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SECTION 1: LETTER FROM THE BOARD 
 
Welcome to the Ottawa National Wildlife Refuge Association!  The Board of 
Directors appreciates your service as an employee of this organization and we 
pledge to do our part to make sure our expectations are clear and effectively 
communicated.  This manual is an important part of our commitment to you. 
 
The Ottawa National Wildlife Refuge Association (hereinafter known as 
ONWRA) is a non-profit organization incorporated in Ohio under Section 1702 
of the Ohio Revised Code and granted 501(c)(3) tax-exempt status by the 
Internal Revenue Service.  Our mission is to collaborate with the refuge 
and other partners to promote and support the Refuge Complex in its mission 
to conserve, protect, and enhance natural resources for the benefit of wildlife 
and people. 
 
As an employee, you are part of helping us achieve our vision: to be a strong 
and vibrant Friends association supporting a larger and sustainable National 
Wildlife Refuge Complex.  The board has approved a strategic plan to 
accomplish the mission and vision. Everything you do as an employee should 
help us achieve our ONWRA goals. Please refer to that plan for detailed 
implementation information. 
 

o ONWRA provides substantial support for Refuge Complex operations, 
organizing and funding a variety of programs and projects.  We will make 
major contributions to the long-term health and vibrancy of the Refuge 
and its management.  

 
o People from near and far experience the Refuge Complex in person and 

through the internet as a world-class destination for wildlife enthusiasts, 
hunters, students, and families.  We will bring increasing numbers of 
visitors here without harming the wildlife or the habitat. 

 
o With significant help from ONWRA, the Refuge Complex will grow.  We 

will increase the amount of habitat available and grow wildlife 
populations in accordance with the Comprehensive Conservation Plan.  

 
o ONWRA will be a strong and influential voice with national, state and 

local leaders about the importance of conservation in general and of the 
Refuge Complex in particular.  We will actively advocate for the land, 
water, air, and wildlife. 

 
o ONWRA will be a strong organization with sufficient human and financial 

capacity to achieve our mission and goals.  We will build a structure that 
is durable, sustainable, and held up as a national model among Friends 
associations. 
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Section 2: PURPOSE OF THIS MANUAL 
 
This manual is a guide to be utilized by the board and executive director to 
create the conditions of employment at ONWRA and establish the basic rules 
for administration as we work together to achieve our objectives. In the event 
there is a conflict between the contents of this manual and any applicable laws, 
those applicable laws shall prevail.   
 
This manual is not an employment contract.  It is presented as a matter of 
information only.  Any statements in conflict with these policies made by 
anyone else are unauthorized, expressly disallowed, and should not be relied 
upon by anyone.  The board may change these policies at any time with or 
without notice. 
 
The information addressed here is not all-inclusive of ONWRA’s policies, plans, 
and procedures but is designed as a general overview of ONWRA, employee 
benefits, and some of the information pertinent to employment.   

 
Section 3: HIRING PRACTICES  

 
EMPLOYMENT AUTHORITY: The board of directors of ONWRA is responsible 
for establishing the organization’s employment policies and practices.  This 
manual, as approved by the board, establishes the standards of conduct for the 
executive director and all other staff who may be hired.  The executive director 
is responsible for the implementation of the employment manual and for the 
establishment of practices consistent with their intent. 
 
AT-WILL: Employment with ONWRA is at-will, meaning that either party may 
terminate the employment relationship at any time for any reason that does not 
violate law.   
 
HIRING: ONWRA’s intention is to fill job openings with qualified applicants who 
best match the job requirements.   
 
 Employment openings will be advertised, including written description of the 

duties, responsibilities, and necessary qualifications, along with instructions 
for applying.  All applicants will be asked to submit a cover letter and 
resume before receiving any consideration for a job opening. 

 

 Screening of applicants will be on the basis of merit by qualifications as 
outlined in the job description and according to Section 12 regarding Equal 
Opportunity Employment.  
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 References may be checked on candidates to whom job offers will be made, 
before the offers are made.  Employment candidates may be subject to a 
criminal background check. 

 

 The executive director will interview candidates whose applications are 
accepted and will carry out hiring, with approval of the board.  When there is 
a vacancy in the executive director’s position, the board will establish a 
special committee to conduct the hiring process. 

