
WCCCA Administration (503) 690-4911 

Chief Executive Officers Board Meeting 
Thursday | September 21, 2023 | 1:30 pm 

Teams Meeting & In-Person 

 

Agenda 

A. Call to Order

B. Roll Call

C. Public Comment

D. Written Communication

E. Approval of Meeting Minutes
1. July 20, 2023 minutes*…….…………….…………..…………….3
2. August 17, 2023 minutes*…….…………….…………..…………8

F. Finance Report
1. August 2023 Financials (Stout)*………..……..…….……..…...……13

G. New Business
1. Directives (Taylor/Kilcoin)*………..…………………….....……….…16

H. Project Reports
1. Emergency Communications System Update (Polluconi)
2. Facility Update

I. Director’s Report

J. Adjournment

Next meeting October 19, 2023 at 1:30 p.m. 

* Requires Action
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Washington County Consolidated Communications Agency 

Chief Executive Officers Board 
Meeting Minutes 

July 20, 2023 

IN-PERSON & TEAMS VIDEO MEETING 

Present Keith Mays, Board Chair, Council President, City of Sherwood  
Kathy McAlpine, Police Chief, Tigard PD 
Erin Calvert, Assistant County Administrator, Washington County 
Deric Weiss, Fire Chief, TVF&R 
Ernie Happala, Police Chief, City of King City 

Guest(s):  John Koch, Undersheriff, WCSO 

Staff Present Mark Buchholz, Executive Director 
Jennifer Reese, Assistant Director 
Jennifer Kilcoin, Human Resources Manager 
Ron Polluconi, Technical Services Manager 
Michael Stout, Chief Financial Officer 
Barbi Denman, Administrative Specialist 

A. Call to Order
Chair Mays called the meeting to order at 1:30 pm

B. Roll Call

C. Public Comment

D. Written Communication - TKW Introduction letter.
A standard Engagement letter was received from the Auditors, addressed to the Board.
Auditors are currently on-site this week.  The letter is presented to the CEO  board for
informational purposes and will be passed on to the BOC at the next opportunity.

E. Approval of Meeting Minutes
Weiss moved to approve the June 15th minutes as distributed. Second by Calvert. All
were in favor and the Motion carried.

F. Finance Report (Stout)
Stout presented the preliminary numbers for the June financials.  We are in the process of
winding up our fiscal year and making some adjustments.  Revenue is pretty close to the
final numbers.
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A couple of unusual things for June, are evident on the statement, one being a large 
capital outlay adjustment.  It was a result of moving the fiber payment from the General 
Fund to the Capital Projects Fund, reviewed and approved by the board in June.  The 
ending General Fund balance is approximately $9.5 million, which is a fairly high balance, 
but it will be reduced once we post the rest of the expenses for June 2023. 

The Capital Projects Fund has an additional expense in the amount of $273,000 for the 
fiber project.   

There is an $89,000 negative balance in revenue.  This is due to three bills, that were 
originally charged to the bond but were removed out of the bond expenses and into the 
General Fund.  

There is $800,000 in reserve, which is below the fund balance policy.  We will provide 
suggestions in August or September on how we will approach increasing the balance.  
The fund balance policy calls for a minimum of $1 million in reserve.  We have a couple of 
options, including transferring funds from the General Fund in FY24 or add it to the FY25 
budget. 

There followed a discussion about whether the board should vote to accept preliminary 
financials, since financials are routinely presented as final.  These financials only 
represent where the Agency stands as of their creation date, and fiscal 2022-23 is not 
closed. 

Calvert moved to accept the preliminary June 2023 financial report as presented.  Second 
by Mays.  All were in favor and the Motion carried. 

G. New Business
1. Agenda Bill:  Custodial Contract (Reese)
In March of 2023, there was a need for a Request for Proposal (RFP) for custodial work 
at Pinefarm identified.  An RFP was sent out to six entities that are listed in the Oregon 
Forward (formerly known as QRF) program for janitorial services in Washington County.  
One entity replied, Sustainable Cleaning Solutions.  They did a walk through at Pinefarm 
and submitted a response.  Sustainable Cleaning Solutions is whom WCCCA used at 
Evergreen and currently at Pinefarm, for the interim.   

The scope at Pinefarm is larger, with more bathrooms, office space, and overall square 
footage.  We estimated $56,000 in the budget, which is quite a bit short of what is 
needed.  The actual bid came in at $10,318.37 per month.  For the fiscal year remaining, 
the total will be $113,502.07.   We under budgeted the expense, due to not knowing the 
exact amount, until the vendor was in place.  There is money available in the strategic 
planning line item.  We propose, to utilize those funds, to lower the strategic line item to 
$192,000 for FY24. 
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WCCCA is asking the Board for their approval to enter into a five-month custodial contract 
with Sustainable Cleaning Solutions with an automatic one-year renewal in January 2024, 
for the amount of $10,318.37, per month.  For a total contract price of $113,502.07 for 
FY24. 

The contract has an eight-year renewal.  We are doing a five-month contract, to get us 
through the remaining months of this year.   We will then renew in for one year, in 
January 2024. 

Question was asked if there was a sense of why only one of the six applied?  We 
received one email reply, which informed us that they were not going to bid, but there was 
no other reason for the others not to bid.  The state of Oregon sets the pricing.  The 
contract is for a total of 10 years, with the ability to cancel with 30 days-notice.   

Weiss motioned for approval of the agenda bill, as written.  The motion was seconded by 
Calvert and approved unanimously.   

H. Project Reports
1. Emergency Communications System Update (Polluconi)

• Still working on a few site construction/update closures.

• Completely out of Tanasbourne/Evergreen facility and it has been turned over to
the county.  Still need to clean off tower.

• Radio system core is relocated and remains fully operational.

• Have stopped all new home key programming.  Have begun preventative
maintenance, beginning as of this week.

o Scheduling is underway and will be based upon a first in first out concept.
The agency that was distributed new radios first will be offered PM’s first
and the last agency distributed radios will be offered PM’s last.  If an agency
declines, they will be moved and reschedule the declining agency into the
schedule as best fits theirs and our schedule.

o First four agencies to be offered PM’s for mobile and portable radios:
▪ Canby Police – Being scheduled
▪ Molalla Police – Accepted and completed as of 07.20.2023.
▪ Sandy Police – Being scheduled.
▪ Sandy Fire – Being Scheduled.
▪ Washington County Parks – Scheduled for Week of July 24, 2023.

• Conventional Systems are ready to be used and will be working with
departments/agencies on rollout and use.

• DVRS – initial programming and testing is complete and ready for testing systems
to be deployed for functional confirmation and approval.

o LOFD – Deployed for testing
o Canby FD   - Ready for pickup and installation into apparatus.
o Hillsboro FD – Pending
o TVF&R – Will be delivering test system week of July 24, 2023.

• Radio site PM’s nearly completed on WCCCA/Newberg side of the system.
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• C800 will kick off mid-June 2023.

The current plan is to have all of the (ECSU) bond project aspects done and closed by 
September 2023.  Then we will move into warranty period work, etc. 

2. New Facility Updates – See above

Director’s Report 
Staffing Report (Kilcoin) 

• 59 of 67 Dispatchers.

• Call takers holding steady over the summer, others continuing in radio training.

• Positive interview sessions recently.  Everyone in the group are moving forward.
o Still on target for October.

• AMR transition training.

• Posted internal MDD dispatcher.

• Radio Tech position that was filled – applicant has withdrawn.

(Buchholz) Current resources are dedicated to AMR transition, operations, training, 
connectivity, and how to house an AMR employee within WCCCA.  Will deploy both 
WCCCA and AMR CAD.  Currently, CAD is not working like we had hoped.  AMR will take 
over August 1st at midnight. 

WCCCA will be bringing in a consultant, Stephen Fulmer.  We are looking for some help 
regarding coaching and communications, internally, to help with recent promotions etc.   
In addition, there may be a benefit for the board.  The board will be bringing him in to 
introduce himself and see what it will take to have him on-board and do coaching and 
communication work for us this fall. 

There will be an August CEO meeting.  We will need to discuss Paid Leave Oregon’s 
implementation and policies.  Calvert will be out of office. 

J. Adjournment

The meeting was adjourned by Chair Mays at 2.04.
Next CEO meeting is August 17, 2023 at 1:30 pm.
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Washington County Consolidated Communications Agency 
Chief Executive Officers Board 

Meeting Minutes 
August 17, 2023 

TEAMS VIDEO MEETING 

Present Keith Mays, Board Chair, Council President, City of Sherwood 
Kathy McAlpine, Police Chief, Tigard PD 
Deric Weiss, Fire Chief, TVF&R 
Ernie Happala, Police Chief, City of King City 

Guest(s):  John Koch, Undersheriff, WCSO 

Staff Present Mark Buchholz, Executive Director 
Jennifer Reese, Assistant Director 
Jennifer Kilcoin, Human Resources Manager 
Ron Polluconi, Technical Services Manager 
Michael Stout, Chief Financial Officer 
Kim Foster, OPS Manager 
Barbi Denman, Administrative Specialist 

A. Call to Order
Chair Mays called the meeting to order at 1:30 pm

B. Roll Call

C. Public Comment

D. Written Communication - TKW Audit letter.
A standard letter was received from the Auditors, addressed to the Board.  The letter is
presented to the CEO board for informational purposes and will be passed on to the BOC
in September 2023.

Letter states that the Auditors will be onsite at WCCCA, in September and be asking 
questions over the next few months, through the financials completion.  The letter outlines 
WCCCA’s responsibilities and what they expect from us and the Board. 

E. Approval of Meeting Minutes – Postponed until September 2023.
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F. Finance Report (Stout)
Financials for July 2023 were presented.  We received the majority of the tower rent,
which is generally received in July, versus other months of the year.  We also pay some
of our lease expenses in the month of July.  FY23 financial numbers are preliminary, due
to year end processing.

Weiss moved to approve the July 2023 financials as presented. Second by Happala. All 
were in favor and the motion carried. 

G. New Business
1. Directives (Taylor/Kilcoin) - Postponed until September 2023

H. Project Reports
1. Emergency Communications System Update (Polluconi)

• All but three sites at 100% complete.  Plan to close out by November 2023 or
sooner.

• Continuing to settle into new facility.  Test systems, NOC, server room and labs
are all being finalized.

• Radio system core is relocated and fully operational.
• Preventative maintenance is beginning as of this week.

o Scheduling is underway and will be based upon a first in, first out concept.
The agency that was distributed new radios first will be offered PM’s first
and the last agency distributed radios will be offered PM’s last.  If an agency
declines, then will move to the next and reschedule the declining agency
into the schedule as best fits theirs and our schedule.

o First four agencies to be offered PM’s for mobile and portable radios
 Molalla Police – Completed.
 Washington County Parks – Completed.
 Canby Police – planned for week of 8-7-2023.
 Sandy Police – Pending acceptance.
 Sandy Fire- Pending acceptance.

