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U.S. HOUSE OF REPRESENTATIVES
EMPLOYEE HANDEOOK

FOR THE OFFIGE OF
CATHY MCMORRIS RODGERS .

This Handbook Is effective as of August 17, 2010.
[t supersedes any and all prior employee handbooks, .
personnel polictes arid guidelines ' ; '
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CONFIDENTIAL

EMPLOYEE HANDBOOK FOR THE
OFFICE OF CONGRESSWOMAN CATHY MCMORRIS RODGERS

| ackrowledge that | have recslved a copy of the Employee Handbook for the
Office of Congreseswoman Cathy McMorrls Rodgers, (herelnafter referred fo as “the
Office") and that 1 have read and understand the contents of the Handbook. | ; '
understand the Handboak is intended to provide me with gensral information about
policles and procedures of the Office that govern my employment.

t acknowledge and understand that employment with the Office is at-wllf and that
all employess serve at the pleasure of the Office. Accardingly, [ have the right to resign
from my position at any time, and the Office can terminate my employment relationship, .
with or without cause, or with or without notice, at any time, excepf, of course, the Qffice I
cannat terminate my employment for disariminatory reasons in vialation of applicable

federal law. | understand that by slgning this Acknowledgment | do not waive my rights
under applicable.federal law.

1 also understand and acknowledge that the Office may unllaterally change or
revise, with or without noti¢s, Its policles and practices, and such changes may affect
the benefits provided therein. Moreover, I understand and acknowledge that the
confenis of employee handhooks, personnel manuals, beneflt plans, policy statements,
and the like as they may exist from time-to-time, orother employment practices, shall
not serve to create an actual or Implied contract of employment, or to canfer any right to
ramaln an emplayee of the Office, or otherwise to change In any respsct the
employment-at-will relationship between the Office and myself.

| acknowledge that no-one in the Office is authotized to make exception to ths . ;
. understanding, except Congresswoman CGathy McMorris Rodgers, who must da so in '
writihg to be.effective, )

(Date) (Slgnature of Employes)

Process:: 1) Read and understand; 2) sign and date; 3) subniit forw to your office Staff Assistant within I week of
e

PURPOSE OF THE HANDBOOK
This Handbook has heen prepared to summarize the parsonnel policles and
procedures that ars applicable to employees of the Office of Congresswoman Cathy
MaMorris Rodgers (herelnaftet referred 10 as "the Office”). You shotild read the
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Information-tn this Handbaok prothptly and thoroughly so that you have an .
understanding of the policles and procedures of the Office. If you haves any questions ar
concermns, please discuss them with the ©ffica Manager. Flease recagnize, however,
that this Handbook ¢annot anticipate every “sltuatlon or answer every question about
your employment; it-can provide only al overview of policlés and pracedures, Itls not
ah express or implied employment contract or legal dooument, nor should its cantents

be considered a strict Interpratation of the policies, procedures ar bensfits that are
desctibad In this: Handbook.

" This Mandbook is effective as of Nove'mbel“l , 2009 and If supersedes any and all
ptior employee handbooks, personnel policles, and guldelines.

In order to mest changing cirpumstances, the Office reserves the right to change,
ravise, or rescind any of the policies, procedures or benefits described in this Handbook
(other than the at-will nature of the employrrent relationshlp) whenever, In Its sole
discretion, the Office deams it appropriate to do so. Policies and procadures are
subject fo Interprefation bythe Office, and exceptions may be made in Indlvidual cases
at the sole discretion of Congresswoman Cathy McMotrls Rodgers (hersin “the

Congresswoman” or 'the Member”), the Chlef of Staff or the Deputy Chlef of
Staff/District Director.

In addition fo the poficles contained in this Handbook, avery employes of the Office has
a duty to comply with all applicablé .Federal laws, Rules of the House of
Representatives, the mandates of the House Ethics Manual, and Regulations of the

. Committée on House Administration (lncluding those contained In tha -Members”
Congressional Handbook).:
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I. POLICIES AND PROCEDURES
Managament Rights

The Office strives to serve the Member's eonstituents with professionallsm,
quality, and dedlcation, promptly and effectively. To reactt its goals, the Office
reserves ifs rights as an employer fo, at any time, with or without prigr notice,
establlsh, adminlster and change wages, bensfits, practices and procedures;
direct and dlsclpline the staff; make decislons regardirig recrultment, hiring,
tralning, asslgnment, transfer, prometion, demotion, layoff, recall and refirement
of employees; establishthe setvices to be rendered, and who shall perform the
work and at what rate; take actien to maintaln the security of emplayees, facilities
and property, including without limitadtion, inspections, searches and
Investigations In accordance with applicable laws; establish starting-and quitting
times; discontinue or close down any part of or all of the Office; expand, reduce,
alter or comblne any ohe or more of the Office opefafions; and take whatever

otheractlon I8 necessary in the Office’s Judgment {o operate sfficlently and
effectively.

The fallure to exercise these ar ather mana,gemant rights. shall not waive the
Office’s right to do sa at anytima in its sole discretion, or preclude the Offics

from exarcislng any management prerogative in ways other than those dascribed
above,

"The definition of “management’ for purposes of this Handboek are: the
Congresswoman; the: Chief of Staff; the Deputy Chief of Staff/District Director;
the Legislative Director; the Communications Director; and the Office Manager.

Btate ment of Equal Employment Opportumty Po[lcy

The Cffice Is an equal amplcymen’t apportunity employer and does not
disctiminate on the basls of an individual's race, color, religion, sex, national
otigin, disability, rillitary status, age or any other factors prohibited by applicable
fedaral law. This Includes alt hiring, discharge, promotlon, pay, benefits,
reassigriment, and other petsonniel actlons affecting the terms, conditions, and
privileges of employment. Additionally, according to House Rule XX(Hi(8), the
Office is also prahibited from discriminating against an Individual based on
marital or parental stafus. However, the Offlce may consider party affillation,
domiclle and political compatibility in making employrneént decisions.
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Personnel Records

It is the policy of the Office to keep personnel-related information
maintalned In confidence to the greatest extent practicable. Information
from emplayee flles will be released only as foIIOWS:

| to the employee at hig or her written request to be provided by the
Office withln a reasonable amount of tirns;

! to third parties, as requlred by Judicial arders, suhpcenas and law
enforcement requests; and

! immedlately to management with a need to know-

Each current employee may review his or her own personnel filé upon
written request and may raquest, in writing, coples of any or all information
contained thereln, which shall be provided by the Office within a
reasonabla amount of time, .

It Is important that the Office and the House Payroll and Benafits Offica be

informed by you, In writing, on a timely basls, of any change with respect
to the following:

| Your Name;

| Your Addrass;

! “Your Home telephone number

! Your Employment Eliglbility (Farm 1-0).

Itis your responsiblility to inform the House Payroll and Benefits Office, In
writing and on a imely basls of any change with respect fo the following:

! Your Beneficlary designation {for insurance and other benefit
plans};

! YourNumber of dependents (for income tax w’thholdlng and
nsurance status/eligibility purposes); -

] Your Marital status (forincome tax withholding and insurance
stetus/eligibility purposes);

! Any change In the number of exemptions you Intand to cldim on
your taxes.

In addition, it is Important that the Office malntalh an emergency contact for each

employee (in the event of Injury er liness) and that the employee promptly notify
the Office, In wiiting, of any changes with respect to the emergency contact.
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All changes I your p.eraonnél~ralatéd Information and all requests regarding your
persanne! records should be directed to the QOffice Manager.

There is only ong persormel flle authorized and maintalned by the Office and that
personnel fite Is located and maintalned In the Spokans District Office. The
Office Manager Is"authorized and rasponsible for malntaining complete, aceurate,
up-to-date personnel records. The DC Office Staff Assistant Is responsible for
enstring that all personnel documents (orffinals and eopies as appropriate)
related to the DC Office are-forwarded to the Spokane Ristrict Office Staff
Assistant In a complete and timely manner, and of keeping the Qffice Managet
fully informed of all personnel matters. :

Nepotism

Members and eniployees are prohibited by faw from appolritirig, promoting, or
recommending for appolntment or promotion, thelr relafives, except as discussed
bélow, Individuals with the following relationship o a Member may not be

employed by the Member:
{ aunt I halsister I sondnlaw
! brother - I busband | stepbrother
! brother-indaw ! mother 1. stepdaughter
! daughter ! mother-in-law ! stepfather -
I daughter-indaw ! nephew ] stapmother
] father ! niece ! stepsistef .
! father-in-law 1.7 slster ! stepson |
| first cousin o sister-in-law ! uncle
! half-brother | I son ! wife

&
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'

If, however, a House employee becomes related to the emplaylng member (by
marrtage}, the employea may remain on the Member's personal or committee

.staff. Similarly, If a Member hecomes the employing authority of a retative who
was hired by someons élse {e.g., the Member ascends to the chairmanship of a
Committes or subsommittee for which the relative s alrgady working), the
relative may remain on the payroll. However, the Meniber may not then give that
indlividual further promotions or ralses, other than cost-ofliving or other across
the board adjustments. The statuté does not profitblt a Memberfrom employing
twa individuals who are relatad {o each other, but not to the Member. (See
House Ethics Manual at pp. 272-273). Contact the Ofiice Manager.

. —— et = P

Evary amployee must certify relationship to any Meraber of Cangress en a

certiflcate of relationship form, available from the Office of Human Resources in:

B215 Longworth HOB or at htto://housenst.house.qov. If, atany time, the i
ralationship of an employse to a Member of Congress changes, the employee - A
must flle an amended ceriificale of relationship with the employing office.

Payroll

Paychecks are distributed on the last business day of each month via direct

- deposit to the employee’s chosen financlal Institufion. Questions regarding direct
deposit and possible alternatives sheuld be directed fo the Qffice of Payroll &
Bensfits at 202-225- 11

Attendance Policy . :
1. Basic Policy S $

Attendanae and punctuality are essential ta the efficient operation ofthe
Offlce. Itis recognized that there are situations beyond an employee's,
controf that may create absenteslsm or tardiness. However, the Office
cannot tolerate repeated unauthorized absences from work or tardinessin
reporting to work, becatise such actions disrupt scheédules and create a
burden on fellow employees and the Office. Moreover, a Member s
prohibited from retalning an employee on the payroll who does not
perform official dutles commensurate with the compensation recelved,
{See House Rule XXIII{8)(a)), s

If you are ahsent from or tardy for work for any reason, you must spsak -
with your supervisor {or If your supervisor Is unavailable, some other
management employee), as early as possible before the beginning of the
workday or shift. An employee who arrives mora than 156 minutes after his
or her designated starting time ls consldered tardy.

&
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" If you must leave work eatly, becausa of [liness or sther upavoldable
reasons, you gre responslbla for personally notifying, your supervisor and
obtaining approval before departure. Absenteelsm ortardiness that ls
cansiderad to be excesslve, in the sole judgment of the Offlce, ar failure to
follow reporting procedures, may subject an employes fo appropriate
"disciplinary action up to and including terminatlon.

e

"I Job Abandonment

If you anticipate ah absence from work, whether for the enfire day or for
any portion of the day, you shauld notify the Offfce as far in advance as
possible, so that work schedules and assignments can be adjusted
accordingly. If an empleyee Is absent from work for three consecutive
work days without potifying or ebtaining advance approval from your
supervisor, it will be presumed that the employee has abandoned his/her
position and his or her employment will be terminated, &xtept undér
extenuating tircumstances and in the sole discretion of the Chief of Staff,

= R

1, Office Hours 2 d

Regular hours of operation are from 8:30 a.m, - 5:30 p.m., Monday
through Friday. Telephones must be fully staffed during Offlee hours, The }
Offlce reserves the right to establish additional or modified hours of -

operation depending on the schedule of the House or at the discretion of
the Cffice. -

IV, Lunch Period |

Lunch periads are established by each employee's immediate supetvisor

and, In all vases, will ba no longer than one hour, without prior approval

from the employes's supervisor. Excéptions to this poligy will be granted

consistent with the Office’s leave policy, as set forth later in this |
. Handbook, or in cases where a staff meniber is requésted by his or her

supervisor to attend an officlal functlon. Lunch perlads for employess are

rotated to ensure caverage of the telephones at all times,

10
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V. Snow Days and Other Contingencies

Employees are required to be af work whenever the Offlce Is open. When
weather condltions or other smergencies make it unsafe tp traval to and
from work, the Office will he open for essential services only. This polley
goes Into effect only when medla repaotts [ndicate féderal government
offices are completely closed due to inclement weathsr, or when the Chief
of Staff or the Deputy Chief of Stafff/District Director has determined that
the Office will be clased, 1n addition, when Inclement weather makes it
unsafe far a particular emplayee to travel, leave status will be granted to
those employees who, due fo unsafe weather conditions, are unable to
‘report to wark, provided hefshe submits a Leave Request Form (Appendix .
C)to his/her supervisor en the next business day he/she is able to come
into the Qffice, : ‘

[ Y

fime and Aftendance Records

Time and attendance records will be kept for each employee, The Spokane
Distriet Office Staff Assistant Is responsible for malntaining proper records for 2l
categories of leave and enstiing that time and attendance are recarded and
reported properly by the employees. The Staff Asslstantin the D.C. office is
responsible for ensuring that fime and attendance are recorded and reported
preperly by the D.C. employees, and Is responsible forforwatding that
information accurately and fimely to the Spokane District Office Staff Assistant on
at least a weekly basis. ! :

Employes Classification
Employees are classifled into one of the following two gategories:

1. Employees who are exempf from the overfime raquirements of the Fair Pay
Labor Standards Act as Incorporated by the Congressional Accountability Act:
* Those who are not required to be pald overtime for all hours worked in excess
of 40 hours in one work week. Exempt.employees are expected to work
whatever hours are necessary to meet the job responsibilities and needs of
the-Office.

et m— s am

2. Employees who are non-exetmpt from the overtime requirernents of the Falr
Labor Staridérds Act as Incorporated by the Congresslonal Accountabillty Act:
Those who are required to be compensated for all hours worked In excess of
40 haurs per week.

11
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The employae olassliicatian determination Is based onthe acfual job dutles and
responsibliities of tha amployee,

The workweek for the Office begins at 12:01am on Sunday and ends at 2:00au]
on Saturday.

Overtime for Non-Exempt Employees

The basle work weeK will cansist of 40 working hours for non-exempt employees,
However, your supervisor may ask you to werk overtime orto be avallabla for

" duty other than during nermal wark hours. Scheduling additional work hours
requires the prlor approval of your supervisor or other appropriate management
personnel and an avértimé preautharzatlon form (Appendix D) must be
completed ptlorto working pvertime, Failure to secure permission from the
appropriate suparvisor prior to working overtima may rcsult in disciplinary acfion,
up fo and including termination.

Conip Time for Nun-Exempt Hourly Employees _ ) i

Non-exempt employaes who work more than 40 hours In a work wesk will be
compensated at flme and one-half for all hours over 40, or will be given time off
at a.one and a half rate in a subsequent work weel within the same pay period
for hours worked aver 40. The determination of whether compensation will be In
avertime pay or overtime time off ("comp time"} will be made by the Offlce. Time
off or compensatlon for overtime worked may not be transferred from one pay
period 10 the next. Only time actually worked (and not Holidays, annual lsave, or
sick leave), is counted as hours worked for purposes of caleulating overtime
compensation.

it g

Discretlonary Additional Time Off for Exempt Salary Employess

In appreciation for an exempt salaried employse's extraordinary affort, an exempt : l

salaried employee who works three hours or more on a Saturday, Sunday andfar

Hollday (“Holldays" are designatad later in this Handboak) in addition ta thair "]
~ normal and customary work week, shall be sligible to request one day off from

work for each Saturday, Sunday andfor Holiday he or she aiso works In addition

to their normal and custormary wark week (herélnafter referred to as,

“Discretionaty Time Off").