 

 All persons selected for a position with ONWRA will receive a written letter 
of offer, including position title, employment status (i.e. permanent/ 
temporary, full-time/part-time, etc.) salary, rate of pay, work hours, job 
description and starting date.  The employee will sign an agreement of 
understanding of the terms of the offer. 

 
JOB DESCRIPTIONS: ONWRA will maintain current job descriptions for all 
positions.  All employees will receive a copy of their job description at the time 
of hiring and as they are updated, revised, or changed. 
 
EMPLOYMENT RECORDS: The official employment records to be maintained 
for each employee may include but are not limited to: 

1. Application for employment or equivalent cover letter and resume; 
2. Signed contract or letter of offer; 
3. Job descriptions for positions held; 
4. Signed copies of employee’s performance appraisals; 
5. Records of training and educational achievements during ONWRA 

employment; 
6. A copy of the employee’s letter of resignation, if applicable; 
7. Payroll records; 
8. Narrative description of any disciplinary action taken during the 

employee’s tenure with ONWRA. 
All employment records will be maintained in the ONWRA office.  Individuals 
may see their own file upon request and by appointment.  No other individuals, 
except with the approval of the executive director, are to have access to the 
employment files.  In the case of the executive director, the file will be 
maintained by the board president or secretary and transferred whenever a new 
president or secretary is elected. 
 
Any employee or former employee who wants information sent to others 
concerning his/her employment with ONWRA must submit a written request to 
the executive director authorizing this information to be released. In the case of 
the executive director, written request shall be made to the board president. 
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PROBATIONARY PERIOD: All new employees will be placed on probationary 
status for 6 months (180 calendar days).  Prior to the end of the probationary 
period, the employee’s supervisor shall review the employee’s performance and 
complete a written evaluation for the purpose of deciding whether the 
employee in question will continue to be employed beyond the probationary 
period. The employee’s supervisor will meet with the employee to discuss the 
evaluation, offering the employee an opportunity for comment.  The executive 
director or board president may, at his or her discretion, extend the 
probationary period for any employee. 
 

Section 4: PERFORMANCE EVALUATIONS AND TRAINING 
 

JOB PERFORMANCE EVALUATION: Employees shall receive annual written 
evaluations by their immediate supervisor, whether the executive director or 
the board president or designee.  Employees shall have an opportunity to 
review, discuss and comment on their evaluations.  Upon the completion of the 
evaluation by the executive director or immediate supervisor, the evaluation 
will become part of the employee’s employment file. 
 
EDUCATION AND TRAINING: The board supports reasonable and useful 
training and educational opportunities, as long as such training does not 
infringe on work load expectations, is within the established budget, and is 
approved in advance by the executive director, or in the case of the executive 
director, by the board. 
 
 

Section 5: STANDARDS OF CONDUCT 
 
The following is a basic statement of what is expected of each employee.  It is 
meant to be illustrative in nature and should not be considered all-inclusive. 
Employees are obligated to maintain standards in both performance and 
conduct.  As a staff member, you are expected to do the following: 
 

 Promote team spirit. Work together and cooperate in an effort to promote 
quality services and enhance relationships. Help others perform their 
work. Share responsibilities. Recognize the achievements of others. 

 Use good judgment in decision-making. Anything that would/may be 
perceived as questionable or inappropriate should be avoided. 

 Participate in making the quality of work better. Suggest improvements 
to your colleagues. Help others learn correct procedures. Be open to new 
ideas and methods. Maintain current knowledge in your area of skill and 
expertise, and strive to improve your own work.  

 Make efficient use of your time at work. Establish priorities with your 
supervisor and use your time wisely. 



 Page 7 of 19  

 Know your job and do it well. Make sure you know what is expected of 
you. Do your best. 

 Communicate effectively. Be open, honest, and truthful with yourself and 
others. Ask questions. Provide complete, accurate and timely reporting. 
Give your colleagues pertinent information, stating the facts without 
concealment or exaggeration. 

 Maintain confidentiality of ONWRA records. 

 Maintain professionalism.  Behavior and language with all colleagues and 
the public should portray a professional image.  