• Conventional systems are ready to be used and will begin working with
departments/agencies on rollout/use.  Delayed from last month due to system
issue discovered in console connections.

• DVRS – Initial programming and testing is complete and ready for four testing
systems to be deployed for functional confirmation and approval.

o LOFD – Deployed for testing.
o Canby Fire – Deployed for testing.
o Hillsboro FD – Pending.
o TVF&R – Complete and ready for pickup for testing.

• All but three radio site PMs have been completed for WCCCA/Newberg.  C800
kicked off July 13, 2023.
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2. New Facility Updates – (Polluconi) Reconciliation Summary
A conservative look was taken on the outstanding elements of the project.  New estimates
show the project closing at $(632,459) or 1% over the project.  There were a few items
not originally budgeted for and the extended completion date added to the additional
costs.  Continued equipment storage was also a factor.

Director’s Report 
Staffing Report (Kilcoin) 

• 59 of 67 Dispatchers.
• Call Takers held over the summer, there is a plan in place for future radio training.
• 5 currently in background, for October hiring.
• Group in place for next hiring cycle in January.
• MDD – Internal process for promotion for fire and medical dispatching.

Three internal candidates have passed the testing.  Interviews to be scheduled.
• Accounting position to be posted.  Dyneen Polluconi’s last day is tomorrow.

Buchholz 
• AMR’s transition as the ambulance provider for Washington County has taken place.

The transition went very well.  There is a dispatch position on the dispatch floor for
AMR staff.

• The next phase of the transition is to make a modification on how we are
dispatching.  September 6, 2023 is the scheduled date to go to AVL dispatching.

• Continued work for an October/November timeline, to implement a leveling of
dispatching, referred to as ALS/BLS.

• We are hoping Washington County will address the remaining outstanding punch list
items with the contractor.  There has been significant progress over the last couple
of weeks.  Lightning protection has been addressed.

• It was recognized after the recent officer involved shooting, that WCCCA’s voice
recording system may need to be reviewed.  WCCCA takes the recorded audio of a
dispatch channel, for certain agencies, and from a transparency stand point, they
are normally encrypted channels.  WCCCA unencrypts and then streams on the
internet through a company called Broadcastify.  It was understood that the
restreaming would have a capable delay of fifteen-minutes, before media and others
would know what was going on.  It was expected to be transparent but not to the
detriment of field operations.

• On-going upgrades of the CAD system we share with three other agencies:  We are
behind on the upgrades and one of the key items scheduled for September 19th,
referred to as “re-hosting”.  All of the servers we operate on, are Microsoft 2012
operating system/servers.  Microsoft has discontinued maintenance and is forcing
WCCCA to replace the servers with 2019/2022.

Thank you from John Koch/WCSO to WCCCA, and all involved in the recent officer 
involved shooting did an excellent job.   
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J. Adjournment
The meeting was adjourned by Chair Mays at 2:04 pm.
Next CEO meeting is September 21, 2023 at 1:30 pm.

MS 
JR 
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WCCCA 16.7%

General Fund H I J K L M W X Y Z AA

FY24 Actuals Actuals PRELIM Actuals Actuals Projected Actuals Projected Budget proj. budget % budget

FY21 FY22 FY23 July August September FY24 YTD FY24 FY24 variance
5 911 Telephone Tax 4,546,269    5,545,499 5,570,657 - 1,462,487 - 1,462,487 5,549,987 5,450,000     99,987          26.8%

6 Interest Income 57,722         42,548 231,418 28,458       30,938         4,167 59,396           101,063 50,000          51,063          118.8%

7 Member & Associate User Fees 10,375,852  10,704,561     11,112,024     960,710     960,710       960,792 1,921,419      11,529,337   11,529,501   (164) 16.7%

8 C800 Contract Revenue 758,217       888,651 963,181 90,014       90,014         89,767         180,027         1,077,696 1,077,203     493 16.7%

9 Non-Member Contract Revenue 143,469       147,346 133,999 10,253       10,253         11,963         20,507           140,141 143,561        (3,420)           14.3%

10 Maintenance - Members 7,776           21,687 27,068 4,820         4,648           1,000 9,467 19,467         12,000          7,467 78.9%

11 Maintenance -C800 9,546           10,181 17,505 1,482         1,719           1,000 3,201 13,201         12,000          1,201 26.7%

12 Maintenance - Non-Members 9,672           4,133 7,098 808 285 333 1,093 4,426 4,000 426 27.3%

13 Tower Site Rent 126,209       153,726 111,710 75,637       - 7,185 75,637           147,483 86,215          61,268          87.7%

14 Insurance Claims - - 40,935 - - - - - - - 

15 Miscellaneous Revenue 104,673       171,678 151,734 1,624         36,639         2,917 38,263           139,430 131,000        8,430 29.2%

16 Pass Through (25,798)        (3,426) (22,769) (213) (1,999) - (2,212) - - - 

18 Total Revenue 16,113,607 17,686,585   18,344,560   1,173,592 2,595,692   1,079,123   3,769,284     18,722,230 18,495,480  226,750       20.4%

20 Personal Services 12,927,879  14,057,600     14,110,029     1,290,922  1,232,209    1,354,114 2,522,810      16,101,872   16,329,280   227,408        15.4%
21 Materials and Services 2,049,051    2,041,848 2,718,158 309,342     129,691       242,816 439,354         2,991,013 3,223,415     232,402        13.6%
22 Capital Outlay 1,172,702    605,359 262,183 - - 125,250 - 1,252,500 1,503,000     250,500        0.0%
23 Other, incl. Transfers - - - - - - - - - - 
24 Debt Service - - 113,678 45,102       1,199           7,607 46,301           122,374 122,473        99 37.8%
25 Total Operating Expense 16,149,632 16,704,807   17,204,048   1,645,366 1,363,099   1,729,788   3,008,465     20,467,759 21,178,168  710,409       14.2%

28 NET GAIN (LOSS)
29 Beginning Fund Balance 7,691,881    7,655,856 8,637,634 9,778,146  9,306,372    10,538,966   9,778,146      9,778,146 9,778,146     
30 Net Operating Gain (Loss) (36,025)        981,779 1,140,512 (471,774)    1,232,593    (650,664) 760,819         (1,745,529)    (2,682,688)    
31 Accounting Adjustment - 
32 Ending Fund Balance 7,655,856   8,637,634     9,778,146     9,306,372 10,538,966 9,888,301   10,538,966   8,032,617   7,095,458    

34 Fund Balance Policy 4,037,408    4,176,202 8,637,634 4,207,047  4,207,047    4,207,047 3,744,232      3,744,232 4,773,221     

35 Unassigned Fund Balance 3,618,448    4,461,432 1,140,512 5,099,326  6,331,919    5,681,254 6,794,733      4,288,384 2,322,237     

36 Ending Fund Balance 7,655,856    8,637,634 9,778,146 9,306,372  10,538,966  9,888,301 10,538,966    8,032,617 7,095,458    

38 FTE 91.70 95.00            90.60            90.60         88.60           90.60 102.45          

A:\Finance\Financials and Monthly Reports\FY 23-24 Financials\02 August\

9/14/2023
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WCCCA
Capital Projects Fund H I J K L M W X Y

FY24 Actuals Actuals PRELIMINARY Actuals Actuals Projected Actuals Projected Budget
FY21 FY22 FY23 July August September FY24 YTD FY24 FY23

1 Interest Income 5,881         5,843         32,870          2,341            2,527            -                   4,867          4,867           -                   
2 Intergovt'l Contracts -                 -                 -                   -                   -                   -                   -                  -                   -                   
3 Wash. Cty. 2016 Bond Rev. 6,693,335  5,946,913  2,527,761     14,793          89,693          -                   104,486      4,104,486    4,200,000     
4 Transfer In -                 -                 -                   -                   -                   -                   -                  -                   -                   

5 Total Revenue 6,699,216 5,952,756 2,560,631    17,134        92,220        -              109,353     4,109,353   4,200,000   

6 Materials and Services -                 -                 -                   -                   -                   -                   -                  -                   -                   
7 Capital Furniture -                 9,602         12,512          -                   -                   -                   -                  -                   -                   
8 Wash. Co. Bond Cap. Exp. 6,324,635  6,056,187  2,569,914     (97,276)         2,750            -                   (94,526)       (94,526)        4,200,000     
9 Building Equipment -                 -                 273,822        -                   -                   -                   -                  -                   -                   

9 Total Operating Expense 6,324,635 6,065,789 2,856,248    (97,276)       2,750          -                  (94,526)      (94,526)       4,200,000   

NET GAIN (LOSS)
10 Beginning Fund Balance 740,090     1,114,671  1,001,639     706,022        820,431        909,901        706,022      706,022       
11 Net Operating Gain (Loss) 374,581     (113,033)    (295,617)       114,409        89,470          -                   203,879      4,203,879    
12 Accounting Adjustment
13 Ending Fund Balance 1,114,671 1,001,639 706,022       820,431      909,901      909,901      909,901     4,909,901   

A:\Finance\Financials and Monthly Reports\FY 23-24 Financials\02 August\
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    WASHINGTON COUNTY CONSOLIDATED COMMUNICATIONS AGENCY 

CHIEF EXECUTIVE OFFICER’S BOARD  

Agenda Date:   August 2023 

Agenda Item:   Approval of Administrative Policies 

The Administrative Department and the Policy Review Committee conducts a process to review, 

update and rewrite Agency directives as necessary. Attached please find directives for this 

Board’s consideration.  

2.3.6 Family Medical Leave (FMLA/OFLA): revised policy to reflect changes in OFLA with 

the introduction of Paid Leave Oregon – definition of family member, leave year period, and 

OFLA/FMLA leaves run concurrent with Paid Leave Oregon leaves.  Utilized updated policy 

from legal for format and verbiage vs. editing current policy.     

2.3.8 OT and Call Back (Non-Represented): align with CBA language when possible. 

Clarified which Supervisor the information is section II pertains too. General clean-up and 

verbiage to meet current Agency practice.  

2.3.20 Paid Leave Oregon (PLO): new policy to reflect introduction of Paid Leave Oregon on 

September 3, 2023 and how PLO coordinates with other leaves.   

4.7 Confidentiality of Information: updated position titles and pronouns. 

4.9 Information Dissemination: updated to reflect online records request system and current 

processing practice. Updated to include IT in the request for specific data reports in section V. 

