











Public Procurement Thresholds
As of March 2006

Dollar Limitations Rules Statutes
Goods or Services (not including public improvements)
Small procurements $5,000 or less Rules set by LCRB 279B.065
Minimum 3 quotes which can be
obtained through informal
Intermediate procurements More than $5,000 and less than $75,001 process (i.e., telephone calls) 279B.070
Minimum 3 quotes which must be
obtained through a written
More than $75,000 and less than $150,001 |solicitation
Formal bidding process required
unless district has a adopted
special procurement rule for this
All Other procurements purchase
Public Improvement Projects 279C
Small procurements $5,000 or less Rules set by LCRB
Written requests for quotes shall
be utilized whenever reasonably
practicable. Written request for
guotes shall include the selection
criteria to be utilized in selecting
Intermediate procurements More than $5,000 and less than $100,001 a Contractor
Contractor must pay prevailing
Subject to Prevailing Wage Rates Project cost exceeds $50,000 wage rates
NOTES:
LCRB - Local Contract Review Board which is now the school district Board of Directors
When soliciting quotes, always maintain a paper record of the contacts made and responses received. In the event you are
unable to acquire 3 quotes, you must document your attempts to solicit 3 quotes and the reasons you were unable to do so.
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GOAL SETTING

Goal-setting helps to define your organization, gives it direction and helps to organize the actions
necessary to reaching the organization's mission. Goals also motivate employees by
communicating what the organization (e.g. department) is striving for as well as providing a
process for recognizing successes and on-going challenges. Goals are a way of supporting
quality and productivity improvement as well as identifying areas where training or resources are
needed.

One of the best ways to remember what goals should include is to remember the acronym
SMART. The more specific the goal, the more likely the organization is to achieve it because it
clearly communicates desired outcomes. Measurable refers to having a way to determine
whether or not the department is making progress toward the goal. There needs to be a way to
clearly define the moment when the goal is achieved (when possible goals should be stated in
quantitative terms). Aggressive but achievable means the goal should stretch department staff
but not be so aggressive that the staff feels defeated from the start. Don't be concerned if a goal
is not immediately achievable. Experience suggests progress will be greater on a goal that is just
beyond reach than one that is too easy to achieve. Relevancy of goals requires that the goal lead
to outcomes that help to accomplish or contribute to the mission of the organization. Time-
bound focuses on tying each goal to a deadline. This element drives both the direction and speed
of how the goal will be achieved.

Examples of goals (not necessarily for HR departments):
1. Objective: Improve test scores

Goal: Increase fifth-grade math scores 5 percent over last year's scores by the end of the
2008-09 school year.

2. Objective: Increase teamwork

Goal: Develop and seek opportunities for collaboration with colleagues. Create one new
lesson or activity collaboratively with other staff to be delivered by the end of first
semester and evaluate its effectiveness.

A possible HR department goal statement:
Objective: Recruit, retain and develop high quality teachers.

Goal: For the 2008-09 teaching year, ensure that every new teacher is evaluated in
accordance with the Professional Growth and Evaluation Program; retain 90 percent of
first-year teachers who meet Developing Basic or Proficient; retain 90 percent of second-
year teachers who meet Proficient and retain 90 percent of third-year teachers who meet
Proficient or exceed Distinguished standards.

or

Exhibit C E-7



Goal: For the 2008-09 teaching year, ensure that every new teacher is evaluated in
accordance with the Professional Growth and Evaluation Program and increase the
retention of first-year teachers who meet Developing Basic or Proficient by 5 percent
over 2007-08; increase the retention of second-year teachers who meet Proficient
standard by 5 percent over 2007-08; and increase the retention of third-year teachers who

meet Proficient or exceed Distinguished standards by 5 percent over 2007-08.
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166-400-0050

Personnel Records

Note: Inclusion of a records series in this schedule does not require the series be created. If a record is created electronically,
it can be retained in electronic format only as long as the retention period is 99 years or less

(1) Affirmative Action Records
Records document school, district, and ESD compliance with the statutes and regulations of the U.S. Equal Opportunity
Commission dealing with affirmative action. Records may include but are not limited to plans, updates, policy statements,
reports, and supporting information. SEE ALSO Equal Employment Opportunity Commission Compliance Records in this
section.
Minimum retention: (a) Retain plans, updates, and policy statements:-Permanent