 Know the structure, philosophy, and purpose of the organization and 
how you fit into it.  

 Be on time and ready for work when so scheduled. If you will be late or 
are unable to attend, please notify your supervisor or whoever is 
expecting you.  Patterns of tardiness or excessive tardiness will result in 
disciplinary action. 

 Keep your work area and equipment neat clean. 
 
FISCAL RESPONSIBILITY: In view of the purposes for which ONWRA was 
created, the source of its funds and its manner of operation, employees are to 
practice good fiscal responsibility.  Staff members are expected to exercise 
good judgment in their use of equipment and supplies and to suggest new and 
more cost-effective procedures. 
 
DRESS: As representatives of ONWRA, employees are expected to exhibit a neat, 
well-groomed appearance. All employees of ONWRA are strongly encouraged to 
dress for safety and in good taste at all times. If the supervisor determines that 
an employee is dressed inappropriately, the employee will be asked to change.   
 
SECURITY: Staff members will be held responsible for the equipment, supplies, 
keys, confidential materials, cash or checks, and other items of value entrusted 
to them.  They should take proper precautions to prevent the loss of such 
items.  Staff members are also responsible for returning any keys or other 
items of value upon separation from employment. 
 
SMOKING/SMOKELESS TOBACCO: ONWRA offers a smoke-free work 
environment.  Smoking is permitted at the Ottawa National Wildlife Refuge only 
in designated areas. Employees working at other sites shall adhere to the rules 
established by the entity. Employees are not permitted to chew smokeless 
tobacco while in work areas or vehicles and should not leave bottles/cans in 
sight. Violation of this policy will result in disciplinary action up to and 
including termination.  
 
DRUG-FREE WORKPLACE: In accordance with the requirements of the Drug-
Free Workplace Act of 1988, ONWRA establishes the following policy: Any 
employee found to be manufacturing, distributing, dispensing, in possession of, 
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or using a controlled substance in the workplace will be subject to disciplinary 
action up to and including termination as provided for in ONWRA’s 
Employment policy and procedure manual. 
 
TELEPHONE USE: Personal phone calls, both incoming and outgoing, are 
discouraged and should be limited. Employees should also limit the use of 
personal cell phones will on duty. Employees are not permitted to use cell 
phones while driving on ONWRA-related business. This includes text messaging 
or web surfing. Apparent abuse of this policy will result in disciplinary action. 
 

Section 6: DISCIPLINE 
 

ONWRA requires its employees to perform his/her duties as outlined and to 
conduct himself/herself in such a manner as to advance the purposes of the 
organization consistent with the Standards of Conduct. Disciplinary action may 
result from failure to abide by such. 
 
DISCIPLINARY PHILOSOPHY: ONWRA prefers to utilize progressive discipline 
to ensure staff compliance with performance standards, ethics and conduct.  
Discipline should be viewed as constructive in nature, designed to improve the 
performances and behaviors of employees so that incidents do not occur.  It 
should be viewed as a means to ensure the safety and well-being of employees 
as well as volunteers and others.  When informal attempts to correct the 
problem have failed, the executive director (or in the case of the executive 
director, the board president or designee) will resort to formal disciplinary 
processes.  It is intended that any required discipline be administered fairly and 
without prejudice. 
 
Disciplinary actions may be of several levels, including verbal and written 
warnings, disciplinary probation, suspension, and termination.  The frequency 
and/or severity of misconduct will determine which level of disciplinary action 
is required. 

 
Progressive discipline is not required for all offenses.  ONWRA reserves the 
right to terminate staff for commission of serious infractions, regardless of 
progressive discipline guidelines or counseling.  
 
AUTHORITY: The executive director will determine when and what type of 
disciplinary action will be taken with respect to ONWRA employees.  In the case 
of the executive director, authority will rest with the board president or 
designee. 
 
The employee will be notified in writing of the charge against him/her, with a 
copy of the notice becoming a part of the employee’s employment file. The 
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employee has the right to appeal through the conflict resolution procedure 
outlined in this policy.  
 