5.2 Communications Recording System: made generic so if software/vendor changes again 

then directive won’t need to be updated. 

6.5 Training: added clarification that certified personnel must maintain their state certification 

with required annual training hours and recertify in APCO EMD and LEDS every two years. 

Minor update language additions and pronoun revision. 

Notes: 

• The term “Citizen” has been replaced with “Community Member” as needed

• Pronoun correction as needed

• Position titles corrected as needed

Staff Recommendation: Review and approval of the attached directives. 
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Family Medical Leave of Absence (FMLA/OFLA)  2.3.6 

 1 

Agency Directive 2.3.6 

FAMILY MEDICAL LEAVE OF ABSENCE 

FAMILY AND MEDICAL LEAVE ACT  (FMLA) and OREGON FAMILY LEAVE ACT 
(OFLA) 

 

PURPOSE: The purpose of this policy is to define the provisions and processes for eligible 
employees to take protected leave for qualifying medical and family 
circumstances. This policy is intended to comply with federal and state laws 
regulating these leaves of absence. 

POLICY: The Family Medical Leave policy provides protected leave for family and 
medical reasons in accordance with the federal Family and Medical Leave Act of 
1993 (FMLA) and the Oregon Family Leave Act (OFLA). These laws secure the 
right of eligible employees to respond to serious health conditions of their own 
and those of their qualified family members; protect an employee against loss of 
employment for reasons related to the leave; in some cases, protect against loss of 
insurance coverage in the event an employee must be absent from the workplace 
due to a qualifying event; and provide for reinstatement to the employee's former 
or an equivalent position. The policy has been designed to consolidate provisions 
of both State and Federal laws in such a way as to allow employees the maximum 
advantage. 

RESPONSIBILITY:  Human Resources will be responsible for administering the system, 
checking an employee’s eligibility for this program and notifying 
employees of their rights associated with the federal and state laws.  

Employees seeking further information should contact Human Resources. Please also refer to the 
“Employee Rights and Responsibilities Under the Family Medical Leave Act” and “Oregon 
Family Leave Act” notices posted in the lunchroom, which are incorporated here by reference.  
See Exhibit A and Exhibit B. 

A. Eligibility Requirements 
 
1. To qualify for FMLA, the employee must have worked for a total of 12 months and 1,250 

hours during the 12 months preceding the leave.  
2. To qualify for OFLA, the employee must have worked for a period of 180 calendar days 

preceding the date of leave and worked an average of 25 hours (except for OFLA 
parental leave, which only has the 180 days’ work requirement). 

3. Employees who are absent from work due to service in the National Guard or the 
Reserves shall have time spent in military service count toward the el igibility 
requirements.   
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Family Medical Leave of Absence (FMLA/OFLA)  2.3.6 

2

B. Qualifying Event

1. Examples of qualifying leaves may include: parental leave, serious health condition
leave, pregnancy disability leave, sick child leave, military family leave, and
bereavement leave.

C. Qualifying Family Member

1. A table listing family members that qualify for FMLA, OFLA and Paid Leave Oregon
(PLO) are included in Exhibit C.  See Directive 2.3.20 for more information on PLO.

D. Serious Health Condition

1. A serious health condition is defined as an illness, injury, impairment, or physical or
mental condition that falls into one or more categories which indicate the severity of the
condition, or the type of medical treatment involved.  These categories are:

• Inpatient care
• Continuing treatment by a Health Care Provider
• Permanent, long-term, or terminal illnesses
• Conditions requiring multiple treatments
• Pregnancy-related conditions

2. Under OFLA only, “serious health condition” includes any period of absence for the
donation of a body part, organ or tissue, including preoperative or diagnostic services,
surgery, post-operative treatment and recovery.

3. Subject to certain conditions, the continuing treatment requirement may be met by a
period of incapacity of more than three consecutive calendar days combined with at least
two visits to a health care provider or one visit and a regimen of continuing treatment, or
incapacity due to pregnancy, or incapacity due to a chronic condition.

4. Other conditions may meet the definition of a “serious health condition;” see Human
Resources for more information.

5. The common cold, flu, earaches, upset stomach, minor ulcers, headaches other than
migraine, routine dental or orthodontia problems, periodontal disease, and cosmetic
treatments (without complications), are examples of conditions that are not generally
defined as serious health conditions.
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 3 

E. Reasons for Taking Leave 
 
1. Employee’s Serious Health Condition Leave: To recover from or seek treatment for an 

employee’s serious health condition, including pregnancy-related conditions, childbirth 
and prenatal care. 

2. Family Member’s Serious Health Condition Leave: To care for a family member with a 
serious health condition. 

3. Parental Leave: For bonding following the birth of a child or for the placement of a child 
under 18 years of age for adoption or foster care. Parental leave must be completed 
within 12 months of the birth of a newborn or placement of an adopted or foster child. 

4. Pregnancy Disability Leave: For incapacity due to pregnancy, prenatal medical care or 
birth. 

5. Sick Child Leave: To care for a child who suffers from an illness or injury that does not 
qualify as a serious health condition but requires home care. This type of leave does not 
provide for routine medical and dental appointments or issues surrounding the 
availability of childcare when the child is not ill or injured. Sick child leave is not 
available if another family member is able and willing to care for the child. This type of 
leave is available only to employees who are eligible under OFLA. 

6. Bereavement Leave. This type of leave is addressed under OFLA; see the Bereavement 
Leave, in Directive 2.3.15 for more information. 

7. Call to Active Duty Leave: Eligible employees with a spouse, son, daughter or parent on 
active duty or call to active duty status in the regular Armed Forces, National Guard or 
Reserves in support of a contingency operation may use their 12-week leave entitlement 
to address certain “qualifying exigencies.” “Qualifying exigencies” may include 
attending certain military events, arranging for alternative childcare, addressing certain 
financial and legal arrangements, attending certain counseling sessions, and attending 
post-deployment reintegration briefings. This type of leave is available under FMLA 
only; however, under OFLA, specifically under the Oregon Military Family Leave Act, 
during a period of military conflict, as defined by the statute, eligible employees with a 
spouse or registered same-sex domestic partner who is a member of the Armed Forces, 
National Guard, or military reserve forces of the U.S. and who has been notified of an 
impending call or order to active duty, or who has been deployed, is entitled to a total of 
14 days of unpaid leave per deployment after the military spouse or registered same-sex 
domestic partner has been notified of an impending call or order to active duty and before 
deployment and when the military person is on leave from deployment. 

8. Servicemember Family Leave: Eligible employees may take up to 26 weeks of leave to 
care for a “covered servicemember” during a single 12-month period. A “covered 
servicemember” is a current member of the Armed Forces, including a member of the 
National Guard or Reserves, who has a serious injury or illness incurred in the line of 
duty on active duty that may render the servicemember medically unfit to perform his/her 

 
Page 19



Family Medical Leave of Absence (FMLA/OFLA)  2.3.6 

 4 

duties for which the servicemember is undergoing medical treatment, recuperation, or 
therapy; or is in outpatient status; or is on the temporary disability retired list. Under 
some circumstances, a veteran will be considered a “covered servicemember.” This type 
of leave is available under FMLA only. 

F. Duration of Leave 
 

1. Up to 12 weeks of Parental Leave, Serious Health Condition Leave (employee’s own or 
family member, Sick Child Leave, or Call to Active Duty Leave; 

2. An additional 12 weeks of leave may be available to an eligible employee for an illness, 
injury or condition related to pregnancy or childbirth that disables the employee; and 

3. Employees who take the entire 12 weeks of OFLA Parental Leave may be entitled to an 
additional 12 weeks of Sick Child Leave. 

4. When leave is taken for Servicemember Family Leave, an eligible employee may take up 
to 26 weeks of leave during the One-Year Calculation Period to care for the 
servicemember. During the One-Year Calculation Period in which Servicemember 
Family Leave is taken, an eligible employee is entitled to a combined total of 26 weeks of 
FMLA Leave (some of which may include other types of FMLA-specific leaves of 
absence).  

5. The duration of the available leave may be impacted under Paid Leave Oregon.  See 
Directive 2.3.20 for more information.   
 

G. Intermittent Leave 
 
1. Intermittent or reduced schedule leave may be taken during a period of Family Member 

or Employee Serious Health Condition Leave or Servicemember Family Leave.  
2. Call to Active Duty Leave may be taken on an intermittent or reduced leave schedule 

basis.  
3. An employee may be temporarily reassigned to a position that better accommodates an 

intermittent or reduced schedule. 
4. Employees covered by OFLA will not be reassigned without their expressed consent and 

agreement.  
5. Employees must make reasonable efforts to schedule planned medical treatments to 

minimize disruption of the Agency operations, including consulting management prior to 
the scheduling of treatment in order to work out a treatment schedule which best suits the 
needs of both the Agency and the employee. 

6. Intermittent leave for Parental Leave must be taken in one continuous block of time and 
is not to be taken intermittently or through a reduced schedule. is not available.  
1. An employee may request that parental leave be taken intermittently.  
2. Approval of intermittent parental leave must be mutually agreed upon by the 

employee’s immediate supervisor and employee prior to the start of leave. 
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3. Approval of intermittent parental leave will be based on business need and is at the
discretion of the Agency

H. One-Year Calculation Period-“Leave Year”

1. The “one-year period” for purposes of counting FMLA/OFLA will be a period of 52
consecutive weeks beginning on the Sunday immediately preceding the date on which
family leave commences.  Each time an employee takes leave, the remaining leave
entitlement would be any balance of the 12 weeks which has not been used in that 52-
week period.

I. Notice Requirements

1. The Agency requires employees to notify the Agency when they have applied for PLO
leave.

• Foreseeable Leave:  If the need for Family Medical Leave is foreseeable or planned
(such as an expected birth, placement for adoption or foster care, planned medical
treatment for a serious health condition of the employee or of a family member, or the
planned treatment for a serious injury or illness of a covered servicemember), the
employee is required to provide the Agency at least 30 days’ written notice before
paid leave is to begin. Written notice should be submitted in email to Human
Resources.

• Unforeseeable Leave:  If the need for Family Medical Leave is unforeseeable or
unplanned, an employee is required to provide oral notice to the Agency as soon as
practical.

• If the situation giving rise to a Sick Child Leave is unforeseeable, an employee must
give verbal or written notice to the Agency within 24 hours of commencement of the
leave.

2. For Call to Active Duty Leave, notice must be provided as soon as practicable, regardless
of how far in advance such leave is foreseeable.

3. Whether leave is to be continuous or is to be taken intermittently or on a reduced
schedule basis, notice need only be given one time, but the employee must let Human
Resources know as soon as practicable if dates of scheduled leave change or are
extended, or were initially unknown.