(b) Retain all other records: 3 years

(2) Benefits Continuation Records

Records document notifications to employees or dependents informing them of their rights to continue insurance coverage
after termination of during disability or family leave. Continuation may be under COBRA or another provision. Notice is
also sent to a third party administrator who administers the extended coverage. The records typically consist of notices sent
and correspondence. Records may be filed with the Employee Benefits Records or Employee Personnel Records. SEE ALSO
Employee Payroll Records in the Payroll section.

Minimum retention: 3 years after employee separation of eligibility expired

(3) Collective Bargaining Records
Records document the negotiations and contractual agreements between a school, district, or ESD and an employee
bargaining unit. Records may include but are not limited to union contracts and amendments; tentative agreements;
arbitrator’s recommendations; negotiation work notes; strike contingency plans; management counter proposals; negotiation
updates; newspaper clippings; press releases; research background material; employee classification printouts; minutes,
sound recordings, and exhibits; published manuals; and related correspondence and documentation.
Minimum retention: (a) Retain contracts: 75 years after contract expires

(b) Retain all other records: 6 years after contract expires

(4) Comparable Worth Study Records

Records documenting the analysis, study, and resolution of pay equity, alleged job discrimination, and related issues
involving the agency and its employees. May include job content questionnaire summaries, position allocation reports,
personnel reclassification studies, job category listings, study outlines, graphs, tables, and significant related records.
Minimum retention: (a) Retain final study or report: Permanent

(b) Retain all other records: 5 years

(5) Compensation Plan Records
Records document the development, operation, and maintenance of the school, district, or ESD’s personnel compensation
plans. Records include compensation plans; salary surveys; merit matrixes; pay range tables; and related correspondence and
documentation.
Minimum retention: (a) Retain compensation plans: 20 years

(b) Retain pay range tables, merit matrixes: Until superseded

(c) Retain all other records: 3 years

(6) Criminal Background Check Records
Records document the pre-employment or periodic criminal record check made on prospective or current staff, faculty, and
volunteers by schools, districts, or ESDs. Records include but are not limited to a Fingerprint-Based Criminal History
Verification form documenting the result of a criminal history background check coordinated by the Oregon Department of
Education through the FBI and Oregon Law Enforcement Data System (LEDS). The form includes name and other personal
identifying information, indication of existence or absence of criminal record, and related documentation. Records may be
retained as part of the Employee Personnel Record.-SEE ALSO Employee Personnel Records and Recruitment and Selection
Records in this section.
Minimum retention: (a) Retain background check logs until superseded or obsolete

(b) Retain fingerprint cards until return of card or receipt of investigation findings

(c) Retain all other records 90 days, destroy
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(7) Disciplinary Action Records
Records documenting termination, suspension, progressive disciplinary measures, and other actions against employees. May
include statements, investigative records, interview and hearing records, findings, and related records. May be filed with
Employee Personnel Records.
Minimum retention: (a) Retain investigations resulting in termination: 10 years after employee separation

(b) Retain investigations resulting in disciplinary action or exoneration: 3 years after resolution

(c) Retain unfounded investigations: 3 years

(8) Drug Testing Records
Records document the testing of current and prospective employees for controlled substances prohibited by policy,
procedure, or statute. Records may include but are not limited to the documentation of test results, the collection process, the
random sample process, and those documenting the decision to administer reasonable suspicion drug testing.
Minimum retention: (a) Retain positive test results: 5 years

(b) Retain negative test results: 1 year

(9) Employee Benefits Records
Records document school, district, or ESD individual employee benefit information such as selection of insurance plans,
retirement, pension, and disability plans, deferred compensation plans, and other benefit program information. Records may
include but are not limited to plan selection and application forms, enrollment records, contribution and deduction
summaries, personal data records, authorizations, beneficiary information, and related documentation. Records may be filed
with the individual Employee Personnel Record. SEE ALSO Employee Payroll Records in the Payroll Records section.
Minimum retention: (a) Retain PERS enrollment records, official copy: 75 years after date of hire