= ety

In orderto have their request considerad, the employes must submit a properly
. completed Request for Leave Form (Appendix C) to hisfhar supervisor, no later

then the next normal business day that the employed's office Is open. For the

Spokane office, bath the employee's supervisar and the Office Manager must .

12
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approve the Discretionary Time OFf. In addit{on, the requested Discretioriary
Time. Qff must be praposec fo ocour within fwo weeks following the Saturday,
Sunday and/or Hollday that the employee worked; and must not result In the
employee having mors than one exfra consscytive day off from work (e.g. the
employee normally has Saturday and Sunday off, and {s requesting two days of
discretionary time off, then the employee may request the hext iwo Fridays off,
but may not request a eahsecutive Thursday and Friday, or a consecutive Friday
and Monday aff).

In no event shall Discretionary Time Cff accrue or otherwise carry forward
beyond the two weeks immediately following the Saturday, Sunday andfor
Holiday that the emplayee worked. In no avent shall Discretionary Time Off
exceed two days per month. [n every event, whather granted or denled, the
completed request form, signed by the supervisor, must ba dellvered to the
Spokane Distret Office Staff Assistant for proper entry inte the Office records and
personnel flles.

The approval or derfal of a Discretianary Time Off request is entirely withtn the
sole diseration of the Dﬁice

Conflicts of interesb'Ethlca in Government Act

All emplayees of tha Office must strictly comply with the provigions of the
"Ethics in Government Act, House Rule XXV and other applicable House
Rules regarding outside income, gifts,-and personal financial disclosure,

- Moreover, it is the fesponsiblfity of the employee to become familiar with
the requirements of House Ethles tules as well as the requirements of
House Rule XXIll. Failure o comply may be grounds for dismissal,

The Carnmittee on Standards of Offlcial Conduet has prepared forms for
financial disclosure, togethar with a detalled explanation of requirements
of the Ethics in Government Act. Questions regarding financial disclostre

may be directed o the Committee an Standards of Officlal Conduct at
2Q2-226-7103. .

Eriployees of the Office ars not to engage In eanduct that constitutes a
conflict of interest or 8 potential conflict of interest. In general, a "conflict
of interest” Is any situation In which an employee's conduct In his or her
Job conflicts with ks or her private economic affairs, In addition, page
186-187 of the House Ethics Manual extends the definition fo situations
and circumstancas which pose a "risk of Impalrment of impartial
Judgment.”

138

CMROQGE-0249

13-0906_0150

COE .MCMRODGERS .006019

L5 TR I ) H

R e~




W Ve vas s BV LA AT Wows Y ) Ry T R

CONFIDENTIAL

Generally, acceptanca of glfts, other than from family and close personal
friends, Is prohlblted by House Rule XXV. Tharefore, you must contact
the Offlce Manageér regarding any offers of gifs, money, or other benefits
offered by a fobbylst or anyone that has dealings with the Office.

Contaot the Office Manager If you have even the slightest concem that

particular conduct, including but not limited to, the acceptance of any gift,

might constitute & conflict of interest or a violation of House Rules or
Federal law.

Employees should err on the side of caution when confronted with a
notentlal conflict of intetest and discuss the matter with the Office
Manager for clarification and resolution,

Outside Employrent

Employess of the Office may not secure employment outside the House
which conflicts with the perfermance of their official duties. Further, House
employees who engage in private employment may not do so tathe
neglect of their Congrassional dutles, on “officlal time” for which a salary is
recejved from the United Siates Treasury, orif the employment Is gained
through the improper use of their official positions. it is the responsipility
of each employee to fill out the Ouiside Employment Authotizafion Form
(Appendix H), to submit the Form to the Chief of Staff, and to obtain priot
written approval frorn the Chief of Staff prior to accepling orengaging In
any aufside employment.

In addition, eertain employses face limitafions on outside employmenit and
earned Income under Housa Rule XXV, All employees assume full

_responsibility far complylng with House Rules and federal law. Contact

the Committee on Standards of Officlal Conduct at 202-228-7108 If you
have any questions about outside employment.

Upon separation from employment with the Office, certain employees are
prohibited from [obbying cettain Membeérs of Congress or thelr staff fora
period of at lsast one year. For more information contact the Committee
on Standards of Official Conduct at 202-225-7103.
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Campaign Woik and Political Actlvities

Employess of the Office may engage in vampaign work only on their own )
time, and only when thelr Campalgn Work Authorization Farm (Appendix !
G)'has been pre-approved by the Chief of Staff in writing.

Official House propeity, equipment and resources may not be used for :
campaign zctivitles. Campalgn sontributions may not be sollcited on, or i
for delivery to, Hause property. |

' i

_ The 2/28/96 Congressional Research Service (CRS) publication
Campaign Activitles by Congresslohal Employess, provides a good
summary of regulations that govern the participation of House employees

In campaigns and campaign fund-raising. If you have any questions or
cohceims, contact the Office Manager.

Domestic/Foreign Gifts and Travel

Rules of the House and the Forelgn Gifts and Decoratlons Act govern your I
conduct relating fo fravel ta forelyn countries and the acceptance of gifis
or hospitality from forelgn.nationals or governments., Employees are
required fo cansult with fhe Commiites on Standards of Offictal Conduct at
2022257103 regarding those laws and rules, and to nefify the Office
Manager in wtiting, before traveling to forelgn countries on House
business or accepting gifts from forelgn nationals or governments,

e ———

Reimbursement for Official Expenses

Non-Travel Related Expenses

No employee may Incur official expenses in excess of $50,00 per
week without the prior approval of the Deputy Chief of Staff/District

" Director, “Officlal Expenses”-are definad by thé Regulations of the
Commlittee on House Administration as reflected in the Member's
Congresslonal Handbook and are strictly limited to expenses
relatet to officlal and representational dutles for the district from
which the Congresswoman was elected,
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Travel-Related Expansas

No prior approval is required for requests for mileage
reimbursement.

Travel outside of the 5" Congresslonal District for Washington
State office employegs, and travel outside of DG for DC office
employees, requires the pre-approval of the Deputy Chief of
Staff/District Director. Employaes traveling outside of thelr
gaagraphic office area will be relmbursed not mare than $50.00 per
day for food plus $50.00 per day for non-mileage related &xpenses,
unless prior approval Is gbtalned from the Deputy Chief of
. Staff/District Director. In general, no approval will be granted for air
fare expenses in excess of $450.00 round tp, for lodging
‘expanses in excess of the federal per diem for the location, -and for
car rental eXpenses not pre-approved.

Procedure

Travel-related ficketing, rental car.and lodging requests must be
submitted in writing to the Spokatie Distrlct Office Staff Assistant for
District staff and to the Exetutive Assistant for DC staff at least 30

days In axdvance of fravel, or as soon as reasonably possible under

the clrcumstances,. using the Travel Request Form (Appendix E),

You are responsible for making the travel, rental car and lodging
arrangements af the best possible rates and for holding those _
reservations, pending cost-approval by the Deputy Chief of -
Staff/District Direttor and payment arrangements by the' Spokane
District Offlce Staff Asalstant/Executive Assistant. You may net

pay these expenses yourself and submit a request for
_relmbursement; all fravelrelated ticketing, rental car and jodging
expenses must be pre-pald by the Office, uriless other

arrangemments have begn pre-approved by the Deputy Chief of :
StaffDistidct Director. -

To be approved, requoests for reimbursement for official expenses
must be on the House Finance Office approved vouchers
{Appendix FF), which you may obtaln from the Staff Assistant for
your offlce location. Only requests for relmbursement submitted in
accardance with the Regulations of the Commlttee on House
Administration as reflected in the Memibsers’ Congrassional
Handbook will be processed for paymeént.
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If the voucher [s not properly completed andfor Is not submitted to
the Spokane District Office Staff Assistant within 3¢ days (for
rash expenditures) or within 60 days (for ¢redit card
expenditures) then reimbursement may noi: be made.

Timely, properly submitted relmburserent vouchers will be paid by
iha House Finance Offica thraugh direct deposit.

Any procédural questions about reimbursement may be directed to
the Office Manager and/or to the District Qffice Staff
Assistant/Financlal Administrator,

Tha Frank

The "frank" Is the terrﬁ applied-to the use-of the signature of a Member of
Congress on mall in fieu of postage. ‘

All staff of the Office.should review the publication Regulafions on the Use
of the Congressional Frank, published by the?}ommiss;on on
Congressional Malling Standards (Franklng Commmsron). before sending
. any mall for the Offica.

The frank Is to be used only for official business. Undet no circumstances
should the frank or other officlg] resources be used for an employee’s
personal mail, This rule applies to "inside mall* as well.

The frank cannot be used on mail to forelgn countries {cther than via APO
or FPO boxes). Letters or documents fo fofeign officials should he sent In
care of the country’s consulate in the United States. Ifthat is nol passible,
welgh the letter/document and obtaln the proper amount of postage from
the Staff Assistant in your District Office.

For more Information on franked mall, see Officlal Mail Expenses, of the
Members' Congressional Handbook as well as the House Ethics Manual's
discussion of the topic. Questlons regarding use of the frank, and
requests for advisory oplnions on the frankability of mall, should be
submitted to the Communications Director, .
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Mass. Mailings

Tha Office s required by House Rule XXIV and 2 1J.8,C. § 59a(f) ta seek
an advlsory opinlon as to whether proposed mass mallings are In
compliance with all applicable Jaws, rules and regulations, from the
Commisslon on Congressional Malling Standards (Franking Gommission).
A mass maliling ts generally defined as any maliling of 500 items ot mote of
substantially identical content within any séssion of Cengrass.

B L

Compllance with these requirements Is gxtremely [mportant because the
Offlce is responsible for complying with all epplicalbile provislans of Federal :
law, House Rules, and Regulations of the Commisslon on Cengressional o
Mailing Standards and the Committee on House Administration. ;
Therefore, the prlor, written approval of the Comniunications Director Is
required before any mass mailing Is undertaken.

The Gffice Drug and Alcohol Abuse Palicy
I. Baslc Poiicy

The Office strictly prohiblis the unlawful manufacture, sale, distribution, _
dispensation, possession, or Use of controlled substances in the workplace or !
while on paid Hirte. This policy also strictly prohibits all employees from being :
under the Influgnce of drugs (see discusslon below for prohibited drug use) or
alcotol while on pald time ar while on workplace premises.

"Prohlbited drug use includes any and all controlled substances except
thosa taken pursuant to, and tn'compllance with, a prescription from a
licensed health cars professional, Prohibited drug use also includes the
medically unauthorized taking of-any prescription drug .as well as the use
of prescription medications illegally obtained or used In a manner ;
Inconsistent with the direction of the prescribing, llcensed health care b 4
profassional. Finally, prohibited drug use Includes the abuse of overths-
caunter medications used in a manner inconsistent with its Interided
purpese so as to affect ihe performance of the emplayes.

_ As & condition of employment, employees must notify the Deputy Chief of
Staff/District Director and/or the Chief of Staff Immediately of any charge
.made agalnst them by law enforcement for any violation{s) of federal
andfor state criminal drug and/or alcohol laws while they are engaged in
thelr offictal duties; and of any conviction for any violation(s) of federal

and/or state ciminal drug and/or alcoho) laws at any time while they are
employed by the Office.
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Il. Non-Discrimination Policy I

The Office complies with all provisions of the Americans with Disabilitles 3
Act ("ADA"). No employee or applicant for employment who is qurently :
drug-free will be dertied employmant or otherwise discriminated against
solely becayse of the Indlividual's prior abuse of drugs, ptior treatment for
drug abuse, or status as an alcoholic or a recovering drug addict,
However, the ADA does not protect ermiployees who are current users of

ilegal drugs nor does it protect employees who violate the Office Drug and
Alcohol Abuse Pollcy, as described above,

lll. Voluntary Treatment and Caungehng ’

The Office encourages all employees whoe need assistance in dealing with
alcohel or drug dependency problems to seek caunseling through the
vatlous private and public agencles and programs that exist in thelr
communitles: Employees may also seek assistange by contacting the
Office of Employee Assistance, 202225l Requests for voluntary
treatment and related mattars wtlf be kept as confldentlal as possible, and,
in accordance with the law, the Offfee will reasonably accommodate an
employee's attempt {0 address dependency problems. Emplaveas may
nat, however, escape disclpline by requesting treatment or leave only after

having been notified of disclplinary action for vislating the Office’s Drug ‘ :
and Alcohol Abuse Pollcy. _ f

iV. Fitness for Duty !

Ernployees are responsible for notifying the Office Manager for
Washington State employees and the Leglslative Director for DC office
employees of any condifions, Including but not limited {6 the taking of
medically authorized prescription drugs, that may ttnpair the employes's

. abliity to perform his aor her job In a safe or effective manner. The Office
will atternpt to ensure that the disclosure and substance of such
Information Is kept confidential and that it will be disclosed only to
Indlviduals with a lagitimate heed to know. Na emplayee will be
diseriminated or retallated agdinst as a result of his or her disclosure of
such information. The dlaclosure Is raquired only to ensure safoty In the
Offics and to protect the employee against any Inageouraté assimptions
that might otherwise be made about the employea’s performance
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V. Discipline for Violafion of This Policy

Employees who violate this Drug and Alcohel Abuse Palicy and/or the
Fltness for Duty Policy may be disciplined, up to and Including immediate
termination. !

. Smaking Policy

To provide a safe and healthy working environtment for alf employses,
“smoking s prohibited in the Office. Employses who violata this policy may
be subject to disciplinary actlon up to and including termination. All
employees share responsibliity for malntaining a smoke-free workplace.

Employees interested in attending a smoking cessation pragram should
contact the Office of Employee Asslstance at 202- 225l

Personal Use Policy
The House Rules allow for personal use of House equipment (.. phone,
computer) and supplies (e.g. paper, pans) only if such uss is negligible in
nature, frequenay, duration and expense.

Recycling Policy

Thie Office cooperates fully with the House of Reprasentatives Reacyeling
prograrm. Labeled resycling bins are located throughout the D.C. office
and the Washington State district offices. Please take note of the
locations of these bins and make svery effort to recycle materals
accordingly. For more Infarmation, please contact the Staff Assistant for
your District.

Use of Officlal Stationery - _ .

Use of offictal stationery of the Office by staff members Is strictly limited to
correspondence relating to the offlcial capacity ot responstbilities af the,
staff member. Use of officlal sfationery for personal business or matters
unrelated to the Office Is strictly prohibited and subjects such users to

. appropriate discipline up 1o and ineluding termination, For guldance on
this Issue, please speak with the Office Manager, referto the House
Ethlcs Manual, andfor calt the Sommittes on Standards of Officlal Conduct
at 202-226-7103.
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Safsty and Seourity Pn]lay

It Is the pollcy of the Office to malntain safe WOrkmg conditions far fts
employees, Accordingly, all employegs are expected to ablde by
applicable safety and security rules and regulations within House facllities.
Fallure to obsetve genaral safely protedures, neglect of the safety of
others, or the comimisslon of unsafe acfs Is unacceptable. If you have
questions, refer fo the Security Procedires Manual for your District Ofilce
or ask the Staff-Assistant for your District Office.

DC Office:

Bomb threats should be reported Immediately to 8-1-1. A Bomb Threat
Checklist Is ayailable from the House Sergéant-at-Arms at 202-225-JL.

Threats to the physical safely of a Member or employes of the Office
should be reported o the House Sergeant-at-Arms at 202-225 1.

