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March 31, 2021 
 
Steve Lee, Affirmative Action Manager 
Office of Governor: Diversity, Equity & 
Inclusion/Affirmative Action 
900 Court Street NE, Suite 254 
Salem, OR 97301 
 
RE:  2021-23 Affirmative Action Plan 
 
The Oregon Department of Fish and Wildlife (ODFW) is committed to building a workforce that 
is reflective of Oregon’s population. Affirmative Action is an essential component in all 
recruitment, promotional and career development opportunities at ODFW. We also strive to 
incorporate diversity, equity and inclusion into all aspects of our programs and services to better 
serve all Oregonians. Key to these efforts is our commitment to ensuring a work environment 
that is positive, productive, and free from harassment and discrimination. ODFW will use 
professional development and performance assessments and/or evaluations as a way to 
implement the Agency’s Affirmative Action Plan. We envision a prime opportunity in the next five 
to ten years to diversify our workforce with some significant changes on the horizon due to 
anticipated retirements. 
 
Enclosed please find the Oregon Department of Fish and Wildlife Affirmative Action Plan for the 
2021-2023 Biennium for your review and consideration. 
 
If you have any questions or need additional information please contact Roxie Burns, Human 
Resources (HR) Administrator, at 503-947-6059. 
 
Sincerely, 

 
Curt Melcher, 
Director 
 
cc: Erica Kleiner, Deputy Director for Administration 
 Shannon Hurn, Deputy Director for Fish and Wildlife Programs 

Roxie Burns, HR Administrator 
 Lisa McCune, Diversity, Equity & Inclusion Representative 
 Barbara Britch, HR Analyst  

Oregon 
Kate Brown., Governor 

 

Department of Fish and Wildlife 
Office of the Director 

4034 Fairview Industrial Drive SE 
Salem OR 97302-1142 
Voice (503) 947-6044 
FAX (503) 947-6042 

In-state toll-free (503) 947-6339 
http://www.dfw.state.or.us 
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C. Overview of the Oregon Department of Fish & Wildlife  
 
1. ODFW Overview 
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2. ODFW Mission and Objectives 
 
The mission of the Oregon Department of Fish and Wildlife (ODFW) is to protect and 
enhance Oregon’s fish and wildlife and their habitats for use and enjoyment by present 
and future generations. 
 
Statutory authority for the management of fish and wildlife resources in Oregon is 
found in Chapters 496 through 513 of the Oregon Revised Statutes (ORS). The 
statutes cover agency authority and responsibility for the administration and 
enforcement of wildlife and commercial fishing laws; licenses and permits; hunting, 
angling, commercial fishing and trapping regulations; and wildlife protective 
measures. The state Food Fish Management Policy and Wildlife Policy are the 
primary statutes that govern the management of fish and wildlife resources in 
Oregon. 
 
ODFW’s Strategic Plan outlines four major goals for agency. One of the 
goals/objectives identified in the Plan is to “Increase and diversify public use and 
enjoyment of Oregon’s fish and wildlife resources”. The agency seeks to increase the 
diversity of our customers to reflect the gender, age and ethnic diversity of the state’s 
population. 
 
3. Identification of ODFW employees 
 
ODFW Director:    Curt Melcher 
      4034 Fairview Industrial Drive SE 
      Salem, OR 97302-1142 
      503-947-6044 
 
Governor’s Policy Advisor:  Jason Miner 
      503-986-6536  
 
ODFW Affirmative Action   Lisa McCune, Diversity, Equity &  
Representative:    Inclusion Representative 
      503-947-6058 

 
Equity Leaders: Shannon Hurn, Deputy Director for Fish and 

     Wildlife Programs 
503-947-6072  

 
Lisa McCune, Diversity, Equity & Inclusion 
Representative 

      503-947-6058 
 
Lead for COBID Contracting  Ken Loffink, Administrative Services Division  
and Procurement:    Acting Deputy Administrator 
      503-947-6132 
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4. Organizational Chart 
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D. Affirmative Action Policies 
 

1. Affirmative Action Policy Statement/Agency Diversity & Inclusion Statement 
 
The Oregon Department of Fish and Wildlife (ODFW) is committed to building a 
workforce that is reflective of Oregon’s population. Affirmative Action is an essential 
component in all recruitment, promotional and career development opportunities at 
ODFW. We also strive to incorporate diversity, equity and inclusion into all aspects of 
our programs and services to better serve all Oregonians. Key to these efforts is our 
commitment to ensuring a work environment that is positive, productive, and free from 
harassment and discrimination. ODFW will use professional development and 
performance assessments and/or evaluations as a way to implement the Agency’s 
Affirmative Action Plan. We envision a prime opportunity in the next five to ten years to 
diversify our workforce with some significant changes on the horizon due to anticipated 
retirements. 
 
ODFWs most important asset is our employees and each person is unique and capable 
of bringing different and important contributions to the workplace. With a changing 
population, a workforce that reflects this change will make us stronger and create a 
platform for better decision-making. While improving the diversity of our workforce is an 
important part of this effort, we also want to look beyond affirmative action goals and 
numbers and recognize that diversity and inclusion considerations should be an integral 
part of how we all make decisions to better serve our customers. 
 
Research indicates that many of our state fish and wildlife counterparts are struggling 
with similar challenges. It is encouraging to learn that while there is room for 
improvement we are taking the lead in this area. We believe much can be achieved 
through incremental progress and a clear and decisive vision. ODFW established a 
Diversity and Inclusion Committee to help steer our agency in these endeavors, 
however, our success depends on the support and efforts of each and every one of us. 
Our focus is on three areas: 1) Workforce; 2) Population served; and 3) Integration of 
diversity and inclusion into existing programs. 

Management staff at every level share in the responsibility for promoting affirmative 
action and equal employment opportunity to ensure that compliance is achieved. It is 
also the responsibility of all management staff to ensure the work environment is free 
from any form of discrimination, harassment or retaliation for filing a complaint related to 
workplace concerns. Harassment or discrimination in the workplace will not be 
tolerated. Each manager’s performance will be evaluated as to their effectiveness on 
maintaining a harassment-free workplace and in achieving affirmation action goals. 
Prevention is key to remedying harassment.  

The department is committed to meeting our established goals toward achieving equal 
employment opportunity and affirmative action and will use enhanced recruitment 
strategies to identify and attract candidates. 
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The Oregon Department of Fish and Wildlife is firmly committed to a policy of Equal 
Employment Opportunity (EEO). The department will administer its human resources 
policies and conduct its employment practices in a manner which treats each employee 
and applicant for employment on the basis of merit, experience and other work-related 
criteria without regard to race, color, religion, sex, marital status, national origin, age, 
disability, sexual orientation or any other protected class under relevant state and 
federal laws. These principles will also apply to our contractors and vendors.  

ODFW will not discriminate, nor tolerate discrimination, against any applicant or 
employee because of physical or mental disability in regard to any position for which the 
known applicant for employment is qualified. The department will take affirmative action 
to employ, advance in employment, and otherwise treat known qualified individuals with 
disabilities without regard to their physical or mental disabilities in all human resources 
selection and decision practices, such as: advertising, benefits, compensation, 
discipline (including probation, suspension, and/or termination for cause or layoff), 
employee facilities, performance evaluation, recruitment, social/recreational programs, 
and training.  

The Oregon Department of Fish and Wildlife is also committed to complying with the 
Americans with Disabilities Act (ADA), which protects qualified applicants and 
employees with disabilities from unlawful discrimination. The department will provide 
accommodation for qualified individuals with disabilities when requested using an 
interactive process to determine if accommodation is reasonable. 

ODFW will not discriminate, or tolerate discrimination, against any employee because 
they are a member of, apply to be a member of, perform, has performed, applied to 
perform or have an obligation to perform service in a uniformed service. 

Additionally, all applicants and employees are protected from coercion, intimidation, 
interference, or discrimination for filing a complaint or assisting in an investigation under 
this policy. 
 
We ask that you strive to create and maintain a positive work environment for yourself 
and your co-workers. If you have any questions about the information contained in this 
document, please discuss it with your manager or Lisa McCune, ODFW’s Affirmative 
Action Representative. 
 
Access to State and Federal Employment Law Documents:  

 
The department maintains a copy of our Affirmative Action Plan on the Director’s Office 
tab of the ODFW intranet under Diversity/AA/ADA and also makes it available for 
managers and employees to review upon request to the Diversity, Equity and Inclusion 
Representative. The agency Affirmative Action Policy Statement/Diversity & Inclusion 
Statement is available online on the ODFW intranet within the Affirmative Action Plan 
and will also be posted separately at the same location as the Affirmative Action Plan 
and posted on breakroom/lunchroom bulletin boards at Salem headquarters and five 
regional offices in La Grande, Bend, Corvallis, Roseburg and Clackamas. State and 
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federal employment law documents are available on the Internet for easy access by 
employees, volunteers and/or contractors/vendors. For more information about the 
ODFW Affirmative Action Plan or other related documents, please contact: 
 
Lisa McCune, HR Analyst 
ODFW Diversity, Equity & Inclusion Representative 
4034 Fairview Industrial Dr. SE 
Salem, OR 97302-1142 
503.947.6058 
Lisa.McCune@state.or.us 

 
2 through 9:  Refer to Section O. Appendix 
 
10. Complaint Options 
 
Responding to employee concerns of discrimination in the areas of hiring, retention, 
promotion, and career development are of utmost importance to the department. Any 
individual who believes s/he has been discriminated against on the basis of a protected 
class may file a complaint as outlined in Department of Administrative Services Policy, 
DAS 50-010-01, Discrimination and Harassment Free Workplace. 
 
Individuals also have the right to file grievances or complaints of discrimination instead, 
or concurrently with the Governor’s Office of Diversity, Equity & Inclusion, the Bureau of 
Labor and Industries, the Equal Employment Opportunity Commission or in accordance 
with the collective bargaining agreement. 

 
Governor’s Office of Diversity, Equity & Inclusion/Affirmative Action 
900 Court Street NE, Suite 254 
Salem, OR 97301 
Phone Number: 503.378.6833 
 
Oregon Bureau of Labor and Industries - Civil Rights Division 
Portland 
State Office Building 
800 NE Oregon Street, Suite 1045 
Portland, OR 97232 
Phone Number:  English: 971.673.0764 

Español: 971.673.2818 
Fax: 971.673.0765 
Email: crdemail@boli.state.or.us 
www.oregon.gov/boli 
 
Eugene 
1400 Executive Parkway, Suite 200 
Eugene, OR 97401 
Phone Number: 541.686.7623 
 

https://www.oregon.gov/das/Policies/50-010-01.pdf
mailto:mailb@boli.state.or.us
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Salem 
3865 Wolverine Street NE, Bldg. E-1 
Salem, OR 97305-1268 
Phone Number: 503.378.3292 
 
The Oregon Bureau of Labor and Industries - Civil Rights Division is the Oregon 
state equivalent of the federal EEOC. As a designated Fair Employment Practices 
Agency (FEPA), the Oregon Bureau of Labor and Industries - Civil Rights Division 
may coordinate operations with the EEOC under a work-share agreement. 
Furthermore, the Oregon Bureau of Labor and Industries - Civil Rights Division 
investigates state claims that are not covered by federal law or exceed the basic 
protections of federal law. Individuals filing a charge of discrimination with the EEOC 
should also file a copy of the charge with the Oregon Bureau of Labor and Industries 
- Civil Rights Division.  
 
U.S. Equal Employment Opportunity Commission 
Seattle Field Office 
Federal Office Building 
909 First Avenue, Suite 400 
Seattle, WA 98104-1061 
Phone Number: 1.800.669.4000 
Website:  www.eeoc.gov 
The EEOC does not maintain an office in Oregon. The Seattle Field Office is open 
Monday – Friday from 8:00 a.m. – 3:00 p.m. 