(b) Retain all other records: 3 years after employee separation or eligibility expired

(10) Employee Medical Records
Records document school, district, or ESD individual employee work related medical history. These records are not
personnel records and must be kept physically separate from employee personnel records—in a separate location, as
required by the Americans with Disabilities Act. Records may include but are not limited to medical examination records
(pre-employment, pre-assignment, periodic, or episodic), X-rays, records of significant health or disability limitations related
to job assignments, documentation of work related injuries or illnesses, hearing test records, hazard exposure records, drug
testing records, first-aid incident records, physician statements, release consent forms, and related correspondence. SEE
ALSO Hazard Exposure Records in this section.
Minimum retention: (a) Retain hazard exposure records: 30 years after separation [per 29 CFR 1910.20]

(b) Retain all other records: 6 years after separation

(11) Employee Personnel Records

Records document school, district, and ESD individual employee work history. Records may include but are not limited to

applications; notices of appointment; training and licensure (certification) records; records of health limitations; in service

training records; salary schedules; tuition reimbursement records; personnel actions; performance evaluations; teacher
evaluation reports; letters of commendation and recommendation; letters of reprimand; notices of disciplinary action; notices
of layoff; letters of resignation; home address and telephone disclosures; emergency notification forms; oaths of office;
grievance and complaint records; pension, retirement, disability, and leave records; and related correspondence and
documentation. SEE ALSO Criminal History Check Records, Recruitment and Selection Records, Employee Medical

Records, and Employee Benefits Records in this section.

Minimum retention: (a) Retain employment applications (most recent and first successful), teacher licensure (certification
records, personnel actions, oaths of office, home address/telephone disclosures, emergency
notification form (most recent): 75 years after date of hire

(b) Retain grievance, complaint, and disciplinary records: 3 years
(c) Retain all other records: 3 years after separation

(12) Employment Eligibility Verification Forms (1-9)

Records document the filing of U.S. Immigration and Naturalization Service Form I-9 form which verifies that an applicant
or employee is eligible to work in the United States. Information includes employee information and verification data such as
citizenship or alien status and signature, and employer review and verification data such as documents which establish
identity and eligibility, and employer’s signature certifying that documents have been checked.

Minimum retention: 3 years or 1 year after employee separation, whichever is longer (8 CFR 274a-2)
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(13) Employee Recognition Records

Recognition of employees for special service to the agency. May include service awards, recognition certificates,
commendations, award nominations, lists of past recipients, and presentation or ceremony records and photographs. Some
records in this series may have historic value. For appraisal assistance contact the Oregon State Archives. SEE ALSO
Employee Suggestion Award Records in this section.

Minimum retention: 6 years

(14) Employee Suggestion Award Records
Records documenting an employee suggestion program where employees may submit suggestions that improve
effectiveness, efficiency, and economy in agency operations. Employees may receive awards for adopted suggestions.
Records may include suggestion forms and evaluations, award information, and related documentation. SEE ALSO
Employee Recognition Records in this section.
Minimum retention: (a) Retain adopted suggestions: 2 years

(b) Retain suggestions not adopted: 1 year

(15) Equal Employment Opportunity Commission Compliance Records
Records document school, district, or ESD compliance with the U.S. Equal Employment Opportunity Commission
regulations. Records may include but are not limited to reports; anti-discrimination committee meeting records and reports;
workplace analyses; discrimination complaint policies and procedures; complaints; reports; exhibits; withdrawal notices;
copies of decisions; hearings and meeting records; report listing number of employees by gender, race, and job classification;
and related correspondence and documentation. SEE ALSO Affirmative Action Records in this section.
Minimum retention: (a) Retain plans, updates, and policy statements: Permanent

(b) Retain complaint records and documentation: 3 years after final decision issued

(c) Retain all other records: 3 years

(16) Grievance Records

Records document grievances brought by or against employees of schools, districts, or ESDs. Records may include but are
not limited to notice of grievance; informal discussion notes; format hearing notes (including audio tapes): final summary
statements or reports; private arbitrator or Employment Relations Board rulings; correspondence; and supporting
documentation.