If yau are injured white at wark, you must repott the injury immediately to
the Staff Assistant. You must also complets 4 notlce of injury report (Fortri
CA-1), which is availablé from the Office of Payroll and Benefits, B215
Longworth HOB, 202-225- 1M, and submit it to the Office Manager.

All employees are lssued Identification cards that allow access to the
House office bulldings. You mustimmediately repart Jost or stolen [.D,
cards and keys to the Sergeant-at-Arms Office of Idenfification Servicas,
321 Cannon HOB, 202-225-M, and a rigw D, card will be issued to

you. Because an LD. card Is House property, it must ba retumed upon
ierminatlan of employment.

Loanlng or sharing of L.D. cards and offlce keys Is a setlous safety hraach
Employees who engage in such hshavior may be subjact fo discipiing, up
to and Including termination.

The nature of employment on the Hill Js such that It may rsqu:re you fo work fate
hours. Inthe svent that an employee Is In a positlon in which he or she is going
to be walking fo his or her car or the Metro statlon alone, the employgs Is
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encouraged to contact the Capitol Polics for escart. The number for Escort
Asslstanca ts 202-224 1.

-Spokane Offlce:

Bomb threats should be reported immediately to 8-1-1, A Bomb Threat Checklist
. Is avallable from the Staff Assistant,

Threats fo the physical safety of a Memberor employee of the Office should be
reported fo the House Sergeant-at-Arms at 202-225- 1.

If yau are injured at work, you must repor't fhe Injury immediately to the Office
Manager. You must complete a notlce of Injury report (Form CA-1), which fs
available from the Office of Payroll and Benefits, 202-225-NlMor ask the Staff

Assistant. :

All employees areissued key cards that allow access to the'Ofﬂce building. You
must immedlately report lost or stolen LD. cards and-keys to the Office Manager,

Loaning or sharing of key cards and office keys is a sarious safety breach.

Employees who engage In such behavior may be subject o discipline, up to and
Including termirration. ’

Additional information Is contalned In the Office Security Procedures Manual.

Walla Walla and Colville Offices:

Each office has its own Security Procedures Manual, Contact your Deputy
District Director for the séfety procedures maintained for your District Office.
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Office Property

Al staff members play arr impottant role in the political process, and enjoy a
telationship of trust and confldence with the Member, Inherent In this relationship
1s the expectation that staff membets understand the need to protect sensitive
and confidential information, and work at alf fimes for the good of the Member
and his/her constituents.

e — ot e e s w8 &

To asslst the Member In performing hisfher duties most effectively and efficienty,
it Is imperative that the Office have Immediate access to all Offleé files and other
.properly. For example, in an employes's absence, the Office may heed to enter
and search an employee’s work area fo retrleve work-related matetlals. The : ﬂ
Office also must retain its ability to [ocate missing property promptly and to

investigate susplcious activities In the Office, Therefare, the Office reseryes the

flght to inspect and search ajl areas and property in the Office at any time, for

these reasons, or any other reason within its sole discretion, withouf notice or
consent.

All inspections and searches must be preauthorized by the Member and/or the F
Chief of Staff and/or the Deputy Chief of Staff/DIstrict Director. Inspections,
searches and investigations can include, without limitation, the examination of
physical files, computer fifes, e-mail, volce matl, flle cabinsts, desks, work
stations, closets, storage areas, manuals, equiprnetit, ahd all other Office-
propetty and areas. For these reasens duplicates of all keys issued to the staff
are maintained, and the- passwords for your telephane voicemalls are assignad,
Your volcemal wﬂi remaln gclive for up to 60 days following tarminafion of your
employment, sa that the Office may recelvé those messages and act on them
appropriately, The Office also reserves the right to search packages and other
containers within the Qffice to investigate suspiclous activifies.

Employees should leave valuable iterms at home, The Office: cannot be
responsible for the loss, theft or damage of any property brought Into the Office,
Additionally, employees should report any susplcious activity: they observe In the
Office to the Chief of Staff, the Deputy Chief of Staff/District Director, the Deputy
Distrlct Directar or the Staff Assistant. As a condition of confinued employment,
the Office expacts each employee to asslst with the Office’s efforts to maintain

the canfidentlality of Office activities, ard to provide }Sor employee and Office
security.

For the reasons described above, smployees should not harbor any expectation’
of ptivacy In the office or equipment that is provided to them by the Offics.
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Emergencies,

You wit be asked to provide the Office with the nams and telephone
number of someane fo contact on your behalf in the event of an
emergency. Should your "emergency contact” person change, please
notify the Spekane District Staff Assistant Immedlately. It is the duly of the
employee to infarm your district staff asslstant of any changes to
Informatian concerning persons to coritact In case of an emergeney.

DE Office:

If @ medical emergancy occurs duting working hours of on the premises,
you should immediatsly contact the Capltol Police at 911 or the Attending
Physlcian's Office at 202-225-Hl The Physiclan's Office is opan 9:00
d.m. t0 5:00 p.m,, or until adjournment, Mohday through Friday. Inthe
case of a minor injury or lfiness, go immediately ta one of the First Ald
Offices, which.are in the fdllowing locations and are open 9:08 &.m. to
5:00 p.m., Monday through Friday:

H-166 The Capital, - x5-
110 Cannon HOB, x5
" 1204 Longworth HOB, x5
B344  + Rayburn HOB, x5
H2-146 Ford HOB, X6
Distrlet Offices:

If & medical emergency pteurs during working hours or'on the pramises, you
should immediately call 8-1-1.

Computer Policy

Cettaln employess of the Office are assigned personal computers for use
in the conduct of thelr official duties. Specific guidelines and Instructions
regarding the tge of the Office’s computers will be provided by the Staff
Assistant for your office to each employee that is assigned a computer.

Under cerfaln clroumstances, it imay be nedessary o access the
employee's computer fo recover dacumients. Therefore, the’Office
reserves the Hght of access to any computer or file on the Offica’s
computer system. Accerdingly, employses should not harbor any

expectation of privacy In documents created on the equipment provided to
them by the Office,
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Computer viruges isan be transmitted via software or data files, and have
the potential of stopplng all werk on the Office’s computer system.
Therefore, employees who are asslgned computers must scan all
computer disks for viruses, especlally If a diskette hag bean used autsida
of the Office. Contact our designated contact persan at Lockheed Martin

af 202-378- 1M f you have any questlona or need assistance regardi ng
software,

Employeas of 'Ehe Office may not make unautherized coples of any-
software licensed to the House or to the Office and remave It from the
Office. Employees are alsp prohiblted from using unlicensed software
anywhere on the Office’s computer system,

No softwaré can be loaded onto any computer or the system without direct -
authorization from our designated contact person at Lockheed Martin at
202-378- MM to ensure that only legal coples of software are running on
the system and to pratect the computer system from viruses.

Employaes who access House computer systems remotely are
regponsible for malntaining the security and integrity of such systems.
Passwerds and other means of access must be gafeguarded, and each

. employee is rasponstble for notifying the Staff Assistant for your District of
any breach, ar potentlal breach, of security or integrity of such systems.

Employees are prohiblted from tmoving computers, printers, or other
computer equipment of the Office without flrst.contacting and obtalning the

approval of our deslgnated cotitact person at Lockheed Martin at 202-378-
L

" Employees ars responsible for compliance with all regulations of the
Caommittee on House Administration,

Elecfronic Mail Policy

Electfonic Mall ("e-mall"} is provided as a communlcations tool fo all
employees of the Office and should be used with the same rules of
professional behavior that apply to tha telephone. E-Mall may not be
used to commmit an unlawful act, to harass or annoy another employee, for
persanal communication, or fo advertise or pramote outside business or
other non-office related activifies,
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Employees shauld not read the e-mall of others. Occasionally, an emiployee may
be assigned to review the e-mail messages of ancther employes for legitimate
purposes. Hawever, ah employee must have prior approval from the Offlce
Manager prior to reviewing tha e~mall flles of another emplcyes

It Is possible that other employess ar third-parifes may inadvertently view
your evnall messages. Because thare Is no guarantee of absolute privacy
with e-mail, it Is Imperative that all employees use gaod judgment when
using the e-mall system.

Management expressly reserves the right to review the e-mall files of any
ermiployee, with'or withowit neotics; Tar any reasan within its discretion, including

.butt not limited to Investigating wrongdolng or securlty breaches; momtonng
compllance, or abtalning work product. .

Infernet Use Policy

Internet access is a privilage and nof a right of smployment. meldental personal :
use of Office resources to access the Internet is permissible only ta the extent '.
that such use s negligibla in nature, frequency, fime consumed, and otherwise y
conforms with the regulations of the Committee on House Administration and the B
Code of Official Conduct (Housa Rule XXIlI). Employeses shauld harbor na

expectation of privacy with the use of their computers, Intluding the Internet

websites they access, browse ar download. .

The following guldelines are Intended to provide some direction In the use of the
Internet. This [Ist Is not exhaustive and employees should raguest guidance from
the Offlce Manager If there is any doubt as to whethera partlcufar use of the
Intermet viclatasthe policy of the. Office.

° Empioyees are strictly prohibited from using Office equipment far any form
of goramunication or use of the Internet that would discriminate against or
tarass individuals based on such individuals’ reics, color, religion, sex,
age, milltary status, disability, or natlonal origin.

° Use, of the Internet shall be I & manner that represents the Ofﬁ-ca and/or
the House of Representatives creditably;

0 Use shall not be for personat profit or gain,

» Use shall not be in a mannero, Intentionally ot otherwise, cause darhage,
disruption, ot malfunctian of Offide or House systems o networks;
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° Use shall not be to Intentlonally access or 'aﬂempt to access Information
on Offige or House systems in an unauthorized manner;

o ‘Usa shall net be neonsistent with the misslon of the Qfflce; 'and ¢ i

° Use shallbein a marner cons’rstent with all applicable laws, rules and
regulations,

Employees should always err on the side of caution when accessing websites
that are not related to their officlal job duties. Employees who violate this policy
may be disciplined, up to and Including temination.

Media Relations, Questionnalres, and Witten lnqulrles .

Only the Gengresswaman and the Communicafions Director are
authorfzed to eammunifcate with members of the press, and to answer
questionnalres and other written Inquirles from third partles, without direct,
prior permission from the Congresswoman, or the Communications i
Director, Staff members recelving requests or contacts from the medla, or _
other non-governmental persennel regarding any issue related to their
emplayment shauld report them to the Carhimunications Director

5 immediately.

Upen Boor Policy

The Office recognizes that open communication between employses and i
management is an essential element of a productive wark environmeant. To that
end the Office has adopted an Open Door Policy, which means that any
employes can discuss any work-related {ssue with any supervisor or
management personnel at any ime. The Open Daoor Policy has been |
established to enable employees to seek resolution of job-related Issues. Itis
Intended to croate a process whereby employess can ralse any job-related .
guestions or concerns they have with the assurance that these issues will he
addressed promptly and effectively by a person with authority to sffectuaie
resolution. _

‘g )
Employees are encoyraged to discuss job- related concerns or questions with
thelr Inmediate supervisor. If an employee falls to et safisfaction from fis/her
Immediate suparvisor, or the supervisar Is Invalved In the Issue or concern, the

employee may discuss the Issye with a higher-lavel su perwsor including the
Chlef of Staff and the Congresswoman. .
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It is tha responsibility of all management personnel to respond to Open Door

+ Requests n a fimely and objectiva manner, Retaliafion is prohibited agalnst any
employee because hefshe uses the Open Door Pollcy, and against any
participant in any Investigation promptad by any such complalnt or inquiry.

Confidentiality

During your employment with the Offlce, you wlll be exposed to certaln
information of a sensltive or confidential nature. Itis critical that confidentiality be -
malntained by all employees who work for the Office, that no disclosure of .
confidential information be made to anyone except as required In the
performance of work, and that ho Use be made of confidential information for
personal gain or advantage, or for the harm of others elther durlng or after your
employment with the Office.

Examples of sensitive or confidential Information may include Information
designated as classifled or secret by the government, matters Involving the
personal or professional lives of Office efnployees or the Congresswaman,
internal legislative or political strategy, personal information regarding
constituents, and Internal operatiors of the Office, among others.

Employees of the Office have access to confidential and sensttive Information
and, as a result, have a flduciary duty to the Office and the U.8. House of
Representatives. A *fiduciary duty” means a duty of utmast good faith, falr
dealing, and loyalty to the Congresswaman, the Office, and the U.S, House of
Representatives. The duty also requires the employess of the Office ta hald in
confidence all confidential and sensltive information of any Kind in accerdance
with the Code of Ethlcs in Government Senvice Tound In the House Ethics
Manual. Under that Gade, employses are precluded from using Information
coming to them canfidentially in the performance of thelr gaverrimental dutles as
a means for making private profit. Accordingly, it Is the Office pollcy that all staff
shall not publish any article, baok, transcript, or other written plece or grantan
Interview or act as an advisor on any such publication without the prior, written E
approval of the Chief of Staff,

Strict abservance of this policy by all ampt;uyees is of great Importance to the
effective operation of the Qffice. Violations of this pollcy may result in dlsclp!ine,
up to and including immediata termipation.

If you discover-a violation of this poliey, you have the responsibility o notify the
Chief of Staff immediately. Failure to so report may result in discipline, up to -and
including immediate termination.
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Non-Fratemlzation Policy

All employees have the right fo work in a professional atmosphere thal promotes
equal employment opportunities and prohibits discriminatory practices, Including
harassment. As stch, the Office expects that all relationships in the workplace
will be business-like and free of haragstment. The Office also recognizes that
some staff members may feel Intimidated or uncomfortable If asked outon a date
by a co-worker, In this context, a "co-worker” includes any member of the Office
staff, whether part-time, full-fime, shared, volunteer, intern, fellow, supendsor,
management, or atherwise employed by the Office. In order to minimize the
likelinood of the octurrence of this type of situation, or any other potentially *
uncomfortable situation, Tt Is management’s belief that 1t is tn the best interest of.
the Office to strongly discourage fraternlzation between co-workers. In this
context, “fraternization” means dating or engaging In sexual activity with co-
workers, Any emplayee who aets In a manner Inconsistent with this policy or with
the Anti-Harassment Pollcy may be subject to discipline, up to and Including
termination of employment with the Office.

Anti-harassment and Anti-digcrimination Pollcy
. Baslc Polle ;

As an equal epportunity employer, the Office of Congresswoman Cathy
MeMorris Radges Is firmly committad fo providing a work environment free
from diseriminafion, harassment or intimidation on the basis of race, sex,
age, reflgion, disability, color, national origin, military status, ar any other
basis prohibited by law. This commitment applies to all hiring, discharge,
promotion, pay beheflts, reassignments and other personnel actions
affacting the terms, conditions, and privileges of employment. This
commitment extends to making reasonable accommodations that enable

qualified disabled Individuals to perform the essential functions of their
Jobs.

All employess will be treatsd, and are lo treat each other, falrly and with fespact.

Employees wiil not be subjected fo, and will not SUbjBCf each other to
diserimination or harassment of any kind,

The Office wlll not lolerate any of the following actians:

! . making any employment decislon ¢r taking any employment action that is
based on race, sex.age, rellglon, lsabllity, color, natfonal origin, military

’
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status or any other basis. prohiblled by the Gongmsmonal Accountability
Act; ) .

] acting In a way that may create a hostlle, offensive, intimidating or
demeaning environment oh the basis of an emplayse's race, sex, age,
religion, disabillty, color, national origln, military status, ar any other hasis

_ prohibited by the Cangresslonal Accauntabllity Act,

1. Definition of Sexual Harasgment

There are two basic forms of sexual harassment.

