






























































Receipt of Personnel Policies 

The Pine Creek Conservation District’s personnel policies are available for review on the shared drive 
and links have been shared via email. It is your responsibility to read these policies, as they will acquaint 
you with your employee benefits, and the District’s personnel practices and guidelines. 

These policies do not create an employment contract or a guarantee of employment of any specific 
duration between the District and its employees.  

As the District grows and changes, personnel policies may change. The District reserves the right to 
revise, supplement, clarify or rescind any policy or portion of a policy when deemed appropriate by the 
Board of Supervisors. All staff will be notified of any such changes. 

If you have any questions about these policies or any other policies of the District, please feel free to ask 
the District Manager or the Board of Supervisors. 

I have read and understand the statement above. 

 

_______________________________ 

Employee Signature 

 

_______________________________ 

Employee Printed Name 

 

_______________________________ 

Date 

 



 Pine Creek Conservation District Financial Policies & Procedures 

 The Pine Creek Conservation District is a special purpose district and unit of government and provides 
 technical and financial assistance to the general public and is supported primarily through grants from various 
 state, local and federal agencies. 

 1.0 Standard of Conduct for Purchases or Contracts 
 Any purchases or contracts between the District and any member of the Board of Supervisors or staff shall 
 abide by Revised Code of Washington (RCW) Chapter 42.23 - Code of Ethics for Municipal Officers. 
 According to RCW 42.23.030, municipal officers are prohibited from being beneficially interested in a contract. 
 Contract is defined in RCW 42.23.020 as “…any contract, sale, lease or purchase.” However, RCW 
 42.23.030 (6)(a) does allow the purchases and contracts in which the total amount received under the 
 contract or contracts by the municipal officer or the municipal officer's business does not exceed $1,500 in 
 any calendar month. This applies to the total of all contracts, sales, leases and purchases between the District 
 employee, Supervisor, or an associate supervisor and the District, except for cost share agreements (see 
 Section 12.011). 

 Standards of conduct for employees engaged in the selection, award and administration of contracts for grant 
 funded projects or programs are as follows: 

 No employee, officer, or agent may participate in the selection, award, or administration of a contract 
 supported by a grant award if he or she has a real or apparent conflict of interest. Such a conflict of 
 interest would arise when the employee, officer, or agent, any member of his or her immediate family, 
 his or her partner, or an organization which employs or is about to employ any of the parties indicated 
 herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a 
 contract. 

 The officers, employees, and agents of the District must neither solicit nor accept gratuities, favors, or 
 anything of monetary value from contractors or parties to subcontracts with the exception of an 
 unsolicited gift that does not exceed $50 in value. Offers of gifts should generally be refused. 
 Employees should review with their supervisors any offers of gifts. 

 Violation of these standards of conduct by officers, employees, or agents of the District may be cause for 
 discipline up to and including dismissal. 

 2.0 Basis of Accounting 
 The accounting records of the District reports financial activity in accordance with the  Cash Basis Budgeting, 
 Accounting and Reporting System  (BARS) Manual prescribed  by the State Auditor’s Office under the authority 
 of Washington State law, Chapter 43.09 RCW. 

 The accounts of the District are maintained on the basis of funds. For reporting purposes, the activities of the 
 District’s funds are combined. 

 The District uses the cash basis of accounting where revenues are recognized only when received and 
 expenditures are recognized when paid. 
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 3.0 Banking 
 The District maintains financial accounts at approved financial institutions including State Bank Northwest in 
 Garfield, WA and US Bank in Colfax, WA. 

 Authorized signatures on the accounts include the District Manager and all members of the Board of 
 Supervisors. 

 Checks written by the District on any of the checking accounts that do not clear the accounts within 90 days 
 of being issued shall be investigated by the District Manager or District Treasurer. Recipients of the checks will 
 be contacted to confirm whether they did or did not receive the check. If they did not receive the check, the 
 District will request from the recipient a written statement verifying that the check was not received and that 
 the payment is still owed.  The new check will then be issued. If the check exceeded $100, a stop payment will 
 be initiated before the payment is reissued. 