4. If circumstances change during the leave and the leave period differs from the original
request, the employee must notify Human Resources within three business days, or as
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soon as possible. Further, employees must provide written notice within three days of 
returning to work. 

5. Regardless of the reason for leave, or whether the need for leave is foreseeable,
employees will be expected to comply with the Agency’s normal call-in procedures.

6. Employees who fail to comply with the Agency’s leave procedures may be denied leave,
subject to discipline, or the start date of the employee’s Family Medical Leave may be
delayed.

J. Medical Certification Requirements

1. Employees must provide sufficient information for the Agency to determine if the leave
may qualify for FMLA or OFLA protection and the anticipated timing and duration of the
leave.

2. Completion is required of the “Medical Certification of Health Care Provider” by a
licensed health care provider for leave to care for an employee's family member with a
serious health condition, or the employee's own serious health condition, including
disability for pregnancy and following childbirth. The health care provider must be
performing within the scope of their professional license or certificate.

3. The written certification must include satisfactory information that confirms the serious
health condition of the employee or their immediate family member, provide an estimate
of when the employee will be able to return to work, state whether the employee’s
incapacity will require intermittent treatments, state the estimated frequency and duration
of such treatments, and provide the estimated period for recovery, if known.

4. Certification of Health Care Provider must be submitted to Human Resources within
fifteen (15) days of the request. Failure to provide the required timely, complete and
sufficient certification may result in denial of the rights and protections of FMLA and
OFLA.

5. If the serious health condition is related to a family member, the attending health care
provider must indicate on the Certification of Health Care Provider form that the
employee is needed to provide care (which may include psychological comfort, basic
medical, hygiene, nutritional needs, safety, transportation, arrangement for third party
care).

6. If a certification is incomplete or insufficient the employee may be provided up to ten
(10) additional days to obtain clarifying information from their medical provider before a
leave determination is made.

7. If validity of the medical certification is in doubt, the Agency may require the employee
or family member to obtain a second or third opinion at the Agency’s expense.

8. Recertification may be requested every 30 days, or more frequently if:
a. the employee requests an extension of leave,
b. circumstances described by the previous medical verifications have changed

significantly, or

Page 22



Family Medical Leave of Absence (FMLA/OFLA)  2.3.6 

 7 

c. the employer receives information that casts doubt upon the employee’s stated 
reason for the absence.  

9. A medical verification may be required for leave taken for the non-serious health 
condition of a child requiring home care (sick child leave) after the third occurrence of 
sick child leave and every subsequent occasion during the leave year. 

K On-the-Job Injury or Illness 

1. Periods of employee disability resulting from a compensable on-the-job injury or illness 
will qualify for FMLA Leave if the injury or illness is a “serious health condition” as 
defined by applicable law. 

2. OFLA leave will not be reduced by and will not run concurrently with any period the 
employee is unable to work because of an accepted disabling compensable on-the-job 
injury; however, if the injury or illness is a “serious health condition” as defined by 
Oregon law and the claim is denied, or the employee has refused a bona fide offer of 
light-duty or modified employment, OFLA leave will commence. 

3. If the employee’s serious health condition is the result of an on-the-job injury or illness, 
the employee may qualify for workers’ compensation time-loss benefits. 

L Accrued Paid Leave 

1. Any accrued paid leave (sick, comp, holiday and vacation) must be substituted for unpaid 
Family Medical Leave and taken before the remainder of Family Medical Leave is taken 
as unpaid leave.   

a. Accrued time will be used in this order:  sick, comp, holiday and finally vacation. 
2. Use of accrued paid leaves will run concurrently with FMLA and OFLA. 
3. Oregon Sick Time will run concurrently with FMLA and OFLA if the employee is 

eligible and the absence is for a qualifying reason under the applicable law.  
4. Sick leave may only be used consistent with the Agency’s sick leave directive for FMLA, 

or for any leave covered by OFLA.  

M Other Leaves/Concurrent 

1. Leaves taken under OFLA and FMLA run concurrently in most circumstances.  
2. Leaves taken under Paid Leave Oregon will run concurrently in most circumstances.  See 

Directive 2.3.20 for more information on Paid Leave Oregon. 

N Benefits While on Leave  

1. Employees on leave are entitled to continue health benefits on the same terms and 
conditions as active employees for up to 12 weeks in a leave calculation year.   
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2. The Agency will recover premiums paid on behalf of an employee who does not return to 
work for reasons other than a serious health condition of the employee or family member 
or other circumstances beyond the control of the employee. 

3. Employees will not accrue vacation, sick leave or holiday time or other benefits (other 
than health insurance) while the employee is on any unpaid FMLA or OFLA leave. The 
leave period, however, will be treated as continuous service (i.e., no break in service) for 
purposes of seniority, vesting and eligibility to participate in the Agency’s benefit plans. 

O Job Protection 

1. Employees returning to work from Family Medical Leave will be reinstated to their 
former position. If the position has been eliminated, the employee may be reassigned to 
an available equivalent position.  

2. Reinstatement is not guaranteed if the position has been eliminated under circumstances 
where the law does not require reinstatement. 

3. Employees are expected to promptly return to work when the circumstances requiring 
Family Medical Leave have been resolved, even if leave was originally approved for a 
longer period.  

4. If an employee does not return to work at the end of a designated Family Medical Leave 
period, reinstatement may not be available unless the law requires otherwise.   

5. The use of Family Medical Leave cannot result in the loss of any employment benefit 
that accrued prior to the start of an employee’s leave. 

6. Employees who work for other employers during a “serious health condition” leave may 
be subject to discipline up to and including termination. Additionally, all employees who 
use Family Medical Leave for reasons other than the reason for which leave had been 
granted may be subject to discipline up to and including termination. 

 

  

 
Page 24



Family Medical Leave of Absence (FMLA/OFLA)  2.3.6 

 9 

EXHIBIT A - FMLA Notification 
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EXHIBIT B - OFLA Notification
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EXHIBIT C 
QUALIFYING FAMILY MEMBER 

 
 
 

Relation to Employee 

 
 

FMLA 

 
 

OFLA 

PLO 
(See 

Directive 
2.3.20) 

Spouse –   a husband or wife as defined or 
recognized in the state where the individual was 
married, including common law marriage or 
same-sex marriage.  Spouse also includes a 
husband or wife in a marriage that was validly 
entered into outside of the United States, if the 
marriage could have been entered into in a least 
one state. 

 
 

Covered 

 
 

Covered 

 
 

Covered 

Domestic partner Not Covered Covered Covered 
Parent -   Includes a biological, adoptive, step or 
foster father or mother, or any other individual 
who stood in loco parentis to the employee.  

 
Covered 

 
Covered 

 
Covered 

Parent-in-Law of spouse or domestic partner Not Covered Covered Covered 
Sibling or stepsibling of employee, employee’s 
spouse or domestic partner  

Not Covered Covered Covered 

 
Child -  Includes biological, adopted, or foster 
child or stepchild, a legal ward or a child of a 
person standing in loco parentis who is either 
under 18 years of age or is 18 years of age or 
older and “incapable of self-care 

Covered, when the 
child is either under 
18 or older than 18 
and “incapable of 

self-care because of 
a mental or physical 

disability” at the 
time that FMLA 

leave is to 
commence. 

 
 
 
 

Covered 

 
 
 
 

Covered 

Child of the domestic partner Not Covered Covered Covered 
Grandchild of employee Not Covered Covered Covered 
Grandchild of spouse or domestic partner  Not Covered Covered Covered 
 
Grandparent of employee 

Not covered, unless 
grandparent was in 
loco parentis to the 

employee 

 
 

Covered 

 
 

Covered 

Grandparent of spouse or domestic partner Not Covered Covered Covered 
Anyone related to employee by blood Not Covered Covered Covered 
Anyone who lives with or is connected to 
employee like family member and has a family 
relationship 

 
Not Covered 

 
Covered 

 
Covered 
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AGENCY DIRECTIVE 2.3.8 
 

OVERTIME AND CALL BACK PAY (NON-REPRESENTED EMPLOYEES) 
 
 
PURPOSE: The purpose of this policy is to provide guidelines for  non-represented, non-

exempt staff as it pertains to working overtime as well as define the criteria for 
receiving on-call and call back pay.   

 
POLICY: All employees are encouraged to complete their work assignments within their 

assigned schedule to the best of their abilities.,  Hhowever, this Agency will allow 
non-represented non-exempt employees the ability to work overtime with prior 
approval from their Supervisor and earn call back pay in accordance with FLSA 
regulations.  Represented employees should defer to the CBA for overtime pay 
and call back rules. 

 
PROCEDURE: 
 
I. GENERAL 
 

A. Non-represented, non-exempt employees will be paid at one and one-half (1 ½) 
the employee’s established rate as set forth in the current pay scale OR or allowed 
to accrue compensatory time at one and one-half (1/2) hours for each hour  time at 
the rate of 1½ hours for each hour worked in excess of 40 hours per week. The 
work week is defined as Monday at 12:01 a.m00:00:00. and continues until 
23:59:59midnight[JK1] the following Sunday. 

 
B. For overtime calculation, hours worked include hours spent away from the job on 

job-related witness leave, jury duty leave, bereavement leave, vacation leave, 
comp time, and holiday leave, but does not include use of sick time.  

 
C. Employees wishing to attend meetings or work on special projects outside of their 

regular work hours must seek prior approval from their supervisor. Exception: 
members of current chartered committees do not need to seek prior approval to 
attend committee meetings. 

 
D. Overtime worked will be noted on the employee’s time card and approved by the 

employee’s supervisor prior to final payroll submission. . 
 

E. Employees who are physically called back to the facility, an agency, or user site 
outside of their normal work schedule will be paid for the time worked or a 
minimum of two (2) hours, whichever is greater.  Exception, if the employee is 
called back to work to correct his/hertheir own deficient work, the employee will 
be paid only for time worked. Travel time to and from the facility, an agency, or 
user site will be considered time worked.  When applicable, regular shift 
compensation will not be paid in addition to compensation paid in accordance 
with this directive for the same hours worked.   
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F. Employee call-backs that occur during paid holiday leave will be compensated at 
time and a half pay at one and one-half (1 ½) times the employee’s established 
hourly rate as set forth in the current pay scale or in compensatory time at one and 
one-half hours for each hour worked.     

 
G. Flex time is encouraged and can be arranged with prior approval from the 

employee’s supervisor, but must be completed within the same work week. 
 