Prohibited “quid pro quo” sexual harassment may occur when a supervisor or
manager makes unwelcome sexual advances, retuests sexual favors, or
engages in other verbal or physleal canduct of & sexual nature, if the Implication
i that submission o such conduct Is expected as part of the Job, It would also
be unlawful for a supervisor or manager to make employment declslons affecting
the individual on the basis of whether the individual submits to or refects sexual
condugt.

Prohibited “hostile work envirgnment” sexual harassment may oceur when
unwelcome sexual advances, requests for sexual favors, ar other verbal or
physical conduct of a sexual nature has the purpose or effect of unreasonably
Interfering with an individual's work performance or ereating an Intimidating,
hostile, or offenslve working environment. This may Include, for example,
displaytng sexually suggestive material in the warkplace, unwelcome fllrtation or
advances, requests for sexual favors, or any other offerisive words or actions of a
.sexual nature, :

il Other Prohibited Forms of Harassment

In additian to the sexual harassment discussed above, harassment on the hasls

- of raca, color, disabllity, sex, rellgion, age; military status or national origin can
constitute unlawful employment discdmination. Insults, Jokes, slurs, or other
verbal or physieal conduct or activity relating to race, colar, sex, re[ig!on age,

_ disability, military status or nationat origin are unlawfu[ if they create an
Intimidating, hostile, or offensive work environment; or If they unreasonably

" interfére with an Individual's work performance.
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V. Emplovee’s Rosponsthility

Personal behavior and language that are "acceptable” to one Individual may be
“offensive” to another. All employees must recognize that the focus of this
prohibition Is on the effect of one's action, not the Infent. Even an employee who
believes he or she Is “just kidding around™ or “didn’t mean any harm” méy act in
ways that have the effect of Infimidating or demeaning another empleyee and
thereby violating thIs pollcy.

Y. Procedures

It Is the intention of the Offics fo stop harassmeént before It rises to the level of a
vialation of law. As part of this effort, any employes who belleves that he/she
has been subjécted to or has witriessed &ctiotis that violate this policy should
promptly make a report to management in order for management to iramediately
Invéstigate and take comrective action where appropriate. The employes should
not wait untlf the actions beceme severs or pervasive but should report such
activity immediately. The émployee may advise his or her direct supervisor, the
next level supervisor, or any other management offictal with whom the employes
feels comfortable discussing such issues. The Offlce will protect the
confldentiality of harassment allegations to the extent pessible, The conduct of
an effactive investigafion reqtiires sharing Information with those wha have a
"needto know.” Anydocuments creatad or obtalned concerning the harassmerit
Investigatlon will be treated with the. same degree-of confidentiality, Anyone who,
In good faith, brings such a matter forward is &issured that he or she will not
suffer any retaliation, dlscrlmlnation, harassment, or reprisal for having done so.

The Offfce strictly prohlbits retallation agalnst anyona who reports an Incldant in
violation of the ant-harassment/anti-diserimination policy or anyone who
partlclpatea or alds in an nvesfigation of a complaln’r

Any employes who violates any aspect of this policy, including the prohibition
against retaliation, will face appropriate discipline, up fo and Including
termination.

Performance Reviews

The Office will perlodically review with the employee histher Job performance and
discuss his/her joh Interests and career goals. The Office does this ta bring to
the employee's attention hoth areas'In which he/she Is performing well and those
that need Improvement; to glve the Office ahd employee an opportunity to
discuss methads and Ideas formaximizing performance and efficlency for bath
the employee and the Office; and to discuss career development andfor
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sallsfaction. Performance evaluations can also influence declaions regarding
pay increases. The Office will conduct annual reviews, which reviews will
Include self-evaluation, peer teview, and conferencing with your supervisor,

éome of the factors the Office cansiders In Its evaluation of employees include:

! quality of wark;

I goal achievements;

| job skills;

! dapendabllity;

! attendance and punetuality;

{ abllity to work cooperatively with colleagues and
constituents,

! kriowledge and Implementatlon of initiatives:

] willingriess to assume responsibllity and to develop ideas:

! willlngness fo accapt direction;

I abllity to give direction where applicable;

!

adherence to ethical standards, House regulations, and
Office paolicles; and
[ Improvement sinca the last raview.

The Office will pravide each emplayee the opportunlty to comment an the
evaluation, Employees should understand that an evaluation doss gt alter the
employee's at-wili relationshlp or create a contract with the Office as describad
elsewhere in this Handbook.

Personal Appearance Policy

Employees should drass, groom, and maintaln pei'sgn'a! hyglene [n a manner

. which enhances the professianal and public relations of the Office, as well as the

safety and productivity of all staff membars. This includes wearing neat, clean,
business attire which is neither distracling nor offensive to visitors, constituents,
or co-workers. Management reserves the right fo judge when an employee fails
to meet this standard and fo instruct the employee to cure the deficlency,
Violatioh of this palicy: may lead to disciplinary action, up to and Including
termination of employment. '
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Employee Conduct and Disclpline

To ensure that alt employeas are working In a safe, productive and
“harmonlous environment and that.the Office Is able to aperate at optimum

efficlency, certain general standards of personal condtict and joh .
performance have been established. , :

Your dctions are a direct reflection on the Member, the Offlce and tha Houge of
Reprasentatives, Actions that reflect poorly on the Member, the Office or the

House of Representatives are grounds for dJsprllnary action, up to and including
terminatlon

Standards of Job parformance are detarmined by the employee’s position.
Standards of persanal eonduct, howevet, are uniform throughout the
Offiee. Employees are expected ta ba courteous and respectful, and to
conduct themselves at all fimes In a manner which shall reflect creditably
on the House of Representafives.

‘I. Disciplina

While It Is anticlpated that most preblems will be resolved threugh the
cooperation of employees, there are times when Inappropiiate canduct or
inadequate performance may result in disclplinary astion, While this office does
rist ernplay mandatory progressiva discipline, appropriate disciplinary action may,
at the sole discretion of the Offics, Include probatian, ¢ounseling, suspension
(with or withaut a pay reductien), demotion, or other actions, up to and including
terminatlon. 1tis within managerent's sole discretion to tetgrmine appropriate
measures based upon the clrcumstances of each Individual disclplinary niatter.

If. Insuberdination

Employess are expected to follow directions diven by a supervisor or a
person inauthorlty, Fallure to perform ar unreasonably.delaying the
performance of instructions glven by a supenvisor or person In authority is
unacceptable and may result In disclplinary action, up to and Including
termination of employment.

It Misconduct

The following actions are unacceptable and may result in appropriate
disciplinary actlon. The determination of whether or not thé misconduet
Identifled below occurred or not, the magnitude of the migcanduct, and the
severity of the resulting discipline, up to and including terminatlon of
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smployment, are within the sole discietion of the Office, The misconduct

Identifled below Is merely-llustrative, Is not intended to be a complete Jist

of miscondugt, Is not Intended to be listed In order of sevarity of the

conduict, does not limit the disciplinary authority of the Office, and dees not
alter the Office's at-will employment policy;

1. Misrepresenting or withhelding information on an
employment application or House records, Including time
cards, Injury repdris, leave reports, persannel documents,
etc.

P Removing House: property, records, or doournents without
proper authorization,

3 Releasing sensitive or confidential information without proper
autharization; allowing access to such information by unauthorized
personnel; or using such information or property for personal reasons.

4. Unauthorizad possesslon, willful destruction ar abuse of
House praperty or the property of any Individual on the
premises.

5. Entering a restricted area or allowing another person to enter
a restricted area without propsr authorization.

6. . Excessive absentegism or tardiness without proper
authorization,

7.  Unexcused absence from work.

8. Use of ahusive, threatening or obscene language; use of
language that adversely affects morale, production, or
malntenance of discipline.

9. Engaging in any type of hgrassment.

10.  Performing personal or oambaign business duting working
hours or using the frank, officlal stationary, or other officlat
resources for personal benefit.

11, Violating the Offlce's alcohol and drug abuse policy.

12. Possessing da r{gerous weapons on the premises.
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13.

14.
16.

16.

17

18.

19,
20,

21.

llegal or disorderly conduct of any kind such as fighting,

wrestling, roughhousing, or any other activity hazardous to
life, limb or property.

Failure to-ablde hy the leava policles of the Offlce,
Failure to follow House Rules and federal statutas

concerning the goceptance of gifts, and the reporting of
financial Interest, employment or-eonflicts of Interest.

' Failure fo follow ethlcal standards of the House, of federal

statues, or of the Office, or fallure fo timely comply with
ethics tralning requirements of the House or of the Office;

Fallure to observe genar:sﬂ safely procedires, neglect of tha *
safety of others, or the commission of unsafe s¢ts.

Reviewing the mall, Including e-mall, of anather employes
without appropriate authorization.

Fallure to follow the Qffice’s Computer and [nteret pollcies..

‘Unautharized comrviunications with mémbers of the press,
wiritten statements, pérsonal appearances, tastimony,
arflcles.or comments on any aspect of the amployes's official
responsibliity as an employee of the Office or relating to
matters of the House without direct and expliclt permission
from the Commtnications Director.

Any other action that is desmed o be inconslstent with the

standargds and expectations of the Office or deemed fo show

a disregard for the House's interests or the employeg's
duties and obligations to the House.
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Termination of Employment

The Office desires that your émployment in the House be a rewarding and
succesaful experience, However, it is concelvable that circumstances

may atise that will make it advisable for you to end your ampioymon’t with
the Ofilce..

Should you decide ta terminate your employment with the Offlce
voluntarlly, you are requested, but not required, to provide adequate
nofice. Adéquate notice Is custormarily two weeks, and may be longer

"depending on your particular responsibilities. The request that you
provide notice of your intent to resign is not intended to alter the fact that
eitheryou orthe Office Is entitled to terminate your empioyment
relationship at any time withoutnotice.

Each employee must return all House property, ineluding hls or her LD,
card and keys, Failure to do so may resylt in the withholding of your final- ;
. paycheck. Employees who have graup medlical and life insurance will -
cantinue to receive coverage during the perod in which the emplayes
remains on the payroll as provided for by the individual employee's health
or life Insurance policies and applicable federal laws, Employees should
contact the Office of Payroll and Benefits at 202-225- with any
questions regarding benefifs.

References

Upen termination certain employees are prohibited from [obbying certain
Members of Congress or their staff for a period of at least one (1) year,
For more Information, contact the Gommittee an Standards of Officlal -
Conduct at 202-226-7108.-

References for former or cUrrent employees of the Office arato be given
only by the Office Manger and only in accordance with the Hatch Act
Reform Amendments of 1993 and the laws and rules highlighted In the
October 1, 1998 "Pink Sheet” created by the Committes on Standards.
Employaas should contact the Office Manger with any questions.
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1I. LEAVE POLICIES
Holldays
The, Offlee will observe the follawing holidays |F the House fs not In sesslon:
l New Year's Day
{ "~ Mattin Lyther King Jr.'s Birthday
! Presidents Day
{ Mamorial Day
t - Independence Day {or Monday If July 4" falls on a weekend)
! LaborDay
| Columbus Day
{ Vatarang' Day
| Thanksgiving
! Day after Thanksgiving
! Christmas Eve or December 26" (if Christras falls oh a weekend)
¢
5

New Year's Eve or January 2™ (if New Year's Day falls on-a weekend)

Leave Policy

The leave policy af the Offlce is deslgned fo provide benefits o
employees, while maintajning enough flexibility to allow the Office to
perform Its functions. All leave must be requested In writing on the
Leave Request Form (Appendix C), submitted to your supervisor
within the flme ne requirements for each category of leave, and
approved ptior to your leave, In addition, the Leave Request Form,
whether dgranted or denied, signed by your supetvisor, must be
deliverad to the Office Manager for proper entry into the Office

_ records and personnel files. :

. Agnual Leave

Annual leave (aka “vacatlon”) is based upon a manthly ascrual system.

Full-ime employaes of the Offlce accrue annual leave each month: based.
upon years of service as follows:

a.  Employess with less than 1 year of employment with the
Offlce acerue 1 day of annual leave per month.,
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b. Employees who have betwaeén 1 year and 7 years of

employment with the Office accrue 1.25 days of annual
leave per month.

. Emplayses who have over 7 years of employment with the Office
acerus 2 days of annual leave per month,

Theretis no leave accrual for employmentfor anly a fractional part of &
month at either the beginning ar the end of an employee's period of
service. Leave accrual comiences an the first day of the flrst full onth
of employment and gnds on the last day of the last full monlh of
employment.

No more than 30 unuéed leave days may be accrued; any balance in
excoss of 30 days Is {ost-and not tracked.

Upon separation fiom employment, the Office will pay the employeea a
lump sum equal to the number of days of unused annual leave or the
gross amount of ona month of the employee's monthly pay, whichever is
less. Withholding will be at flat rates of 28% for Federal tax, 6% for State
tax, 6.2% for FICA (if applicable), and 1 45% for Madicare.

There are restrictions on dual federal employment which prevent most
employees from remalning on the House payrol] after reporiing to another federal
lob. Gontact the Office Manager if you have any questions regarding this fssue.

Reyuests for annudl leave must be made at east two weeks In advance, using
the Leave Request Form (Appendiz C),

If an-employee has takenh more annual leave than he or she has earned,
thie. Office may deduct the excess annual Jeave from the employee's final
paycheck ar seek reimburaement from the employee.

- : i
il.. Sick Leave .

Sick lsave Is ‘basad upon your anniversary year. The Offlce provides 5
days of pald.sick leave per year to all full-time smployees, regardless of
years of service, for periods of tgraporary absence due to fliness or Injury
of the employee. & days of Sick leave is credited to each employee on the
annlversary of his/her hitlng sach year; Sick leave does not accrue or

carry over. No paymenit will be made for unused sick leave upon
termination of employment.
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Employees who are unable 1o report to work or who must leave work
because of iliness or injury must nofify their immediate supervisor or a

manager at once or lsave a message with the Office no later than 8:30 '
a.nm.

Your supervisor must be contacted by 8:30 a.m. on each additional day of
absence. Fallure to follow these procedures may result In the treatment of
the day as an unexcused absence, which may be subtracted fram the

employee's annugl leave allolment, and can also result in dlscfprnary
* action up to and Including tormination,

Sick leave may be used for scheduled medical and dental appointments.
Appointments that keep an employee from the Office for mors than two
hours are conslidered a half day of sick leave and appointments lasting
more than four hours are considered a full day of sick leave.

Requests for Sick leave for scheduled appolntments must be made at
least two weeks In advance uging the Leave Request Form (Appendix C).
Emiployees must submit the Leave Request Form (Appendix C) on the first
day helshe retuims to work follawing lliness or other unexpected Sick
leave,

Hl. Religious Holidays

The Office seeks to accommodate reasonable raquests for leave for religious
chservances. Employees may elect to take annual leave or unpaid leave (if the
employee has exhausted his or her pald leave) for such purposes. The
avallability of such leave depends on the operational needs of the Office,
Accordingly, emplayees should request such leave as far in advance as possible

to allow for appropriate scheduling fo be matle by managemant. These requests
should be submitted to your stpervisor.

V. Bereavement Leave

Employees are entitled to up to.5 days of pald bereavemerit leave for the ' |
death of an Immegdiate family mernber. An "Immedtate” family member
includes an employee's parent, step-parent, spouse, child, stepchiid,
brother, stepbrother, slster, stepsister, grandchlld, grandparent, mother-in-
law, fathern-law, sot-in-law or daughter-in-law. Personal leave for the
dsath of friends or ather relatives will be charged against annual leave, At
the Office's discretion, addflonal bereavement leave for travel ime and
other extenuating circurnstances may be-granted,
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« V. Nillitary Leave Policy

A, Basic Policy

An smployee wha is @ member of a National Guard or Armed Forces Reserves
(“Reserves"”) unit accrues pald military leave at a rate of 16 business days per
flscal yearfor, among other purposes, activa duty and Inactive-duty training, Any
compensation provided by the Natlonal Guard or Reserves may be retained by
the employee. An employss who is a member of a Federal Emergéncy Task
Force and Is called to duty will be given paid [eave forthat purpose. To apply for
‘the Jeave, the employee should submit apprapriate documentation {e.g., a copy
of the orders) and the Leave Request Form (Appendix C) to the Spokane Distrigt
Office Staff Assistant as f4r Il advanee as possible. Employees can carry over
‘unused military leave up to 15 days per fiscal year (for a total not o exceed 30
days per fiscal year).