 
 
E. Roles for Implementation of Affirmative Action Plan 

1. Responsibilities and Accountabilities of: 
 

i) Director and Deputy Directors  
 
The ODFW Director is critical to the success of the Affirmative Action Plan and diversity 
and inclusion initiatives by providing leadership and oversight. The Director supports the 
work of the Diversity and Inclusion Committee. 
 
Periodically throughout the year, the Director sends e-mails to all employees with 
information regarding maintaining a respectful workplace and promoting a discrimination 
and harassment free workplace and reminds employees about expectations and 
reporting issues. In June 2020, the Director sent an email to all staff in recognition of 
current events happening around our state and nation regarding anti-Black racism. He 
reaffirmed ODFW’s commitment to diversity, equity and inclusion and updated 
employees on actions the agency D&I Committee has taken and is undertaking and 
provided informational resources. As Director and Executive Member at Large (and 
former President) of the Western Association of Fish and Wildlife Agencies (WAFWA), 
he sponsored the creation of a D&I Committee for WAFWA. In January 2020, the 
Director was invited to be a guest lecturer at Dr. Ricardo Mata-Gonzalez’ (Oregon State 
University) Rangeland Ecology course and spoke to a diverse audience of women and 
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people of color on a wide array of wildlife topics. In addition, the Director was a co-
organizer for several diversity trainings/workshops at the March 2020 North American 
Wildlife and Natural Resources Conference. He also encouraged and supported an 
African American Fish and Wildlife Commissioner’s attendance at the North American 
Wildlife Conference and requested participation in diversity, equity and inclusion 
discussions and to gather information that could be helpful to the agency. By having 
these trainings and discussions, it helps ODFW employees and other natural resource 
agency staff to recognize the importance of diversity and consider ways to be more 
inclusive. The ODFW Director had conversations with the US Fish and Wildlife Service 
Director about the need to collectively diversify our workforce and constituents and was 
pleased to see she recently announced such an initiative. The ODFW Director 
participates annually on a committee at Oregon State University to review applications 
from students majoring in Fisheries and Wildlife and recommends recipients for 
scholarship awards based on need. ODFW’s Executive staff are accountable to the 
Director. 
 
ODFW’s Deputy Director for Fish and Wildlife Programs is leading the way by taking an 
active role on the agency’s Diversity and Inclusion (D&I) Committee. She ensures top 
down support for the goals of the Committee and steers the Committee.  She gave a 
presentation to mid-level and executive managers on diversity and inclusion and 
provided information and resources on the ODFW D&I Committee and what the 
Committee been working on. She toured the state with watershed managers to meet 
with staff, and discuss agency initiatives, including diversity in the workplace. The 
Deputy Director assisted the US Fish and Wildlife Service with their ODFW Title VI 
compliance audit and discussed with their experts ways to make ODFW more ADA 
compliant. She worked with several staff to review the ODFW Program Accessibility for 
People with Disabilities Policy and submitted it to the Department of Justice for review.  
Once that review is completed, the recommendations will be incorporated into our 
current policy. She attends the Annual Tribal Summit to engage with tribal partners and 
participated as a member of the Governor’s Equity Leaders in State Government 
workgroup. 
 
The Director and Deputy Director for Fish and Wildlife Programs met with Diversity Joint 
Venture (DJV) members on July 29, 2020 and discussed the overarching vision for DJV. 
This includes focusing on developing roadmaps for achieving entry into conservation 
fields. Specifically raising awareness of conservation careers and the pathways to 
achieve your goals as a student and building your resume for your target job. ODFW is 
the last entity grandfathered in under the original membership guidance and existing 
board. 
 
In order to demonstrate the importance of diversity and inclusion at ODFW, the 
diversity, inclusion and Affirmative Action information tab (Diversity/AA/ADA) on the 
intranet has been moved under the Director’s Office tab. This also makes it more easily 
visible for employees to access the information. In order to elevate employee 
awareness of diversity and inclusion, learn about other cultures to improve relations-
including in the natural resources field, unconscious bias, etc., the ODFW D&I 
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Committee is creating a list of books, websites, videos, podcasts, and other publications 
for staff to engage in and will soon be available on the website. 
 

ii)  Managers and Supervisors  
 
Each division, section and region within ODFW is responsible for meeting the stated 
goals and objectives for diversity, equity and inclusion. Division administrators, regional 
managers, managers and supervisors actively seek ways to recruit, hire, and develop 
diverse teams.  
 
The Human Resources Administrator plays an important role in implementing the 
Affirmative Action Plan. She is accountable to Director in ensuring that ODFW provides 
employees with all of the necessary tools, policies, and training available to be 
knowledgeable of and make appropriate decisions relating to diversity, equity and 
inclusion as well as affirmative action considerations. She also ensures that programs 
are in place and additional efforts are made to recruit, hire and promote qualified 
women, people of color and individuals with disabilities, and work in a safe and 
respectful place. The Human Resource Administrator was registered to attend the 
MobilizeGreen Diversity Career Fair in March 2020 at American University in 
Washington, DC, however, the event was postponed due to COVID-19 with no new 
date announced as of October 2020. MobilizeGreen’s mission is to jump-start green 
careers for diverse young people who want to change the world, while advancing 
sustainability in under-served communities.   
 
The acting Deputy Administrator of ODFW’s Administrative Services Division is 
responsible for ensuring that ODFW considers minority-owned businesses when 
awarding construction, service and personal service contracts. He has been serving as 
a member of the Governor’s Business Equity and Inclusion Committee. This committee 
looks at the disproportionate impacts being experienced by minority businesses and 
underserved populations due to COVID-19. 
 
One of ODFW’s Watershed District Managers located in Bend demonstrates his support 
for diversity and inclusion by participating as an active member of the agency’s D&I 
Committee. He is responsible for making sure the Affirmative Action and diversity goals 
in his watershed are achieved. He recently inspired staff (including himself) to create a 
podcast with the vision of providing career pointers to people interested in the field of 
fish and wildlife biology and include the steps they took to get where they are in their 
career. At the end of the podcast, they will highlight diversity and describe the type of 
inclusive atmosphere we are working towards developing at ODFW.  
 
Many Supervising District Fish and Wildlife Biologists participate in outreach activities 
annually that involve activities provided to students, members of the community, and 
various agencies and organizations related to education and development, inventory 
and monitoring, habitat improvement, and fish culture. In the spring of 2020, a woman 
manager in the Marine Mammal program presented a Zoom lecture on sea lion/fisheries 
interactions to a Mt. Hood Community College fisheries class, one for a fisheries and 
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wildlife class at Oregon State University on marine mammal biology and another for 
homeschooled STEP K-12 students. She also sits on a Local Advisory Committee for 
the Oregon Coast Community College. There are countless outreach activities ODFW 
managers get involved in with grade schools, high schools and colleges/universities and 
this is just once example.  
 
Hatchery managers participate in annual family fishing events that are located on or 
near the hatcheries they manage and provide hatchery tours year round to many 
schools, organizations and individuals including those with special needs, residing in 
assisted living homes, and Head Start programs. 
 
Aside from involvement from fish and wildlife staff, ODFW did attend and staff a booth 
at the Governor’s Marketplace in 2019. ODFW’s objectives for staffing a booth were to 
meet with small businesses located throughout the state and find local resources for our 
field and remote staff’s procurement needs, determine if potential roadblocks to doing 
business with ODFW could exist upon implementation of the new OregonBuys system, 
and provide information to potential businesses on the unique types of goods, services 
and public works/public improvement ODFW processes. Unfortunately, the Governor’s 
Marketplace did not take place in 2020 due to COVID-19. 
 

iii) Other Staff 
 

ODFW Employees  
 
All employees at ODFW are responsible for creating a work environment where they 
want to work and where others have a positive work experience as well. 
 
All levels of staff participate in outreach throughout the year that educate diverse groups 
of the public about our department and what we do. 
 
For example, in March 2020, one of ODFW’s Project Biologists on the North Coast 
attended the Oregon Chapter of the American Fisheries Society and gave a short 
lecture on emerging military veterans working in the natural resources field. A growing 
number of prior military service members and active service National Guard/Reserve 
members are seeking to join the ranks of Fisheries and Wildlife professionals and share 
a passion to conserve our nation’s natural resources and beauty, and possess valuable 
skills and experiences gained in national service. However, these contributions often 
don’t translate well or are misunderstood in a civilian workforce. A few veterans 
approached the ODFW employee after the presentation and asked how they could start 
conversations with their prospective employers. This employee and two others were 
recognized by the office of Employer Support of the Guard and Reserve, Department of 
Defense, for accommodating the service of Army National Guardsman. 
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Diversity and Inclusion Committee  
 
The Diversity and Inclusion (D&I) Committee will continue to rotate employees through 
the committee to enhance awareness and provide opportunities for employees to act as 
ambassadors for inclusion in their workplaces. Bi-annually, the D&I Committee will 
develop action plans to identify a work plan that advances a diverse and inclusive 
culture. 
 
ODFW’s D&I Committee is a robust committee with staff who feel passionate about 
diversity and inclusion and have action-oriented goals. The D&I Committee has 
identified initiatives focused on building and retaining a diverse workforce which include 
developing a supportive environment to maintain and grow a diverse workforce and 
improve the pipeline of candidates for ODFW jobs. The action items that are high 
priority in these areas are related to internships, onboarding, and mentorship programs. 
Members will periodically contribute diversity and inclusion related information to be 
included in the Monday Morning Report that is emailed weekly to all employees. A 
recent note in one of the reports talked having respect and included a link to a YouTube 
video title “An Unexpected Lesson in Respect.”  
 
In mid-March 2020, one of the members of ODFW’s D&I Committee (ODFW’s Energy 
Coordinator) attended the North American Wildlife Conference in Omaha NE, where 
she helped organize two special events related to Creating a More Welcoming Culture 
in the Conservation Community. These events were hosted by the Women in Wildlife 
Conservation Network (WWCN) and the National Conservation Leadership Institute’s 
Cohort 13 Welcoming Culture Group (of which she is a fellow). She brought back a 
summary of the events and resources that she shared with the Director’s Office, Human 
Resources and the Agency’s D&I Committee that might be useful to ODFW’s 
organizational efforts to enhance our welcoming culture. During a workshop titled 
‘Creating a More Welcoming Culture’, she facilitated a discussion on ‘first impressions’ 
(unconscious bias) and how that affects the way we see and relate to people. Others 
facilitated group discussions where they defined diversity, reflected on who they put in 
our circles of trust and how they might expand those to include new faces and voices, 
and had honest discussions about times they felt unwelcome within their workplace. 
ODFW’s Conservation Policy Coordinator serves in a leadership role for the WWCN 
and also participated as a speaker, facilitator and member of the team hosting the 
events. The agency Director attended and contributed to the discussion. 
 
DEI Representative 
 
The Diversity Equity and Inclusion (DEI) Representative is responsible for coordinating 
the Affirmative Action Program, serving as technical advisor to department staff, and 
monitoring the progress of the program.   
 
The DEI Representative also serves as a permanent member of ODFW’s D&I 
Committee and is a member of the Equity Leaders in State Government workgroup and 
the Statewide Affirmative Action Representatives workgroup. The DEI Representative 
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has also served on the Planning Committee for the State of Oregon DEI Conference for 
nine years. 
 
The HR Analyst who assists the DEI Representative with creating and implementing the 
department’s Affirmative Action Plan participates as a permanent member of the 
Agency D&I Committee. She attended a Career fair at Oregon State University in 2019 
and participated in the Oregon Tradeswomen Career Fair in 2019.  
 
