é Mentor Handbook
wse' Watershed Stewards Project Service Year 18 —2011/12
Greetings WSP Mentors!

Welcome to the WSP Mentor Handbook. Although some of you have been WSP mentors for years and
others for the first time, | hope that everyone will find the WSP Mentor Handbook informative and easy
to use. It is intended to serve as a guide to the bigger picture of WSP, as well as a handy resource for you
when questions arise.

| want to sincerely thank each and every one of you for taking the time to be a WSP mentor this year.
WSP greatly appreciates the time and dedication each of you gives to the members and the program at

large.

As always, please do not hesitate to contact me with additional questions or ideas!

Best to you in the upcoming year,

~Carrie
Carrie Gergits
WSP Project Director

Chinook Salmon
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"The AmeriCorps Watershed Stewards Project is a unique way for enthusiastic
members of all backgrounds, ages and parts of the country to get directly
involved in national service and the management of natural resources we all
share. WSP members never fTail to impress me with their commitment to the
program, their diverse sets of personal experiences, travels and skills,
their helpful spirit, even their very creative applications of their limited
stipends to further explore the opportunities Northern California has to
offer. WSP is an unforgettable experience for members - they bond together to
create positive change, learn nearly boundless new skills from their sites
and the program, and give selflessly for 11 months of their lives.

Although the group trainings and environmental education events facilitate
bonding and information sharing, each member®s experience is shaped largely
by their mentor. 1 do not doubt that each of us can remember at least one
professor or mentor who shaped and guided our career path, interests, and the
fabric of our being. WSP mentors have the priceless opportunity to encourage
and mold a new generation of passionate natural resource specialists - Thank
you for taking on this challenge!"

Natalie Arroyo (served her Tfirst year with the Mattole Salmon Group in
Petrolia, and her second year as the Outreach Team Leader at the WSP office
in Fortuna)

Sockeye Salmon
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Program Information
What Is AmeriCorps?

AmeriCorps is the National Service initiative created by President Clinton’s signing of the National and
Community Service Trust Act of 1993. AmeriCorps comprises AmeriCorps* VISTA, AmeriCorps*NCCC,
and AmeriCorps*State and National. AmeriCorps members serve with more than 2,000 nonprofits,
public agencies, and faith-based and community organizations. Since 1994, more than 500,000 men and
women have provided needed assistance to millions of Americans across the nation through their
AmeriCorps service. Each year, more than 97,000 AmeriCorps members are serving in communities
throughout the country.

The AmeriCorps Mission

Getting Things Done: Above all, AmeriCorps helps communities meet their education, public
safety, human and environmental needs through service. AmeriCorps programs become powerful
models for communities to apply in all of their problem solving.

Strengthening Communities: \While we rightly celebrate the ways we differ, we also need to
remember the values we share. AmeriCorps unites individuals from all different backgrounds, and
institutions of all different kinds, in the common effort to improve our communities.

Encouraging Responsibility: AmeriCorps encourages members to explore and exercise their
responsibilities to their communities, their families, and themselves, in their service experience
and throughout their lives.

Expanding Opportunity: AmeriCorps helps those who help America. AmeriCorps members receive
education awards to further their education or pay back their student loans, as well as gain
invaluable job experience, receive specialized training, and obtain life skills.

The AmeriCorps Pledge

| will get things done for America —
To make our people safer, smarter, and healthier.
| will bring Americans together to strengthen our communities.
Faced with apathy, | will take action.
Faced with conflict, | will seek common ground.
Faced with adversity, | will persevere.
| will carry this commitment with me this year and beyond.
| am an AmeriCorps member, and | will get things done.
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A Brief History of National Service

America's strong tradition of service has its roots in its communities. The country's vast network of civic
and religious organizations, schools, universities, and businesses has been especially important in
bringing people together in order to meet common goals. Since the 19th century, Americans have
demonstrated a strong commitment to service, whether building new homes, protecting public spaces,
or helping those in need.

Throughout this century, each new generation has risen to the challenge of national service. During the
Great Depression of the 1930s, President Franklin Delano Roosevelt created the Civilian Conservation
Corps (CCC). Four million young people joined in response, restoring the nation's parks, revitalizing the
economy, and supporting their families and themselves. Through eleven years of depression, the CCC
provided billions of dollars in services and enabled millions of families to live in dignity.

With World War I, the GI Bill linked service to education, offering war veterans the opportunity to pay
for school in return for service to their country. Because of the Gl Bill, veterans improved their own lives
by attending college. They also contributed greatly to America's future; with the education they
received, these citizens helped spark the economic boom that gave America the worlds' leading
economy. The principles of the CCC and the Gl Bill, namely encouraging and rewarding Americans who
serve, inspire AmeriCorps today.

For the next generation, the call to service came from President John F. Kennedy, who developed
programs such as the Peace Corps that still flourish today. "Ask not what your country can do for you,"
Kennedy said, "ask what you can do for your country." Responding to that call in the years since,
thousands of Peace Corps volunteers have left the comforts of home and traveled to the poorest
corners of the globe, building schools where none existed, helping farmers feed the hungry, and
establishing hospitals to care for the sick. After meeting vital needs overseas, returned Peace Corps
volunteers have put their knowledge to work to change America for the better.

The 1960s also saw the creation of Volunteers in Service to America, or VISTA, which is now part of
AmeriCorps and engages adults in helping low-income communities help themselves. Initiatives such as
the Retired Senior Volunteer Corps, the Foster Grandparents Programs, and the Senior Companion
Program were also developed as a way of engaging older Americans in the work of improving the nation.
In the 1970s and 1980s, a variety of programs at the local, state, and national levels expanded to offer
young people the opportunity to serve. Youth corps and school and university-based programs
mobilized communities to find and solve their own problems. In a time of scarce resources, these
initiatives continued to involve citizens in meeting national needs.

In May 1993, President Clinton introduced historic legislation to expand opportunities for Americans to
serve our country, build up their communities, and earn awards for their education in return. Months
later, Democrats and Republicans in Congress joined together to pass the bill creating AmeriCorps and
the agency that administers it, the Corporation for National Service. President Clinton signed the
legislation, the National and Community Service Trust Act, on September 21, 1993.
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AmeriCorps Term Limits

An individual may receive [a living allowance, child care, and health car] for no more than four terms of
service in an AmeriCorps State and National program, regardless of whether those terms were served on
a full-, part- or reduced part-time basis. An individual may not receive, through national service
educational awards and silver scholar educational awards, more than amount equal to the aggregate
value of [two] such awards for full-time service. If a member serves less than full-time, they may earn
prorated education awards in only four terms of national service, so long as the total does not exceed
the equivalent of two full-time terms. Full-time, half-time, reduced half-time, quarter time, and
minimum time terms of service each count as one term of service. Generally, if you are released for
cause or leave program voluntarily before completing your term of service and do not receive an
education award, that term of service counts as one of your terms.

National service laws and Corporation policies impose certain restrictions within the various programs
on the number of terms an individual may serve within that program. The following outlines the
limitations on the number of terms one may serve within the different AmeriCorps programs.

AmeriCorps Program Maximum Number of Terms
within each AmeriCorps Program
AmeriCorps*State and National,

Education Award Only, Tribes, and U.S. Territories 4 full time (up to 8 partial terms)
AmeriCorps*NCCC 4 full time (up to 8 partial terms)
AmeriCorps*VISTA 3 full-time terms (no partial terms available)

The Corporation has determined that individuals may, nonetheless, serve up to three full-time terms of
service across the different types of AmeriCorps programs and may receive Corporation-funded member
benefits as long as the caps on the number of terms of service within each program are maintained. In
no event may an individual serve more than a total of three full-time terms in any combination of
AmeriCorps programs. AmeriCorps*VISTA programs allow an additional year of service due to the option
of an end-of-term stipend rather than an Education Award.

The Founding of the Watershed Stewards Project

In the spring of 1994, several employees of the California Department of Fish and Game (DFG) and
California Conservation Corps (CCC) began talks about forming a community-based watershed
restoration, education, and outreach program to meet needs on the North Coast. Resource
professionals needed help assessing natural resources; college students and graduates needed an
opportunity to gain hands-on experience and other critical job skills; and community members,
students, and landowners needed to learn to care for their lands.

In collaboration with other members of the fisheries, watershed, and service community, the DFG and

CCC developed the initial grant proposal to fund WSP. Partners included Humboldt State University,
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Proposition 70, and the USDA Forest Service, among others. The strong proposal, combined with the
strength of the partnerships, contributed to WSP receiving its AmeriCorps funding in August of 1994.

Maintaining National Identity

WSP AmeriCorps members are part of the National Service movement and are supported through grant
funding from the Corporation for National and Community Service. Members should continually convey
that message to their Placement Site and to community members. Furthermore, members should use
every opportunity to explain to community members what National Service means and the function of
AmeriCorps. Members must be careful not to be "absorbed" within their Placement Site, and may need
to enlist their mentor's help in maintaining their AmeriCorps member identity. For example, a member
placed with the California Department of Fish & Game (DFG) is not a DFG employee; rather, the member
is there to assist the organization and community in solving local environmental problems.

Suggestions for Maintaining AmeriCorps Identity:

Uniform: A variety of AmeriCorps/WSP gear will be provided to you and should be worn as your daily
uniform. For more details refer to the WSP Uniform Policy.

AmeriCorps Logo: This is available on our website and should be included on all printed materials
associated with AmeriCorps related activities and information.

Buttons and Stickers: These are available to you for use at AmeriCorps related events and on all
outreach materials.

Verbal Information: Inform and remind community members that you are part of the National Service
movement and be able to articulate information about the Watershed Stewards Project and your
Placement Site.
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Program Description

Project Mission: The Watershed Stewards Project’s mission is to conserve, restore and enhance
anadromous watersheds for future generations by linking education with high quality scientific
practices.

The AmeriCorps Watershed Stewards Project (WSP) is a community-based watershed restoration
program serving 20 communities from Ventura to the Oregon Border. AmeriCorps members serve under
the guidance of resource professionals in collaboration with local landowners, public agencies, and
private industry to assess, monitor, and enhance watersheds. During their term of service, AmeriCorps
members participate in the following:

Watershed Assessment

e Working cooperatively with natural resource agencies, landowners, land managers, and
community-based organizations, members survey streams and watersheds using State
and Federal protocols. These scientific surveys assess current stream conditions with
relation to fish habitat.

e Members analyze data and help generate reports and specific "prescriptions" for
management of those streams and watersheds. The reports are then made available to
the natural resource agencies, landowners, and land managers.

e Members assist in the coordination and implementation of these “prescription” which
include, but are not limited to: reducing water temperatures by planting trees; reducing
sediment entering the stream by stabilizing stream banks; and adding logs and other
materials to increase habitat complexity and to preserve salmonid spawning sites.

Education and Outreach

e Members serve in local schools to educate the next generation of landowners by
instructing K-12 students in watershed and salmonid science utilizing the WSP Real
Science curriculum, recently aligned with California State Education Standards. The Real
Science curriculum consists of a minimum of six lessons pertaining to: watersheds, the
water cycle, the salmonid life cycle, habitats, and anatomy.

e Additional educational activities include the implementation of service-learning projects
which allow students to apply knowledge gained in the classroom to hands-on watershed
restoration.

e Members provide outreach presentations and educational opportunities such as: episodic
classroom visits, environmental education fairs, field trips, community service projects,
and presentations to community members, natural resource professionals, and students
relating to conserving, restoring, and sustaining local watersheds.
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Members participate in a minimum of four National Service Day events throughout their
term of service. WSP involvement in community outreach and National Service Days will
build cooperative relationships among teachers, students, resource professionals,
community members, and private landowners throughout the communities in which they
serve.

WSP Team Leaders are responsible for assisting with the coordination and support for all
other member’s education and outreach opportunities. Team leaders research and secure
community education and outreach opportunities and assist in training WSP members
and the community on watershed related issues.

Member Development

Members serve under the daily guidance of natural resource professionals. Every
member is assigned a mentor who is responsible for providing the training needed to
perform daily activities.

Members attend three week-long WSP trainings: Member Orientation, Spring Training,
and Summer Training. Members also participate in additional trainings focusing on Real
Science Education, Outreach and ISP’s, the Salmonid Restoration Federation
Conference/Trainings, and various site-specific trainings including biological surveys,
physical surveys, watershed restoration, and technical skills.

Volunteer Recruitment

Each member completes an Individual Service Project in which they recruit, train, and
manage 15 volunteers in a hands-on watershed restoration project, teaching participants
marketable skills.

Through the Creek Geeks Volunteer Program, the Volunteer/Media Team Leader tracks
recruited community volunteers for both on-going and one-time restoration projects.

Through the coordination of these activities, WSP members build professional
development and communities are strengthened through the partnerships between
people, groups and organizations, and their connection to the local environment.
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Key Partners

Corporation for National & Community Marin Municipal Water District

Service Mattole Restoration Council
CaliforniaVolunteers Mattole Salmon Group

Senate Bill 271 Committee Mid Klamath Watershed Council

California Conservation Corps Resource Conservation District of Santa Cruz
California Department of Fish & Game San Luis Obispo County Steelhead Initiative
California Trout Sonoma Ecology Center

Eel River Watershed Improvement Group USDA Forest Service

Farallones Marine Sanctuary Association Yurok Tribe Environmental Program

Humboldt Fish Action Council

Project Locations
Arcata, Arroyo Grande, Capitola, Eldridge, Eureka, Fairfax, Fort Bragg, Fort Bragg, Fortuna,

Hopland, Klamath, Morro Bay, Orleans, Petrolia, San Francisco, San Luis Obispo, Santa Barbara,
Ventura, and Yreka.

2011/12 Member Specifics

Number of members: 51 full-time members and 4 full-time Team Leaders

Member stipend:$13,600 full-time (members), $16,150 full-time (Team Leaders)

Education Award: $5,550 per year full-term,
$2,775 per year half-term

Service duration: 10.5 months, October — August (full-term members must complete a minimum
of 1700 hours)
6 months, March — August (half-term members must complete a minimum of
900 hours)
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Watershed Stewards Project

I California Conservation Corps

CA Dept of
Fishand

Game

CRMEP
(Fortuna)
2 Members

CWPAP
(Fortuna)
? Members

Wwsp

4 Team Leaders

Mentor Handbook
Service Year 18 —2011/12

CalTrout
4 Members

CCC/ERWIG
2 Members

Farallones Marine
Sanctuary

2 Members

Eureka

2 Members

US Forest

Service

Orleans

2 Members

Eureka

2 Members

Fortuna

9 Members

Humboldt Fish
Action

Council /CDFG
2 Members

Fort Bragg

2 Members

Hopland

2 Members

Mattole Salmon
Group

2 Members

arin
Municipal

Water District

2 Members

Mid-Klamath
Watarshad
Council

7 Members

Santa Barbara
2 Members

Yreka
2 Members

San Luis Ohispo
Steclhaad
Initiative

2 Members

Sonoma
Ecology Center

2 Members

Mattole
Restoration
Council

2 Members

Fort Bragg
2 Members

Willow Cresk
2 Members

nta Cruz
Resource
Conservation
District

2 Members

Yurok Tribe
Environmantal
Program

2 Members

*The San Luis Obispo Steelhead Initiative is comprised of the Morro Bay Los Padres National Estuary
Program, Central Coast Salmon Enhancement, the Land Conservancy of SLO and the California

Conservation Corps
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Performance Measures/Objectives
Service Year 18 —2011/12

AmeriCorps requires WSP to report program activities and accomplishments in the form of
Performance Measures. The following are WSP’s objectives for Service Year 18:

WATERSHED ASSESSMENT
e 2,500 stream, riparian and upslope miles will be assessed
e 60% of watersheds will be evaluated as improved by 60%

WATERSHED EDUCATION AND OUTREACH
e 1,375 students will receive a series of Real Science watershed and salmonid education
e presentations
e 11,500 hours of outreach and educational opportunities will be provided to 20,000
community members
e 70% of students who receive 6 hours of education will increase their knowledge of
watershed processes by at least 20%

MEMBER DEVELOPMENT
e 55 members will receive 270 hours of training
o 80% [44 of 55] of members who receive 270 hours of training will increase skills by 25%

VOLUNTEER RECRUITMENT
e 66 volunteers recruited for on-going activities
e 825 volunteers recruited for one-time activities
e 528 volunteer hours for on-going activities
e 3,300 volunteer hours for one-time activities.
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The 10 Absolutes for WSP Members

The following is a list of absolute requirements for all WSP Members. It is important that the
Mentor/Member Agreement ensures that these absolutes can be accomplished.

Program Term
WSP is a 10.5 month program. All members must complete the full program term from October to
August. Exceptions will only be granted for a personal or family illness/death, or life
altering/compelling circumstances beyond the member’s control. Any member unable to complete
the full term for one of these reasons must notify the Project Director in writing immediately upon
becoming aware of the conflict.

Total Service Hours
Members must complete a minimum of 1,700 hours during their term of service. Mentors should
work with their members to responsibly manage hours throughout the term. Please note that
members may be required to serve in excess of 8 hours per day or 40 hours per week.

Service Activities
All hours served must be non-political in nature and directly relate to the WSP mission of
conserving, restoring, and enhancing anadromous watersheds through education and scientific
practices, with the exception of non-watershed related national service day events.

Drug & Alcohol Free Events
All events attended by WSP members are drug and alcohol free environments. Possession, sale or
use of alcohol or illegal drugs or alcohol/ drug paraphernalia is prohibited on State or Federal
property, vehicles, and/ or Project training or service sites (this includes both WSP and non-WSP
sponsored events). Members must follow the Alcohol and Other Drug Policy at all times while
performing CCC/WSP business or while involved in CCC/WSP-sponsored projects and/or recreational
activities anywhere, including off CCC/WSP property.

WSP Trainings
Attendance at all WSP trainings is mandatory. Mentors and members should schedule trainings
into their calendar as firm dates and should not plan anything else during this time. Members should
not ask to be excused, come late, or leave early unless it is a life altering/compelling event that you
do not have control over. Requests for such events must be submitted in writing to the Project
Manager immediately upon becoming aware of the conflict.

Field work Safety
Member will not be permitted to work one on one with a field partner unless they are certified in
CPR and Basic First Aid. All WSP members will be certified in Wilderness First Aid, CPR and Swift-
water Rescue, therefore any field crew that includes both WSP members together meets this
requirement.
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WSP/CCC Email Accounts
All  WSP members will be required to utilize their CCC issued email accounts
(Firstname.Lastname®@ccc.ca.gov) for all WSP work related correspondence. The CCC email account
is NOT permitted to be used for personal correspondence such as announcing parties, or political
solicitations. WSP/CCC email is expected to be checked on a daily basis.

Reporting and Documentation
All WSP paperwork must be submitted by the applicable due dates, or on the first working day of
the following month if not specified. This includes but is not limited to: Daily Project Logs (DPLs)in
the database, Monthly time sheets (Std. 634s), Travel Expense Claims (TECs), Outreach Logs,
Education Logs, and all completed ISP paperwork. For example, if a member completes their ISP in
August, all ISP related paperwork must be turned by the first working day of September.

Member Rights
All WSP members have rights. Any member who feels their rights are being violated by another
WSP participant (member, mentor, or staff) should contact the WSP Project Manager or Director
immediately. Grievance procedures and policies exist for these purposes. For issues involving
discrimination, harassment, or other illegal activities, members may also contact the Office of
Inspector General at 1-800-452-8210 or via email at hotline@cnscig.gov.

Communication
Good things come from communication. Mentors should have at least monthly meetings (weekly is
recommended) with members to review calendars and address any issues or concerns. Please
communicate with the WSP office about situations that arise at your site, community events, or
anything of interest no matter how big or small.
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WSP Staff

Project Director: Carrie Gergits (707) 725-8601, ext. 301 (office), (707) 496-0594 (cell)
Carrie.Gergits@ccc.ca.gov

Project Manager: Kristin Kovacs (707) 725-8601, ext. 302 (office), (707) 498-8723 (cell)
Kristin.Kovacs@ccc.ca.gov; WSP.Recruiter@ccc.ca.gov

Southern Region Jody Weseman (707) 496-6832 (cell)

Project Manager: Jody.Weseman@ccc.ca.gov

Office Manager: Sarah Judd (707) 725-8601, ext. 305 (office)
Sarah.Judd@ccc.ca.gov; WSP.Info@ccc.ca.gov

Member Stephanie Hedt (707) 725-8601, ext. 304 (office)

Coordinator: Stephanie.Hedt@ccc.ca.gov; WSP.Forms@ccc.ca.gov

Project Director — Carrie Gergits

Responsible for overall program guidance, including staff supervision, securing funding, program
reporting, ensuring member and mentor program compliance, monitoring member and mentor success,
and fiscal management.

Project Manager — Kristin Kovacs

Oversees duties of all WSP members in the Northern and Central Region, and mentors the Education,
Outreach, and Volunteer/Media Team Leaders. Responsible for member recruitment and trainings.
Assists with program planning, and is responsible for reporting and evaluation. Oversees all community
and media outreach efforts in the northern and central region. Provides support for Project Director,
members, and team leaders.

Southern Region Project Manager- Jody Weseman

Oversees duties of Southern Region WSP members and mentors the Southern Region Team Leader.
Responsible for member recruitment and trainings. Assists with program planning, reporting and
evaluation. Oversees all community and media outreach efforts in the southern region. Provides support
for Project Director, members, mentors, and team leaders.

Office Manager — Sarah Judd

Responsible for overall office and information management. Performs program assistance, including
forms management, event preparation, supply inventory and maintenance, payment requests,
maintaining program procedures and manuals, fiscal assistance, clerical support, and other important
program paperwork. Provides support for program staff, members, and team leaders.

Member Coordinator — Stephanie Hedt

Responsible for processing workers' compensation claims, Travel Expense Claims (TECs), Stipends, and
other important AMC & CCC paperwork related to member hours and the pre-hire, hire, and exit
processes. Facilitates member benefits information and assists in the development of the WSP Health
and Safety Program and driver’s safety certifications. Provides support for program staff, members, and
team leaders.
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WSP Team Leaders

Education Team Leader: Bonnie Stewart (707) 725-8601, ext. 306 (office)
WSP.ETL@ccc.ca.gov

Outreach Team Leader: Molly Schnur (707) 725-8601, ext. 307 (office)
WSP.OTL@ccc.ca.gov

Volunteer / Media Team Leader: Emily Hirshman (707) 725-8601, ext. 303 (office)
WSP.VMTL@ccc.ca.gov

Southern Region Team Leader: Aristotle Ou TBD

TBD

Education Team Leader

Provides support for members in WSP’s central and northern regions. Coordinates with local schools
and teachers to implement WSP’s Real Science education program and develops and maintains program
education materials. Provides educational support and resources to members.

Outreach Team Leader

Provides support for members in WSP’s central and northern regions. Assists in coordinating member
participation in community outreach events such as informational festivals and recruitment fairs,
develops outreach materials, and assists with WSP website. Provides outreach support and resources to
WSP members.

Volunteer/Media Team Leader

Provides support for members in WSP’s central and northern regions. Provides support for members
during the organizing and implementation of their Individual Service Projects. Assists with the
development of media tools and publicity materials. Tracks participation with the WSPs long-term
volunteer program, Creek Geeks. Creates the monthly volunteer newsletter, Water Ways. Maintains
the WSP photo archives.

Southern Region Team Leader

Provides support for members in WSP’s southern region in all three program areas. Coordinates with
local schools and teachers to implement WSP’s Real Science education program and develops program
education materials. Assists in coordinating member participation in community outreach events such
as informational festivals and recruitment fairs, and develops outreach materials. Provides educational
and outreach support and resources to WSP members. Also provides support for members during the
organizing and implementation of their Individual Service Projects. Assists with the development of
media tools and publicity materials.
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Glossary of Terms

AmeriCorps*NCCC - The National Civilian Community Corps involves young people ages 18 to 24 in
programs focused on environmental needs. Housed and trained on ‘campuses,” NCCC members are
deployed as teams/crews to community service sites.

AmeriCorps*State and National - Programs are created when collaborations (consisting of at least three
state, federal, and local agencies, private organizations, schools or businesses) are awarded grants to
address the critical needs of their community through the use of teams of AmeriCorps participants who
serve for one or two years.

AmeriCorps*VISTA - Volunteers in Service to America (VISTA) is a program founded in 1965 for
Americans who commit themselves to helping low-income people. VISTA volunteers serve in rural or
urban areas or on Indian reservations, in fields such as employment training, emergency preparedness,
literacy, shelter for the homeless, and neighborhood revitalization.

California Conservation Corps (CCC) - Youth corps program and WSP fiscal and administrative agent.
Stipend checks and checks to vendors are generated by the CCC. (The WSP office is a part of the CCC
Northern Service District.). The Fortuna Center Director is Michelle Rankin.

California Volunteers (CV) - The administrator of competitive and formula funded AmeriCorps grants in
California. CV (formerly the California Commission on Improving Life Through Service (CCILTS), the
Governor’s Office on Service and Volunteerism (GO SERV) and California Service Corps (CSC)) was
created by Governor Pete Wilson and is charged with overseeing AmeriCorps, service, and volunteerism
in the State of California.

Collaborator - A partner with WSP, providing cash and/or in-kind support.

Corporation for National and Community Service (CNCS) - Sponsors AmeriCorps and other service
programs and pay many of the expenses for AmeriCorps programs, including members' educational
awards. CNCS is supported by tax dollars. CNCS is directly accountable to Congress, which decides each
year how much money should be appropriated for AmeriCorps. CNCS is not a government agency; it is a
non-profit corporation.

Database - Primary WSP evaluation tool, the database provides a daily account of each member’s
service activities. Database submissions need to be turned in monthly and are crucial to track the
progress of WSP.

Educational Award - AmeriCorps members who successfully complete their term of service receive a
$5,550 (full-time) educational award to attend any accredited academic or vocational institution, or
repay guaranteed student loans. An Education Award is considered income by the Internal Revenue
Service and will be taxed in the year it is used.

Member - A participant in the AmeriCorps program. Legally, WSP members are considered contract
employees of the California Conservation Corps and are subject to CCC policies and procedures.
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Mentor - A resource professional with a State, Federal, County, or Tribal agency, or nonprofit
organization, who provides guidance and direct supervision to a WSP AmeriCorps member.

Placement Site - The State, Federal, County, or Tribal agency, or private nonprofit organization where
WSP AmeriCorps members are placed.

Points of Light Foundation - Created by President Bush Senior in 1990, the Points of Light Foundation
was the first phase to establish AmeriCorps.

Program Associate - Representative from the granting organization CaliforniaVolunteers (CV), who is
charged with ensuring a program is fulfilling its contractual obligation. Our Program Associate is
currently Rachel Connor.

Proposition 70 Committee - A major WSP collaborator. Created by a California ballot initiative,
Proposition 70 Committee members are charged with the distribution of $10 million dollars for the
restoration of salmon and steelhead. Since 1994, WSP received approximately $600,000 through grants
from Proposition 70. Bond act sunset occurred on June 30, 1999.

Request for Proposal (RFP) - Grant application with a set format and specific criteria.

Senate Bill 271 (SB 271) - Created in 1997 by the Executive Branch of the California Government, this bill
provided up to $43 million dollars for the restoration of salmon and steelhead for eight years.

Std. - The abbreviation for standard state form.
Stipend - AmeriCorps member living allowance. AmeriCorps stipends are taxable income.

Team Leader - Four WSP member positions for members who have demonstrated excellence in
community outreach. Team Leaders assist members with presentations, lessons to K-12 students,
community outreach events, volunteer coordination, media outreach and also serve as member
representatives to the WSP Advisory Committee. Three are placed with the WSP office in Fortuna, one is
placed in the Southern Region.

Travel Expense Claim (TEC) - The form used to process all travel and mileage reimbursements.

WSP Website - www.ccc.ca.gov/go/wsp We encourage members and mentors to submit photos,
biographies, and updated site information for recruitment purposes.
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Mentor Position Description

Qualifications:

e Strong professional standing, educational background and supervisory experience;

e Professional association with an AmeriCorps placement site;

e Minimum of three years expertise, knowledge and skills in natural resources, especially
fisheries, hydrology or forestry; previous WSP members must have three years of post-WSP
experience before qualifying as a mentor.

e Experience in mentoring young professionals in their area of focus; and

e Dedication to serving community.

Description of Duties:

Safety

Provide a safe and healthy work environment;

Train members in the Placement Site’s lliness and Injury Prevention Program; and

Ensure that at least one First Aid/CPR certified person accompanies members in the field at
all times (i.e. another WSP member).

Training and Supervision

Participate in the recruitment and member selection process, which includes conducting
second round interviews of potential members either in-person or via telephone;

Attend annual Mentor Training and review Mentor and Member Handbooks in order to
ensure full understanding of program requirements and responsibilities;

Work with members to complete the Mentor / Member Agreement. Submit original
signed Agreement to WSP office by October 31%;

Conduct at least monthly meetings with members to discuss calendars and member
development (see sample Mentor / Member Monthly Meeting Template provided in
Mentor Handbook);

Ensure that members follow all WSP policies as outlined in the Member/Mentor
Handbooks;

Allow members to utilize time during the workweek to attend mandatory meetings,
trainings, conference calls, and community service events. (See Calendar of Events
provided in Mentor Handbook);

Supervise and assist members in the planning and implementation of their Individual
Service Project. Ensure members are making adequate progress toward the WSP
community service, community building, and member development objectives; and

Ensure that any member disciplinary issues are resolved in accordance with the WSP
Disciplinary Policy outlined in the Mentor Handbook.
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Documentation

e Provide and document site-specific orientation (including safety training) for members.
Submit signed Placement Site Orientation Checklist to WSP office by October 31st;

e Provide and document on-going site-specific training (including safety) necessary for
members to accomplish service activities;

e Evaluate member service progress at mid-year and at the end of the term. Document
these evaluations and forward to WSP office by dates requested; and

e Complete any reports and surveys as required by WSP, including financial statements
consistent with Office of Management and Budget (OMB) Circulars.
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Tips for Effective Mentoring

Role of a WSP Mentor:
e Be accessible, approachable, and supportive;
e Beinterested in a mentor-protégé type relationship with the member; and
e Provide worthwhile assignments and guidance, while helping to develop the member
professionally.

Respect Members as Professionals:
e Be able to work with creative and enthusiastic minds in a climate of mutual respect;
e Keep in mind that while some members lack professional experience, others may be well into
their careers. Regard members with trust and professionalism; and
e Members should be treated as budding scientists, not just as tools. ldeally, a mentor would
provide a member with a project and support and leave it up to the member to progress.

Communication:

e Be clear about your expectations and boundaries. Set up ground rules and communicate them;

e Always be honest. Trust and respect are the foundations upon which mentorships are built;

e Discuss the importance of maintaining positive and professional relationships; and

e Maintain regular contact through monthly meetings to assess progress, address concerns, and
check in regarding schedules or opportunities.

e Mentors should assume they are the givers in the relationship. Consistent contact models
dependability and builds trust.

e Members at sites who have regular monthly meetings are happier and more productive.

e Creating a regular meeting time, such as 9:00am on the first Monday of the month is most
successful - otherwise coordinating schedules can be challenging.

Site Duties:
e Members often produce higher quality work and feel more fulfilled when they are busy and feel
like they are doing important work;
e Assign tasks that are challenging, interesting, and add to the experience of the member (in
pursuit of career and life goals).

Training and Guidance:
e Be willing to share your skills and knowledge as a resource professional and provide direction, in
exchange for the year of service, skills, and knowledge given by members;
e Provide members with training, guidance, and access to all the tools necessary to complete their
assignments; and
o Help the member access additional resources and expand support networks.
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Promote Independence and Development:

Encourage members to be self-reliant and take pride in their duties by giving them
responsibility;

Provide projects and assignments for slow times or when the mentor is unavailable; and
Encourage members to select an independent project to work on throughout the term that
would benefit the site. This will build their résumé, offer variety in their daily duties, and provide
a productive focus during slower seasons.

Flexibility:

Allow members to create new projects, events, and research;

Understand members’ WSP-focused requirements and time constraints;

Support and encourage members to occasionally attend non-mandatory meetings, workshops,
and community outreach events that are accomplishing WSP objectives, even if they are not
directly related to the placement site;

Work with members to occasionally allow time to explore other placement sites or
organizations; and

If site has a variety of programs and projects, allow members the opportunity to spend time
with each program coordinator. This provides the member with a better understanding of the
organization, and also allows them to gain new and different experiences for their professional
development.
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Member Training Overview

WSP Trainings are an important program component. Training opportunities are designed to prepare
members and mentors to effectively serve in their respective roles. Trainings also help members
establish a sense of community and common purpose within WSP while developing professional skills
that can be taken with them beyond their term of service.

Members attend a minimum of four mandatory WSP trainings during the term of service: Member
Orientation, Regional Training, Spring Training, and Summer Training. Members also participate in
various site-specific trainings including biological and physical surveying, watershed restoration, and
technical training pertaining to specific tasks and projects. Optional trainings include non-WSP
coordinated trainings, such as the Annual Salmonid Restoration Federation Conference.

The following information details both required and non-required member development and training
opportunities throughout the term of service. For specific training dates, refer to the WSP Calendar of
Events or the WSP website at www.ccc.ca.gov/go/wsp

WSP Required Trainings
Member Orientation Length: 5 days
Purpose/Goals:

To welcome and provide members with an introduction to AmeriCorps, Watershed Stewards
Project, California Conservation Corps, Watershed/Fisheries, Field Safety, and
Education/Outreach, all which contribute to the member’s professional development
throughout their term of service.

Training content will include:

e AmeriCorps: History, Standards of Conduct

e California Conservations Corps: History, relationship to WSP, Policies and Standards of
Conduct

e WSP: History, Mission, Objectives, Performance Measures, Worker’'s Compensation,
Illness and Injury Prevention Program, Driver Safety (for applicable members)

e Watershed/ Fisheries: Intro to North Coast Watershed/Fisheries, Regional Watershed
Issues

e Field Safety: Wilderness First Aid/CPR certification, Swiftwater Safety certification,

e General Field Safety Tips

e Qutreach: A brief introduction to Community Outreach, Environmental Education and
Individual Service Project Requirements

e Professional Development: Professionalism
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Regional Training Length: 2-3 days
Purpose/ Goals:

To provide members with additional support in the areas of Community Outreach, Real Science
Watershed Education, and the Individual Service Project.

Spring Training Length: 5 days
Purpose/Goals:

To increase members’ understanding of watersheds/fisheries issues through workshops and
field tours with natural resource professionals, provide a holistic perspective of WSP through
member placement site presentations, and further members’ professional development.
Training content will include:

e WSP: Civic Engagement And National Service
e Watershed/Fisheries: Various Technical Skill-Based Workshops and Field Tours
e Professional Development: Leadership, Conflict Resolution and Communication

Summer Training Length: 5 days
Purpose/Goals:

To further increase members’ understanding of watersheds/fisheries issues and professional
development through workshops and field tours with a variety of natural resource career
focused professionals. Training content will include:

e WSP: Placement Site Descriptions

e Watershed/Fisheries: Various Technical Skill-Based Workshops and Field Tours

e Professional Development: Career Development — Résumé Tips, Interview Techniques,
and Life After AmeriCorps resources

WSP Training Location Plan

WSP training facilities are selected based on availability, accommodations, price/payment, and level of
local mentor/placement site participation. Spring and Summer Training facilities will be rotated on a
two-year cycle to provide second year members the opportunity to experience various regions
throughout WSP’s service area, while also providing placement sites the opportunity to be involved in
trainings and educate members about local issues and projects.

If you know of an appropriate training facility or would like to host a WSP member training in your area,
please contact the WSP Project Manager or the WSP Southern Region Project Manager.
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Placement Site Involvement

Placement sites and mentors are welcome and highly encouraged to participate in member trainings by
attending or facilitating a watershed-based workshop or field tour. Members appreciate meeting other
mentors and learning about the work being done by different placement sites, often resulting in
increased recruitment of second year members the following year.

If a placement site supervisor or mentor is interested in becoming involved in a WSP member training,
contact the WSP Project Manager or Southern Region Project Manager.

Expectations at WSP Trainings

All WSP and placement site coordinated trainings adhere to the WSP Policies and Guidelines. WSP
coordinated trainings are drug and alcohol free events. Members suspected and/or found to be in
possession of or using illegal drugs or alcohol at WSP trainings will be subject to immediate disciplinary
action. WSP also adheres to a “No Pets” policy at trainings.