In addition o the fifteen (15) paid business days of [eave an employes in the
National Guard or Reserves acoruss each fiscal year, an employee called fo -
active duty fo support a cantingency operation as defined undef 10 U.S.C,
101{a)(13) recelves an addiffonal fwenty-two (22) business days of paid leave

. per calendar year, bffsst by the employeas military salary. in other words, if an
employee Is called to active duty to supparta contingency opsratian, the,
employee will receive the difference between his/her Office salary and the
military salary for a perod of twenty-two (22) business days (assuming the
employes’s Qffice salary is higher than his/her miiitary salary). To facllitate
processing and disttibuting the 22-day pay differential, the employee should
provide the Spokane District Office Staff Assistant with Information regarding his
or het military pay prlor to departure for military feave, Fallurg to provide such

Information may result in a delay In distributing the 22-day pay dliferential to the
employee. :

" . There are other situations In which an emplayee who is In the Reserves or '
Natlondl Guard may qualify for.addifional leave. The Office will pravide leave
conststent with qualifications and requirements of 5 U.S.C, § 6323, including

extended leave for milltary reserve technicians and employees ordered to military
satvice to support civll authorities.

Employees wha require absences for military. duty (including long-term absences
for active duty) will be accorded all benefits and protections provided by law,
Including reemployment rights, bealth insurance protection, and the right to be
free from disgrimination and refaliation. Any employea who is required fo take a
leave of gbsence for military duty should nolify the Spokane Distriot Office Staff
Asststant immediately, An emplayee shall be permitted, but not fequired, to use
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any unused accrued annual leave, Upon request, during the peariod of military
setvice.

B. Reemployment rights,

An employee returning from active duty milltary status is entitfed to be retnstated
* by the Office to the employee’s previously held position, or to an eguivalent .
pasition If: 1) the employee (or an appropriata officer In the uniformed services)
gives advanced hotlice of military service when possible; 2) the cumulative length
of the absence, and all prevlous absences from the position by reason of service
In the uniformed setvices, dogs not exceed five years (cerialn types of m]lilary
leave excluded); and 3) the employee retums to work or applies for . :
reenmployment in a timely mannet after conclusfon of service (timeliness depends
on length of service — se& below); and 4) the employee has not bean separated

from military service with a disquallfying discharge or under other ihan honorable
conditions.

If an employee Is eligible ta be reemployed, the employee must be restored fo

the job and benefits the employee would have attalhed if he or she had not bean

absent due to military service or, in same cases, a comparable job. Tha Office

need not reemploy an smployee, however, If reemploying Is unreéasonable or ¢
imposslble, or If an employee’s pre-service employment was for a brlef, non-~"

recurrent period withy no expectation that It would centinue.

C. Notica requ?rEmsnﬁ for Intent o return tD‘{NOI‘k.

The time and manner by which an employes must express his or her Intent to
refurn to work varies depending on the length of absence. For military service
under 31 days, the employee must report to the Office no later than the first ful
work period on the first full calendar day after the completion of the leave, after -
travel time plus eight hours of rest (ar as.soon after the elght-hour period as
possible If reporting within this time Is Impossible or unreasonable thfough na
fault of the employee). For mllitary setvice of more than 30 days but less than
180 days, the employee must notify the Office of his or her Intent to return to
wark by submitting an application for reemployment not later than 14 days after
completion of military service (or the "next first full calendar day” if submission
within the 14 days Is impossible or unreasonable through no fault of the

. employee). For military service of more than 180 days, the employee must nofify
the Office of his or her intent to return to work by submitting an application for
reeniployment not later than 90 days after the completion of military service,
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" P. Health Insurance Protection.

Ernployees who leave their job to petform military service have the right to elect I
to continue existing employer-based health plan coverage for themselves and

their dépendents for up to 24 months while In the military. Depending on the
length of his or her millltary service, an eraployee may be required to pay up ta
102 percent of the full premlum under the applicable health plan. An employes . ¥
seeking medical benefits while on military leave should contact the Office of o
Payroll-and Beneflts for additlonal Information regarding the cost of such l
coverage, .

An employee electing not to continue coverage during their mifitary senvice has

the right fo be reinstated In the employer-based hizalth plan when he or she Is

reemployed, generally without any waiting petiods or exclusions (e.g., pre-

existing condition exclusions) except for service-contiscted llinesses or Injuries.

E. Thriit Sav'ings Plan Protection. - ¢ ’ !

An employee who s reemployed after a periad of military leave may make
contributions to the Thilft Savings Plan equal fo the contributions which would
have been made over his or her military leave period reduced by any
contributions actually made over this period. An employee Interested In making "
catch up confributions to the Thrift Savings Plan after his or her reemployment ’ |
should contact the Office of Payroll and Benefits far additional informatior. - |

F. Non-discrimination and non-retaliaion.

An Individual who Is a past or present mémber of the uniformed servics, has
applied for membership in the uniformed service, or is obligated to sarve In the '
uniformed service may not be denied initial employment, reemployment, '
retention In employment, promotlon, or any benefit of employment bacause of
this status. n addition, the Office'may not refaliate against anyone assisting In
the enforcement of these rights, Including anyone who tastifies or makes &
statement in connection with.a proceeding for the enforcement of these rights,
even If that parson has no service tonhectlon.

VI Jury and Witness Duty

An employee who Is suramoned far Juty or witriess duty and must be
absent from work will continue to receive full pay and will not be charged
annual leave. Upon recelpt of such summons, the employes must notify
the Spokahe District Office Staff Assistant immediately and must complete
the Leave Request Form (Appendix C} and attach a copy of the summans
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ar other wrlttan docurmentation providing notice of jury or witness duty te
the Leave Request Farm, .

Certaln courts require only that a juror telephone the ¢ourt each morning
to detenmine whether the juror must report to coyrt, Under such

clreumstances, when not needed by tha court, the employee must report
to work.

As provided by law (2 U.S.C. §§ 130b(d) and (g)), any fee paid to an
employge for jury or witness duty shall be turned Inta the Staff Asslstant
for your District Office, and the entire amount will ba remitted te the House
Finance Offide. Any retmburaement made to an employee for expenses
ineurred In rendering jury or witness service may be refained by the
employee. Upon returning to work from Jury duty, an employee shall
provide the Staff Assistant with a certificate of aftendance fram the Clerk
of the court or shmilar court officlal for each day of absence..

Vit Leave Without Pay (LWOF)

Requests for leave without pay other than unpald FMLA may be granted .
at the discration of the Chief of Staff. Requests for leave without pay must

be submitted in writing to the Office Manager using the Employee Leave
Request Form (Appendix G).-

As a basic condition for approyal of LWOP, the Office should have a
reasonahle assurance that the employee will refurn to duty at the end of
the approved period. LWOP status should be requested at least 30 days
In advance of the peried of absence. In no ¢case may fhe period of LWOP
status exceed twelve months in a-twanty-four month period.

Vill. Furlough . ‘ :
Furlough fs an absence without pay initiated by the Office. Placermentin a
furlough status Is at the discréetion of the Office, unless placement in such

leave status is aterwise required by law. Furioughstatus should be

- requested at least 30 days [n advance, by completing the. Employee Leave
Request Form {Appendix C).
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Family and Medical Leave (FMLA)

I, Baslc 12-Weelt FMLA Leave Entitlement

, Underthe applicable provisloms pfthe FMLA, any person who has worked for
any Congressional office for at least one year and for a total of at least 1,250
hotts during the previous 12-month period Is entitied 10 up to a total of 12 weeks

df unpaid, job-protected leave during a T2-month perjod for the following
reasons:

A because of the birth of the emplayee’s son or daughter, and foc the
empleyee to eare for and bond with his or her newbom child during the
child’s fi rst year (“Type A" FMLA leave)';

B.  because of the placement of a son ordaughter with the employee for
adoption-or foster care, and forthe employee to care for and bond with his

or her child during the first year after adoption or placement (“Type B”
FMLA leave);

C.  toeare for the employee’s spouse, son, daughter; or parentwho hasa -
serious health condition ("Fvpe G” FMLA leave);

D.  because of the employee's own seriolls health conditian which makes the
employee unable to perform fhe functions of his or her job {“ype D”
FMLA leave); or

E. . for qualifying exigencies arlsing out of the fact that the employee's spouse,
son, daughter, or parent Is on active duty or has nofice of an Impanding
call or order to active duty stetus in the National Guard or Reserves In
support of a contingency operation {"Type E” FMLA leave),

The term “serlaus health condition” means an liiness, ihjury, Impalrment, or a
physical or mental conditlor that involves Inpatient care in a hospital, hosplce, or
residential medical facllity; or continuing treatment by a health care provider for a
condition that elther prevents the employee from performing the functions of the
employes's job, or prevents a qualified family member from participating in
school or other dally activities. Subject fo certain conditions, the continuing
treatment requirement may be met by a periad of Incapaclity of more than three
consecutive calendar days combined with at least two visits to a health care
pravider or one Visit and & regimen of continuing treatment, or :ncapamty due to

1 The demgnatlons of leave as Type A, Type B, etc., are used In thlS poiicy for
ease of reference, .
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pregnaricy, ot incapacity due o a chranic condition. Other conditions may mest
the definifion of serious health epndition as defined in applicable regulaﬂons
Issued by the Office of Compllance.

The term “qualifying exigencles” for purposes of Type E FMLA leave may include -
attending certain military events, aranging for alternative childcare, addressing
certaln financlal and lagal arrangerents, attending certain counse[lng sesslons,
and attending post-deploymient reintegration briefings.

. "The right to take leave under the FMLA applies equally to miale and female
employees. Thus, far example, a father, as well as & mother, carrtake Type A
andfor Type B FMLA leave for the birth, placement for adoption, foster care,
andfor for bonding wath a child.

. 26-Week Infured Servicsrngmber Carggiver FMLA Leave Entitlernent

The FMLA also includaés a speclal leave entitlernent that permits eligible
employees to take up to 26 weeks of FMLA leave to care fora cavered ,
servicemernber during a single 12-month perlod. This leave is avajlable to an
eligible employee who Is the spouse, son, daughter, parent ar next of kinof a
coverad servicamamber. A covered servicemember Is g current member of the
Armed Forces, Including & member of the National Guard or Reserves who has
(1) a serlous Injuty or llingss incurred in the line of duty on active duty that may
renider the servicamember medically unfit ta perform his or her duties for which
the servicemember Is undergolng medical freatment; recuperation, or therapy; or
(2} is In outpatient status; er (3) Is on the tempdrary disability retired [ist.

fi Circumstances When FMLA Leavs Is Paid

Generaily, FMLA leave Is unpald

Employees on FMLA leave may choose to substituts (or the Office may require
the employea to sybstitute) any accrued pald leave as follows:

1. fhe employee may substitute his or her accrued annual leave when FMLA
leave is taken for any reason.

2,  Inaddition, when FMLA s taken for the employes's own seriaug health

condition {Type.D leave), the employes may also substitute any.agcruad
slck leave for FMLA leave,
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3,  In addlfjon, when FMLA leave Is 1aken ta eare for an Il famlly member
{Type G leave) arto care for an Injured or lil servicemember {injured

servicemember caregiver leave) the employee may also subqtliute any
acerued slck leave for FMLA leave,

When an employee substitutes annual and/or sick laave for FMLA leave, that
time will count toward the employee’s FMLA entitlement. In other words, the use
of substituted pald leave will run concurrently with the employee's use of unpaid
FMLA leave. Howaver, the Office reserves the right to grant consecutive FMLA
leave at the sole discretion ﬂf the Chlef of Staff.

The Ofﬂce reserves the right to grant up to four weeks of pald FMLA without
offsafting accrued annuat leave or otherwise offsetting the employee’s FMLA
time off al the sole discretion of the Chief of Staff.

IV.  Caleulating the FMLA Eeave Year ’

When hasic FMLA leave (l.e., Type A, B, C, D andlor E leavs) [s taken, the 12-
manth period during which an employes is entitled to.up to 12 weeks of FMLA
leave s calculated on a rolling 12-month basis measured backward from the date .
the employes first uses FMLA leave,

Far purposes of injured servicemember caregiver leave, the single 12-month

period begins-on the'first day the eligible employes takes FMLA leave ta care for

a’'coverad servicemember and ends 12 months after that date. Please consult

with the Office Manager fer guidances on how [eave Is calculated wher an =
employee takes Injured servicemember caregiver leave and also takes Type A, :
B, C, D andfor E leave during the same time frame:

V. . Notice and Designation of Leave As FMLA Leave

If an employee's need for FMLA leave Is foreseeable, an ernployse must I
generally provide at least 80 days hefice (written or verbal), or otherwlss as much

advanee notice as praclicable, to-the Qffice Manget. If an employse fails fo give

30 days natice, with no reasonable excuse, the Office.may delay the taking of

FMLA leave. Anempleyes need not pmwde 30 days advance notice of the need

for qualifying exigancy leave (TypeE leave) if such advance notice Is not
reasonable and practicable.

For leavé requested for the ¢are of & family member with a seflous health
condition or leave for tie employee’s own serious health congdition (Type C and D

leave), or leave 1o care for an Injured servicemember, the employae shall make &
reasonable effort, after consulting with the Office Manger, to schedule leave so
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as not fo unduly disrupt office cperat]ons (subject to appruva! of the appropriste
health cate provider).

Any employee who takes FMLA leave for any reason must submit the Employee
Form for FMLA Leave (Appendix B), even if the request s submitted after the
leave has commenced. Such written hotlce, must be submitted to the Office
Manger and shall include the dates and the type of leave requested (l.e., whether
the leave is Type A, B, C, D, E and/or Injured servicemember taregiver leave).

Whenever an eligible employae Is absent from work for a reason that is FMLA-
qualifying, the Oiffce wilf cotnt the absence as leave under the FMLA.
Furthermore, FMLA leave will be designated as such retrogctively upon an
employee's return to work where the employee does not inform the Office In
advance of the reagon for the leave and/or the Office discavers upon the
employee’s return that the reason for the leave.falls under the FMLA.

VI, Intermittent or Reduced Schedule Leave

FMLA leave is often taken in large blocks of time such as when an emplayes is
-entirely absent from the Office and no wotk Is performed (e.g., three weeks at
home recuperating from fliness or Injury). In certain cases, however, an
employee may not need FMLA feave for such extended periods, but rather may
need FMLA leave intermittently (for example, @ few hours every other week to
see a doctor for treatment regarding a chranle condition) or on & rediced -
schedule (e.g., to work a half-time schedule for two weeks unfil the employee
fully recovers from his or her'seribus health conditlon)., Under the FMLA:

1. Qualifying exigeticy leave (Type E teave) may be taken on an intermittent
or raducad schedule basls.

2. L.eave to care for a seriously ill family-member {Type C leave), leave taken
' farthe emp?oyee s own serious health condition, (Type P leave) or leave
ta care for an injured servicemember, may be taken Intermittently or on a

reduced schedule basls, 80 long as such intermittent or reduced schedule

leave is medically necessary as certified by the appropriate health care
provider.