II. OPERATIONS SUPERVISORS 
 

A. Operations Supervisory Supervisors personnel required to fill a floor position on 
their day off due to short staffing* will be paid or allowed to accrue compensatory 
time at one and one-half (1 1/2) times the employee's established hourly rate as 
set forth in current pay scale.   

 *No prior authorization for shift coverage is required by their supervisor. 
  
 See Attachment B for specific Operations Supervisor coverage 
 
B. Holiday Pay for Operations Supervisors: 

 
Holiday pay for Operations Supervisors is the same as for represented employees, 
refer to current CBA Article 11.3.  

 
C. E-Mail Correspondence: 

 
1. Every effort must be made to correspond with e-mail senders during the 

employees’ regular work hours. 
 
2. Supervisors may check their e-mail while on days off or extended leave, 

but are not required to do so. 
 
3. Each non-exempt supervisor will may be allowed to check their e-mail, 

respond and be compensated without prior approval for up to two (2) 
hours per month, based on business need.  Any time in excess of two (2) 
hours must have prior approval from their supervisor. 

 
III. TECHNICAL SERVICES AND OPERATIONS SUPERVISORY EMPLOYEES 

 
A. Call Back:   Technical Services employees must return a call to the Agency within 

20 minutes of being paged regarding a problem. Operations Supervisors must 
return a call to the Agency within 10 minutes of being paged regarding a problem.  
An attempt should be made to contact the employee at home, not just by cell. 

 
See Attachment A for specific Technical Services call back procedures. 

 
B. Response:  If it becomes necessary to report to the facility, or at the request of the 

Supervisor and/or the Technical Services Manager,  the on-call employee  must 
arrive at the facility within 45 minutes or a mutually agreed upon time based on 
the nature of the call or other pertinent circumstances. 
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C. Timekeeping:  Employees must record the actual number of overtime hours 
worked, whether the problem is corrected remotely from home or on-site, unless 
section 1.E applies. Time worked will be paid in 15 minute increments.  

 
6 minutes to 15 minutes of work performed will be recorded as 15 minutes of paid 
work time 
16 minutes to 30 minutes of work performed will be recorded as 30 minutes of 
paid work time 
31 minutes to 45 minutes of work performed will be recorded as 45 minutes of 
paid work time 
46 minutes to 60 minutes of work performed will be recorded as 1 hour of paid 
work time 

 
D. On-Call:  Employees will receive a 5% on-call premium for all regular and 

overtime hours worked during their on-call assignment. Hours worked include 
hours spent away from the job on job-related witness leave, jury duty leave, 
bereavement leave, vacation leave, comp time, and holiday leave, but does not 
include use of sick time. This premium is intended to cover all contacts via pager, 
phone, radio, or email that do not require a response to the dispatch center or 
other location (e.g. tower site).  If a response is required the employee will be paid 
as outlined in Section I.E and F.   

 
IV. EXEMPT EMPLOYEES 
 

Exempt employees are not eligible for overtime, however, exempt employees working on 
an assigned special project may make a written request to the Executive Director to 
accrue additional hours worked on an hour for hour basis for the duration of the project.  
See Agency Directive 2.3.12 for further details on non-exempt pay practices. 
 
 
 

Original Approved by CEO Board: 9-16-02 
Revised by CEO Board: 03-21-19 
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ATTACHMENT A 
 

TECHNICAL SERVICES CALL BACK PROCEDURES 
 

I. Technical Services  Employees on-call (Note: Within the context of these procedures, 
‘supervisor’ is the Technical Services Manager).  

A. Must have their pager and/or cell phone on and with them at all times.  

B. Must have an agency portable radio with a fully charged battery and a charger 
accessible to the technician within 10 minutes of receiving a call. 

C. Must notify the supervisor if the on-call person cannot respond to a call due to 
illness, or is engaged in another call.  

D. May call another technician for telephone or on-site support as required. This 
must be coordinated with the supervisor.  

E. Must respond via telephone to the agency that has notified the on-call technician 
within 20 minutes of receiving the call/page.  

F. May spend up to 1 hour on non-critical problems via troubleshooting and 
information gathering via telephone and monitoring of the WCCCA or C800 
systems.  

1. After one hour has elapsed the technician must respond to the calling 
agency that he/shethey are  is on the way.  

2. Before departing from home the technician should decide what equipment, 
other than what is in their vehicle, may be needed to sufficiently address 
the potential problem(s).  

a) If no other equipment is needed then they he/she may proceed to 
the site determined to be the best place to begin troubleshooting 
the problem.  

b) If additional equipment is needed then the technician must proceed 
to WCCCA for an agency vehicle and the appropriate tools and 
spare parts. 

3. Once on site the technician has 1 hour to assess the root cause of the 
problem and notify the calling agency of their his/her findings. The 
technician must also determine if more help, equipment, and or spare parts 
will be required.  
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a) If additional help or equipment is needed they he/she must notify 
the supervisor and request additional help/support. The supervisor 
will assign another technician to aid the technician as appropriate. 

b) If no additional help or equipment is needed the technician must 
notify the supervisor after 1 hour has elapsed and each hour there 
after until the problem is resolved. The calling agency should be 
notified by the technician at the same interval after the supervisor 
has been called and agree with the technician what should be 
communicated. 

4. If it has been determined that the work must be abandoned until parts or an 
alternate means of resolution can be found the technician will notify the 
supervisor. The supervisor will notify the agency of next steps. If 
escalation is required the supervisor will do so.  

5. If the work is completed and the problem resolved the technician will 
notify the affected agency and the supervisor before leaving the site.  

II. When it is not acceptable to remain off site when a problem occurs:  

A. If the customer feels the problem is serious the technician on-call must personally 
respond by going to the affected site(s) and investigate and resolve the 
problem(s).  

B. If a problem persists beyond one hour from the initial page/call (as noted above) 
the technician must personally respond by traveling to the affected site(s) and 
investigate and or resolve the problem(s).   
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ATTACHMENT B 
 

OPERATIONS SUPERVISORS COVERAGE 
 
I. Unexpected call-out or shortage: 

 
A. On duty supervisor will flex or work OT to help with coverage. 

 
B. If the on duty supervisor is unable to flex or cover the OT a “SUPS” and “LEADS” page 

will be sent out.    
 (temp-up Supervisors are included in this page) 

 
C. If  there is no response to the SUPS and LEADS page, the on-call supervisor will be 

notified and will be required to cover the shift until next oncoming supervisor arrives 
unless the Ops Manager approves the on duty Lead to cover the shift. 

 
II. For planned time off:  

 
A. Time will be posted to cover hours to meet minimum sups coverage.  If the time is not 

covered, time off requests will be denied until a trade arrangement is made or the Ops 
Manager approves the special circumstances. 

 
B. Flexing will be allowed to cover hours as long as all mandatory hours are covered. 
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Agency Directive 2.3.20 

PAID LEAVE OREGON 

PAID FAMILY AND MEDICAL LEAVE INSURANCE 

PLO 

 

PURPOSE: The purpose of this policy is to define the provisions and processes for eligible 
employees to take protected leave for qualifying medical and family 
circumstances. This policy is intended to comply with federal and state laws 
regulating these leaves of absence. 

POLICY: Employees may be eligible to receive Paid Leave Oregon (PLO) benefits from the 
Oregon Employment Department.      

RESPONSIBILITY:  Human Resources will be responsible for notifying employees of their 
rights associated with PLO.  See Exhibit A. 

A. Eligibility Requirements 
 
1. The employee has earned at least $1,000 from employment in Oregon in the previous 

year. 
2. To determine eligibility and receive benefits, an employee must file a claim with the 

Oregon Employment Department.   
 

B. Length of Wage Replacement 
 

1. PLO provides between 12-14 weeks of wage replacement if the employee is unable to 
work due to their own serious health condition, for care for a qualified family member 
due to their serious health condition, to bond with a new child, or for situations related to  
sexual assault, domestic violence, harassment, or stalking.  
 

C. Qualifying Family Member 
 
1. A table listing family members who qualify for the Family Medical Leave Act (FMLA), 

Oregon Family Leave Act (OFLA) and PLO are included in Exhibit B.  See Directive 
2.3.6 for more information on FMLA and OFLA.   
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D. Reasons for Leave and Leave Length 
 
1. PLO is a state-run program that allows eligible employees to take up to 12-weeks of paid 

time off per benefit year beginning September 3, 2023, for the following reasons: 
 
• Family leave – for an employee to care for a family member with a serious illness or 

injury, or to bond with a new child after birth, adoption, or foster care placement. 

• Medical leave – for an employee experiencing their own serious health condition or 
disability due to pregnancy. 

• Safe leave – for an employee or eligible child dependent experiencing issues related 
to sexual assault, domestic violence, harassment, or stalking. 

 
2. The PLO program also allows employee to take an additional two (2) weeks of paid leave 

for pregnancy, childbirth, or related medical conditions. 
3. An additional four (4) weeks of unpaid leave is also allowed for other OFLA protected 

reasons. 
 

E. Notification Requirements 
 
1. Although the plan is administered by the Oregon Employment Department, the Agency 

requires employees to notify the Agency when they have applied for PLO leave. 
 
• Foreseeable Leave:  If the need for PLO leave is foreseeable or planned, the 

employee is required to provide the Agency at least 30 days’ written notice before 
paid leave is to begin. Written notice should be submitted in email to Human 
Resources. 

• Unforeseeable Leave:  If the need for PLO leave is unforeseeable or unplanned, an 
employee is required to provide oral notice to the Agency within 24 hours of the start 
of the leave, and the employee must also provide written notice within three (3) days 
after the start of the leave.  Written notice should be submitted in email to Human 
Resources.   

 
2. Written notice must include the employee’s first and last name, type of leave, explanation 

of the need for leave, and anticipated timing and duration of leave. Timing and duration 
of leave should include the employee’s plan for taking leave on an intermittent basis or in 
one block of time.  

3. If the employee’s dates of scheduled leave change, are extended by PLO, or if the reason 
for leave becomes known and/or, if circumstances change during the leave and the leave 
period differs from the original request, the employee must notify Human Resources 
within three business days, or as soon as possible.  
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4. Regardless of the reason for leave, or whether the need for leave is foreseeable, 
employees are expected to comply with the Agency’s normal call-in procedures. 

5. Under Oregon law, an employee who fails to follow these notification requirements may 
receive reduced PLO benefits; specifically, the first weekly benefit amount will be 
reduced by 25 percent (the penalty calculated for leaves that are taken in increments of 
less than a full work week differs).   
 

F. One-Year Calculation Period 
 
1. The “one-year period” for purposes of counting PLO will be a period of 52 consecutive 

weeks beginning on the Sunday immediately preceding the date on which family leave 
commences.   
 