 4.0 Expenditures and Disbursements 
 To indicate Board of Supervisors’ approval for payment of those vouchers audited and certified by the 
 treasurer, the following statement is entered in the minutes of the board meeting: 

 "The following checks are approved for payment: 
 Check numbers: _______ through _______ totaling $ ___________ 
 And EFT’s totaling _________." 

 4.1 Usual and Customary Expenditures 
 The District incurs certain recurring operating expenses in the course of implementing projects and programs. 
 Operational efficiency is enhanced by authorizing payment of such expenses prior to approval by the Board of 
 Supervisors. 

 Payment of the following kinds of expenses related to the continuing employment of District staff is also 
 authorized prior to Board approval: utilities, office supplies, field supplies, fuel, vehicle maintenance, recurring 
 maintenance and custodial activities related to the District office building, health/dental/life insurance, 
 supplemental insurance, payroll taxes (income tax, social security, medicare), workers compensation, 
 employment security, and wages. 

 Electronic Funds Transfer (EFT) is authorized only from the checking account and only for the payment of the 
 payroll taxes to the Internal Revenue Service and other related payroll expenses.  Each month, the EFT may be 
 completed by the District Manager and/or the District Treasurer. 

 All payments shall not exceed the usual and customary amounts for these expenses. The usual and customary 
 amount shall be the average of the preceding six months for that vendor or expense, plus twenty percent. 

 The District Manager is delegated authority to make purchases and incur costs for equipment, supplies and/or 
 services up to $5000 per month and up to $2,000 per item without prior board approval.  Any purchases 
 exceeding those values require explicit board pre-approval as well as follow the guidelines outlined in the chart 
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 below.  No other payments shall be made without prior approval by the Pine Creek Conservation District 
 Board of Supervisors. 

 Dollar 
 Threshol 
 d 

 Competitive 
 Process 

 Major Activities 

 Less than 
 $10,000 

 Micro-Purchase    Seeking competition is always recommended, though not 
 required for this dollar range. 

   Telephone calls or electronic communication can be made to 
 vendors describing the equipment, materials or goods 
 desired and requesting price, schedule and qualifications to 
 perform. Purchases should be made based on the District's 
 inquiries and experience and knowledge of the market to 
 obtain the best quality product at the best price. 

 $10,000 - 
 $49,999 

 Informal 
 Competition 
  
 also called 
 "evidence of 
 competition" 

   Either written solicitation or documented telephone 
 solicitation may be used. The solicitation should include at a 
 minimum: a description of goods or services required, 
 project schedule, request for qualifications, request for bid, 
 and due date for responses. If solicitation is done by phone, it 
 must be thoroughly documented. 

   Seek bids from a reasonable number of qualified sources (a 
 minimum of three vendors). If written, the solicitation may be 
 faxed or emailed to them and responses may be faxed or 
 emailed to the District to expedite processing. A list of 
 vendors can be developed from telephone listings, internet 
 listings, a formal advertisement requesting information on 
 available services, etc. 

   Evaluate responses and make award decision. 
   Negotiate contract with successful bidder. 
   Document for file: names of vendors solicited; information 

 on vendor's responses, basis for award decision, and copy of 
 contract. 

 $50,000 
 or more 

 Formal 
 Competition 

   Prepare an Invitation for Bid (IFB). 
   Publish formal advertisement. Develop bidder's list from 

 firms responding to notice. 
   Issue IFB to responding bidders. 
   Conduct a preproposal conference to clarify the extent of 

 the work and permit prospective bidders to ask questions. 
   Date and time stamp proposals received by due date. 
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   At least two individuals evaluate proposals strictly against the 
 criteria set forth in the IFB and score the proposals. 
 Determine apparent successful bidder. 