OFFENSES: The following are examples of the types of misconduct, which may 
result in disciplinary action. This list is by no means exhaustive, however, and 
should not be viewed as the only type of misconduct for which an employee 
may be disciplined: 
 

 conviction of a crime 
 insubordination 

 theft, abuse, damage, or willful negligence of property, equipment, or 
supplies 

 fighting or attempting to injure others 

 falsifying or misusing records 

 abuse, excessive or false use of sick leave 
 poor performance of job as judged by the supervisor  
 neglect of duty 

 discourteous treatment of general public or colleagues  
 absence without leave 

 indulging in intoxicating beverages or drugs while on duty, or being under 
the influence of the same while on duty 

 dishonesty 

 repeated tardiness 
 any conduct which negatively impacts the functioning of the organization 

or one of its programs 

 use of abusive language 
 violations of or failure to comply with any of the Standards of Conduct 

outlined in the previous section 

 other behavior/actions deemed to be inappropriate for an ONWRA 
employee 

 
Section 7: CONFLICT RESOLUTION 

 
Whenever an employee believes they have been wronged by someone in 
authority, the employee may present his/her statement of complaint in writing 
to the executive director, or in the case of the executive director, to the board 
president. Written statements must be submitted no later than five days 
following the event.  
 
Whoever receives such a complaint will take such steps, as s/he deems 
necessary, including an interview with the employee and other persons. Based 
upon this review, the receiver of the complaint will determine what action(s) 
should be taken, and will notify the employee in writing. 
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If the employee is of the opinion that the action taken is not satisfactory, any 
employee may submit an appeal in writing to the board of directors.  The board 
will review the material presented and consider the matter in executive session 
at its next normally scheduled meeting. All decisions of the board are final and 
will be communicated in writing to the executive director who will implement 
the board’s directive and advise the employee of the disposition of the appeal. 
 

Section 8: COMPENSATION 
 
SALARIES: Salaries shall be set by the ONWRA board upon recommendation of 
the executive director after deliberation by the finance committee. 
 
SALARIED EMPLOYEES (EXEMPT): Exempt employees are employees who, 
because of their positional duties and responsibilities and level of decision 
making authority, are exempt from the overtime provisions of the Fair Labor 
Standards Act (FLSA). Salaried employees are expected to work the hours 
necessary to meet the responsibilities of the position without additional 
reimbursement or compensatory time. The executive director is an exempt, 
salaried employee. 
 

HOURLY EMPLOYEES (NON-EXEMPT): Non-exempt (hourly) employees will be 
paid at an hourly rate for a routine work period, which is defined as 40 hours. 
Hourly employment will be compensated for all hours worked in excess 40 
hours per week. The use of sick leave, bereavement leave, or vacation time shall 
not be considered “working hours” for the purposes of earning overtime by 
employees. All excess hours (overtime) must be approved by the executive 
director.  All overtime pay is calculated at a rate of 1-½ hours for every hour 
worked over the normal 40-hour workweek. 
 
PAY PERIOD: Pay periods are calculated on a semi-monthly basis. Employees 
will be paid on the 15th and the 30th of each month. When the 15th or the 30th of 
the month falls on a weekend or holiday, the pay day will be the week day prior. 
 
EXPENSES REIMBURSEMENT: At the discretion of the board, employees will be 
reimbursed for necessary on-the-job expenses, such as travel, parking, and 
official telephone calls. In order to be reimbursed, the employee must have 
prior approval of the executive director, or in the case of the executive director 
by the treasurer. 
 

Section 9: FRINGE BENEFITS 
 

ELIGIBILITY: Permanent, full time employees are eligible for all benefits 
outlined herein, subject to the provisions and restriction of each.  Permanent, 
part time employees are eligible for only those benefits that are specifically out-
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lined n their letter of offer of employment or contract. Probationary employees 
are eligible for all applicable benefits after they have successfully completed 
the probationary period unless specifically prohibited by the provisions or 
restrictions outlined in this policy. 
 
HOLIDAYS: The following paid holidays are declared official ONWRA holidays 
and will be observed on the same days they are observed by the US Fish and 
Wildlife Service and/or when the Visitor’s Center is closed.   