Additional Member Training Opportunities

Each WSP member will have the opportunity to attend ONE of the following trainings offered by the
Salmonid Restoration Federation (SRF), a non-profit organization dedicated to the protection and
restoration of California's salmon, steelhead, and trout populations and their habitat. Locations and
dates for the following trainings vary by year, but are available on the SRF website at:
www.calsalmon.org. Additional training opportunities may be presented throughout the term, and will
be considered on a case-by-case basis.

SRF Annual Conference
0 # Members to attend: TBD based on WSP budgetary constraints
0 Member Selection Method: random lottery selection of interested members with priority
given to second year members
SRF Coho Confab
0 # Members to attend: TBD based on SRF capacity
0 Member Selection Method: interested members
SRF Chinook Symposium
0 # Members to attend: TBD based on SRF capacity
0 Member Selection Method: interested members
SRF Field Schools
0 # Members to attend: TBD based on SRF capacity
0 Member Selection Method: interested members

Page 26 of 187 1455-C Sandy Prairie Court , Fortuna CA 95540
Ph. (707) 725-8601 Fax (707) 725-8602



A

Wt

Mentor Handbook
Watershed Stewards Project Service Year 18 —2011/12

Member Community Outreach and Education

Member Individual Service Project Overview

Each WSP member is required to coordinate an Individual Service Project (ISP) as part of their volunteer
generation and media skills development requirements throughout their term of service.

Project Goals

To build partnerships and engage community members as volunteers in the restoration of their
local watersheds

To personalize the member’s year of service

To develop members professionally through learning or refining highly transferable skills

Project Requirements

To fulfill project requirements, members must:

Develop a hands-on watershed restoration project, lasting approximately four hours, which
meets a need in the community.

Submit an Individual Service Project Proposal and Job Hazard Analysis Form to the WSP Project
Manager and Volunteer/Media Team Leader a minimum of six weeks prior to the event for
approval.

Recruit and manage community volunteers as the primary work-force of the project.

e Each member is required to recruit a minimum of 15 volunteers throughout their term
of service for participation in the ISP.

e Members are expected to utilize outreach events to connect with potential volunteers.

e Members are expected to develop and follow a volunteer recruitment campaign in
collaboration with the VMTL.

Conduct media outreach to promote the event and to recruit volunteers.

e All members are required to conduct either a pre-event press release, media advisory,
or public service announcement; or a post-event press release. If the member chooses
to conduct a post-event press release, a 48-hour after event deadline must be observed.

e All media outreach must include mention of the AmeriCorps Watershed Stewards
Project and California Conservation Corps.

e Members are expected to utilize the media templates found on the WSP website.

e All media efforts must be submitted to the WSP Project Manager and Volunteer/Media
Team Leader at least four weeks prior to desired media distribution date for review and
edit.

Conduct the event and provide volunteers with an orientation containing appropriate project
background, education, safety information, and equipment.

Follow up with all project partners.

Submit all required paperwork to the Volunteer/Media Team Leader within two weeks of the
event (Volunteer Log via mail and Individual Service Project Summary via email)
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Tools and Resources Provided

Training in volunteer recruitment and management, and media outreach

Regional media contact lists

Regional community-based publicity resource tool on GoogleMaps

ISP Toolkit on website and placement site CD

Media templates for press release, public service announcement, media advisory, etc.
ISP Proposal, Checklist, and Summary forms

Volunteer Log (includes liability release)

Appropriate Projects Inappropriate Projects

Stream Clean Up Beach Clean Up

Tree Planting Dune Restoration

Invasive Plant Removal Watershed/Fish Fair

Willow Baffles/Mats Building a Native Plant Nursery

Creek Mouth Enhancement Biological Monitoring (i.e. fish trapping, etc.)
Road/trail rehabilitation Restoration Field Tour (without hands-on
Barrier Removal component)

Member Compliance Requirements

At the start of the service year, the member and the mentor should reach consensus about the
approximate date for the ISP. A slower season is a more ideal time for an ISP than a busy field
season.

Discuss project ideas with the mentor and utilize his/her assistance as a resource for identifying
and selecting a community restoration need or appropriate contacts and resources. Members
are also expected to gain information and support from relevant community leaders.

Submit an Individual Service Project Proposal and Job Hazard Analysis Form to the WSP Project
Manager a minimum of three weeks prior to the event for pre-approval. Your Individual Service
Project needs to be formally approved by the Project Manager before you proceed with the
donation solicitation and media outreach. Members are expected to keep the VMTL informed
of any and all changes to the ISP after the proposal has been submitted. In the event of a
cancelled or rescheduled ISP, members are expected to resubmit a proposal with the updated
information.

Meet with mentor on a regular basis to assess progress and areas of concern. Follow up with
Volunteer Media Team Leader about any updates, progress or problems. Members are
expected to CC the VMTL on any and all ISP related communication.

Recruit and manage community volunteers as the primary work-force of the project.

e Each member is required to recruit a minimum of 15 volunteers throughout their term
of service, who should be targeted for participation in the ISP. Community members
are more preferable than current WSP members, as one of the primary goals of the ISP
is to build visibility and social networking capacity.

e |f 15 volunteers cannot be recruited, members are responsible for recruiting the
remaining number of volunteers to participate in a WSP mission related activity. In the
event of a subsequent restoration activity, the member must first submit a written
summary of the project. The member is expected to include in the project summary the
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reason for the project, an updated volunteer recruitment campaign, the anadromous
watershed location, what activities the recruited volunteers will be conducting, and the
expected and actual deliverables. The member will also need to submit a Volunteer Log
to the Volunteer Media Team leader after the project is completed.

6. Conduct media outreach to promote the event and recruit volunteers if necessary.

All media outreach must include mention of the AmeriCorps Watershed Stewards
Project and California Conservation Corps.

Always use the following tagline: The AmeriCorps Watershed Stewards Project (WSP), a
special project of the California Conservation Corps, is administered by
CaliforniaVolunteers and sponsored by the Corporation for National and Community
Service

Always quote the WSP mission statement as follows: The mission of the AmeriCorps
Watershed Stewards Project (WSP) is to conserve, restore, and enhance anadromous
watersheds for future generations by linking education with high-quality scientific
practices.

All media efforts must be submitted to the WSP Project Manager a minimum of four
weeks prior to desired media distribution date for review and edit.

Members are expected to utilize the templates found on the WSP website.

Each member must complete one of a pre-event press release, public service
announcement, or media advisory; or a post-event press release. In the event that the
member elects to write a post-event press release, a 48-hour post-event deadline must
be observed.

Members are expected to track and report all media distributed on the ISP summary
form.

7. Facilitate the project on the day of the event and provide volunteers with an orientation
containing appropriate project background, education, safety information, and equipment. An
Individual Service Project Script is provided to guide the volunteer orientation.

8. Follow up with all project partners, and volunteers (thank you letters, etc.).

9. Submit all required paperwork to the WSP Project Manager within two weeks following the
event.

e Completed Volunteer Log
e Completed Individual Service Project Summary
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Developing an ISP — General Outline

*More specific information is available in the ISP Toolkit found on the website and on a CD at each of the
placement sites.

Start thinking about your ISP

4.

Use community resources to identify a watershed restoration-based need in your hosting
community

Brainstorm project goals that address this need

Evaluate the appropriateness/feasibility of each goal based on available financial and social
resources

Reach consensus with your mentor about which goal to accomplish with your hosting community

Coordinating an ISP

1. Establish strategic objectives that will accomplish the chosen goal
2. Determine a location
e Request permission from appropriate landowners if necessary. Consider issues such as safety
and private property liability.
e Seek out community/landowner partnerships if necessary
3. Schedule the ISP
o Utilize the community calendars. Schedule your ISP for a day and time that will most likely not
require competition for volunteers.
4. Submit all required paperwork, including the ISP Proposal and Job Hazard Analysis Form to the
WSP Project Manager.
5. Create a strategic action campaign
e List the objectives that must be accomplished for you to meet your chosen ISP goal
6. Create a volunteer recruitment campaign
e Remember the rule of 10: if you want 10 volunteers to show up, you need to recruit 100
volunteers
e Recruit both targeted and non-targeted volunteers
e Utilize the community and the WSP resources. The VMTL is there to help!
7. Develop a publicity campaign
e Media contacts lists are available on the WSP website located under the Member Info section of
the WSP website. Check with your placement site to see if they have different or already
established media contacts.
e Conduct media advertisement for radio, television, and publications
e Create appropriate media tools (media advisory, press release, public service announcement,
poster, etc.)
e Forward media outreach tools to WSP Project Manager for review, edit, and attainment of
required California Conservation Corps Headquarters’ approval.
e Hang fliers or bulletins around the community where appropriate
o Distribute fliers through email to coalition organizations
o Follow-up media outreach with phone calls.
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Identify and seek out necessary tools, equipment, or transportation
Arrange volunteer liability forms and sign-up sheets

10. Confirm location, date, time, equipment, transportation

*Please note that donation solicitation is not an approved member activity.

ISP Script

A suggested ISP script has been provided to every WSP member, to assist with the introduction to the ISP.
Each WSP member is expected to review the suggested script, and revise it according to the terms of
her/his ISP. S/he is also encouraged to read her/his revised ISP script with the VMTL prior to the ISP
introduction for constructive feedback. The ISP introduction is an opportunity for the WSP member to
introduce him/herself, the WSP, his/her placement site, and it also allows the group to gain cohesion
through an acknowledgement of the social contract and agreements, through reviewing the goals and
objectives, and through learning a new restoration skill set. WSP members are expected to tailor the
suggested ISP script to fit their own ISP.

During and After ISP

1. Day of Event

Relax! Providing all necessary steps and measures were taken in planning, it will be fine. Focus on
enjoying the event and accomplishing set objectives.

Ensure volunteers complete liability forms and volunteer sign-up sheet

Volunteers over age 18: Provide Volunteer Log for volunteers to complete prior to project, which
also serves as a liability release, to ensure that the CCC and/or WSP will not be held liable if
someone is injured while working on your project. This form serves as all of the following:
volunteer sign-in, emergency contact, transportation liability waiver, publicity waiver, and an
additional information request.

Volunteers under age 18: Provide Liability Release, Emergency Medical Information, and Publicity
Release for volunteers to complete prior to project for parent/guardian to sign. Please Note:
anyone under the age of 18 cannot ride in a State vehicle.

Review the ISP Orientation Script contained in this binder to ensure you cover all your bases —
there is a lot of information to cover so your volunteers are well informed!

Follow the volunteer management guidelines as discussed in the ISP Toolkit

Be sure that all volunteers have the opportunity to sign up to receive the monthly subscriptions to
the free, electronic volunteer newsletter, Water Ways

2. Always debrief after event

Identify what did or did not work and lessons learned to improve the event in the future
Keep record of media publicity that was achieved (send any copies to WSP office) and how many
volunteers attended

3. Return all completed paperwork including ISP Summary, Volunteer Log, and evidence of media
outreach to the WSP Volunteer/Media Team Leader.
4. Be sure to send thank you notes as appropriate (landowners, etc.)

* Al

ISP-related forms are available under the Member Info section of the WSP website:
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WWW.ccc.ca.gov/go/wsp

** An Individual Service Project Checklist is provided in the forms section of this handbook.

Developing a Media Outreach Plan

A media outreach plan can raise awareness and help generate television, print, and other coverage of
your community outreach activities. An effective plan can also generate interest in your program
beyond the event, by helping to cultivate relationships with local television, radio, and print media
outlets and reporters. The tips in this section will help you get started.

1. Develop a media timeline

The timing of your effort depends in large part on the results you want to achieve. If you’re depending
on the media to help recruit volunteers for your event, you should start your media campaign as much
as four to six weeks in advance. However, if you’re simply asking a reporter to cover the event itself,
three to four day’s notice is usually sufficient. The best way to determine your timeline is to work
backwards from the date of your event. Consider the materials you’ll need, check with media outlets to
find out their specific deadlines, and determine how much time you and your planning team needs to
prepare materials. Below is a suggested timeline to guide your efforts.

Two Months | Two Weeks Prior to Te.n Days One Week 3 .or 4 Days Day of the
Prior to Event Event Prior to Prior to Event Prior to Event
\ o | Bvent Event L .
Take time to @ Send drop-in article to | Send an If Op-ed is Fax a media | Fax a press
develop a press  local community | opinion unsuccessful, advisory to : release to
list, determine newspapers and editorial send a Letter . the media. the media.
press lead times relevant web sites. (Op-ed) to to the Editor.

and deadlines, : Send PSA to local TV : the Phone/e-mail

and develop and and radio stations. editorial Revisit local : any

customize  your = Send your community = page editor = shops and volunteers

outreach calendar listing to at your = community you know

materials community calendar  local bulletin boards : who  might

(advisory, press . sections at local daily - newspaper : to assure : be interested

release, PSA, op- and weekly papers. . posters are still : in attending.

ed, posters, etc.). | Hang posters in local present.

shops and community
bulletin boards.

2. Compile a media contact list

If you don’t already have a list of reporters, editors, columnists, and producers who have covered or
might be interested in community service and events, you’ll want to create one as soon as possible.
Depending on the extent of your outreach efforts, your media list can include local and regional
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newspapers and magazines; local television, cable and radio stations; and special-interest media
such as ethnic publications, college and community newspapers, church bulletins, and corporate and
community newsletters. Most libraries have media directories that you can use; your state service
commission also can be helpful. Keep up with your local TV and newspaper coverage to identify
reporters who cover social and community issues, or columnists who might be interested in your
efforts.

3. Develop your pitch and prepare materials to support your outreach.

What is your news hook? What will convince the media that your story is newsworthy, timely, and
interesting? For some media outlets, the event itself may be interesting enough to gain coverage.
For other outlets, you may need to supplement your pitch with the opportunity to interview
someone of interest (i.e. - local business leader who has been particularly involved in your
organization). You may also want to provide a compelling volunteer story or a description of a
particularly successful service project. It is up to you to package your event in a way that will
highlight and attract media attention. Once you have a succinct message or “pitch”, prepare a media
advisory, press release, and op-ed or letter to the editor that reinforces your message. These are
standard tools for communicating with the media and will help generate interest in your event.

e Media Advisory — A media advisory should be short and specific — including details on who,
what, when, where and why of the event, as well as contact information. The advisory
should be faxed to everyone on your media contact list three or four days prior to your
activity. May be used in lieu of or in addition to a press release.

e Press Release — A press release is a formal announcement of your activity or event that is
written in the form of a news article. A press release is intended to spark interest and give a
reporter a base for writing a story on your event. It can be written and distributed before or
after the event.

e Public Service Announcement (PSA) — A PSA is usually transmitted electronically, via radio
or television in a short spot of ten to sixty seconds. The Federal Communications
Commission (FCC) requires that stations donate a certain amount of airtime to serve the
public and the community, so they are usually easier to get aired than a press release. The
PSA should be faxed to radio and television stations at least two to three weeks prior to
your event.

e Op-Ed or Letter to the Editor — An op-ed is an opinion piece that advances an opinion or
challenges the reader’s thought. Written by a reader on a topic that is relevant to a
newspaper’s audience, op-eds tend to offer a local perspective on a national concern. Op-
eds often appear opposite the editorial section, making them widely read.

e Posters — A graphic tool displayed throughout the community to attract public interest.
Posters should be aesthetically attractive, encouraging community members to stop and
read; summarize only the most pertinent information; and provide contact details for more
information. It is important to hang up posters throughout your community more than once,
as posters are often removed by other people.
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4. Work the phones and follow-up!

Newspapers and television stations get hundreds of press releases and story ideas every day. Always
follow up your media advisories and press releases with telephone calls to pitch your event and
gauge interest. Be prepared to answer questions and offer information like photo and interview
opportunities that will help reporters craft a story.

Print — It is best to call a newsroom between 10:00 a.m. and 2:00 p.m., when reporters are
likely to be available and not on deadline.

Television — Planning editors generally take calls between 10:00 a.m. and 3:00 p.m., but not
around the noon hour, when they are putting together their mid-day news show. It is best to
call the assignment desk after the morning planning meeting, which usually ends between
9:30 and 10:00 a.m. Don’t forget to describe the story’s visuals when making the pitch.
Radio — The best time to call is early—around 7:30 to 8:30 a.m. After that, the staff goes into
planning meetings. You can start calling again after 10:00 a.m. News directors, reporters,
and producers are often gone by the afternoon. If a reporter is not able to attend the event,
offer to have one of your spokespersons do a taped interview. After the event, follow up
with reporters who were interested in your event but did not attend. Call them after the
event and offer to send them a press kit and the news release. Do not forget to track your
media coverage. Review the stories and interviews to analyze how well your message was
delivered.

Tips for pitching:

DO be concise while pitching the story DON’T leave a long phone message; leave your

name and number at the beginning and

DO assume your event is worth a reporter immediately after your brief pitch
attending

DON’T call to find out if a fax or e-mail was

DO be enthusiastic about your event received

DO be persistent and call back if you do not DON’T pitch two reporters at the same news outlet
get in touch with the reporter right away at the same time

DO ask if the reporter is on deadline DON’T read a script
and whether it is a good time to talk

DON’T argue with a reporter
DON’T call during a big news story or at deadline
DON’T make up a response to a question you don’t

know the answer to; tell the reporter you will get
back to him or her

* Document modified from Corporation for National and Community Service “10 Years Serving
America” website: http://www.nationalservice.org/anniversary/media.htm

Please Note: WSP information materials are provided in each site’s education bin. Additional
materials are also available upon request.
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Tracking

Each volunteer must fill out all sections the Volunteer Sign-in/Liability Release form. Each WSP member
must ensure that the form is filled out completely and correctly. Clear handwriting greatly increases the
effectiveness of the tracking system. Each WSP member is also responsible for the information in the
“For WSP Member Use Only” box at the bottom of the form. This information allows the VMTL to
accurately track which volunteers attended which events. The Volunteer Sign-in/Liability Release is
available on the WSP website on the “Forms” page. Information on where to send this form is in the ISP
section of your binder.

Volunteer Management

Effective leadership of volunteers requires attention, observation, and management. During a WSP
volunteer event such as an Individual Service Project, WSP members are expected to focus all their
attention on the needs of their volunteers, checking in to ensure their safety, their mental and physical
well-being, and their track toward attaining the objectives of the project. Volunteers are more likely to
return to a WSP event when they left feeling a sense of accomplishment and welcome. WSP members
are responsible for creating an engaging and educational space for their volunteers, to build a positive
relationship with the surrounding communities.

An effective leader also recognizes that volunteers attend any event with differing requirements, needs,
and expectations. WSP members are responsible for volunteers of any age group, skill level, or ability.
If any WSP member recognizes during the pre-planning of any event that she is unable to accommodate
any type of volunteer need, she is responsible for accurate communication regarding such limitations.
Publicity and media tools created for the event should clearly and sensitively communicate restrictions
of age, ability or skill sets. Volunteers should understand clear expectations prior to attending the
event.
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Community Outreach Events

e Member activities that engage the community through education, information sharing or
service.

e Community outreach includes participation in national service days, regional outreach events,
participation in environmental education fairs, staffing informational booths at community
festivals and fairs, participation in volunteer restoration or cleanup projects, informational
presentations and 1-5 Real Science Watershed Education visits.

Calendar of Mandatory Outreach and National Service Events

Mandatory National Service Days
e Martin Luther King Jr. Day
e Cesar Chavez Day
e National Volunteer Week or National and Global Youth Service Day
e Make a Difference Day

Mandatory Regional Outreach Events
Northern Region
e Klamath River Cleanup
e  Klamath-Trinity Fish Fair
e Yreka Salmon Festival
Central Region
e Creek Days Environmental Education Fair
Southern Region
e Forest Conservation Days

Outreach Guidelines

e Members must have mentor pre-approval for all events not mandated by WSP staff. WSP
Project Manager must be informed of event for approval, member hours management and
travel expense management purposes. The Outreach Team Leader must be informed of the
event in order to provide guidance, proper materials, recruit member help or to attend event.

e All outreach events in which members participate must be non-political in nature and be
watershed, fisheries or community-based focused.

e Participation in fundraising events for Placement Sites is not an approved activity for community
outreach.

o When representing individual placement sites at community outreach events, members must
also represent WSP as well by wearing AmeriCorps or WSP logo gear and making WSP brochures
and information available.

e The Outreach Team Leader, another Team Leader or Staff Member will represent WSP at each
major outreach event.

e See the Community Outreach Calendar for a list of major and optional outreach events.
Members should think about which events they would like to participate in and discuss with
mentors about scheduling for the term.
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State and National Service Guidelines

State and National service is an opportunity for members to contribute time and effort to their
community outside of the WSP mission work they contribute to every day.

All members participate in a minimum of four hours of service on designated national and/or
state service days throughout their term.

Events may be preplanned or members will be responsible for seeking out events or projects to
participate in. The WSP Outreach Team Leader will assist members in finding and coordinating
participation in events and projects.

Members are required to do State and National service within their local and/or regional
communities. Exceptions may be made with pre—approval by the Project Manger if there is a
compelling reason to participate in a service opportunity outside of their region.

ISP’s will not be approved as State and National Service opportunities for WSP members,
however, coordinating an ISP on one of these days may be an excellent way to recruit
community members seeking to participate in State and National Service events.

All State and National service guidelines are subject to the Member Compliance Guidelines and
Outreach guidelines.

AmeriCorps considers National Service Days such as Martin Luther King Jr. Day a “day on” rather
than a day off, therefore members are generally expected to conduct their service activity on
the actual day. In the event that service opportunities are unavailable on that day due to the
fact that many agencies recognize these dates as holidays, members may conduct their service
requirements within in a 10 day window with pre-approval from the Outreach Team Leader and
Project Manager.

Members are strongly encouraged to utilize the opportunity to do work outside of the WSP
mission and to engage directly with members of their local community.

Work at WSP Placement Sites will not count as National Service.

Examples of State and National service outreach opportunities:

Helping to build a community garden

Serving food and/or organizing inventory for a food bank
Walking dogs at a pet shelter

Rebuilding used bikes for low income families

Examples of Inappropriate State and National Service opportunities:

A beer and wine gala fundraiser for a local organization
Answering phones for a public television auction
Tabling for a political candidate at an art reception

*Note: These events are considered inappropriate because they violate the AmeriCorps Watershed
Stewards Project and California Conservation Corps Policies and Guidelines.

Member Compliance Guidelines:

Be aware and understand WSP member community outreach obligations.
Members must participate in National/State service Days listed above.
Members must participate in their region’s mandatory outreach event(s) as listed above.
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o All members must wear AmeriCorps or WSP logo gear to all outreach events they participate in.

e Keep in mind when tracking/managing member hours that community outreach events often
occur on weekends; therefore, time off throughout the week to balance hours may be
necessary. Members should coordinate their schedule with their mentor.

e Obtain mentor pre-approval to attend non-mandatory events within your region, for hours
management purposes.

e Obtain mentor and WSP Project Manager pre-approval to attend non-mandatory events outside
your region, for hours management and travel expense management purposes.

e Carpool in site vehicles to minimize travel expenses. Any personal vehicle mileage or other
travel expenses must be pre-approved by the WSP Project Manager.

e Complete and submit appropriate paperwork (Outreach Log) to the OTL in a timely manner. The
most up-to-date version of the Outreach Log is available online in the Forms section of the WSP
website.

e Complete and submit an Outreach Event Evaluation to the OTL after participation in select
outreach events. The evaluation will be handed out on site or via email immediately following
the event.

Real Science Watershed Education Program

The Real Science Watershed Education Program provides K-12 classrooms with quality watershed and
salmonid lessons which students can then apply to understanding their local environment. The Real
Science Watershed Education Program is promoted throughout WSP’s service region and coordinated by
the Education Team Leader. The program pairs classrooms with trained members and is provided at no
cost to schools within the WSP service region. Members work with teachers to tailor six - 60 minute
interactive lessons focusing on watersheds and responsible land use practices, the water cycle, the
salmonid life cycle, anatomy, habitat needs, macroinvertebrates and more.

Real Science is a requirement for all WSP members during their term of service. A Real Science Series is
six visits to one classroom. If teaching individually, each WSP member is required to visit one classroom
six times. If teaching as a pair, the pair must visit at least two classrooms six times each. Classrooms,
number of teaching assignments and Education Team Leader involvement will vary depending on
placement site focus, locations and time available.

Please refer to the WSP Education Handbook for teaching specifics, forms and curriculum.

Volunteer Recruitment
Creek Geeks

New in Year 14, Creek Geeks is a returning volunteer program created to recognize and retain WSP
volunteers. Every WSP member is required to organize an Individual Service Project (ISP) and recruit 15
volunteers to perform some type of restoration work. For more description, please see the ISP section
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in this binder. Creek Geeks provides the WSP volunteers with a sense of place and investment in our
program.

Why create a returning volunteer program?

Restoring habitat is essential to repair and sustain our watersheds for both salmonid and human use.
Creek Geeks are community members of any age, experience level, or educational background working
together toward one goal to enhance watershed health.

The WSP initiated the Creek Geeks program to fulfill the following purposes:

1. Avreturning volunteer program creates an investment into the WSP that can only multiply as our
program becomes better known within our communities.

2. Interested volunteers may actually become WSP members later, thus extending our member
recruitment efforts into all regions and having members begin with a little more knowledge
about our program.

3. If other folks from other organizations are introduced to and invested in our program, our
network of friends and affiliates grows stronger and advocates for our program.

4. More volunteers get more work done and increase the overall vitality of our watersheds.

5. ISPs can double as a restoration skills-share, and community members may form regional
collectives for grassroots efforts.

6. Reliable returning volunteers will enhance the ease of the ISP facilitation.

Who are the Creek Geeks?

Creek Geeks are any volunteers who participate in WSP ISPs or other WSP activities. By dovetailing the
ISP requirement with the Creek Geeks program, the volunteer tracking will be easier, and the focused
and invested volunteer can get more work done. Furthermore, Creek Geeks are not just individuals.
Clubs, non-profits, businesses, community members, and anyone else interested in getting outdoors and
making our watershed healthier for fish and other wildlife can be Creek Geeks. Community service hours
can also be earned through Creek Geeks.

What activities constitute Creek Geeks activities?

Any ISP is automatically a Creek Geeks activity. If a member organizes another restoration activity
outside of their ISP that is a WSP event (not, for example, a site-specific event), that is also a Creek
Geeks activity. Outreach events that we get volunteers for, including tabling, festival assistance, etc, are
not considered Creek Geeks events. They are solely restoration-focused.

What are the benefits to volunteers?

e Networking opportunities: Members of non-profits and government agencies often join in our
volunteer efforts.

e A sense of accomplishment: Volunteer service is something people give freely, so it’s a feel-good
opportunity.

e A restoration education: As ISPs must be restoration-focused, volunteers will learn how to use
restoration tools and techniques at every event.
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Creek Geeks Check Points and Memorabilia

What better incentive and presents can we give to volunteers but schwag?? The guidelines are thus:
e Attend 5 events: Creek Geek T-Shirt
e End of the Year Creek Geek Celebration, organized by the Volunteer/Media Team Leader.

How will we get the schwag to the volunteers, you ask?? Well, the tracking sheet, mentioned below, is
very important. If volunteers want schwag, they have to put their email on the Volunteer Sign-
In/Liability Release form.

Helpful Definitions

Creek Geeks volunteer: a volunteer who participates with a WSP member-led restoration event. .

Creek Geeks returning volunteer: a volunteer who participates with a WSP member-led restoration
event more than once during a calendar year.

Creek Geeks volunteer events: any WSP restoration-focused event. Member site-sponsored events do
not count unless the WSP member collaborated and assisted with the volunteer recruitment efforts.
Why such a limited definition? This is the easiest way for our busy program to add the Creek Geeks to
its workload. Limiting the definition allows the WSP program to absorb a volunteer management
system into its heavy workload
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WSP Member Recruitment Activities Overview

Potential Recruitment Methods:

Career Fairs/Tabling: Humboldt State University, College of the Redwoods, Sonoma State
University, San Francisco State University, Chico State University, UC Berkeley, UC Davis

Online Listings: AmeriCorps, WSP, EcoEmploy, Environmental Career Opportunities, Environmental
Jobs, Environmental Education Network, Orion Grassroots Network, Idealist, Liberal Arts College
Network, and various university listings

Newsletters: National Association of Service and Conservation Corps, PeaceCorps Hotline

Mailings: Various colleges/universities, email mentors poster for localized recruitment

Site Specific Recruitment:

WSP expects members and mentors at placement sites to be actively involved in the recruitment
process. Members and mentors will post flyers and announcements in their communities and within
their local networks. Members and mentors will also reach out to their Alma matter and personal
networks.

* Additional recruitment suggestions should be forwarded to WSP Project Manager.

Applicant Interview Process:

WSP Responsibilities:

e  WSP will conduct phone interviews with qualified applicants to assess program match based on
background, experience, interests, and personality.

e At the end of the interview, staff will discuss placement site options and schedule candidates for
phone interviews with an average of three sites that would be a good match.

e Staff will request that candidates contact WSP with site rankings after completing all their
interviews.

e WSP will forward application packets and interview schedule via email (Adobe PDF format) to
corresponding placement sites for review following completion of program interviews.

Placement Site Responsibilities:
e Prior to WSP interviews, mentors will notify Office Manager of interview schedule availability.
e Mentor(s) will conduct phone or in person interviews with all candidates.
e If a mentor needs to reschedule an interview, s/he should contact the candidate directly.
e Mentors will respond to WSP Project Manager with candidate rankings and comments following
the completion of interviews

Member Placement Process:
e WSP will match candidates to placement sites with consideration of program, placement site,
and candidate rankings.
e Every effort will be made to place top ranking candidates at each site as possible.
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WSP - SERVICE YEAR 18 (2011/12)

3 Mentor Training

3-7 Member Qrientation

& Weaverville Salmon Festival

8 Blue Card Training (CCC/WSP/DFG)
10-11 Team Leader Training
18-19 N Region Training (Yreka)
20 Yreka Salmon Festival (N Reg)
22 Make a Difference Day (NSD)
24-27 C Region Training (Fortuna)
28 Strategic Planning Meeting

31 Site Paperwork DUE

2-3 S Region Training (S5LO)
11 Veteran's Day Holiday
24-25 Thanksgiving Holiday
29 Member Conference Call

1 Advisory Committee Meeting
26 Christmas Holiday

2 New Years Holiday

3 Trik Tribune Submizzsion DUE (N Reg)
16 Martin Luther King Day (NSD)
17 PSV Klamath (YTEP)

18 PSV Eureka (DFG/USFS 5O)
23 PSV Ventura (CalTrout)

24 PSV Santa Barbara (DFG)

25 PSV 5LO (Steelhead Initiative)
30 PSV Arcata (HFAC/DFG)

31 PSV Fortuna (DFG x 3)

31 Member Conference Call

31 Mid-Term Evaluations DUE

1 PSV Fortuna (CCC/ERWIG)
& PSV Santa Cruz (RCD)

7 PSV San Francisco (FMSA)
8 PSV Petrolia (MSG/MRC)
13 PSV Yreka (DFG)

14 PSV Orleans (USFS/MKWC)
15 PSV Willow Creek (USFS)
20 President’s Day Holiday
21 PSV Fort Bragg (DFG)

22 PSV Fort Bragg (USFS RSL)
24 PSV Fortuna (WSP)

27 PSV Fairfax (MMWD)

28 PSV Eldridge (SEC)

29 PSV Hopland (DFG)

TBD Forest Conzervation Days (S Regq)
12-16 WSF Spring Training

27 Member Conference Call

31 Cesar Chavez Day (NSD)
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TBA Klamath River Clean Up (N Reg)

TBA DFG Habitat Type Training (Fortuna)
2 Trib Tribune Submissions DUE (C Reg)
4-7 Salmonid Restoration Federation [Davis)
15-21 National Volunteer Week/

Global Youth Service Day (NSD)

TBA All AmeriCorps Week

1 Strategic Planning Meeting

3 Advisary Committee Meeting

14-18 Creek Days Education Fair (C Reg)
28 Memorial Day Heliday

29 Member Conference Call

TBA AmeriCorps Staff Conference
TBA Klamath-Trinity Fish Fair (N Reg)
25-2%9 WSP Summer Training

2 Trib Tribune Submissions DUE (S Reg)
4 Fourth of July Holiday

31 Member Conference Caill

31 End of Term Evaluations Due

TBA Klamath Salmon Festival

8-10 Member Exits (Fortuna)

10 Member Recognition Ceremony/
Member Last Day of Service (Fortuna)
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AmeriCorps Watershed Stewards Project

Service Year 18 —2011/12

Submission Method

Postal mail original
Postal mail original

Postal mail original
Postal mail original
Email to WSP.Info@ccc.ca.gov
Email to WSP.Info@ccc.ca.gov

° Postal mail original

Email to WSP.Info@ccc.ca.gov

Email to wsp.info@cce.ca.gov

DATE Document
| Monthly:
_| 10 Safety Logs
I 10 STD 634
| |
October:
_| 31 | Orientation Checklist |
31 Member/ Mentor Agreement
_| 31 | Member Skills Development Survey |
| 31 Watershed Recovery Evaluation
| |
January:
31 - Mid-Term Member Evaluations
31 Member Skills Development Survey
31 - Watershed Recovery Evaluation
July:

End-of-Term Member Evaluations

Member Skills Development Survey

Watershed Recovery Evaluation

Postal mail original
Email to WSP.Info@ccc.ca.gov

Email to WSP.Info@ccc.ca.gov

WSP Program Evaluation

Email to WSP.Info@ccc.ca.gov
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Mentor/Site Development Forms and Instructions

Purpose:
To document agreements between the WSP Mentors and Members, and define placement site
duties, responsibilities and opportunities throughout the full term of the WSP Member.

When to Use:
Must be completed through a collaborative effort by both the Member and Mentor at the
beginning of each Member term. If agreements change during the term of service, please revise or
add information to the original agreement, and both the Member and Mentor must resign and re-
date.

Location of Form:
This form is available on-line at http://www.WatershedStewards.com/member_forms

Where and When to Deliver:
This completed agreement must be submitted to the WSP Office no later than October 31st. If
revisions or additions are made, these must be submitted within seven days of signature on the
revised agreement.

Authorizations:
Mentor/Member Agreements are reviewed by the WSP Staff to ensure the agreements:
satisfy WSP Member Objectives,
can be accomplished in the time allotted, and
are appropriate to the WSP and AmeriCorps

If the agreement is determined to be inadequate, WSP Staff will ask the member and mentor to
review, correct, and resign the agreement.

Monitoring and Follow Up:
Accomplishments of the agreements are documented on various reports such as the Daily Project
Log and Outreach Log. Mid and End of term Member Evaluations are largely based on the
accomplishment of the activities and goals defined in this agreement. WSP Staff will review the
agreement with the Mentor and Member during the placement site visit to assess progress and
any assistance needed.
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Mentor/ Member Agreement

WsR
Watershed Stewards Project

Mentor/Member Agreement
Service Year 18 —2011-2012

This agreement between (Member) and (Mentor) outlines the placement site duties, responsibilities,
and opportunities throughout the service year.

Article | - Mutual Responsibilities

The terms of this agreement shall be for one complete term of service beginning October 3™ 2011 and
ending August 10th, 2012.

This agreement may be revised as necessary by both parties throughout the term of service. All agreed
upon alterations or variations of the terms of this agreement shall be made in writing and signed by the
parties hereto.

Mentor and Member shall maintain good communication regarding all terms of this agreement,
including new issues or concerns that arise throughout the term of service.

Article Il - Member Responsibilities

Member shall participate in monthly mentor/member meetings to receive training, support, and
guidance as necessary and update Mentor on member progress.

Member shall agree to agree to the following schedule as outlined in the placement site orientation:
Lunch
Days: Arrive: Depart: Break: min.

Member shall agree to complete the following duties as required by WSP:
e Complete one Real Science education series (minimum of six visits with one class).
e Participate in the regional mandatory outreach event(s).

e Recruit a minimum of 15 volunteers to participate in service activities with Member throughout
the term.

e Complete one Individual Service Project.
Member shall agree to complete the following site duties as specified by the Mentor.

A. Watershed Assessment/Fieldwork
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B. Training / Professional Development
C. Education and Outreach
D. Individual Service Project

Member shall agree to a reasonable amount of pre-approved time off with respect to the site’s
demanding seasons. All requests for time off exceeding 1 day require the member to complete and
submit a Vacation Request Form for mentor and WSP Staff approval.

Article Il - Mentor Responsibilities

Mentor shall schedule and participate in monthly mentor/member meetings to provide projects,
support, and guidance as necessary.

Mentor shall provide the following opportunities or allowances for Member as agreed upon by both
parties.

