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LOWER ELKHORN NATURAL RESOURCES DISTRICT 

PERSONNEL POLICY 

 

GENERAL INFORMATION TO EACH EMPLOYEE 

 

This is your handbook, designed to acquaint you with the Lower Elkhorn Natural Resources 

District, its benefits, opportunities, and personnel policies. 

 

It highlights the district's programs with a loose leaf feature provided for changes and 

additions. Replacement pages will be supplied when changes are made. You are encouraged 

to keep your handbook up-to-date and refer to it as needed. 

 

Although every attempt has been made to accurately present the major provisions of each 

employee benefit, it should be recognized that the terms and conditions of all district and 

insurance policies and contracts will prevail. In addition, certain changes may be made with 

regard to personnel policy and although attempts will be made to keep the handbook current, 

it may not always be possible. 

 

If you have any questions relating to your job or benefits that this handbook does not 

provide, please do not hesitate to contact your supervisor. 

 

Welcome to the Lower Elkhorn Natural Resources District. You have joined the team of 

"Natural Resources Management" for a very important job. Your position is very important 

to the future of Nebraska. 

 

LOWER ELKHORN NATURAL RESOURCES DISTRICT 

 

This NRD is one of 23 Natural Resources Districts in Nebraska. The NRD's are a political 

subdivision of state government and were created by the Legislature in 1972. NRD's were 

formed using drainage boundaries of the 12 major river systems in Nebraska. Lower Elkhorn 

NRD covers all or part of 15 counties in the Northeast part of the state. All NRD's have 

responsibilities in the area of soil and water conservation in addition, there are many 

programs of forestry, wildlife, water quality and related information and education efforts. 

The NRD's are considered multipurpose agencies that function at the "Grassroots Level of 

Government". NRD's levy up to 4.5 cents per 100 dollars of actual property value. 

 

The Lower Elkhorn NRD is dedicated to the orderly development and conservation of our 

natural resources. In 1972, the Nebraska Unicameral enacted statutes which consolidated 

over 150 conservation organizations and related special purpose districts into 24 NRD's. 

These NRD's were formed with boundaries that follow major drainage basins in Nebraska. 

The idea of local control has worked with increased effectiveness in Nebraska for many 

years. 
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The NRD is an example of local control and although it functions as a political subdivision of 

the state, the NRD is the major source of assistance (funding) to landowners in conservation 

and development work. 

 

ORGANIZATION OF THE DISTRICT 

 

The 15 member Board of Directors of the Lower Elkhorn NRD are placed in office through 

the general election process to establish management policy. These directors represent a 

cross section of general public and be they farmers, ranchers, businessmen, educators or 

housewives --represent the community's interest in conservation meeting once a month for 

regular business (and once or twice for subcommittee work). They not only make the 

decisions about conservation programs at the local level, but also use their judgment and 

experience in adapting state and national programs to local conditions. 

 

Day to day conservation programs and projects are managed by a full-time professional staff 

under direction of a General Manager. The Lower Elkhorn NRD works closely with several 

state and federal agencies to insure proper conservation efforts for the people they serve. One 

key agency is the Natural Resources Conservation Service (NRCS) which provides technical 

and planning assistance to the NRD. NRD/NRCS Programs Assistants are located in Battle 

Creek (Madison County), West Point (Cuming County), Wayne (Wayne County), Pierce 

(Pierce County) and Stanton (Stanton County) and assist the NRCS staff with day to day 

conservation planning and various aspects of their workload. 

 

Refer to organizational flowcharts for specific information regarding board and staff. 
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PERSONNEL POLICY - 1 - AGE DISCRIMINATION 
 

 

It is the policy of the Lower Elkhorn NRD that there will be no discrimination against an 

employee on the basis of age. All employees shall be judged and reviewed on the same 

criteria, including ability to perform his or her job, job experience, attention to the job's 

requirements, and the general competence to complete his or her employment. 



 
 May 2015 

 

PERSONNEL POLICY - 2 - ALCOHOL AND DRUG FREE 

WORKPLACE POLICY 
 

 

The District is committed to providing an employment environment that is safe and provides 

appropriate motivation to insure a creative and productive work force.  To this end, the 

District unequivocally endorses the philosophy that the workplace should be free from the 

detrimental effects of illicit drugs and/or alcohol.  To insure worker safety and workplace 

integrity, the District prohibits the illegal manufacture, possession, distribution or use of 

controlled substances in the workplace by its employees. 

  

In an effort to bring about a "Drug-Free Nebraska" and to assure employees of the District a 

workplace free from illegal drugs and their effect, the District will implement the following 

Drug-Free Workplace Policy. 

  

A.     Scope:  Applicable to all District employees. 

  

B.     Policy:  It is unlawful to illegally manufacture, distribute, dispense, possess, be under 

the influence of, or use a controlled substance in the workplace.  It is also against District 

policy to be impaired due to alcohol in the workplace.  The District therefore, establishes a 

Drug-Free Workplace Policy for its employees. 

  

C.     Procedures: 

  

 a.      All employees and each new hire will receive a copy of this policy. 

  

 b.      Each employee will receive a drug abuse awareness form which will state it is 

unlawful to illegally manufacture, distribute, dispense, possess, be under the influence of, or 

use a controlled substance in the workplace.  It will also state that it is against District policy 

to be impaired due to alcohol in the workplace.  Each employee will sign and date this 

statement certifying that he/she: 

  

  i.     Understands and will abide by the Drug-Free Workplace Policy; and 

  

  ii.     Has knowledge of disciplinary actions which may be imposed for 

violations of the Drug-Free Workplace Policy. 

  

The signed and dated statement will be forwarded to the General Manager who will also sign 

and date, then will forward it to the individual in charge of personnel records.  The signed 

and dated statement will be permanently maintained in the employee's personnel file. 

  

 c.      Periodically employees will receive drug abuse awareness training.  New hires 

will receive the training within the first six months of the date of hire.  This training shall  
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include: 

  

   i.     A definition of drug abuse; 

  

  ii.     Information on specific drugs and the effects of drug abuse. 

  

  iii.     Dangers of drug abuse in the workplace; 

  

  iv.     Availability of counseling and treatment services; and 

  

  v.     Disciplinary actions, which may be imposed on employees for violations 

of this policy. 

  

D.     If an employee violates the Drug-Free Workplace Policy, disciplinary action may be 

imposed according to established rules, regulations and employment policies of the District 

or applicable labor agreement. 

  

E.      If an employee is convicted of violating any criminal drug or alcohol statute while 

employed by the district, he or she will be subject to discipline up to and including 

termination.  Alternatively, the District may require the employee to successfully finish a 

drug abuse program sponsored by an approved private or governmental institution. 

  

F.      An employee is required to report within five days any criminal drug or alcohol statute 

conviction to his or her immediate Supervisor. The Supervisor will immediately report such 

conviction to the General Manager or the Chairperson of the District. 

  

G.     If the District is a grantee of federal funds, the District shall notify the federal grant 

agency within ten days after receiving notice of an employee's drug statute conviction. 
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PERSONNEL POLICY - 3 - ANNUAL LEAVE 
 

 

Annual leave is accrued by full time or full time temporary employees throughout their 

working career with the Lower Elkhorn Natural Resources District which will start to accrue 

during the first month following the initial date of employment, based on the following: 

 

0 to 4 years of employment will accrue 12 days per year or 8 hours per month  

5 years to 9 years will accrue 13.5 days per year or 9 hours per month.  

10 years to 14 years will accrue 18 days per year or 12 hours per month 

15 years to 19 years will accrue 20 days per year or 13.33 hours per month (adjustments  

made quarterly) 

20 years and over will accrue 24 days per year or 16 hours per month 

 

Annual leave may be taken in one-half hour increments if desired. Annual leave may be 

accumulated up to a maximum of 240 hours (30 days). Any annual leave accumulated in 

excess of 240 hours as of January 1 of each year is forfeited. Annual leave shall be recorded 

and if a staff member resigns or is terminated for any reason, the accrued time will be paid 

according to the current hourly rate for that employee. 