 New Year's Day 
 Martin Luther King Day   

 Presidents’ Day 
 Memorial Day*      
 Independence Day*    
 Labor Day*      

 Columbus Day 
 Veterans Day 
 Thanksgiving Day 
 Christmas Eve (afternoon) 

 Christmas Day 

 New Year’s Eve (afternoon) 
 
*The Visitors Center in open on these high-traffic days and it may be necessary 
for ONWRA employees to work. In this case, another day may be taken as the 
vacation day. Employees may also choose to work Columbus Day or Veterans 
Day as a substitute for the Friday after Thanksgiving. 
 
SICK/PERSONAL LEAVE: Sick leave is intended to provide compensation for 
absence due to illness or injury of the employee.  Sick/personal leave may also 
be used by employees for health care appointments that cannot be scheduled at 
times other than during the workday, or to care for family members who are ill.   
 
Sick/personal leave begins to accrue for eligible employees after completion of 
their probationary period.  Employees are not entitled to paid sick/personal 
days during their probationary period.   
 
Full time employees will be awarded 2.5 hours of sick/personal leave each pay 
period, or approximately 7.5 hours per year per month.  Employees may 
accumulate unused sick/personal leave from year to year.  
 
An employee who becomes ill while on a scheduled vacation may not take 
sick/personal days.  If one of the recognized paid holidays falls within the time 
an employee is on sick/personal leave, the holiday will not be charged to the 
employee’s sick/personal leave allowance. 
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Each day an employee is out for an illness or injury s/he must make a good 
faith effort to contact his/her supervisor before 9:00 a.m.  Failure to notify the 
supervisor may result in forfeiture of sick/personal pay and may also result in 
disciplinary action.   
 
VACATION: All permanent employees are entitled to and encouraged to take a 
paid vacation, which is awarded after the first six months of service. Each 
employee is entitled to take two weeks (ten days or 80 hours) annually. 
Vacation leave may be used in hourly increments and must be approved by the 
supervisor prior to using it.   
 
Vacation leave may be carried over (banked) at the end of the fiscal year as long 
as both banked and current vacation leave does not exceed four weeks. If a 
holiday falls during an employee’s vacation period, the employee will not be 
charged vacation time. 

 
BEREAVEMENT LEAVE: Three (3) days paid leave may be allowed for a death in 
the family of an employee.  This paid leave will not be deducted from vacation 
or sick/personal time allotments.  The term "family" includes the following:  
husband, wife, son, stepson, daughter, stepdaughter, mother, stepmother, 
father, stepfather, brother, stepbrother, sister and stepsister, son-in-law, 
daughter-in-law, mother-in-law, father-in-law, sister-in-law, brother-in-law, 
grandmother, grandfather, aunt, uncle, niece or nephew. 
 
RETIREMENT PLAN: At present, ONWRA does not participate in an employee 
retirement plans. 
 
SOCIAL SECURITY: ONWRA provides coverage under Social Security for all 
employees.  Both the employee and employer contribute to the Social Security 
program according to the rates established by law. 
 
WORKERS’ COMPENSATION: Employees are protected under the state workers' 
compensation law against loss of income due to injury or death that occurs 
during work activities.  ONWRA pays Workers' Compensation insurance 
premiums in order to insure this coverage.  Employees must report all job-
related accidents, injuries and illnesses immediately upon experiencing 
symptoms or within 24 hours. The state insurance fund will determine the 
benefits, if any, that the employee is entitled to. 
 
Guidelines for administering Workers’ Compensation are set forth below: 

a. Should an employee be injured during the course of employment, the 
employee shall immediately notify his/her supervisor.  This report shall 
be completed, regardless of the apparent seriousness of the injury, and 
regardless of whether medical attention is required.  Such report shall be 
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signed by the supervisor following an investigation of the injury/ 
accident. 

b. Should an employee's injury require medical attention, the injured 
employee shall notify the attending physician that the injury occurred 
during the course of employment.  Workers’ Compensation claim forms 
shall then be completed by the attending physician and the injured 
employee and forwarded to the supervisor for certification.  

c. Upon approval by the Ohio Bureau of Workers’ Compensation, a claim 
number will be assigned and mailed to the injured employee.   

 
d. The supervisor must be advised and continually updated if an employee 

continues to be absent due to a work-related injury.  Employees are 
responsible for providing a physician's statement identifying the nature 
of the disabling condition and the projected date of return. Physicians’ 
statements must be current and updated regularly and on time. Failure to 
provide a current physician’s statement may result in the employee being 
sent home without pay until such statement is obtained.      

 
e. An injured employee may elect to use accrued leave time prior to 

receiving payments from the Ohio Bureau of Workers' Compensation.  
Employees are prohibited, however, from receiving payment while 
simultaneously receiving payment from Workers' Compensation.  