A. Watershed Assessment/Fieldwork
B. Training / Professional Development
C. Education and Outreach

D. Individual Service Project

Mentor shall agree to provide ample time for Member to complete required WSP duties.
Mentor shall agree to provide assistance managing member hours and activities throughout the term.

Member Name Member Signature Date

Mentor Name Mentor Signature Date

Upon completion, please submit electronically to WSP.FORMS@CCC.CA.GOV
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Mentor/ Member Monthly Meeting

Purpose:
To guide and document discussions during monthly meetings.

When to Use:
The Mentor and Member can both complete this form either in preparation for monthly meetings
or during meetings to document happenings.

Location of Form:
Available on-line at http://www.WatershedStewards.com/member_forms.

Where and When to Deliver:
Both the Mentor and Member should file a copy of this document for continued reference.

Authorizations:
The Mentor and Member should agree on meeting documentation and may elect to sign the form
as verification of content.

Monitoring and Follow Up:
This document should be used as a reference for monthly projects and schedules, and should be
reviewed at each subsequent meeting to assess progress. If issues or concerns arise throughout
the term, WSP Staff may request to see copies of these as evidence of monthly meetings.
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WeR

Watershed Stewards Project
Mentor/Member Monthly Meeting

Attendees: Date:

Location: Time:

Points to cover from last meeting:

[ ]
Member:

What activities have you been involved with over the last month (progress, challenges, etc.)?

What do you enjoy most and least about what you have been doing?

What upcoming activities or trainings are you interested in doing this month (review schedule)?

Are there any areas of interest you would like to focus on over the next month?

Issues (potential problems, changes to Mentor/Member Agreement, etc.):
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Mentor:

What projects are you involved in during the next month that could include the member?

What upcoming activities or trainings do you have planned for the member (review schedule)?

Are there any areas of interest you would like the member to focus on over the next month?

Issues (potential problems, changes to Mentor/Member Agreement, etc.):

Next Scheduled Meeting

Date:
Time:
Location:
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Placement Site Orientation Checklist

Purpose:
To ensure members receive a comprehensive introduction to the placement site including
important safety information.

When to Use:
During Placement Site Orientation, typically conducted during the members’ first day of work.

Location of Form:
Available on-line at http://www.WatershedStewards.com/member_forms

Where and When to Deliver:
A signed copy of the form should be submitted to the WSP Office no later than October 29",

Authorizations:
The Placement Site Orientation Checklist should be reviewed and discussed by the Mentor and
Member(s). All parties should sign the document as evidence of review.

Monitoring and Follow Up:
Placement Site Orientation Checklists are reviewed by the WSP Staff to ensure placement site
compliance with safety regulations.
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Wt

Placement Site Orientation Checklist

Mentor Handbook
Service Year 18 —2011/12

This checklist is intended to guide and document the WSP members’ orientation to the placement site,
including safety. Please submit upon completion to the WSP Project Manager no later than January 31°"

Member Name(s): Date:
Member Signature(s):

Mentor Name: Placement Site:

Mentor Signature:

Orientation Topics Complete Comments/Notes

Introduce members to site staff (roles, etc.)

Show work area entrances, exits, & break rooms

Show where to park personal vehicles and inform of any
parking regulations

Specify work schedule, break frequency and lengths, and
procedure if they are sick or unable to attend work

Explain office norms (dress, etc.)

Show member work space (computers, phones, etc.)

Explain office equipment (copier, fax, etc.)

Explain necessary safety procedures or safety equipment
(complete any necessary documentation)

Provide general policies and instruction on site vehicle use,
including check out and accident procedures

Distribute any necessary keys, passwords, etc.

Establish time to complete Mentor/ Member Agreement

Establish monthly meeting time

Have member complete Emergency Notification Form to
keep on file at placement site

Safety Considerations Yes No

N/A

Location(s) and Corrective Actions

Date
Corrected

Placement Site Work Environment

Are all work areas clean and sanitary?

Is the noise level within an acceptable range?

Is ventilation adequate?

Walking & Working Areas

Are carpet/floor tiles secure?

Is carpeting free of tears or trip hazards?

Are floors free of water or slippery
substances?

Are floor/running mats used at building

1455-C Sandy Prairie Court, Fortuna CA 95540
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Date
Safety Considerations Yes | No | N/A | Location(s) and Corrective Actions | Corrected

entrances to prevent trips?

Are protective guards in place?

Walking & Working Areas (con’t.)

Are materials and cords stored so they don’t
interfere with walkways?

Are aisles free of boxes, wastebaskets, chairs,
and other obstacles that impede egress?

Is storage secure and stable?

Are ceiling tiles secure?

Are vents free of obstructions?

Are fans/space heaters properly used and
ventilated?

Emergency and Safety Information

Is the OSHA poster on display?

Are evacuation routes posted?

Are emergency phone numbers posted?

Are members trained on emergency
procedures?

First Aid

Are CPR/first aid kits accessible and fully
stocked?

Are CPR/first aid kit locations adequate

Are an adequate number of first aid trained
personnel available?

Ergonomics

Are members advised on proper lifting
technique?

Are ergonomic conditions adequate?

Fire Safety and Prevention

Are fire extinguishers fully charged and
inspected monthly? (tag, date, initial)

Are members properly trained to use fire
extinguishers

Are extension cords used only in an
emergency and for temporary use only?

Are all appliances plugged directly into wall
outlets?

Page 52 of 187 1455-C Sandy Prairie Court , Fortuna CA 95540
Ph. (707) 725-8601 Fax (707) 725-8602




é Mentor Handbook
wse' Watershed Stewards Project Service Year 18 —2011/12

Is heat producing equipment turned off at
night when no one is present?

Chemical Storage & Safety

Are chemicals properly stored?

Are all containers labeled?

Are eyewash/shower layout locations
adequate and unobstructed?
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WSP Mission Exemption Form

Purpose:
To track and document the type and amount of non-mission related work WSP members are
participating in.

When to Use:

As opportunities arise to participate in a task or project that is not strictly linked to the WSP
Mission.

Location of Form:
Available online at: http://www.WatershedStewards.com/member_forms

Where and When to Deliver:
Submit electronically to WSP.FORMS@CCC.CA.GOV at least 2 weeks prior to beginning the work.

Authorizations:
Project Manager and Project Director will review the information provided. If necessary, the
request will be presented to the WSP Advisory Committee.

Monitoring and Follow Up:
Form is used to report the types and frequency of work that members are participating in that
does not directly relate to the WSP mission.
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WsR

Watershed Stewards Project
Mission Exemption Form

Member Name

Mentor Name

Placement Site

Project Title

Project
Description:
describe how
project relates to
the WSP mission

*Use extra paper
if necessary

Estimated
percentage of | Estimated number of hours:
time members will
spend on project
throughout their | Percentage: %
term of service

*percentage is
based on the 1700
hour term

Date(s) of Project

*WSP Approval: To be completed by WSP Staff only.

Reviewed By: Date Click here to enter a
date.

Approved [ ] NotApproved [ ]

Please submit electronically to WSP.FORMS@CCC.CA.GOV

The mission of the AmeriCorps Watershed Stewards Project (WSP) is to conserve, restore, and enhance
anadromous watersheds for future generation by linking education with high-quality scientific practices.
A special project of the California Conservation Corps, WSP is administered by CaliforniaVolunteers
and sponsored by the Corporation for National and Community Service.
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Monthly Safety Meeting Log

Purpose:
To document safety and health training as required by Title 8, California Code of Regulations,
Section 3203(a)(7) for each WSP member. A minimum of four meetings per month are required.

When to Use:
At the end of each safety meeting. Complete the information about each safety meeting as they
happen.

Location of Form:
Available online at: http://www.WatershedStewards.com/member_forms.

Where and When to Deliver:
The original, completed Monthly Safety Meeting Log is due to the WSP Office by the 10th of every
month.

Authorizations:
Member and Mentor signatures in blue ink are required on each log.

Monitoring and Follow Up:
Completion of monthly safety log is monitored. Completed logs are maintained on file for one year.
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Documentation of safety and health training is required by Title 8, California Code of Regulations, Section 3203(a)(7) for

each WSP member.

WeR

Watershed Stewards Project
Monthly Safety Meeting Log

Mentor Handbook
Service Year 18 —2011/12

Please include all member & mentor signature(s) and/or other identifier, safety meeting dates,
duration of meeting and type(s) of training. This documentation will be maintained for 1 year.

To comply with this regulation, each Placement Site needs to document weekly safety discussions (minimum 4 meetings

per month) on the Monthly Safety Meeting Log. The completed Monthly Safety Meeting Log is due to the WSP Office by
the 10th of every month. Please forward this documentation to: WSP ATTN: Monthly Safety Meeting Log, 1455-C Sandy

Prairie Court, Fortuna, CA 95540.

A. PLACEMENT SITE INFORMATION

Member
Name: (please

WSP Placement

Member
Name: (please

Mentor Name:
(please print)

Mentor Name:
(please print)

Member

Signature:

Member

Signature:

Mentor

Signature:

Mentor

Signature:

Month:

B. SAFETY TOPICS

The suggested Safety topics are listed on this form. The date, topic, and length of discussion should be documented.

Date of
Discussion

TOPICS

Length of
Discussion

SITE SPECIFIC SAFETY

GENERAL SAFETY

I I I [

Rights and Responsibilities for Safety

Safety Communication System

1455-C Sandy Prairie Court, Fortuna CA 95540
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Accident and Exposure Investigations

Hazard Correction
Other

Other

HAZARDS

Project Hazards and ldentification
Compressed Air
Fire

Cutting Wood

Horseplay

Poison Oak

Insects/Snakes/Rodents

Oooooubg) (oub

Other

SAFE PRACTICES AND AWARENESS

Preventative Measures

Safety Apparel & Equipment

Proper Lifting

First Aid

Housekeeping

Materials Handling

Hearing Conservation

Work Habits

Medical Facilities and Emergencies

Blood-Borne Pathogens

oo odn

Infectious or Communicable Diseases

Other
(specify):

[l

ACCIDENTS AND INJURIES

Bites and Stings

Head

Hands - Fingers - Wrist

Slips and Falls

Neck

Back

Oooooon

Eyes and Face
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Wt

Repetitive Motion
Lyme Disease

Reporting Work-Related Injuries
Other

NN

Mentor Handbook
Service Year 18 —2011/12

TOOLS AND TOOL US

m

Chainsaws
Power Tools
Hand Tools

Welding
Other

Other

Ooooon
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WSP Request for Member Assistance

Purpose:
To provide members the opportunity to obtain member assistance for events or projects at their
placement site and to provide guidelines for those members participating. Also, to provide Project
Manager with pertinent information needed for pre-approval requests from assisting members
and to track program expenses.

When to Use:
To recruit assistance from members placed in other regions. Examples include: field work duties,
education, and outreach events. This is not meant to be used to recruit WSP members as
volunteers or assistants for ISP’s.

Location of Form:
Available online at: http://www.WatershedStewards.com/member_forms.

Where and When to Deliver:
Submit request form to wsp.forms@ccc.ca.gov at least 2 weeks prior to date of event or project.
Upon approval, include the form as an attachment to all members the request is being sent to.

Authorizations:
Approval by the WSP Project Manager or Project Director is needed for completion of form.
Approval must be obtained before announcing the opportunity to members.

Monitoring and Follow Up:
Completed Request for Member Assistance forms will be recorded and filed electronically by the
WSP Staff for future reference. Any member assisting the host members project will need to
comply with the guidelines outlined in the request (i.e. pre-approved lodging, meals, and mileage
clarifications).
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Wt

Mentor Handbook

Service Year 18 —2011/12

Watershed Stewards Project

Request for Member Assistance

Contact Information of Member(s) Requesting Assistance:

MName(s):
Phone:
Email(s):
PlacementSite:

Project Information:

Title of Project:

Date:

Time:

Location:

#of Members Requested:

Materials Needed:

WSP Approvals: To be filled out by WSP Staff only.

Regions: [ morth
Expenses:
Food: [] restaurant
Lodging: [] camping
Transportation: [ site vehicle
Comments:

[ ] central []south
] Grocery Shopping [ other
D Hotel D Other

[ personalVehicle [mileage)

Submit electronically to WSP.FORMS@CCC.CA.GOV

Rev:12/2/09

1455-C Sandy Prairie Court, Fortuna CA 95540
Ph. (707) 725-8601 Fax (707) 725-8602

Pagelof 1
WCCC-DATA01\ 5tatewideShare\Fortuna - WSPY6 Forms\ 100 General Office Forms\WSP Reguest for Member Assistance.doc

Page 61 of 187



A Mentor Handbook
wse' Watershed Stewards Project Service Year 18 - 2011/12

The Database - Daily Project Log

Purpose:
To gather information from members regarding their daily service activities.

When to Use:
Monthly submissions of your service activities will be due by the 10" each month for the previous
State Pay Period. However, it is recommended that you complete the online database with your
service activities daily.

Location of Form:
The Database is located at: https://webaspps.ccc.ca.gov/WSP_Database. You will be provided a
login name and password with which to access the Database. The Database also follows the State
calendar for hours reporting. You will be able to run reports on aggregate hours and statistics, or
you can run a report for a specific period of time for your STD 634 paperwork. There is a link to the
Database located at http://www.WatershedStewards.com/member_forms.

Where and When to Deliver:
Completed Database entries should be submitted for the STD 634 reporting period by the 10" of
the following month by 5:00 PM. If Members will be out of the office on the due dates, the log
must be submitted early.

Authorizations:
No signature required.

Monitoring and Follow Up:
Mentors are required to review Members’ Database entries for accuracy. Daily service activities
will also be reviewed and monitored by WSP Staff for compliance with program mission and
objectives. Data will be aggregated to assist with program reporting, future program design, and
evaluation.

Total monthly hours entered are used to generate monthly timesheets (known as STD 634 Absence
and Additional Time Worked Reports) for the Mentor and Member to review, sign and date.

Failure of Compliance:
If a Member fails to submit his or her Database entries by the due date, disciplinary action will be
taken.
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The Database Login Page:

MEMBER TRACKING SYSTEM

“ AmeriCorps Watershed Stewards Project

WY

Login Information

Login

User Mame: | |

Password: | |

Mmber Dashboard:

Daily Project lember Admin My Profile Contact member1 Logout
Hours Spent [ Enter Data For Today ]
Activity Today This Week This Term
Watershed Recovery 0 0 1003
Community Outreach 0 0 40.65
Member Training 0 0 385
Volunteer Recruitment 0 0 50.7
Tracking And Communication 0 0 3105
Real Science Education 0 0 279
-_ & e ,E,,,, Soddiipdle Other Activities 0 0 3745
Il MemberTraining Otherdctivities
H \/olunteerRecruitment Total Hours 0 0 326.65
Select Pay Penod:
1/1/2010-1/15/2010 b
Total hours worked:
0
1500 | | | | Lt Hours Remaining: 1.373.35 hours
n 93947 _|_—1 | i Weeks Remaining: 7.71
S 1000 ! e 1 | | g
2 500 313_16’_;__{:-"" | | | 32665 To meet the target you will need to work: 178.03 hours/wk
. g i
M 291 262 263 234 215 186 167 132 109 B10
Date
—— ProjectedHours M ActualHours
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Daily Project Log Tab — Main Options:

A AmeriCorps Watershed Stewards Project @ _
@ MEMBER TRACKING SYSTEM )y

Wk

Daily Project Log Member Admin My Profile Contact member1 Logout

My Project Log for 9/8/2010 [<Prerpay ] [(Nextbay> | 0 Hours for the day

Select Type of Activity

Community Qutreach

Real Science Education
Member Training

Volunteer Recruitment
Tracking And Communication
| Other Activities

Watershed Recovery:

Select Type of Activity Watershed Recovery

Select Type of Recovery ‘—Select— v\

Stream

Riparian

Upslope

Lab

Mursery

Database

Grant

Fepors

Recovery Meeting
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Daily Project Log Member Admin My Profile Contact

My Project Log for 9/8/2010 [ <Pebay | [ NextDay> 0 Hours for the day

Select Type of Activity Watershed Recovery
Select Type of Recovery Upslope 0 hours
Upslope Recovery : 0 Hours
Title of the Project | First Restoration Project V| Stream Name |Stream Name |

Watershed Mame | Klamath River V|| Klamath basin V|| Klamath Sub basin V|

iU | Hours | 0 V| minutes of prepftravelfwrap-up |U MNumber of members in the team (including you)
o Hours |0 ™| minutes of actual work 0 MNumber of feet surveyed
0 Number of trees planted Obsemations
P, Text Goes Here
0 Mumber of invasive species removed
iﬂ | Mumber of enginesred structures
1455-C Sandy Prairie Court, Fortuna CA 95540 Page 65 of 187
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Community Outreach:

Daily Project Log Member Admin My Profile Contact membert Logout

My Project Log for 9/8/2010 [<Permay ] [(Rextav> ] 0 Hours for the day

Select Type of Activity Community Outreach 0 hours
Community Outreach Activity : 0 Hours
|Tiﬂ9 of The event | Title of the event Location of the event | Location of the event
|—Se|ect— V| Event Type Obsenvations

Text Goes Here

0 Hours |0 % minutes of prepitraveliwrap-up
EI Hours minutes of actual work

Cancel

Real Science Education:

Daily Project Log Member Admin My Profile Contact

My Project Log for 9/8/2010 [<Frepay ] [Netpay> | 0 Hours for the day

Select Type of Activity Real Science Education 0 hours

Real Science Education : 0 Hours

Name of the School | Natomas High School v Name of the teacher |Name of the teacher |

0 Number of students Observations

Text Goes Here
D Hours minutes of prep/travel/wrap-up

0 Hours |0 ¥| minutes real science education

Save
Cancel
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Member Training:

Home Daily Project Log Member Admin My Profile Contact

My Project Log for 9/8/2010 [<Frerpay ] [Hexday> ] 0 Hours for the day

Select Type of Activity Member Training 0 hours

Member Training Activity : 0 Hours

Title of the Training | First Restoration Project V|

Yes ¥| Site or WSP Specific Observations
— Text Goes Here
IU Hours |0 ¥ | minutes of prepitravel/wrap-up

|D Hours minutes of training

Save
Cancel

Volunteer Recruitment/ISP:

Daily Project Log Member Admin My Profile Contact memberi Logout

My Project Log for 9/8/2010 [<Febay ] [(Rexday> ] 0 Hours for the day

Select Type of Activity Volunteer Recruitment 0 hours
Volunteer Recruitment Activity : 0 Hours
|Fir5t Restoration Project V|‘|'|t|e of the project |Locati0n of the event | Location of the Event
¥ Project Type 0 Number of volunteers recruited
IU Number of WSP members coordinating the event Observations

Text Goes Here

0 Hours minutes the event ran
E| Hours |U ¥ | minutes of prep/travel/wrap-up

Save
Cancel
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Absence and Additional Time Worked Form STD 634

Purpose:
This form is used to report the total hours worked for each pay period. The total hours reported
on the 634 should reflect the same total hours that were reported on the DPL. The STD 634
substantiates the stipend for WSP members. Furthermore, member and mentor signatures verify
their mutual agreement of the accuracy and legitimacy of the hours reported.

When to Use:
This form must be completed each month by every WSP member.

Location of Form:
Available online at: http://www.WatershedStewards.com/member_forms. Instructions for
completion are on page two of the form.

Where and When to Deliver:
The original, completed and signed STD 634 form must sent to the WSP Office by the 10" of every
month.

Authorizations:
The STD 634 form requires the original signatures of both member and mentor. In addition, the
completed report is forwarded to the CCC Center Director who must review and sign the original
before it is forwarded to the CCC Headquarters.

Monitoring and Follow Up:
Total service hours reported on the 634 should agree with the DPL total service hours and will be
reviewed and monitored by mentors and WSP staff for compliance with program mission and
objectives. The total service hours should be the only item reported on the 634 (along with
members identifying information and appropriate signatures). Detailed information regarding
vacation and sick days should not be included on this form.

Background:
The information from each member’s 634 is very important. It is reported to various agencies and
used to validate the WSP program and its objectives.

Failure of Compliance:
If a member fails to submit the 634 by the due date, disciplinary action will be taken.
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STATE OF CALIFORNIA PAY PERIOD TIMEBASE | WWG | CBAD ‘
1. MONTH YEAR SEMIMONTHLY STATUS ONLY
ABSENCE AND ADDITIONAL ALTERNATEWORKWEEKSCHEDULE
FIRST
TIME WORKED REPORT 2010 Y| seconamtar snoao || ameo
STD 634 (REV 5-98)
2.NAME (First Middie Lasl] 3.50CIAL SECURITY NUMBER .POSITION NUMBER
| 532-1714-3333-943
5. ABSENCE WITH PAY
sy [ ] SickLeaveSeff (B) [ | BereavementlLeave (C) [ | cCatastrophicLeaveDonations Receivedand Used () [ JuryDuty fuake copy foraccounting
(SF) [ ] SickLeaveFamilyliness | (TO) [ | Using Overtime Credits (M) Short Term Military Leave Calendar Days: (sW) [ | SubpoenaedWwitness
(Attach Military Duty Orders) Pary Expert
(SD) [ | SickLeaveDeathin (TH) [ | UsingHoliday Credits Court City
Family  Relationship: (NDI) [ | NonIndustrial Industry
(TE) || UsingExcess Credits INDUSTRIAL ILLNESS OR INJURY (Reportofindustrial
Temporary Disability injury mustbe submitted) MNoFees Feesto
(FL) [ | Personalleave (PH) [ | UsingPersonal Holiday Received Remitted
[ Industrial Disability Leave To State
(AL) [ AnnualLeave (SH) [ Using Saturday Holiday FeesRetained
[ | Industrial Disability Leave With Supplamentation CHARGE ABSENCE TO:
o) [ ] vacation (€} [ | PaidEducationalLeave vag [ | cTD [ | Absent
Other: Without
Pay
6. ABSENT WITHOUT PAY PAYPERIOD:
Ly [ ] InformalLeaveGranted (A} [ | AbsentWithoutleave [] Absentwhile (ML) [ | MentoringLeave [ Qualifying
(11 working days or less) (AWOL) (19996 20R 1572) On Probation
(FM) [ ] Family andMedical [] Mon-qualitying
[ Informal Leave Granted Temporary Leave Leave Act (FMLA)
(15 working days or less)(CSUG) (30 Calendar days orless)
7.DATES OF ABSENCES AND EXTRATIME WORKED -
(Enter symbol andnumber of hours in date blocks. See reverse forlegends and symbois notnotedabove. [fthe absence isfora compensabie injury waiting period, add X to other symbo! )
Wontn
REPORTING 3t | 1|2 |3|4|6|6|7]|zs 10 11| 12| 13 14| 18| 16| 17| 1a| 18| 20| 21| 22| 23| 24| 25 26 | 27 | 23 | 28 | a0 | 31 | TOTAL
TA. InYPY
hoursto
be paid
7B
Sick
7C
Bereave-
ment
7D
Vacation
7TE
AL
TF
TO, TH,
TE,FM, PH,
SH,E,M,
SW.JPL, ML
7G.
LA
TH
Straight
Time, WO
P HC WE
7.1
Pramium
Time,
WO, P
8. REASONFOR ABSEMCE OR EXTRAHOURS RKED

["] Medical Appointment

[ Dental Appointrment

9. CERTIFICATEEY EMPLOYEE

To the bestofmy knowledge and belief, the facts stated are accurate
and in full compliance withlegal requirements.

EMPLOYEE SIGNATURE

>

DATE:

10. RECOMMENDATION AND SUBSTANTIAN OF SUFERVISOR

[ ApprovalRecommended [ | Approval NOT Recommended

Substantiation shall be requiredfor sick leave of more thantwe consecutivework days. Show

method ofverification below

SIGNATURE OF SUPERVISOR

>

DATE

"] Doctor Statement Attached

11. STATEMENT BY PHYSICIAN (Notio be completed by attending physician for industnialiliness orinjury)

|| AsPhysician,|examined and treated or prescribedfor:

This Patientonthese dates:

Drate of return to work:

If still disabled, give estimated date of returnto work:

Theiliness orinjury causing the disabilfty was:

IGNATURE OF ATTENDING PHYSICIAN

>

DATE:

12.Period on disability compensation
FROM TO

HOURS

SickLeave

Vacation

13. DISABILITY COMPENSATION SUPPLEMENT

CTD Holiday Credit

14, Official Departmental
Action:
[ Approved

|| Disapproved

Reviewed By:
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INSTRUCTIONS

WWG 4C EMPLOYEES MUST CONTACT THEIR PERSONNEL OFFICES FOR INSTRUCTIONS

GENERALINFORMATION

1 All absences or additional hours worked by full-time or part-time employees should
be reported on one form STD. 634 for each pay period. Report all time worked for

permanent intermittent and part-time employees

2.

Prepare the number of copies required by our department. Employees who want a
copy for their own records, indicating supervisor's signature. may prepare an extra
copy.

INSTRUCTIONS FORFILLING OUT FORM STD. 634 BY ITEM NUMBER (seereverse side)

1.  Enter pay period, month, and year. and complete other boxes as required by your
department.

2-4. Complete name. social security number, and position number.

Absences with Pay--Check appropriate box, indicating type(s) of absence(s)

6. Absences Without Pay (Dock)-Complete all boxes. indicating type of unpaid
absence and if the current pay period is qualified or nonqualified. Last box can be
checked if employee is serving a probationary period to determine if employee will
complete required number of working days.

Qualifving Pay Period—-Eleven (11) or more paid days in a monthly pay period.
Nongualifiing Pay Period--Less than eleven (11) paid days in a monthly pay
period.

Note: Ifthe employee is absent without pay for more than eleven (11) consecutive
working days, which falls between two (2) consecutive otherwise qualifying pay
period, one (1) pay period shall be disqualifying.

7 Dates of Absences and Extra Hours Worked
7a. Enter time to be paid for each day, including paid absence hours for

intermittent or part-time employees.

Nate: Enter all hours to be paid in the total column.

7b.  Sick and Sick Family--Provisions on the usage of sick and fanuly sick leave
are outlined by the memorandum of understanding between your exclusive
representatives and the State of California.

Indicate sick leave hours with asymbol "S" or "SF" on date of absence. If more
than two (2) hours are needed for a doctor's appointment, the reason should
be stated in Item 8. Enter the symbol and the number of hours under the
number(s) corresponding to the duties being reported.

7c.  Bereavement Leave--Provisions for bereavement leave are outlined by the
memorandum of understanding between your exclusive representative and
the State of Califormia.

7d.  Vacation may be used in 30 minute or one (1) hour increments as outlined by
the memorandum of understanding between your exclusive representative
and the State of California and is shown on the appropriate date with the
symbol "V

An absence can be charged agamst vacation credits only when approved by
the appomiting power. The time at which vacation shall be taken may be
specified to suit the convenience of the department. Vacation cannot be taken
as an absolute right unless the appointing power does not provide a vacation
for the emplovee for two successive years.

7e.  Amnnual Leave--The "A/L" symbol shall be used to indicate when annual
leave credits have been used.

7L Post proper symbel and number of hours for type of absence being reported.

ML—Momnitoring Leave—eligible employees may recieve up to 40 hours
mentoring leave per claendar year once they have used an equal amount of
their leave or personal time for this activity.

FM—Family and Medical Leave Act—under certain conditions. entitles
emplovees up to 12 weeks of unpaid leave per vear.

Paid Educational Leave--Following completion of twelve (12) qualifying
pay periods of continuous service, a full-ime employee 1n State crvil service
employed 1n a position requiring teaching certification qualification shall be
allowed fifteen (15) days credit or educational leave with pay. Thereafter, on
the first (1st) of the pay peniod following each additional qualifying pay
period of service. he/she shall be allowed one and one-fourth (1-1/4) days
credit for educational leave with pay. The employee may eam or use
educational leave credit only while in a position requiring teacher certifica-
tion qualifications. The granting of paid educational leave is at the discretion
of the appointing power.

Military Leave--Attach a copy of any applicable mulitary order. Every
calendar day must be recorded. mcluding any Saturday, Sunday, or holiday.
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Jury Duty or Subpoenaed Witness—An employee may be absent with pay
for time actually served to perform jury duty or for time subpoenaed as a
witness 1 a court case when the employee 1s neither a party nor an expert
witness, providing the employee remits the fee to the State. If the fee 1s
retained. either a charge is made against the employee's accumulated leave
balance or absence 1s without pay. It 1s up to the employee to demand of the
party requesting their appearance a subpoena and whatever fees and travel
allowance that may be allowed by law. Witness fees for a civil trial are
governed by Government Code Sections 68093-68096 and the fee for a
criminal trial 1s governed by Penal Code Section 1329. The employee may
keep travel allowance.

7g. Post proper symbol and number of hours for type of absence reporting.
Approved absence without pay--Approved dock
Absence without pay--AWOL

7h. Enter symbols and hours to be compensated at straight time as indicated

below:
WO - Overtime worked for CTO
P — Overtime hours worked for pay
JIC 0 = Heues worked on 2 holiday
WE - Excess hours worked due to irregular work shift

7i.  Enter symbols and hours to be compensated at premium time as indicated
below (Personnel Office will convert to time and one-half (1-1/2):

Wo -
P -
Naote: Total column may be used for Items 7b through 71

Overtime hours worked for CTO

Overtime hours worked for pay

Reason for Absence or Extra Hours Worked--Employee mustindicate reason for
sick leave absences, including relationship of family member when reporting
family sick leave.

Note: This item also can be used for reporting reasons for overtime hours worked
or for unpaid absences.

Employee's Responsibility and Signature--Employees have the responsibility to
give their supervisor advance notification when they anticipate a future absence.
When unanticipated emergency causes the absence, the employees are responsible
for notifying supervisor as soon as possible and keeping their supervisor informed
as to the possible date of return. Employees are also responsible for promptly
reviewing and signing their absence report at the end of the pay period and
submitting to supervisor.

Recommendation of Supervisor's Responsibility--Each supervisor is responsible
for seeing that employees comply with the regulations governing absence from
work. The supervisor is expected to recommend against approval of sick leave
absences when satisfactory evidence as to need 1s not presented. Supervisor is then
responsible for prompily reviewing and signing the employee's absence report and
forwarding it to the Personnel Office.

Before recommending approval for sick leave by an INTERMITTENT EM-
PLOYEE, supervisor shall certify that the employee was scheduled to work during
the hours reported for sick leave.

Note: Methods of venification can include telephone, physician statement, home
or hospital visit.

Statements by Physicians--If physician statement 1s attached, check first box and
do not complete other information in this rtem.

If supervisor has requested the physician's verrification on this form, second box
is checked and the doctor completes each item and signs the form.

Applicable information regarding absences due to mdustnal njury or
Tllness should be recorded in this area.
Completed by Persomnel Office only.

1455-C Sandy Prairie Court , Fortuna CA 95540
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Reimbursement Forms

Travel Expense Claim Form

Purpose:
This form is used to reimburse members for specific pre-approved travel expenses associated
with program duties and outreach projects.

When to Use:
This form must be completed monthly (if expenses are incurred) to receive reimbursement for
pre-approved work-related expenses.

Location of Form:
Download this form from the WSP website each time it is needed. This state form is updated
frequently, and if an outdated form is submitted for processing, the TEC will be sent back for
updating and resubmission. This significantly delays payment. The template is available online
at: http://www.WatershedStewards.com/member_forms. You can also access sample TECs in
the same location on the website, as well as a TEC handbook with information on how to
appropriately complete the form.

Where and When to Deliver:

Monthly TEC’'s must be submitted to the WSP Member Coordinator via email for initial review.
If there are discrepancies, the Member Coordinator will communicate with the member the
necessary changes. TECs require the correct format and original receipts in order to be eligible
for reimbursement. If there are errors, payment will be delayed. Please do not mail any TEC to
the office until the Member Coordinator has reviewed it. Once a TEC has been reviewed and
approved for processing, the member signs the TEC in blue ink and forwards the form and
original receipts the Member Coordinator by the 10™ of the following month. Keep copies for
your records.

Authorizations:
All expenses being billed to WSP must be pre-approved by the WSP Project Manager. Pre-
approval must occur prior to actually submitting the TEC Form. The WSP budget is very limited,
so it is imperative that staff know what expenses will affect the budget before they occur.

Monitoring and Follow Up:
If this form is not received by the specific due date, your ability to be reimbursed may be
jeopardized or forfeited.
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Clear Print

STATE OF CALIFORMU, =DESARTMENT OF PERSONHEL ADMBMISTRATION

TRAVEL EXPENSE CLAIM See Instructions and *Privacy
STOL 262 REV. 4007) Statement On Reverse Side Piaga o Pages
CLABAMTS MAME EEM or EMPLOYEE MUMBER" DER ARTMENT
POSITION CBID Mo DR ISEON or BUREAL PO MUMBER
Fegion One 1714
REZIDEMNCE ADDRESS * HEADQUARTERS ADDRESS TELEPHOME MUMBER
1500 Alamar Way (707) 725-8601
omy ETATE ZIP CODE oy STATE ZIP CODE
Fortuna CA 95540
(1] HORMA WORK HOURS (2) PRIVATE VEHICLE LICENSE NUMBER
(4] MOMTHIVEAR 1) i LEH MEALS {9} {1ay TRAHSPORTATION iy {12}
LOCATION
WHERE E XPENSES T LT, [ 18] [=] 0} TOTAL
WERE MCURRED BRE A WO RELO [MCIDEN. | COSTOF | TYPE CARFARE PRIVATE CAR USE |BUSINESS | EXPENSES
LODGING FAST LUsCH OR TALS TRANS UsED TOLE, EXPFENSE | FOR DAY
DATE | TIME DMMNER PAREING MILES | AMOUNT
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00
0.00 0.00
[RET]
SUBTOTALS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | 0.00 0.00 0.00 0.00
COLUMN CODE (ACCTG. USE OMLY)
CLAIM TOTAL §0.00
114 PURPOEE OF THIP, REMARRS AND DE TAILS {Amach recapiahvod chars whan mquind) AGENCY ACCOUNTING OFFICE
USE ONLY
EMID BY REVOLVIMNG FUMD CHECK MUMBER

05} | HERE BY CERTIFY That $he above = a vue statemet of $ie mavel axparsaes inourred by me in acoordance wth DPA ke s in $e sandos of fie Stne of Callfornia. ¥ a privately owned veticle was
usad, and if milsage rates excead S mirmum rate, | catfy fat the cost of operating the vefucls was equal o or graster Shan the mite caimed, and it | heve met e moquiremerts as pr soribed by
MM Bactions OF 50, 0751, 0752, OF53 and 0754 pertaining fovehick safety and sast belf usaga

CLAMANTS SIGMATURE OATE (EPSIENATURE OF OFRICER ARPROVING TRAVEL AND PAYMENT OATE
(17) SPECIAL EXFENSE AUTHOREATION - SIENATURE and TITLE (Sse Bam 17 an reversa) OATE

=
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Evaluations

Member Evaluation

Purpose:
To gather information from mentors regarding the performance of members placed at their site
and to provide constructive feedback to members for professional development.

When to Use:
One evaluation should be completed by mentors for each member at the mid-term and end of
term mark.

Location of Form:
This form is available on the WSP/CCC website and will be emailed to you at least two weeks prior
to the due date.

Where and When to Deliver:
The completed, signed survey should be scanned and submitted to wsp.info@ccc.ca.gov by the
mid and end of term deadlines. See your due date calendar for the specific due dates.

Authorizations:
Member Evaluations should be reviewed and discussed by the mentor and member. Both parties
should sign the document as evidence of review.

Monitoring and Follow Up:
Responses will be reviewed by WSP Staff for indications of member issues or concerns and
aggregated to assist with program reporting, future program design, and evaluation.
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Rev. 410110

AmeriCorps Watershed Stewards Project
Member Evaluation

The overall purposeofthis survey isto gatherinformation aboutthe performance of members placed atvour site.
Responseswill be aggregated and summarized to assistwith member development, future program desiagn, and
evaluation. Pleasefill out one evaluation per member placed.

Member Name: Date:

Check one: O Mid-term Mentor Name:
O End-of-term Placement Site:

Flease rate the member's perfomance considerations by placing an X inthe appropriate box according to the following:

Outstanding = Member exceeds all expectations inthis perfomance area

Good = Member meets all expectations, exceeds some inthis performance area

Satisfactory= Membermeets all expectations in this performance area

Needs Improvement® = Member mests some expectations, does not meetothersin this performance area
Poor* = Member does notmeet any expectations inthis performance area

*Please exmiain any “Needs improvement” or ‘Poor’ ratings in Question#22.