3.  Leave maybe taken intermittently or on a reduced leave schedule
because of the birth, adoption or placement of g child, or to bond with a
newbomn or a newly adopted of newly placed foster chlid (Type A and B
leave), only with the approval of the Office. Requeésts for Interinitient leave
should be In writing, and submittad to the Office Manager. If the bith -
mother Is incapacitated due to pregnancy, or If the hewborn or newly-
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placed child has a serlous haatth condition, such leave (Type C or D
leave) may be taken on an Intermittent or an a reduced schedufe basis If
accompanied by appraprlate medical certification,

4.  When leavs Is taken Intermittently or on a reduged leave schedule and
such [eave is foresaeable based on planned madical-treatment, the Office
may require thatthe employee transfer fo an alternative position which

has equivalent pay and benefits, and which better accormmodates
recutring perlods of Jeave.

Vil. Certification of Need for FMLA Leave; Fliiness for Duty

When an employee takes FMLA leave for his or her own iliness (Type D leave) or
to care for a famlly member (Type C leave), the employee must provide a
medical certification from the health care provider that the leave is due to the
serlous health condition of the employes or the employee's spouse, parent, or
child. The employee must have the health care provider complete the form. The
campleted cedification form should be retumed to the Office Manager within 15
days, where possible, The Office may also require appropriate. certification, as

permitted by law, forquaﬁfymg exigency [eave (Type E leave) and fn]urad
servicemember caregiver leave.

When certification of‘ a serfous health condltion Is requested in connectlon with
Type C or Type D FMLA leave, the Office may alse require and pay for an
opinion by a second health care provider designated by the Office, If there Is a
- conflict batween the first and second cettifications, the Office may requlire and
pay for a third opinion by a health care provider Jaintly approved by the Office

Manager and the employee. The opinlon of the third health care provider is final
and binding.

The Office may also require that an employee present a "fitness for duty”
cerhfzcation upon return to work when the absence Is caused by the employee's
own setious health condition (Type D leave). The Office may seek such
certification only with respeet to the particular serious health contlition that was
the reason for the employee’s request for FMLA leave, The emplayes Is
responsible for the cost of the “fitness for duty” certification. The Offica Manager
will notify the employee whethier'a “fitness forduty” cerification Is required as
soon as posaible after the employee notifies the Offlpe of the reason for FMLA
leave. The Qffice may delay ot refuse to resfore an employee to duty If the
Offles has requested and the employee has falled fo provide the appropriate
“fitness for duty” certification.
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VIll. Periodic Repotts

The Offlce may require periodic reparts from an employee on (eave regarding-his
or her status and intention to return to work.

IX. Continuation of Bengfits -

While on FMLA leave, whethet pald or unpald, employees will continue ta be ' l
enralled In their health Insurance plans, Aslong ds the employee rémains '
enrdlted In his or her health plan, the U.S, Haous® of Representatives wil continue
fo pay the Government contribution. The employee Is responsible for payment of

. the employee share and should contact.the Office of Payroll and Benefits (202-
225-1435) to arrange for monthly payments. Underfederal regulations, an
employee whose enroliment continues for a perlod of time without payment Is
deemed to have congented to recavery of an Indebtedness for past-due health
benefits premiums from fuiure. salary, or from any other moneys owed to the
employee by the Federal Govemnment,

X.  Reinstatement from Leave

Upon return to work after taking FMLA leave, an employee generally wil be
entitled to ba restored to the same positiors or an equivalent positien to that which
the employee accupled before taking FMLA lzave. If an employee is unable to
perform the essential functions of his or her job becatise of a mental or physical
condition, the employee has no right to restoration fo his ot her previous position
.or anotier position under the FMLA. .

If an employee Is on Type A, B, C, D and/or E leave In excess of 12 weeks within
a 12-month period, the empldyee will not be guaranteed reinstatement. As noted
above, the FMLA contains a speclal provision providing for up to 26 weeks of
protected leave durlng a 12-manth periad when an eligible employee takes Jsave
to care for an Injured servicemember.

If an employee glves unequivocal notice of intant not to return to work, the

abligations to maintain health bensfits under the FMLA and to restare the
employes cease.
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Xl. Key Employees

Key employees are employees wha are salaried and among the highest pald
10% of all employees amployed by the employing office within 76 miles of the
employee's workslte. The Office may deny reinstatement upon retum from
FMLA leave fo "key" employees If reinstatement would cause substantial and
grievous economic harm to the Office. The Office must provide wiltten
notification to "key' employees of thelr status upon a request for FMLA leave.

Xi{. Employment of Spouses

Spouses employed by the same emplaying office may be limited fo a combined
total of 12 weeks durlng & 12-month pertad of FMLA leave when the Teave Is
taken for the following purposes: (1) the birth and/or to care of a newbomn ¢hild;
(2) the placerment of a child for adaption or foster care; or (3) the tare of a parent .
who has a serlous heaith condition,

- Spauses employed by the same employing oﬁce may ba limited fo a combined

tofal of 26 weeks of leave during a single 12-month perlad for Injured
setvicemember caregiver lsave.

; i
XUl Performance and Merit Reviews :

Performance reviews may be dalayeé for @ period equal fo the Jength of the
FMLA [eave.

XIV. Misrepresentation

Any employee who misrepresents the reasons for requesting F.ML{‘\ [eave may
be subject to dis¢iplinary astion, up to and Including termination.

XV, [ntimidation and Retaliation Prohiblted

An employer may not use the taklrg of appraved FMLA leave as a negative
factor i employment decistons such as promotions or disciplinary actions.
Retaliation of any Kind is prohibited.
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CONRIDENTIALITY OATH

1 do solemnly swear (or affirm) that I will support and defend the Constitation of the
United States against all enewies, forelgn and domestic; that T will bear true' faith end llegiance
to the same; that [ take this obligation freely, without any mental reservation ot purpose of
evagion; and that T will well and faithfolly discharge the duties of the office on which I am about -
‘to enter, So help me God.

1 fisrthet do solemnly swear (or alfixm) that 1 will hold in confidenee all tonfidantial and
sensitive information of any kind. in accordance with the Code of Bthics in. Government Service’
as sel forth in the House Ethics Manuf;l; that I will not use information coming to me
confidentially in the performance of my official duties as 2 means for making private profit or
otherwise for personal gain or advantage, or to.-barm others; and tlrat I will hold in confidencs all . }
mattersinvolying internal legislative ot politieul strategy, personal information involving ‘
canstituents, the personal and professional lives of the Congresswoman and of 00~ivurkers, and
information involving the internal operations of the Office. - '

-

S -

DATED:

Employes Signature

Bmployee Name (printed)

Progess: {) Read and nndersiand: 2) sign and date; 3) xu.i;mit form o your.offics Staff Assistant within 1 week 6f
hire, .

Appendix A
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BEMPLOYEE REQUEST FORM FOR FAMILY i
AND MEDICAL LEAVE R

, aquest Family end Medical Leave,

This leave is necessary for (check the DPIZIQH(‘?) which apjplies): ;

(1) 'I‘ha birthand care of my child or for 4n adnpnou or placement
of a fuster child,

2) To care for my spouse, child, orparent with a “serious health
. condition”, . -

o (3) Formy own “serious heslth condition” which renders1me
unabla to perform my job.

T um requesting that the leave begin on

and [ expect
Teaye to continue until on or about

Y acknowledge that I have read the Family and Medical Leave Act (FMLA) information
contained in the Office’s Employee Handbook at puges 41-47, affirm that [ understand the .
- cantents-of that FMLA information, and that I agree to comply with its terms.

DATED:

Eriployes Signature

-

Employee Name (priﬂ.;;cl:;)

Process; 1) Review and undersiand pgs. 41-47 of the Employee Handbeok; 2) ﬁﬂ-om‘ date and sign; 3) submit
Jorm to the Office Manager atleast 30 dups béfore Teaye begins {ar as otherwise set forth on page 43),

Appendix B
52
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+ EMPLOYER LEAVE REQUEST FORM

Employee’s Name:
Type of Leave:

). Annual Leave (pgs. 34-35)

Sick Leave (pgs. 34-36)

Religious Holiday (pgs. 34, and 36)

Bereavement Leave (pgs. 34;.and 36)

Milifary Leave (pgs. 37~39)

Tuty or Witness Duty (pgs. 34, 39 and 40)

Leave Without Pay (LWOP) (pgs 34, and 40) .

Family and Medical Leave (pgs. 41-47) ~Also submit BMLA Request (Appendix B) i
Comyp Time (pgs. 8-9) g
Discretionary Addiional ‘I‘ime Off (pgs 8-10)

Qther
Leave Request:

Beginning; _ AM() PM () on .20
Ending: AM() PM ()on ,20

Total sumber of hourg (if the request 1s 2 hours of less) ot day(s) requested: e
Reason for Leave:

e e W o T T ot T T Han Tonn B
e S M A A S S e S

-~
-

Date:

Employee Signature . o

This Leave Requestis ( ) Approved ( ) Disapproved
If disapproved, state the reason:

Supervisor's Signature: ‘ . " Date:

Procass: 1) Review designated page of the Employee Handbouoks: 2) fill-out, date and sign;} 3) timely subm:}ﬁrm to
Yolir sipervisor,

Sugem.wr Complete the form.and submit it lo your office S(cgﬁ'dm‘sfant (even if disapproved),
Appendix €
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CONFIDENTIAL i
QVERTIME PRE-AUTHORIZATION FORM

T, . o ' s lequest
authotity 1o work avertime, -
Oyertime Request: _ :

Begianing: __ AM(') PM( )on . 20

Ending: AM( ) PM{( Yon , 20

Total nuniber of hours of overtime reqiested;
Reason for Overtime:
Date: . ;

Employee Siguature

This Overtime Requestis ( )} Approved { ) Disapproved
If disapproved, state the rgason:

" Supervisor's Slgnature: Date.

Process: 1) Review pgs. 8-9 of Bmployee Handbook; 2) fill-aut, date and slan; 3) timely subrtit form to yo;a;
supervisor. )

Superyisars Complete the form and subntlt It 1o your offlce Spaff Assistant (even if disapproved).,
Appendix I
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TRAVEL REQUEST FORM - i :

I, . request authority to travel outside ¢
m" my agsigned distm:t offios aren, and to seck 1elmb1u'sement for those expenses from the
Office’s Member Representafional Attawance (MRA), because the primary putpose of my teavel
is the performance of my official duties for the Office,

Dates of Travel Requegted: '
Beginriing AMEYPM(Yon____ L0,
Ending: AM( ) PM( ) on ,20__

Puspose of Travel Requested (e.g, “attend CRS training in DC):

Proposed Transpozt Amrangements:

Trangport Arvangements (include carrier name, flight ID aurabers, and all, other
identifying information, and cost, or attuch a copy of the print-out of your
itinerary/proposed reservations, to enable the Office {o. asgess and pay for approved
arrangements):

Pracess: 1) Reylew pgs. 12-14 vf the Employee Handbook; 2) fill-out, date and sign; 3) discuss any expenses in
excesy of those set forth ot page 13 with the Deputy Chief of StaffDistrict Director for pre-upproved; 4) submil form
to the Spokarie Distrlct Offics Staff Assistant at least 30 days In advance of travel (whenever possible),

Appevdix E—pg. 1 of 3
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CONFIDENTIAL

. Proposed Lodging Asrangements:

Lodging Arrgngements (include provider’s name and reservation/hold numbers, and cost,
or attach a copy of the print-out of your proposed reservations/itinerary, o cnable the
Office o agsess and pry for approved arrangements):

Proposed Renlal Car Atrangements:

Rental Car Arrangements (include provider”s name and reservation/hold numbers; asd
cost, or attach a copy of the print-out of your proposed resewat;.onzfmnemry, to enable
the Office to assess and pay for approved arrangsments):

Proposed Additional Bxpenses in Bxcess of $50,00 per day for food and why justified:

Proposed Additional Expenses in Excess of $50,00 per dziy for non-mileage, non-food related
expenges and w_hy justified:

1 acknowledge that I have read the Relmbursement for Officid] Expenses sections of the Office’s
Employee Handbook, the Office reimbursement procedures, the.Membet’s Representational
Allowance sections of the Fouse of Representatives Member's Handbook, and both the Travel *
and the Official Allowance sections of [he House Fithics Manual; T afficin that T understand the
contents of those matetials and I certify that this request complies with all ternis therein,

Date:
) Braployee Signature

Appendix E -pg, 2 f 3
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[

This Travel Request is ( ) Approved in Full .
( ) Disapproved in Full ) !
( ) Appraved inpart, s follows, gnd is otherwlse disapproved:

< = e

Signed; Datet

Deputy CO8/Disteiot Director
Travel Arrangeraents Made Checklist for the Staff Assistant: g

[ 1 Trangport Pald:
[ ] Lodging Paid;
{ ] Rental CarPaid:
[ 1 Other:

[rE T

Signed: ' Tate:
Staff Assistant

Appendix B -pg. 3 of 2
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CONFIDENTIAL

To Request Fayment/Reimbursement for Official Expenses

Our offics is required to submit orlginal forms and receipts whenever possible, in oxder to
receive reimbursement. Réimbursement reequests ave processed monthly, so pleass hold yaur
expense forms and documentation uutll the end of each month for submissian.

Please read the following issued by the House of Finance:

APPLIES TO ALL VOUCHERS IRRESPECTIVE OF SUBMITTING OFFICE

ORIGINAL RECBIPT/INVOICE REQUIRED: Whensver a Member, Officer, emplayes, etc,

. pays a vendor directty from personal finds (by cash, check, eredit card, efc.) for gods or

servicas rendered fo & House office, the voucher must be accompanied b}r the original vendor
receipt/invoice, showing *proof of payment”, Ses “PROOF OF PAYMENT" below,

LOST ORIGINAL RECEIPT/INVOICE; If the original vendor receipt/invoice showing payment
has been lost or destroyed or was not received, the individual submitting the expense for
payment must make 2 gaod fajth effort1o secure a duplicate copy of the receipt/invoice from the
vendor. If unable to secute a duplicate copy ftom the vendor, the expense may be documented by
providing proof of the good faifh effort made (copies of correspandence, ets.) and proof of
payment (ses “PROOF DF PAYMENT® below).

A voucher not documented by an otiginal receipt/invoice must be accompunted by:
1. A duplicate copy of the recsipt/involce;
2. Proof of payment;
3. A signed “certification me.mo“ containing the to[lnmng i(see sample of certification
fneiro)
a. Detailed deaonplmn of the sxpense
b, Date(g) on which the expense was incurred
¢. Amount of the expense, and
d. A certification memo ta the effect: “In lisu, of an original receipt/invoice, I am

submitting the attached documentation as proof of payment, Thigis ’she only copy
that will be gubmitted for payment”

EROOF OF PAYMENT

-Proof of payment ¢can be supported by (but is not limited fo) eredit card statemeénts, bank
statements, annd cancelled checks.

Appendix F—page 1
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FINANCE CHARGES
The Office of Findnce will not pay finance chargoes or other foes incurred on personal credit or
charge cards or petsonal aceounts, To avoid finance changes and olher fees, any obligation

ghould be thnely paid by the submitting Individual diveatly to the card/account issuer, while the
Individual seeks reimbursement frant the Finance Office.

- —

alklulklulnn!lllllllknac'uuiu!‘nliﬂiw:‘-!lnﬂ_\tnnl!u!]lduu,nu.‘nlunun_ﬂlavswguunavnq:ungu.gggg

MILEAGE FOR A PRIVATELY OWNED VEHICLE

If, in the cotise. of performing yout duties for the Congressional Office, you are required to use
your personial vehiole, you will need to complete a Travel Record of your mileage for
téimbursernent. 'This form caa be found on HopgeNet by cloking first on the Financial Tab, then
i double-clicking on the PDF US House of Représentatives Travel Record Privately Qwned .
Vehicls listed towards the bottoin in the Financial Forms box. The current rate ofteinibursement

is $0,48/mile. The date and paints of travel are-roquired, along with the number of wiles each
way.