 
UNEMPLOYMENT COMPENSATION: All employees are covered by 
Unemployment Compensation regulations. 
 
HEALTH INSURANCE: ONWRA does not currently offer Health Insurance to its 
employees. 

 
Section 10: SEPARATION 

 
Either the employee or the organization may terminate employment.  
 
Resignation: Employees who voluntarily terminate their services with ONWRA 
will be considered as having resigned.  In order to be considered eligible for 
reemployment, separating employees are asked to provide sufficient notice, not 
less than two weeks, in writing, to the executive director, or, in the case of the 
executive director, to the board president.  
 
Layoff: From time to time it may become necessary to reduce staff and 
involuntarily separate an employee due to budgetary constraints as determined 
by the board’s Finance Committee and executive director. 
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Discharge: An employee may be discharged, or involuntarily separated from 
employment, without or without cause in accordance with the laws governing 
at-will employment in Ohio.   
 

Section 11: CONFLICT OF INTEREST  
 
ONWRA employees will abide by the same conflict of interest policy the board 
of directors has established for itself: 
 
A conflict of interest exists when the personal or professional interests of a board 
member conflicts with their fiduciary obligation to Ottawa National Wildlife 
Refuge Association. As board members are likely to be affiliated with many 
organizations in our communities, it is not unusual for actual or potential 
conflicts of interest to arise. Each board member has the duty to place the 
interest of the organization foremost in any dealings on behalf of the 
organization. Board members shall: 

 Disclose any significant personal or professional financial interest in 
any matter before the board before any discussion or negotiation of 
such transaction takes place.  This includes matters that may involve 
an organization for which the board member works or serves as a 
trustee or director. 

 Refrain from participating in any discussion of the matter unless 
invited to respond to questions or provide factual information by the 
board. 

 Refrain from using for personal or professional gain any privileged 
information acquired by virtue of his or her role as a board member. 

 
Section 12: EQUAL OPPORTUNITY EMPLOYMENT 

 
ONWRA does not and shall not discriminate on the basis of race, disability, 
color, creed, religion, sex, sexual orientation, national origin, ancestry, 
citizenship, or military status, in any of its activities or operations. These 
activities include, but are not limited to, hiring and firing staff, selection of 
volunteers and vendors, and provision of services. We are committed to 
providing an inclusive and welcoming environment for all members of our 
staff, clients, volunteers, subcontractors, and vendors. 
 

Section 13: SEXUAL HARASSMENT  
 
ONWRA will not tolerate sexual harassment of its employees, volunteers or 
colleagues.  Complaints of sexual harassment will be investigated and 
employees found to be engaging in prohibited behaviors may be subject to 
disciplinary action up to and including termination.  Prohibited behaviors 
include but are not limited to: 
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 Sexual advances; 

 Requests for sexual acts or favors; 
 Insulting or degrading sexual remarks or conduct directed against 

another employee, colleague or volunteer; 
 Threats, demands or suggestions that a employee's work is contingent 

upon toleration of or acquiescence to sexual advances; 

 Retaliation against employees for complaining about such behaviors; 
 Any other statements or actions based on sex that are sufficiently severe 

or pervasive so as to unreasonably interfere with an individual's work 
performance, or create an intimidating, hostile or offensive working 
environment. 

 
Any person who has a complaint of sexual harassment against a superior, 
co-worker, vendor or colleague should bring the problem to the attention of his 
or her supervisor, board president or any board member. 
 