Needs

Performance Areas Qutstanding | Good | Satisfactory | Improvement Poor N/A
Fulfills duties outined in Mentor/
. Member Agreement

. Punctuality

. Aftendance

. Professional conduct

_'Works well with others

. Cuality of work

. Quantity of work

2 | | | | | (R | =

. Follows verbal instructions

9. Follows written instructions

10. Can performtasks independently

11. Willingnessto learn
Froperly cares forvehides, fools, and
12. materials

13. Facilitates community involvement

14 Follows through with assignments

15.Has a positive attitude

16. Demonstrates leadershipqualities
kKnowledge about current stream &
watershed “bestpractices” for

17.monitoring & enhancement
Represents WSP & placement sitein

1% a positive manner

19 Adaptable to change

20 Takesinitiative
Has anunderstandingof the
21. community and its needs
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22.Please provide narrative regarding the member's work performance. Additionally, address performance area ratings
marked “Meeds Improvement” or *Poor” above, indicating the question number followed by a brief explanation and
suggestions forimprovement.

23.Flease choosethe ranking that best describes the quality of data delivered by the memberto vour agencythus far:
Yery Useful Lseful Somewhat Lseful Mot Useful A

24.Flease choose the ranking that best describes the quality of the member's contributions to your agency's watershed
assessment projects thus far:

Yery Useful Lseful Somewhat Lseful Mot Useful [iA

END OF TERM ONLY:
Please underline or circle the answer that best matches your response.

25, \Were there any performance Areas ranked “Meeds Improvement™ or *Foor” inthis Members Mid-Term Evaluation?
Yes Mo

If you answer “Yes™:
26.Didthe memberimprovein these areas overthe second halfof the term?

Yes, dramatically Yes, slightly Mo, stavedthe same Mo, got worse

27.Didthe membershow an increase in site specific and professional skills as compared with the beginning of hisher
term of service?

Yes Mo Motsure
28.'Was the relationshipwith W5SP beneficial to vour organization?
Yes Mo Motsure

29, List the names of any individuals that vou would recommend as future WSPF mentors:

FPage 2 of 3
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Please discuss the evaluation with your member and sign below.

Signature of Mentor Dale
Signature ofifember Date
Member Comments Optional):

Please forward completed, signed evaluations to:

WSP Office

By Mail: AmeriCorps Watershed Stewards Project, 1455-C Sandy Prairie Court, Fortuna, CA 95540
Email: wsp.info@CCC.CA GOV (signedand scanneddocuments only, please!]

or Fax: (707)725-8602

FPage 3 of 3
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Placement Site Evaluation for Members

Purpose:
To gather information from members regarding overall satisfaction with their placement site and
to provide constructive feedback to mentors for continuous improvement.

When to Use:
One evaluation should be completed by each member at mid-term and end of term.

Location of Form:
Available on-line at the WSP/CCC website.

When and Where to Deliver:
A completed evaluation should be submitted to wsp.forms@ccc.ca.gov by the mid and end of
term deadlines. You will be notified of the deadlines by WSP Staff.

Authorizations:
No signatures required.

Monitoring and Follow Up:
Responses will be reviewed by WSP staff for indications of mentor/placement site issues or
concerns and aggregated to assist with program reporting, future program design, and evaluation.
WSP staff may also review the content of the survey with the mentor and member during the
placement site visit and exit interview to constructively address issues or concerns.
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Rev. 82310
AmeriCorps Watershed Stewards Project
Placement Site Evaluation

The overall purpose of this survey is to gather information about vour satisfaction with vour placement site. Your
responses will be aggregated and summarized to provide constructive feedbackto placement sites and mentors, as well
as to assistwith future program design & evaluation.

Member Name: Date:

Check one: 1 Mid-term Placement Site:
O End-of-term Mentor Name:
Co-Mentor Name:

Please rate yoursatisfaction with the following areas by placing an X in the appropgriate box according to the following:

Very Satisfied = Placement site exceeds all expectationsin this area

Satisfied = Flacement site exceeds some expectations, meets allin this area

Neither Satisfied nor Dissatisfied = Flacement site meets expectationsin this area
Dissatisfied® = Placement site does not meet some expectations, meets others in this area
Very Dissatisfied® = Placement site does not meet expectationsin this area

*Flease explain any “Dissatisfied”or *Very Dissatisiied” rankingsin Question #15.

Very - Meither Satisfied| . i Very
satisfied | ~a0sted | o nissatisfied | D'SSatsfied | o atisfied

Performance Area

CYour overall experience at your site

Y our mentar

CYour co-mentar

o

. Mentor accessihility

. Site-specifictraining

. Tvpe of work required

Your progress toward meeting site
requirements

]
6. Amount of work required
7
]

9. Material support(i.e., transportation,
tools/gear, computers)vou've receivedto
complete vour site duties

10. Support from vour mentor with regard
to WSP-specific activities

11. Opporunities for professional
development provided atyour site

12. Community resources available(i.e.,
housing)

13. Please provide a narrative of vour experiences regarding the placement site. Additionally, provide an explanation for
any “Dissatisfied” or “Very Dissatisfied” rankings marked above, indicating the question numberfollowed by a brief
explanation and suggestions forimprovement.
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14. Does yvour mentor support vour involvementinthe local community?

Oves T Mo C Mot sure

If vou marked “Mo,” please provide a brief explanation:

15. List three strengths of your placement site:

1.
2.
3.

16. List three challenges vou have encountered at vour placement site:

1.
2.
3.

17. List three recommendations vou have forimproving the experience at yvour placement site:

1.
2.
3.

18. What arethe three most importantthings vou have learned from your site?

1.
2.
3.

£ % &% % % % % % % & &£ &£ & &* X * % &£ & X & x X X X & & &£ £ F X X & % X X X * x X X X & & X & F X X &£ % & & X * x %

For End of Year Evaluations only

19. Would you recommend this mentor for next vear?

Oves T Mo C Mot sure

If vou marked “Mo,” please provide a brief explanation:

20 What advice would vou giveto a future WSP member atvour site?

Page 2 of 3
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21. List the names of any individuals that vou would recommend as future WSP mentors/placement sites.
1.
2.
3.

22. Feelfreeto usethis spaceto provide any additional comments regarding vour placement site.
FPleaze Note, WSP relies on member feedback to maintain a high quality program andto improve the quality of
placement sites for current and future members. WSP Staff make every effortto convey all feedback to sitesin a

diplomatic and positive way. However, if there is feedback which vouwouldlike to remain confidential, please
indicate that preference below.

To Submit:

Please email to WSPInfo@CCC.CA.GOV or
Mailto: Watershed Stewards Project, 1455-C Sandy Prairie Ct, Fortuna, CA 85540

Page 3of 3
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Program Evaluation for Mentors

Purpose:
To gather information from mentors regarding overall satisfaction with the Watershed Stewards
Project and to provide constructive feedback to WSP Staff for continuous improvement.

When to Use:
One evaluation should be completed by each placement site at the end of the term.

Location of Form:
This form is available on the WSP/CCC website and will be emailed to you at least two weeks prior
to the due date.

When and Where to Deliver:
A completed evaluation should be submitted to wsp.info@ccc.ca.gov by the end of term deadline
of July 31, 2012.

Authorizations:
No signature required.

Monitoring and Follow Up:
Responses will be reviewed by WSP staff for indications of mentor issues or concerns with the
program and aggregated to assist with program reporting, future program design, and evaluation.
WSP staff may also review the content of the survey with the mentor to constructively address
issues or concerns.
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Bev. 2810

AmeriCorps Watershed Stewards Project
Program Evaluation for Mentors

The purpose ofthis survey isto gather information from mentors about your satisfaction with your WSP partnership.
Responses will be aggregated and usedto inform future program design & evaluation.

Name{COptional): Date:

Placement Site{Optional):

# Years as Placement Site: # Years as Mentor:

Please rate your satisfaction with the following areas by placing an X in the appropriate box according to the following:

Very Satisfied = WSP Program exceeds all expectationsin this area

Satisfied = WSP Program exceeds some expectations, meets all in this area

Neither Satisfied nor Dissatisfied = WSP Program meets expectations in this area
Dissatisfied” = WSP Program does not meet some expectations, meets others in this area
Very Dissatisfied™ = WSP Program does not meet expectations in this area

*Please explain any “Dissatisfied” or “Very Dissatisfied” rankings in Question #11.

Very | satisfied | Neither Satisfied | . iofieg Very

Performance Area Satisfied nor Dissatisfied Dissatisfied

1. Overall partnership with WSP

2. Support provided by WSP staff (i.e.,
guidance, tools, resources)

3. Communication with WSP staff
4. Annual Site Visit

5. Mentor Trainings

6. WSP member recruitment

7. Quality of member's work at your site

8. WSP training for members

9. Member's overall experience in WSP

10. Community benefits of WSP

11. Please provide a narrative of your experiences regarding the WSP Program. For Questions #1-10, please provide
additional explanation for any ratings of “Dissatisfied” or “Wery Dissatisfied". Indicate the question number followed
by a brief explanation.
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Circle the answer that best matches your response.

12. Would you encourage another organization to partner with WSP?

Yes Mo Mot sure

If you marked *Mo,” please provide a brief explanation:

Provide brief responses to the following items.

13. List two benefits WSP provides to your organization:
1.
2.

14. List two significant accomplishments WSP members have achieved at your placement site:
1.
2

15. List two challenges you have encountered with WSP:
1.
2

16. List two suggestions for how WSP could better support placement sites:
1.
2

17. List two suggestions for how WSP could better support members:
1.
2

18. List two recommendations you have forimproving the program overall:
1.
2

Additional Comments (please attached supplemental pages if necessary):

Please forward completed evaluations by email to WSPInfo@CCC.CA.GOV
or by mail to WSP Office 1455-C Sandy Prairie Ct. Fortuna, CA 95540
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Member Skills Assessment Form

Purpose:
To gather information from mentors to better assess the skills of members placed at their site and
to monitor the improvement and increase of skills.

When to Use:
One form should be completed by mentors for each member at the beginning of the term, mid-
term and end of term.

Location of Form:
This form is available on the WSP/CCC website and will be emailed to you at least two weeks prior
to the due date.

Where and When to Deliver:
The completed form should be submitted to wsp.info@ccc.ca.gov. The first column entitled “Pre-
Assessment” should be submitted by 10/31/2011. The second column entitled “Mid-Term
Assessment” should be submitted by 1/31/2012. The third column entitled “End of Term
Assessment” should be submitted by 7/31/2012.

Authorizations:
Member Skills Assessments should be reviewed and discussed by the mentor and member.

Monitoring and Follow Up:
Responses will be reviewed by WSP Staff for indications of member issues or concerns and
aggregated to assist with program reporting, future program design, and evaluation.
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Watershed Recovery Evaluation

Purpose:
WSP needs to show that members are serving the highest-need beneficiaries (aka, the highest
need watersheds) and that the work being done in 10.5 months is actually benefiting the
watershed. In order to do so, we are asking you to outline the watersheds and work that you
propose members will be doing AND where that watershed/work are mentioned in State, Federal,
or Local Recovery Plans. By tying the work members are doing to prescriptions in these plans, WSP
can justify to our AmeriCorps funders that the work is both beneficial and serving the highest-
need. In order to meet the goals that WSP has outlined in its AmeriCorps performance measure,
you will also need to quantify the amount of work that you propose members will be completing in
their 10.5 month term of service. This will be used in the placement site selection process to
determine if the work you propose members will be doing is in line with our funding requirements
and performance measures, as well as to determine mid-year and end-of-year progress for
reporting. At the end of the term, WSP will total the percentage of proposed work completed on
each watershed. WSP’s reporting goal is that 80% of the watershed will have at least 70% of the
proposed work completed.

When to Use:
Mentors should complete this form and submit to WSP office on and the beginning, middle and
end of a member’s term.

Location of Form:
This form is available on the WSP/CCC website and will be emailed to you at least two weeks prior
to the due date.

When and Where to Deliver:
A completed form should be submitted to wsp.info@ccc.ca.gov on 10/31/2011, 1/31/2012 and
7/31/2012.

Authorizations:
No signature required.

Monitoring and Follow Up:
Responses will be reviewed by WSP staff and aggregated to assist with program reporting, future
program design, and evaluation.
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Policies, Rules and Codes of Conduct

To accomplish the WSP objectives and goals, policies and standards have been established. Pertinent
WSP policies, standards and guidelines are presented here to help program participants understand
what program expectations are and how these expectations can easily be accomplished.

AmeriCorps/WSP Policies, Rules and Codes of Conduct
WSP Rules of Behavior

A member must follow all AmeriCorps, WSP, CCC, and Placement Site rules, policies, and procedures.

Individual AmeriCorps members should have and must display self-respect, respect for others, respect
for authority, and respect for the law. An AmeriCorps member who violates these standards or any
other directive of WSP will be subject to disciplinary action up to and including termination from the
program. Specific Rules of Behavior include:

e Alcohol/ Drugs — Possession, sale or use of alcohol or illegal drugs or alcohol/ drug
paraphernalia is prohibited on State or Federal property, vehicles, and/ or Project training or
service sites (this includes both WSP and non-WSP sponsored events). Members must follow
the Alcohol and Other Drug Policy at all times while performing CCC/WSP business or while
involved in CCC/WSP-sponsored projects and/or recreational activities anywhere, including off
CCC/WSP property.

o Absent Without Leave — AmeriCorps members must have permission before leaving a project or
their appointed place of service. AmeriCorps members must return at the appointed time.
Leaving without permission or failure to return on time is considered Absent Without Leave, and
is grounds for termination.

e Attendance — Members are responsible for arriving and leaving at agreed upon times, and
returning on time after lunch or any break period. Tardiness is unacceptable. Members who
are unable to report to their placement site should notify their mentor before their expected
time of arrival, as well as make a proper record in the Database. This applies to all WSP training
sessions, community outreach, and service events. If a member is absent for more than five
days without proper notification, she or he may be discharged. Members are required to report
to their placement site location for daily work assignments. Regular work schedules should not
include working outside the office in a public setting (such as a library or coffee shop), however
it is permitted from time to time. Members are never to work from home per AmeriCorps
regulations. Additionally, members must submit a Vacation Request Form, to be approved by
both their mentors and WSP Staff, for planned time off for any period time greater than 1 day.

e Conduct — AmeriCorps members have a responsibility to work cooperatively and collaboratively
for the betterment of AmeriCorps, CCC, and WSP as a whole, both on and off duty. Conduct
showing lack of good judgment or cooperation, disrespect for racial, sexual, or individual
differences, harassment of others, breach of confidentiality, prohibited activities during service
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hours, unsafe behavior, or an unwillingness to assume member responsibilities may be grounds
for termination.

Courtesy — It is the responsibility of each WSP member to be courteous to community members
and each other at all times. The image of an organization rests upon the behavior of those who
represent it.

Dress/Uniform — Members must follow the WSP Uniform Policy at all times when representing
the program and when claiming service/training hours.

Insubordination — Refusal to serve or to comply with an order (insubordination) is a serious
offense and is grounds for termination. This includes not performing tasks assigned by WSP
staff and mentors, lying, not attending monthly meetings or required conferences, and using
profane or abusive language toward a staff person, mentor or other AmeriCorps program
participant.

Professionalism — Members have the responsibility of maintaining a high level of
professionalism in all their dealings; this includes being prompt and ready to serve at service
sites, education/ outreach events, and monthly meetings/ trainings. Meetings and deadlines
must be kept, language must be clear, concise and inoffensive, placement site partners and
mentors should be kept apprised of project progress, phone manners must be impeccable, and
a positive and calm attitude should prevail at all times.

Safety — WSP makes every effort to provide a safe and healthful service environment. Members
have the responsibility of performing their service tasks safely. If an unsafe or hazardous
situation should occur while a member is performing a service task, the member is responsible
for reporting the hazard to their placement site mentor immediately. If no corrective action is
taken, the member must inform the WSP Project Director, Carrie Gergits, 707-725-8601.

Tobacco — Members are prohibited from smoking or chewing tobacco inside state owned or
leased space including all indoor areas, parking lots, residential spaces, and yard areas unless
designated as a tobacco use area; within 20 feet horizontally or vertically from of main exit,
exterior entrance, operable window, or air intake opening of any AmeriCorps, CCC, WSP, or
service site sponsored facility; in a state-owned vehicle; or at any location designated a non-
smoking area by local, state, or federal statues such as schools, colleges or universities,
playgrounds, or areas otherwise designated as a non-smoking area. Tobacco use is prohibited
during work hours except when on authorized work breaks or lunch periods, and no members
shall purchse tobacco product while on official state business. Members should never smoke or
use tobacco products while in uniform (wearing any AmeriCorps identification) and should never
smoke/ use tobacco products in the presence of children under 18. Members must also follow
the related policies of their service site, or service-related rented facility/ grounds when stricter.

Unlawful Acts — Theft, extortion, gambling, or other unlawful acts are not tolerated and are
grounds for termination.
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e Violence — Fighting, violence, threats of violence, disorderly conduct, or destruction of State or
Federal property are grounds for termination. Members must follow the Violence in the
Workplace Policy at all times.

e Weapons — AmeriCorps members are not allowed to carry, keep, or use weapons on State or
Federal property or project sites. Use or possession of weapons while performing AmeriCorps
activities is grounds for termination.

Communication Policies

Open Communication

It is WSP policy that each manager or supervisor in the organization encourages members to
engage in communication that facilitates a positive relationship between all levels of the WSP
structure and allows issues, concerns, and differences to be discussed openly.

Manager and Member Compliance Guideline:

e Work collaboratively, be a team member.

e Encourage impromptu discussions and information exchange.

e Give and receive constructive criticism in an open and supportive way.

Conference Call Policy

WSP relies on program wide conference calls to keep lines of communication open with staff and
members, and to share important program updates. WSP conducts these conference calls every
other month, on the last Tuesday of the month at 9am. All WSP Members are required to attend
the live phone call, unless pre-approved by WSP’s Project Manager to miss the phone call. If
approved to miss the live call, members are still required to call in and listen to the recorded version
of the call by the 10" of the following month.

Conference Call Phone Number: 1-866-643-0665
Pass Code: 9220060

WSP Media Policy

WSP relies heavily on media coverage to help promote and maintain a positive image in the
communities we serve.

All WSP members will be required to contribute to a minimum of two media sources during their
term of service, one for WSP’s tri-annual newsletter The Tributary Tribune and one as part of the
media outreach campaign for their Individual Service Project (ISP).

Many opportunities for engaging the media exist and WSP highly encourages members to seek out
and contribute to those opportunities. Media contributions include the following: On-Line or Print
Publications such as magazines, newsletters, journals, etc., Radio or television campaigns, Fliers and
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Posters, Press Releases, Media Advisories, Public Service Announcements (PSA’s), and Interviews.
Tributary Tribune

WSP will publish The Tributary Tribune three times during the term of service with each of the three
issues highlighting a different WSP region. All members within the featured region will be required
to provide at least one contribution which may include photos, original works of art, poetry, stories,
reflections, and general informational articles. Submissions will be reviewed, edited and approved
by WSP staff and Team Leaders. Submissions will be due six weeks prior to the scheduled print date.

Individual Service Projects (ISPs)

All WSP members are required to coordinate an Individual Service Project (ISP). One of the
requirements for successfully completing the ISP is to conduct a media campaign. At minimum, all
members will be required to submit a Media Advisory, PSA, or Press Release.

WSP members are expected to abide by the following guidelines for all media efforts:

e Always abide by the WSP member standards of conduct and rules of behavior.

O Always represent WSP in a positive, professional manner.

O Be sure that all content associated with you is consistent with WSP’s professional
standards.

e Contribute only meaningful, respectful information regarding WSP, the CCC and AmeriCorps.

0 Do not state anything that is false, misleading, obscene, defamatory, profane,
discriminatory, libelous, threatening, harassing, abusive, hateful, or embarrassing to
another person or entity.

0 Make sure to respect others' privacy.

0 Any information from online or print sources must be cited and all photos and original
works of art will be credited.

e Always use the following tagline:

e The AmeriCorps Watershed Stewards Project (WSP), a special project of the California
Conservation Corps, is administered by CaliforniaVolunteers and sponsored by the Corporation
for National and Community Service

e Always quote the WSP mission statement as follows:

e The mission of the AmeriCorps Watershed Stewards Project (WSP) is to conserve, restore, and
enhance anadromous watersheds for future generations by linking education with high-quality
scientific practices.

e Before contacting reporters or media outlets all WSP members involved or interested in public
communication must submit their proposed document to the WSP office through the chain of
command listed below, with the WSP Project Director having final review and approval. This
includes, but is not limited to press release distributions, web postings, advertisements, public
event notifications, and editorials.

e If any contact is made from reporters or media outlets to a WSP member, they must be referred
to the WSP Project Director. Without specific prior approval to answer media questions all
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members should simply state that it is WSP/CCC policy that all inquiries go to the WSP Project
Director. Media inquiries include television and radio stations, newspapers, magazines, web
sites, and any other publications and media outlets.

When a WSP member is contacted by a member of the news media, information about the
contact must be forwarded to the WSP Project Director within 24 hours. Information should
include the contact’s name, affiliation, and a summary of the questions. This information can be
relayed in the form of a fax, email, or phone call. If a fax or email is sent, please confirm receipt
through a phone call.

If a WSP member becomes aware of newsworthy events or activities, whether they have
positive or negative implications for the program, he/she should promptly inform the WSP
Project Director

Below you will find a table with the expected submission protocol and chain of command for various
types of media:

Type of Media Route of approval Due Date
Publications (On-line or | VMTL 4 weeks before release
Printed) PM
(Magazines, newsletters, | CD
journals, etc...)
Press Releases VMTL 4 weeks before release
PM
CD
PSA VMTL 4 weeks before release
PM
CD
Media Advisories VMTL 4 weeks before release
PM
CD
Fliers VMTL 4 weeks before release
PM
CD
Interviews VMTL 4 weeks before release
PM
CD
Outreach to Public Officials PD If aware of the interaction
CD (w/in 24 hrs) ahead of time, as soon as
possible.
Post ISP/event media VMTL 2 days after event, must be
PM available to media source
CD within 1 week
CD - CCC Center Director PD — WSP Project Director
PM — WSP Project Manager VMTL — Volunteer/Media Team Leader
1455-C Sandy Prairie Court, Fortuna CA 95540 Page 93 of 187

Ph. (707) 725-8601 Fax (707) 725-8602



é Mentor Handbook
wse' Watershed Stewards Project Service Year 18 - 2011/12

Email

As a member of WSP, you are required to have a CCC email account. It is every member’s
responsibility to check their CCC email accounts on a regular basis (daily - unless you are on travel
status and internet access is not available, in which case weekly is appropriate). Please know that
email notification is our office’s primary way of communicating with 55 people geographically
spread out throughout California. We rely on members to thoroughly review all emails that are sent
from our office to ensure the program operates efficiently. This includes emails from each of the
four Team Leaders.

Directions for first time login:
1. Go to https://hgnet.ccc.ca.gov to change your generic password (salmon1).
2. Go to https://webmail.ccc.ca.gov/owa
3. Log in using your username (first letter of your first name and the first 7 letters of your last
name) and the password you just created for yourself. Example: John Smith = Username: JSmith

Password

You must change your password every 90 days. Each time you do this, your new password must be
unique from your previous passwords. The first three characters of the password cannot be
repeated. To do this, visit: https://hgnet.ccc.ca.gov/.

Email Signature
Every member must create a signature for their CCC email account. Here are directions for how to
do so in Outlook:

1. Click on “Options” on the top right side of the screen

2. Enter your email username and password

3. Chose “Settings” on the top left side of the screen

4. A text box to create a signature in will appear

Sample Signature:

Sammy Salmon

AmeriCorps Watershed Stewards Project Member
Placed at the Dept. of Fish and Game- Hopland
4070 University Road

Hopland, California 95549

(707)744-8713

Sammy.Salmon@CCC.CA.GOV
www.watershedstewards.com

The AmeriCorps Watershed Stewards Project's (WSP) mission is to conserve, restore, and enhance
anadromous watersheds for future generations by linking education with high quality scientific
practices.

A special project of the California Conservation Corps, WSP is administered by CaliforniaVolunteers
and sponsored by the Corporation for National and Community Service.

*Please note, the text following the web address is required at the bottom of your signature.
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Calendar

Please utilize your Outlook Calendar. You will find it at the bottom right hand side of the Outlook
screen. WSP staff keeps it up to date with pertinent program information. It is also a great way to
see when staff will be out of the office. You are able to “share” your calendar with others. To do
this:

Open your calendar (located at the bottom right hand side of screen)

Chose “share” from the top menu

Chose “share a calendar” from the drop down menu

Type in the email address of the person who you would like to share with

Click “all information”

Check the box “I want to request permission to review the recipient’s calendar folder”

ok wWwNE

Troubleshooting
One of the benefits to having a CCC email account is that you can contact the Help Desk directly.
They provide technical support and troubleshooting from the Headquarters office in Sacramento.

The CCC Help Desk can be reached at: Help.desk@ccc.ca.gov or at 916-341-4400.

PLEASE DO NOT CONTACT THE WSP OFFICE WITH EMAIL ISSUES. NONE OF OUR STAFF ARE TRAINED
TO TROUBLESHOOT IT PROBLEMS AT THIS TIME. If there is an issue that you have been working on
with the CCC Help Desk and the problem is taking awhile to resolve, please CALL our office to let us
know of the problem and we will find alternate ways to communicate with you.

SPAM

The CCC email has two spam filters: Outlook’s Junk E-mail box and Forefront. You will know if an
email has been filtered by Forefront because you will get an email with the subject heading “Spam
Quarantine Notification.” You can open this email and tell Forefront whether the email in questions
is legitimate or spam by clicking the appropriate box. You can also check what emails have been
filtered by Forefront by going to: https://quarantine.messaging.microsoft.com/Main.aspx. Enter
your CCC username and password. You can always click on “Need your password?” if you cannot
remember your password and you will receive a new one in your CCC email.

Tagline

WSP requires all communications to include both the project mission and administration tagline on all
outgoing documentation:

The AmeriCorps Watershed Stewards Project's (WSP) mission is to conserve, restore, and enhance
anadromous watersheds for future generations by linking education with high quality scientific
practices.

A special project of the California Conservation Corps, WSP is administered by CaliforniaVolunteers
and sponsored by the Corporation for National and Community Service.
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Social Networking

WSP maintains active Facebook and Twitter accounts for the purposes of maintaining program visibility
within the communities we serve. These accounts are managed by WSP Staff and Team Leaders.

If you participate in social media (Facebook, Twitter, Myspace or ANY other online social networking
site) as a WSP member, you must follow these guiding principles:

WSP member standards of conduct and rules of behavior (refer to page 96) apply to your online
conduct as well as your offline behavior. Make sure you're familiar with them.

It is your responsibility to represent WSP in a positive, professional manner.

Be sure that all content associated with you is consistent with WSP’s professional standards.
Post meaningful, respectful comments. Avoid spam and remarks that are off-topic or offensive.
Do not post anything that is false, misleading, obscene, defamatory, profane, discriminatory,
libelous, threatening, harassing, abusive, hateful, or embarrassing to another person or entity.
Make sure to respect others' privacy.

Remember:

Always pause and think before posting.

WSP’s relationships with placement sites, funders, potential members and local communities
are valuable assets that can be damaged through a thoughtless comment/post. Web interaction
can result in members of the public forming opinions about WSP and its members, employees
and partners.

Your online presence reflects WSP! Be aware that your actions captured via images, posts, or
comments reflect that of WSP.

All e-communications are subject to monitoring by WSP staff.

Violation of this policy can result in disciplinary action, up to and including termination.

Google Documents

All members are required to create a Google account using their CCC email address.

Google Docs is WSP’s solution for multiple event sign-ups and the maintenance and sharing of member
and mentor information between multiple placement sites throughout the service year.

Please follow these directions to set up your free Google account:

1. Gotowww.Google.com

On the top left hand side of the page, chose “more”

Chose “Documents” from the drop down menu

Click on the blue hyperlink for “Create an account now”

Follow the prompts on the next page. PLEASE NOTE: YOU MUST USE YOUR
CCC EMAIL ADDRESS

6. Click the box to accept the terms of service

e WwN
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Time Off Policy

WSP recognizes that periodically members may want or need to take time off. Members accrue
approximately 12 personal days off (PDO) during their term of service, providing an average of 40 hours
per week is maintained. If members maintain an average of less than 40 hours per week, then he/she
may have less than 12 personal days off. Sites may choose to not allow members to take non-
emergency time off during critical field seasons.

Members must also submit a Vacation Request Form, to be approved by both their mentor and WSP
Staff, for planned time off for any period greater than 1 day.

Member Compliance Guidelines:

e At the beginning of each term, discuss the placement site’s policy regarding time off.

o Develop a weekly or bi-weekly schedule and follow through with it.

e Complete and submit a Vacation Request Form for any planned time off exceeding 1 day to the
WSP office at least two weeks in advance. This must be approved by your mentor and the WSP
office.

e Report all hours worked in the Database and submits to WSP office in a timely manner.

e Verify all hours reported and sign form Std. 634 Absence and Additional Time Worked Report.

e Review and verify the hours reported on form Std. 634 Absence and Additional Time Worked
Report and submit with original member and mentor signatures to the WSP Office by the 10" of
the following month.

Jury Duty

WSP is committed to strengthening the spirit of citizenship among AmeriCorps members, and
believes that serving on a jury is an important responsibility of citizenship. Accordingly, members
will be encouraged to serve jury duty, and will not be penalized for doing so. Members serving as
jurors will continue to accrue their normal service hours and receive their living allowance and
health benefits. They also may keep any reimbursements for incidental expenses received from the
court.

Member Compliance Guidelines:
e |[f time off for a jury duty summons is required, please notify your mentor and the WSP Project
Director, Carrie Gergits, 707-725-8601.

Voting/Voter Registration

Participation in the electoral process through voting is a key element of citizenship. Therefore,
members who are unable to vote before or after service hours will be allowed to do so during
service hours.
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Member Compliance Guidelines:
e If required, arrange with the mentor when time can be taken from service to vote, and the
allowable length of absence from the site.
o Please note that AmeriCorps service hours may not be used to conduct voter registration drives.

Medical Appointments

Members should give their supervisors a minimum of 3 business days’ notice of scheduled medical
and dental appointments. When possible, appointments should be made for earlier in the morning
or later in the afternoon so that the Member is only absent for a portion of the service day.

Injuries & llinesses (Not Service Related)

If a Member is too sick or injured to report for their duties, they must call their placement site office
prior to the time they were scheduled to report in. For example, if a Member is scheduled to come in
at 8:00 AM, they should call by 7:45 AM. Members should call in for themselves unless they are too ill
or injured to make a phone call, for example, in the hospital, then a family member or friend
designated in advance should call in for the Member. The program staff may request a doctor's note
for days missed from service if sick leave abuse is suspected. Members are also expected to cancel
any appointments, meetings, activities, etc.

Documentation and Reporting

Part of WSP’s mandated requirements are to compile appropriate data and documentation for
reporting, funding and evaluation purposes. All WSP program participants are required to submit
necessary data and documentation in a timely manner.

Member Compliance Guidelines:
e Complete and submit required documentation as specified in Member Handbook.
e Ensure ample time and resources are devoted to compiling and submitting required
documentation.
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Field Gear Policy

Members are issued gear from WSP, and are responsible for all gear from the time of issuance or check
out through the end of the term of service. If any gear item is worn out and warrants replacing,
members are required to notify WSP staff immediately, who will arrange a replacement if necessary. If
gear is lost or destroyed due to misuse, members will be held accountable, up to and including financial
compensation.

All WSP members are issued the following field gear items at the beginning of their term of service:
e Stream chest waders
e Stream wading boots
e Wading safety belt
e Boot gravel guards (gaiters)
First Aid Kit
Rescue throw bag
Rain gear (jacket and pants)
CCC hat

WSP has a limited quantity of the following field gear items available for individual check out at the
beginning of their term of service. Check out can be arranged by contacting the WSP Office Manager and
completing an Inventory Transaction Log:

e Sleeping bags

e Sleeping pads

e Tents

e Lighting: headlamps, lanterns

e Cooking: Camp stoves, pots and pans

e Rain gear

e Back packs

e Field guides

At the end of the term, members will be required to return all issued or checked out gear. Gear should
be clean and neatly packaged (i.e. waders rolled up and tied, sleeping bags washed and stored in stuff
sack, etc.), with the overall condition of each item and any specific areas of defect (i.e. leaks) clearly
labeled with a marker.

If issued or checked out gear is lost and not returned at the end of the service term, the member will be
charged for the depreciated cost of the missing items. These charges must be paid before the member
service hours will be awarded.

Member Compliance Guidelines:
e Use and maintain gear properly.
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Vehicle Policy

Every member, prior to operating a CCC, State, or Federal vehicle, is required to:
e Hold a valid California Driver License (Members holding licenses from other states must hold a
California Driver License as well. The process of getting a license in California may take 30 days.)

e Submit a California Department of Motor Vehicles (DMV) driving record

Drivers of all State vehicles must pass both the CCC Blue Card and behind-the-wheel safety driving tests.

Members are required to notify their mentor and WSP Project Director immediately if the member
receives a Driving under the Influence (DUI) or Reckless Driving — Alcohol Related citation during their
term of service. Failure to notify your mentor and the Project Director, whether you continue to drive or
not, may be grounds for termination.

The use of a personal vehicle for State business requires pre-approval from WSP staff. An
“Authorization to Use Privately Owned Vehicles on State Business” (STD. 261) must be on file. Members
authorized to drive personal vehicles must have appropriate insurance and a current California Driver’s
License. Members should plan their work schedule to avoid driving personal vehicles for official State
business whenever a State vehicle is available. Members should also try to avoid driving after dark
when possible.

Driving, Cell Phone and Safety Belts

It is the responsibility of all members driving State and Federal vehicles to use good judgment and
drive defensively at all times. AmeriCorps drivers and passengers must wear safety belts while riding
in or driving a State or private vehicle while on State time. Members must follow the particular
procedures set forth by their placement site in order to be authorized to drive State or Federal
vehicles operated by that agency. Members will not drive any vehicle for official State business while
under the influence of drugs or alcohol.

In California, it is illegal to use a hand held cell phone while driving a motor vehicle and WSP
considers this an unsafe practice. All members must refrain from using a hand held cell phone while
driving a motor vehicle during their service.

Violation of this policy can result in disciplinary action including suspension of driving privileges and
termination.

Voyager Card

Voyager cards are issued to members who drive CCC or DFG vehicles for WSP related work and
trainings. Every member who is issued a Voyager card will also be assigned a PIN number. This PIN
is needed to make purchases with the card. It is the member’s responsibility to store their PIN in a
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safe, secure place away from their card. If a PIN is forgotten, or a card is lost/stolen, it is the
member’s responsibility to notify the WSP Member Coordinator immediately.

Directions for using the Voyager Card:
1. Swipe the card through the magnetic slot or give to station attendant for processing
Enter PIN number
Enter the current vehicle odometer reading
Begin fueling
Remove fuel receipt from card reader and secure it
Mail receipts to WSP Office with monthly paperwork due on the 10th

U AW

Acceptable purchases include:

e Fuel (unleaded, diesel, propane and compress natural gas) from self-service islands*

e Car wash (two per vehicle per month)

e Emergency services (battery/terminal cables, fluids, head/tail-lights, bulbs, belts/hoses, tires,
wiper blade/refills, individual spark plugs (not sets), emergency engine repair, replacement
radiator/fuel tank caps) ALWAYS PURCHASE THE LEAST EXPENSIVE ITEM

e National Automobile Club (lockouts, fuel delivery, tire service, battery jumps and vehicle
towing) THE NUMBER IS 1-800-660-6065

*Full-service islands are not to be used, unless the driver has documentation of a physical limitation
on file with WSP, or under-hood, tire, or emergency services are needed.

Card processing reminders:

e There are only THREE transactions permitted daily for all cards

e Driver must ensure station attendant is processing the Voyager card as a CREDIT CARD

e If you make a purchase before 5:00am or after 8:00 pm Monday through Friday, weekends or on
holidays, the station attendant will need to call VFS Sales Authorization at 1-800-987-6589 to
complete the transaction.

Receipts

Keep every receipt you get for Voyager card transactions, including gas purchases. If you are
making a purchase other than fuel, the receipt must be itemized and have your signature. You are
required to mail the receipts to the office with your monthly paperwork that is due on the 10". It is
CCC policy that fuel receipts never remain in the vehicle so please be sure to have a safe place to file
them (wallet, backpack, etc.).