F. July 1, 2019 - June 30, 2021 Affirmative Action Plan Progress Report 
 
1. Progress on 2019-21 Goals and Strategies 

 
Strategies and goals outlined in the 2017-2019 Affirmative Action Plan were: 

 
A. Workforce Diversity & Inclusion 
What actions do we want to take this biennium? 
1. Develop an onboarding program that is more welcoming based on research and 

best practices. 
2. Develop a mentoring toolkit and include training and education on mentoring. 
3. Develop an internship toolkit that includes a consistent process for managers and 

interns to have a positive experience. 
4. Identify and provide training on human relation skills, particularly for managers 

and team leads. 
5. Educate employees on diversity initiatives and provide regular information related 

to diversity and inclusion. 
6. Research and consider developing and administering an employee survey 

related to diversity, equity and inclusion. 
7. Increase or maintain our visibility as an employer with existing 

colleges/universities and increase focus on high school level audiences. 
 
B.  Population Served  
What actions do we want to take this biennium? 
1. Develop a tracking mechanism for efforts regarding outreach and recruitment of 

diverse audiences. 
2. Increase diversity depicted in photos used in publications and on social media 

sites.  
3. Review Recruitment, Retention, and Reactivation efforts & identify parallel tracks.  
 
C. Integrate Diversity and Inclusion into Existing Programs 
What actions do we want to take this biennium? 
1. Outdoor Skills Workshops and Family Fishing Events – continue to identify ways 

to increase accessibility for diverse audiences. 
2. Volunteer Program – campaign to bring in diverse volunteers to programs and to 

provide input on our diversity efforts. 
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Following are accomplishments related to the goals in ODFW’s 2019-21 Affirmative 
Action Plan. The primary focus over the past year and a half has been on our strategies 
and goals that focus internally toward creating a diverse and inclusive workplace. 
 
Workforce Diversity & Inclusion 

 
• The ODFW Diversity and Inclusion Committee created a Workplace Inclusion Plan 

that outlines the Agency’s commitment and goals of cultivating a diverse and 
inclusive culture through recruitment, hiring practices and internships; onboarding 
and retention, advancement and mentoring; and education and outreach. It serves 
as a living document and resource to managers and employees. The plan is now 
available to staff on the ODFW intranet. As a result of COVID-19, rather than 
providing information in person, a video will be developed and shared with staff to 
discuss the importance of the Diversity and Inclusion Committee including where to 
direct employees to resources on the intranet and the agency’s workforce inclusion 
plan will be integrated with an eLearning presentation. The video will also include 
interviews by field and other staff discussing how diversity influences their work.  

 
• The committee created an Onboarding Checklist to assist hiring managers with 

orienting new employees to ODFW to help them feel more welcome and informed.  
 

• The committee also created a Mentorship Guide that provides mentors and mentees 
with tools to develop a positive mentor relationship. A mentorship will allow 
opportunities to pass on combined experience and “corporate history” of the 
department to future generations of employees.  

 
• Employees were provided training on human relation skills. In 2019, managers and 

team leads were given opportunities to attend Situational Leadership, DISC 
Assessment and Difficult Conversations training. The agency also provides a People 
Skills Trilogy that covers Communication: Understanding Yourself and Others, 
Purposeful Feedback, and A Coach Approach, which is available to all staff. 

 
• ODFW offered a three-hour virtual live webinar titled “Inclusion, Unconscious Bias & 

Diversity” training in September 2020. The agency plans to offer two more of these 
trainings in 2021.  The course was presented by Miguel Valenciano, a nationally and 
internationally recognized speaker for his extensive work in the field of diversity and 
inclusion, leadership development and cultural competency. Participants will 
understand why diversity, inclusion and equity are important to Oregon Department 
of Fish and Wildlife, and how unconscious bias affects decision-making. This 
interactive session meets participants where they are in their cultural agility journey 
and provides experiences to examine how we can each discover our unconscious 
biases and turn them into acts of power that support inclusion and outstanding client 
service.  

 
• The Committee researched developing an employee survey related to diversity, 

equity and inclusion and will continue to pursue this project during next biennium. 
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• ODFW continued engaging with numerous elementary, middle and high schools 

across Oregon in 2019 and 2020. Staff were involved with various activities with 
thousands of students from placing fish carcasses in streams or dissecting fish with 
high school students, instructing fishing courses for school fishing clubs, providing 
tours of facilities, and representing the agency at school career fairs and giving 
presentations. Unfortunately, COVID-19 restrictions caused a number of activities to 
be cancelled. 

 
• ODFW was accepted as a member of the Diversity Joint Venture in September 2019 

and officially on-boarded in July 2020. The Diversity Joint Venture for Conservation 
Careers (DJV) is a partnership of federal and state agencies, universities, non-
governmental organizations, foundations, and professional societies that work 
together to increase the number of women and people of color in the conservation 
workforce. 

 
• The HR Administrator was scheduled to attend the MobilizeGreen Conference in 

Washington DC in the Spring of 2020. Unfortunately, this conference was postponed 
due to COVID-19 restrictions. A representative from HR will likely participate when 
the conference is rescheduled. 

 
Population Served  
 
• Previous goals in ODFW’s Affirmative Action Plan were to develop and distribute 

Spanish language versions of selected ODFW printed materials and reach out to 
diverse audiences. The agency has continued this effort in 2020 by creating and 
installing fishing sign kiosks in Spanish and Russian at Woodburn, Canby and St. 
Louis Ponds. In addition, videos about how to live safely with cougars have been 
translated into Spanish. In 2019, one of ODFW’s Spanish speaking managers 
provided translation assistance during a Skype interview with CLIMAX TV producer 
Juan Camilo Amarillo about a sea lion removal project broadcast throughout Latin 
America. Staff also respond to numerous Spanish language social media posts 
every month. An ODFW outreach employee was invited to participate in “Slavic 
Family Radio”, a television and radio simulcast highlighting statewide hunting 
opportunities to American/Ukrainian audience with Russian translation and streamed 
over Twitter and YouTube. Slavic Family Radio is the only Slavic language radio 
station for over 150,000 Russian-speaking immigrants from the former Soviet 
Republics living in Oregon and SW Washington, but has the potential of reaching 
tens of thousands. 
 

• Another agency goal was to increase diversity depicted in photos used in 
publications and on social media sites. Information and Education Division staff have 
been gathering more photos of diverse employees. In response to Women in 
Science Day in February 2020, an email was sent out to all staff recognizing 
contributions of women in science and requested staff to provide photos of female 
colleagues at work in the field that could be added to an agency shared folder for 
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use in future publications. Recruitment brochures are being updated that focus on 
natural resource careers, biologists, technicians and seasonals. A new brochure is 
also being created to attract interns. We are working to design the brochures with 
language that encourages diversity and depicts diversity in photos. 
 

• Along with 60 other organizations, ODFW is part of the Oregon Conservation and 
Recreation Advisory Committee that launched its official online fundraising campaign 
in July 2020 for the Oregon Conservation & Recreation Fund (OCRF). Oregonians 
can donate online to support critical conservation goals and expand opportunities for 
responsible outdoor recreation and reduce barriers for underserved communities to 
connect with the outdoors. Projects also include community-driven efforts to gather 
data on wildlife movement on Mount Hood, expose urban youth to activities that 
restore Oregon streams and supporting community observations of wildlife in 
Portland through a BioBlitz. 

 
• The Information and Education Division is exploring options for working in the Latinx 

community to encourage participation in outdoor activities. They are leveraging a 
relationship with Vive NW, a group that works to bring this population into the 
outdoors via various tactics, including organized camping and hiking trips. Staff is 
collaborating on video projects that will bring culturally relevant information and 
inspiration to get members of this community excited about fishing. This 
collaboration has already yielded insights into some of the perceived barriers that 
keep this community from fully embracing fishing as an activity. Staff is also inviting 
Vive NW staff to attend ODFW education events so they may in turn invite Latinx 
people or suggest improvements to make our offerings more welcoming to that 
community. 

 
• In February 2020, ODFW started posting podcasts under “The Beaver State 

Podcast” found on myodfw.com that takes a look at hunting, fishing and wildlife 
viewing in Oregon through conversations with Oregonians, ODFW staff and 
luminaries throughout the conservation world. Each half-hour to forty-five minute 
podcast explores complex fish and wildlife topics broadly and in detail, and future 
episodes will feature weekly information from the Recreation Report. One podcast 
featured Chad Brown, a Black male and founder and president of Soul River, which 
brings together underserved youth with veterans to participate in conservation and 
education. Mr. Brown spoke about his upbringing, fear of being confronted by others 
in remote areas, etc. and about the great outdoors as a place for everyone to 
experience, and for him, is therapy and healing. Other podcasts featured Jason 
Ward, an African American birder from Georgia and Tellus Calhoun, an African 
American dog handler and duck hunter in Oregon. During an ODFW Beaver State 
Podcast titled “So you want to be a fish biologist, NE Oregon Edition,” a tribal 
employee from the Nez Perce tribe noted that she attended Mount Hood Community 
College’s Fisheries Technology program where she received her Associate degree. 
It is our hope that these podcasts will encourage other people of color to engage in 
the outdoors and seek careers in natural resources. 
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Integrate Diversity and Inclusion into Existing Programs 
 
• In April 2019, the Information and Education Division Administrator was appointed to 

the Governor’s Task Force on the Outdoors: 2020 Framework for Action. The 
specific goals of the task force are to recommend policies, legislation and initiatives 
to support economic development in rural and urban areas and balance improved 
outdoor recreation access with resource protection and increase outdoor recreation 
participation, especially among youth and traditionally underserved communities. As 
part of this group, more than 150 proposals were collaboratively developed aimed at 
advancing a shared purpose of increasing participation, balance access with 
resource protection, and support outdoor recreation as a driver of Oregon’s 
economy. One of the overarching strategies for the 2020 Framework for Action 
included centering efforts on diversity, equity and inclusion as a core value and as a 
distinct strategy for ensuring that all Oregonians have the opportunity to thrive 
through time spent in the outdoors. The task force made a number of 
recommendations, including making efforts to conduct intentional outreach and 
obtain input from diverse populations in order to make better, more impactful 
management decisions. 

 
2. Additional areas of progress that support agency goals and strategies. 
 

Hiring 
 
ODFW puts forth effort in implementing equity in all hiring. One way it does this is by 
having an approval process in place when hiring for all positions at salary range 23 
and above. In addition, the agency has a process in place to conduct a pay analysis 
for employees new to the state of Oregon in order to ensure new employees are 
hired fairly and equitably with regard to pay. Hiring managers are also sent Interview 
Panel Guidelines that include information on how to avoid potential rating errors and 
bias in the interview process. 
 
Retention 
 
In addition to the specific actions related to our goals and strategies (onboarding, 
mentorship), the agency executes an employee engagement survey annually to all 
employees to assess how the agency is doing with regard to job satisfaction, work 
environment, career development opportunities, etc. The agency Economist 
analyzes the results and leadership staff identify ways to make ODFW an even 
better place to work. Additionally, the agency conducts exit interviews with outgoing 
staff to identify areas where the agency can improve and to develop metrics on 
employee retention over time. In 2019-2020, the agency conducted 23 exit 
interviews. 
 
Training, Education and Development 
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ODFW does not have a Training Unit. The Human Resources (HR) Division is 
responsible for developing and providing New Employee Orientation (NEO) and 
training for managers as well as any other training relevant to the employment 
relationship. ODFW HR training is reviewed annually and scheduled to ensure all 
employees needing NEO or Managers training have the opportunity to attend. 

 
A formal NEO course entitled Employee Rights and Responsibilities is required for 
all employees new to ODFW. The curriculum for Employee Rights and 
Responsibilities includes a segment on Creating and Maintaining a Respectful 
Workplace. This segment covers employee rights and responsibilities under law and 
policy. It also focuses on tools and techniques for employees to use to create an 
inclusive and respectful work environment and resolve conflicts. ODFW also has an 
NEO Online Curriculum that allows for quick onboarding of new employees. This 
curriculum focuses on an overview of state government, policy reviews and ethics 
along with other important topics.   
 