ONWRA prohibits retaliation against anyone for having raised such a complaint 
in good faith or cooperating with an investigation of a complaint.  Complaints 
will be investigated and handled as confidentially as possible in the manner 
described below:  
 
 Complaints of sexual harassment will be investigated as promptly as 

possible.  The allegations of the complaint and the identity of the persons 
involved shall remain confidential, in order to conduct a full and impartial 
investigation, remedy violations, monitor compliance and administer the 
policy. 

 
 The investigation will include, but will not be limited to, discussion with both 

parties and witnesses.  Where appropriate, a report shall be forwarded to the 
board concerning remedial action, if necessary.  The board will notify all 
parties of its decision in writing and implement that decision.  

 
Section 14: EMPLOYEE GIFT ACCEPTANCE  

 
Although we recognize it is often the desire of our members, volunteers, 
colleagues and partners to offer gifts to ONWRA staff, we are committed to 
maintaining the integrity of the non-profit as it relates to perceptions of 
impropriety. To avoid such perceptions, ONWRA employees are not permitted 
to accept gifts that exceed $35 in value. Gifts of non-substantial value (less than 
$35) are permitted provided such gifts occur infrequently and are not of a 
suspicious nature. Questions or considerations of gifts should be directed to 
the supervisor to avoid any conflicts of interest, real or perceived, and will be 
reviewed individually. 
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Section 15: WHISTLEBLOWER 
 
If any employee reasonably believes that some policy, practice, or activity of 
ONWRA is in violation of law, a written complaint must be filed by that 
employee with the executive director or the board president. 
 
It is the intent of ONWRA to adhere to all laws and regulations that apply to the 
organization and the underlying purpose of this policy is to support the 
organization’s goal of legal compliance. The support of all employees is 
necessary to achieving compliance with various laws and regulations. An 
employee is protected from retaliation only if the employee brings the alleged 
unlawful activity, policy, or practice to the attention of ONWRA and provides 
ONWRA with a reasonable opportunity to investigate and correct the alleged 
unlawful activity. The protection described below is only available to employees 
that comply with this requirement. 
 
ONWRA will not retaliate against an employee who in good faith, has made a 
protest or raised a complaint against some practice of ONWRA, or of another 
individual or entity with whom ONWRA has a business relationship, on the 
basis of a reasonable belief that the practice is in violation of law, or a clear 
mandate of public policy. 
 
ONWRA will not retaliate against employees who disclose or threaten to 
disclose to a supervisor or a public body, any activity, policy, or practice of 
ONWRA that the employee reasonably believes is in violation of a law, or a rule, 
or regulation mandated pursuant to law or is in violation of a clear mandate of 
public policy concerning the health, safety, welfare, or protection of the 
environment. 
 

Section 16: GOVERNMENT AND POLITICAL ACTIVITY 
 
ONWRA encourages employees to take an active interest in government and to 
participate in political affairs.  All employees have the right to express opinions 
on political issues and candidates, are also encouraged to exercise these rights.  
To the extent that employee behavior may reflect on the ONWRA, however, 
employee activity is subject to these conditions: 
 
1. No action will be allowed by any person that infringes upon the right of any 

employee to decide which candidates or positions to support.   
 
2. Unless expressly authorized by the board of directors, no employee is 

allowed to give the impression that any political action or position 
represents ONWRA.  All other political activities are to be done as the 
actions of individuals, on their own time, away from ONWRA facilities. 
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3. No employee is allowed to directly or indirectly coerce, attempt to coerce, 
command or advise any other employee to pay, lend or contribute anything 
of value to a party, committee, organization, agency or person for political 
purpose. 

 
4. Employees wishing to seek elective office should inform the immediate 

supervisor.  Subject to the requirements of law, ONWRA grants unpaid 
personal leave to employees who are seeking elective office for the purposes 
of campaigning.  Employees who are granted leave under this policy must 
comply with ONWRA policy for unpaid personal leave in its entirety. 

 
Section 17: RELATIONSHIP WITH U.S. FISH AND WILDLIFE SERVICE 

 
ONWRA’s mission is to work in partnership with the U.S. Fish and Wildlife 
Service/National Wildlife Refuge System to support the Ottawa National Wildlife 
Refuge Complex. As an officially-designated “Friends” group, we work in close 
partnership with the U.S. FWS staff on site, and share space in the Ottawa NWR 
Visitor’s Center, in accordance with a signed Cooperative Agreement.  The 
Manager of the Ottawa NWR, also known as the Project Leader, designates a 
Service Liaison, currently the Visitor Services Manager, who has primary 
responsibility for working as our primary point of contact.   
 