Members will be individually notified in writing when purchases are made with the Voyager fuel
card that requires clarification. This notification may require additional information from the
member in the form of additional receipts or written responses.
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Vendors

The Voyager Card is accepted at the following participating retailers statewide:

Amoco Marathon
Ashland Mobil

BP/BP Procare Phillips 66
Chevron Shell*

Circle K Sunoco

Citgo SuperAmerica
Conoco Texaco

Exxon Unoc al 76
Getty Wilco

Texaco Express Lube

Jiffy Lube International
Oil Changer Stations
National Automobile club

*A small number of the Shell locations in rural California lack the equipment to process a Voyager
Card. Please check with the station before you pump gas.

National Automobile Club (NAC)

*This section applies to CCC vehicles only. NOTE: THIS SERVICE IS NOT TO BE USED FOR DFG
VEHICLES.

The NAC emergency roadside service number may be used in the event that a CCC vehicle is
disabled and located on a public street, highway or in a public parking garage, within the boundaries
of the State of California. If you are ever in need of this service, follow these directions:

1. Call the National Automobile Club at 1-800-660-6065 (this number is also located on the
windshield of state vehicles)

2.  Provide the following information:

3. Your name (be sure to identify yourself as an employee of the State of California, California
Conservation Corps)

4. Vehicle location and vehicle information (year, make, model)

5. State the nature of the call (lockout, flat tire, out of gas, etc.)

6. Get the estimated time of arrival.

7. You must give the fuel credit card to the NAC representative upon repair of the vehicle or
completion of towing.

8. Secure the receipt

9. Make sure that all information is written on receipt (date, location, license number, driver’s
name, type of service).
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Services Provided by NAC

e Mechanical First Aid: Minor mechanical adjustments to enable a state vehicle to be safely
operated

e Battery Service: A “jump start” applied to a discharged battery

e Tire Change: Removal of a flat or damaged tire and replacement thereof with the inflated
spare carried by such state vehicles

e Gasoline, OQil and Water Delivery: Delivery of gasoline, oil or water to a disabled state
vehicle at the retail sales price of any gasoline or oil so delivered

e Lockout: Retrieval of the ignition key when locked inside the state vehicle, to the extent
that it is retrievable without material risk or damaging the state vehicle. This service does
not include key making or locksmith service.

e Towing: Towing any state vehicle that cannot be safely operated from the scene of
disablement to the business location of the nearest state approved service station or state
operated garage. A state vehicle may be towed to the location of the servicing company
when qualified repairs are not available, and held until further instructions are received
from the WSP office.

Second Term of Service Policy

To be eligible for a second term of service with WSP, members must receive a satisfactory performance
review for their first term of service and complete all program requirements. Satisfactory evaluation
focuses on factors such as completing the required number of hours; satisfactorily completing
assignments, tasks, and projects; paperwork; outreach hours; and any other criteria that was
communicated to the member during their term of service.

Members interested in serving a third or fourth term with the program will have applications considered
on a case-by-case basis. The same eligibility applies.

Note: Eligibility for a second term of service does not guarantee selection or placement. The member
will still need to submit an application and go through the interview process.
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Transfer Policy

A transfer is defined as an AmeriCorps member who retains the service hours she or he has earned and
applies them toward the completion of his or her Education Award by either: moving to a different
geographic site within the same program, or, moving to a completely different AmeriCorps program.
While the transfer may occur to meet compelling personal circumstances, the transfer must also meet
programmatic needs.

Technically, a member has no right of transfer within a program. All requests for transfer, either within
WSP, or to another AmeriCorps program, must go through the WSP Project Director.

Member Compliance Guidelines:

Transfer to Another AmeriCorps Program - The transfer of a member and his or her service hours from
one AmeriCorps program to another must be done within certain parameters. Foremost, the
transferring member must be leaving Program A for a compelling personal reason as determined by
Program A. The transferring member must apply to and be accepted by Program B, and Program B must
have an open slot available in order to offer enrollment.

Compelling Personal Circumstance Defined - CNCS allows each WSP Project Director to decide on a
case-by-case basis whether compelling personal circumstances are present. To warrant a finding of
compelling personal circumstances, "the situation must be beyond the member's control."
Programmatic situations that are out of the control of the member may be determined to be compelling
personal circumstances. Other examples of compelling personal circumstances include sickness or illness
of the member or death or critical iliness of a person in the member's immediate family (spouse, parent,
sibling, child, parent, guardian, and, in certain instances, fiancée/significant other).

*Situations that do NOT constitute compelling personal circumstance include:
e going back to school,
e greater work/service experience,
e greater social opportunities,
e accepting other employment opportunities,
e desire to move where living costs are lower.

Transfer Within WSP - Transfers should be based on legitimate programmatic reasons such as
community need, organizational capacity, and mentor and placement-site circumstances. Transfers are
very rarely made.
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Non-Completion of Service Hours Policy

Members are required to complete a minimum of 1700 hours of service during a period of 10 ¥ months
and not more than one vyear, unless there is a break in their service for compelling personal
circumstance. At the end of the program or at the end of 10 % months of service, if a full-time member
falls short of completing the required 1700 service hours for compelling personal reasons as described
above, she or he is eligible to receive a prorated Educational Award. A member must have completed
15% of their term of service (255 hours for full-time participants) to be considered eligible for a prorated
Education Award.

If a member is released for cause or leaves WSP for a personal reason that is not compelling as
determined by the WSP Project Director, the member cannot receive any portion of his or her Education
Award. Members cannot receive a prorated Education Award if they resign for non-compelling reasons.

Member Compliance Guidelines:

Completion of the required number of service hours is not the only criteria that must be met in order to
be eligible for the Education Award. The member must also satisfactorily complete assignments, tasks,
paperwork and projects as defined by WSP staff and project mentors, and meet any other performance
criteria that have been clearly communicated at the beginning of the term of service. Such requirements
include the completion an Individual Service Project (ISP).

Personal Compelling Circumstances Policy

A determination of personal compelling circumstances for release from the program is made by the
program director based on the criteria set forth by the Corporation for National and Community Service
(§ 2522.230, see below) and in compliance with all local, state, and federal laws.

The member must submit a written request to be released from the program due to personal
compelling circumstances and provide reasonable documentation to the program supervisor. The
program supervisor will review the request and provide a recommendation to the program director. The
program director will consult with CV if necessary and make a determination to release or not release
the member for personal compelling circumstances based on the criteria in §2522.230and
documentation provided. All correspondence, documentation, and the final determination will become
part of the member’s personnel file and kept for the required five years. CV will be notified of the
release.

§2522.230

(a) Release for compelling personal circumstances.

(1) An AmeriCorps program may release a participant upon a determination by the program,
consistent with the criteria listed in paragraphs (a)(5) through (a)(6) of this section, that the
participant is unable to complete the term of service because of compelling personal
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circumstances.

(2) A participant who is released for compelling personal circumstances and who completes at least
15 percent of the required term of service is eligible for a pro-rated education award.

(3) The participant has the primary responsibility for demonstrating that compelling personal
circumstances prevent the participant from completing the term of service.

(4) The program must document the basis for any determination that compelling personal
circumstances prevent a participant from completing a term of service.

(5) Compelling personal circumstances include:

(i) Those that are beyond the participant's control, such as, but not limited to:

(A) A participant's disability or serious illness;

(B) Disability, serious illness, or death of a participant's family member if this makes
completing a term unreasonably difficult or impossible; or

(C) Conditions attributable to the program or otherwise unforeseeable and beyond the
participant's control, such as a natural disaster, a strike, relocation of a spouse, or the
nonrenewal or premature closing of a project or program, that make completing a
term unreasonably difficult or impossible;

(ii) Those that the Corporation, has for public policy reasons, determined as such, including:

(A) Military service obligations;

(B) Acceptance by a participant of an opportunity to make the transition from welfare to
work; or

(C) Acceptance of an employment opportunity by a participant serving in a program that
includes in its approved objectives the promotion of employment among its
participants.

(6) Compelling personal circumstances do not include leaving a program:

(i) To enroll in school;

(i) To obtain employment, other than in moving from welfare to work or in leaving a program
that includes in its approved objectives the promotion of employment among its
participants; or

(iii) Because of dissatisfaction with the program.

(7) As an alternative to releasing a participant, an AmeriCorps*State/National program may, after
determining that compelling personal circumstances exist, suspend the participant's term of
service for up to two years (or longer if approved by the Corporation based on extenuating
circumstances) to allow the participant to complete service with the same or similar AmeriCorps
program at a later time.

WSP Outdoor Code of Conduct

WSP supports the American Outdoor Code, and requires members to support and adhere to the basic
Leave No Trace principles of outdoor conduct.

The Code
e Be clean outdoors:
e Treat the outdoors as a heritage.
e Take care of the outdoors for yourself and others.
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o Keep all trash and garbage out of lakes, streams, fields, woods, and roadways.
e Be careful with fire:

e Prevent wildfires.

Build fires only where they are appropriate.
When finished using a fire,

Make sure it is out cold,

Leave a clean fire ring, or

e Remove all evidence of the fire.

e Be considerate in the outdoors:

e Treat public and private property with respect.
e Use low-impact methods of hiking and camping.

Be conservation-minded:
e Learn how to practice good conservation of soil, water, forests, minerals, grasslands, wildlife,
and energy.
e Urge others to do the same.

Leave No Trace Principles
1. Plan Ahead and Prepare:

Proper trip planning and preparation helps hikers and campers to accomplish trip goals safely and
enjoyably while minimizing damage to natural and cultural resources. Campers who plan ahead can
avoid unexpected situations and minimize their impact by complying with area regulations such as
observing limitations on group size.

Anglers need to plan ahead by having permission on private land and by adhering to proper license
and permit requirements. Anglers need to know the fishing laws and be prepared to care for their
catch. Know the weather forecast and take proper safety equipment including life jackets, if
appropriate. Leave a trip plan.

2. Travel and Camp on Durable Surfaces:

Damage to land occurs when visitors trample vegetation or communities or organisms beyond
recovery. The resulting barren areas develop into undesirable trails, campsites, and soil erosion.
Erosion causes fish habitat to be covered. Boaters should motor slowly in shallow water because of
safety reasons and to reduce disturbance of the bottom.

3. Dispose of Waste Properly (pack it in, pack it out):

This simple yet effective saying motivates backcountry visitors to take their trash home with them.
It makes sense to carry out of the backcountry the extra materials taken there by your group or
others. Minimize the need to pack out food scraps by carefully planning meals. Accept the
challenge of packing out everything you bring.
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Take everything back in your pack, even line trimmings. Use a sealed plastic container to take out
any leftover food. Fish entrails and human body waste should be buried at least 6-inches deep and
200 feet from water, trails or campsites.

4. Leave What You Find:

Allow others a sense of discovery: leave rocks, plants, animals, archaeological artifacts, and other
objects as you find them. (It may also be illegal to remove archaeological artifacts.)

In areas such as state parks, permission or permit is required for taking of rocks, plants, animals or
archaeological artifacts. Within required limits, you may harvest fish according to the rules and with
proper permits/licenses, but you should consume what is harvested. Do not modify stream
bottoms.

5. Minimize Campfire Impacts:

Some people would not think of camping without a campfire, yet the naturalness of many areas has
been degraded by overuse of fires and increasing demand for firewood.
Burned areas causes increased erosion. Campfire areas are unsightly near streams and lakes.

6. Respect Wildlife:

Quick movements and loud noises are stressful to animals. Considerate campers observe wildlife
from afar, give animals a wide berth, store food securely, and keep garbage and food scraps away
from animals. Help keep wildlife wild.

Quick movements and loud noises also reduce fish catching opportunities. Respectfully handle fish
that are caught and baits that are brought. If you are keeping a fish, dispatch (kill) it quickly and
humanely, such as with a blow to the head or slitting the gills. Use lead-free fishing tackle. Do not
throw rocks into a stream or lake.

7. Be Considerate of Other Visitors:

Thoughtful campers travel and camp in small groups, keep the noise down, select campsites away
from other groups, always travel and camp quietly, wear clothing and use gear that blends with the
environment, respect private property, and leave gates (open or closed) as found. Be considerate of

other campers and respect their privacy.

Travel and fish quietly so as not to disturb the angler or the fish. Wear clothing that blends with the
environment, such clothing also minimizes you scaring the fish.

Wilderness Ethics

Please practice Leave No Trace hiking and camping. You can reduce your impact on the
environment by observing these guidelines:
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Camping:

Camp in trees as opposed to meadows. Pine duff can withstand use much better than fragile
meadow flowers and plants. Trees also offer you privacy and shelter from the wind. Camp at least
100 feet from trails and water. Animals will not come to water if you are too close.

Fire:

Use a small camp stove and avoid building campfires whenever possible. Campfires consume scarce
vegetation and leave permanent scars on the rocks and land. Also, the risk of starting a forest fire is
less when using a stove.

Sanitation:

Bury human waste in the top six to eight inches of soil at least 100 feet from water sources, and
urinate well away from trails and water sources. If you must use soap, make sure it is biodegradable.

Refuse:

Pack out all garbage, litter and extra food. Nothing should be left behind. Food scraps, like egg and
peanut shells and orange peels, take a long time to de-compose and are eyesores to other hikers.

Pets:

Pets are sometimes allowed in the wilderness: however, they must be kept under control at all
times. Pets must not be allowed to chase wildlife.

Travel:

Travel in wilderness areas is restricted to foot or horseback. No motorized or mechanical
equipment, including chainsaws and bicycles, is allowed. Group size may also be restricted.

Trails:

Use existing trails, and avoid cutting switchbacks. Shortcutting does not save time and will cause
serious erosion problems.
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WSP Prohibited Activities

AmeriCorps members are expressly prohibited from engaging in lobbying activities or partisan political
activities, in the course of their duties, at the request of program staff, or in a manner that would
associate their activities with AmeriCorps WSP.

AmeriCorps members, like any other citizen, may participate in lobbying or advocacy activities, but may
do so only on their own time, at their own expense, and not while wearing an AmeriCorps uniform.

Examples of prohibited political activity include, but are not limited to, the following:

Prohibited Political Activities

Any comment asking an elected official for their support of future funding for AmeriCorps.

A request made to other individuals asking them to speak to their elected officials about
continued funding for AmeriCorps.

Organizing a letter-writing campaign to Congress.

Printing politically-charged articles in a Corporation or WSP funded newsletter.

Taking part in political demonstrations or rallies.

Advocating changes in state or local laws, including state or local ballot initiatives, and other
advocacy activities related to protests, petitions, boycotts, or strikes.

Advocacy for or against political parties, political platforms, political candidates, proposed
legislation, or elected officials.

Conducting voter registration drives.

Assisting, promoting, or deterring union organizing, or impairing existing contracts for services
or collective bargaining agreements.

Engaging in partisan or election politics.

Other prohibited activities include the following:

Engaging in religious instruction.

Serving with a for-profit business as part of education and training component of the program.
Providing assistance to a business organized for profit.

Activities that pose a significant safety risk to participants or others.

Permitting a member to fill in for or displace an absent employee. By law, members may not
under any circumstances perform services, duties or activities that were assigned to an
employee or to an employee who recently resigned or was discharged. Programs may not use a
member in a way that will displace an employee or position, or infringe on an employee's
promotional opportunities.

Writing a grant application to the Corporation or to any other Federal agency

Fundraising

Examples of permissible member activities:

Soliciting several cans of paint from a store to meet an unanticipated need.
Organizing an occasional "serve-a-thon" in which members recruit individuals to obtain sponsors
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in advance of an approved direct service event.
e Writing a mini grant for a watershed/salmonid environmental education event.

Examples of member activities that are NOT permissible:
e Preparing a grant proposal (or performing other fundraising functions) to help the grantee
achieve its matching requirements or to pay an organization's general operating expenses.
e Conducting research or writing for a Federal grant
e Providing fundraising assistance to other community-based organizations that do not provide an
immediate and direct support to a grantee's approved direct service activity.
e Fundraising or soliciting food donations

Member Rights and Responsibilities

Like any group of individuals working together, AmeriCorps members must follow certain rules and
regulations in order to be effective. The rights and responsibilities listed below are merely illustrative,
and your WSP Project Director may identify others.

Rights:

I. Participation in the Corporation and its programs and projects must be based on merit and equal
opportunity for all, without regard to factors such as race, color, national origin, sex, sexual
orientation, religion, age, disability, political affiliation, marital or parental status, military service, or
religious, community, or social affiliations.

Il. You have a right to reasonable accommodation for disabilities. Programs must furnish reasonable
accommodations for the known physical and mental limitations of qualified AmeriCorps members.

ll. If you believe your rights have been violated, you may report such violations to the directors of
your program, who must establish and maintain a procedure for filing and adjudicating certain
grievances. You may also file discrimination-related grievances with the Equal Opportunity
Counselor of the Corporation for National and Community Service at (202) 606-5000, ext. 312
(voice), or (202) 606-5256 (TTY).

Responsibilities:

I. To earn an education award, you must satisfactorily complete your program requirements and
your full term of service (at least 1,700 hours during a 10 % - month period for the full-time award
and at least 900 hours over 5 % - month period of time for the part-time award).

Il. Satisfactory service includes attendance, compliance with applicable rules, a positive attitude,
guality service, and respect toward others in the program and in the community.

[ll. You may be asked to sign a contract stating your rights and responsibilities while in AmeriCorps.
You must abide by this contract and follow the rules of your program. You may be suspended or
terminated if you violate the stated rules of behavior.
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WSP Disciplinary Policy

Discipline is training that is intended to produce a specific change in character or pattern behavior.
Discipline can range from ongoing "preventive" training, such as orientation and counseling, to
dismissal.

Member Compliance Guidelines:

All AmeriCorps members must adhere to the AmeriCorps Member Rules of Behavior and uphold the
WSP Standards of Conduct as described here and in the Member Handbook. WSP presents this
information to members during orientation.

The disciplinary measures available to the WSP Project Director, Project Manager, Mentors, and the CCC
Center Director include the following:

e Guidance & Orientation — During the AmeriCorps member orientation, members are told
exactly what is expected, why it is expected, and what happens if expectations are not met.
When the member first reports to the Placement Site, the mentor will introduce the members
to the Placement Site’s procedures and rules, as part of the mandatory Placement Site
Orientation.

e Verbal Warning, Informal & Formal — These are steps to point out to the member exactly what
the offense is and the implication of a repeat offense. An informal warning may take the form
of a mild reminder; formal verbal warnings are more serious. The mentor, WSP Project Director
or Project Manager may give verbal warnings. Notes from this verbal warning may be put in the
member’s personnel file. In the event of a serious violation of one of the AmeriCorps Member
Rules of Behavior, this may be the first/ last step before termination.

e  Written Reprimand — A written reprimand documents a violation, incident, or series of incidents
that will result in termination if continued. The written reprimand must be signed by the
member and the mentor, WSP Project Director or Project Manager. The reprimand will address
the offense, advice given to the member on how to correct performance, and any additional
disciplinary action taken. The reprimand will be placed in the member’s personnel file.

e Termination — This is the final step. In the event of a serious violation of one of the AmeriCorps
Member Rules of Behavior, it may be the first/ last step. The WSP Project Director or designee
will complete a Notice of Separation listing the reason for termination and give a copy to the
AmeriCorps member at the time of termination. In the event the member refuses to accept his
or her termination notice, a copy will be sent to the address listed on their “Emergency
Notification Form”.
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AmeriCorps Member Discipline System Matrix

Tim
Cod Infraction Descriotion Number of Incidents e Other
e P 1 2 3 4 5 Acti | Factors
ve
POSSESSION / USE OF
ALCOHOL / ILLEGAL DRUGS
1 OR DRUG PARAPHERNAILIA | S/R L iEDFPEEOngYO
ON STATE OR PLACEMENT
SITE PROPERTY/FUNCTION
POSSESSION OF A WEAPON L Refer to
2 ON STATE OR PLACEMENT | S/R | R Placement
SITE PROPERTY/FUNCTION Site policy
THEFT OF PLACEMENT SITE, L
3 WSP, OR WSP PARTNER | S/R | R |F\(/|EE”|\\1A1I'3 URSE-
PROPERTY
INVOLVEMENT IN L
4 FIGHTING S/R | R
THREATS OF VIOLENCE OR L
> INTIMIDATION S/R | R
SEXUAL / RACIAL / L
6 GENERAL HARRASSMENT S/R | R
REFUSAL TO WORK OR L
7 REPORT TO PLACEMENT |S/R | R
SITE
HEALTH AND SAFETY | U/ L
8 VIOLATIONS S/R S/R | R
9 KNOWINGLY GIVING FALSE | U/ /R | R L
INFORMATION TO STAFF S/R
10 INSUBORDINATION ;J//R S/R | R L
u/ L
11 VIOLATION OF SICK POLICY | A R R
DESTRUCTION OR L
UNAUTHORIZED USE OF
12 PLACEMENT SITE, WSP, | A lSJ//R R E/IE;\\I/ITBURSE_
WSP PARTNER, OR
PERSONAL PROPERTY
INCOMPLETE OBJECTIVE L
13 TRACKING W N U S/R | R
u/ L
14 A.W.O.L. FROM SERVICE s/R S/R | R
u/ L
15 UNAUTHORIZED BREAK S/R S/R | R
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LEAVING
SERVICE/TRAINING OR

16 MANDATORY EVENT EARLY v > R 1
IMPROPER CONDUCT IN | U/

17 THE COMMUNITY S/R S/R | R L

18 UNSATISFACTORY SERVICE N U S 1 MONTHLY /
PERFORMANCE QUARTERLY
REPETATIVE USE OF FOUL

19 OR ABUSIVE LANGUAGE N v > L
FAILURE TO ADEQUATELY

20 FOLLOW INSTRUCTIONS N v > L

21 OVERALL ATTENDANCE N u S 1
ouTt OF

*22 | UNIFORM/INAPPROPRIATE | W | N u R 1
DRESS
LATE FOR

24 SERVICE/TRAINING/ W | N u R 1
MANDATORY FUNCTION
VIOLATION OF TABACCO

25 POLICY N u S 1

26 OVERALL PUNCTUALITY W | N V) R L
VIOLATION OF PLACEMENT u/

27 SITE POLICIES A A S/R L

KEY:

W= Written warning and reprimand

1= One Month

N= Needs improvement on Evaluation

U= Unacceptable on Performance Eval

and triggers Performance Contract

Incident active for length of service

R= Removal from Program

A= Any corrective action except W

Important: Infractions must be documented and given to member in order to adhere to
discipline matrix.

Grievance and Appeal Policy

WSP follows CCC and AmeriCorps grievance appeal procedures. A grievance is a dispute or complaint of
one or more AmeriCorps members involving the interpretation, application or enforcement of the terms
of any written or unwritten rule, procedure or policy of the CCC or one of their affiliates.
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One of the following procedures shall be followed to resolve any grievance except a termination. The
CCC Corpsmember Grievance Form (CCC #2-2) shall be used in conjunction with the following
procedure. A copy of all formal grievances and the response to the grievance will be sent to the CCC
Fortuna Center Director. The purpose of the grievance procedure is to solve the problem at the lowest
possible level.

Grievance Procedure

Informal Grievance:

An AmeriCorps Member grievance will be discussed with WSP Project Manager and WSP Project
Director within seven (7) calendar days of the act resulting in the grievance.

The WSP staff will give their decision or response to the member within seven (7) calendar days of
the informal discussion.

Formal Grievance:

Level 1:

If the informal grievance is not resolved to the satisfaction of the member, a formal grievance may
be filed with the WSP Project Director no later than seven (7) calendar days after receiving the
response from the informal discussion with the WSP Staff. A CCC Corpsmember Grievance Form
#2_2 will be used to file the grievance.

The WSP Project Director will respond in writing to the grievant within ten (10) calendar days of
receipt of the formal grievance.

Level 2:

If the member is not satisfied with the decision rendered by Level 1, the member may appeal the
decision within fifteen (15) calendar days to the CCC Fortuna CCC Center Director.

The CCC Fortuna CCC Center Director will respond in writing to the grievant within twenty (20)
calendar days of receipt of the grievance.

Level 3:

If the member is not satisfied with the decision rendered by Level 2, the grievant may request an
impartial hearing. Unless mediation was attempted, the hearing must be held within 30 days and
decided within 60 days of the written grievance.

If the grievant does not agree with the outcome of the hearing, the filing party may submit the
grievance to binding arbitration before a qualified arbitrator. If the parties cannot agree upon an
arbitrator within 15 calendar days, the CaliforniaVolunteers will appoint an arbitrator from a list of
qualified arbitrators.
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An arbitration proceeding must be held no later than 45 calendar days after receiving a request for
arbitration.

A decision must be made by the arbitrator no later than 30 calendar days after the date of the
arbitration proceeding begins.

NOTE: The cost of the arbitration proceeding must be divided evenly between the parties to the
arbitration. If, however, the member prevails in the binding arbitration proceeding, the program
must pay the total cost of the proceeding and the prevailing parties’ attorney fees. Remedies for
grievances include, but are not limited to, reinstatement of a member wrongfully suspended or
dismissed along with credit for service hours missed and back living allowance.

Resignation / Termination Policy

The termination or resignation of an AmeriCorps member results in an immediate forfeit of that
member's benefits, privileges, and rights. All items issued to that member belong to WSP or the
placement site and must be returned immediately. The cost of items lost or destroyed by that member
will be deducted from his or her last stipend check. If a member willfully takes any items, the member
can be charged with theft and arrested. If a member is terminated, she or he is not permitted to visit
any CCC Center for any reason without the permission of the Center Director. Any violence can result in
criminal charges being filed.

Termination Appeal Policy

A terminated WSP member has the right to an initial and immediate review of his or her termination at
a higher level of authority, before being asked to leave the program. WSP has established a notification,
review and termination appeal procedure. This procedure is distinct from the Reinstatement Program.

Termination Notification, Review and Appeal Procedure:

Notification of Termination - The WSP Project Director (or his or her designee) shall provide the
member with a Notice of Separation (CCC #137), indicating the reason for termination, the effective
date, and time of action. Unless the health and welfare of other persons or property is threatened, the
member will be given the Notice of Separation before being required to leave a CCC Center or a WSP
placement site. If the member must be removed from the CCC Center or WSP placement site for health
and safety reasons, the Notice will be mailed to the member's known mailing address.

Initial Review - If the AmeriCorps member believes the termination is unwarranted, she or he may
immediately request an initial review of the termination and must be allowed a reasonable amount of
time to prepare for the review. A CCC Corpsmember Termination Appeal Form (CCC #2-4) will be used.
The initial review must be conducted by a staff person who has the authority to modify or retract the
termination. If an identifiable threat to the health or safety of any person exists, the initial review may
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be waived. The WSP Project Director (or his or her designee) shall provide written documentation
explaining the reason for such a waiver and will attach such waiver to the CCC copy of the Notice of
Separation.

Formal Termination Appeal - If the member is not satisfied with the decision made after the initial
review, she or he shall be allowed to file the CCC Corpsmember Termination Appeal (CCC #2-4) with the
WSP Project Director before being required to leave the Center or placement site. If a member waived
the right to the initial review or was denied the right, he or she may still appeal the termination by
submitting a Corpsmember Termination Appeal within fifteen (15) calendar days of his or her
termination to the CCC Center Director. Within twenty (20) calendar days of receipt of the appeal, the
CCC Center Director shall respond in writing to the appellant. The decision of the CCC Center Director
shall be final and binding.
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State and Federal Policies, Standards and Guidelines

Alcohol and Drugs

California Conservation Corps Policy & Procedures Manual

5075  ALCOHOL AND OTHER DRUG ABUSE PREVENTION (ADP)

POLICY
Policy OWmer.. ..o v e cmasss s e Chief Operaticns Division
Origination Date of 1 Policyt...oena. April 1997
Date of Last Review:. ... .. September 2005
Frequency of Review:. ... ... Bi-yearhy
Next Scheduled Review Date:.....ccccvavani January 2008 Manager's Forum
Authority:. ... ... ... ZOvernors Executive Order D-58-86 and
CCR, Section 595 960
Key Words:.....oo v s nanea Aloohol, drugs, narcofics, prevention, drug
tezting, reazonable suspicion, self-referra
Replaces Policy Humber: ..o Corpsmember Program, Corpemember
Alecheol and Other Drug Abuse Prevention Policy
50751 PoLcy

The policy of the California Conservation Corps (CCC) is to promote an
alcohol and other drug-free work environment. Consistent with this palicy
is the department's longstanding commitment to maintain the highest
standards for employee health and safety. Therefore, the CCC prohibits
the possession and/or use of alcohol, illegal or unauthorized drugs, or
other illegal mind-altering substances (hereinafter referred to as AODs).

All CCC employees, including trainges in COMET, volunteers, and
interns are required to report to, and remain at work, free from impairment
caused by the use of AODs while at work. An employee shall not use
AODDs while on duty and shall not violate the policy as specified in this
document.

A Definitions:

1. Corpsmember: A trainee who has met the pre-employment hiring
conditions and has signed the Standard Corpsmember Hire
Agresment. Corpsmembers are not civil service employees, but
are contract employees of the CCC. Corpsmembers are not
entitled to civil service benefits.

2. Negative Drug Test Result: A drug fest result that does nof show
evidence of a prohibited drug in a person’s system based upon
results from an oral fluid immunoassay test.

3. Paraphernalia: Drug related equipment such as syringes, glass
pipes, bongs, and roach clips.

September 27, 2005 Page 1 of 20 5075.0 to 5075.2 \ 95540
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4.

Positive Drug Test Result: A drug test result showing evidence of
a prohibited drug in a person’s system based upon results from an
oral fluid immunoassay test.

Possession: An employee who is found in possession of ACDs.
Possession shall include, but not be limited to, on the person and
in areas under the person’'s exclusive confrol, such as in a locker
or in personal belongings.

Self-Referral: An employee who is not currently exhibiting signs or
symptoms of being under the influence of AQDs who requeasts

assistance with ACD problems.

Trainee: An applicant who has signed the Trainee Agreement and
has been offered employment with the CCC, subject to pre-
employment hiring condifions.

Under the Influence: When a perscn has consumed AODs which
impair the person’s ability to perform his duties or pose a threat to
the health or safety of the individual or others.

5. The CCC prohibits the following:

1
2.

Reporting to or being at work under the influence of AODs.

The use, possession, or transfer of AQDs, or trafficking in AQODs, in
any amount or in any manner, on CCC premises or in CCC
vehicles at any time. This includes while performing CCC
business or while involved in CCC-sponsored projects and/or
recreational activiies anywhere, including off CCC property.

. The use of CCC property or the employee’'s position with the CCC

to make or traffic intoxicants, illegal drugs, or controlled
substances.

Possession of drug paraphermalia.

. An employee working under the influence of a legal prescription

drug(s) or an over-the-counter drug(s) when that drug(s) impairs
the employee’s ability to perform his duties without posing a threat
to the health or safety of the employee or others.
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6. CCC Employse Facility Alcohol Standard: By law and CCC policy,
corpsmembers/staff cannot consume alcohol on CCC property.
Moreover, employees who are under 21 years of age are not
allowed fo be on CCCistate property with any amount of alcohol in
their system. However, corpsmembers/staff 21 years of age or
older have the legal right to consume alcohol off CCC property and
during non-work hours. When a corpsmember who is 21 years of
age consumes alcohol during non-work hours and off CCC/state
property and then retumns to a CCC center, he/she shalldo so in a
responsible manner. Responsible manner means that he/she
shall not be disruptive or disorderly. If a corpsmember is disruptive
or disorderly when returning to a CCC center after consuming
alcohol, hefshe shall be subject to disciplinary action up to and
including termination.

7. Providing alcohol to a minor is illegal and a direct violation of CCC
policy.

Any violation of the above may lead to disciplinary action up to and
including dismissal.

C. Drug Testing for Safety Sensitive Positions:

Safety sensitive positions are classifications identified by the
department andfor federal or state law that are subject to safety
sensitive drug testing. This includes corpsmembers, special
corpsmembers, and specific civil service positions (Refer to ADP
Procedures for the specific classifications).

An employee serving in a safety sensitive position shall be subject to
pre-employment and AOD testing based on reasonable suspicion. In
addition, a civil service, safety sensitive employee, as classified by
federal laws and regulations, shall be subject to random, follow-up,
return-to-duty and post-accident drug testing in accordance with the
appropnate federal laws and requlations (Refer to Proceduras for Civil
Service Staff for the specific classification).

D. Consequences:

An employee who is determined by the CCC to be in violation of this
policy is subject to disciplinary action up to and including termination.
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50752 PrRoceDURES MANUAL FOR CORPSMEMBERS

RESPONSIBILITIES FOR CORPSMEMBER DRUG ABUSE PREVENTION
AND ADMINISTRATION OF THE ORAL FLUID IMMUNOASSY TEST.

Trainees and corpsmembers are classified by the CCC as safety
sensitive positions and are therefore subject to pre-employment and
AOD drug testing based on reascnable suspicion. Trainees and
corpsmembers are classified as safety sensitive because of the
inherent risks and dangers to them and other employees while they are
perferming typical work projects for the CCC. Typical work projects
include, but are not limited to, the use of chainsaws, wood chippers,
and sharp hand tools. Use of these tools often occurs on projects with
uneven and steep terrain and in remote locations. Trainees and
corpsmembers are introduced to and trained on how to use these
potentially dangerous tools and, therefore, do not have experience or
expertise in operating these tools, thus increasing the risk of injury fo
self or others. In addition, corpsmembers respond to state
emergencies, including fire and flood protection. Physical or mental
impairment of a corpsmember due to AOD use would substantially
increase the risks to the health and safety of the corpsmembers and
others. The following rules and procedures shall be followed:

A. Definitions:

1. AOD Pre-employment Drug Test: Pre-employment ACD drug
testing is one of four pre-employment conditions that must be
completed prior to employment. The Pre-employment drug test
shall be administered on the last day of COMET prior to hire date.

2. AOD Prevention Activities: Activities designed to protect and
strengthen the corpsmember, include, but are not imited to:

a. Education

b. Recreation

c. Training

d. Healthy Environment

e. Corpsmember involvement in planning and implementing
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prevention programs is highly encouraged to improve
commitment to, and participation in, these programs.

3. CCC Staff: For the purposes of this policy, CCC staff shall
include civil service staff and special corpsmembers.

4. DAR: Drug Abuse Recognifion System, also called the Field
Sobriety Test.

5 EAP: Employee Assistance Program

6. Oral Fluid Immunoassay Drug Test: Saliva drug test used for
pre-employment drug testing and fro reasonable suspicion drug or
narcotics testing.

7. Serious Incident: An incident involving viclence, threats of
violence, refusal to work, destruction of state property, or
cultivating, manufacturing, furnishing and/or selling alcohol or
other drugs.

8. Urinalysis testing: Laboratory drug testing used for reasonable
suspicion alcohol testing and for disputed oral drug tests, within
four hours of the oral drug test.

B. Corpsmember and Staff Responsibilities:

1. Chief, Human Resources is responsible for:

a. Providing annual training and technical support to all district
and headquarters staff on pre-employment and reasonable
suspicion drug testing.

b. Distributing oral fluid immunoassay tests to all CCC Centers
responsible for administering COMET for pre-employment drug
tesfing, and fo all CCC Centers for reasonable suspicion drug

testing.

c. Providing specifications for oral fluid immunoassay drug test
collection.

2. Center Directors are responsible for:

a. Implementing and enforcing the AQD prevention activities
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recommended in A3,

b. Administering or designating approprate staff to administer the
oral fluid immunoassay drug test according to the procedures
set forth in Section H of this Policy.

c. Ensunng that no later than the second full day of COMET,
each corpsmember receives orientation to the CCC ADP Policy
and signs a statement that he/she understands and agrees to
abide by the policy.

d. Informing sponsors, contractors and volunteers, who have
contact with corpsmembers, about the ADF Palicy.

e. Ensunng that all new CCC staff, including special
corpsmembers, are provided Reasonable Suspicion training
within one year of their appointment date (Training of clerical
staff is optional).

Ensuring that all staff, including special corpsmembers,
complete Reasonable Suspicion refresher course every two
years from the date of their last training.

f. Contacting county drug program administrators and other
appropriate community agencies fo identify resources that may
be available to support the CCC's ADP Policy.

g. Completing a written agreement with local law enforcement
agencies regarding the enforcement of the law when ACD
violations occur, including handling and dispesing of illegal
substances.

h. Providing AQD prevention activities for corpsmembers,
including, but not limited to:

(1) Recreational activities to deter the abuse of AODs.

{2) AOD education, training, and awareness activities, which
may include involvement in Red Ribbon Week and/or Friday
Might Live presentations to school groups, classes, and
speakers at community meetings.