G. Concurrent use of FMLA/OFLA Leave 
 
1. If an employee’s PLO leave is also eligible for protected leave under the Oregon Family 

Leave Act (OFLA) and/or the Family Medical Leave Act (FMLA), OFLA and/or FMLA 
leave must be taken concurrently with PLO leave. 

2. The Agency will evaluate sufficient information for the Agency to determine if the PLO 
leave also qualifies for FMLA and/or OFLA protection.   

3. Please refer to Directive 2.3.6 for the Agency’s FMLA/OFLA policies for more 
information about submitting a FMLA/OFLA Leave Request Form, and/or medical 
certification.    

 
H. Use of Paid Accruals 

 
1. PLO benefits will not provide the majority of employees with 100% of their gross regular 

wages. Employees receiving PLO benefits may choose to supplement their PLO payment 
with all or a portion of their accruals such as accrued sick, comp, holiday or vacation 
during any period of leave taken under PLO.   

2. To request use of accrued leave time (sick, comp, holiday, vacation), employees are 
required to complete, sign, and then submit a “Supplemental Accrual Usage” Form to 
Human Resources, no later than the last day of the pay period. Failure to complete, sign, 
and return the “Supplemental Accrual Usage” Authorization Form to Human Resources 
in a timely manner may result in the employee not being allowed to use employer 
compensation to supplement PLO benefits. 

3. An employee’s accruals will be used until we get notification that a PLO claim has been 
filed and accepted.  The Agency will use the employee’s sick, comp, holiday and finally 
vacation accruals as per Agency Directives.   
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I. Job Protection  
 
1. Employees who have worked for the Agency for more than 90 consecutive calendar days 

prior to taking PLO leave will be reinstated to their former position, if the position still 
exists. If the position has been eliminated, the employee will be reassigned to an available 
equivalent position for which the employee is qualified with equivalent employment 
benefits, pay and other terms and conditions of employment.  

2. Reinstatement is not guaranteed if the position has been eliminated under circumstances 
where the law does not require reinstatement. 

3. Employees are expected to promptly return to work when the circumstances requiring 
PLO leave have been resolved.  If an employee does not return to work at the end of a 
PLO leave, reinstatement may not be available unless the law requires otherwise.   

4. Employees who work for other employers while taking PLO leave may be subject to 
discipline up to and including termination. Additionally, all employees who use PLO 
leave for reasons other than the reason for which leave had been granted may be subject 
to discipline up to and including termination. 
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EXHIBIT A – PLO NOTIFICATION 
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EXHIBIT B 
QUALIFYING FAMILY MEMBER 

 
 

Relation to Employee 
 

FMLA 
 

OFLA 
 

PLO 
 

Spouse –   a husband or wife as defined or 
recognized in the state where the individual was 
married, including common law marriage or 
same-sex marriage.  Spouse also includes a 
husband or wife in a marriage that was validly 
entered into outside of the United States, if the 
marriage could have been entered into in a least 
one state. 

 
 

Covered 

 
 

Covered 

 
 

Covered 

Domestic partner Not Covered Covered Covered 
Parent -   Includes a biological, adoptive, step or 
foster father or mother, or any other individual 
who stood in loco parentis to the employee.  

 
Covered 

 
Covered 

 
Covered 

Parent-in-Law of spouse or domestic partner Not Covered Covered Covered 
Sibling or stepsibling of employee, employee’s 
spouse or domestic partner  

Not Covered Covered Covered 

 
Child -  Includes biological, adopted, or foster 
child or stepchild, a legal ward or a child of a 
person standing in loco parentis who is either 
under 18 years of age or is 18 years of age or 
older and “incapable of self-care 

Covered, when the 
child is either under 
18 or older than 18 
and “incapable of 

self-care because of 
a mental or physical 

disability” at the 
time that FMLA 

leave is to 
commence. 

 
 
 
 

Covered 

 
 
 
 

Covered 

Child of the employee’s domestic partner Not Covered Covered Covered 
Grandchild of employee Not Covered Covered Covered 
Grandchild of spouse or domestic partner  Not Covered Covered Covered 
 
Grandparent of employee 

Not covered, unless 
grandparent was in 
loco parentis to the 

employee 

 
 

Covered 

 
 

Covered 

Grandparent of spouse or domestic partner Not Covered Covered Covered 
Anyone related to employee by blood Not Covered Covered Covered 
Anyone who lives with or is connected to 
employee like family member and has a family 
relationship 

 
Not Covered 

 
Covered 

 
Covered 
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AGENCY DIRECTIVE 4.7 
   
  CONFIDENTIALITY OF INFORMATION 
 
 
PURPOSE: To protect the privacy rights of our citizenscommunity members, employees, and 

member agencies and to ensure that the integrity and confidentiality of information is 
properly maintained. 

 
POLICY: The Agency has a responsibility to maintain strict control of confidential information 

that it creates or maintains.  The Agency’s policy regarding maintenance or disclosure 
of any information is to not disclose information, unless required to do so by law (i.e. 
by court order).  If required, the Agency will disclose only the minimum necessary in 
relation to the requested piece of information. The fact that information may already 
have been disclosed over public airwave as part of the necessary dispatch function 
does not affect the Agency’s intent to protect confidential information and maintain 
privacy to the best of our ability. 

 
PROCEDURE: 
 
I. GENERAL  
 

A. Active Dispatch Incidents: In all cases, confidential information may be shared with 
the appropriate authorities or as required by law to properly dispatch an active incident 
in order to serve the needs of the affected party.  Copies of active investigations will 
only be released with authorization from the District Attorney's office or upon order 
of a subpoena. 

 
B. User Agencies: The Agency intends to fully cooperate with our user agencies in 

providing information for investigations and operations to the extent allowed by law 
and within the meaning of the Health Insurance Portability Accountability Act 
(HIPAA).   

 
C. False Information: Agency employees will not make false reports. Agency employees 

will not, enter or cause to be entered in any official report, record, book, log, or data 
center, any inaccurate, false, misleading, or improper information.  

 
D. Removal of Information: Agency employees will not remove or cause to be removed 

any official report, record, book, log, recording, or data from this Agency without 
prior authorization from their Department Manager, Assistant Director or Executive 
Director. 
 

E. Active Police Investigations: Confidential (non-public) information obtained through 
unofficial channels on active police investigations should not be brought into the 
dispatch center.  If such information is obtained, a manager or designee will make the 
determination as to whether the information can and should be shared with other 
agency personnel. 
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II. TYPES OF CONFIDENTIAL INFORMATION 
 

A. User Agency – Official Business 
The official business of user agencies shall be treated as confidential.  Requests for 
User agency information regarding standard operations, policies, incident response 
procedures, and special operational plans shall not be given to any person or non-
member agency unless required by law.  Requests for this type of information shall be 
referred to the User agency. 

 
B. Medical Information 
 As WCCCA is a HIPAA covered entity, medical information is not released without 

an individual’s authorization. An exception may be made only in the event of an 
emergency or as required by law, Medical information obtained from any source 
related to an individual’s medical or mental condition shall be treated as confidential.   

 
C. Employee Records 
 Employee records shall be treated as confidential.  This information shall not be 

disclosed or obtained by any other person or agency without prior authorization from 
the affected individual unless required by law, and then only the minimum necessary.  

 
III. DISPATCH OPERATIONS  
 

A. LEDS and NCIC records shall be treated as confidential, and will not be released to 
any person or agent outside the Criminal Justice System. Employees of this 
organization will adhere to all LEDS Administrative Rules.  

 
B. Department of Motor Vehicles Information is received pursuant to the Department of 

State Police Law Enforcement Data System user User Agreement (LEDS), is 
confidential to DMV and LEDS users, and will be redacted from public record 
requests pursuant to ORS 192.502 (9) and (10). Requests for DMV records should be 
directed to DMV. 

 
C.   All calls for service received by this Agency shall be treated as confidential to the 

extent allowable by law. Information contained within a call recording or CAD 
incident will not be disclosed except to conduct mandated agency business, agency 
training needs or as approved by the Executive Director or designee. 

 
 

IV. UNNECESSARY DISSEMINATION 
 

The dissemination of information involving any public service agency or employee is strictly 
prohibited unless pursuant to this directive, specific authorization or as required by law.  
Agency employees found disseminating information in violation of this Directive may be 
subject to the disciplinary process and/or civil or criminal proceedings. 

 
 

V. PUBLIC SAFETY CONCERNS 
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In the case of a public safety event (i.e. natural disaster, hazmat incident, etc.), the on duty 
Supervisor or Lead will contact the WCCCA PIO and Executive Director or designee to 
discuss releasing general information to help dispel public anxiety.  Consideration will be 
given to use of the Public Alert System, press release, etc.  

  
  
 
      
 

ORIGINAL:  12-01-87           
Approved by CEO Board: 11-19-15 

Implemented: 12-1-15 
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AGENCY DIRECTIVE 4.9 

 
INFORMATION DISSEMINATION 

 
 
PURPOSE: To ensure that all properly detailed requests for information are responded to in an 

appropriate and timely manner. 
 
POLICY: This Agency will reproduce audio recordings, CAD incident reports and requests 

for other information in accordance with the listed procedures. 
 
RESPONSIBILITY: 

The Records Specialist is responsible for the appropriate and timely processing of 
dispatch call information requests.   The Data Analyst is responsible for the 
appropriate and timely processing of CAD and phone data requests.  Any employee 
releasing information is responsible for ensuring that the disclosure complies with 
all relevant Agency policies, particularly Agency Directive 4.7 regarding 
Confidentiality of Information and Oregon Revised Statutes (ORS). 
 

PROCEDURE: 
 
I. REQUEST FOR AUDIO OR CAD INCIDENT INFORMATION 
 

A. Requests from user agencies will only be accepted from their designated 
representative or with the approval of their designated representative.  

 
B. All requests will be submitted on a WCCCA Information Request Formthrough 

the Agency on line portal, which can be found on the internet through the direct 
link or on the WCCCA web page.  Requests will be forwardedthen be available to 
the Records Specialist for processing.  Audio recordings and CAD incidents are 
retained for 36-months per the retention guideline established by the CEO Board. 

 
• Information Requests forms submitted for processing will be acknowledged 

within five (5) business days and completed as soon as reasonably possible, 
but no later than ten (10) business days after acknowledgement.  The initial 
acknowledgement must include whether or not WCCCA is, is not, or is 
uncertain that we are the custodian of the requested records.    

o Time limits may be exceeded for a specified reason with written 
explanation to the requestor to include estimated completion date. 

• Requests for information will be automatically suspended if associated fees 
have not been received by the Agency within 60 days of the request being 
made.  