 

Exempt employees, such as the General Manager and Assistant Managers, will accrue annual 

leave on the same basis as the full time or full time temporary employees.  Such annual leave 

may be taken in one-half day increments. Exempt employees may not be docked for annual 

leave for absences from work for less than one day. However, the district may discipline 

exempt employees who are frequently absent from work or who do not meet the District's 

expectations as to their job performance. "Frequent absences," as it applies to those absences 

from work for less than one day, shall be as determined by the Board of Directors. 

 

Annual leave for exempt employees may be accumulated up to a maximum of 30 days. Any 

annual leave in excess of 30 days as of January 1 of each year is forfeited. Annual leave shall 

be recorded and if an exempt employee resigns or is terminated for any reason, the accrued 

time will be paid according to an hourly rate equivalent to the salaried employee's rate of 

pay. For example: 

 

Annual Salary = $30,000 

Total work hours in a normal week year = 2080 (52 weeks x 40 hours) Hourly wage $14.42 

15 days annual leave accrued x 8 hours = 120 hours 

Annual leave (departure pay) $14.42 x 120 hours = $1730.40 

 

Regular part-time staff will accrue leave in proportion to the percentage of time they work 

compared to full time, per month on an annual basis that is considered paid annual leave. For 

example, 6 hours per day would accrue 6 hours annual leave per month. Annual leave may be 

taken in 1 hour increments if desired. Annual leave may accumulate, up to a maximum in  
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proportion to the percentage of time they work compared to full time. Any annual leave in 

excess of that proportion as of January 1 of each year is forfeited. Annual leave shall be 

recorded and if the regular part time staff member resigns, or is terminated for any reason, 

the accrued time will be paid in the same manner as a full time employee. 

 

Part-time employees, other than regular part time staff, are not eligible for annual leave time 

or pay. 

 

Employees may take annual leave as it accrues, as set forth herein and for personal necessity 

leave. However, employees are encouraged to plan time away from work. The General 

Manager shall schedule annual leave taking into account the needs of the district, the 

employee's requests and seniority. Annual leave shall not be scheduled for more than two 

weeks (10 working days) at a time. Special considerations may be permitted and approved by 

the General Manager. 
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PERSONNEL POLICY - 4 - BENEFITS 
 

 

This plan is designed to help cushion you (and your family members) against substantial 

hospitalization and medical care costs. The plan is not designed to pay all of your medical 

costs, but rather provide financial assistance for major costs in case of sickness or accidents. 

 

Group Medical Plan - The Nebraska Association of Resources Districts administer our 

medical plan.  Claim forms are available through the district office. All full time, full time 

temporary and regular part-time employees working 30 hours or more per week on a yearly 

average, seasonal employees exempt, are eligible to participate in the Group Health Plan. 

Participation is optional. You may begin participation one month after the date of 

employment. The district will pay 100% of the cost of the employee only health insurance 

and 67% of the cost of the additional health insurance coverage of the employee's choosing 

(children, spouse, family). If employee eligible for this benefit see Attachment A. 

 

Life Insurance/Accidental Death and Dismemberment - This plan is a life coverage, 

accidental death and dismemberment package. All full time, full time temporary and regular 

part-time employees working 36 hours or more per week, seasonal employees exempt, are 

eligible to participate in this benefit. If employee eligible for this benefit see Attachment B. 

 

Group Dental Plan - This plan is intended to assist you in paying the cost of dental care and 

to encourage regular preventive and maintenance care. All full time, full time temporary and 

regular part-time working 30 hours or more per week on a yearly average, seasonal 

employees exempt, are eligible to participate in the Group Dental Plan. If employee eligible 

for this benefit see Attachment C. 

 

Long Term Disability - All full time, full time temporary and regular part-time employees 

working 36 hours or more, seasonal employees exempt, are eligible for this coverage after 

you are employed 30 days with the District. If employee eligible for this benefit see 

Attachment D. 

 

Vision Care Plan - The Nebraska Association of Resources Districts administers our vision 

care plan.  Claim forms are available through the district office.   This plan is a full vision 

care plan for examination, lenses, frames, and professional services.  All full time, full time 

temporary and regular part-time working 30 hours or more per week on a yearly average, 

seasonal employees exempt, are eligible to participate in the Vision Care Plan. If employee 

eligible for this benefit see Attachment E. 

 

Retirement Plan - Our Retirement Plan is offered by the Nebraska Association of Resources 

Districts. All full time, full time temporary and regular part time employees working 36 

hours or more, seasonal employees exempt, are eligible for this benefit. The participation in 

this benefit is mandatory six months after your date of employment. An annual update and  
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review of your plan will be provided to you.  If employee eligible for this benefit see 

Attachment F. 

 

NARD 457 Deferred Compensation Plan - This plan is a Deferred Compensation Plan in 

order to enable employees covered by the plan to enhance their retirement security. All full 

time, full time temporary and regular part-time employees working 36 hours or more per 

week, seasonal employees exempt, are eligible to participate in the NARD 457 Deferred 

Compensation Plan. If employee eligible for this benefit see Attachment G. 

 

Flexible Benefit Plan (Cafeteria Plan) and Dependent Care Assistance Program - The 

Lower Elkhorn Natural Resources District has established a Flexible Benefit Plan under 

Section 125 of the Internal Revenue Code of 1986.  The purpose of the plan is to provide 

eligible employees the opportunity to use pre-tax dollars to purchase medical insurance and 

flexible spending benefit programs according to their individual needs and the cost of 

dependent care expenses.  All full time, full time temporary and regular part-time employees 

working 36 hours or more per week, seasonal employees exempt, are eligible to participate in 

the Flexible Benefit Plan. If employee eligible for this benefit see Attachment K. 

 

AFLAC Supplemental Insurance – The participation in this plan is the prerogative of the 

employee with various supplemental insurance packages offered.  If employee eligible for 

this benefit see Attachment L. 
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PERSONNEL POLICY - 5 - BEREAVEMENT LEAVE 
 

When there is a death of an immediate family member, leave may be granted by the General 

Manager to the bereaved employee, not to exceed three days. Such use of bereavement leave 

will not count against the accrued annual or sick leave. 

 

"Immediate family members" shall be limited to the parents, grandparents, grandchildren, 

spouse, children, brothers or sisters of the employee, or any relative living in the immediate 

household of the employee or a person similar by adoption or by marriage. 

 

In addition, bereavement leave of one day may be granted by the General Manager for aunts, 

uncles, first cousin, nephew, niece, or a person of similar relationship by adoption or by 

marriage. Such use of bereavement leave will not count against the accrued annual or sick 

leave. 

 

The use of bereavement leave may not exceed five days per calendar year. 

 

Employees may use additional days of earned annual or sick leave credit in one fiscal year 

for the death of an immediate family member when the number of days of absences exceed 

authorized bereavement leave. 
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PERSONNEL POLICY - 6 - CONTINUATION OF COVERAGE 
 

In accordance with Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 

each participant in the currently offered NARD group medical and dental plan has the right 

of continuation of benefits.  If employee eligible for this benefit see Attachment H. 
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PERSONNEL POLICY - 7- EMPLOYEE DRESS/DISTRICT PROVIDED 

APPAREL 
 

Appropriate dress for the work setting is dependent on the environment, requirements of the 

job, and contact with the public. 

 
Employees are allowed a $20.00 credit per fiscal year toward the purchase of district 

provided apparel, with branded NRD logo, from designated suppliers. Any amount over the 

$20.00 is the responsibility of the employee. The employee may bank the $20.00 credit per 

fiscal year up to five years or $100.00 for the purchase of a higher priced item such as a 

jacket 

 

Maintenance employees and interns, or other employees performing outside work, will be 

provided safety colored branded NRD logo clothing at no cost to the employee. Additional 

branded NRD logo apparel for the Recreation Area Superintendent and Assistant may be 

provided with no cost to the employee with General Manager approval. 
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PERSONNEL POLICY - 8 - EMPLOYEE GRIEVANCES AND 

APPEALS 
 

 

A. Termination. All employees serve at the will of the district. An employee may be 

terminated for any reasons that is not prohibited by law, subject to the appeal procedure 

hereinafter set forth. 