(3) Identifying local community resources to which the
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corpsmember may be referred, including, but not limited to:
= Employee Assistance Program (EAP)

+« On-Site Counseling

« Treatment Services

s Alcoholics Anonymous (AA)

s Marcotics Anonymous (NA)

« Adult Children of Alccholics (ACOA)

= Al-Anon

+ Local Mental Health Services

{a) Working in collaboration with local community groups to
augment evening and weekend staff to provide additional
activities for corpsmembers with the assistance of
volunteers and other community resources, including
college interns.

(b)Taking reasconable measures at CCC residential centars
and satellites to discourage corpsmember “party spots.”

(c) Ensuning that trainees who test positive for AQDs at pre-
employment COMET testing are not hired (Refer to the
Corpsmember Recruitment and Hiring Palicy, page 3).

2. CCC Staff are responsible for:

a. Exemplifying appropriate conduct as role models for
corpsmembers with regard to ACDs.

b. Immediately investigating ant( incidents, facts and/or reports of
possible viclations of this policy.

c. Using the DAR, assessing a corpsmember who appears to be
under the influence of AQODs (only DAR-certified staff).

d. Immediately referring corpsmembers for oral drug testing
based on reasonable suspicion.

September 27, 2005 Page 7 of 20 5075.0 to 5075.2

O —— s = —— —_——— ———emy ——r— —— - U

Ph. (707) 725-8601 Fax (707) 725-8602



A Mentor Handbook
wse' Watershed Stewards Project Service Year 18 —2011/12

California Conservation Corps Policy & Procedurss Manual

e. Following procedures set forth in Section L for self-referrals by
corpsmembers.

4. Corpsmembers are responsible for:
a. Abiding by the directives of the ADP Policy.

b. Submitting to pre-employment and reasonable suspicion drug
testing when required.

c. Reporting to the appropriate supervisor any corpsmember or
staff member he/she believes is violating this policy, with
expectation of demonstrating “responsible concern.”
Responsible concern permits the corpsmember to break the
chain-of-command fo report suspected corpsmember or staff
member about AOD use prohibited by CCC policy.

C. Consequences:

Failure to submit to a drug test shall result in the separation of the
corpsmember, without re-employment opportunities (Refer to
Section |, Separation Appeal Process).

D. Confidentiality of Corpsmember Personnel Records:

Center Directors shall ensure that all center staff and contracted
laboratories are informed of the confidentiality requirements of the
Infarmation Practices Act and any and all other confidentiality
statutes, regulations, or rules.

Drug test results shall be shared only with CCC personnel who have a
need to know for purposes of counseling, administration, or delivery of
services.

All information concerning drug testing of a corpsmember shall be
maintained in the corpsmember's confidential medical file. Two files
shall be maintained for every corpsmember: a confidential personnel
file and a separate confidential medical file. The medical file shall
include fingerprint, physical exam and drug test results.

The following rules shall govern the release of ADP test results to a
corpsmember’s family:
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1. When the corpsmember is 18 years or older or is an emancipated
miner: all information of a medical nature, including AOD testing
results, shall be held in strict confidence and shall not be released
to any person without the corpsmember’s signed release. This
includes parents, friends and relatives of the corpsmember.

2. Drug tests of a minor (under the age of 18) shall only be released
to a parent or legal guardian.

E. Pre-employment Drug Testing:

The Oral Fluid Immunoassay Drug Test shall be used for pre-
employment drug testing. Cnly a trainee who fests negative for ACDs
at pre-employment shall be hired. (Refer to the Corpsmember
Recruitment and Hiring Policy.) All corpsmembers shall be drug
tested on the last day of COMET prior to hire date. Hiring of all
corpsmembers is contingent upon testing negative for AODs.

A trainee who is not hired dus to 2 positive drug test
shall be provided with the address and phone number of drug
treatment programs in the local area where helshe resides.

F. Reasonable Suspicion Drug Testing:

Corpsmembers are considered safety sensitive employees and are
subject to drug testing at any time based on reasonable suspicion.

The purpose of crdering an employee to take a drug test based on
reasonable suspicion is to establish that the employee i1s currently
under the influence of AQDs that impair his ability to perform his
employment duties or pose a threat to himself or another person’s
health and safety.

Reasonable suspicion must be established before a safety sensitive
employee may be required to submit to an oral fluid immuncassay
drug test. Staff authorized to assess and determine reasonable
suspicion and order a safety sensitive employee to take a drug test
shall be frained and familiar with the federal and state procedural drug
testing requirements as specified in B2e.

1. Required Documentation and Supervisor's Responsibilities:
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A corpsmember who exhibits patterns of behavior generally
associated with the use of AQODs, such as absences around
weekends or payday, excessive use of sick leave, excessive
lateness, unauthorized absences, on-the-job accidents, difficulty in
recalling instructions or conversation, poor relationships with co-
workers and supervisors, and other variations in productivity,
should be documented following the first signs of repetfitive
behavior.

The supervisor shall meet with the corpsmember to determine if
there are other reasons for the exhibited behavior and take
appropriate action 1.e_, EAP referral, informal counseling or
personnel action, if applicable. The described behavior alone is
not sufficient to require a corpsmember to submit to a drug test.
There must be reasonable suspicion that can be documented that
the corpsmember is currently under the influence of AODs that
impair his ability to perform his employment duties or pose a threat
to the corpsmember or another person’s health and safety.

2. Possession, sale, solicitation or transfer of AODs while on
duty, on the employer’'s premises, or operating the employer’s
vehicles, machinery, or equipment:

Possession, sale, solicitation or transfer of AODs while on duty, on
the employer's premises, or cperating the employer's vehicles,
machinery, or equipment is a violation of the CCC ADP Policy.
However, possession, sale, solicitation or transfer of AODs,
without observations of physical symptoms or behavior as noted
above, Is not factually sufficient to require a drug test based on
reasonable suspicion. It is important to distinguish “possession”
versus “use” of AODs. For example, “possession” could be an
unopened bottle of beer or a bag of manjuana on the
corpsmember’'s person. “Use” would be observing a corpsmember
drinking a boftle of beer, smoking marijuana, or exhibiting objective
signs of use of AODs. A corpsmember who is in possession of, or
invalved in the sale, solicitation or transfer of AODs while on duty
or representing the CCC, is subject to appropriate disciplinary
action for violation of this policy. However, if additional facts
cannot be documented that support a reasonable suspicion that a
corpsmember 1s currently using or under the influence of ACDs, a
drug test may not be ordered.

“Possession” of illegal drugs must be directly linked to a
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corpsmember, based on objective and credible facts that can be
documented. AQDs located in a place accessible to multiple
employees cannot be automatically linked to a corpsmember who,
even though he/she is suspected of using ACDs, has not exhibited
symptoms associated with use while performing his job duties.
Again, a corpsmember, who is in personal possession of AODs,
may be disciplined for violating the policy.

3. Reasonable Suspicion Standard:

‘Reasonable suspicion” shall be based upon specific and reliable
facts of direct observation or reliable information supported by
follow-up observation that the authorized person or designee can
articulate and document as a good faith, reasonable belief that a
corpsmember is currently under the influence of AQDs which
impair his ability to perform his job duties or pose a threat to the
health and safety of the employee or others. Reasonable
suspicion may include, but is not limited to:

a. Exhibiting physical symptoms or manifestations of being under
the influence of ACDs at work or at a work-sponsored event,
whether on state or non-state property; or

b. Direct observation of the use of AQODs while at work or at a
work-sponsored event, whether on state on non-state property;
ar

c. Exhibiting behavior associated with AOD use, manifested
through the employee’s job performance, which has been
documented, along with direct observation that the employee is
currently impaired and unable to perform his job duties.
Observation may include the appearance, behavior, speech, or
body odor of the employee (Refer to the CCC 237, page one for
specific examples of signs and symptoms of AOD use,
Attachment B).

d. The Department of Personnel Administration rules defining
reasonable suspicion are attached as Attachment C.

4. Reasonable Suspicion Procedures:

a. Observation by a Staff Member:
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If a corpsmember exhibits behavior specified in Section G2, a
staff member certified in the DAR shall observe the
corpsmember to determine if there is reasonable suspicion of

current A0D influence.

If there is not reasonable suspicion of ACD influence, the
corpsmember shall be released to full duty.

If after observation, the staff member determines that there is
reasonable suspicion of ACD influence, the staff member shall
complete page one of the CCC 237 and proceed to the
preliminary examination.

b. Preliminary Examination:

A CCC staff member certified in DAR shall complete pages
one and two of the CCC 237 Corpsmember Reasonable

Suspicion Incident Report.

If the results of the observation and preliminary examination do
not support the belief of ACD influence, the corpsmember shall
be releasad to full duty. If the staff member determines that the
corpsmember needs further assistance, the corpsmember shall
be referred to the On-Site Counselor or the EAP. The

CCC 237 shall be completed and filed in the corpsmember's

confidential medical file.

If the results of the preliminary examination supports the belief
that the corpsmember is currently under the influence of AODs,

the staff member shall administer a drug or alcohol test.

c. Urinalysis:

Laboratory Urinalysis testing shall be used if there is a
reasonable suspicion that the corpsmember is under the
influence of alcohol. The corpsmember shall be sent as
rapidly as practical to the CCC-designated laboratory for a

urinalysis. Staff shall:

¢ Call the local CCC designated AOD collection site to
arrange for an immediate AQD test of the corpsmember.

+ HKeep the corpsmember under observation until taken to
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the collection site.

+ Mot allow the corpsmember to go to his car, locker, etc.,
without supervision.

+« Not allow the corpsmember to smoke, drink, chew gum,
eat or take anything by mouth until after the drug test.

« Note any unusual actions.

¢ Transport the corpsmember to the nearest CCC
collection site. If the corpsmember is at a remote site,
such as a spike, when testing is required, staff shall
arrange transportation for the corpsmember to the
closest CCC collection site.

« Not allow the corpsmember to go alone. It may be
prudent to have more than one person accompany the
corpsmember to the collection site.

¢ Inform the collection site staff that the corpsmember is to
be given a urinalysis for alcohol, under the CCC confract
for substance abuse testing.

At the collection site, clinical staff will assume responsibility for
the actual sample collection. CCC supervisors shall not be
involved in this step. The person escorting the corpsmember
shall help complete the National Taxicology Chain-of-Custody
form to authonze the sample collection and laboratory testing
services. Staff shall remain at the collection site with the
corpsmember to ensure the corpsmember’s proper behavior
and cooperation.

. Chain-of-Custody for Urine Specimens (Samples):
Staff shall follow the SAMHSA guidelines for the chain-of-custody of
drug specimens. Refer to Attachment A. The National Toxicology
Chain-of-Custody form shall be used for all drug specimens (Refer to
Attachment A).

H. Administering the Oral Fluid Immunoassay Drug Test:

The Oral Fluid Immunoassay Drug Test shall be used for pre-
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employment drug testing and reasonable suspicion drug testing.

The Center Director, or the Center Directors’ designee, shall:

Keep the trainee/corpsmember under observation until
the test is administered.

Mot allow the trainee/corpsmember to go to his car,
locker, etc., without supervision.

Mot allow the trainee/corpsmember to smoke, drink, chew
gum, eat or take anything by mouth until after the drug
test.

Mote any unusual actions.

The collection of the oral specimen shall take place in a
private setting after the trainee has signed the Trainee
Agreement.

For trainees, the Center Director, or his or her designee,

shall request that the trainee present photo identification.
If the trainee’s identification cannot be established with a
phaoto id, the Center Director, or his or her designee must
not proceed with the collection.

The Center Director, ar his or her designee, shall ask the
frainee/corpsmember to remove any unnecessary outer
garments such as a ceat or jacket that might conceal
items or substances that could be used to tamper with or
adulterate the donor's oral fluid specimen.

The Center Director, or his or her designee must confirm
with the trainee/corpsmember that he or she has not had
anything in his or her mouth for 10 minutes pnor to
providing the oral fluid specimen. If the
trainee/corpsmember has had anything in his or her
mouth within the last 10 minutes, the Center Director, or
his or her designee shall wait 10 minutes prior to
beginning the collection process.

In the presence of the trainee/corpsmember, the Center
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Director, or his or her designee shall open the box and
remove the oral fluid drug screen device from the pouch.

The Center Director, or his or her designee shall venfy
the five (5) green lines are present in the test window. |If
the green lines are not present, a new drug screen
device with b visible green lines shall be used.

The Center Director, or his or her designee shall mark
the drug screen device with the trainee's/corpsmember’s
name and last four digits of the trainee’s social security
number.

The Center Director, or his or her designee shall give the
drug screen device to the trainee/corpsmember.

Under direct observation, the Center Director, or his ar
her designee shall instruct the trainee/carpsmember fo
place the spoon end of the device in histher mouth and
collect a spoonful of oral fluid. (When the specimen is
collected, make sure the spoon is in a honzontal
position_)

If environment or medical conditions make collection
difficult using the above method, the Center Director, or
his or her designee shall collect oral fluid into a plastic
cup. Using this method, the Center Director, or his or her
designee, shall allow the trainee/corpsmember to deposit
at least 0.5 ml of oral fluid into the cup for the test. The
trainee/corpsmember shall be directed to fill the spoon,
by pouring from the cup. (Make sure the spoon is held
horizontally with the handle in an upward position.)

Once the spoon is filled, do not replace the cap until the
sample shows up in the view window.

When the sample shows up in the view window, the
Center Director, or his or her designee shall insert the
plastic cover and place the device on a protected flat
surface, and allow a running time of 10-12 minutes.

The Center Directar, or his or her designee shall place
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the drug screen device in a secure location, not viewable
by the trainee/corpsmember.

+ The Center Director, or his or her designee shall notify
the trainee/corpsmember of the results of the oral drug
test.

o A trainee/corpsmember who tests positive for drugs as
specified in 5050.1, Section 101 of the Corpsmember
Recruitment and Hiring Policy, shall be notified that
he/she can reapply for the CCC program in 60 days from
the date of the first test.

+ Upon notification of a failed oral drug test, if the trainee
disputes the results, the Center Director, or his or her
designee, shall immediately schedule the trainee/
corpsmember for a urinalysis drug test, to be completed
within four hours of the oral drug test.

s [f the drug screen device shows that it is an invalid test,
note in the Oral Drug Test Program Spreadsheet that you
have an invalid test and use another oral drug test
device.

+ Once the drug test results are known, the Center
Director, or his or her designee shall enter the results in
the G drive, (Oral Drug Test Program Spreadsheet).

» After the results of the oral drug test have been recorded,
the drug testing device shall be disposed of in a plastic
lined trash container.

a. Corpsmember Admits to Being Under the Influence:

If a corpsmember believed to be under the influence of AQDs,
during the drug use evaluafion outlined in this policy admits to
being under the influence of AODs in violation of the ADP
policy, helshe shall be separated with no testing required. The
staff member shall complete the CCC 237 and file in the
corpsmember's confidential medical file (Refer to the Separation
Appeal Process, Section | of this palicy).
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b. Results of Oral Fluid Immunoassay Drug Test or
Urinalysis:

On receipt of the results of the ADD test, the following process
shall be implemented:

(1) Corpsmember Tests Positive:

A corpsmember who tests positive for AODs shall be
separated. The center shall complete separation procedures
for the corpsmember (Refer to the CCC Operations Manual,
Corpsmember Personnel, Corpsmember Separation
Process, page 36 and to the ADP Separation Appeal
Process, Section [).

(2) Referral:

A corpsmember who is separated for a positive drug test
shall be provided with the address and phone number of
drug treatment programs in the local area where helshe
resides.

(3) Corpsmember Tests Negative:

A corpsmember who tests negative for AODs may return to
regular activities; however, if the Center Director, or his or
her designae determines that the corpsmember neads
further assistance, he shall be referred to the On-Site
Counselor or to the EAP.

|. Refusal to Submit to an Oral Fluid Immunoassay Drug Test or
Refusal to Provide Urinalysis Specimen or Corpsmember
Provides an Adulterated and/or Diluted Sample:

1. Trainee: A trainee who refuses, or is unable, to submit to a drug
test prior to hire date, or a drug test based on reasonable
suspicion, shall not be hired (Refer to the Corpsmember
Recruitment and Hinng Policy, Pre-Employment Conditions,
Page 2).

2. Corpsmember: A corpsmember who refuses fo or is unable to
submit to a Drug Test, shall be separated with no right to appeal
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(Refer to the ADP Separation Appeal Process, Section ).
3. Adulterated Urine Specimen:

Corpsmember: If the urine specimen provided by a corpsmember
at an alcohol test based on reasonable suspicion is determined by
the CCC-contracted laboratory to have had a foreign substance(s)
added as an adulteration, the adulteration shall be considerad
refusal to submit a specimen, and the corpsmember shall be
separated with no night to appeal (Refer to the ADP Separation
Appeal Process, Section [).

3. Diluted Specimen:

All specimens that are reported by the CCC-contracted laboratory
to be dilute positive, shall be considered a positive drug test.

J. Separation Appeal Process:

1. Serious Incident and/or Refusal Submit to an Oral Fluid
Immunoassay Drug Test:

If a corpsmember is involved in a serious incident and/or
refuses an AOD test, he/she shall be separated immediately.
The corpsmember does not have the right to appeal prior to
leaving the center, but may appeal through the mail. Center
staff shall provide the separated corpsmember with a copy of
the Separation/Suspension Appeal form (CCC 2-4).

2. No Serious Incident or Refusal to Submit to an Oral Fluid
Immunoassay Drug Test:

If a corpsmember tests positive for AODs, but is not involved in
a serious incident, he/she shall be separated in accordance with
CCC Corpsmember Separation Policy, with the right to appeal
the separation prior to leaving the center.

a. Corpsmember completes the Corpsmember Separation/
Suspension Appeal Form (CCC 2-4) and submits it to the
Center Director or his or her designee.

b. Before the corpsmember leaves the center, and prior to
approving or denying the appeal, the Center Director or his or
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her designee shall take into consideration any extenuating
circumstances and the corpsmember’'s overall performance
record.

K. Reinstatement Process (Also known as Second Chance
Process):

1. Who May Apply:

If a corpsmember is separated and/or his separation appeal is
denied, he/she may apply for reinstatement with the CCC provided
he/she meets all of the criteria for reinstatement (Refer to the CCC
Operations Manual, Corpsmember Personnel, Corpsmember
Reinstatement Process, page 13).

2. Additional Requirements for Reinstatement:

In addition to the criteria set forth in Section J1 of this palicy, to
apply for reinstatement, a corpsmember shall:

a. Wait a minimum of 60 days after his separation to apply for
reinstatement.

b. Be drug tested prior to reinstatement. If the drug test is
negative, the corpsmember may be reinstated with or without
additional employment resfrictions, at the discretion of the
Center Director.

L. Possession of Paraphernalia and AOD-Related Material:

1. The possession of drug paraphemalia is not permitted. A
corpsmember found to be in possession of illegal drug

paraphemalia shall be separated (Refer to the ADP Separation
Appeal Process, Section |).

2. A corpsmember found to be in possession of legal paraphernalia
shall be instructed by staff to remove it from CCC property.

3. A corpsmember shall not post any AOD-related matenials on CCC
property.

M. Self-Referral:
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When a corpsmember self-refers and is not exhibiting any current
signs or symptoms of AOD influence, staff shall provide assistance.

1. Intervention Plan:

Staff shall complete an intervention plan for the corpsmember.

The intervention plan shall state that to remain in the CCC, the
corpsmember must follow all of the requirements as set forth in the
intervention plan. Failure to abide by the plan shall be grounds for
separation. The intervention plan shall include, but not be limited
to, the following:

a. The Center Director, or his or her designee shall discuss the
situation with the corpsmember confidentially and shall refer
the corpsmember to one or more of the following services:

EAP, the On-5Site Counselor, or other appropriate education or
counseling.

b. The Center Director, or his or her designee shall assist the
corpsmember in the development of a written plan of
intervention based on a counselor's initial assessment.

This plan may include referral to further outside professional
assessment, counseling, attendance at AA, NA, or other
support meetings, and other support services.

ADPP9-27-05
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STATE OF CALIFCRNIA—THE REZCURCES AGEMCY ARNOLD SCHWARZEMEGGER, Govemor
Califomia Consenvation Corp Form # CCC 262 (1115/03)

POLICY & PROCEDURES LETTER

Title: PPL#:
Alcohol and Other Drug Abuse Prevention Policy (ADP) 05-0021
Policy Owner: Issue Date: Section #:
Operations Division (Recruitment) October 25, 2005 5075
Date of Last Review/Revision: PPL Review Date:
September 27, 2005 January 2006 @ Manager's Forum

Director’s Directive

As directed by the Director, this Policy and Procedures Letter (PPL) takes effect immediately and
replaces Policy & Procedures Letter #05-0012. This amendment clarifies the testing of
corpsmembers prior to their hire date.

POLICY STATEMENT:

The CCC prohibits the possession or use of alcohol, illegal drugs, mind-altering
substances or unauthorized drugs. All CCC employees, including trainees in COMET,
volunteers, and interns shall report to work free from impairment caused by the use of
alcohol, mind- altering substances, or illegal/unauthorized drugs.

Alcohol or drug use is intolerable in an organization mandated to encourage California
youth to reach their full potential, instill basic skills, promote civic responsibility, build
character and develop self-discipline.

Sent via E-Mail (original signed)
Mel Kreb, Chief Deputy Director
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APPLYING THE RULES ﬂpﬁ Jﬂ_i”’f

We know that an employee's zbility to perform safely and effectively can be impaired by
illegal drugs, alcohol, legally orescribed medications, or a combination of these. But how
is the supervisor to determine when there is reasonable suspicien that the employee is
actually "under the inlluence™ And what happens then? The following material gives
practical direction to supervisors in these areas. It begins with a discussion of reasonable
suspicion and then "walks through" the entire drug test process from the supervisor's
point of view.

I. REASONABLE SUSPICION

The Department of Personnel Administration (DPA) rules definz reasonable
suspicion as:

- agood faith belief,

- based on articulable facts or evidence,

that the employee hes violated the substance poliey. In addition, there must be s
basis to believe that:

- substance testing would reveal evidence of the violation.

This rule is written very broadly. This was necessary, since no rule could give
specific guidance on every circumstance in which reasonable suspicion might
arise. This lzaves a heavy responsibility with supervisors and managers to apply
it with proper case-by-case judgment and discretion. By reviewing the key
elements of the rule we car see how this should dedur.

"Good faith" is the first key element. Without it, any finding of reasonahle
suspicion is indefensible. Good faith means that determinations of reasonable
suspicion are made carefully, honestly, and without improper motives, such as
discrimination, reprisal, or personal animesity. Every potential finding of
reasonable suspicion must De eritieally and honestly examined by the supervisars

and confirming official involved to make sure that the action is being taken in
good faith.

Next, there must be articulable facts or gvidence. Reasonable suspicion cannot
be based on hunches, intuition, or "gut feelings". Substance testing is very
sensitive and has many legal issues surrounding it. Therefore, the supervisor's
basis for reasonable suspicion must be specific enough to be clearly documented
and readily explained to the employee, his or her representative, higher level
management and, when necessary, hearing officers and the courts.

Finally, there is the requirement that reasonsble suspicion include the belief that
substance testing will reveal evidence of the suspected drug or aleohol abuse.
This is because substance testing is intended to detect current impairment,
rather than past behavior. Therefore, information absut an employee's actions
two or three weeks ago would not establish reasonable suspicion under DPA rule
unless there was also evidence of more recent use. This is because the acute
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affeets of the substances covered by the rules are of short duration. Far
example, one expert cites the following time-frames for cocaine:

- Intense euphoria - 5 to 15 minutes

= Lesser euphoria 3 - 4 hours P

Remains in bloodstream - 3 to § hours =t 0t

Detectable in urine - up to 48 hours

Time-frames vary with each substance, and there may be wvariations fraom the
averages. However, the basie point is that drug testing must be focusad on the
detection of use that may be affec ting the employees current performance.

So, how does the supervisor know when and how to act in this very sensitive
area?

Il. BEGIN WITH GOOD SUPERVISORY PRACTICES

Proper application of the substance abuse rules begins and ends with good
supervision. We are not asking supervisors to abandon their traditicnel roles te
become drug agents or undercover operatives. instead, we are asking that these
rules be enforced through the cn-going application of the basie supervisary
practices that have always been emphasized. These include establishing and
communicating performance objectives, monitoring work performance,
encouraging and commending good work, and responding on a timely basis when
sroblems arise. With this as the basic premise, the following sections discuss
how the substance abuse rules and reasonable suspicion enter the picture.

Hnow vour employees

Reasonable suspicion typically involves something about the employes that is
aonormal To distinguish this, the supervisor must first know what is normel for
each of their employees. What is their usual appearance, behavior, mannerisms,
work performance, ete? By knowing this, the supervisor will be able to put his or
her observations of the employee into proper perspective

Note unusual events, circumstances, ete.

These can include but are not limited to such things as:
- Accidents

- Unusual demeanor or appearance

- Atypical behavior

= Major performance failure

- Tips. When considered credible, tips may be the basis for initiating closer
observation of the employee to determine if other evidenece of ressonable
suspicion is present. However, if closer observation does not yield
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supporting evidence, the tip alone should not be the sole bases for initiating
drug testing.

Determine if it is logical to consider substance abuse as a possible cause,

Substance abuse is by no means the only cause for unusual events in the work
place. For example, accidents can be caused by inexperience, atypical behavior
can be caused by stress and redness in the eyes can be caused by hayfever.
Therefore, the supervisor must assess all of the facts and circumstance
surrounding each event before determining that substance abuse cannot be
reasonably ruled out as a possible cause. Discussing the eveat with the employee
will often be helpful in this regard; however, remember the Lcllowing:

= Plan the discussion in advance to better Keep control of it. Give thought to

how you will state any concerns to the employee and, xnow what you need to
obtain from the discussion.

- Remember that the employee has a right to representation in any discussions
that could reasonably be perceived as a possible prelude to diseiplinary
action. Basically, allow the employee to have a representative present if
they ask for one and are able to have one present on a timely basis.

= Select & time and place that will allow as much privaey and free discussion
as possible.

= Bedirect, factual, firm, calm and professicnal.

- Do not lose your temper, insult or personaily attack the employee, engage in
pointless debate or discussion of unrelated issues, or apologize for your
actions,

- If the employee is violent or threatening, seek the assisiance of the State or
local police,

- Seek medieal help immediately if the employee is unconscious, in
convulsions, ete.

[l. ESTABLISHING REASONABLE SUSPICION

If substance abuse cannot be ruled out at this point, the supervisor must proceed
to the more specifie steps involved in determining whether reasonable suspicion
exists. This is a critical point, since it begins the formal application of the
substance abuse rules. The initial steps involved with this are discussed in the
following paragraphs.

Make 8 closer observation to detect possible signs of substance impairment

The nature of this observation will depend on the perticular qualifications of the
supervisor. Many law enforcement supervisors ars trained and experienced in
field sobriety testing Techniques and can Lie thesa in making their reasonable
suspicion determination, Similarly, doctors &nd Aurses may employ varicus
medical screening téchniques (e.g., ehecking vital signs).
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Ve to rely ooves Wl Ere not trained and experienced in these technigias will
have to rely on observations that do not require special expertise, suc* as the
employee's basie appearance, demeanor, and physical conditisn, These are
summarized in the pPreceding part of this booklat and appesr on the zample
documentation form thet follows this section,

Involve another supervisor, if pessible

If reasonable, suspicion sti] eXists at this stage it will often be useful to =volve
another supervisor in this erocess before initiating Substance testing. A sscond
opinien will help ensure that all factors are considered and put in zroper
perspective. In addition, having two on-site confirmations will give the Ztate a
stronger ease in any future appeals gr litigation,

Contact the appointing pawer or his/her designated fepresentative

The DPA rules require that each finding of reasonsble suspicion be confir=2d by
the appoi nting power or his/her 'designatéd'l‘?prﬁzen‘rﬂ'l‘ﬂ? who RS been tained
in the substance abuse rules. This is to ensure consisténey and proper applisstion
of The rules. It also supports the supervisor by providing expert Zuidanes and
direction at a Very critieal time,

To accomplish this review step, the supervisor should contact the represen:ative
and review the faots and circumstances in detail with him/her. [t is best Zthis
review is on-site so the repressntative can personally confirm the faots, whare
this is not possible, however, the Process may oceur by telephone,

V. INITIATING THE SUBSTANCE TEST PROCESS

If the process results in a finding of reasonable EUspicion the next itep is t2 =nd
the emplovee to g designated clinic or similar site to give & urine sample., These
sites have bSeen selected in advance and have Seen screened to ensure that :teir
collection and eohain of custody procedures comply with the DPA ryles, Evary
State work loeation with sensitive positions sheuld have g site identified for mis
purpose. If you don't know what the site is for your loeation, you should chepk

with those responsible for [mplementing the substance abyse rules in zeup
department.

This step is very senmsitive szince the employee may bhe upset aniop
argumentative, In addition, the reasonable suspicion finding increases the Stetafs
potential for liability in its following dealings with the employee. As a tase
rule, the supervisor's actions should a] ways be based on a concern for all of tye
following:

= Safety of the employee and others

- Proper enforcement of the State's substance abuse rules

-  Employee rights and privacy

Following are specifie suggestions on initiating the process:

1455-C Sandy Prairie Court , Fortuna CA 95540
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- nform employee that decision has been reached (and spprovad) to send
him/her fer a substance test. Again, plan yvour discussion in advance and
select an espropriate setting for it.

. = Assure employee that sample collection will oceur at a clinical setting and
will be done by professional staff, Inform the emplovee of how he/she will
be transported to the site,

- If the em:loyee refuses to cooperate, inform emplovee that he/she could
become subject to adverse action as a resuit of that. Do not attempt or
threaten to use physical force to make the employee cooperate.

- If the employee maintains that he/she is innocent, inform the employes that
reasonable suspicion nevertheless exists and that, uader DPA rules, the
substance test will now be the means of determining that.

- If the employee asks, volunteers or demands to leave, tell them thet this
would be inappropriate, since they are being ordered to go to a collection
site to give a sample. As discussed above, if they elect to leave, they would
be subject to disciplinary action. In addition, inform the employee that if
they leave driving a motor vehicle, you will be required to inform the police
that they have done so and that you have reasonable suspicion that thev are
under the influence.

- Until the employee is taken to the sample collection site, keep him/her
under observation. Do not allow the employee to go to his/her desk, aer,
locker, ete. without supervision. Note any unusual actions by the empioyee,

V. TRANSPORTATION TO THE SAMPLE COLLECTION SITE

- Contact the test site, arrange an immeciate appointment, and obtain
directions to the site,

- Take the empioyee to the sample collection site yourself, or arrange 12 have
ancther supervisor do it. Do not allow the employze to zo alone.

- If there iz any concern about the employes’s behavior, have more than one
person accompany him/her to the site.

- Upon arrival, inform the sample collection site staff that the emplovee his
been brought for urine sample collection under the State of California
contract. At this point, the clinical personnel at the site will assune
responsibility for the actual sample collection. The supervisor is ait
involved in this. "‘

VIl AFTER THE SAMPLE COLLECTION

= Since the test referral was predicated on reasonable suspicion that the
employes was "under the influence", the employee would normally be sert
home {on ATO) after the sample collection.

- Arrange to have someone take the employee home (family, friend, yoursef,
ete.), and infarm the employee of this arrangement.
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tHLT SLdpAUyES WIBIBGS C1 CRIVING Rumsell;hersell, and they still appear 13 bea
under the influence, no:ify the local police or CHP. If possible, tell the
employee that you will do this. Also, document the fact that they were
offered a ride but refuses.

- If you have any doubts =5aut the employee's ability to care for him/herself,
do not leave the employes at home alone.

YIL  UNTIL THE TEST RESULTS COME N

After the sample has been ccliected, a courier service will pick it up and take i=
to the laboratory. When it zrrives thers (usually the next day) a sereening iast
will be run on it. If this tes: is positive, a more sophisticated confirmation *ast
will be run. The sample will e considered positive only if Hoth the screening and
conflirmatory tests are positive.

When the laboratory testinz is completed (usually 24-43 hours following the
sample's arrival at the lab) the results wil] be communicated to the department's
designated medical review o?ficer. Depending on the department, this may be a
State physician or one under eontract. The medical review officer will review
the results, interview the erployee {as needed) and then inform the degartment
of the test results,

These steps will usually require a total of four to six dzvs. Therefore, thers is
the issue of what to do with the emplovee during this time. Following are some
basic zuidelines on this:

- The employee should not return to work in any capacity while still "under ‘he
influence®,

- The employee should usuzally not return to "sensitive™ duties until the tas:
results are known and follow-up sotions are datermined. The emplovee
should never return to sensitive work while there is any coubt about thair
ability or willingness to remain sober while performing them.

- Time that the emploves is ordered off the Job under these arocedures shall
be paid administrative leave unless disciplinary action is taken within 13
Cays. If this occurs the time off can be unpaid as part of the setion.

- Employees who are placed an limited duty pending test results shall retin
full pay, benefits and status through this period.

¥IIl. WHEN THE RESULTS ARE KNOWN

As In the past, there will be a case-oy-case determinetion concerning what
action to take in response to the employee's substance abuse infraction. Tiis
decision proecess will typicelly involve at least the supervisor, departmenal
management, and the personnel of fice. Options include ore or & combination sf
EAP/rehabilitation, adverse action, and medical review/action. The actions)
will be selected based on consideration of the employee's past work record, tie
nature of the incident that led to the employee being sent for a substance tect,
tiie employee’s potential to onee again perform effectively in his/her sensitie
position, ete,
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Employee Assistance Prazrain

When the employee wiil e remaining in or returping to the State work force, the
State's Employee Assistance Program (EAP} will be an important resource for
helping the employee deal with his/her substance abuse probl-&zm Through EAP,
the employee can receive an assessment , short tarm counseling and refe::lral to
an appropriate source of further help. Each department has an EAP coordinator

who can provide further information on this program and available supervisory
training in this ares.

Adverse Action

Deecisions to initiate adverse action should always involve Ide;lﬂrtmental
management, the perscanel office and, as needed, the department's legal staff.
Actions should never se based on the laboratory test results alone. They 5Ih-:rm1d
focus on the entire picture, inctuding the_e_mployee’s wurklperformance, ‘hlS;'her
behavior in the work alace, and the specific facts and zvicence supporting the
reasonable suspicion finding, as well as the test results.

In some cases, it may be appropriate to h.e.'ute a contract for i.'.tanti:!ued
employment with the zmployee. This is when it Is appropriate 1o <esp the
employee in the werkforce only if ecertain csndltmn_s such as sueeessful
completion of rehabilitation and follow-up %ub:-:tance testing, are met. _ln many
cases, such a contract will be part of, or in leu of, a disciplinary action. An
example is shown on the next page.

[X. CONCLUSION

This ccncludes our <iscussions of the State's substance tesling rules and
procedures. It must 32 amphasized that the subziance tesi reSu_us are nnt‘ends
in the themselves. Instead, they merely provide further cun[‘ilfn_mt:or: c! the
employee's drug or aleohol problems wi_ﬁch thent must t:te Qeawrlt with tl‘lu-::ugn Fhe
amployee assistanes program, med:m?l‘ review, discipline, anf:‘..-or other
appropriate supervisery practices. Additional zuidance on these is available
through the on-going EAP and Supervisory treining courses offered by the State
Training Center and various State agencies.
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DOCUMENT THE FINDING OF REASON ABLE SUSPICION

‘eion be documented in vg:_ii_ing and that .E
e DEA Fules r:equlre H:I?: ;ﬁpsfonuiie ?I‘ur?ips‘ shouid normally clrccu; w]:i’,; aﬁudaeywu;; ;:»i
copy of this be given 10 V1€ ° F  meats, e.g., 72 hours). ThiS glves =8 e?visors =
(some MOU's specify U n the incident and prepare 8 thorough Lepc_:r: prever lhE:
;easonable time Lo rEﬂECE r::..-ne-:iie.!;na on-the-spot written ducumentat1n.:+ 'to o d'o e
not obligated to provide im enl.atir::n at the first reasonable IGPPDEZJIE o
sTt;auldr P;el:;ir:no;h;i F‘ii‘;:’b"{‘e the supervisor should prepare a written rsa0rt cov o

nerelore, ¥

initi kmle suszizion
ineident or eiroumn stances that initiatad the reascna o et
- The i m

- l 1 I Iﬂat altel ons bl i e nce a:ILL.v
2 ac 1 -

S artin n a5u i 32T tio ol the Emplnyea‘s

1pp i g ev‘de ce Hll’lg from closer ob va ]'II .. g1 er ]

) e ca, d l1'['[£_e,a|,'|1;|r re:c. Also include the results of any Sald sobriety tesis
appearance, = '

or medical sereenings.

i [ ses, ets, whe can confirm the

visors, employess, Wilnesses, ] ) onfir 1o

- t;'iames of ;tqf;:uifgtements should also De ontained from these individuals,
indings. ri

when possible.

d in appeal proceecings or litigaticn,
] me part of the record JeER=as,
Since these reports msg F:t? andp socurate gs possible cu‘ncernmgﬂ:.ﬁ ?mﬁa";:t’::qf;
they should he;:osp]? pF'l'af:ES; ete. A sample format for such a recott app £
events, times, '
following pages.
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Appropriate Use of Resources

STATE OF CALIFORMIA - THE RESOURCES AGEMNCY ARNOLD SCHWARFENEGEER, Govemar

CALIFORNIA CONSERVATION CORPS
MNorthern Service District

1500 Alamar Way, Foruna, CA 95540

TOT-725-5106, FAX 707-725-1748

MEMORANDUM
TO: Fortuna Staff and Special Corpsmembers
FROM: Michelle Rankin
Acting Center Director
DATE: July 14, 2006
SUBJECT: Appropriate Use of State Resources SENT VIA E-MAIL

There have beaen some questions recently about whether State resources may or may
not be used for personal use. The answer is that they may not. Government Code
Section 19572 {p) defines this, in part, by the following:

Misuse of State Property

(5) Using for private gain or advantage the time, facilities, equipment, or
supplies of the State.