In addition to the requirement that all employees complete the DAS - CHRO online 
courses Maintaining a Harassment Free and Professional Workplace and Preventing 
Sexual Harassment, we have added these courses to the NEO Online curriculum so 
it is available to new employees as they join the department.  
 
New Manager Orientation is mandatory training for all managers new to 
management service or new to ODFW. The curriculum includes Management 101, 
Budget 101, Position Descriptions, Performance Management, Progressive 
Discipline, Contract Administration, Safety Management, Litigation Landmines and 
Creating a Culture of Respect and Inclusion.  
 
The agency supports continuing education by encouraging employees to be involved 
with professional organizations such as the American Fisheries Society and The 
Wildlife Society. The agency believes that employees who join job-related 
professional societies will enhance their network, help them stay motivated and 
inspired, and help ODFW better achieve our mission. We updated our policy on 
Training and Career Development to officially commemorate our commitment to 
support employee membership in professional societies, including a limited 
reimbursement for membership fees. 
 
In July 2020, all employees were invited to sharpen their interviewing skills by 
participating in a mock interview. Managers, along with HR, developed interview 
questions specifically for employees to respond to using a virtual (video) interviewing 
platform in order to become familiar with the virtual process, as well as provide 
employees with feedback on interviewing. This is a unique opportunity for 
employees to practice interviewing with interview questions similar to positions they 
are interested in, receive valuable feedback from field managers and HR on the 
process, and learn about ways to refine their interviewing skills. Twenty-nine 
employees participated. 
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ODFW has information on career paths for employees so they can see that there are 
many paths they can take to advance in their career. Employees, such as ODFW’s 
Director, completed biographies and answered questions that explained the kind of 
career development activities that were the most beneficial to their careers thus far. 
The agency weekly Monday Morning Report emailed to all employees on January 6, 
2020 included information on the Opportunity Graph available in Workday where 
staff can view historical examples of employees transitioning from their current 
profile to others. By reviewing the job profile for a potential next move, state 
employee names and contact information can be found for employees to reach out 
and find out more about their experience or request a mentorship. They can then 
navigate to the Job Interests section to find job postings for which they can apply. 
 
Leadership Development/Training 
 
ODFW’s internal Leadership Development Program helps to foster the formation of 
future leaders for the benefit of both our employees and the agency. We know that 
there are many within our organization whose career goals include management, but 
they lack the necessary skills and experience to work at the level of a Supervising 
Fish and Wildlife Biologist (SFWB) or Principal Executive Manager D (the 
classification of Watershed or Program Managers). This program is designed to 
assist those who are within one year of having the necessary experience needed to 
qualify for this level and be viable candidates for future openings, many lacking 
supervisory experience. The opportunity is open to all employees that meet the 
outlined criteria.  One female employee currently in the Professionals EEO job 
category was selected for the 2019-21 Biennium, for a Principal Executive/Manager 
D, Budget Services Manager position in Salem.  
 
During the 2019-2021 biennium, ODFW offered a number of trainings to managers, 
supervisors and those who coordinate work activities for staff. These included 
Situational Leadership, DISC Assessment, Difficult Conversations, and the People 
Skills Trilogy (Communication: Understanding Yourself and Others, A Coach 
Approach, and Purposeful Feedback). A number of trainings were cancelled due to 
COVID-19. However, we plan to continue offering these courses in the next 
biennium and plan on holding a 3-day Adaptive Leadership training.  
 
In addition to ODFW’s internal program, we provide information and opportunities for 
individuals to attend Leadership Oregon and other external leadership programs, 
many of which are geared toward natural resource careers. For example, the 
agency’s Hatchery Coordinator (white male) for the southwest part of the state and 
the Deputy Administrator (white female) for the Information Systems Division 
graduated from the state’s Leadership Oregon program in 2019 and the West 
Region Manager (white, female) and the Malhuer Watershed Manager (white, male) 
are participating in the 2020 cohort. One female person of color and one white male 
in the professional natural resource specialist series have been selected to 
participate in the 2020-2021 Executive Seminar Program for Natural Resources 
through Portland State University. This program is unique among leadership training 
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programs in its application of public administration theory to natural resource policy 
issues. As part of the 2019-2020 program, one white male and female in the 
professional natural resource specialist series participated in the program. 
 
ODFW created Interview Panel Training in 2020 that is available on ilearn for 
employees to review and become a better interviewer. A link to the training is sent 
out to managers with their hiring lists. The training covers areas such as 
understanding your role on an interview panel, identifying behavior-based interview 
questions, reviewing forms of bias and self-awareness, consider conflicts of interest 
via scenarios and selecting strategies for successful outcomes and learn about 
confidentiality and limits of authority. In addition, a copy of ODFW’s interview panel 
guidelines is also provided to managers in the hiring process that covers more 
specifically bias and rater errors when scoring applicants for interviews. 
 
This biennium, we have continued to encourage staff participation in the Emerging 
Manager Training program offered through the Department of Administrative 
Services. The agency encourages managers to participate in the Department of 
Administrative Services’ (DAS) Foundational Manager Training. We have worked 
with DAS to provide an optional condensed version (two days per week) due to 
employee travel time to Salem for field staff. A number of agency Watershed 
Managers and Leadership Development participants have attended this training and 
have said it is excellent.  
 
We fully believe that providing a variety of leadership development training for all 
levels of employees provides the necessary skills to allow for opportunities to 
advance in their careers.  
 
Internship Program 
 
ODFW’s internship process has historically been more informal and managers 
typically recruited and selected their interns independently. In 2020, ODFW 
implemented a more standardized internship program for fish and wildlife interns 
that were posted for the first time using Workday. The program was coordinated 
through the Human Resources Division with Natural Resource interns to be hired for 
both the Fish and Wildlife Divisions. Due to COVID-19 and budget issues, no Fish 
Division interns were hired. Wildlife Division filled 19 internships, eight additional 
internships were not filled due to concerns with COVID-19. Out of the 19 positions, 
three were people of color (16%), eight were female (42%) and four (21%) were 
veterans.  
 
The fish and wildlife internships typically occur during the summer and are 400 
hours (or 10 weeks) in duration. The majority of ODFW’s internships involve field 
work with fish or wildlife resource management activities or research. In 2020, 
interns were hired from a number of Oregon schools, including Oregon State 
University, Portland State University, University of Portland and Linn Benton 
Community College. A number of interns came from schools outside of Oregon, 
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including University of Tennessee-Knoxville, Northern Arizona University, University 
of Montana, Washington State University, University of California-Santa Barbara, 
University of Central Missouri, University of Dayton (Ohio), and Brigham Young 
University. ODFW has cooperative agreements with Mount Hood Community 
College (MHCC) and provides funding as part of those agreements. Internships are 
both paid and unpaid and some interns are able to receive college credit for their 
internships. As part of ODFW’s Diversity Action Plan, the agency incorporates 
language emphasizing selection of diversity candidates in all job postings related to 
interns. In 2019 and 2020, ODFW hired 59 ODFW-paid interns (Student 
Professional/Technical Workers) of which 26 (44%) were women, 7 (12%) were 
people of color and four (7%) were veterans. These figures do not include other 
internships we provide, such as unpaid internships.  
 

 
One of ODFW’s interns taught fish anatomy at Camp Explorer to bilingual families, a program 

sponsored by the Lane Education School District, Migrant Education Program. 
 
ODFW also partners with other community programs and provides numerous 
school-to-work, job shadow, internship and mentorship opportunities to hundreds of 
high school students across the state. 
 
ODFW provides a training opportunity via a cooperative agreement with the 
Confederated Tribes of Warm Springs for tribal members to gain cold-water fish 
culture experience. In March 2020, ODFW provided a 3½-month opportunity at Oak 
Springs Fish Hatchery to a tribal member to learn about general fish culture work 
and activities in order to pursue future career opportunities within the tribe.   

 
Mentorship Program 
 
The agency D&I Committee created a Mentorship Guide that provides mentors and 
mentees with tools to develop a positive mentor relationship. This will allow 
opportunities to pass on combined experience and “corporate history” of the 
department to future generations of employees. The Guide includes a self-
assessment for mentors, suggested activities, and what to do and not to do. It also 
includes information to assist a mentee in choosing a mentor and steps they can 
take to be a successful mentee. ODFW even has a natural resources manager who 
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has been mentoring a female student from the University of Idaho since February 
2019 and is focusing on a career in fish and wildlife. Potential mentors can also be 
found in Workday by viewing My Mentorships under the Career tab or searching the 
Opportunity Graph. 

 
Employee Engagement 
 
An employee engagement survey has been conducted annually since 2014 for all 
employees to assess how the agency is doing with regard to job satisfaction, work 
environment, career development opportunities, etc. The agency Economist 
analyzes the results and leadership staff identify ways to make ODFW an even 
better place to work. The most recent survey conducted in the fall of 2019 had a 
response rate of 48.7% (42% including seasonal respondents). Job satisfaction, 
career development and work environment have all been increasing in a positive 
direction over the last seven years. Job satisfaction over the last 12 months was 
good and is roughly the same as in 2018. Although career development 
opportunities within the previous 12 months was an area that had the lowest score 
with a rating closer to fair than good, it is the area with the highest upward trend. Of 
the employees surveyed, 42.5% wanted an increase in cross training opportunities. 
In 2020, the agency provided 103 job rotation opportunities that should help alleviate 
the assessment in this area by employees. The top area of improvement by the 
agency was in communication between Salem headquarters staff and field offices. 
The opportunity to have a flexible schedule was important to female respondents. 
Gender and age did not produce a statistically significant mean, therefore, there 
really was not a difference between responses from males and females or related to 
age. Overall, the response was good and the scores were generally good as well. 
There is always room for improvement and this survey provides a good way to 
gauge how the agency is performing with regard to job satisfaction, work 
environment, leadership, supervisor performance and career development.  

 
Field staff have a number of ways they have been able to engage with each other 
over the years, e.g., region and biologist meetings, whereas administrative 
employees did not have the same connection. Beginning in the fall of 2018, an 
Administration All Staff Meeting was created and held at the Salem headquarters 
office. This allowed administrative staff to be acknowledged and connect and 
engage with each other as they learned about specific areas related to their 
program. Unfortunately, due to COVID-19, the meeting was cancelled for 2020. 

 
Statewide Exit Interview Survey 
 
Permanent, limited duration and seasonal employees who are ending their 
employment with ODFW are provided information to access and complete the State 
of Oregon Exit Interview Survey in Workday prior to departure. Between July 1, 2019 
and June 30, 2020, 23 individuals participated in the statewide exit survey. The 
Workday survey does not require a response to each question. The majority of the 
feedback from the survey was favorable. Sixteen employees would recommend 
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family and friends to work for ODFW with only one indicating no, meaning they 
would not recommend family and friends work for ODFW. Nineteen employees felt 
supported by their most recent supervisor with only one with a less than favorable 
response. Most employees left the agency because they moved out of the area 
followed by retirements and lack of growth opportunities. This information will be 
shared with the Director’s Office and ODFW’s D&I Committee. The Deputy Director 
for Fish and Wildlife Programs worked with ODFW Human Resources to submit 
additional survey questions to the Department of Administrative Services in order to 
enhance our understanding of why staff leave and if there are recruitment or 
retention problems with specific underrepresented segments of staff. 