 

B. Appeals. A district employee may appeal the interpretation or application of district rules 

and regulations by NRD management to the Executive Board, if the interpretation or 

application involves a "grievable" issue, as hereinafter defined. If the issue is a "non-

grievable" one, then there shall be no appeal allowed. 

 

C. Non-Grievable Issues. A "non-grievable" issue shall include, but not be limited to the 

following: 

 

- performance evaluations; 

- salary adjustments; 

- transfers requiring the employee to relocate; 

- leave of absence decisions; 

- payment of moving expenditures; 

- merit increase allocations; 

- position classification. 

 

The foregoing are examples of "non-grievable" issues and the Board of Directors of the 

Lower Elkhorn NRD may determine other issues to be "non-grievable". All issues other than 

"non-grievable" issues shall be considered "grievable" issues. 

 

D. If an employee believes he or she has been harassed or discriminated against by reason of 

race, color, religion, national origin, age, sex, veteran status, or physical or mental disability, 

he or she may bring the matter before the Executive Board for determination, unless the 

matter has already been satisfactorily resolved by his or her supervisor or administrator. 
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PERSONNEL POLICY – 9 – HAZARDOUS WEATHER 
 

 

The health and welfare of our employees is of the upmost importance to the Board of 

Directors and administrative staff of the Lower Elkhorn NRD. In the event of hazardous 

weather the following procedure will be followed. 

 

The General Manager or administrative staff member in charge of the headquarters office 

and RWS Manager have the authority to make the decision if their local office be closed, 

open late or close early because of hazardous weather. The NRD staff members not located 

in the mentioned offices will comply with the policies set by the supervisor of their office 

complex. In addition, NRD employees will also comply with the closure policy of the local 

public school in which the office is located; for no school, open late or close early because of 

hazardous weather related to snow and ice. (Example: Stanton Field Office NRD employees 

will follow Stanton Community Schools) 

 

If the decision has been made to close, open late or close early because of hazardous weather 

the time absent from the employee’s workplace will be considered paid leave and will not be 

deducted from the employee’s annual leave. Hazardous weather leave cannot be used if the 

employee is already scheduled for leave. 

 

There may be occurrences where no adjustments to the office hours are made, but due to the 

commuting distance and changing weather conditions, an employee may not be able to safely 

arrive at their workplace or home. In this event, time off may be requested by the employee 

and the use of annual leave approved by their immediate supervisor. 

 

All offices, by an appointed representative, should make a courtesy call to the NRD office 

making them aware of any closing. If the NRD would be closed during the same time period 

a message may be left via the answering machine or e-mail. The NRD office will also make a 

courtesy call to the various offices advising of their closings. 
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PERSONNEL POLICY - 10 - EMPLOYEE STATUS 
 

 

Employees of the Lower Elkhorn NRD are classified as: 

Full Time 

Full Time Temporary 

Regular Part Time 

Part Time 

Exempt 

 

Full Time - Is an employee who works eight (8) hours per day, every working day and holds 

a position which has a defined job description. They are entitled to all applicable employee 

benefits and are eligible to receive annual salary reviews. A full time position is one which 

normally requires a work schedule of 40 hours per week. This position may be eligible for 

overtime pay (time and one-half over 40 hours) if approved by the General Manager. This 

position will be paid on a per hour worked basis on a regular pay cycle each month. 

 

Full Time Temporary - Is an employee who works eight (8) hours per day, every working 

day and holds a position which has a defined job description.  The position is on a temporary 

basis to complete a specific program or project. They are entitled to all applicable employee 

benefits and are eligible to receive annual salary reviews. A full time temporary position is 

one which normally requires a work schedule of 40 hours per week. This position may be 

eligible for overtime pay (time and one-half over 40 hours) if approved by the General 

Manager. This position will be paid on a per hour worked basis on a regular pay cycle each 

month. 

 

Regular Part Time - Is an employee who works a regular schedule each week throughout 

the year which is equal to, or greater than, one-half(1/2) the working time of full time 

employees. A regular part time employee normally is expected to work less than 40 hours per 

week. Regular part time employees are eligible to receive annual salary reviews. This type of 

position may receive overtime pay (time and one-half over 40 hours) under special 

conditions and approval of the General Manager. This position will be paid on a per hour 

worked basis on a regular pay cycle each month. 

 

Part Time - Is an employee working on a seasonal basis to complete a specific task. This 

employee is not eligible for benefits and shall be paid on a per hour worked basis. This type 

of position may receive overtime pay (time and one-half over 40 hours) with approval of the 

General Manager. The pay period for this position will be on the regular pay cycle of all 

other employees each month. 

 

Exempt - All positions within the Lower Elkhorn NRD which are not governed by the 

overtime provisions of the Fair Labor Standards Act are classified as exempt positions. 

Normally, exempt level positions are associated with administrative level duties. Exempt 

employees may be asked to work more than 40 hours per week, when the job necessitates it,  
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without receiving additional monetary compensation. These salaried positions will be paid on 

a regular monthly pay cycle consistent with all other employees of the Lower Elkhorn NRD. 
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PERSONNEL POLICY - 11 - EMPLOYMENT OF RELATIVES 
 

 

The Lower Elkhorn NRD desires to have all employment decisions based upon merit and to 

avoid any advantage or favoritism because of family, social, business or personal 

relationships involving an employee or director. Persons who are related to members of the 

Board of Directors, full time or full time temporary staff shall not be hired by the District. 

However, an exception shall be granted in the event an employee is employed by the district 

prior to a relative being elected or appointed to the Board of Directors. 

 

The term "relative" includes spouse, father, mother, son, daughter, brother, sister, stepfather, 

stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother, half sister, uncle, 

aunt, first cousin, nephew, niece or a person of similar relationship by adoption or by 

marriage. 
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PERSONNEL POLICY - 12 - EQUAL EMPLOYMENT  

OPPORTUNITY 

 

 
It is the policy of the Lower Elkhorn NRD to provide all employees and all qualified and 

eligible applicants equal employment opportunity without regard to race, religion, color, sex, 

age, disability, national origin, veteran status or marital status. The General Manager of the 

Lower Elkhorn NRD is responsible for maintaining and promoting equal employment 

opportunity practices, 

 

The Lower Elkhorn NRD does not, because of an individual's race, religion, color, sex, age, 

disability, national origin, veteran status or marital status: 

 

- fail or refuse to hire such individual 

- discharge such individual 

- discriminate against such individual in training or retraining, including on-the-job training; 

- otherwise discriminate against such individual with respect to compensation, promotion, 

terms, conditions, or privileges of employment; 

- limit, segregate, or classify such individual in any way that would deprive or tend to deprive 

the individual of employment opportunities, or otherwise adversely affect the 

individual's status as an employee; or 

- discriminate against such individual because the individual has opposed any employment 

practice made unlawful by federal, state, or local law, or, in good faith, made a 

charge, testified, or participated in any manner in an investigation, proceeding, or 

hearing concerning such practice by any lawfully constituted authority. 

 

The Lower Elkhorn NRD does not participate in printing or publishing any notice or 

advertisement relating to employment indicating any preference, limitation, specification, or 

discrimination based on race, religion, color, sex, age, disability, national origin, veteran 

status, or marital status. 
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PERSONNEL POLICY – 13 – EXPENSES 
 

 

Any member of the staff may attend local, state, or national conferences or meetings of 

interest to the Natural Resources District, with prior approval by the General Manager. If 

expenses are incurred by the staff in connection with district business, those expenses will be 

reimbursed at the same time pay checks are issued. Receipts for expenses will be required 

and submitted with the required expense form. 