Minimum retention: 3 years

(17) Hazard Exposure Records

Records document a school, district, or ESD employee’s exposure to hazardous conditions such as chemicals, toxic
substances, blood-borne pathogens, biological agents, bacteria, virus, fungus, radiation, noise, dust, heat, cold, vibration,
repetitive motion, or other dangerous work related conditions. These records are not personnel records and should be
maintained in an Employee Medical File. Records may include but are not limited to hearing test records, radiation
measurement records, blood test or other laboratory results, incident reports, first-aid records, X-rays, work station air
sampling reports, and correspondence. SEE ALSO Employee Medical Records in this section.

Minimum retention: 30 years after separation (per 29 CFR 1910.20)

(18) Layoff, Dismissal, and Non-Renewal Records

Records document the procedures and computations used in laying off, dismissing, or non-renewal of contracts of school,
district, and ESD employees. Records may include but are not limited to service credit computations, service credit lists,
layoff ranking lists, layoff notice letters, employee layoff election forms, documentation in support of action taken, and
related correspondence.

Minimum retention: 3 years after final disposition

(19) Personnel Research Records
Records document the study and analysis of personnel issues such as comparative salary, pay equity, collective bargaining,
fringe benefits, manning standards, minimum qualifications, recruitment, training, job discrimination, and related issued
involving the school, district, or ESD and its employees. Records may include but are not limited to questionnaires, data,
summary reports, studies, surveys, and related documentation.
Minimum retention: (a) Retain final study or report: Permanent

(b) Retain all other records: 5 years
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(20) Photo Identification Records

Photographs and other records used to identify agency employees, private security personnel, contract workers, and others.
May include photographs taken for agency identification cards, driver’s license photographs, and information such as name,
date of birth, physical description, identification number, driver’s license number, and other data.

Minimum retention: Until superseded or obsolete

(21) Position Description and Classification Records

Records document job descriptions and the studies and evaluations of school, district, or ESD positions to determine if
reclassification is appropriate. Records may include but are not limited to current and new job descriptions, organizational
charts, classification specifications, desk audits, classification review reports, and related correspondence and documentation.
Minimum retention: 3 years after superseded or obsolete

(22) Recruitment and Selection Records
Records document the recruitment and selection of agency employees. Records may also document the recruitment and
selection of contracted service providers such as attorneys, auditors, insurance agents, labor consultants, and others. Records
may include but are not limited to job announcements and descriptions, applicant lists, applications and resumes, position
advertisement records, civil service and other examination records, classification specifications, affirmative action records,
interview questions, interview and application scoring notes, applicant background investigation information, letters of
reference, civil service records, position authorization forms, certification of eligibles, recruitment summary records (job
announcement, position description, documentation relating to the announcement and test, and test items and rating levels),
and related correspondence and documentation. SEE ALSO Employee Personnel Records and Employment Eligibility
Verification Forms (I-9) in this section.
Minimum retention: (a) Retain announcement records, position description, and records documenting creation of test and
rating scale 10 years
(b) Retain unsolicited applications and resumes 3 months if not returned to solicitor
(c) Retain unsuccessful applications and other records 3 years after position filled or recruitment
cancelled

(23) Teacher Registration and Licensure (Certification) Records
Records document the registration and licensure (certification) of school teachers, including substitute teachers. Records may
include but are not limited to licensure (certification) records which list teacher name, type of license (certificate), date of
licensure (certification), salary, days taught; Oregon Department of Education licensure (certification) reports which list type
of license (certificate), teacher, and district; and related documentation. Early records may include county superintendent
administered examination results, copies of examinations, and teacher salary information. SEE ALSO Employee Personnel
Records in this section.
Minimum retention: (a) Retain licensed (Certificated) Personnel Reports: 2 years after school year in which records were
created
(b) Retain substitute teachers records: 1 year after school year in which records were created
(c) Retain all other records: 75 years after date of hire

(24) Training Program Records

Records document the design, implementation, and administration of training programs and opportunities provided to school,
district, and ESD employees, including in service training for faculty. Records may include but are not limited to class,
workshop, or conference descriptions; instructor certifications; planning documentation; instructional materials; course
outlines; class enrollment and attendance records; training certification forms; and related correspondence and
documentation.