   Notify successful and unsuccessful firms. 
   Negotiate contract with successful contractor. 
   Conduct debriefing conferences, if requested. 

 The Board of Supervisors shall review all supporting documentation for claims paid and for its approval of all 
 checks issued in payment of claims at its next regularly scheduled public meeting. 

 If, upon review, any claims are disapproved by the Board, the District Auditor and the Chair of the Board of 
 Supervisors shall jointly cause the disapproved claims to be recognized as receivables of the District and shall 
 pursue collection from the person responsible for the charge until the amounts disapproved are collected or 
 until the District is satisfied and approves the claim. 

 4.2 In-Store Accounts 
 In-store accounts are convenient and efficient mechanisms for District staff to purchase field and office 
 supplies. The District Treasurer shall maintain a list of the vendors and suppliers with whom the District has 
 in-store accounts. Annually, those vendors and suppliers may be contacted with a list of authorized signatories 
 on those accounts. In-store accounts cannot be used for personal purposes. 

 4.3 District Credit Cards 
 The District Manager shall implement the following system for the authorization, distribution, control, 
 implementation and administration of District issued credit cards by District officers and employees: 

 (1) Credit cards may be distributed to those District officers and employees who, in the opinion of the 
 District Manager, have job responsibilities that would benefit from, or otherwise be facilitated by, the 
 use of a credit card; 

 (2) Credit cards may not be used for personal purposes or for cash advances unless unusual 
 circumstances require the use of the credit card and advance approval is obtained from the Board of 
 Supervisors; 

 (3) Credit cards may be required to be immediately surrendered if used in a manner inconsistent with 
 District policies or procedures; 

 (4) The District Manager shall develop and implement guidelines and accounting controls to ensure the 
 proper usage of credit cards and credit card funds including compliance with the District’s current 
 purchasing policies and procedures; 

 (5) The District Manager shall set credit limits on each credit card issued, PROVIDED, that in no event 
 shall the credit limit for any individual credit card exceed $4,000, and 

 (6) The District Treasurer shall establish and implement a procedure for the payment of all credit card 
 bills 
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 (7) Receipts for all purchases must be submitted to the District Manager or Treasurer for all purchases 

 4.4 Personal Credit Cards 
 Purchases and/or travel related expenses should be made with the District credit card, in-store accounts, petty 
 cash or purchase orders whenever possible. However, if this is not possible or is extraordinarily inconvenient 
 and interferes with the ability to conduct District business in a timely manner, personal credit cards may be 
 utilized.  Use of personal credit cards should be occasional and limited to specific circumstances, such as the 
 following situations: 

 (1) District employees or supervisors incur travel related expenses (e.g. lodging, parking fees, etc.) 
 while in travel status for District business; 

 (2) Urgent purchases are required to conduct District business, including the purchase of field supplies, 
 workshop or other meeting supplies (e.g. refreshments or other necessary supplies), or District vehicle 
 related expenses (e.g. fuel purchases, parking fees, emergency repairs for a District vehicle, etc.); or 

 (3) Occasional purchases at wholesale club member stores (e.g. Costco) where the District may 
 benefit from a significant discount for office supplies and equipment or field supplies. 

 Original itemized receipts must be submitted to the District Manager and/or Financial Manager in order to be 
 eligible for reimbursement. Except for travel related expenses, employees must notify the District Manager of 
 the use or intended use of a personal credit card for District related purchases as soon as is practical or the 
 next business day. The District may refuse reimbursement of purchases made by employees with their 
 personal credit cards if the purchase does not follow these guidelines. 

 5.0 Receiving payment 

 The District accepts payments from agencies, vendors, and individuals by check or EFT.  Cash is not an 
 accepted payment method. 

 Checks received by the district will be immediately endorsed “for deposit only” to the State Bank Northwest 
 financial institution and logged into the district’s financial accounting software. 