 

Meals are reimbursable during overnight travel on NRD business; based on the following 

guideline. 

a. Breakfast – When an employee leaves for overnight travel at or before 6:30 a.m., the 

breakfast meal may be reimbursed. 

b. Lunch – When an employee leaves for overnight travel at or before 11:00 a.m. or 

returns from overnight travel at or after 2:00 p.m., the noon meal may be reimbursed. 

c. Dinner – When an employee leaves for overnight travel at or before 5:00 p.m. or 

returns from overnight travel after 7:00 p.m., the evening meal may be reimbursed. 

 

At the General Manager’s discretion, one-day travel meal expenses may be reimbursed when 

it is deemed necessary for the working conditions of the employee and may be included as 

taxable income, unless deemed occasional as per the taxable income provision noted below. 

 

Meal expenses are reimbursable if the meal is incurred during a business meeting, training 

session or convention with members of other agencies, or organizations (such as NRCS, 

NRD’s or other professional associations). The receipt submitted should be noted as to what 

meeting, training, etc. was attended and will not be included as taxable income. This does not 

include meal expenses where the only attendees are members of the Lower Elkhorn NRD 

board and staff, unless deemed occasional as per the taxable income provision noted below.  

 

Taxable income provision based on the State of Nebraska’s position, if reimbursement of 

meals for one-day travel is below $200 in any one year, the amount is deemed occasional and 

not considered taxable income. The maximum amount any employee is reimbursed during a 

calendar year is $200. Any amount over $200 will not be reimbursed. 

 

Reimbursement will be up to $25 per month for use of the employee’s cell phone for NRD 

business, as approved by the General Manager. The employee will sign an agreement and 

supply a copy of their cell phone bill at the beginning of the agreement to substantiate the 

reimbursement. The employee will not be reimbursed more than the cell phone expense 

incurred by the employee. The employee shall also submit a copy of their cell phone bill on a 

yearly basis, January of each year to substantiate the cost. 
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PERSONNEL POLICY - 14 - FAIR LABOR STANDARDS ACT 
 

 

The Federal Fair Labor Standards Act (wage and hour law) applies to all state and local 

government employees and became effective April 15, 1986. FLSA defines the categories of 

employees who must be paid overtime compensation for all hours worked in excess of 40 

hours per week (nonexempt) and those who do not receive overtime compensation (exempt). 

Employees will be advised of their status at the time of their employment and whenever 

employment status changes. 
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PERSONNEL POLICY - 15 - FAMILY AND MEDICAL LEAVE 
 

 

Employees of the district shall be eligible for up to 12 weeks of unpaid family and medical 

leave under the provisions of the Family and Medical Leave Act of 1993. An employee is 

eligible for this leave if he or she has been employed with the district for at least 12 months 

and has completed at least 1872 hours of service with the district in that 12 month period, 

measured back from the date leave is to commence. 

 

An eligible employee is entitled to a total of twelve weeks of leave during any 12 month 

period for one or more of the following: 

 

a. The birth of a child of the employee and in order to care for such child; 

b. The placement of a child with the employee for adoption or foster care; 

c. In order to care for a spouse, son, daughter, or parent of the employee who has a serious 

health condition; d. because of a serious health condition rendering the employee unable to 

perform the job functions of the employee's position. 

 

"Serious health condition" shall mean any illness, injury, impairment, or physical or mental 

condition that required either (i) inpatient care (an overnight stay) in a hospital, hospice, or 

residential medical care facility, or (ii) continuing treatment by or under the supervision of a 

health provider. 

 

An eligible employee may request and the district may consider an intermittent or reduced 

leave schedule. 

 

During the time that an employee is on leave, he or she may used accrued sick leave or 

annual leave for any part of the 12 week leave period, otherwise the leave is without pay. 

 

An employee who takes such leave must be restored to the position they held at the time their 

leave began or to an equivalent position with equivalent employment benefits, pay, and other 

terms and conditions of employment. An employee shall not lose employment benefits which 

had accrued prior to the date the leave began. Health insurance, life insurance, and retirement 

benefits shall continue during leave, at the same level of coverage and under the same 

conditions previous to the leave period. 



January 1992 

 

PERSONNEL POLICY - 16 - GRIEVANCES 
 

 

The General Manager has the responsibility to give prompt attention to employees 

grievances. Unless there is a valid reason for doing otherwise, employees should first discuss 

a grievance with the General Manager. If unresolved the grievance will then be taken to the 

Executive Board. If a satisfactory solution cannot be found, the issue may be referred to the 

Board of Directors exercising employee's rights of appeal. The grievance procedure is not 

applicable to an employee discharge or termination. 

 



 
July 2014 

 

PERSONNEL POLICY - 17 - HOLIDAY LEAVE 
 

 

All staff (exempt, full time, full time temporary and regular part time) will observe the 

following holidays with each day paid salary: New Year's Day, Martin Luther King Day, 

President's Day, Memorial Day, Independence Day, Labor Day, Veterans Day, 

Thanksgiving, day after Thanksgiving and Christmas. Holidays that fall on Saturday or 

Sunday will be observed Friday or Monday, following federal and/or state guidelines. 

Regular part time staff shall be paid for holiday leave proportionate to the percentage of time 

they work compared to full time. For example, 6 hours per day would be paid for 6 hours 

holiday leave. All employees (exempt, full time, full time temporary and regular part-time) 

are eligible for paid holidays immediately upon employment.  



 
May 1987 

 

PERSONNEL POLICY - 18 - JOB POSTING AND PROMOTION 
 

 

To provide employees with the knowledge of key position openings, a job posting system is 

utilized. Opportunity for a specific job is posted within the District's headquarters office and 

then coordinated with other NRD's across the state. Position openings are advertised in local, 

state and even national media. Opportunity may also exist for promotion within a specific 

office and may be applied for after discussion with the general manager. 

 



December 1995 

 

PERSONNEL POLICY - 19 - JUDICIAL LEAVE 
 

 

Employees are entitled to paid leave when called to jury duty. They will also be granted paid 

leave to appear as a witness in court other than as a litigant for reasons not brought about 

through the cooperation or misconduct of the employee. However, the pay of such employee 

shall be reduced by an amount equal to any compensation, other than expenses, paid by the 

court for jury duty or a witness fee. 

 

An employee serving on a jury shall not be subject to discharge from employment, loss of 

pay, loss of sick leave, loss of vacation leave, or any other form of penalty, as a result of his 

or her absence from employment due to jury duty, upon giving reasonable notice to the 

General Manager of the Summons to Jury Duty, subject to the credit referred to above. 

(Nebraska Revised Statutes 25-1640). 

 



 
December 1995 

 

PERSONNEL POLICY - 20 - MILEAGE 
 

 

Staff members may be reimbursed for mileage if personal vehicles are used for Lower 

Elkhorn NRD business. The rate of reimbursement is determined by the Nebraska 

Department of Administrative Services pursuant to Nebraska Revised Statutes 81-1176. 

Mileage will be recorded leaving from the office and ending at the office. 

 



 
May 1987 

 

PERSONNEL POLICY - 21 - MILITARY LEAVE OF ABSENCE 
 

 

The NRD is required by state law to allow its employees fifteen workdays off with pay for 

military leave for non-emergency duty. For the period of time an employee is called to 

emergency duty the NRD may deduct any military pay received from the employee's salary. 

In addition, any non-temporary NRD employee is entitled to a four-year leave of absence to 

undergo military training with the Nebraska National Guard or the U.S. Armed Forces. 