This includes such items as State vehicles, computer equipment, Internet access, State-
issued cellular telephones, petty cash, food, kitchen supplies, meal ticket money,
postage, tools, ete. The basic rule of thumb is, °If it belongs to the State it may only be
used to benefit the State”.

| am confident that each of us has the best interests of our employer, the State of
California, in mind during the course of each business day. Flease use your good
judgment in making use of the many resocurces that we have at our dispesal. If you are
ever in doubt as to whether use of a certain item is appropriate, contact your supervisor.

| have read and understand this memao:

Name Date

The Californiz Consenvation Conps is 2 warkioros development program that offers young men and women the chance to serve their stale and become
employable sifizens through fife skills fraining and hard work in environmental consenation, fire profection, snd emergency services.
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Discrimination

ETATE OF CALIFORNIA—THE REZOURCES AGENCY GRAY DAVIZ, Bovwemmor
Califernia Conservation Corp Form #2523

POLICY & PROCEDURES LETTER

Title: Discrimination and Harassment Policy PPL#: 040003

Policy Owner: Human Resources | lssue Date: Section #:
Division/EEQ Unit August 20, 2003
Date of Last Review/Revision: PPL Review Date:

October 2000 December 31, 2003

Director’s Directive

As directed by the Director, this Policy and Procedure Letter (PPL) takes effect immediately. A
final version of the EEQ Discrimination and Harassment Policy along with a final version of the
Procedures associated with the role of the EEO Unit, filing a discrimination complaint, and the
investigative process will be released later this calendar year.

1 PoOLICY STATEMENTS

A. The California Conservation Corps (CCC) is committed to providing equal
employment opportunities (EEO) which are free from discrimination,
harassment, and retaliation during recruitment, hiring and retention of all
applicants and employees including civil service employees, corpsmembers,
and special corpsmembers. Consistent with this commitment, it is the policy of the
CCC to provide a work environment free from discrimination, harassment, and/or
retaliation, and that all individuals are treated with respect and professionalism.
Under this policy, CCC employees are prohibited from:

1. Disciminating against a person (i.e., treating a person differently from other
people), pursuant to an act, policy, or decision to hire, train, promote, or provide
equitable employment conditions on the basis of a protected characteristic.
Protected characteristics include the following:

. age (40 and over).

. ancesfry
. color
. creed
. disability (mental and physicall including HIY and AIDS,
marital status,
- madical condition (cancer and genetic characteristics)
. national origin
political affiliation
pregnancy or childbirth or a related medical condition
. race,
. religion,
m._sex (Le., gender)
n. sexual orientation
o. veteran status

—_—

p. or any other basis protected by State or federal law or local ordinance.

S TDwWm ch Lo oW
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This prohibition includes behavior based upon the perception that the person may
have any of these protected characteristics;

2. Engaging in disrespectful, inappropriate, unprofessional or harassing conduct,
including sexual harassment, which may create or contribute to a hostile work
environment, which is directed to or negafively affects a person on the basis of a
protected characteristic, even if such conduct does not niss to the level of
vialation of State and/or federal law; and

3. Engaging in any act of retaliation, reprisal or harassment against a person who
has opposed any practices prohibited in this policy, or because the person has
filed a complaint, testified or assisted in any discrimination investigation or
proceeding.

The CCC will stnctly enforce this policy because all forms of harassment,
discrimination and retaliation are unprofessional and disrespectful, and not
acceptable in any work environment.

To the extent that non-CCC employees including, but not limited to, volunteers,
interns, applicants for employment, contractors and third parties, engage in the
prohibited behavior, the CCC will apply the principles of this policy. In addition, the
CCC will take necessary action, if possible, to implement consequences for
violations of this palicy by non-CCC employeses.

. Conduct That Violates The Equal Employment Opportunity And Harassment

Policy - Violation of this policy may occur when an employee engages in conduct
that discriminates, harasses or retaliates against another person based on a
protected characterlstlc even if the conduct is limited to one act and does not nse to
the level of conduct in violation of State or federal law.

This policy applies when the employee is at work or considered to be at a workplace
of any CCC employee, as well as any location that can reasonably be regarded as
an extension of the workplace, such as an off-site work project, CCC sponsored
sacial or business function, or any other non-CCC facility where CCC business is
being conducted. Further, this policy applies to all work-related conduct, including

conduct while off-duty, if such conduct negatively affects the work environment or
the CCC.

Prohibited conduct that may violate this policy includes, but is not limited to, the

following:

1. “erbal conduct such as using derogatory terms or telling discriminatory jokes;

2. Visual conduct such as displaying objects, cartoons, pictures or posters of a
derogatory or discriminatory nature;

3. Posting, sending or downloading derogatory or demeaning materials in any form

4

via electronic mail or the Internet;
Denial of reasonable accommodation for authorized religious purposes orto a
qualified individual with a disability;

EEQ Discrimination and Harassment PPL
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Differential treatment or harassment of an individual based on a protected
characternstic;

Terminating an employee on the basis of a protected characteristic including,
but not limited to, pregnancy.

Conduct set forth in the CCC Sexual Harassment PPL Number 04-0002.
Following or stalking a co-worker, making unwelcome telephone calls to a co-
worker or sending unwelcome correspondence to a co-worker by any means,
including, but not limited to, the use of public or private mail, inter-office mail,
facsimile, or computer e-mail; and

5. Engaging in retaliation against or harassment of an employee because helshe
has made a charge, testified, assisted or participated in an investigation,
proceeding or hearing relating to conduct reasonably believed to violate this
policy, or has otherwise opposed conduct prohibited by this policy.

e

. Responsibilities of Employees - All CCC employees including corpsmembers are

required to:

1. Adhere to this policy;

2. Refrain from engaging in, condaning or tolerating conduct that violates this
policy:

3. Cooperate in an investigation, hearing or a proceeding regarding an alleged
violation of this policy,

4 Attend discrimination and harassment prevention training as mandated by the
Director, or his/her designee, review this palicy, and request assistance from
his/her supervisor or the EEQ Unit if the employee does not understand any of
the provisions in this policy.

5. Maintain confidentiality and not discuss any information involving an alleged
violation of this policy except with a personal representative, individuals who are
authorized to inquire about or investigate the allegations, or individuals on a
‘need-to-know” basis.

Employees should report known or observed incidents or behavior that may be in
violation of this policy to histher supervisor, If possible, or to another supervisor or
manager including, but not limited to, a Supervisor of Corpsmember Development
Program, Conservation Supervisor or Center Director, or through the use of an
Incident Report Form or to the CCC EEO Unit.

. Consequences for Employees - An employee may be subject fo appropnate

carrective or disciplinary action, up to and including termination, for his/her conduct
that has been determined by the CCC to violate this policy, whether or not the
conduct is in violation of State or federal law. In addition, an employee, determined
by a court of law to have violated State or federal law, may be held personally liable
for hisfher conduct. In appropriate cases, an employee found to have violated this
policy may not receive legal representation at the expense of the CCC, if named as
an individual defendant in a lawsuit. An employee will not be disciplined nor
retaliated against for reporting information, participating in an investigation or
administrative proceeding, or filing a complaint in good faith.

EEO Discrimination and Harassment PPL
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E. Responsibilities of Managers and Supervisors - Suparvisors and managers are
responsible for maintaining professional standards that promote a work environment
free from discrimination, harassment, retaliation, and unprofessional or disrespaciful
conduct. For purposes of this policy, “managers and supervisors” includes the
Conservationist | classification as well as employees in civil service classifications
designated as supervisory or managernial.

Supervisors and Managers shall:

1. Know, adhere to and enfarce this policy;

2. Exhibit professional conduct on a daily basis, consistent with the intent of this
policy, to provide a work environment free from discnmination, harassment and
retaliation:

3. Take proactive measures to prevent conduct in violation of this policy;

4. Be considered on "NOTICE" of conduct that may violate this policy by personal
observation or verbal or written notification from an individual;

5. Take prompt and appropriate action, if possible, to stop conduct that may violate
this policy regardless of how, when or where the information is presented to the
SUpEervisor,

&. Take prompt and appropriate action fo ensure that an individual who has
reported an incident or behavior that may be in violation of this policy or has
participated as a witness in an investigation or administrative proceeding is not
subject to any retaliation;

7. Report known or observed incidents or behavior that may be in violation of this
policy to hisfher supervisor, if possible, or to another civil service supervisor or
manager, or through the use of an Incident Report Form or to the CCC EEO Unit.

8. Ensure that employees under their supervision have attended mandated training,
received a copy of this policy and understand the contents of this policy; and

9. Review the contents of this policy with their employess as directed by the
Director or his/her designee.

F. Consequences for Supervisors and Managers - A supervisor or manager may be
subject to appropriate corrective or disciplinary action, up to and including
termination, for hisfher conduct that has been determinad by the CCC to violate this
policy, whether or not the alleged conduct is in violation of State or federal law. In
addition, a supervisor or manager determinad by a court of law to have violated
State or federal law may be held personally liable for histher conduct. In appropriate
cases, a supenvisor or manager found to have viclated this palicy may not receive
legal representation at the expense of the CCC if named as an individual defendant
in a lawsuit.

H. Wes Praft
Director

FPage 4 of 4 EEO Discrimination and Harassmeant PPL
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Family and Medical leave Act

FMLA reguires coverad employers to provide up to 12
weeks of unpaid, job-profected lzave to “sligible”
employees for certain family and medical reasons.
Employesas are sligible if they have worked for a coverad
employer for at least one year and for, 1250 hours over
the pravious 12 months, and if there are at least 50
amployees within 75 miles

Reasons for Taking Leave
Unipaid leawe must be granted for any of the following
regasons;

L to care for the amployes's child after birth, or
placement for adoption or foster cara;

- to care for the employes's spouse, Son o
daughter, or parent, who has a serious health
condition; or

- for a serious health condition that makes the

emploves unable to parform the employee's job.

At the emplovee’s or employer's option, certain kinds of
paid leave may be substiuted for unpald leave.

Advance Notice and Medical

Certification:

The employes may be required to provide advance
wwave nofice and medical certification. Taking of
feave may be danied if requiremeants are not met.

. The employes ordinarily must provide 30 days
advance notice when the leave s "foresesable.”

- An employer may require medical certfication
to support & reguast for leave because of a
sarlous health condition, and may requirg
sacond or third opinkons (at the employar's
expense) and a fitness for duly report 1o return to
work.

Job Benefits and Protection:

L] For the duration of FMLA leave, the employer
must maintain the employee’s health coverage
under any "group health plan,”

GOCZES (Naw 400)
GO Retyped From
'WH Publication 1420

January 1993
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L] Lipon return from FMLA leave, most employees
must ba restored 1o thelr orginal or equivalent
pasitions with equivalent pay, benefits, and othar
employment terms.

L] The use of FWMLA lesve cannot result in the loss
of any employment benefit that accrued prior to
the start of an employea's leave,

Unlawful:Acts by Employers:
FMLA makas it unlawful for any employver to:

. interfare with, restrain, or deny the exarclse of
any right provided undear FMLA,

L] digcharge or discriminate against any person
for opposing any practice made unlawful by
EMLA or for invalvement in any proceading
undar ar relating to FRMLA,

Enforcement:
L The US Department of Labor is authorized to
invasligaie and resclve compiaints of violations.,

L] An eligible employee may bring a civil action
against an employer for violations,

FMLA does not affect any federal or stats law
prohibiing discrimination, or supersede any state

or local lew or collective bargaining agreamaent which
provides graater famity or medical leave rights,

For Additional Information:

Contact the nearest office of the Wage and Haur
Division, Bsted in maost talaphona directories under
U5, Government, Deparimant of Labor,

1455-C Sandy Prairie Court , Fortuna CA 95540
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STATE OF CALIFORNIA - THE RESOURCES AGENGY ) ARMOLD SCHWARZENEGGER, Gavavinar

CALIFORNIA CONSERVATION CORPS
Administrative Services Division

7 2" Slhreel, Sacramenio, C& 55616

[916) 341-3188  FAX {016) 324-3454

WWW.CCL.Ca.gay

TO: . T - DATE: November 3, 2009
FROM: Janet Cox, Assv ate Personnel Ahalyst RESPONSE DUE: 11/20/09

Provisional Designation of Family/Medical Leave

The Family and Medical Leave Act (FMLA} and California Family Rights Act (CFRA) require empioyers
to provide up to 12 weeks of unpaid job-protectad leave to sligible employees for certain family and
medical reasons; however, you may elect to use available leave credits during the FMLA/CFERA leave.
(Mote: FMLA/CFRA leave runs concurrently with paid leave. |t does not extend or become effective at
the conclusion of paid leave credits.)

For the duration of approved FMLA/CFRA leave, the employer must maintain the employse’s health
coverage (health, dental, vision), and restore employees to their ariginal or equivalent positions with
equivalent pay, benefits and other employment terms and conditions. The use of FMLA leave cannot
result in the loss of any employment benefif that accrued before the start of the leave.

Your absance beginning NMovember 2. 2009, may qualify you for job-protectad leave under the
FMLAI/CFRA. However, a final determination cannot be made until you submit the enclosed
Application for Family or Medical Leave and Certification of Health Care Provider forms.

You must complete and retum the appiication to me at the above address as soon as possible. Please
review the definitions of a serious health condition on page 3 of the Certification of Health Care Provider

< If, in your opinion, the health condition requiring the absence does not meet the criteria as
described, check the box in item 5 of the application, sign and date the form and return it to me.

< If, in your opinion, the reason for absence meets one or more of the definitions, complete items 1
through 13 of the application and return it to me as soon as possible.

If, in your opinion, the reason for absence meets cne or more of the definitions, the Certification of
Health Care Provider form must be completed by yourfyour family member's health care provider and
submitted to this office within 15 days. If the certification is not returned within 15 days, your absences
may not be countad and you may not be protected under FMLA or CFRA,

Once the Application and Certification of Health Care Provider forms are returned, you will be notified of
receipt and a final designation of FMLA/CFRA.

The young women and men of the Conps work hard protecting and restoring California’s environment and
responding to disasters, becoming stronger workers, citizens and individuals through thelr service.

1455-C Sandy Prairie Court, Fortuna CA 95540 Page 153 of 187
Ph. (707) 725-8601 Fax (707) 725-8602



A Mentor Handbook
wse' Watershed Stewards Project Service Year 18 - 2011/12

If you are eligible for and receive Mon-Industrial Disability Insurance (NDI} leave benefits, ND|
leave will run concurrently with and be countad against your annual FMLA/CFRA leave
entitlement.

If you elect to continue health insurance coverage and if you normally pay a portion of the
premium for that insurance, these payments must continue to be made during the period of
FMLA/CFRA leave. |If you are using accrued leave, the pramium will continue to be made
through payroll deduction. Howswver, if accrued leave is not available, or insufficient leave is
available to cover your share of the premium cost, your portion of the premium will be paid by
and collected by the CCC from wou upon your return to work,

If it is later determined that the reason for your absence does not qualify as FMLA/CFRA leave,
and if health insurance premiums have been paid by the CCC on your bahalf, you will ba
required to reimburse the CCC for both the State's and your share of insurance premiums.

If you do not return to work following FMLA/CFRA leave for a reason other than (1) the
continuation, recurrence, or onset of & serious health condition which would otherwise entitle
you to FMLA/CFRA leave; or (2) other circumstances beyond your control, you may be required
to reimburse the CCC for any heaith insurance premiums paid on your behalf during your
FMLA/CFRA |eave.

if the reason for the FMLA/CFRA leave is your own serious health condition, you will be
required to present a fitness-for-duty certification prior to retuming to work unless your leave is
intermittent due to episadic situations (g.g., asthma attacks, morning sickness, etc). If such
certification is required but not received, your refurn to work may be delayad until the
cerification is provided.

While on leave, you will be raquired to furish us with periodic re-certification (status reports)
from your or your family member's health care provider no more often than every 30 days, or
when the period of incapacity previously certified exceeds 30 days.

If the circumstances of your leave change and you are able to return to work earier than the
date previously indicated, you will be required to notify us at least two work days prior to the
date you intend 1o report to work and must present a fitness-for-duty certification prior to

returning to work if the reason for FMLA/CFRA leave was your own serious health condition.

Please return the Application for Farﬁlly or Medical Leave to me as soon as possible. Have
your health care provider return the Certification of Heaith Care Provider form to me by
11/20/09.

Flease do not hesitate to contact me at (918) 341-3194 _with any questions you may have
regarding the information provided herein.

Enclosures

ool Supearvisor
Return to Work Coordinator
Personnel Spaciaiist
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Family and Medical
Leave Act {FIMLA)
and/or California Family
Rights Act (CFRA) '

Leave of absence termination options are:
1. Expiration of the term of the Leave of Absence.

2. Termination prior to the expiration date by the
appointing power with the approval of the Director of
DPA, or by the Director of DPA, with the approval of
the appointing power, and notification to the
amployee at least 15 days prior to the effective date
of the revocation. (Most MOU agreements require
30 working days notice to represented employees.)

3. Terminaticn pricr to the expiration date by the
amployee with the approval of the appointing
power. Any changes in the leave, once approvead,
are permissive and subject o approval by the
department,

Upon termination of the leave of absence, the
employee has a mandatory right of retum to
hig or her former position.

The department shall grant a leave of absence for
up to a maximum of twelve work weeks in a twelve
month calendar year to eligible employees who
qualify under the FMLA/CFRA under the following
circumstances;

1. Pregnancy Disability Leave (PDL) for any period of
actual disability caused by your pregnancy,
childbirth or related madical conditions.

2. Birth and care of your child.

3. Placement with you of a child for adoption or foster
care. -

4. Your own serious health condition.

5. Sericus health condition of your child, parent or
SpousE. :
Eligibility:

1. Employses must have bsen employed by the State
of Califarnia for al least twalve months {need not ba
consecutive); AND

“Ingert new ISSUE DATE here” Page 4 of 10 3100 to 3100.4
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2. Physically worked at least 1,250 hours during the

twelve month period immediately precading the start

of the leave,

Process for requesiing an FMLA/CFRA leave of
abzence for all employees (excluded and rank and
file):

1.

When the need for FMLA/CFRA/PDL leave is
forzseeable, the employee should provide 30 days
advance notice by completing and submitting an
Application for Family or Medical Leave Form (CCC
284).

. An employee taking FMLA/CFRA/PDL leave for

his/her own serious health condition, or for the
serious health condition of an eligible family
membear, must also submit a completed Certification
of Health Care Provider Form (CCC 285) within 15
calendar days of the effective date of the leave,

. Upon notification of the need for FMLA/CFRA/PDL

leave, the supervisor must determine if the reason
for the leave meets the requirad criteria. The
supanvisor must nolify the employee that the leave,
pending medical cerification, may be dasignated

and counted against FMLA/CFRA/PDL entitlements.

. Upon receipt of the Certification by Health Care

Provider Form, and confimmation that the reason for
the leave is appropriate, the supervisor must notify
the employee that the leave has been approved and
designated as FMLA leave.

Return to Work:

1.

Upon termination of FMLA/CFRA/PDL leave, the
employee will ba retumed to the same position
hefshe held whan the leave commenced, or 1o an
aguivalent pasition with eguivalent benefits, pay and
other terms and conditions of emplayment,

. An employee will be required to prasent a filtness-

for-duty certification prigr to retuming to work if the
reason for the FMLA/CFRA/PDL leave is hisfhear
own serious health condition,

“Ingert new ISSUE DATE here” Page 5 of 10 3100 to 3100.4
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3. If the circumnstances of an employee's
FMLA/CFRA/PDL leave change, and the employee
iz able to return to work earlisr than criginally
designated, ha/she should notify his/her immediate
supenvisor at least 2 working days prior fo the date
intandad to report to waork. -

See the FMLA/CFRA/PDL Guide (Management
Letter 00-002) for additional or more specific
information regarding process and procedures for
reguesting leave,

Military Leave See the Handbook for California State Civil Service
' Employees Entering the Military Service for more
specific information regarding salary, vacation, sick
leave, seniority, health benefits, retirement, estc.
Short-Term Military Leave

1. To qualify for Short Term Miltary Leave, employaes
must:

a. Have permanent, probationary, limited-term or
tamporary amplayment status;

b. Be crderad to report for active duty in the armed
forces, Mational Guard or Maval Militia for a
period of six months or less; and;

. Mest the following "qualifying service”
requiraments;

* Have not had a break in the continuity of state
service: AND

» Have had 12 qualifying pay periods of state
service immeadiately prier to the effective date
of active duty; OR

» Have a combination of state service and
military service, regardiess of when it was
served, which equals one year,

L. Right of Return

a. If an employes had permanent or probatiunary
employment status, he/she has a mandaiory
right-of-return to his/her former position, provided
hel/she meets the following criteria;

“Insert new ISSUE DATE here” Page & of 10 3100 to 3100.4
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Fraternization
CALIFORNIA CONSERVATION CORPS PERSONNEL
OPERATIONS MANUAL EMPLOYEE CONDUCT AND PERFORMANCE

STAFF RELATIONSHIPS WITH CORPSMEMBERS
(FRATERNIZATION)

Fraternization
Policy Intent
and Definition:

Definitions

Far the purposes of this policy, the California Conservation Corps (CCC)
defines fraternization as a personal relationship or behavior between a staff
member and a corpsmember (both defined below) that crosses the boundary
of a professional relationship.

Fraternization is one form of unprofessional relationship or behavier which
undermines the mission of the CCC because unprofessional relationships or
behavior detract from the autharity of staff, creates the appearance of
favoritism and misuse of office or position, and compromises discipline and
marale.

The intent and purpose of the policy is to prevent coercive, manipulative,
exploitative and other unprofessional incidents from occurring between staff
and corpsmembers. lis purpose is to prohibit unprofessional relationships
which:

Compromise the chain of command,

Cause partiality or unfairness,

Are exploitative or coercive in nature,

Megatively impact discipline, authority, morale or mission
accomplishment.

bl

For the purposes of this policy, staff and corpsmembers are defined as :

Staff: Civil Service Personnel
Exempt Staff appointed by the Director or Governor
Special Corpsmembers
VISTA Volunteers
Volunteers

Corpsmember: All corpsmember classifications including, but not limited
to the following:

Corpsmember, California Conservation Corps
Cook, Specialist

Intern Specialist I/l

Recruitment Specialist

Resource Protection Trainee

State Park Intern

AmeriCorps Member

Team Member

FRATERNIZATION POLICY FEBRUARY 2002
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Responsibilities

Responsibilities

Unacceptable

Team Leader
Crewleader
Crewleader I
Specialist

It is the responsibility of both staff and corpsmembers to maintain a
professional and courteous working relationships with each other.

Staff and corpsmembers who are in doubt about their activities, or how their
activities are perceived as they relate to this policy, should seek clarfication
from CCC Civil Service Staff in their chain of command.

All staff will be held accountable for ensuring appropriate relationships with
corpsmembers. It is incumbent upon staff to maintain a professional
relationship and protect corpsmembers from exploitation, regardless of the
corpsmembers’ age or status.

All staff, as defined above, are to conduct themselves in a professional
manner with corpsmembers, as defined above, at all times. The department
recognizes there are occasions when a corpsmember needs immediate
counseling and this policy is not intended fo restrict that particular instance.
However, in instances when immediate counseling occurs outside the usual
course of business away from the worksite or the CCC facility, documentation
of the incident should be completed within one (1) working day.

Staff who were previously corpsmembears may not maintain a personal
relationship with a corpsmember within the same service district, or at the
same geographic location, or within the same functional unit, or within the
same chain of command, without the written permission of the District Director
and the Chief Deputy Director. In cases of denial the corpsmember will be
required to transfer to another service district, geographical location, functional
unit, or chain of command.

The CCC Fraternization Policy prohibits the following between Staff and

Behavior Corpsmembers:
1. Using persenal influence or power to hinder a corpsmember in the
employment setting because of an unprofessicnal relationship.
2. Borrowing or loaning money, material, or items of value in which the
borrowing or loaning cccurs as a direct result of the reporting
relationship and results from perceived or actually coercion on the part
of the staff member or corpsmember.
3. Requesting, requiring, or utilizing corpsmember(s’) time {(on or off duty)
FRATERMIZATION POLICY FEBRUARY 2002
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for personal reasons or gain with or without compensation to the
corpsmember in which the requesting, requiring or utilization would not
have occurred absent the reporting relationship and occurs as a result
of perceived or actually coercion on the part of the staff member or
corpsmember.

4. Engaging in any type of relationship outside the course of regular
business which weould not otherwise have occurred absent the
reporting relationship and occurs as a result of perceived or actual
coercion on the part of the staff member or corpsmember.

. Inviting, requesting or requiring a corpsmember to come to a
staff member's home.

. Inviting, requesting or requiring a corpsmember to come to
other locations which are not work related.

. Selling items of value to corpsmembers.
. Storing corpsmembers’ personal property at staff members’
homes.
5. Engaging in sexual conduct andfor activity with corpsmembers or any

other activity that may invelve touching a corpsmember in an
unprofessional and/or inappropriate manner.

&. Providing alcohol to corpsmembers who are miners.
7. Consuming alcohol with corpsmembers who are minors.
8. Fraternization between staff and corpsmember which results in any of

the following is prohibited.

a. Creation of an unsafe or hostile work environment;
b. Creation of the appearance of favoritism, real or perceived;
c. Causing discredit or embarrassment to the department.
Mentoring Mentoring relaticnships officially established and menitored by the CCC or
other bona fide mentoring organizations or programs are not in violation of this
policy.
FRATERNIZATION POLICY FEBRUARY 2002
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Exemptions

Disciplinary
Action

Under certain conditions, corpsmembers may be considered staff, for the
purposes of this policy only.  District Directors will utilize the following criteria
when requesting an exemption for corpsmembers:

1. The corpsmember’s primary duties must consist of providing scientific
or technical suppert to CCC staff or corpsmembers. Typical scientific
or technical suppert could include, but not be restricted to, providing
technical assistance to restoration projects, providing K-12 classroom
presentations, coordinating community cutreach activities, or other
types of activities requiring significant scientific or technical educational
achievement on the part of the corpsmember and,;

2. The corpsmembers primary duties, of a scienfific or technical nature,
are utilized in order to meet confractual obligations with sponsars. For
example, service activities stated in #1 and #2 might be required in
order to meet cbjectives in an Americorps grant between the California
Conservation Corps and the California Commission for Improving Life
Through Service.

Special Program Directors whose corpsmembers, meet the criteria listed in 1-
2 above, may request an exception to the Fraternization policy. The Special
Program Director/Coordinator/Supervisor must prepare a written request far
exemption and submit it to the appropriate CCC service district director. This
request will include the fellowing:

1. Copy of the sponsor contract.

2. Program specifics such as program title, date(s) of operation, number
of members, spensars, etc.

3. A description of the program criteria and activities that create a peer-
to-peer working relationship between participants and CCC staff,
including situations which require that participants work independently.

4. A list of participant names and work locations.

The District Director will review the Request for Exemption from the
Fraternization Policy, recommend approval or denial of the request, and
forward a copy of the request to the Chief Deputy Director within 21 calendar
days. The Chief Deputy Director will approve or deny the request.

Disciplinary action, up to and including dismissal, will be taken against any
staff member, or corpsmember, within the CCC’s authority, who viclates this
policy.

FRATERNIZATION POLICY FEBRUARY 2002
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Nepotism
CALIFORNIA CONSERVATION CORPS PERSONNEL
OPERATIONS MANUAL EMPLOYEE CONDUCT AND PERFORMANCE

NEPOTISM GUIDELINES

Policy

Definitions

This directive establishes hiring restrictions in those situations where a
personal relationship between employees is likely to adversely affect an
employee’s ability and fithess to accomplish his/her specific job duties. Itis
applicable to all CCC employees.

Employment practices in the CCC are based upon fair and consistent hiring
standards and the principle of merit. It is, therefore, the policy of the CCC to
avoid or correct work situations under which employees who have a personal
relationship work.

NOTE: Please refer to the policy on Staff Relationships with
Corpsmembers (Fraternization Policy) for information regarding
conduct between staff and corpsmembers.

1. Mepotism is generally defined as the practice of an employee using
histher influence to promote favoritism toward a relative, spouse or
significant other.

2 Personal relationships include, but are not limited to, associations with
individuals by bloed, adoption, marriage, and/or cohabitation; e.g.,
husband, wife, father, mother, son, daughter, brother, sister,
grandparent, grandchild, uncle, aunt, first cousin, nephew, niece, in-
laws, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half brother, half sister, and two people living
together outside of marriage.

Guidelines

3. Supervisors are employees who review and sign performance
evaluations, attendance forms and other personnel and budget
documents.

1. No employee shall use hisfher perscnal influence or power to aid or

hinder another in the employment setting or situation because of a
personal relationship. Employment settings or situations referenced
abave are either:

A Working in a small unit or close quarters in association with cne
another; or
B. Working for the same supervisor; or
C. Having a direct or indirect supervisor/subordinate relationship.
NEPOTISM POLICY FEBRUARY 2002
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2 Staff members shall not directly or indirectly supervise another staff

member with whom they have a personal relationship.

3. The CCC recognizes that there are many situations in State service
where fwo (2) individuals who have a personal relationship with
another staff member shall not work for the same supervisor may
appropriately be allowed to work in the same program, activity, or
location without adverse impact. However, in circumstances where the
work of the unit or its employees, or the safety and morale of the
employees in the unit, or the fair and impartial supervision and
evaluation of employees is demonstrably adversely affected by a
personal relationship, the affected employees may be accommodated
by the reassignments of one or the other to the next available vacancy
in his‘her classification.

4. Corpsmembers shall not be assigned to a location where a staff
member with whom they are related (i.e., mother, father, brother,
sister, etc.) is employed.

5 A corpsmember who has a personal relationship with another
corpsmember may be assigned to the same location but may not
supervise the other corpsmember.

6. Staff members who have already established or who subsequently
enter into a personal relationship with another staff member, must
comply with the aforementioned guidelines. Compliance may require
the resignation, reassignment, or transfer of one or both employees.

Employees in such a situation may request the Disfrict Director to
review the reporting relationships of the situation and make an
exception to the policy.

Exceptions Persons who are not in compliance with this directive may submit an
exception request to the appropriate District Director of the CCC. The CCC
District Director has the authority to recommend exceptions on a case-by-case
basis. The District Director shall forward a copy of the exception request to
the Chief Deputy Director of the CCC . The Chief Deputy Director will approve
or deny each request.

If this policy is in conflict with the provisions of a Memorandum Of
Understanding (MOU), the MOU will be confrolling.

NEPOTISM POLICY FEBRUARY 2002
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Right to File Grievance

CORPSMEMBER RIGHT TO FILE GRIEVANGCE

Justification
for Filing
Grievance

Grievance
Process

Corpsmembers may file a grievance, which is a dispute or complaint by cne or more
corpsmembers involving the interpretation, application, or enforcemant of the tarms
of the Corpsmember Agreement or any written or unwritten rule, policy, or procedure
of the GCC or its affiliates. Grievances may be filed if a corpsmember believes a
disciplinary action recommended Ly a supervisor affects him/her unfairly.

When a corpsmember feel that the recommended acfion taken by his/her supervisor
Is inappropriate, the carpsmember has a right to grieve the decision.

The corpsmember has 2 right to an informal meeting with hisfher immediate
supervisor within seven calendar days of the act resulting in the grievance to resoive
lhe issue. The corpsmember’s immediate supervisor will give his/her decision or
response to the corpsmember within seven calendar days of the infarmal discussion. If
the corpsmember is not satisfizd with the resolution, they have a right fo file 2 formal
grisvance,

The corpsmember must file the formal grievance within seven calendar days of the
day the immadiate supervisor's dezision is communicated fo the corpsmember. Al
formal grievances must be submitted on the Corpsmember Grievance Form

(CCC 2-2).

All formal grievances will be routed to the Conservation Supervisor for written
response within seven calendar days after the informal decision takes place. The
Conservation Supervisor will respcnd in writing within 10 calendar days after receiving
the formal grievance form.

If the corpsmember is not satisfied with the proposed resolution, he/she has a right to
appeal to the District Director. The appeal to the District Direclor must be made within
10 working days after receiving the decision from the Consarvation Supervisor. The
District Director will respond to the corpsmember within 10 working days of the appeal,

The District Director's decision will be final.

The reason for the dacision will be recorded on the CCC 2-2 and returned to the
grievant, with a copy retained in tha District Cormpsmember Personnel File,

OPERATIONS MANUAL 8 CORPSMEMBER PERSONNEL
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CORPSMEMBER GRIEVANCE

The purpose of the CCC corpsmember grievance procedue is to allow corpsmembers an opporiu nity to resclve training
or job-related problems in a fair, orderly and expedient manner, and lo ensure that corpsmembers are protected fram
discrimination.

Staff of the CCC wil treat a corpsmember's grievance as & private and personal matter.

Corpsmember

————— — —
If you are a current corpsmember wishing to file a formal grievance, you must first attempt a resclution through an
informal mesting with your immediate supervisor within seven (7) days of the act resulting in the grievance. Your
immediate supervisor must give you a decision within seven (7) working days. All grievances not resclved informally
must be filed within seven (7) working days of that decision. If you are a former corpsmember, mail your grievance o
the District Director.

Mame:
Date:

Service District; . Center/Satellite;

State the reasons which constitute the grievance. Provide SPECIFIC DETAILS, dates, names and positions of any
wilnesses. Aftach any additional paper or supporiing documents if necessary.

Please provide a brief description of the solution your immadizate supervisor suggested:

What action do-you want taken? R R

Date problem discussed with immediate Supervisor:

SIGNATURE OF CORPSMEMBER
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Level 1

If you wish to appeal to the Consarvation Suparvisor, this grievance must be filed within seven (7} catendar_de_.ys of the
informal discussion with your immediate supervisor. The Conservation Supervisor will respond in writing within ten {1 )]
calendar days after receipt of the grievancs.

Date received by the Conservation Supervisor____ -
Degision of Level 1
[] crievance Upheld

D Grievance Denied

Please explain the reasons for the decision and any additional action taken:

Slgnature;
Date:

Date grievance decision recelved:

This decision is:

l:l Acceptable
[[] Not Acceptable
CORPSMEMBER SIGNATURE: - Date:
= . =
Level 2

If you are not satisfied with the decision of the Conservation Supervisor, an appeal can be mads o the District Director

within ten (10) calendar days. -
**The decision of the District Director is final*™

Date Received by District Director,
Final decision of appeal:
D Grigvance Upheld
D Grigvance Denied

Please attach an explanation of the reasons for the decision and additional actions taken,

Signature: Data:

Date sent to Corpsmember,

CCC 22 (Revised 3100)

Page 166 of 187 1455-C Sandy Prairie Court , Fortuna CA 95540
Ph. (707) 725-8601 Fax (707) 725-8602



‘ ' Watershed Stewards Project

Wt

Sexual Harassment

STATE OF CALIFCRNIA—THE RESCURCES AGENCY
Caffomia Conservation Corp Form #

Mentor Handbook
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GRAYT DAVIS, Govamor

POLICY & PROCEDURES LETTER

Title:
Sexual Harassment Policy

PPL#: 04-0002

Policy Owner: Human Resources [ Issue Date: Section #:
Division/EEQ Unit August 20, 2003

Date of Last Review/Revision: PPL Review Date:

October 2000 December 31, 2003

Director’s Directive

As directed by the Director, this Policy and Procedures Letter (PPL) takes effect immediately.