 
•  Active Investigations and citations  will only be released with authorization 

from the District Attorney's office or upon order of a subpoena. 
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C. A Certificate of Authenticity will be provided with each processed request. 
reproduced audio recording.  

  
D. Requests for anonymity by community members who call this Agency will be 

honored.   However, requests for anonymity after a CAD incident is generated 
with the caller’s information cannot be accommodated.    Additionally, both 
CAD information and audio recording information is subject to public record 
disclosure.  Call takers should not arbitrarily ask callers if they would like to 
remain anonymous.  

 
E. Audio requests that are to be held for evidentiary purposes longer than 36 months 

must be submitted in writing prior to the destruction date. If the Agency receives 
a request for preservation of audio or a CAD incident outside of the 36-months 
retention, the following practice will be followed: 
1. A copy of the audio and CAD incident will be made and stored on a CD 

which will be placed in the agency’s safe. 
2. A copy will also be logged on an agency spreadsheet and stored on the 

public drive in Preservation Request folder.  
 

II. RELEASE OF NON-PUBLISHED TELEPHONE NUMBERS 
 

A. Non-published numbers are indicated in the Computer Aided Dispatch (CAD) 
incident history with an (NP) in front of the reporting party’s name. 

 
B. Prior to releasing any information on a call, the CAD incident history shall be 

checked.  If there is a (NP) in front of the reporting party’s name, the caller has a 
non-published telephone number, and that information may not be disclosed.  
Other call information can be released if: 

 
1. For written documentsCAD incidents, the name, address, and telephone 

number must be blacked outredacted  prior to release of the CAD 
information.  A copy of the marked document will be made, and only the 
copy will be released to ensure that the information is not legible A 
unredacted copy will be placed in the file viewable by staff only. 

2. For audio duplications, the name, address, and telephone number from the 
audio recording must be deleted through whatever means 
availableredcacted prior to release to the requestor. 

 
C. If a community member calls on a number other than 9-1-1 and advises that they 

have a non-published number, the call taker shall ensure that they insert the (NP) 
designator in front of the name prior to generation of the incident. 

 
D. If non-published calling party information is given to an officer over the radio, the 

officer will be advised that this information is confidential and cannot be released. 
 
EC. CAD incident histories and copies of the audio log can be released to User agencies 

without redacting or blacking out non-published numbers by following this 
guideline: 
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  1. CAD incident histories will have the name, address, and telephone number 
highlighted.  The incident history will be stamped marked with the 
statement: 

 
   "Highlighted information is CONFIDENTIAL.  The caller has a 
   non-published telephone number.  By state law, this information cannot be 

released to the public unless that release is authorized by the community 
member." 

 
  2. Copies of the audio log will be forwarded to the requesting agency without 

redacting or blacking out the name, address, and telephone number.  The 
Certificate of Authenticity sent with the tape will be stamped with the 
statement:The records specialist will inform the requestor through the 
request portal that the name, address and telephone number information is: 

 
   "The caller has a non-published telephone number.  By state law, the name, 

address and telephone number is CONFIDENTIAL and cannot be 
released to the public unless that release is authorized by the caller." 

   
III. RELEASE OF DEPARTMENT OF MOTOR VEHICLES INFORMATION 
 

Department of Motor Vehicle information is received pursuant to the Department of 
State Police Law Enforcement Data System (LEDS) User Agreement, is confidential to 
DMV and LEDS users, and will be redacted from public record requests pursuant to 
ORS 192.502 (9) and (10). Requests for DMV records should be directed to DMV. 

 
IV. ADMINISTRATIVE RECORDS 
 

A. The Agency will adhere to ORS laws regarding the release of public information. 
 
B. Requests shall be submitted in writing using an Information Request formthrough 

the request portal from the direct link or through the Agency web site, and shall 
clearly define the information requested. 

 
V. REQUESTS FOR TECHNICAL CAD DATA, OR PHONE DATA REPORTS OR MDT 

RECORDS 
 

Requests for technical data such as CAD, or phone data reports (not an incident report) or 
MDT records shall be directed to the Data Analyst or IT division as appropriate. The Data 
Analyst/IT shall review the details of the request and determine time frame parameters 
with the user. The Data Analyst/IT may consult with the Technical Services Manager 
and/or the applicable subject matter expert to complete the data request as needed.  

 
VI. COST FOR SERVICES 
 

Pursuant to ORS laws, the Agency will charge the requesting party for reimbursement of 
its costs in producing the requested information.  EXCEPTIONS: User agencies (both 
Police and Fire) and the Washington County District Attorney’s Office will not be charged 
for audio and CAD incident reproductions. 
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 Original:  7-17-03 
Approved by CEO Board: 02-17-2022 
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AGENCY DIRECTIVE 5.2 
 

 COMMUNICATIONS RECORDING SYSTEM 
 
 
PURPOSE: To establish standard procedures for recording system operation, extraction, and 

release of recorded information. 
 
POLICY: All phone consoles within the 9-1-1 Center and approved Talk Groups shall be 

recorded. 
 
PROCEDURE: 
 
I. RECORDING CHANNELS 
 
 All telephone lines at each console position shall be recorded usingon the DSS Equature 

ViewPoint Recording  recording Systemsystem software.  Only the designated Talk Groups 
listed as “recorded” in Agency Directive 5.9, Appendix A are recorded by ViewPoint.  
ViewPoint The software tags each audio recording with the start and end date and time. 

 
II. AUDIO RETENTION / DSS EQUATURE VIEWPOINT OPERATION 
 
 Audio is retained 36-months on the DSS Equaturerecording  ViewPoint system  per the 

retention guideline established by the CEO Board.  
 
III. EQUIPMENT FAILURE 
 
 A. If the DSS Equature ViewPointrecording  Ssystem should fail, notification will be 

received on your workstation. 
 
 B. If the failure cannot be corrected within the operation guidelines, then the IS IT 

Department should be advised along with the Operations Supervisor and/or Lead.  
 
IV. EQUIPMENT MAINTENANCE 
 
 Malfunctions of the DSS Equature ViewPointrecording  Ssystem should be reported to IS IT 

personnel immediately. 
 
V. REQUESTS FOR AUDIO INFORMATION 
 
 A. Request for personnel to review audio recordings of phone calls or radio procedures 

shall be submitted to the Operations Supervisor and handled in accordance with 
Agency Directive 4.9. 

 
B. The following Agency personnel are authorized to operate the full DSS 

Equaturerecording  ViewPoint system:  ISIT, Radio Techs, Executive staff, Audio 
ReproductionRecords Specialists, Operations Supervisors, Lead Dispatchers, 
Training Coordinator, Administrative Supervisor and Performance Supervisor.  
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Dispatchers are authorized to use the instant recall function of DSSthe recording 
system. 
 

VI. STORAGE AND SECURITY 
 

DSS aAudio recordings are stored on a server; backup is also conducted via different servers.  
A system is in place that will automatically delete data based on the required 36-month 
retention guideline.  The DSS audio recorder is kept in the secure CAD Data center/equipment 
room accessible to authorized personnel by Morpho reader only. 

 
 
 
         
 

Original:  07-01-91   
Approved by CEO Bd: 05-21-20 
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AGENCY DIRECTIVE 6.5 
 

TRAINING 
 
 
PURPOSE: To ensure training needs are addressed on behalf of all Agency personnel; to 

ensure accurate tracking of training records and training materials. 
 
POLICY: This Agency will provide and make available training programs and classes 

for Agency employees pursuant to the operational and business needs of the 
Agency and as mandated for certification purposes.   

 
PROCEDURE: 
 
I. TRAINING 

 
A. The Administrative Supervisor shall have the overall authority and 

responsibility for Agency training. The Training Coordinator will be 
responsible for the day-to-day supervision of agency operations training 
activities and scheduling and maintenance of the agency training calendar. 
Non-operations job specific training will be coordinated through the 
employee’s supervisor. The Training Coordinator will be responsible for 
training directed to all agency staff.  

 
B. The Functions of Training: 

 
1. Establish, develop, and implement training programs consistent with 

the direction and goals of the Agency. 
 
2. Comply with state training and certification standards and objectives 

set by the Department of Public Safety Standards and Training 
(DPSST), Association of Public Safety Communications Official 
(APCO), User Agencies and WCCCA Standard Operating Guidelines. 

 
3. As needed, formulate, implement, and coordinate communications 

training for new a operations employees and oversee training for 
newly promoted operations employees.  

 
4. Create performance improvements plans (PIP) when warranted to 

correct, with training, employee performance deficiencies to an 
acceptable standard. Trainees as well as career employees may be 
placed on a PIP.  All PIPs must be authorized by the Administrative 
Supervisor. 

• For operations trainees, the Training Coordinator is responsible 
for working with the employee’s supervisor and employee to 
create the PIP and monitoring the employee’s progress.   
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• For career operations employees, the Training Coordinator will 
assist the Operations Supervisor in the creation of the PIP.  The 
Operations Supervisor will be responsible for monitoring the 
career employee’s performance.   

• PIPs for all other personnel will be created and monitored by the 
employee’s supervisor.    
 

 C. Training Calendar 
 

1. The Agency will maintain an electronic annual training calendar to 
consist of Professional Development, High Fidelity and Agency 
training sessions.  Training dates may be canceled and or rescheduled 
due to the demands of the Agency. The Training Calendar shall 
include, but is not limited to, the following topics annually: 

• Telecommunicator in house academy 
• Emergency Medical Dispatching (EMD) 
• Pertinent legislative changes 
• User agency procedural changes approved by TAC 
• Technology improvements/changes 
• Training topics and content geared towards career development 
• Continuity of Operations (COOP) training 
• Ethics (1 hour) 

 
2. Professional Development training: typically up to 8 hours in length 

and is mandatory for all operations personnel (with the exception of 
the Operations Manager). Operations personnel will generally sign-up 
for professional development training on their day off unless the 
employee has been approved to attend on their regular work day by a 
Supervisor. All other employees are welcome to attend based on class 
content and with permission of his/hertheir supervisor unless the class 
is mandatory for all personnel. 

 
3. High Fidelity training: typically up to 4 hours in length and is 

mandatory for all operations personnel (with the exception of the 
Operations Manager). High Fidelity training is used to review, but is 
not limited to standard operating guidelines (SOGs) and Agency 
directives, quality improvement findings, CAD specific updates and 
user agency needs. 
 