However, only the first fifteen days of a leave of absence is to be with pay. Also, the 

employee is entitled to return to his/her former position after the leave of absence if he/she 

makes application within thirty days after release from training or service. If the former 

position is not available, then the NRD is to find another position for the employee that is the 

nearest proximate to the former job. An employee cannot be discharged without "just cause" 

for one year after reinstatement. (Nebraska Revised Statutes 55-160) 

 

 



July 1991 

 

PERSONNEL POLICY - 22 - NO SMOKING POLICY 
 

 

The district has adopted a no smoking policy for all district owned buildings and vehicles. 

This will eliminate an unnecessary toxic substance from our work place and support all 

employees in choosing a healthful, nonsmoking way of life. 

 

 



September 2016  

 

PERSONNEL POLICY - 23 - OVERTIME PAY 
 

 

Although it is in everyone’s best interest to complete work during regular business hours, 

staff time in excess of the normal work day is occasionally needed.  Every staff member 

(exempt) and (nonexempt) is expected to put in necessary overtime hours when requested.  If 

overtime is required for nonexempt employees, approval must be given by the General 

Manager in writing prior to the accumulation of the overtime.  Nonexempt employees 

requested to work more than 40 hours in a regular work week are compensated for the 

overtime hours on a one and one-half times the usual pay rate for time worked above a 40 

hour week.  

 

The employee is paid for actual time worked. Annual Leave, Sick Leave, holiday and/or 

Bereavement Leave are not part of the calculation of overtime pay.  In a week in which 

Annual Leave, Sick Leave, holiday and/or Bereavement leave is used, no overtime is paid, 

unless actual time worked is more than 40 hours. 

 

There may be instances where a nonexempt employee accumulates the 40 hours prior to the 

end of a regularly scheduled work week.  In that instance, upon the accumulation of the 40 

hours in a work week, the employee will not be allowed to work more than the 40 hours.  An 

example of this situation is the voluntary attendance of a board meeting; the time required for 

the attendance at a board meeting would be included in the 40 hour work week.   

 

It may be unavoidable because of emergency situations that a nonexempt employee must 

work during a holiday. It is recommended that the employee make arrangements to take the 

holiday hours in the week the holiday occurred. However, due to work commitments if the 

holiday cannot be taken, the employee will be paid for the hours worked at the usual pay rate, 

plus the paid holiday hours at the usual pay rate; the combination equal to double the normal 

pay. Approval must be given by the General Manager as soon as it is apparent an emergency 

situation has occurred. 

 

 



 
March 2019 

 

PERSONNEL POLICY - 24 - PAY PERIOD 
 

Each staff' member will receive their pay check via direct deposit on or before the last 

working day of each month. Presently, the Board of Directors meet on the fourth Thursday of 

each month and pay checks are issued on the date of the meeting. Exception to this is if an 

employee has not provided a time sheet to the Norfolk headquarters office at least one week 

prior to the regular monthly board meeting. The district will advise employees of any 

changes to the submittal date or payment date. The employee is required to furnish the 

district with current payroll and direct deposit information. 

 

 



July 2002 

 

PERSONNEL POLICY - 25 - PERFORMANCE REVIEW 
 

It is the policy of the Lower Elkhorn NRD to review the performance of each employee at 

regularly scheduled intervals. It is the objective of the programs to appraise your 

performance against the objectives and standards set for your position. The annual 

performance review provides a factual basis for salary adjustments, evaluation of your past 

year's work, promotion, and dismissal. 

 

You will receive an annual performance review, unless circumstances call for more frequent 

appraisals. The NRD supervisor assigned to your position will conduct the performance 

review. 

 

A standardized form is provided to be used by each supervisor. Types of areas evaluated 

include responsibilities outlined in your job description, job knowledge, quality and quantity 

of work performed, initiative, creativity, interpersonal and public relations, self improvement 

skills, etc., and general strengths and areas of improvement needed. The completed form is 

signed by you and becomes part of your confidential permanent personnel file. 

 

During the annual performance review, you will be given one of the following ratings: 

"Outstanding, Very Good, Good, Needs Improvement, or Unsatisfactory Performance", in 

each of the major areas of responsibility of your job description.   

 

Any present or new staff member whose performance is determined marginal may be placed 

on probation. A staff member whose performance is determined to be unsatisfactory may be 

placed on probation or may be terminated. Reasons for performance deficiency will be made 

known to staff member and documented in writing in the personnel file. Generally, it is 

anticipated that improvement will occur within a specified period. If satisfactory 

improvement does not occur within the specified time period, further disciplinary action or 

termination will result. 

 



May 1987 

 

PERSONNEL POLICY - 26 - PHYSICAL EXAMINATIONS 
 

 

Applicants selected for regular employment may be required to satisfactorily pass a physical 

examination, given by a District designated physician, when a health problem might exist 

that could affect job performance. The NRD will pay for this physical exam if required. 

 



March 2016 

 

PERSONNEL POLICY – 27 – EMPLOYEE CONDUCT AND DISCIPLINE 

 

 

All employees are expected as a continuing condition of employment to comply with all 

operating and personnel policies, general work regulations, safety regulations, and other 

District policies, to display respect for their coworkers and public, to accept and carry out 

reasonable job assignments, to refrain from insubordination, carelessness, mishandling of 

District property, repeated absenteeism and tardiness, and to avoid any other conduct which 

is disruptive or adverse to the best interests of the District. 

 

Failure of an employee to do so will lead to appropriate corrective or disciplinary action. The 

nature of the action will be determined by the supervisor and/or the General Manager, taking 

into consideration the circumstances, the nature and seriousness of the conduct in question, 

the employee’s prior work record and conduct, and the manner in which similar conduct has 

been treated in the past. 

 

Whenever possible, disciplinary action will be corrective and progressive in nature, designed 

to clearly identify the problem and assist the employee in avoiding future problems. In 

general, the disciplinary steps would follow this order: 

 

 verbal warnings 

 written warnings 

 suspension, with or without pay 

 termination 

 

These steps are guidelines only, and one or more steps may be skipped or repeated, or other 

corrective action may be taken at the discretion of the General Manager based on all the facts 

and circumstances in each individual case. 



May 1987 

 

PERSONNEL POLICY - 28 - RESIGNATION 
 

 

An employee considering resignation should discuss the matter with the General Manager 

and is expected to give written notice of resignation at least two weeks in advance of the 

actual separation date. 

 



 
July 2014 

 

PERSONNEL POLICY - 29 - SALARY ADMINISTRATION 
 

 

The Lower Elkhorn NRD administers a salary program which permits the district to attract 

and retain qualified staff through competitive salaries and permits them to be paid fairly for 

the job they do. 

 

The job positions available at the NRD shall consider the qualifications, duties, and 

responsibilities of each individual member of the staff. The Board of Directors has adopted a 

“Step and Grade” system of establishing salary or wages levels. Salaries are reviewed on an 

annual basis for each staff member 

 



April 2015 

 

PERSONNEL POLICY - 30 - SERVICE AWARDS 
 

 

To recognize Lower Elkhorn NRD employees for their dedication and devotion to duty, 

recognition will be given to employees who complete five years of service. This award will 

not exceed $50 in value. Employees who complete ten years shall receive a special award, 

with awards continuing at five year intervals thereafter. The ten and fifteen year awards will 

not exceed $100 in value; twenty years of service will not exceed $125 in value; twenty-five 

years of service will not exceed $150 in value; and thirty years and beyond and retirement, 

not to exceed $200 in value. 

 

These awards will not be given out in cash, but as reimbursements towards an item of the 

employee choose. The reimbursement shall not exceed the amounts listed above. 



July 2018 

PERSONNEL POLICY 31 – ANTI-HARASSMENT POLICY 

PURPOSE: 

The Lower Elkhorn NRD will not tolerate sexual harassment in any form and this policy 

shall serve to declare and reaffirm that fact.   The Lower Elkhorn NRD has zero tolerance for 

any type of unwelcomed sexual advances, request for sexual favors, or any other 

inappropriate verbal or physical conduct of a sexual nature committed by any LENRD 

employee toward any person. 