ISR T R N R N e A A A A A AN A N AN R RE VAN AU N O DA NI EAA R

All receipts and/or mileagemust be accompanied by an Expense Record Form.

This form canbe fonnd on HouseNet by clicking first on the Financial Tab, then double-clicking
- on the PDF US Honse of Representatives Fxpense Record listed towards the boltom in the

Pinancial Fotins box. Gather your receipts and completed Travel Record, if applicable, before

* filling out the form, Print, sign and make copies of all documents before submilting the
ORIGINALS to the Staff Assistant.

[

Appendin F —page 2
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Expense Relmbursements and Bilt Payments ;

B, Gieeaned TR bt
- F Zan Involeafralmb, Req, save 1 ,puf™

Naine; "olfice.vender or nameinveice data or &
Open mallseparats Involcss  Prapare Expensa Refmbursementorm 1.e, “Spakama.avista, 12.01.09" - Involea

Stamp RECEIVELYDake Sign and get superviser approval YSpokane.conden42.01,08° ~ Rmb feq.
Verity exoense & Infllal NOTE: Al sta(f complste menlhly E\a:lhfa Disbict Staff Asglstart by the end of each
. . orith. .

BTAFF ASSISTANT

Enter Inveles/Refmbursement Req, into CAPS
Fraparas Voucher for House Finance

Malis voucherd bz Hiuse Financs

l{ouso Finance pays vénders end

i%ii% .
Z
b e

il | % smployess al he vnd of sach
it 4 month for voughers regelved by P
e I ot o ted5ih. STAFF ASSISTANT .
A Recopcllag puyiments with mentHly siatement
_ File herdeopy voughse by morth In sxpendable fle Frepara monthly budgel repert Tor DCoS :
Flle vender involces by-vender ari
Fiia Relmbursamant Renuast by Empfoysa . .
Appendiz F- page 3
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.

1.5. House of Representatives
Hxpepse Record

Exponau Dasnription ' Amgunt

. l Tota} Kelmbmxsameakr &

I, this wnddenlnad, state thok the ahove expansan were agpraved and incurxed
aw nragult pFthe parformancs bl my duting for the Cengrestions] Ofizs.

" Higned - fiaffan _ Datot .
61 . )
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0.5, House of Represantatives
Travel Record
Privately Owned Vehicle

Diatricty

T REANTR IO

Data

Points of Fravel Bfiles Traveled

¥oodn )

Total Mileage
Tatsl Ralmbuxsaniants 8

I, the undereignad, stita that Ehe ahove expannes wars appraged and Ihcurrad
Ra B :mxnlt of the parformmnca of iy duties for thy Cnna:rgsn'tanal e,

*Binded - Stafers T
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CONFIDENTIAL L

CAMPAIGN WORK AUTHORIZATION

L ) ' ____, request authordty ko engage in

catnpaign work (during the time that I an not working in my official capucity for the Office) for: = .
Neme of Candidate: ! ’ l
Public Office Campalgning for; . i
Location of Campaign Office:

. Your Duties as a Carpaign Worker (Deseribe):

-

1 acknowledge that L have read thie,House Efiios Manual with regard to the mules applicable to
my campaign activities; I affirm that Tunderstand fhe contents of thuse rulés, and I eertify that T
-wll.l comply with those rules.

Date:

. e

Bmployse Signature

This Campaign Work Requestis { ) Approved fn Full
( ) Disapproved in Full
() Approved in patt, as follows, and otherwiss disapproved:

Signed; - ' . Dals;

Procass: 1) Review pgy, 10-12 of the Employes Handbaok;: 2) fill-ous, date and sigry 3) timsely submit fornr to the
Chlef of Staffor Deputy Chief of StaffDistrial Director.

L
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QUTSIDE BMPLOYMENT AUTHORIZATION

I, _, Tequest authority to engage in employment
in addition to, and outside of, my employment at the Office. The Outside employmentI intend
fo engage i is:

Name of Gttts;ide Employer:

Address of Outside Employes:

Phone Number 6f Outside Bmployer:
Your Job Title rad Dutles for the Outside Employer:

Date:

Employee Signature-

“This Outside Work Authorization Request is:
( Y Approved in Full
( ) Disapproved in Full = ‘
' ( ) Approved in part, gs follow, and otherwise disapproved:

Supervisor’s Signature: " Date:

Procesy: 1) Review pgy, 10-11 of the Employee Handbook; (2) fll-out, dats and sign; 3) timely submil forns to the
Chigfof Staff '
- Appendix i

g
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M

ATTRIBUTES TO BE NVALUATED

15T

GO

ME DO | UN | NA

Quantity of Work » ¢
The extent to which the emplayee aecompiishes assigned work and maosls Job
requirements oit g tipely basts.

Quality of Worlt

The extent tq which the employes’s wark. is well exucuted, thorough, a.-;d
koearats.

Knowledge of Jolk -

The gxtent fo which the waplayee kiovis and derqousirates all phases of
assigned work, equlpment used in thelr job, apd knowledge of the cg;npww
and gur indusiry, ;

Cooperation with Othars
The extent to which the-emplayee gate along with others, Including slionts,

conwvorkers and managers; shows éourtesy and coopervtion indealing witl
| others,

| Responsiveness fo Feedback
The extenl to which the enployee canpositively recelve and respopd o
dirsction and feedback and pursue ways fo improve.

Adapts to Change

| Tieextent to which the employee éffectively inltiates change and adapts to
nevessary changes in operations; not tfed to old miethods whan they are no

louger practical.

Attendange, Relinbility sud Dependabillty

The gxtent to which the einployee demonsirates consiztent alfendgnece and

arrlves on tima; can be depended ypon fa be avatiable for work: assumes
responsibility and ensuras lasks avefollowed Birough to completion.

Planning and Orgnnizational Effertivertess
The <xtent to which the employes arranges thelr worklvad for ffig mos)
efficiant handling aud clintination of upnecessary achivifies, meels, deadiines,
manages resources, follows through on f.fmgmwms, nd effectively
balances tasks and prioyitles,

Clommunieafion

to-others; clarity of aral amd written comunmicotions,

The extent to which the mq;doyeé effectively conveys iiformation and Ideas .

Initiative ang Creativity

The extent to vwhich the employee Is self-dlrected, resouracfil dnd creative in
meeting Joh objectives; takes inltlative In creating or ntadfying ldeas,
mnthads, mrd procedires ko meel cﬁmxg ing elrenmtstonces or nesdy:

Problem Analysls

The exient to which the mnz!ayee o thoroughly-analyzé dptoblam, use

Ingical aud sonnd jiudgment in generating altesnalives, evalule risks and
bansfits, seek outiide assistance when nedesyary, and choo.ﬂ. a particwlar
course of actlon in a vimely memer,

65
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Supervisory Ability/Leaderdidp (if applleabls)

The extont fo which the empluyes applies sound praclives in execating
supervisory responsibilitizs; creales resulls through othersy ability to 1aks
charge and mofivale oihers; ability la coordinate activities of athers toward
achieving results through delegation and follow-up.

- Personnel Manngement (ff applicable) )
The extentto which tha emplayne seleass quallfiod applicants; ptans for
subordinates ave clearly slated; effectively eualyures grid conmmmicates
subordinates " results, strengths, and developmeaid opportunilies,

Effectiveness Key:

ST - Strength/Excellent (5)

GO — Good/Above Average (4)

ME — Meeting Expectations (3)

DO - Development Opportunity (2

UN —Unsafisfactory/Nol Meeting Expectations (1)

66
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BTHICS TRAINING 3
THE DISTINCTION BETWEEN POLITICAL V8, CONGRESSIONAL ACTIVITIES |

Overview: Thereis a fine line between congressional activities and political activities,
Corigressional duties ate directly related to policy development, constituent relations, snd

- casework. Political nctivities include snything relatihgto-eleetions (excluding .
government oversight and reform) and campaigoing (e.g. financing and fund raising,
grassroots efforts, polling, et ceters). While you are In the office or.engeged in your
duties for fie Office, political activifics are strictly prohibited. 'While you are in the
office or engaged in your official duties for the Office, you should (politely) desline -
comment aud behaviar constituting political activities and instead refer all such questions
and requests to the Congresswomsan’s campaign office! Jared Webloy, {50)) 624- 1N
o tivivreongress,com,

e

Campaign nctivity rules in a nutshel:

1. Any and all campaign activities; ;
#. Mustbe done outside of the Office; '
b, - o your own Hme and
c. without using any congressional office resoutrees;
2, No staff member may it any wa}' be compelled or required to do any
campaign work; and
3, No staff member may make any financial cuuh-ibutmn te CMIRs
campaizi

Reasoning: It is unethical to use congressional resources financed by the tax payer to the
benefit of an individual congressional member’s self-interest in re-election. and/or for any
other campaign or political undertaking. Congressional members are public servants and

their congressional TESOUrees must be utilized for the purpose of working for the public’
mterea.t

o = W

Potential Consequenioes for Misusa of Congressional Funds: disofpling, enforced
reimbursement of the funds, aud eriminal prosecutiort for you and CMR,

¥Note: There are other ethical rules that apply to your conduct while duly engaged in
campaign aefivities; this memo is limited to setting forth rules that upply while engaged
in your official eongresslonal dufies and in determining when ym.e may ethically engage
i1 campaign activities.

Compeaign Ethics ; Tn-Service .

July 2009 Page 1
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“Campaign Activities'

A, Definition

“Anyand all campaign activities” inchudes re-election detivities (for CMR. or
atiyone else) and activilies conduoted for any political purpose.

Therefors, aclivities engaged in to recivit/encoutage womed to join the T

Republica party and/or to setk & pohticzﬂ pffice as & Republican party
inember, constitutes “oampaign activities™;

Encouraging a consfituent to support CMR's position on pénding legislation,
. orpersuading a constituent to CMR’s position on existing or propased law, or
expleining CMR s reason for voting & particular way on a bill, ave rot
“campaign wotk”, But, advising a constituent to vote for CMR or other '
- candidate (federal, statp or local) to carry that shated interest to DE (or : B
Olympia, or the City Council) is “campaign activities”.

. The distinction isthefocus: legislation {a congressional funchqu) v3. yotes (a
political fupction), )

Itis preaumed that any activity fanded to any extent ﬁy campaign finds ig
catnpaign activity, evenif that activity is not evertly political in nature.

B. Documents and Materials,

No document or other material (Including letters, news letters, press veleases,
ete.) may be printed on offieial House stationary unless the eontent of the

. materials comply with the Franking Regulations, Franking prohibition
relevant to campaign activities inelude:

» The materials may not solicit political support;

o The materials may not solicit financial agsistance;

o The materials may ot reférence past-or fulure campaigns or
electiqng, mcludmg election or re-election announcements, and
schadules of campaign related events;

» The materials may net contain campalguhtera,tm'e, campaign

~ pledges, or “excessive use” of party labels; and

o The muterials thay ot contain any logo, slogan, masthead design,

ot photo which is a facsimile of any mutter contained in campaign

literature,
Campaizn Lihicy . In-Service
Judy 2009 Page 2
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This same rule applies o ndvertisements paid for by our Office, printed

materals prodyced by our Office, and emails sent by our Office, mc[udmg
intra-office emails.

Distinction: 'The Office may ulilize congressional resomrees to issue 4

" statement on legislative issues that are raised in the cotirse of a campaign, #fthe
use of the congressional regouroes and the statement are confined to
discussion of the Jegislative issues, Malke sure you obtain pre-approval from

your sipervisor for any statement that may be questianable or that you have
ahy concerns abolit.

C. Travel,

Rule; The travel must hiave “the primary purpose” of condueting official
business. Therefore, incldental campalgn or political activities may glso
oceyr ob the trip,

The Test: No additional -trml expenses may be incurred s & result of the

campaign or pohtwai activities and the official travel cannot originafe fron or
end at a canipaign evenl.

D. Exceptions.

a. Coordination of CMR's Schedule; The Office scheduler may
coordinate with the camipaign scheduler and may aintain an
integrated culendac(for intomal use only), ‘This is a Hmited, narow
exception for the common sense purpose of facilifating the avoidance
of schéduling CMR ta be two places at once. Thetefore, it doesnot

- extend to other “schedule” activitiés, e.g, the Office scheduler may not
make campaign-related fravel arrangements, but may coordinate I;hose
argangements with the campaign scheduler.

b. Referrals: Letters, inquiries, solicifations, coubributions, and the like .
related to campalgn or political activities may be forwarded fo the ;
campaign office (as opposed to returned to the setder) at the sole
expense of the campalgn (e.g, the campaign must pay for the envelope,
the stamp, the Iong distance telephone chatges, ete.). Under the same
elreumstances, the campaign office may forward congressional
materials or inquiries to the congressional office.

¢. Providing Published Matevial to the Campaign: The Office may
provide the campdign office with any materials it has issned publicly
- (e.g. press rofease, speech, newsletters), but enly if such provision
requiregonily a minimal amount of time and is made in a limited
quantity {generally a quanhty of vge).

Campaign Bthics

< I.’I-SHW{&E
July 2009 Page 3 '

CNIROCE-0306

13-0906_0207

COE .MCMRODGERS . 006076



e

TR R TR R mz: e R £ A LR o I ST L 7] IR N T R R ff
s . . CONFIDENTIAL

iy

d. Questionnaires. A q_ueshonnaire that is limited to legislative Issues
and eontent complying with ¥ranking Regulations may be answered
by the Office, even though the purpose of the questionnaire is-to

. determine endorsement fssues by the reqnesting organization

e. Non-partisan Voter Registration Materials: I'ha Office may make

non-partisan voter registration information availablein the Office.
“This excludes actually registering the:person to vote,

“Omt Your Qvwn Time"

A, Definiton

“On'your own tirme' means time during which you are entitely free fo pursue
your ow, individual interests. In our Office, that includes your lunch hour,
after-worl hours, and tlmej!ou are on leave status as set fm'th in our
Employes Handbook.

B, Rules

1. CMR may not adjust work requirements or add unpaid interns in order to
ereate “free” time for the staff to do campaign astivities.

2. If you work in-the Office and also on the campaign (which you may do
only on your own time), then you must keep a detailed, written,
contemporaneous diary recording each segment of time you spend on
official dutles and-each segment of tine you spend on campaign activities,

3. The time spent on campaign activities must be charged against your
accrued annual leave, promptly made-up to the Office, or deducted from
-your compensation, CMR is required to enswure that each employes
perfonns official duties commensurate with the compieasation fhat
employse recejves from the House, and therefore must adjust an.
employee’s compensation for tuna owed to-the Office for time gpent on

campaign activities.
Carmpaign Ethics . Tn-Service
July 2009. Buge d :
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“Without Using Any Congressional Resources”

“Without using any congressional resources!*tmeans any congressional regources:
aoffice space, office equipment (Including computers, telephones, and fax
machines), office supplies (including copy paper and offjcial stationary), office -
files (inchuding the names and information contained in those files), research, files,
official mailing lists, staff time, et cetera,

“Contribution"”
A. Definition

4

“Contribution” to CMR means any and. all “outlays” made on behalf of CMR, -
including cutlays that are immediately reimbursed. This ruleis “absolute”
(i.e. irrespective of volymtariness, honest wish to contribute, ot intention that
the ouflay is merely & momentary advancs for convenience purposes that is
immediately reimbursed). This rule includes “outlays” to purchase items for
the benefit of the campaign (e £. tickets to a fondraising ovent] souvedirs

from the House pift shop to give as pifte to CMR & supfporlers‘ coffee and
donuty for the campaign office).”