A final version of the Equal Employment Opportunity (EEQ) Sexual Harassment Policy along
with a final version of the Procedures associated with the role of the EEQ Unit, filing a

harassment complaint, and the investigation process will be released later this calendar year.

1 POLICY STATEMENTS
A_ The California Conservation Corps (CCC) is committed to providing a
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workplace where all individuals are treated with respect and professionalism.

Consistent with this commitment, it is the policy of the CCC to provide a workplace

that is free from all forms of discrimination, harassment, including sexual

harassment, and retaliation. Under this Sexual Harassment policy, CCC employees

are prohibited from engaging in conduct that:

« Rises to the level of sexual harassment in violation of State or federal law;

« |s sexual in nature, unprofessional and disrespectful, and while not unlawful may
or may not contribute to an intimidating, offensive or hostile work environment.

The CCC will strictly enforce this policy because all forms of sexual harassment are
unprofessional and disrespectful and not acceptable in any work environment.

To the extent that non-CCC employees, including, but not limited to, volunteers,
interns, applicants for employment, confractors and third parties, engage in the
prohibited behavior, the CCC will apply the principles of this policy. In addition, CCC
will take necessary action, if possible, to implement consequences for violations of
this policy by non-CCC employees.

. Conduct that viclates the Sexual Harassment Policy — An employee may violate

this policy if he/she engages in conduct that is harassing of, or unprofessional or
disrespectful towards another person based on the protected characteristic of sex or
sexual orientation. This policy may be viclated even if the conduct is limited to one
act, does not rise to the level of violation of State or federal law, and may or may not
contribute to a hostile werk environment. In addition, conduct in violation of this
policy may occur between male and female employees as well as employees of the
Same sex.

Sexual Harassment PPL
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The Sexual Harassment policy applies to conduct when the employee is at work, or
considered to be at a workplace of any CCC employee, as well as any location that
can reasonably be regarded as an extension of the workplace, such as an off-site
work project, CCC sponsored social or business function, or any other non-CCC
facility where CCC business is being conducted. Further, this policy applies to work-
related conduct, including conduct while off-duty, if such conduct negatively affects
the work environment or the CCC.

Sexual harassment generally is defined under State or federal law as unsolicited and
unwelcome sexual advances, requests for sexual favors, and other verbal, physical,
or visual conduct of a sexual nature that interferes with work performance by
creating an intimidating, hostile, or offensive work environment.

Conduct or communications by an employee that may constitute sex discrimination

or sexual harassment in violation of federal or state law includes:

1. Conduct or communication of a sexual nature that is made either explicitly or
implicitly as a term or condition of employment;

2. Conduct or communication exhibited in response to submission or rejection of a
request of a sexual nature that is used as a basis for employment or service
decisions that will have a negative or positive affect on the individual who
submitted or rejected the request;

3. Conduct or communication of a sexual nature that has the potential to affect an
individual's work performance negatively and/or create an intimidating, hostile or
offensive work environment.

Frohibited conduct that may violate this policy includes, but is not limited to, the

following:

1. Unwanted or unwelcomed sexual advances or pressure. This may include, but
not be limited to, situations which began as a mutual and consensual attraction or
relationship but later ceased to be mutual or consensual;

2. Demands for sexual favors in exchange for favorable treatment, or continued
employment including, but not limited to, appointments, promotions, transfers,
assignments, or performance appraisals;

3. Coerced sexual acts;

4. Visual demonstration or verbal commentary of a sexual nature that may include
derogatory or demeaning comments or slurs, sexually explicit jokes, comments
about an individual's body or physical appearance, sexual prowess, or sexual
deficiencies, suggestive or obscene remarks or practical jokes;

5. Visual and physical conduct of a sexual nature that may include leering, whistling,
touching, pinching or grabbing, intentionally blocking or impeding movements,
intentionally brushing up against another individual, rape or assault;

6. Posting, sending or downloading derogatory or demeaning materials of a sexual
nature or sexually suggestive or explicit materials in any form by any means of
transmission including facsimile, electronic mail, or the internet. This includes
displaying sexually suggestive objects, cartoons, or posters;

Sexual Harassment PPL
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7. Any other conduct that may create or contribute to an intimidating, offensive or
hostile work environment.

C. Responsibilities of Employees Each CCC employee has an obligation to assist in
creating a professional and respectful work environment. All CCC employees, which
for purposes of this policy include civil service employees, corpsmembers and
special corpsmembers, are required to:

1. Adhere to this policy;

2. Refrain from engaging in, condoning or tolerating conduct that violates this policy;

3. Cooperate in an investigation, hearing or proceeding regarding an alleged
violation of this policy’

4. Attend sexual harassment training as mandated by the Director, or his/her
designee;

5. Review this policy and seek assistance from the EEQ Unit if the employee does
not understand any of the provisions in this policy;

6. Maintain confidentiality and not discuss any information involving an alleged
violation of this policy, except with a personal representative, individuals who are
authorized to inguire about or investigate the allegations, or individuals on a
‘need-to-know” basis.

7. Refrain from engaging in any retaliatory conduct against an individual who has
reported an incident or behavior that may be in violation of this policy or has
participated as a witness in an investigation or administrative proceeding.

Employees should report known or observed incidents or behavior that may be in
violation of this policy to their supervisor, if possible, or to another supervisory or
managerial employee such as a Supervisor of Corpsmember Development
Program, Conservation Supervisor or the Center Director, or filing an Incident
Report Form or by contacting the EEO Unit.

D. Consequences for Employees — An employee may be subject to appropriate
corrective or disciplinary action, up to, and including termination, when it has been
determined that an employee has violated this policy whether or not the conduct
violates State or federal law. In addition, an employee, determined by a court of law
to have violated State or federal law, may be held personally liable for hisfher
conduct. In appropriate cases, an employee found to have violated this policy may
not receive legal representation at the expense of the CCC, if named as an individual
defendant in a lawsuit. An employee will not be disciplined nor retaliated against for
reporting information, participating in an investigation or administrative proceeding,
or filing a complaint in good faith.
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E. Responsibilities of Supervisors and Managers - Supervisors and Managers are
responsible for maintaining professional standards that promote a work environment
free from sexual discrimination, harassment and unprofessional or disrespectful
conduct of a sexual nature. For purposes of this policy, "supervisor” includes
Conservationist 1 staff as well as employees in civil service classifications
designated as supervisory or managerial.

Supervisors and Managers shall:

1.
2.

3.
4.

Know, adhere to, and enforce this policy;

Exhibit professional conduct on a daily basis consistent with the intent of this
policy to provide a work environment free from sexual harassment;

Take proactive measures to prevent conduct in violation of this policy;

Be considered on "NOTICE" of conduct that may violate this policy by personal
observation or verbal or written notification from an individual;

Take prompt and appropriate action, if possible, to stop conduct that may violate
this policy regardless of how, when, or where the information is presented to the
supervisor,

Take prompt and appropriate action to ensure that an individual who has reported
an incident or behavior that may be in violation of this policy or has participated
as a witness in an investigation or administrative inguiry is not subject to any
retaliation;

Feport known or observed incidents or behavior that may be in violation of this
policy to his/her supervisor, if possible, or to another civil service supervisor or
manager, or filing an Incident Report Form or by contacting the EEO Unit. ;
Ensure that employees under his/her supervision have attended mandated
training, received a copy of this policy, and understand the contents of this policy;
and

Feview the contents of this policy with his/fher employees as directed by the
Director or his/her designee.

F. Consequences for Supervisors and Managers - Supervisors and Managers may
be subject to appropriate corrective or disciplinary action, up to and including
termination, for his/her conduct that has been determined by the CCC to violate this
policy, whether or not the alleged conduct is in violation of State or federal law. In
addition, a supervisor or manager determined by a court of law to have violated
State or federal law may be held personally liable for his/her conduct. In appropriate
cases supervisors and managers found to have violated this policy may not receive
legal representation at the expense of the CCC, if named as an individual defendant
in a lawsuit.
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Uniform Policy

STATE OF CALIFORMNIA - THE REBOURCES AGENCY EDMUND 5. BROVWN, JR., Governor

CALIFORNIACONSERVATION CORPS
Region One — Fortuna Center

1500 Alamar Way, Fortuna, CA
(707} 7T25-5108  FAM (707) 7251748
WA COCCAQ TN

MEMO

To: Michelle Rankin, CCC Fortuna Center Director

From: Carrie Gergits, WSP Project Director

Date: Septemberll,2011

Re: AmeriCorps Watershed Stewards Project Exemption Request to CCC
Uniform Policy

The Watershed Stewards Project [‘-‘r’SP}rﬂquﬁsts exemption to CCC Corpsmember Uniform
Policy (PFL# 05-00013, Section #: 3100, pages 2 through 4).

Justification

As aspecia program of the CCC, the W5F members require specizl uniforms. Unliks the CCCs
traditional population n:!-f..n:upsmsmbers AmeriCorps (AMC) members serveim public ssttings
such zs schoels, non-profits, community-based organizations, and at public outreach events.
These settings often require that members’ appearance be pmfﬁs stonally casuzl and sufficiently
versatilzto fit mto 2 variety of settings. In many of these mstances, a traditional CCC uniform’
well suited to conservation field work, is not 25 well suited to mdoor work. The standard ANMC
service gear provides members with official wear which is nationally recognized. WS members
are also 1ssued WSP specific shirts. WSP demonstrates their affiliation with the CCC as a spacial
program by dizplaving the CCCloge on 2l program issusd uniferms (2.g., W3P fizld shirts
contam the CCC loge on the left arm). Smee CCC W5P members represent multipls
organizations, uniforms izsued to members will contain loges for AMC, CCC, md WSP.
Watershed Stewards Project Dress Code

Members will mzintam high standzrds of persenzl hygiene and sppezrance. Clothes will be
clean znd wrmlde free, m good repair (hemmed, ne heles, or texrs), and fit propetly (not
emcesstvely tight, sized small as to show midnffhips backsidemnderwear, or oversizad).
Appropriste undergarments will be wom by both males and females. Personzl hvgiene should
mclude no strong perfumes or bedy odor.

The young women and men of the Corps work hard profecting and restforing California’s environmernt amd
responding to disasters, becoming sironger workers, ciizens and individuals fhirough their service.
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Uniform Conditon and Appropriate Appearance:

« W5P members are requirad to wear appropriate safety gear when conducting field service
activities (izsued at no cost).

o Members are required to wear either the AMC ot WSP shirt provided to them daly (2 at
ne cost). If the shirts becoms wom out, tom, or stamed bevond repair, the member 13
expectad to replace them zt thew own cost.

* When outside during cold weather, members may wear the W5P ram jacket (1s5u2d at ne
cost) over the AMC or WSP field shirt, or 2 1::!-1;15r slesved shirt under thewr fisld ANC
shirt. Whils indoors, sweatshirts, sweaters, of non-WsP jacksts may not be wom over
untfom clothmg with AMCWSP/CCC logos.

* Pants are to be propetly wom (defmed 25 at or slightly zbove the waist — no baggmg or
saggmg) and m goed condition. Pants shzll not extend below the bottom of the shoe sole
at the back.

* Shoes are to be closed-toed, kept clean and edled polished.

* A CCC izsued ball cap or 2 bandana can be wom for sun protection when workmg m the
field.

* Hair mcludng facial hair, shall be neat, clean and present a groomed appearance.

* Fmgemals shall be clean and trmmed; and polish, if wom, shzll be neutral coler.
Cosmetics, if wom, shall be subdued.

+ DNo strong perfumn ot body odor.

« Nojew J.ﬁ 15 1o be wom on the face meludmg the tongue, with the exception of earrmegs.
If the program staff determines that no jewelry may be wom on 2 project for safaty
reasons, this decision prevals.

* The minmum of an AMC or WSP shirt will be womn at 21l times when conductmg field
wotk.

+ Al itemz must be free of logoes that zre obscens, sexually suggestive, pelinczl, gang
related, demezning, or that advecats the use of aleohol, tebacce, or drugs.

The following items are examples of mappropriate dress:

Clethmg or shoes that are wom out, tom, or stamed.

Flip flops, open-toed sandzls or river shoes, bare or stockmg feet, or slippers.

Skirts, dresses, znd shorts that zre shorter than 37 zbove the kmee or mid-thigh.

Clothes generally wom for recreation of exercise such as sweatpants/shorts, tnk tops/'t-

shirts, ete (exeept if wom for PE class).

* Clothmg with messages or logos that are obscene, sexually suggestive, poliical, gang
related, demeaning, or that advocate the use of sleohol, tobacco, or drugs.

Members are also required to follow the dress code policy of thewr placement site if it exceeds
these expectations.

Vislation of, or disregard for any of these standards may result in disciplinary action, up to
and mcluding terpunafion.
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Violence in the Workplace

CALIFORNIA CONSERVATION
CORPS

Violence 1n the
Workplace
Protection Plan

Health and Safety Office

HUMAN RESOURCES DIVISION
Revised: May 2003
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California Conservation Corps

Violence in the Workplace Protection Plan Revised: 5/03
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CALIFORNIA CONSERVATION CORPS
VIOLENCE IN THE WORKPLACE PROTECTION PLAN

INTRODUCTION

The “Violence in the Workplace Protection Plan” (WVWPP) is an integral part of the
California Conservation Corps (CCC) worker safety program. The purpose of the
WWPP is to express clearly and emphatically the CCC's “zero tolerance” philosophy
by implementing a policy and procedures for dealing with acts or potential acts of
violence in the workplace. In keeping with the intent of the VWPP, every employee
is charged with the responsibility of helping to maintain a safe working environment
by following the policy and procedures outlined below.

The word “employee” in this policy shall mean civil service employee, special
corpsmember, corpsmember, and volunteer.

. POLICY STATEMENT

“Zero Tolerance for Violence in the Workplace”

It is the CCC's palicy to conduct business and protect its employees and the public
from harm by providing a safe and secure work environment that has zero tolerance
for viclence, threats, harassment, and intimidation in the workplace.

The CCC will not tolerate acts of violence committed by or against employees or
members of the public while on State property or while performing State business at
other locations. Such actions are grounds for immediate disciplinary action and
may lead to dismissal. The CCC shall use reasonable legal, administrative, and
disciplinary measures fo secure the workplace from viclence and to reasonably
protect employees and members of the public.

Definition of WORKPLACE VIOLENCE

The word vielence in this policy shall mean an act or behavior that:

® |s physically assaultive;

® A reasonable person would perceive as obsessively directed, e.qg., intensely
focused on a grudge, grievance, or romantic interest in another person;

® A reasonable person would perceive as threatening, intimidating, harassment,
or coercion.

B |s a communicated or reasonably perceived threat to harm another individual or
in any way endanger the safety of an individual; or a reasonable person would
perceive as menacing; and

®  Destroying property, or throwing objects in a manner reasonably perceived to
be threatening or is a communicated or reasonably perceived threat to destroy
property.

Ph. (707) 725-8601 Fax (707) 725-8602
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The workplace as it applies to this policy means:

Any CCC facility;

Any other location, permanent or temporary, where CCC employees are
engaged in work-related activities; or

Where CCC employees are present as a condition of employment.

lll. POLICY GOALS AND OBJECTIVES

The goals and objectives of the VWPP are to achieve the following:

1.
2.

Eliminate or reduce the potential for violence in and around the workplace;

Ensure all employees are informed about workplace violence prevention
measures and procedures;

Encourage and foster a work environment that is characterized by respect and
healthy conflict resolution;

Ensure that all employees report any acts of violence immediately;

Mitigate the negative consequences for employees who experience or
encounter violence in their work lives; and

Frovide employees with access to employee assistance programs to deal with
domestic or workplace violence.

IV. RESPONSIBILITIES

All Employees:

All employees, including civil service employees, corpsmembers, special
corpsmembers and volunteers are responsible for:

Calling 911 - Knowing the instructions for placing a “911" call in an emergency
situation (Appendix E);

Reporting suspicious behavior and actions - Immediately reporting
suspicious behavior and actions by co-workers or non-employees, (including
assaultive talk, and belligerent, intimidating, or threatening behavior) to a
supervisor,

VWPP and the appropriate Security Action Plan - Knowing and
understanding the WYWPP and the appropriate Security Action Plan;

Training - attending workplace violence awareness and prevention training;
Security hazards - Immediately reporting security hazards such as burned out
lights, and suspicious activities in the area to their supervisor;

Consideration and Respect - treating co-workers, visitors, and others with
consideration and respect, and not engaging in threats or physical actions which
could create stress, strain, and/or a security hazard for others in the workplace;
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®  Writing and documenting the violent incident (who, what, why, where and
when) by way of a memorandum, e-mail or Witness Statement.

Employees are encouraged to report to their managers and supervisors situations
that occur outside of the workplace which may affect workplace safety, eg.,
instances where protection/restraining orders have been issued, etc.

Employees shall not:

B BEring and or possess weapons of any kind onto the work premises, including
pepper spray; (Appendix A, Management Leter 94/020);

® Threaten, harass, or intimidate, any employee by verbal, written, physical or any
other means:

B Conspire to commit a violent act; and

® Engage in rough or careless play activity or other behavior, whether by mutual
consent or not, which may give the appearance of violence.

District Directors/Center Directors/Managers and Supervisors:

All District Directors, Center Directors, managers and supervisors are responsible
for assessing situations, making judgements on the appropriate response and then
responding to reports, or knowledge, of potential or actual acts of viclence.

® Documenting violent incidents of all levels, including intimidation, harassment,
coercion, or threats of physical or verbal abuse.

B Taking preventive action to protect employees from violence by:

¥ Violence awareness and prevention training - Ensuring that employees
receive the specified workplace violence awareness and prevention training.

¥ Department’s workplace violence policies and procedures -
Communicating and enforcing the department’s policies, procedures, and
waork practices relating to workplace violence.

v Reporting workplace violence - Encouraging employees to report threats
or acts of violence.

v Buddy System - Supporting a “Buddy System” or escort when an employee
expresses concern about arriving or leaving the work premises for fear of a
violent incident.

v Security hazards - Ensuring security hazards within their area of control are
promptly addressed and corrected (enough lighting, replace broken lights,
visitors are escorted and or provided identification badges, broken windows
and locks are repaired).

B Center Directors are specifically responsible for taking the following additional
preventative actions:
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¥ Security Action Plan - Ensuring that a Security Action Plan (Appendix B)

<,

is implemented at each CCC facility within their jurisdiction and
communicated to all district employees.

Law enforcement liaison - Developing a local liaison with law enforcement.

Environmental Hazards - Identifying and providing information to all
corpsmembers and staff regarding local environmental hazards and other
sources dangers (including drugs and alcohol, gang activities, and viclence).

Security Officer - Designating a security officer and backup security officer
for each CCC facility within the disfrict.

Training - Including the YWFP in the Corpsmember Orientation Motivation
Education Training curriculum, staff training, new staff orientation training
and refresher for all staff at least every two years.

Violence Prevention Trainer - Designating a staff person as the district's
Violence Prevention Trainer (VPT) to deliver VWPP training and refresher
courses to all staff. The Center Director shall ensure staff designated as the
VT receive the WYWPP Training for Trainers course offered by the Health and
Safety Office.

® |n the event of a significant violent incident, all District Directors, Center
Directors, managers, and supervisors are responsible for:

7

Media Inquires - Ensuring that media inquires are addressed in a timely
manner, so as fo mitigate the effects of negative publicity. CCC staff should
never refuse to talk to media, but instead direct them to someone who can
assist them. The CCC Public Information Officer shall provide assistance as
needed, and can serve in lead capacity in various situations.

Affected Work Area - Authorizing the prompt cleanup and/or repair
(subject to release by law enforcement officials) of areas damaged by a
violent incident, to be completed before employees are allowed to return to
the work area and if necessary, arranging alternate work sites for those
employees whose work area has been damaged by a violent incident.

EAP - Providing employee assistance and referral services through the
Employee Assistance Program (EAF) after a workplace violent act occurs, or
when employees exhibit behavior that could result in a viclent act, threats of
physical violence, verbal abuse, infimidation, harassment, coercion, property
damage, or other signs of strain or pressure in the workplace.

Security Officers:

Center Security Officers and backup Security Officers are designated by each
Center Director. The Business Services Manager shall function as Headquarters'
Security Officer. Security Officers are responsible for:
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® Taking appropriate action as specified the Security Action Plan for their facility:;
®  Ensuring that all employees are aware and understand the Security Action Plan
pertaining to his or her particular facility.
® [Documenting violent incidents of all levels, including threats of physical or verbal
abuse.
Health and Safety Officer:

The Health and Safety Officer is the department’s Violence Prevention Coordinator
(VPC). The VPC shall provide confidential assistance on sensitive matters relating
to violence. In addition, the VFPC shall keep the Human Resources Chief appraised
of all viclent acts. The following are the YPC responsibilities:

Frovide prompt and appropriate response to any acts of violence;

Frovide advice, assistance and disseminate information to District Directors,
Center Directors, managers, supervisors, Security Officers, and employees
about violence prevention and protection and workplace violence issues:
Enforce safety laws, policies and procedures conceming worker safety. This
includes the authority to order cessation of work or employee evacuation in the
event an imminent hazard to employees;

Coordinate and/or monitor investigations into incidents of workplace violence;
Serve as liaison with governmental control agencies, including State
Compensation Insurance Fund (SCIF), Department of Industrial Relations,
Department of Personnel Administration, California Highway Patrol, State
Attorney General, and other agencies which have jurisdiction over matters
involving worker safety.

Director:

The Director, or designee, is responsible for providing a violence free workplace for
all CCC employees. The Director has delegated the responsibility for implementing
the VWPP to all CCC District Directors, Center Directors, managers and
sSUpervisors.

V. PRE-EMPLOYMENT SCREENING

Employers who conduct effective employment interviews and thorough background
and reference checks of employment applicants can often improve productivity and
reduce the number of personnel prone to exhibiting viclent behavior.

Employment Interviews. During the employment interview, ask questions
which allow an assessment of the prospective employee’s behavior. An
example of such a question could be, “describe in detail by using your past work
experience an instance where management made a decision you did not agree
with, how you reacted fo the decision and why ”
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B Perform thorough background checks. Have the applicant sign a waiver and
release form which permits the employer to verify the information reported on
the job application. Check all work history and recognize any unexplained gaps
in employment history. Ask the applicant to explain his or her employment
history. Contact previous employers and inquire about any prior incidents of
violence. If the applicant is ex-military, request a copy of their discharge papers
(DD214) be brought to the interview. Contact the Personnel Analysis Unit for
additional consultation in this area.

VI. TRAINING

District Directors, Center Directors, managers, supervisors, and employees,
including corpsmembers in COMET, shall receive training and instructions on the
CCC's VWPF, including:

®  The definition of workplace violence;

B Reporting incidents including threats and verbal abuse;

® Preventing workplace assaults and what to do when an assault occurs, including
emergency action and post-emergency procedures;

® Recognizing the early warning signs for potential viclence in the workplace;

® |dentification and response to potential workplace security hazards (i.e_, no
lights in parking lot, unknown person loitering outside the building, etc.);

B Employee assistance programs and how to use them;

B Pre-employment screening practices; and

B The measures that the CCC has implemented to prevent workplace violence:
v the use of security equipment and procedures;
v how to attempt to diffuse hostile or threatening situations; and
v how fo summon assistance in case of an emergency or hostage situation.

Center Directors shall designate a staff person as the district’s Violence Prevention
Trainer (VFT) whao shall provide training to all new staff and refresher course for all

staff. The staff person designated as the VPT shall complete the Violence in the

Work Flace Prevention Training for Trainers training course offered by the Health and
Safety Office. The VPT shall document and report all training to the Violence Prevention
Coordinator.

VIl. EMERGENCY SECURITY ACTION PLAN FOR VIOLENT INCIDENTS

EMERGENCY: A direct threat or act that poses immediate danger and/or is
life threatening.

A direct threat is very specific and leaves no room for interpretation. For

example, an employee states to another employee, “I'm going to kill you.”

v/ For immediate action steps in the event of an EMERGENCY, see the specific
Headquarters or Center Security Action Plan (Appendix B).
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VIII.

Security Action Plans are designed to ensure the safety of all employees when
dealing with a potentially violent incident at a CCC facility. Since each facility is
unigue, Center Directors are responsible for ensuring that a Security Action Plan is
lcustr:_:mized to meet the operational needs of each center, satellite, and spike
ocation.

All Security Action Flans shall include the action steps to be taken IMMEDIATELY
and WHILE an event is occurring. This includes, but is not limited to, following
emergency contacts and procedures, including access control. A listing of CHP
locations and telephone numbers is located in Appendix H.  All Security Action
Plans must be posted in conspicuous work and residential areas. For example,
post the Security Action Plan by phones readily and commonly accessible by all
employees at all hours.

Additional follow-up steps and reporting requirements, which work in tangent with
the Security Action Plan are included in Section IX, INCIDENT REPORTING.

NON-EMERGENCY INCIDENT RESPONSE

NOMN-EMERGEMNCY: A threat or act that does not pose an immediate threat
or danger and is not life threatening.

These threats or acts are more obscure and conceal the true intentions.

For example, an employee verbally states to another employee, “watch your

back”; “you’ll get yours.” Even though these types of threat/facts may seem

less dangerous because the person did not state a specific intent to harm,

nevertheless, these types of threats and or acts need to taken seriously and

dealt with immediately since it could precede a serious violent act.

Following are the action steps for a non-emergency situation:

B When a threat or act occurs, the first person who becomes aware of an
incident shall immediately report the incident to the nearest District Director,
Center Director, manager, supervisor, or security officer.

B The District Director, Center Director, manager, supervisor, or Security Officer
shall assess the situation and determine if there is an immediate need 1o
contact the CHF or local law enforcement. Do not call “911" in non-
emergency situations.

® [f necessary, the Security Officer shall distribute and/or post a “Warning Poster”
with the name and description of a potentially violent suspect at all exits and
entrances (see Appendix C for sample).

®  Even if the incident is categorized as non-emergency, procedures must be
implemented to ensure the safety of all employees. Consider changing or
staggering departure times and implement a buddy system or an escort for
leaving the building and getting to parking areas.
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A non-emergency incident should not be ignored in the hopes that it will resolve
itself, or out of fear of triggering an outburst from the person who has initiated the
incident. |If someone poses a danger to themself or others, appropriate immediate
action must be taken.

IX. INCIDENT REPORTING FOR ALL INCIDENTS

Documenting dangerous or threatening situations that occur in the workplace is
mandatory. The following steps and documents must be prepared in accordance
with various regulations, and in order to assist with the documentation and
analysis of the event.

B Initial Incident Documentation (This applies to both emergency and non-

emergency incidents.)

As soon as an incident occurs, all employees, whether a victim(s) or
witness(es), must provide the Security Officer and/or the supervisor with a
description of the incident by way of a written memorandum, e-mail or Witness
Statement (CCC 50). This must be done as soon as possible. The information
must include:

v Who witnessed the alleged or actual incident;

v’ Where and when (date and time) the incident occurred;
v Whether the incident involved verbal and/or physical acts;
v What was said or witnessed; and

v’ Any objects used.

Completing Preliminary Report of Workplace Violence, Form CCC 260,

The supervisor or Security Officer immediately documents the incident by
completing the Preliminary Report of Workplace Violence, Form CCC 260,
(Appendix D). Copies of this form, along with any attachments, shall be
faxed, within 24 hours to the Human Resources Division Chief, Health and
Safety Officer, Fublic Information Officer, Field Operations Chief, and Center
Director. Hard copies shall follow as soon as possible. The supervisor and or
Security Officer shall retain the original.

NOTE: Although staff are directed to immediately proceed with a
preliminary report and investigation, once law enforcement officials
arrive, do not impede their investigation. The investigations shall be
concurrent, not conflicting.

If the incident results in an employee being seriously injured or the incident
results in the death of an employee, the supervisor must complete the
following:
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A. OSHA Notification

Within 8 hours, the nearest CAL-OSHA district office must be
notified. The Center Director/manager is responsible for ensuring that
this occurs. CAL-OSHA district office phone numbers are on the
safety poster on the safety bulletin board at each facility. If a death
occurs, the “Checkiist in The Event Of A Death” (CCC 17) must be
completed | See Attachment [11).

Within 24 hours of an injury, the supervisor is responsible for
providing the injured employee, or designee, with an Employee’s
Claim for Workers’ Compensation Benefits form (see
Attachment |, SCIF 3301).

B. State Compensation Insurance Fund

Within five (5) calendar days, if an employee sustains a work-related
injury that requires treatment by a physician, the supervisor must
complete an Employer’s Report of Occupational Injury or lliness
(see Attachment ll, SCIF 3067), and a Supervisor’s Accident
Investigation Report (see Attachment IV), CCC 290). Copies of
these forms must be forwarded to the appropriate SCIF office and the

CCC Health and Safety Unit.

X. CONDUCTING AN INVESTIGATION

After the preliminary report as been completed, incidents involving an emergency
and/or criminal activity will be referred to the appropriate law enforcement
authorities for investigation. Incidents that do not involve an emergency situation,
and/or ciminal activity will be handled by the VPC.

Incidents that arise from emergency situations and or criminal acts will be
investigated immediately in cooperation with law enforcement officials. The VFC,
Human Resources Division Chief and Field Operations will designate an
investigative team to conduct an internal administrative investigation. The District
Director/Center Director/manager will be notified as soon as possible. Resulis of
the internal investigation must be submitted, in wnting, to the VPC no later than 14
working days after the incident. A copy of the report must be promptly forwarded
to the Human Resources Division Chief, Field Operations Unit, and the
appropnate District Director/Center Director/manager.

In cnminal acts of viclence, law enforcement officials will conduct an investigation.
Although the designated departmental investigation team is responsible for
conducting an internal administrative investigation, it is important to not impede
the law enforcement agency’s investigation. These investigations shall be
concurrent, not conflicting. All employees shall cooperate with both law
enforcement officials and the departmental internal investigative team.
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Xl.

XII.

EMPLOYEE ASSISTANCE PROGRAM

After a serious workplace violent act occurs, post-event trauma counseling shall
be provided to those employees who desire such intervention to reduce the short-
term and long-term emotional and/or physical effects.

The supervisor must immediately make EAP referrals for all affected employees.
Supervisors shall have a copy of the “Supervisor's EAP Handbook™ readily
available, which shall be periodically reviewed. Supervisors are also responsible
for providing employees with a copy of the EAP brochure.

Managers and supervisors need to be sensitive to the effects of workplace
violence and foster an environment which supports employees and facilitates
open communication. Providing a debriefing session 24 to 72 hours after the
incident for all affected employees to help them deal with the after effects of the
incident facilitates supportive communication.

RECORD KEEPING

Record keeping and evaluation of the department’s VWFF are necessary to
assess and determine the overall program effectiveness and identify any
deficiencies or changes that should be made.

Good records help determine the severity of the problem, evaluate methods of
hazard control, and identify training needs. Records of injuries, illnesses,
accidents, assaults, hazards, corrective actions and training, can help identify
problems and solutions.

Center Directors, managers, supervisors, and Security Officers shall maintain
accurate confidential records of all workplace violence incidents at his or her
facility for a minimum of five (§) years. This includes, but is not limited to,
minutes of safety meetings, records of hazard analyses and corrective actions
taken. Records of all training programs, attendees, and qualifications of trainers
must also be maintained.

The Health and Safety Officer shall confidentially maintain the department’s
official records of all violent incidents, including but no limited to, medical reports
or work injury, witness statements, preliminary reports, investigative reports, etc.
These records shall be kept for a minimum of seven (7) years.

Exceptions:

1) Records will be retained until any appeal, law suit, or other challenge is
resolved regarding the violent incident.

2) If an adverse action is taken against an employee, a copy of all relevant
documentation pertaining to the violent incident shall remain with the
adverse action file.
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OSHA Log of Injury and lliness (OSHA 300)

OS5HA regulations require entry on the OSHA Log 300 of any injury that: 1) Is work
related; 2) Is a new case; and 3) Meets the general criteria (death, days away from
work, restricted work or transfer, treatment beyond first aid, loss of consciousness,
or if otherwise considered a significant injury or illness. This includes injuries
caused by incidents of workplace violence.

Center staff and the Headquarters Health and Safety Unit, will record on their
respective OSHA 300 Logs all fatalities, illnesses and injuries that occur as a result
of workplace violence, and which meet the criteria established by OSHA. (Chapter
10 of the CCC’s Injury and lliness Prevention Program.)

Xlll. EVALUATION

As part of the Department’s overall VWPFP program, District Directors, Center
Directors, managers, and supervisors must evaluate their safety and secunty
measures on a regular basis. Deficiencies must be identified and corrected. The
VPC will perform an annual review by consulting with District Directars, Center
Directors, managers, supervisors and Security Officers to evaluate the program’s
success and report the findings to the Executive Team. Any changes in the
program will be disseminated to all employees.
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STATE OF CALIFORNIA CALIFORNIA CONSERVATION CORPS

PRELIMINARY REPORT OF WORKFLACE VIOLENCE

COC 280 (Rev. 0E01)

Preliminary Report of Workplace Violence

This form must be completed by District Directors/managers or supervisor/security designees
with knowledge of a workplace violence incident. Use additional paper if necessary.

Provide the following information regarding the specific violent incident:

1. Date: 3. Location:

2. Time:

4. Provide the names and titles of individuals involved in the incident, including any individuals who may have witnessed the incident.
Place a check in the box next to the individuals name when you have received his'her witness statement. Attach witness statements from

the victim and witnesses.
Attachment
] Name;
Title:

Attachment
a MName:
Title:

Name;

MName:

Title:

Title:

Name;

MName:

Title:

Title:

5. Provide a full description of the incident including the specific nature of the incident (i.e., where and when the incident cccurred,
whether the incident involved a verbal or physical act, what you heard or witnessed and any objects used in the incident).

{Attach additional sheets if necessarny.)
6. Provide the steps taken to resolveimitigate the incident (e.g., dialed 311 or called ambulance).

(Attach additional sheets if necessary.)

7. Sign and date below.

Frint Name: Dare:
Title: Telephone:

SIGNATURE:

THIS FORM, ALONG WITH ANY ATTACHMENTS, MUST BE FAXED TO THE STAFF LISTED UNDER DISTRIEUTION WITHIN
24 HOURS OF AN INCIDENT. PLEASE FOLLOW-UP WITH HARD COPIES AS SOOM AS POSSIELE.

COPY - Health and Safety Officer (WPC) COPY -
COPY - Field

DISTRIBUTION: ORIGIMAL - Retain for File

Manager/District Director
COPY - Hurman Resources Division Chief COPY - Public Information Officer
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Tobacco Policy

POLICY
DIRECTIVE

TITLE: NUMBER:
Fortuna Campus Tobacco Use 12-0002
Policy

EFFECTIVE DATE: POLICY OWNER:
September 07, 2011 Fortuna Campus
EXPIRES: APPROVED:

Michelle Rankin

NA Center Director

ﬁ?:ERSEDES: RELATED POLICIES:
N/A

PURPOSE:

The purpose of this policy is o clarify the Fortuna Campus tobacco use expectations. It has
been established to conform to Federal and State mandates.

APPLICABILITY:
This policy applies to all staff, corpsmembers, volunteers, sponsors, and guests while on or
visiting the Fortuna Campus or any satellite locations.

POLICY:
1. Mo corpsmember or staff member shall use any tobacco product:
A. in a stale-owned or state-leased space, including all indoor areas, parking lots,
residential spaces, and yard areas, unless designated as a tobacco use area; or
B. within 20 feet horizontally or vertically of a main exit, exterior entrance, operable
window, or air intake opening of a state-owned or state-leased space; or
C. In a state-owned vehicle; or
D. at any location designated as a non-smoking area by local, state, or federal statute
such as schools, colleges or universities, playgrounds, or areas otherwise
designated as a non-smoking area.
2 Tobacco use is prohibited during work hours except when on authorized work breaks or
lunch periods. Approval of fobacco use at work site locations is subject to factors such
as fire danger, location of project, and landowner policies or expectations.

3. No corpsmember or staff member shall purchase tobacco products while on official stale
business, including recreation and volunteer trips
4. Ashtrays and other anti-litter appliances may be provided in outdoor areas at the discretion

of the Facility Manager.

REFERENCES/LEGAL AUTHORITY:
The Fortuna Campus Tobacco Use Policy complies with Policy and Procedures Letter #05-0004
and #05-0010, and is in accordance with State Management Memo (MM) 04-07.

CONTACT INFORMATION: Please contact Larry Notheis with any questions regarding this
policy.
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