 

While sexual harassment can qualify as a form of discrimination, the serious and in some 

cases criminal nature of this type of conduct mandate a broader approach to dealing with the 

issue. 

 

This policy is intended to provide a definition of sexual harassment, outline applicable 

procedures for reporting and managing an allegation, and enumerate the rights and 

responsibilities of Lower Elkhorn NRD employees and management, as they relate to this 

issue. The Lower Elkhorn NRD expects all employees to perform their work in a 

professional manner with a concern for the well-being of their co-workers and the public. 

Accordingly, all employees are encouraged to report any harassment that is suffered, 

suspected or observed. 

 

More specifically, any form of harassment on the job or related to the job – including sexual 

harassment and also including harassment on the basis of race, ethnicity, religion, pregnancy, 

age, disability, sexual orientation, gender identity, marital status, military/veteran status, 

genetic information, or any other personal trait or characteristic, is absolutely prohibited and 

may result in severe disciplinary measures up to and including discharge from employment.  

The Lower Elkhorn NRD also prohibits any form of harassment by or against other persons 

(including customers, vendors, and visitors) who interact with the NRD in any capacity. 

 

The Lower Elkhorn NRD does not prohibit harassment merely as a "matter of compliance."  

There are far more important considerations.  Harassment is simply unacceptable human 

behavior.  It impacts victims by creating an uncomfortable working environment, harming 

mental and physical health, reducing job satisfaction, and impairing job performance.  And it 

impacts the NRD by reducing productivity, lowering morale, increasing turnover, wasting 

resources, and damaging our reputation. 

 

DEFINITION: 

 

Sexual Harassment means any unreasonable and unwelcome sexual advances, requests for 

sexual favors, and other verbal or physical conduct of a sexual nature when said conduct 

explicitly or implicitly affects an individual’s employment, unreasonably interferes with an 

individual’s work performance, or creates an intimidating, hostile, or offensive work 

environment. This is also known as hostile work environment sexual harassment.  

Harassment on the basis of any other factor, such as race, nationality, age, religion, disability, 

sexual orientation, gender identity, veteran status, marital status, any other personal 



characteristic is also prohibited.  As with sexual harassment, any conduct which could be 

offensive and create an intimidating, hostile, or offensive working environment on the basis 

of one of these factors is improper and is strictly prohibited.  This could include, for example, 

racial epithets, religious jokes, age-related comments, and references to cultural stereotypes. 

 

Moreover, when submission to the conduct described above is made a term or condition of an 

individual’s employment, or submission to or rejection of such conduct by an individual is 

used as the basis for employment decisions affecting such individual, the perpetrator’s 

behavior qualifies as a form of sexual harassment called quid pro quo. 

 

When a perpetrator commits any of the offenses identified above, the perpetrator’s actions 

are in direct violation of Lower Elkhorn NRD policy and possibly the law. In addition to 

behaviors that violate the prohibitions outlined above and in relevant law, the Lower Elkhorn 

NRD  will also investigate and discipline any employee deemed to have committed any other 

conduct of a sexual nature determined to be unreasonable and inappropriate in an 

employment setting, and any employee found guilty of any state or federal crime involving 

sexual misconduct while serving in his or her capacity as an Lower Elkhorn NRD employee. 

 

POLICY AND PROCEDURES: 

 

It is not the intent of the Lower Elkhorn NRD to regulate the social interactions or 

relationships freely entered into by employees on their own time. However, the Lower 

Elkhorn NRD strictly prohibits sexually unacceptable or improper behavior and all 

employees have the right to work in a safe environment free from harassment. Appropriate 

disciplinary action, up to and including termination of employment, shall be taken whenever 

the Lower Elkhorn NRD determines a party subject to the provisions of this policy has 

violated this policy. Moreover, if a Lower Elkhorn NRD investigation reveals the existence 

of conduct thought to be a violation of state or federal criminal law, the case will also be 

referred to appropriate law enforcement authorities if the reporting employee has not already 

taken this action. 

 

The sensitive nature and serious consequences inherent in a claim of harassment require any 

allegation be treated as confidential to the maximum extent possible. Any investigation 

resulting from a claim of harassment may include interviews with the complainant/victim 

(person allegedly subject to the harassment), accused employee (person alleged to have 

committed the harassment), reporting party (if different from the complainant), witnesses, 

and LENRD management. Any parties interviewed during the investigation will be directed 

to keep the matter confidential to the extent permitted by law. 

 

Any supervisor or manager who allows harassment to occur on the job, when the supervisor 

or manager knows or should have known about the harassment, may be subject to 

independent disciplinary action. 

 

Retaliation by an employee accused of harassment, or any other individual subject to this 

policy, against any person because such person has complained of harassment, offered 

evidence of harassment, or assisted in any fashion in an investigation conducted pursuant to 



this policy, will be subject to independent disciplinary action up to and including termination 

of employment. 

 

I. PROCEDURE: 

 

   An employee, coworker, or manager who reasonably believes workplace harassment is  

   occurring should report the alleged misconduct immediately. 

 

   A. Employee Responsibilities: 

 

        1. Any LENRD employee who believes he or she is being harassed in the workplace, 

or being harassed as a result of his or her employment with the LENRD, has the 

responsibility to: 

 

a. if the alleged victim feels comfortable and can safely do so, notify the person   

    responsible for the harassing behavior and request the person stop behaving in such  

    a manner; and 

 

b. immediately report the harassment to either a direct supervisor, and/or any of the  

    individuals identified in section two (2) directly below. Following notification of a   

    harassment allegation, a supervisor/manager shall produce written documentation     

    outlining the allegations and identifying all relevant facts and evidence.  

 

 2. Any employee who is not comfortable or cannot safely approach the person who is  

  responsible for the harassment, should immediately notify any of the following: 

 

  a. The employee’s immediate supervisor. 

 

  b. The Lower Elkhorn General or Assistant General Manager. 

 

 3. Any employee who believes that he or she is being harassed by a manager 

     should notify the Lower Elkhorn NRD Board of Directors Chairman.   

 

 4. No employee will be retaliated against for complaining of offensive behavior or  

     harassment, for offering evidence of such conduct, or for assisting in any fashion in  

     the investigation of a complaint submitted pursuant to this policy. 

 

It is the intent of the Lower Elkhorn NRD by defining the employee’s responsibilities 

above to provide a process by which an employee can seek the assistance of a part of the 

employee’s choosing in reporting and resolving an allegation of harassment. 

 

B. Lower Elkhorn Responsibilities: 

 

The Lower Elkhorn NRD has an obligation to effectively investigate and remedy any 

allegation of workplace harassment. 

 



1. When one of the supervisory individuals identified above is notified or becomes 

aware of possible harassment, he or she shall take immediate action in addressing the 

issue and ensuring any harassment is stopped. Such supervisory individual shall also 

promptly notify the Lower Elkhorn NRD General Manager. The General Manager 

shall cause the alleged harassment to be investigated as deemed appropriate. 

 

 2. Such investigation will be done under the direction of the General Manager or his/her 

      designee. In so doing, the General Manager may seek the assistance of the supervisor 

      of the department of the affected employee. 

 

 3. If such investigation determines that: 

  

      a. a violation of this policy has occurred; and/or 

      

 b. a supervisor or manager should have known, or was aware of, the harassment and  

   failed to act; corrective action shall be taken. Corrective action may include   

   discipline up to and including termination for all persons determined to have   

   violated this policy. Further corrective action may include required employee  

   counseling and/or training as is deemed appropriate by the circumstances. 

 

 4. Regardless of whether or not a complaint results in corrective action, the General  

Manager or his/her designee shall report, in writing, the results of every investigated 

complain to the Lower Elkhorn Board of Directors Chairman. The General Manager 

shall also convey the results to the complainant/victim employee. The General 

Manager will keep a file containing all such complaints and the results of any related 

investigations.       



March 2015 

PERSONNEL POLICY - 32 - SICK LEAVE 
 

 

The purpose of this policy is to establish guidelines and eligibility requirements for 

employees to receive compensation when absent from work due to illness. 