Minimum retention: 3 years after school year in which records were created

(25) Volunteer Program Records
Records document the activities and administration of volunteer programs in the school, district, or ESD. Records may
include but are not limited to volunteer hour statistics; volunteer program publicity records; insurance requirement records;
volunteer training and orientation records; inactive volunteer files; and related correspondence and documentation.
Minimum retention: (a) Retain volunteer worker records: 3 years after separation

(b) Retain all other records: 5 years
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(26) Wellness Program Records

Records document the development, operation, and activities of a school, district, or ESD wellness program. Records may
include but are not limited to program statements, health and safety surveys, committee minutes, newsletters, and related
correspondence and documentation.

Minimum retention: 3 years after school year in which records were created
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EXHIBIT E — PREVENTIVE MAINTENANCE SCHEDULE

An example of recommended frequencies for a variety of equipment and/or building systems is shown
below. To start a preventive maintenance program, use the manufacturer’s recommendations for
frequency of service.

Exhibit E

Change unit ventilator filters Monthly
Service emergency generators Weekly
Service air compressors Monthly
Check and clean roof drains Quarterly
Check and calibrate domestic water .

Daily
treatment systems
Service and replace anodes in kitchen Annually
steamers
Inspect and service roof top fan motors
and belts Quarterly
Inspect and clean interior of air handling Annually

units

Clean and inspect drain pans, drains and || Annually (start of

traps each cooling season)
Ilir]:fsr.)ect and service elevators and chair Quarterly
Conduct thorough roof inspections Semi-annually

Change air handler filter and service unit || Quarterly

Lubricate fan shaft sleeve bearings Semi-annually

Grease pump bearings Semi-annually
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Developing a Preventive Maintenance Program — Suggested Steps

YV V.V V V V

Y

Y

Develop a list of all equipment, including model #s, sizes, etc.

Establish an equipment numbering system and number all equipment.

Develop a PM program for each piece of equipment (use the manufacturer’s recommendations).
Provide detailed PM instructions and training to all maintenance mechanics.

Determine and secure parts and supplies needed for PM.

Secure and maintain operations and maintenance catalogues on all equipment (store in a
common location, which is accessible to all maintenance mechanics).

Ensure mechanical and architectural drawings (“‘as-built drawings) are available and all
maintenance mechanics have access to them and the ability to understand how to read them.

Require all drawings to be revised as changes are made or inaccuracies are discovered.
Maintain equipment history (record PM and reactive maintenance performed of all equipment).

Review equipment history to understand the trends and to recommend budgeted planned
improvements.

Publish weekly PM work schedules and review with the O & M staff.
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WORK ORDER SYSTEM

Primary users of a work order system generally fall into two categories: Initiators (personnel making the request)
and recipients (facilities management staff).

Workflow-maintenance needs are generally identified at a district facility level. The information required to
request a work order includes:

>

YV V V V VYV

A\

>

Contact name: A person in the facilities department to contact about the work order
Contact phone: The telephone number of the contact person

Contact e-mail: The e-mail address of the contact person

Room number/location: The building, room, or other site where the work is to be performed
Work requested: A brief description of the work to be performed

Job type: Carpentry, custodial, electrical, environmental, glazing, grounds, maintenance, heating,
masonry, new construction, painting, plumbing, roofing, supplies, systems, or vehicles

Urgency: This is generally a yes/no indicator as to whether the work requested is urgent; you may also
want to consider a “pick list”” such as urgent, routine, preventative.

Requested completion date: Date the initiator would like to have the job completed.

Upon submission of the work order to the maintenance department, the following steps should occur:

>
>
>

YV V V V

Job number assigned: A unique number that identifies this work order
Date received: Date stamp the work order to verify when it is received by maintenance

Entry user: ldentity of the person entering the work order request (authorized individual entering data
into computerized system)

Work person: Identify the person assigned to this work order
Scheduled date: Date the work is to be performed
Work order priority: Emergency, routine or preventive
Status code:
O (Open) — the work order has not yet been assigned
A (Assigned) — the work order has been assigned to a worker and is in process
C (Completed) — the work order has been completed
R (Reopened) — the work order was completed and has been reopened
D (Deferred) — the work order will not be assigned until a future date

Comments: add any additional instructions or guidance related to this work order that you deem
necessary or appropriate.