 The District Treasurer will reconcile monthly receipts to bank validated deposits listed in the monthly bank 
 statement and provide a report of deposits at each monthly board meeting. 

 6.0 Emergency Procurements 

 Notwithstanding any other provisions of this policy, the District Manager may make or authorize others to 
 make emergency procurements of materials, supplies, equipment, or services when there exists a threat to 
 public health, welfare, or safety or threat to proper performance of essential functions; provided, that such 
 emergency procurements shall be made with such competition as is practicable under the circumstances. A 
 written determination of the basis for the emergency and for the selection of the particular contractor shall be 
 included in the contract file. As soon as practicable, a record of each emergency procurement shall be made 
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 and shall set forth the contractor's name, the amount and type of the contract, and listing of the item(s) 
 procured under the contract, which shall be reported to the Board of Supervisors at the next subsequent 
 meeting. 

 7.0 Reserve Fund Policy 
 Adequate fund balance and reserve levels are a necessary component of the District’s overall financial 
 management strategy and a key factor in external agencies’ measurement of the District’s financial strength. 

 Maintenance of fund balance for each accounting fund assures adequate resources for cash flow and to mitigate 
 short-term effects of revenue shortages. Reserve funds are necessary to enable the District to deal with 
 unforeseen emergencies or changes in condition. 

 7.1 General Policy 
 The District shall maintain reserves required by law, ordinance and/or resolution. All expenditures drawn from 
 reserve accounts shall require prior Board of Supervisors approval unless previously authorized by the Board 
 of Supervisors for expenditure within the District’s annual budget. 

 If reserves and/or fund balances fall below required levels as set by this policy, the District shall include within 
 its annual budget a plan to restore reserves and/or fund balance to the required levels. All reserves will be 
 presented in the District’s annual financial report. 

 7.2 General Operating Reserves 
 The District will maintain a General Fund Operating Reserve to provide for adequate cash flow, budget 
 contingencies, and insurance reserves. The General Fund Operating Reserves will be determined as follows: 

 The District strives to maintain a cash flow reserve in an amount at least equal to two months of 
 operating expenditures and in an amount at least equal to the annual leave liability for all staff. These 
 funds should have a separate account/code/restricted funds designation so they are available if/when 
 staff need to be paid sick leave or vacation or leave is required to be paid out upon 
 termination/departure.  The District will review the required cash flow reserve level that is necessary 
 to meet the District’s cash flow needs as needed. If it is determined that the two months of operating 
 expenditure reserves and the leave liability amount is not adequate, the District Manager shall propose 
 an amendment to these policies. 

 As of March 2022 the average monthly operating cost is $7,925.71, the current leave liability is 
 $3,819.23 and the maximum leave liability is $11,076.92.  Therefore, the target reserve amount is 
 $26,928.34.  Given the current financial position of the District, it cannot achieve this amount 
 immediately.  Therefore, the District will allocate the monthly amount of leave accrual until the target 
 is met. 

 8.0 Amendments To Policy 

 The Board of Supervisors reserves the exclusive right to alter, amend, rescind, abrogate, delete, supersede or 
 replace the provisions of this policy or any part thereof, in any manner not inconsistent with state law. 
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Pine Creek Conservation District 
District Manager Compensation Policy 

 
Purpose 
It is the policy of the District to provide fair compensation to its employees. 
 
Policy 
The District Manager’s position is a monthly salaried exempt employee classification at $71,510 per year, 
effective January 1, 2024.  Salaried employees are paid a uniform amount for a specific time period.  The 
District Manager’s compensation time period is monthly.  Exempt salaried employees are expected to work as 
much of each workday as is necessary to complete their job responsibilities.  No overtime, comp time, 
exchange time or additional compensation is provided. 
 
For each workday that the manager does not work any hours, he/she will draw 8 hours out of his/her 
accumulated sick, annual or holiday leave hours (outlined below).  For any workday that the manager does not 
work and is not covered by his/her leave pool, the monthly salary will be reduced a proportionate amount 
against total workdays available in that month.  
 