 

All employees eligible for receiving sick leave are governed by this policy.  Sick leave is not 

available for part-time employees. 

 

Lower Elkhorn NRD employees can take accrued sick leave during those periods when 

unable to perform normal job duties by reason of sickness, off-the-job injury or medical, 

surgical, eye, dental treatment or examination or where the employee's presence at work 

might jeopardize the health of others. 

 

Accrued sick time may also be taken for an illness in an employee’s immediate family (see: 

Personal Policy 5 for definition of immediate family) 

 

Full-time employees accrue sick time of one day (8 hrs.) per pay period.   

 

At the first pay period of each year each employees' sick leave will be adjusted to a 

maximum carry over of 720 hours.  Any employee benefit hours lost through adjustment may 

be applied to a special retirement bonus option.  This option will allow employees to place 

additional funds in the LENRD 457 program.  The accumulated funds must come from two 

sources; 1) Employer contribution at a rate of $10.00 for each benefit hour lost, 2) Employee 

contribution, which must match the employer contribution.  These contributions can be made 

in one lump sum or deducted from the employee each pay period.   

  

Example 

 60 Benefit hours lost x $10.00 = $600 to be paid by District 

      $600 to be paid by Employee  

      $1200 additional retirement funds 

 

PHYSICIANS CERTIFICATE: 

 

A physician’s certificate may be required at any time when an employee is absent due to 

illness.  When sick leave extends beyond three (3) consecutive work days, the District will 

require a physician's certificate. 

 

A physician’s certificate may be required from any employee who is using sick leave at the 

same rate that it is accumulating.  The Executive Board will be notified of this action. 

 

NOTIFICATION: 

 

An employee who is absent due to illness shall notify his/her supervisor as early as possible 

on each day that the employee will not be at work. 



 

PERSONNEL POLICY – 32 – SICK LEAVE – Page 2 

 

ON-THE-JOB INJURY: 

 

Employees who are injured on the job are entitled to use their accrued sick leave, however 

the District will pay only the difference between the employee's normal pay and any 

compensation that the employee would receive from Worker's Compensation.  If the injured 

employee has used all of the sick leave that he/she accrued, that employee will only be 

entitled to Worker's Compensation. 

 

MINIMUM TIME AVAILABLE: 

 

Employee's may use sick leave in one-half (1/2) hour increments for physician's visits or 

medical treatment. 

 

PAY: 

 

Employees, who use their sick leave, will be paid their hourly wage for the work that they 

miss.  Should a holiday fall during an employee's sick leave, that employee would not be 

charged sick "time" for that holiday. 

 

ADVANCING SICK LEAVE: 

 

Advancing sick leave will be at the discretion of the General Manager, but will most 

generally only be reserved for employees who have less than one-year employment with the 

District.  Employees who do not have sufficient sick leave balances for their needs, may 

request leave of absence with-out-pay and use of the District long-term disability insurance 

when applicable.  Continued use of absence with-out-pay without the use of long-term 

disability may place great peril on continued employment with the District.   

 

TERMINATION of EMPLOYMENT AND ITS EFFECT ON SICK LEAVE: 

 

If an employee terminates prior to actually earning any advance sick leave, that employee 

will be required to repay all of the advanced leave before receiving a final paycheck. 

Employees will receive compensation for their sick leave balance in the excess of 360 hours 

at their current rate of pay. 

 

EXCEPTIONS: 

 

Any exceptions are made at the discretion of the General Manager. 

 



May 1987 

 

PERSONNEL POLICY - 33 - SOLICITATION 
 

 

To prevent imposition on our employees and their work schedule, guidelines have been 

established by the district to control solicitation of employees during working hours. 

Solicitation will be permitted only in non-working areas during non-working hours. The 

General Manager will approve of such place and time. 

 



 
March 2016 

 

PERSONNEL POLICY – 34 – CODE OF ETHICS  

 

 

Lower Elkhorn Natural Resources District is committed to the highest standards of conduct 

by and among District personnel in the performance of their public duties. Individual and 

collective adherence to high ethical standards by public personnel is central to the 

maintenance of public trust and confidence in government. The ethical District employee 

accepts the responsibility that his or her mission is that of servant and steward to the public.  

 

The ethical District employee should:  

 

 •  Properly administer the affairs of the District with honesty and impartiality.  

 •  Promote decisions which only benefit the public interest.  

 •  Actively promote public confidence in government.  

 •  Keep safe all funds and other properties of the District.  

•  Conduct and perform the duties of their position diligently and promptly dispose of  

   the business of the District.  

 •  Maintain a positive image to pass constant public scrutiny.  

 •  Evaluate all decisions so that the best service or product is obtained at a minimal  

   cost without sacrificing quality and fiscal responsibility.  

•  Maintain a respectful attitude toward the public, employees,  members of the Board   

   of Directors, and other agencies.  

 •  Effectively and efficiently work with governmental agencies, political subdivisions  

   and other organizations in order to further the interest of the District.  

 •  Faithfully comply with all laws and regulations applicable to the  District and  

   impartially apply them to everyone. 

  

Persons who have reason to suspect a violation of this policy, or who have direct knowledge 

of behavior in violation of this policy should report that allegation of violations to their 

immediate supervisor or to the General Manager. Persons reporting alleged violations shall 

not be subject to retribution by the alleged violator, other employees, or management. 

 



March 2016 

 

PERSONNEL POLICY – 35 – TERMINATION OF EMPLOYMENT 

 

 

Employees who voluntarily leave the services of the District are expected to give the 

District two (2) weeks advance notice in writing. The General Manager shall give thirty 

(30) days advance notice to the Board of Directors upon voluntary termination of 

employment. 

 

An employee who is discharged or voluntarily leaves his or her employment forfeits all 

employee rights to District benefits except for his/her accrued wage, vacation time, and any 

benefits that may be vested in the District’s Retirement Plan or Deferred Compensation Plan. 

Such employee and his or her family may also be entitled to a continuation of the District’s 

health benefits (COBRA) at the employee’s cost, depending on the specific provisions of the 

District’s health insurance policy. 

 

An employee who is released from his or her employment because of lack of work or for any 

reason other than the fault of the employee, will be entitled to two (2) weeks advance notice 

in writing or, if no advance notice is given, two (2) weeks pay in lieu of such advance notice. 

 



August 1995 

 

PERSONNEL POLICY - 36 - TRANSFER OF SICK LEAVE AND USE 

OF UNEARNED SICK LEAVE 
 

 

An employee may assign and transfer his or her earned sick leave to another employee of the 

Lower Elkhorn NRD for use by the other employee, subject however, to the approval of the 

General Manager, in his discretion. An employee may also use unearned sick leave in 

advance, subject to the General Manager's approval, in his discretion, to a maximum of 10 

days. 

 



May 2015 

 

PERSONNEL POLICY - 37 - USE AND OPERATION OF DISTRICT 

VEHICLES 

 

 
Personal use of any district vehicle is prohibited except as permitted by the board. Driving a 

District vehicle is considered a privilege. It is the responsibility of the district and the 

employee to see that the vehicle is used only for district business. 

 

Any district employee who drives a district vehicle must use a seat belt and have a valid 

driver's license and carry it with him/her while operating the vehicle. Texting while driving is 

prohibited while operating a vehicle.  All passengers riding in district vehicles shall wear seat 

belts. 

 

The district permits the General Manager, Assistant General Manager and Rural Water 

Manager to drive district vehicles for limited personal use. From time to time, it may be 

necessary for other employees to drive district vehicles home; however, no such use is 

permitted unless the employee has received prior approval from the General Manager. 

 

Employees who drive district vehicles are expected to observe all traffic rules. Drivers who 

are cited for any traffic violation (including parking tickets) will pay their own fines. All 

violations shall be promptly reported to the General Manager.  Repeat offenses may be 

subject to disciplinary action and or loss of the privilege to drive a District vehicle.  