After assignment and scheduling information is entered, the work order record should be updated in
the computer system so the individual initiating the work order request can review the status of their
request. Time and materials information may or may not be entered on each work order but should
be tracked within the system used.
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SWOT ANALYSIS

The SWOT analysis is an extremely useful tool for understanding and decision-making for all
sorts of situations. SWOT is an acronym for Strengths, Weaknesses, Opportunities, and Threats.
A SWOT assessment is a subjective assessment of data which is organized by the SWOT format
into a logical order that helps understanding, presentation, discussion and decision-making. The
four dimensions are a useful extension of a basic two heading list of pro’s and con’s.

SWOT analysis can be used for all sorts of decision-making, and the SWOT template enables
proactive thinking, rather than relying on habitual or instinctive reactions. Strengths and
weaknesses are essentially internal to the organization and relate to matters concerning resources
and programs. Opportunities and threats are essentially external to the organization.

Definitions

Strengths: A successful application of a competency or exploitation of a critical factor to
develop competitiveness.

Weaknesses: An unsuccessful application of a competency or the non-exploitation of a critical
factor that diminishes competitiveness.

Opportunities: An external condition that could positively impact critical performance
parameters and improve competitive advantage provided positive action is taken in time.

Threats: An external condition that could negatively impact critical performance parameters and
diminish competitive advantage provided positive action is not taken in time.

The attached SWOT template includes sample questions, whose answers are inserted into the
relevant section of the grid. The questions are examples, or discussion points, and obviously can
be altered depending on the subject of the SWOT analysis.

It is extremely important that you clearly identify the subject of a SWOT analysis, because a

SWOT analysis is a perspective of one thing, be it a company, a product, a proposition, and idea,
a method, or option, etc.
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SWOT Analysis Template State what you are assessing here. Please note that these criteria examples relate to assessing a new business venture or proposition. Many listed
criteria can apply to other quadrants, and the examples are not exhaustive. You should identify and use any other criteria that are appropriate to your situation.

criteria examples

Market developments?

Competitors' vulnerabilities?
Industry or lifestyle trends?
Technology development and
innovation?

Global influences?

New markets, vertical, horizontal?
Niche target markets?
Geographical, export, import?

New USP's?

Tactics: eg, surprise, major contracts?
Business and product development?
Information and research?
Partnerships, agencies, distribution?
Volumes, production, economies?
Seasonal, weather, fashion
influences?

criteria examples Strengths weaknesses criteria examples

Advan_tgges of proposition? Disadvantages of proposition?

Capablll'tl.es? Gaps in capabilities?

Com|pet|t|ye advantages? Lack of competitive strength?

USP's (unique selling points)? Reputation, presence and reach?

Resources, Assets, People? Financials?

Experience, knowledge, data? Own known vulnerabilities?

Financial reserves, likely returns? Timescales, deadlines and

Marketing - reach, distribution, pressures?

awarent_ess? Cashflow, start-up cash-drain?

Innoyatlve aspects? ' Continuity, supply chain

Location and geographical? robustness?

Price, \(alu_e, quallty_?_ _ Effects on core activities,

Accreditations, qualifications, distraction?

certifications? Reliability of data, plan

Processes, systems, IT, predictability?

communlcat_lons_? ‘ Morale, commitment, leadership?

Cultural, attitudinal, behavioural? Accreditations, etc?

Management cover, succession? Processes and systems, etc?

Philosophy and values? Management cover, succession?
opportunities threats criteria examples

Political effects?

Legislative effects?
Environmental effects?

IT developments?

Competitor intentions - various?
Market demand?

New technologies, services, ideas?
Vital contracts and partners?
Sustaining internal capabilities?
Obstacles faced?
Insurmountable weaknesses?
Loss of key staff?

Sustainable financial backing?
Economy - home, abroad?
Seasonality, weather effects?
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