 
Volunteers 
 
ODFW relies heavily on volunteers in many different areas of the organization. The 
Volunteer Program is comprised of seven programs that provide opportunities for the 
citizens of Oregon to become actively involved in a broad and diverse array of fish 
and wildlife activities. In 2019, there were 7,725 active volunteers who donated more 
than 143,000 hours with a value of over five million dollars. While ODFW does not 
have a formal orientation program for volunteers, all employees who work with and 
manage volunteers receive guidelines on the type of training that is to be provided. 
Volunteers are required to receive training on “Maintaining a Harassment Free and 
Professional Workplace” and “Preventing Sexual Harassment” (or a condensed 
version for infrequent volunteers). Additionally, all volunteers who work with ODFW 
are required to read and sign the Volunteer Code of Conduct, which addresses 
expectations on appropriate conduct when interacting with others.  

 
Volunteers have a variety of opportunities to become involved with ODFW. 
Opportunities consist of but are not limited to: member of taskforce, board or 
commission, RV host at an ODFW hatchery, wildlife area or region office, assisting 
district/field staff with projects, surveys and events, hatching and rearing salmon, 
and teaching educational programming. 

 
In 2019, the volunteer program implemented a centralized onboarding process to 
ensure volunteers are properly screened, meet minimum requirements and receive 
the necessary training. Certified volunteers with the agency are required to complete 
a certification process, additional training, and pass a criminal background check. 
Since July 1, 2020, the volunteer program has seen 1,959 volunteers through the 
centralized onboarding/screening process.  Effective January 1, 2020 the volunteer 
program began asking volunteers to voluntarily provide gender and ethnicity 
information. Of the 1,959 volunteers that have been through the centralized 
onboarding/screening process, 1,250 are men, 612 are women and 97 preferred not 
to answer related to gender. There are eight people of color and 298 preferred not to 
answer related to ethnicity/race.  
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Community Engagement 
 
Outreach is an integral part of how ODFW does business. ODFW staff are heavily 
involved in outreach activities that inform the public about careers in natural 
resources as well as the programs we offer. 

 
ODFW recruitment staff and field staff participate in a career fair at Oregon State 
University (OSU) every year. Within the last few years, OSU created a specialty 
focused Natural Sciences, Earth and Environmental Fair that is held at the same 
time as the STEM fair and is designed to connect industry professionals with 
students interested in the environmental sector, conservation, natural resources, fish 
and wildlife, life sciences, government, working outdoors, etc. This fair has attracted 
more student participation as there is rarely have a moment when staff are not 
talking with students. In 2019, 268 students participated in this specialized fair plus 
28 live on a webinar. Due to COVID-19, this will be a virtual fair in 2020. Recruitment 
and field staff also participate at in-class activities, such as mock interviews and 
presentations to students with Mount Hood Community College. ODFW staff 
participated in a number of career and job fairs or gave presentations about natural 
resource occupations at numerous high schools and middle schools across the 
state. We have a number of employees that serve on the advisory board for the 
Fisheries Technology program at Mount Hood Community College, including a 
hatchery coordinator, hatchery managers and one of our recruitment staff. 
 
In 2019, staff attended one day of the Oregon Tradeswomen Career Fair in Portland 
with middle and high school girls and a record attendance of more than 2,000 
participants over two days. Due to COVID-19, the 2020 career fair was cancelled. 
ODFW will likely continue to participate when it is scheduled again. 

 

 
 

ODFW’s Social Media Coordinator has been working with the Get Hooked 
Foundation, which was started by African American anglers who wanted to get 
urban youth interested in fishing through educational programs in Portland. He has 

Two staff members from 
the ODFW fish screens 
shop in The Dalles and 
one of the agency’s 
recruitment staff 
participated in the 2019 
Oregon Tradeswomen 
Career Fair. Items 
displayed include wildlife 
pelts and skulls from 
animals in Oregon, a 
model of a fish drum 
screen, and live fish to 
educate middle and high 
school girls. 

http://email.mail.joinhandshake.com/c/eJxlkE1vgzAMhn8N3IYSAoEcOHTtKiqhTV01rTeUBFPSAmFJ2NT--qVdt8skS7Yfy68_miLPpchDVcQoRogShBlKEItwtPDxmj7GSUxXGcFZkKCBqz46ajV2fGxsx08QST2EXQFMZg1LJRN5inkuaAtZzDIpW5IzkcqwLzrnJhuQRRCvvfFp-i_kueQGwNQtV8b6FNM4wd7DMPX67AuTgU8FXwFZO32CMSArEG16FB-bsr-geemqw7h_LXO6rR9Wm_f9zry8PZPzMrvsLtuEPVW8LCtcbYOYzm6orZ6NBK8ycGvr63lg7qUBGjUP1wFXfIdSjw5G5ynFCCfpL-bDxNXhus48qtpxcwAHTX1rtaEpBDfeeHSMhFFOdv6X1nEHkTbRbENXEIQedrLTug__XlLflrpp1KopfiZ-A2OLjjg
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been recruiting female angling ambassadors and mentors around the state for the 
ODFW Community Fishing Ambassador Program. We continue to support the Fish 
Like a Girl tournament as well as efforts to recruit female anglers and hunters in 
specific areas like coastal Curry County and in Wallowa County in eastern Oregon. 
We have also welcomed Lui Alva, a Hispanic fly angler, into the program. He will be 
mentoring Hispanic anglers in fly-fishing and fly-tying. A video of Mr. Alva was 
created and posted on Facebook reaching 15,848 people. The agency has 
partnered with the Instagram feed “Brown Folks Fishing” to produce some short 
videos that will hopefully encourage African Americans, Asians and Hispanics to try 
fishing. In 2019, Brown Folks Fishing hosted a fishing education/community event at 
Blue Lake Park, assisted by ODFW, with 30-40 people of color of all ages in 
attendance.  

 
Information and Education staff launched ‘Duck Talk – Women who Hunt’ and had a 
candid conversation about how to get past hurdles and become a duck hunter. This 
conversation reached an audience of 3,012 on Instagram. 

 

 
Preschoolers and first graders at Miller Elementary School in Salem learn about the ecosystem, 

salmon life cycle and an introduction into salmon anatomy taught by ODFW Fish Health Services 
staff. 

 
ODFW staff serve as instructors at a number of outdoor schools, forest and natural 
resource camp programs, and school classrooms throughout the state on a variety 
of fish and wildlife related topics. A small sampling of some of the activities 
employees are involved with include:  

 
• Klamath Hatchery has been involved with the Bureau of Land Management’s 

weeklong Resources and People (RAP) Camp in southern Oregon for about nine 
years. Each year, sixty plus students, ages 13-18, from both urban and rural 
areas have the opportunity to learn about natural resource management by 
taking part in hands-on natural resource workshops, outdoor recreation activities 
and educational field trips.  

 
• At Camp Taloali in Stayton, staff provided education about aquatic insects to 

children with hearing impairments.  
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• Staff assist in education related to fish biology and angling at the Camp Angelos 
annual summer Youth Fishing Camp on the Sandy River. Children participating 
in this camp are taught (and get to experience) a variety of outdoor recreation 
activities including fishing, rafting, hiking and other activities. 

 
• Kokanee Karnival is a partnership between ODFW, local fishing clubs, US Forest 

Service, and US Fish and Wildlife Service that annually reaches approximately 
1,500, 4th and 5th grade students in the Bend and Redmond School Districts. 
This yearlong program provides a dynamic, hands-on learning experience to 
educate and excite elementary school children about clean water, healthy 
watersheds, and fish conservation, while promoting safe and responsible angling, 
good citizenship, and community stewardship. It integrates topics such as Angler 
Education, Angling Experience, Streamside Experience, Hatchery Experience, 
Eggs to Fry, Life Cycle, Fish Dissection, and Water Quality and includes a field 
day in both the fall and spring. 

 
• Fish Division staff taught fish anatomy to kids at Yoshikai Elementary School 

(Salem-Keizer) Outdoor School where they talk about fish and their parts and 
how those parts are similar or different from our human parts. Each kid has the 
opportunity to be a “scientist” for the day, to cut open a fish and to find the parts 
we talked about and hopefully remember the parts and show them off to family 
and friends when fishing. It is a fun great activity to do with the community and 
hopefully get them interested in fishing and fish biology. One employee has been 
involved with this school activity since 1995 and missed her first year participating 
in 2020 due to COVID-19.  

 
• In 2019, ODFW participated in the Governor’s Campout at Willamette Mission 

State Park in collaboration with Oregon State Parks. Thirty families were on hand 
bringing together nearly 150 Oregonians to celebrate and enjoy the outdoors and 
spend two days learning and applying basic camping and recreational skills. The 
Campout is part of a statewide effort to help families who traditionally do not have 
access to the outdoors feel welcome and excited about outdoor recreation. 

 
Many ODFW staff participate in is the Salmon Watch field trips for grade school 
through high school students across the state. The Salmon Watch environmental 
education program teaches middle and high school students about the importance of 
wild salmon conservation in watershed management. Over the past two decades, 
the program has educated more than 60,000 school children in Oregon. With current 
restriction due to COVID, Salmon Watch is exploring other options for the program 
including a virtual platform. ODFW staff will continue to participate as we are able. 

 
In 2019, the agency’s Oregon Hatchery Research Center (OHRC) was actively 
involved in education and outreach and has worked to provide opportunities for 
students and educators in a wide variety of disciplines. The informal educators at the 
OHRC conduct inquiry based learning experiences for students of all ages. The 
activities at the OHRC normally reach over 1,000 individuals per year. The center 
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promotes natural resource careers as a part of the experience and incorporates the 
exposure with researchers as part of the education and outreach opportunities. 
Students and teachers have the opportunity to interact with scientists working in 
natural resources careers. Activities have been limited in 2020 due to pandemic 
restrictions, however, once able these activities will resume. 

 
In partnership with the Confederated Tribes of the Warm Springs, Round Butte 
Hatchery provided fish eggs to the Warm Springs School so they could raise fish in 
hatch boxes as a classroom teaching activity. In 2020, ODFW partnered with the 
Siletz Tribe for a new program that provided 7500 fish eggs to the tribe from Alsea 
Hatchery and the tribe will raise the fish at Lhuuke Illahee Fish Hatchery with tribal 
volunteer help.  
 
In May 2019, The Oregon Legislative Sportsmen’s Caucus and ODFW teamed up 
with other outdoor organizations to host a family fishing day at the State Capitol Mall. 
This was a well-attended event. This event was cancelled in 2020 due to COVID-19. 
 
During 2018-19, 78,800 people from across the state participated in Salmon Trout 
Enhancement Program (STEP) training, classes, tours, presentations or workshops, 
or visited STEP activities or displays at public events, that is an increase of 
approximately 21,000 volunteers for this program. This is one of ODFW’s largest 
volunteer programs. These activities included 871 individual Fish Eggs-to-Fry 
classroom incubator projects that reached over 42,000 students. Classrooms with 
the Fish Eggs-to-Fry are located in public, private, charter, and alternative schools, 
as well as inner-city and rural school districts. These activities involved over 2,000 
youth and adult volunteers. Oregon ranks number two in the nation for number of 
classrooms with classroom incubators. Additionally, there are at least three high 
schools with hatchery programs where students are involved with raising fish from 
spawning to release providing an opportunity to learn about hatchery careers. 

 
Since 2009, STEP has partnered with the Coquille Indian Tribe to operate a booth at 
the annual Salmon Celebration. This includes live adult Chinook salmon in a large 
aquarium. 
 
Volunteers make a substantial contribution to STEP. For example in 2018-19, 1,540 
youth and 4,300 adult volunteers participated in STEP activities. This does not 
include the many additional adult and youth who have participated in presentations, 
workshops, field tours, or classroom projects conducted through STEP. 
 