 

Employees who drive district vehicles are expected to fill out a vehicle log.  Vehicle logs are 

to contain the date used, the driver, which department is using the vehicle, purpose/ 

destination, starting and ending mileage, gallons of fuel and cost, mileage at fill up, and oil 

change mileage.  It will be the driver’s responsibility to make sure the vehicle log is properly 

filled out.    

 

 



 
March 2015 

 

PERSONNEL POLICY - 38 - WORK WEEK/OFFICE HOURS 
 

 

The basic work week for the district begins at 12:00 a.m. Sunday and ends at 11:59 p.m. 

Saturday. The basic work week for the district is 40 hours per week for all exempt, full time 

or full time temporary employees. The headquarters office will be open from 8:00 a.m. to 

4:30 p.m. Monday through Friday. It may be necessary for staff to remain past normal 

departure time because of a late visitor or for special work. On occasion, work on weekends 

may be necessary.  Staff members may be required to attend evening meetings that are 

related to special projects, subcommittees and board meetings. Each employee is expected to 

stay on the job willingly and graciously until the task or appointment is completed. 

 



May 2014 

 

PERSONNEL POLICY – 39 – CONTINUING EDUCATION 

 

Full-time employees enrolled in an accredited university, college, technical school or 

community college in courses of instruction related to their work or future advancement in 

the District are eligible for up to 100 percent reimbursement of tuition, textbook costs and 

required fees incurred at the General Manager's discretion upon completion of the course.  

 

To participate in the program, the employee must complete and submit to the General 

Manager prior to the first class a "Request for Tuition and Textbook Assistance". The 

General Manager will approve or disapprove the request. 

 

To receive reimbursement, the employee must furnish evidence of successfully completing 

the course. 

 

If an employee is eligible for reimbursement of tuition costs through programs other than the 

District program, the employee is expected to use those programs first. The employee will be 

reimbursed the net cost of tuition and textbooks.  

 

Employees who receive tuition assistance may be asked to reimburse the District if they 

leave their employment within one year of the course completion date. 
 



March 2015 

 

PERSONNEL POLICY - 40 – Attendance and Punctuality 
 

 

The purpose of this policy is to clarify any issues regarding employee work attendance and 

punctuality. 

 

All employees (full-time, part-time and occasional) are governed by this policy. 

 

All employees are required to be at their work stations and ready to begin work promptly at 

starting time and are expected to continue to work until stated quitting time, except for 

authorized breaks and as provided in the Guidelines hereof. 

 

Guidelines: 

 

If an employee must be absent from work, he/she shall contact his or her supervisor as far in 

advance of work as possible, but no later than the normal starting time. 

 

All employees are required to keep monthly time sheets, which shall be provided by the 

District.  All employees shall accurately record their hours worked and any leave taken.  

Falsification of time records may be grounds for immediate dismissal. 

 

Any employee who works a schedule other than the normal office hours must have that 

schedule approved in writing by the general manager and their immediate supervisor. 

 

The General Manager may vary the office schedule from time to time due to hazardous 

weather conditions, other emergency situations or when training or other District activities 

require the staff to be elsewhere.  Each employee is responsible for contacting the District 

office or his/her direct supervisor before assuming that the office schedule will be varied. 



September 2016 

 

PERSONNEL POLICY – 41 - Community Service Leave  
 

The purpose of this policy is to establish the criteria and length of leave for employees who 

require leave for community service activities.  All full-time employees are governed by this 

policy.  Upon request and with approval, employees may receive a total of 16 hours per 

calendar year for community service activities listed below.   

 

Fire and Rescue Work: 

Employees who are conducting volunteer fire and rescue work during normal business hours, 

will be allowed up to 16 hours as paid leave per calendar year.  After the initial 16 hours as 

paid leave, the employee may schedule more time with the General Managers approval.   

 

Blood Donation: 

Employees may receive up to two hours off every twelve weeks for the purpose of donating 

blood (four times a year).  This time away from work must have prior approval from the 

Employee's Supervisor.  Employees may also use up to 16 hours per calendar year if they are 

coordinating the blood drive with Supervisor approval.   

 

Voting: 

The LENRD will follow the Federal Law, which states all employees have at least two hours 

off from work during the hours the polling booths are open.  In Nebraska, the booths are 

open from 8:00 am to 8:00 pm.  Therefore employees will be allowed to work no more than 

10 hours during the 12-hour period voting booths are open.   

 

Should you volunteer to work at a voting booth, you will be allowed up to 16 hours per year 

if this volunteer time is unpaid.  Paid leave for volunteer time for paid volunteer positions 

will be adjusted according to State law.  

 

Service Clubs: 

Service clubs such as Lions, Rotary, and Kiwanis and other similar like clubs will be 

included as time spent doing community service.  Employees may use up to 16 hours per 

calendar year to attend such club meetings and events. 

 

All employees, with approval from their Supervisor and concurrence of the General 

Manager, may be granted vacation leave, for activities related to volunteer fire and rescue 

work, blood donation, voting activities and service clubs. 

 

The District supports and promotes community service activities.  Any exception or request 

for community service leave beyond these guidelines will be left to the discretion of the 

General Manager. 

 



March 2019 

 

PERSONNEL POLICY – 42 – SAFETY AND WELLNESS 

 

 
The district realizes the value of safety in the workplace and physical activity for the health 

and wellness of employees. It also understands that physical activity can benefit employee 

wellness, workplace productivity and workplace morale. The General Manager will appoint 

staff members to a safety and wellness committee to promote safety and wellness among the 

employees. The Executive Board will budget funds on a yearly basis for use of the committee 

to allocate to various safety and wellness activities, with the General Manager’s approval. 

 

In addition, the district will support employee physical activity by allowing employees to 

leave the office one time a day for a maximum of 15 minutes to engage in physical activity 

such as walking. Employees will only be allowed to leave an office for this purpose if the 

office remains staffed by another employee. 

 

 



July 2000 

 

ATTACHMENT A 

 

Group Medical Plan 
 

 

Refer to the booklet Nebraska Association of Resources Districts Employee Health Plan – 

Mid-American Benefits Inc.  



March 2014 

 

ATTACHMENT B 

 

Life Insurance/Accidental Death and Dismemberment Coverage  

 

Refer to the booklet Lincoln National Life Insurance Company. 

 

 



July 2000 

 

ATTACHMENT C 

 

Group Dental Expense Benefits 

 
Refer to the booklet Nebraska Association of Resources Districts Employee Health Plan – 

Mid-American Benefits Inc.  

 



July 2006 

 

ATTACHMENT D 

 

Long-Term Disability Benefits for Employees 
 

Refer to the booklets “Group Long Term Disability Insurance” effective October 1, 2003. 



ATTACHMENT E  

 

Vision Care Plan 

 
Refer to the NRD Employee Routine Vision Benefit Reimbursement Form. 



ATTACHMENT F 

 

Retirement Income Plan 
 

 

Refer to the summary sheet, Nebraska Association of Resources District’s 414h Plan. 

 



April 2006 

 

ATTACHMENT G 

 

457 Deferred Compensation Plan 
 

 

Refer to the booklet "Nebraska Association of Resources Districts 457 Deferred 

Compensation Plan". 

 



 

ATTACHMENT H 

 

Continuation of Benefits 
 

Refer to the Nebraska Association of Resources Districts Continuation Coverage Rights 

under Cobra.  

 



ATTACHMENT I 

 

Blank 



 
January 1999 

 

ATTACHMENT K 

 

Flexible Benefit Plan 
 

 

Refer to the “Flexible Benefit Plan and Dependent Care Expenses Plan” booklet for more 

information. 

 

 

 



October 2001 

 

ATTACHMENT L 

 

AFLAC Supplemental Insurance 
 

 

Refer to the current supplemental insurance offerings made available by the AFLAC agent. 

 

 