Probation period: 
The District Manager is subject to a 90 day probation period starting on the first day of work (May 24, 2021) 
during which no annual leave is accrued and no healthcare benefits are made available.  During this time and 
after the District Manager is terminable at will - PCCD reserves the right to terminate the District Manager at 
any time.  The PCCD Board of Supervisors reserves the right in its sole discretion to make the determination 
of whether to terminate the District Manager with a simple majority vote by a complete (all 5 members) 
board. 
 
Annual (Vacation) Leave: 
Following the probation period described above, the District Manager will be granted the yearly number of 
days of annual leave on January 1 (based on civil-service rates used at WSU).  If the District Manager starts the 
position after January 1, then accrual per year will be pro-rated on a monthly basis. Annual leave can accrue to 
240 hours (30 days), but no more.  Upon the Manager’s separation, retirement or death, 100 percent of their 
accumulated annual leave will be paid at the employee’s current rate of pay to the employee or employee’s 
heirs.  Leave time that was granted in the year of the employee’s separation but not accrued is not paid out 
upon separation. 
 
Year Accrual Per Year Accrual Per Month 
1-2 14 days 9.33 hours 

3 15 days 10.00 hours 

4 16 days 10.67 hours 

5-6 17 days 11.33 hours 

7-9 18 days 12.00 hours 

10-14 20 days 13.33 hours 

15-19 22 days 14.67 hours 

20-24 24 days 16.00 hours 

25+ 25 days 16.67 hours 
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Holiday Leave: 
The following 13 days are observed as paid holidays for the District Manager position: 
New Year’s Day 
Martin Luther King, Jr.’s Birthday 
Presidents Day 
Memorial Day 
Independence Day 
Labor Day 

Veteran’s Day 
Thanksgiving Day 
Friday after Thanksgiving 
Christmas Eve Day 
Christmas Day 
One Personal Day

 
Paid Sick Leave: 
The District Manager will accrue sick leave at the rate of 2 hour for every 40 hours worked. This rate exceeds 
the minimum State requirements for paid sick leave.  Washington State Law requires employers to allow 
employees to take leave by 90 days after start of employment.  Accrual starts on day 1 of employment. For 
details on relevant Washington State Laws see Chapter 49.46 RCW  and Chapter 296-128 WAC.  Any 
accumulated sick leave in excess of 240 hours will be forfeited.  Upon the Manager’s separation, retirement or 
death, 50 percent of his/her accumulated sick leave will be paid at the employee’s current rate of pay to the 
employee or employee’s heirs. 
 
Jury Duty: 
The District Manager will be allowed paid leave status to serve on a jury.   
 
Payroll Deductions: 
All district employees will have withheld from their wages/salaries amounts specified by federal and state and 
local laws.  Standard deductions will include Federal tax withholding, Social Security (FICA), Medicare, 
Department of Labor & Industries (Workers Compensation), and Employment & Security Department 
(Unemployment Insurance).  Other deductions may be made with manager’s and board’s approval. 
 
Health Insurance Benefit: 
The district does not provide health insurance benefits as of January 1, 2023.  District employees are 
responsible for maintaining their own medical insurance. 
 
Retirement Benefit: 
Pine Creek Conservation District participates in the Washington State Department of Retirement Systems 
(DRS) Public Employee’s Retirement System (PERS).  The District Manager is mandated into PERS membership 
and is enrolled into PERS plan 2 as of 6/1/2021 and has 90 days of the PERS start date to choose between 
PERS Plan 2 and PERS Plan 3.  If no choice is made within 90 days of the PERS start date then DRS will default 
to PERS Plan 2. 
 
 
                                                            
District Chair         Date 
 
 
 
District Supervisor        Date 
 
 
 
District Manager        Date 






