ODFW has established a number of organized volunteer programs that allow 
opportunities for the citizens of Oregon to become actively involved in a broad and 
diverse spectrum of fish and wildlife activities. Since the program was established in 
1981, more than 385,000 adult and youth volunteers have contributed nearly 3.9 
million hours to over 45,000 STEP projects. This equates to over $138 million in time 
and energy. During the period of October 2018 through September 2019, volunteers 
participated in an estimated 1,550 projects, totaling 74,665 hours to ODFW 



 

 30 

programs. This is equivalent to nearly 36 full time employees. There is also an 
opportunity for members of the community to get involved in improving habitat 
through the Keep Oregon’s Rivers Clean (KORC) fishing line and tackle recycling 
program. There are currently over 100 stations that have been installed and 
maintained by volunteers in the fish districts. A number of these volunteers are 
individuals that are interested in pursuing a career in natural resources. Volunteers 
have the opportunity to work with ODFW staff and gain new skills and experience. 
There are countless schools, school districts, organizations, agencies and other 
groups who work with the STEP program. 

 
Much of ODFW’s community outreach is primarily related to getting people involved 
in hunting and fishing activities; however, we believe that there is an indirect benefit 
to generating interest in Fish and Wildlife as a career choice for youth that might not 
normally consider it. 
 
ODFW offers or supports several Angler and Aquatic Education activities in 
communities with diverse populations. The largest activity coincides with the Free 
Fishing Weekend, which occurs the first full weekend of June. In 2019, there were 35 
Free Fishing Weekend Events with more than 3,750 participants. June’s Free 
Fishing Weekend is usually a special one for ODFW staff and fishing groups that 
host events all over the state, bringing all the gear newcomers need to try fishing. 
Due to concerns and restrictions related to COVID-19, ODFW did not host or 
sponsor any of these events in 2020. 
 
In addition, STEP biologists provide programs and activities for youth throughout 
Oregon. Numerous “Family Fishing Events” take place every year reaching 
thousands of participants, including youth. STEP assisted with a fishing event for the 
Wounded Warriors Project and their families and various fishing events for children 
with special needs and their families, such as Bridgeway House, a school for 
students with autism. STEP biologists have participated in opportunities to educate 
students about fish anatomy, environment adaptations, habitat needs, and 
challenges to fish and wildlife posed by humans at numerous Outdoor Schools and 
summer camps. 

 
ODFW has continued to collaborate with the “I’m Hooked” program, which hosted 
angling events for underserved communities. This is the most diverse free fishing 
event in the state. The two-day event was hosted by “I’m Hooked” during free fishing 
weekend at Henry Hagg Lake. ODFW provided all of the equipment and lifejackets, 
and the NW Steelheaders volunteered their boats and time for the event. Over 200 
participated in this event, which taught beginner fishing to Portland inner-city 
families. In September 2019, ODFW partnered with State Parks and “I’m Hooked” to 
host a Family Fishing Event for the African American Outdoor Alliance (AAOA) with 
24 members in attendance at Honeyman State Park. Then on October 26, 2019, a 
youth-oriented fishing event was held with Portland inner-city students at Lake 
Margarette, an Oregon Fishing Club pond, with 30 African American youth and five 
adults participating. 
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There are hundreds of Hunter Education courses offered in communities throughout 
the state. With the introduction of an online Hunter Education course, ODFW has the 
ability to serve even more diverse populations. 
 
ODFW has a booth at the Oregon State Fair every year. ODFW also has booths at a 
number of county fairs and community events around the state. These provide a 
great opportunity for us to talk to a wide range of people about our programs and 
employment opportunities. In 2020, the State Fair and other fairs throughout the 
state were cancelled due to COVID-19. 
 
Pre-COVID, our hatcheries provide hundreds of tours for school groups each year. 
This also provides opportunities to talk about careers in fish culture. In addition to 
tours provided for students, our hatcheries and wildlife areas also provide tours and 
educational information to many individuals and groups on a regular basis.  Since 
COVID, our hatcheries have not been open to the public. 
 
ODFW field staff participate in countless events and activities annually but we cannot 
ignore our administrative staff who also get involved in outreach. For example, the 
agency’s contract services staff are involved in a variety of events such as Salem 
Capitol Connections, Governor’s Marketplace, and the Oregon Public Purchasing 
Association’s Reverse Vendor Trade Show, which provide opportunities to meet, 
network, and provide opportunities for small & Business Oregon’s Certification Office 
of Business Inclusion and Diversity (COBID) businesses to conduct business with 
the state. Most of these events did not occur in 2020, but we expect to participate 
when these events resume. 

 
ODFW is continuing an effort to prioritize improvements to fishing access and fishing 
facilities. This effort is focused on improving the consistency of user experiences and 
providing ADA accessible facilities at ODFW owned and managed properties. In July 
2020, efforts were made at E.E. Wilson Wildlife Area to address accessibility and 
compliance concerns with the American’s with Disabilities Act related to the 
Memorial Garden asphalt-walking path. Staff and their team of host volunteers 
removed the damaged areas and repaired the path with asphalt cold patch. Staff at 
other facilities have improved numerous paths, pedestrian bridges, sidewalks, boat 
ramps, docks, parking lots and restrooms for ADA upgrades. Trask Hatchery 
replaced a hatch house in June 2020 that is now ADA compliant and accessible to 
members of the public. ODFW partnered with the US Fish and Wildlife Service to 
replace a number of boat ramp docks for boat angler access. All are ADA compliant 
and have notched railings for ease of boat launch and retrieval. The agency has also 
held events or provided opportunities for individuals with disabilities. For example, a 
fishing event for kids and anglers with disabilities was held in May 2019 at Mt. Hood 
Pond in Gresham and a fly-fishing event was held in partnership with Project Healing 
Waters that allowed 30 disabled veterans the opportunity to learn and try flying 
fishing at Wizard Falls Hatchery. In 2019, there was a joint youth and disabled 
veteran damage hunt in the Coos Unit that provided a new opportunity to help 
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landowners deal with damage issues while giving youth and veterans with disabilities 
an incredible chance to harvest an elk. 

 
 
 
 

 
New signage at St. Louis Ponds, a popular location for angling in the Willamette Valley utilized by 
diverse populations. The signs include English, Russian and Spanish versions of the history of 
the ponds and fishing regulations. 
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DEMOGRAPHIC ANALYSIS 
 

Note: This Plan does not require a parity analysis for the agency workforce. The 
Governor’s Affirmative Action Office and State agencies will update the parity analysis 
for the next Affirmative Action Plan (2023-2025). 
 
G. Supervisors 

COMPARISON 6/30/20 vs 6/3018 Affirmative Action Statistics for Supervisors 

 2020* 2018 
Racial Category Female Male All Pct. Female Male All Pct. 

American Indian/Alaska Native 1 3 4 2.3% 1 2 3 1.7% 
Asian 1 2 3 1.7% 1 3 4 2.3% 
Black/African American 0 1 1 0.6% 0 1 1 0.6% 
Hispanic 1 2 3 1.7% 1 2 3 1.7% 
Native Hawaiian/Other Pacific 
Islander 0 0 0 0.0% 0 0 0 0.0% 
Two Or More Races 0 3 3 1.7% 0 2 2 1.1% 

White 30 131 161 92.0% 30 133 163 92.6% 

Totals 33 142 175   33 143 176   
*2020 statistics do not include one supervisor who did not wish to answer the race/ethnicity question 
 
Our supervisors’ racial representation has remained relatively consistent over the past 
two years with slight increases in our representation of American Indian/Alaska Native 
and individuals who identify as multiracial in supervisory positions. The number of 
women serving in supervisory positions is the same as it was on June 30, 2018 and is 
18.9% of our supervisors. We have also remained at three supervisors who are persons 
with a disability. We slightly increased our representation of veterans in supervisory 
positions from five to seven supervisors. 
 
ODFW is pleased to report that in 2019 the agency appointed a second woman Deputy 
Director, who is responsible for ODFW Administrative Programs. In addition, ODFW 
hired two more women into hatchery manager positions bringing the number of women 
in fish and wildlife management to a total of five. Men have traditionally held these 
positions and we believe these appointments send a positive message to current and 
future employees, particularly when they can identify with these roles. 
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H. Workforce  
 

COMPARISON:  6/30/20 vs 6/30/18 Affirmative Action Statistics  
WOMEN Total Employees 6/30/2020 6/30/2018 

EEO Category 2020 2018 Actual Percent Actual Percent 

A. Officials & Administrators 57 58 16 28.1% 18 31.0% 

B. Professionals 439 448 149 33.9% 149 33.3% 

C. Technicians 246 255 24 9.8% 29 11.4% 

E. Paraprofessional 49 46 21 42.9% 20 43.5% 

F. Administrative Support 94 95 83 88.3% 85 89.5% 

G. Skilled Craft 5 4 0 0.0% 0 0.0% 

H. Service/Maintenance Worker 8 9 0 0.0% 0 0.0% 

Totals 898 915 293 32.6% 301 32.9% 
 

PEOPLE OF COLOR Total Employees 6/30/2020 6/30/2018 
EEO Category 2020 2018 Actual Percent Actual Percent 

A. Officials & Administrators 94 95 6 6.4% 4 4.2% 

B. Professionals 57 58 26 45.6% 21 36.2% 

C. Technicians 49 46 13 26.5% 11 23.9% 

E. Paraprofessional 439 448 8 1.8% 4 0.9% 

F. Administrative Support 8 9 6 75.0% 4 44.4% 

G. Skilled Craft 5 4 2 40.0% 1 25.0% 

H. Service/Maintenance Worker 246 255 2 0.8% 2 0.8% 

Totals 898 915 63 7.0% 47 5.1% 
 

PEOPLE WITH DISABILITIES Total Employees 6/30/2020 6/30/2018 
EEO Category 2020 2018 Actual Percent Actual Percent 

A. Officials & Administrators 57 95 1 1.8% 1 1.1% 

B. Professionals 439 58 5 1.1% 7 12.1% 

C. Technicians 246 46 3 1.2% 1 2.2% 

E. Paraprofessional 49 448 1 2.0% 1 0.2% 

F. Administrative Support 94 9 2 2.1% 3 33.3% 

G. Skilled Craft 5 4 0 0.0% 0 0.0% 

H. Service/Maintenance Worker 8 255 0 0.0% 1 0.4% 

Totals 898 915 12 1.3% 14 1.5% 
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VETERANS         

  2020 2018 

Race/Ethnicity Female Male Female Male 

American Indian/Alaska Native 0 0 0 0 

Asian 0 2 1 2 

Black/African American 0 0 0 0 

Hispanic 0 0 0 0 

Native Hawaiian/Other Pacific Islander 0 0 0 0 

Two Or More Races 0 3 0 0 

White 4 29 3 20 

Totals 4 34 4 22 
 

This report provides a comparison of the data collected June 30, 2018 and June 30, 
2020. The total number of ODFW employees (individuals employed, not FTE) 
decreased from 915 to 898 for the period being reviewed. 
 
ODFW instituted a statewide hiring freeze for hatchery positions (with an exception 
process in place) from October 18, 2019 to July 13, 2020 in order to address some 
budget shortfalls. Then in early April 2020, a hiring freeze was implemented for all 
positions (with an exception process in place) based on expected declines in funding 
due to the COVID-19 pandemic. Currently, an exception process remains, however it 
only pertains to positions that are necessary to fill based on the work and applies to 
specific fund types. From mid-March 2020 on, most recruitments are posted internally to 
allow existing ODFW employees greater opportunities to find positions not impacted by 
budget reductions. These adjustments to our recruitment processes and filling positions 
is not a routine practice for ODFW, which has resulted in significantly fewer positions 
filled. 
 