“Qontribution” does not incfrde unp_aid, volunteer services by the employee
for CMR’s campaign; you may volunteer your time and talent to CMR’s
campaign and not be in violation of the law which prohibits house employees
from making campaign eontributions to their emplaying Member,

Violation of thistule is also a criminal offense, -

B. Exccphnusioﬂm‘%bsolut » Rule

f. Outlays en individual makes for hlslher personeal lrave] expénses
: (mcludmg food, transpertation and Iodgmg) traveling on behalfof the :
campaign, provided that the campaign promptly reimburses the travel -
expense (60 days If incurred by éredit card and 30 days otherwise) or
the individual’s outlays do not exceed $1,000.00 per election,

2. Up to $1,000.00 per election for food, beverages, add invitations for a
, campaign event held in the individual’s hotme orina church or
, community center,

Canpalgn Efhles

In-Service
Jidp 2009 : Page 5
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4. Contribullons to multi-candidate palitical groups {&.g. PAC or

Campaign Ethies
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3. Use of computer squipment connected with internet activities used for
 lhe purpose of influencing a federal election. )

Republican Congressional Campaign Committees), even though some
of the proceeds may be used by the prganization to benefit CMR,
provided that you do not earmagk the contribution for CMR,

3. 'There are several other very detailed, very Timited, very speaific

exceptions. If you want to otfer.(an your own initiative and

voluntarily) a conteibution to CMR's vampaign, you tmast get written,
pre-approval from-me first, '

1 H
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ETHICS TRAINING ' -
THE DISTINCTION BETWEEN POLITICAL VS. CONGRBSSIONAL ACTIVITIES ‘

Overview: Thore ig.a fine line between congtessional activities and political activities.
Congressional duties ave directly related to policy development, constitnent relations, and
casework. Political activities include anything relating to elections (excluding
government oversight and reform) and campuigning (e.g. financing and fund raising,
grassroots efforts, polling, t cetera), While you are in the office or engaged in your
duties for the Office, political activities are strictly probibited. While you are in the
offlee or engaged in your offieial duties for the Office, you should (palitely) decline
comment and behavior constituting political activities and instead refor all such questions
and requests to the Congresswoman’s canypaign office: Jared Webleay, (509) 624- Il
[ 2 cathforconsress.com.

Campaign activity rules in a nutshell;

1. Anyand all canipaign activities:

8. Must bedone ontside of the Office;

b. on your own time; and

c. without using any congressional office resources;
2. No staff member may in any way be compeiied or reguired fa do any

carapaign work; and
3. No staff member may make any financial contribution to CHIR’s .
_ eawpalgn, ) .

.

Reasoning: Itis tnethical to use congtessional resources financed by the tax payer to the ‘
benefit of an individual congressional member’s self-interest in re-glection and/or for any
other campaign ar politieal undertaking. Congressional members are public servents and

their congressional resources most be utilized for the purpose of working for the public
interest.

Potential Congequonces. for, Miat.rse: of Congressional Funds: discipline, enforced
reimbursement of the funds, and criminal prosecution for you and CMR.

¥Noter There are other ethical rules that apply to your conduct while duly engaged in
campaign activitles; this memo Is lUmited to seiting forth rules that apply while engaged

in your official congresstonal duties and in determining when you may et.’ricc:!k engage
in campaign activities.

" - Campaign Btldes ' In-Sarvice
July 2009 Puge |
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SCampaign Actvilies”
A. Definition . |

“Any and all campaign aotlvities” includes re-slection activifies (for CMR. ot
anyone elsg) and activitles condusted for any political putpose.

« Therefore, activities engaged in to reernit/encontage wommen to'join the E
. Republican party and/or'to seek a political office as a Republican party ' -
membaer, conatitules “campaign activities”;

Bacouragihg a constituent to support CMR’s positiod on pending legislation,
ar persuading a constituent to CMR'S position on existing ot proposed lavy, or
explaining CMR’s reason for voting a particular way on & bill, are not
“campaign work”, But, advising a constitneiit to vote for CMR or other .
candidate (federal, state or Iocal) to carry that shared interest to DC (or
Olympia, of the City Council) is "campaign activities”,

The dlsttnctmms the focus: legtslahon (= cong:essmnal fancfion) s, voted (a
political function),

1t is preswned that any activity funded to any extent by campaign funds is
campaign activity, even if that activity is net overtly polifical in nature,

B. Documents and Materials,

No docuraent or pther material (including letters, news letters, press raleases,
ete,) may be printed on official House stationary urless the content of the

- materials comply with the Franking Regulations, Franking prohibition
relevant to canipaign activities include:

"o ‘The materials may not solicit political support;
o The materialy may uot solicit financiat agsistanee;
¢ Thomaterials may not reference past-or futnre campaigts or
glections, inc.ludmg election or re-election atnouncements, ancd
schedules of campuign related events;
o The materiels may not conlain carapaign literature, campaign
~ pledges, or “oxcgssivouse” of patty labels; and
+ The materials may not contain any logo, slogan, nasthead design,

or photo which is a facsimile of any matter contained in campaign
Titersture, ,

Camprign Ethic Fr-Seryicy
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This same Tule applies to advertisements paid for by our Qffice, printed
materials produced by our Ofﬁce, and emuils sent by our Offics, including
intra-office émails.

Distinetion: The Ofice may utilize congressional resources to issue
statempnit on fegistutive issues thal ure'raised in the course of » campaign, if the
nge of the congresslonal resoutrces and the statenent arg confined to a
discussion of the Jegislative issues. Make suse you obtain pre-approval frotn
your supervisor fot any statement that may be questionable orfhat you have
any coneerns about,

'C, Travel.

- Rulgt The travel must have “the primary purpose” of conducting official
business. Therefore, incidental campaign orpolitical aclivities may also
ocenr on the bip,

TheTest: No additional teavel expenses may be incurred as a result of tha
campaign or pohncal activities and the official travel eanmot originate from or
end gt a campaagu event,

D. Exceptions.

" &, Coordination of CMR’s Schedule: The Office scheduler may
coordinate with tha campaign scheduler and may maintain an
' integrated calendar (for internal use onfy), This s & Bmited, nawow
' sxcephion for the.common sense purpose of facilitating the avoidance
of scheduling CMR to be two placey at once. Therefors, it does nat
extend to other “schedule” activities, e.g. the Office scheduler may not '
muke campaign-related travel arrangements, but may coordinate those
arrangements with the campaign scheduler:

b. Referrals: Letters, inquiries, solicttations, contributions, and the like
related to campaign or political activities may be forwarded to the
camptign office {as opposed to té¢furned to the sender) at the sole ., .
expense of the catpaipn (.. the campaign must pay for the envelope,
the starnp, the long distance telephone charges, etc,). Under the same °
circumstances, the catiipaign office may forwdrd congressional
materials or inquiries to the congressional office,

o, Providing Published Matevial to the Campaign: The Offics may
* -provide the campaign office with any materialg it has jssued publicly
+ (o.g press relense, spoech, newsletters), hut anly if such provision”
requires only a minimal amount of time and is made in a limited,
¢uantity (generally & quantity of one).

Campalgn Bthics . In-Service
July 2009 Page 3

CMROGE-0312

'13-0906_0213

COE .MCMRODGERS . 006082



v % = T - oxy G R T LRSI LA SR Camt Foit 14
PORPET T o N e O T L i B W T M [T Y TR EOVOLATI RS NI Crous S A et e oy ] RN I L AMIR S 4 S Eort i i

o " CONFIDENTIAL

LA

d. Questionnaires. A questionnaive thal is limited to legislative issues
and content complying with Franking Regulations may be answeréd
by the Office, even though the purpose of the questiotnaire is to
determine endorsementissues by the requesting organdzation,

&, Non-partisan Voter Regisivation Materials; The Office may make
non-pactisan voter vegisfration information available it the Office, ‘,
This excludes actually registering the person to vate. :

“On Your Own ’I‘imé"-
Al .ﬁeﬁniﬁen

“On your own tirne" meafis titne during which you are entirely free fo pursue
your qwn, individual intetests. In our Office, that includes your Junch hour,
after-work hours, and thme you are on leave status as set forth in our
Employes Handbook,

B. Rules

1. GMR maynot adjust work requirements or add napald interns in m-dzr tu
+ create “fres” time for the staffto do campaign actjvities.

2. If you work in the Office and also on the campaign (which you may da
only on your owh time), then you must keep a detailed, wrijten,
conterporaneouy diary recording each segment of time you spend on
ofticial dutjes and sach segment of time you spend on campaign activities.

3, The thme spent on campaign activities naust be charged against your
accrued annual leave, prompﬂymadennp to the Oftice, or deducted from
your compensation. CMR, is required to etisure that each employes
pesforms official duties commensurate with the compensation that

‘ employee receives from the House, and therefore must adjust an
employee’s compensation for tinie owed to the Office for time spent on
campaign activities,

Campaign Ethics ) i 7 : In-Seryice
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“Without Using Any Congressional Resouraes”

“Without using any cengressional resources” means any cohgressional resources:
«office space, office equipment (including computers, telephones, and fax
machines), office supplies {including copy paper and official stutionary), office
files (including the names aud information contained in those. files), research, files,
official mailing lists, staff time, et cetera.

“Contribution”

A. Definition

“Conttibution” to CMR means any and all “outlays” made on behalf of CMR, -

including outlays that are immediately refmbursed. This tule is “absolute™

(i.e. irrespective of voluntariness, honest wish to gontribute, ot intention fhat  + '

the outlay is merely 4 momentary advance for conyenignce purposes that is
* immediately reimbursed). This rule incudes “outlays”to purchase items for

thé benefit of the campaign (e B. tickets to a fondxaising event; souvenira

from the House gift shup to give as gzﬁe to CMR's supporters; coffes and

donuts for the campaign offics), g
“Contribution” does nof include ‘unpald volunteer sérvives by the employes
for CMR’s campaign; you may volynteer your time and talent to CMR's
campalgn and not be in vidlation of the law which prohibits house employees
from making campaign contributions to their emaploying Member,

Violation of thig rule is also a criminal effense,
B. Bxceptions to the “Absolute” Rule

" 1. - Outlays an individual makes for his/her personal travel expenses
(including food, transportation and lodging) traveling on behalf of the
campaign, provided that the campaign promptly refmburses the travel

‘expense (60 days if incucred by credit card and 30 days otherwise) or
" the individual’s outlays donot exceed $1£,000.00 per election,

2. Up to $1,000,00 per election for faod, beverages, and invitations fof 4
campuign event held in the individual’s hofne orin a uhurch or
community eenter. :

Campaien Ethies
July 2009 . ! Page 5
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3. Use of compiter equipment coungcted with internat activities used for
the putpose of influencing a fedaral election,

4. Contributiohs to multi-candidate political groups-(e.g, PAC or
Republican Congresgional Campaign Committecs), even though some
of the praceads maybe used by the organization to benefit CMR,
provided that you do not ersmark the contribution for CMR,

5. There ure several other vety detailed, very limited, very specific
exceptions. If you want to offer (on your own initiative and
voluntarily) a confribution to CMR's campaigi, youi must get written,
pre-approval ftom me First, '

Campalgn Sthics In-Seruice
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CONFIDENTIAL®  ;
INFORMATION SHEET FOR ETHICS TRAINING COMPLIANCE REQUIREMENTS

Ethics training compliance is the responsibility of each employee

Every new employee must complete basie ethics training, within 60 days ofhire, .

Bvery existing employee niust complete dne hour of continning ¢dueation efhics fraining gach
year. .

If you ate a new employes, your initlal one honr will also satisfy your continuing educatmn
requirément — i.g. you néed only complefe one hour of training per year. -~

All on-line ethics teaining is begun from the HouseNet site: Click on the “persénnel” tab; then
click on “Bhies Trajning”; then click on he “houseconnect” litik contained in the Online Ethics
Training section, This will fake you to the CAO Honse Learning Center page, whete you will
log in using the same user name and password as for the Office computer. You will then be at
your personal recozds page with links for on-line ethics training,

B s el

All tive ethics training niust be pre-registered for, "To pre-register, go to the HouseNet site: .

Click on “‘pefsonnel” tabs; then oliok on “Bthics Traning"; then click on the “registerme” link i

contained in the Live Ethics Training section, You will then be at the CAQ ropistration page. .
- Keep inmind that some general CRS seminats contain an ethics segment that will satisfy your ‘

annual ethiss fraining requirement. To prove it, make sure you sign in and stay for the whole

CRS program, and recalve a certificate of attendance by email after the sentinar— if you can’t

prove it, then you'll have to do at feast the ethics portion again.

New Employees:

For DC staff, the initial training MIUST be.af a live, in-person training session. Proof of
~ aftendance for the House {CAQ) is by preregistration for the-event and cotapletion of the sign-in
* sheet at the live presentation. Be warned that if you artive late and miss the sign in periad, you
will not receive.credits, After the event, the CAO will send yau an email confirming your
atiendance. Please forward that email to the District Office Staff Assistant, who will place it in
your-persennel fils for proof of attendance for the Office, and also-include in your email the date,
name and Jocation of the italning session you attended. _

———

~ Tor district office staff, the initial tralning may be completed online. The progtam rums for
ahout one hour, and you may pause and return to it af any time. After you haye watched the
entire ethics training progeam, the House system will aytomatically designate you as having
“eotnpleted” (aka “true”) the new employee’s ethics tralning, For compliance verification for the
Office, plense print the status page (Le. the “true’/ “false” summary page), date and sign it, and
" get it to the District Office Staff Assistant for your personnel file.

Sidrive/OfficeFarmy/Personnel/infosheet — ethicstralning
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All Emmloyies - Annual Training:

There ars two ways to satisfy your anmual ethics training requirement.

I, Xve Aftend alive ethics training session in DC, Many training classes
inclnde an hour of efhiics, so check the syllabus to see if another training class will alsa safisfy
your anwal ethics requirements. Verification of completion for the House is by the sigh-in sheet
af the live session, which will be fellowed-up by a confirming eroall. If you do not receive thls &
email from the confirming your attendance at the training, and satisfaction of your annual ethics | !
requirements, you need to timely follow-up with CAQ, Note that if you arelate'to the session, :
and tiss the sign-in sheet, then you will not get credit for attending, Verification of eompletion
of your annual ethics training for the Office is by forwarding/attaching the attendance
confirmation email from the House to.the District Office Staff Assistant, and including fn your
cover erail the date, time, Iocation, and rame of the efhics training session attended.

2. _On-line. Go to your personal on-ling CAQ House Leaming Center page. Select the
ethics training module you wish to view, The program runs for abeut one haour, and you may
papse angd refum to it at any time (including days/weeks later), Afier you have watched the

. entire ethics fraining program, the House system will astomatically designate you as having
“comipleted” the annual ethics training, For verification of compliance with your ammual ethics
requirements for the Office, please print the status page (i.e. the “true® “falss™ summary page),
date and sign it, and get it to the Office Manager for your personnel file,

SENIOR STAFE

“Senior 8taff” is defined as individuals with a salary at or above §119,953,60 for 60 days or
muore for the calendar ygar,

All pew Senior Staff metnbers must complete the “new émployee” basie ethics training class,
plus & additional hour of ethics training, addressing issues applicable to senior staff. Follow the
same dirgctions as non-senior staff, and include in your pre-registration an additional hour of
senior staff trairing,

Al existing Senior Staff members must complete “existing staff” annual ethics training, plus an
additional hour of ethics training addressing issues applicdble to senior staff onee per Congress,
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