4. It is the employee’s responsibility to sign-up by the imposed deadline 
and attend Agency training. Exception: Operations Supervisors are not 
required to sign-up for a class in advance due to staffing issues and 
considerations unless class space is limited. 

a. If an operations employee misses the training class he/she is 
scheduled to attend, it is the employee’s responsibility to notify 
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an Operations Supervisor when the employee reports back to 
work and get rescheduled into any other available training class.  

b. If the operations employee is unable to be rescheduled into 
another available training class, the Training Coordinator will 
be notified via email. 

c. Make-up classes are not guaranteed and should not be relied 
upon to complete mandated training. 
 

 D. Training Materials 
 
   All training materials, to include lesson plans, outlines, handouts, etc., will 

be maintained online or in hardcopy for all Agency conducted training.  
Outside instructors utilized by the Agency will be asked to submit a lesson 
plan and/or training outline to be maintained on file as well. Training 
materials will be maintained according to established retention guidelines. 

 
E. Certification 
  

1. Operations Trainees must complete the required DPSST 
Telecommunicator and EMD Field Training manuals, be CPR/First Aid 
certified, and be certified to work solo at three (3) police radio positions, 
one of which must be SO1/SO2 or Beaverton prior to the Agency 
submitting certification (basic) paperwork to DPSST.  
 

a. Once certified, Operations employees will be required to maintain 
their DPSST certification by obtaining required amount of training 
hours per OAR. 

 
2. Operations employees requesting DPSST Intermediate certification or 

above, will be required to meet all stipulations for that of a Basic DPSST 
certificate and be off of probation prior to the Agency submitting a request 
for advanced levels of certification to DPSST. 

 
2.3. Operations employees will recertify in APCO EMD and LEDS every two 

years. 
  

II INSTRUCTORS 
 

A. Coaches and Temp-up Coaches shall be used as primary Agency instructors 
and shall receive a Coach’s premium per the collective bargaining 
agreement. 

 
B. Non-Coaches may be used to instruct Agency training classes and/or 

prepare training related materials. Non-Coaches, who are represented 
employees, shall receive instructor premium pay (with the exception of Lead 
Dispatchers) per the collective bargaining agreement. 
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C. Non-represented Agency employees and outside instructors may be used to 

instruct Agency training classes and/or prepare training materials as needed 
to meet training needs. 

 
 

III. GENERAL TRAINING 
 

A. All new employees of the Agency will receive the following initial training: 
 

1. Orientation of the Agency’s role, mission, goals, standard operating 
guidelines and administrative directives. 

 
2. Explanation of working conditions, regulations and responsibilities; 

and a description of benefits and rights of employment as determined 
and provided by the Human Resources designee. 

 
IV. TRAINING FOR NEW DISPATCH PERSONNEL 
 
 A. Mandatory training: 
 

 1.   The probationary trainee must be able to achieve the following 
certifications during the first six-months of employment:  First Aid, 
CPR, Law Enforcement Data System (LEDS) and APCO EMD. 

 
  2. In addition, the probationary trainee must be able to successfully 

complete DPSST’s Telecommunicator basic course and field training 
manuals for telecommunicator and EMD within 18-months of hire, per 
OAR 259-008-0025 (1) (b). 

 
B.  The training program for a Calltaker and Police Dispatcher shall consist of: 
 
  1. Agency in-house academy and orientation or equivalent 
  2. EMD, CPR and first aid 
  3. LEDS 
  4. Calltaking 
  5. Police Radio training: Beaverton, City Net, Hillsboro, Sheriff’s office 

(SO1 and SO2) and South Cities. 
  6. Completion of DPSST Tele and EMD field training manuals 

 7. Completion of DPSST Basic Academy 
 
C. The training for a Fire dispatcher shall consist of: 
 
  1. Calltaker/Status (Fire right –FR) duties 
  2. Status (Fire left – FL) duties 
  3. Dispatcher (Fire center – FC) duties 
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V. TRAINING FOR NEWLY APPOINTED/PROMOTED PERSONNEL 
 
 Personnel appointed to a special assignment or promoted into a new position shall 

be provided training commensurate with their new position. Training should take 
place as soon as practical after appointment or promotion.  Newly promoted 
personnel, if applicable, shall meet certification requirements established by 
DPSST and OAR for their new positions. 

 
 
VI. TRAINING RECORDS 
 
 Employee training records will be maintained and stored in accordance with state 

retention guidelines. 
  
 

Approved by CEO Board: 11-15-18 
Implemented: 11-23-18 

Approved by Director Dutra: 11-11-19 
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PROJECT STATUS
Technical Service Status
Technical Services Manager: Ron Polluconi

IT Supervisor: Justin Haines

Updated: September 12, 2023

WCCCA – Technical Services 1

C800 Group

=

09_13_2023
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Activity and Projects:
• All but 1 site is 100% complete. Plan to close out by November 2023 or sooner.
• Pine Farm Facility:

• Have begun the slow process of putting contracts in place for systems and facilities support/maintenance.
• Generating SOW’s and will generate PO’s or contracts for incomplete or defective equipment and facilities 

elements to complete, repair, replace as needed to support long term operations and security.
• Continuing with Member Agency (WCN) Preventative Maintenance. 

• Scheduling is underway and will be based upon a first in first out concept… the agency that was distributed 
new radios first will be offer PM’s first and the last agency distributed radios will be offered PM’s last. If an 
agency declines then will move to the next and reschedule the declining agency into the schedule as best 
fits theirs and our schedule.

• First 4 agencies to be offered PM’s for Mobile and Portable Radios
• Molalla Police – Completed
• Washington County Parks - Completed
• Canby Police – Completed
• Sandy Police – Completed
• Sandy Fire – Pending acceptance
• Milwaukie Police – September 25, 2023
• NEED MORE MID-SIZED AGENCIES TO VOLUTEER/SCHEDULE FOR PM’S

• Conventional Systems are ready to be used but have delayed while working out details for operational use 
procedures.

• DVRS – Initial Programming and Testing is complete and ready for 4 testing systems to be deployed for functional 
confirmation and approval.

• LOFD – Deployed for testing
• Canby FD – Deployed for testing
• Hillsboro FD – Completed programming and delivered for testing
• TVF&R – Completed and in testing

• All but 3 Radio Site PM’s have been completed for WCCCA/Newberg… C800 kicked off July 13, 2023.
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Activity and Projects:
MAJCS Staff and Central Square Technologies Support (CST) will be migrating the CAD system to new servers on 
9/19 and 9/20.
• On 9/19 work will begin at 06:00, the maintenance window will be 8 hours in total. CAD and MDCs will be offline 

for 2 – 4 hours. SQL Replication will be down for 4 – 8 hours
• During the initial 2 to 4 hours ALL CAD services will be offline (CAD, MDC, Paging, LEDS, Rapid SOS, CST 

CLQ, RMS Interfaces, etc.). Dispatch will have access to the USDD backup system for Fire Station 
Alerting. After the initial 2 – 4 hour outage CAD, MDCs, and all interfaces will be online until the 9/20 
maintenance window. Notifications will be sent prior to maintenance work beginning, and when services 
are restored.

• On 9/20 work will begin at 06:00, the maintenance window will be 10 hours in total.  Interfaces will be migrated 
one at a time to minimize system impact.  Fire station alerting, paging, and LEDS will be the highest priority.  
CAD and MDCs will not be affected during this maintenance.  Notifications will be sent prior to maintenance work 
beginning, and when services are restored.

Summary of CAD Version 23 Upgrade:
• The WCCCA MUG group has identified all of the members we need to the MDC UX/Form Design Group.  We 

will be providing documentation to the group and our first meeting will be in October.  Before that meeting I will 
get together a new MDC distro with the new UX enabled and will provide that to the group.

SRO Clear Form update:
• The majority of the form has been completed.  I am awaiting feedback from BVPD to complete the form.  I will 

continue working with the SQL/Data staff at PD agencies that WCCCA serves to re-format the database string the 
SRO clear form writes into CAD.
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ECSU Project Budget Overview – NOT UPDATED due to time 

year end revisions.

WCCCA – Technical Services 408_04_2023

ECSU Project Dashboard Last Revised 8/4/2023  

ECSU Project Budget Overview -0.98% % Under/Over Budget

Project Total Budget Total Committed  Planned

Project Total
Committed + 

Planned
Project Budget 

Remaining Actuals to Date Unspent Balance
64,166,262.60$                      64,561,222.16$   237,500.00$         64,798,722.16$    (632,459.56)$         61,379,816.52$    3,418,905.64$           

Motorola Contract
44,032,004.50$                      42,045,193.18$   -$                        42,045,193.18$    1,986,811.32$       39,496,002.28$    2,549,190.90$           

Microwave (MNI Contract)
2,332,111.10$                        2,234,801.01$      30,000.00$           2,264,801.01$      67,310.09$             2,228,259.18$      36,541.83$                 

Site Construction Total
13,414,764.00$                      14,072,123.85$   63,000.00$           14,135,123.85$    (720,359.85)$         13,877,954.00$    257,169.85$              

Support Projects
4,387,383.00$                        6,209,104.12$      144,500.00$         6,353,604.12$      (1,966,221.12)$     5,777,601.06$      576,003.06$              

 

Major Unplanned Budget Increases/Impacts

Motorola Contract - 706,968.82$        
Performance Bond was not comprehended in Project Budget and 
accumulated change orders 

Round Top Power Line - 171,859.94$        Exceeded Budget due to Rock Clause (directional Boring)

Microwave Networks - 67,310.09$          Shipping was not comprehended in Project Budget

South Saddle Power Line - 211,806.03$        Revised into Project Costs at time of final invoice - Rock Clause

WCCCA Dispatch Center Tower - 257,970.12$        Dispatch Tower not in Project Budget. Originally in Bldg. Budget

GFRC Shelter Vendor Bankruptcy - 283,913.35$        Original Shelter Supplier out of business - Bankruptcy

Architecture and Engineering - 187,387.14$        
Engineering for replacement of Towers at 4 Existing sites and 2 site 
moves/WCCCA Dispatch Site

Project Management - 156,738.82$        
Land Use, Permitting, CV-19, Fires and Ice Storm resulting in delays 
and extending costs.

Replace 4 towers Hwy 26 sites 423,076.33$        Materials and Construction of 4 replacement towers

BOLI Claims 46,941.00$          BOLI revised working classification to respond to field complaint

Equipment Storage Costs 377,983.92$        Project Extended 2 years beyond projection
Total 2,891,955.56$     

 $30,000,000.00  $35,000,000.00  $40,000,000.00  $45,000,000.00  $50,000,000.00  $55,000,000.00  $60,000,000.00

Project Total Budget

Project Total
Committed + Planned

 Actuals to Date

Project Total Budget Project Total
Committed + Planned  Actuals to Date

Budget Analysis $64,166,262.60 $64,798,722.16 $61,379,816.52

Project Budget Analysis
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