Overall, as of June 30, 2020 agency representation of women is 32.6% percent, and is 
relatively unchanged from the same time last biennium. We saw a strong increase in the 
number of people of color at ODFW, increasing from 47 (5.1%) to 63 (7%). Since June 
30, 2018, we increased representation in all job categories but one, the service category 
remained the same. The number of people with disabilities decreased slightly to 12 
employees at 1.2% from 14 (1.53%). Veterans in the agency represent 4.21% of our 
workforce with a total of 38 employees. This is an increase of 12 veterans employed by 
ODFW since June 30, 2018.    
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ODFW continues to make headway with increasing diversity in natural resources. Out of 
49 Biological Science Assistants (formerly titled as Experimental Biology Aides), 21 
(42.9%) are women and 8 (16.3%) are people of color. As of June 30, 2018, we doubled 
the people of color represented in the non-supervisory paraprofessional job category.  
Of the 350 employees in the Natural Resource Specialist Professionals job category, 
109 (31.1%) are women and 20 (5.7%) are people of color. Both indicate incremental 
progress in increasing our representation of women and people of color in this category, 
which makes up a significant portion of our workforce. In the Natural Resource 
Technicians category, which encompasses our hatchery and wildlife area personnel, 21 
(9.4%) are women and 11 (4.9%) are people of color. Since June 30, 2018, we have 
seen increases in our representations of veterans (increase from 16 to 24) and people 
with disabilities (increase from 5 to 7) in Natural Resource positions. Together, these 
three job groups encompass the majority of our hiring and are a key focus of our 
diversity action plan efforts.   
 
ODFW will continue to focus on the Fish & Wildlife Technician and Biological Science 
Assistant job classifications as areas for attracting diversity candidates. These two job 
classifications constitute a significant percentage of our positions and are also entry 
level positions. Increasing diversity in the Fish & Wildlife Technician series presents 
challenges. Many positions are situated in very remote locations and these can be 
challenging areas for people to feel supported. We will continue to look for ways to 
mitigate these challenges.  
 
The agency will continue our partnership with Mount Hood Community College’s 
(MHCC) Fisheries Technology program to focus on ways to increase diversity in the 
program as it is an important pipeline for our hatchery technician positions. MHCC has 
had success in recruiting veterans in their program but is struggling with recruiting 
students, especially diverse students. An ODFW Hatchery Coordinator is in the process 
of working with Information and Education Division to create a video that depicts 
hatchery staff on the job and tie it to receiving a Fisheries Technology Associate degree 
at Mount Hood Community College. We rely on the MHCC program for qualified 
applicants and their numbers in the program have been dwindling. Our intent is to 
highlight some diverse employees who graduated from their program. 
 

COMPARISON:  6/30/20 vs 6/30/18 Affirmative Action Statistics for Natural Resources Job Categories
Natural Resource Jobs June 30, 2020  
Job Classification w/in EEO Job Category

Total Emp Actual*      % Actual*      % Actual*       % Actual*       % Actual*       %
Natural Resource Professionals 350 109 31.1% 241 68.9% 20 5.7% 3 0.9% 7 2.0%
Natural Resource Technicians 223 21 9.4% 202 90.6% 11 4.9% 3 1.3% 17 7.6%
Biological Science Asst-Paraprofessionals 49 21 42.9% 28 57.1% 8 16.3% 1 2.0% 0 0.0%

Totals 622 151 24% 471 75.72% 39 6.27% 7 1.13% 24 3.86%

Natural Resource Jobs June 30, 2018
Job Classification w/in EEO Job Category

Total Emp Actual*      % Actual*      % Actual*       % Actual*       % Actual*       %
Natural Resource Professionals 361 108 29.9% 241 66.8% 16 4.4% 3 0.8% 6 1.7%
Natural Resource Technicians 248 27 10.9% 221 89.1% 9 3.6% 1 0.4% 10 4.0%
Biological Science Asst-Paraprofessionals 46 20 43.5% 26 56.5% 4 8.7% 1 2.2% 0 0.0%

Totals 655 155 24% 488 74.50% 29 4.43% 5 0.76% 16 2.44%
*Affirmative Action Statistics include only Permanent and Limited Duration employees and are voluntary so may not accurately reflect the actual diversity of the agency.

Veteran

Female Male People of Color Disability Veteran

Female Male People of Color Disability
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ODFW hires and relies on numerous seasonal employees throughout the year. Due to 
the varying nature of hiring seasonal employees, given there are no set seasons per se, 
seasonal hires have been reviewed separately for the time period of July 1, 2019 
through June 30, 2020.  
 
Seasonal Employees  
July 1, 2019-June 30, 2020 Total Women POC Disabled Veteran 
Biological Science Assistant 157 73 46.5% 18 11.5% 1 0.6% 4 2.5% 
Fish & Wildlife Technician 32 12 37.5% 2 6.3% 0 0.0% 0 0.0% 
Fish & Wildlife Technician - Entry 5 1 20.0% 0 0.0% 0 0.0% 0 0.0% 
Natural Resource Specialist 1 & 2 4 2 50.0% 0 0.0% 0 0.0% 0 0.0% 
Laborer 1 1 100.0% 1 100.0% 0 0.0% 0 0.0% 

All Seasonal Employees 199 89 44.7% 21 10.6% 1 0.5% 4 2.0% 
  
Our seasonal positions are in the natural resource job categories. We are successful in 
recruiting strong numbers of women (44.7%) and people of color (10.6%) into these 
positions. Many of our seasonal hires are individuals still in college or just starting their 
career in the natural resource field so this provides us with an excellent opportunity to 
make a lasting first impression and hopefully increase our probability of being 
considered as an employer of choice in a highly competitive market.  
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I. Promotions 
 

Agency Supervisor Promotions by Racial Categories & Gender 

July 1, 2019 to June 30, 2020  Female Male All 

Racial Categories 
Reported 
Disability Veterans 

Agency 
Workforce 

Reported 
Disability Veterans 

Agency 
Workforce 

Agency 
Workforce 

American Indian/Alaska Native   0   1 1 
Asian   0   0 0 
Black/African American   0   0 0 
Hispanic   0   1 1 
Native Hawaiian/Other Pacific Islander   0   0 0 
Two Or More Races   0   0 0 

White   2   7 9 

Agency Totals 0 0 2 0 0 9 11 

        
Agency Non-Supervisor Promotions by Racial Categories & Gender 

July 1, 2019 to June 30, 2020   Female Male All 

Racial Categories 
Reported 
Disability Veterans 

Agency 
Workforce 

Reported 
Disability Veterans 

Agency 
Workforce 

Agency 
Workforce 

American Indian/Alaska Native   0   1 0 
Asian   0   0 0 
Black/African American   0   0 0 
Hispanic   0   0 0 
Native Hawaiian/Other Pacific Islander   0   0 0 
Two Or More Races   0   1 1 

White   11 1  26 0 

Agency Totals 0 0 11 1 0 28 39 
 
ODFW provides employees with equal opportunities for promotion. At times, 
opportunities are only open to agency employees which allows for employee career 
advancement. Since the agency has been using video interviewing over the last few 
years, Human Resources has provided opportunities for employees to participate in 
mock interviews in order to help them be better prepared for the interview process.  
 
As stated above ODFW has been under a hiring freeze since October 2019 and the 
number of hires and promotions have been limited as a result. Women accounted for 
26% of all of our promotions and 18.2% of those promoted into supervisory positions.  
Two of the eleven promotions into supervisory positions were people of color and two 
people of color were promoted into non-supervisory positions. One person with a 
disability was promoted during the period of July 1, 2019 to June 30, 2020.  
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While we often utilize job rotations as developmental opportunities, we have taken 
advantage of the hiring freeze to provide career growth opportunities for our employees.  
The agency has had many opportunities for employees to participate in job rotations 
and/or work-out-of-class assignments. From July 1, 2019 to June 30, 2020, there were 
103 employees who had opportunities to gain higher level and/or different skills, of 
which 28 were women, eight were persons of color, two were disabled and six were 
veterans. Twenty-five of these rotations were in management service, 45 involved 
assignments to the professional natural resources category and 32 at the technician 
category. There were an additional three job rotations from other agencies that included 
one female person of color and one male with a disability. 
 
Beginning in the fall of 2020, an African American male ODFW employee in the 
Professional Natural Resource Specialist series had an opportunity to participate in a 
job rotation as the Fish Division Administrator (Principal/Executive Manager G) through 
June 30, 2021. This is a great opportunity to work in an executive level capacity and 
gain a broader agency perspective in the area of fisheries management. 
 
Over the years, ODFW has had a number of successes with employees working in 
leadership development and job rotation opportunities and then successfully promoting 
to higher level jobs within the agency. The results of the employee engagement survey 
has shown an upward trend in opportunities for career growth. 
 
 

AFFRIMATIVE ACTION PLANS 
 

J&K. July 1, 2021 – June 30, 2023 Affirmative Action Strategies and Goals  
 
ODFW strives to be a leader in diversifying the workforce in the natural resources 
arena. 
 
The department’s strategic plan establishes a vision whereby ODFW is the recognized 
steward of Oregon’s fish & wildlife resources with diversified funding that supports our 
mission. To recognize this vision, ODFW leadership established four long-term goals 
and multiple objectives. ODFW has embedded diversity, equity and inclusion into our 
strategic plan as follows: 
 
ODFW Strategic Plan Goals 2018-2024 
 
Goal 1 – Demonstrate effective stewardship of Oregon’s fish, wildlife, and their 
habitats 

• Implement effective stewardship of Oregon’s fish, wildlife, and their habitats 
through sound science and addressing constituent needs. 

• Identify full breadth of constituents (all Oregonians) so that we can use that 
information to communicate effectively, diversify our programs, adequately fund 
the Agency to support their interests, and incorporate them into our decision-
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making processes 
• Increase or maintain public satisfaction with ODFW as the agency responsible for 

protecting and managing fish, wildlife, and their habitats  
• Communicate the work we accomplish to our constituents and the general public 
• Efficiently engage a broader constituency in ODFW’s public processes and 

continue to build trust through transparency 
 
Goal 2 – Increase and diversify public use and enjoyment of Oregon’s fish and 
wildlife resources 

• Increase the proportion of Oregonians participating in hunting, angling, shellfish 
harvest, and wildlife viewing  

• Increase promotion of ODFW’s conservation efforts  
• Maintain high quality (abundant resources, uncrowded, aesthetically pleasing) 

access experience for all user groups of anglers and hunters 
• Increase diversity of customers to represent social demographic trends in 

Oregon to include gender, age, and ethnicity  
 
Goal 3 – Diversify, expand, and align funding with the work we do and the people 
we serve 
 
Goal 4 – Improve our operational efficiency and ability to monitor and 
communicate performance 

• Develop and implement frameworks to guide publically informed and science-
based natural resource decision-making that take into account potential future 
conditions 

• Ensure the department has a diverse workforce with the skills, culture, and 
capacity needed to tackle current and future needs 

• Foster an organizational culture of professional success and innovation 
• Implement a workforce strategy and succession plan 

 
ODFW’s Diversity and Inclusion Committee has used these overarching department 
goals to develop specific strategies and goals related to diversity, equity and inclusion. 
ODFW’s Diversity and Inclusion Committee is action-oriented and believes much can be 
achieved through an incremental progress and a clear vision. We continue to focus on 
three areas: workforce diversity and inclusion, population served, and integration of 
diversity and inclusion into existing programs. Our focus in the 2021-23 biennium will 
continue to be primarily on the first area, workforce diversity and inclusion although we 
anticipate making inroads into the other areas. These strategies and timelines are set 
by the Committee to be completed over the course of the current biennium and into the 
2021-23 biennium. 
 