The executive director is our designated liaison to the Ottawa NWR staff.  All 
ONWRA employees are required to adhere to all USFWS policies and guidelines 
governing Friends organizations, and to conduct all activities within the 
parameters of the current Cooperative Agreement. While we wish to have an 
open and flexible relationship among all board members and staff, official 
communications between the two entities are to flow through the liaisons.   

 
Section 18: INTERNET, EMAIL AND SOCIAL MEDIA  

 
Social Media: ONWRA recognizes that its employees will use social media such 
as Facebook, Twitter, LinkedIn, YouTube and Instagram. Such activities take 
place on employees’ own time.  Employees' use of social media could become a 
problem if it: 
 

 Interferes with the employee's work and productivity; 

 Is used to harass or discriminate against co-workers or colleagues; 
 Creates a hostile work environment; 
 Divulges confidential information about our organization or partners; or 

 Harms the goodwill and reputation of ONWRA. 
As a result, it is ONWRA’s policy for its employees to use social media within 
the following guidelines.  
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 Do not post any comment or picture involving an employee or volunteer of 
ONWRA without their expressed consent. 

 Unless given written consent, you may not use the ONWRA logo or any 
organizational material in your personal posts. 

 Employees are responsible for what they write or present on social media. 
You can be sued by other employees or any individual that views your 
social media posts as defamatory, harassing, libelous, or creating a hostile 
work environment. 

 All organizational policies that regulate off-duty conduct apply to social 
media activity including, but not limited to, policies related to illegal 
harassment, code of conduct, nondiscrimination, and protecting 
confidential and/or proprietary information. 

 Violation of this policy may lead to discipline up to and including the 
immediate termination of employment. 

 
Internet Use: Internet use, on ONWRA time, is authorized to conduct ONWRA 
business only. Internet use brings the possibility of breaches to the security of 
confidential ONWRA information. Internet use also creates the possibility of 
contamination to our system via viruses or spyware. For this reason, and to 
assure the use of work time appropriately for work, we ask staff members to 
limit Internet use. 
 
 
E-Mail Usage:  
1. E-mail is to be used for ONWRA business only. Confidential ONWRA 

information should not be distributed by e-mail at any time.  
2. Staff and volunteers are not to conduct personal business using the ONWRA 

computer or email. Please keep this in mind, also, as you consider 
forwarding non-business emails to associates, family or friends. Non-
business related emails waste company time and attention. 

3. Viewing pornography, or sending pornographic jokes or stories via email, is 
considered sexual harassment and will be addressed according to our sexual 
harassment policy. 

4. Any emails that discriminate against employees by virtue of any protected 
classification including race, gender, nationality, religion, and so forth, will 
be dealt with according to the harassment policy. These emails are 
prohibited at ONWRA. Sending or forwarding non-business emails will result 
in disciplinary action that may lead to employment termination. 

5. ONWRA owns any communication sent via e-mail or that is stored on our 
equipment. Supervisors have the right to access any material in your email 
or on your computer at any time. Please do not consider your electronic 
communication, storage or access to be private if it is created or stored at 
work. 
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RECEIPT OF EMPLOYMENT MANUAL 
 
 
I, the undersigned, hereby acknowledge receiving a copy of the ONWRA 
Employment Manual and understand that it is my responsibility to read and 
abide by the information set forth within. I understand that my employment is 
at-will and that both ONWRA and I remain free to end this work relationship at 
any time and for any legal reason, or no reason. I understand that this manual 
has been prepared for the information and guidance of employees working for 
this nonprofit organization. It is intended to outline rules and policies most 
often applied to our day-to-day activities and that its contents will change from 
time-to-time whenever appropriate. I understand that I will be advised of such 
changes. 
 
Finally, I understand that there is no guarantee of employment, expressed or 
implied, in this manual. 
 
 
Employee’s Signature: __________________________________ Date: _______________ 
 
 
Witness Signature: _____________________________________ Date: ________________ 

 