A. Workforce Diversity & Inclusion 
What actions do we want to take this biennium? 
 

1. Build a supportive environment to maintain and grow a diverse workforce 
• Leadership awareness and buy-in on D&I initiatives. Educate agency on 
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diversity initiative and D&I Committee.  
a. Consistently and regularly message Director Melcher’s commitment to 

Diversity and Inclusion in Monday Morning Minutes, Field Reports, All 
Staff emails, etc. 

b. Maintain D&I Committee website and materials 
c. Add references and resources into Monday Morning Minutes, Field 

Report, and/or All Staff emails (monthly) 
d. Conduct field visits to speak directly with staff and raise awareness 

(postponed until 2021) 
e. Develop a video to describe importance of Diversity and Inclusion, new 

resources and highlight Committee (due Nov 2021) 
• Annually review results of Employee Engagement Survey, identify, and 

prioritize follow up actions based on responses (e.g., some research has 
shown that telecommuting and flex schedules are significant considerations 
for females) 

• Develop D&I Survey 
a. Describe Purpose (due December 2020) 
b. Design survey questions (spring 2021) 
c. Send out Survey (summer 2021) 

• Training on human relation skills – prioritize managers (ELT, RMT, Program 
Managers, Supervisors) and team leads (program staff leading field activities) 
a. Work with ODFW Trainer to develop human relations training (ongoing) 
b. Market trainings to managers and staff (Due 2021, 2022) 
c. Add references and resources into Monday Morning Minutes, Field 

Report, and/or All Staff emails (monthly) 
d. Compile a list of books to read on D&I related subjects (post by December 

2021) 
• Develop mentoring program and materials for all recruits to support them 

once they join the ODFW workplace with some targeted materials or 
programs for diversity candidates.  
a. Completed Onboarding Checklist in 2019-2020, revise as needed 
b. Train managers annually on Onboarding checklist (2020, 2021, 2022) 
c. Interview managers and staff to determine what are roadblocks to 

successful onboarding (due June 2021) 
d. Implement solutions to identified roadblocks (Due June 2022) 

2. Increase the “pipeline” of candidates for ODFW jobs 
• Explore where job candidates are falling out and why 

a. Explore what data currently exists, what information is needed to identify 
potential problem areas? (spring 2021) 

b. Is length of time to hire, marketing job correctly, interview experience, etc. 
contributing to loss of good applicants? (all 2021) 

• Advance agency's internship program.   
a. Enhance our visibility as an employer with colleges/universities.  

i. Get lists on black and native American schools, post and recruit in 
diverse locations 

ii. Develop or seek out resources on other vocational and technical 
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schools, veterans programs, etc. 
b. Strongly encourage intern managers to consider hiring diverse candidates 

i. Educate managers on the need, and affirmative action 
c. Train managers on purpose of internships (not always the highest scoring 

candidate scenario) and internship toolkit 
d. Recommend and develop a more rigorous hiring process – interviews 

required, written justification of chosen candidate 
e. Explore methods to seek out diversity, and solve roadblocks to remote 

locations (housing, safety fears, etc.) 
 

B.  Population Served 
 What actions do we want to take this biennium? 

• Continue to work with Recruitment, Retention, and Reactivation efforts & 
identify parallel tracks 
a. Work with Information and Education Division to determine their vision for 

short and long-term goals for R3 and how diversity, inclusion and equity 
emphasis is built in 

• Develop outreach prioritization guidelines. 
 
C. Integrate Diversity and Inclusion into Existing Programs – Shifting Resources 
What actions do we want to take this biennium? 

• No priority 1 goals and action items for this area.  If we are able to move to 
priority 2 goals, we will establish specific actions to be undertaken. 

 
 

MANAGEMENT 
 

L. Leadership Evaluation  
 
In accordance with ORS 659A.012(1), managers continue to be evaluated annually on 
their effectiveness in maintaining a harassment-free, professional workplace and in 
achieving affirmative action objectives as an important part of their performance. The 
Director continues to stress the importance of evaluating staff based on these 
objectives.  
 
All ODFW executive and management service position descriptions incorporate 
affirmative action, diversity, equity and inclusion responsibilities per Executive Order 17-
11. ODFW has incorporated diversity, equity an inclusion into performance measures 
since Executive Order 17-11 was issued on October 16, 2017. ODFW has been 
participating in the Oregon Management Project, whereby managers who supervise 
other managers are now completing quarterly check-ins in Workday rather than using 
the standard practice of assigning ratings for performance. All applicable ODFW 
managers who supervise managers have completed online training in 2020 on 
accountability and providing feedback to employees. The agency completed its first 
quarterly check-ins on July 31, 2020 with 92% of managers completing their check-ins.  
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The remaining managers who do not supervise other managers have also been 
provided training and are expected to evaluate their staff according to the performance 
review template in Workday. Additionally, all managers must complete a hiring approval 
form for all appointments to classifications at salary range 23 and above, which includes 
an explanation of how the selection supports (or does not support) the agency’s 
affirmative action goals. 
 
M. Succession Planning 
 
Succession planning is vital for ODFW to identify and develop staff for key professional 
or managerial positions to ensure business continuity. The agency is committed to 
investing in our current employees and places great value on developing and realizing 
the full potential of employees. Some effective tools that ODFW is using to help with 
succession planning are mentoring, employee training and career development plans 
including job rotation, cross training and leadership opportunities, work-out-of-class 
assignments and knowledge transfer. The agency has made numerous opportunities 
available, including 103 job rotations, which help prepare employees for future roles 
within the agency. The agency recognizes there is an opportunity to also bring new 
employees into the workforce to fill some of the gaps. 
 
ODFW’s approach to succession planning is to engage in a proactive process to identify 
positions where there would be a serious impact if the position became vacant, for any 
reason, and develop strategies to address those needs. In July of 2020, ODFW 
Leadership identified and developed a list of 36 high level critical positions that fit into 
this category. Positions were identified based on 1) whether the positions are mission 
critical positions where the role is both operationally and strategically critical, 2) If the 
positions were left vacant it would cause serious difficulties in delivering on the 
Agency’s commitments or priorities, 3) whether the positions are highly specialized and 
knowledge and skills are only acquired over time or through specialized education and 
training and if there was a vacancy there would be significant issues for the agency to 
accomplish mission critical work, and 4) whether the positions are high level positions 
with no natural progression into the position and there is a limited pool of individuals that 
can perform the functions. The critical positions listing will be reviewed on an annual 
basis for updates. Managers are to ensure that succession plans are in place for each 
position on the listing. There should be a strategy in place to adequately transfer 
knowledge if the position were to become vacant. Separate from this agency planning 
effort, managers have been advised to develop their own succession planning 
strategies within their assigned program to ensure critical positions are covered where 
there is a unique knowledge or specialized skill that needs to be transferred for 
business continuity. Managers should also be working with staff on an annual basis 
through the performance evaluation process to discuss the employee's developmental 
desires and cross-training opportunities. 
 
ODFW developed a Guide for Career Development and Succession Planning, available 
on the agency intranet, to help employees identify different areas of learning with 
available resources. This updated guide was submitted to the DAS Chief Human 
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Resources Office to report our ODFW 2020 annual succession plan. ODFW also has an 
internal Career Development webpage that has information regarding career paths and 
organizational structures, as well as provides information regarding workforce 
enhancement opportunities. 

 
The next five to ten years will bring significant changes to our workforce due to potential 
retirements and the agency acknowledges the need to mentor employees and develop 
a strategy to maximize the retention of senior staff’s valuable institutional knowledge 
prior to their departure, which is critical for continuity and sustainability of business 
operations. As of August 2020, 14.5% of ODFW employees are eligible to retire and 
11% are eligible within five years. 
 
 

CONTRACTING 
 

N. Contracting with Minority Businesses (ORS 659A.015): 
 

ODFW tracks and reports its contracting activities with minority businesses that fall 
under Business Oregon’s Certification Office of Business Inclusion and Diversity 
(COBID). From January 1, 2019 through June 30, 2020, ODFW awarded 108 
contracts for a total of $7,930,873. Ten of these contracts were with COBID firms 
totaling $324,667. Of the ten contracts awarded to COBID certified firms, seven 
were certified as emerging small businesses (ESB) and three were certified as 
woman-owned businesses (in addition to ESB). No contracts were awarded to 
certified minority owned businesses during this time period.  
 
ODFW Contracting Activity  

From January 1, 2019 through June 30, 2020, ODFW performed the following 
activities relating to contracting: 

• Held 108 contract solicitations 

• Invited 245 COBID certified firms to submit proposals 

• 245 COBID certified firms expressed interest in the solicitations 

• 26 COBID certified firms submitted proposals 

• 10 COBID certified firms were awarded contracts 

ODFW Contracting Spending 

From January 1, 2019 through June 30, 2020, ODFW spent the following on 
contracts: 
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• $7,930,873 in total state funded contracts awarded and paid 

• $324,667 in total state funded contracts awarded and paid to COBID certified 
firms  

In order to prioritize increasing ODFW’s contracting with COBID certified firms, the 
agency has performed and continues to perform the following: 
 
• Consistent with Executive Order 18-03, for intermediate procurements, solicit 

quotes or bids from at least one minority-owned business, one woman-owned 
business, one business that a service disabled veteran owns, and one emerging 
small business, when possible. 
 

• Provide training to staff throughout the state on how to seek out and include 
COBID certified businesses for small procurement opportunities. 
 

• Attend Governor’s Marketplace events and participate in Governor’s Marketplace 
activities to perform outreach with COBID certified and other local businesses. 

 
ODFW attended and staffed a booth at the Governor’s Marketplace in 2019. 
ODFW’s objectives for staffing a booth were to meet with small businesses 
throughout the state and find local resources for our field and remote staff’s 
procurement needs; determine if potential roadblocks to doing business with ODFW 
could exist upon implementation of the new OregonBuys system; and provide 
information to potential businesses on the unique types of goods, services and 
public works/public improvement that ODFW processes. Unfortunately, the 
Governor’s Marketplace did not take place in 2020 due to COVID-19, but ODFW has 
been participating virtually in Governor’s Marketplace events. 
 
ODFW has several federal contracts, where sub-contracts also seek out COBID 
certified businesses. ODFW was awarded a contract by the US Army Corps of 
Engineers to be their Contractor for raising fish at seven Willamette Valley 
hatcheries. As a part of this contract we are required to contract with federally-
certified Small Business Administration businesses in five different areas. We 
currently have a contract for the purchase of fish food (large volume/dollar value) 
with a local Oregon company who is a certified Service Disabled Veteran owned 
business and also a HUBZone business. 
 
In addition to contracting with COBID certified firms, ODFW contracts with Qualified 
Rehabilitation Facility (QRF) Services for janitorial services for all of our offices 
where a QRF is available. We make purchases of Goods and Services with QRF’s 
before going to open-market whenever a QRF can provide the goods or services we 
require.  
 
ODFW contracts with the Commission for the Blind, under the Randolph-Sheppard 
Vending Stand Act, for our vending services at the Salem headquarters office and 
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worked with them last biennium to add two additional vending machines in the public 
area of the building. (The Commission for the Blind offers opportunities for its “Blind 
Managers” to operate vending, coffee, and cafeteria services to government 
agencies). 
 
ODFW has not had the normal amount of contracts for the first half of 2020, 
however, the number of contracts have definitely started to increase and the agency 
anticipates that we will generate contracts with COBID firms at similar rates that 
occurred in the past. 
 
One of the goals for ODFW’s procurement and contracts staff during the next 
biennium will be to develop a more formalized annual community and small business 
engagement plan that supports the requirements of Executive Order 18-03.  
 

 
COBID Contract Awards 2019     

2019 

Award Type 
Actual 
Spend 

Actual COBID 
Spend 

Actual COBID 
Percent 

Predicted 
COBID Spend 

Predicted 
COBID Percent 

Construction 3,527,942 165,387 4.69%     

Personal Services 4,015,520 159,280 3.97%     

Totals 7,543,462 324,667 4.30% 0 0 

      
COBID Contract Awards 2020     

2020 

Award Type 
Actual 
Spend 

Actual COBID 
Spend 

Actual COBID 
Percent 

Predicted 
COBID Spend 

Predicted 
COBID Percent 

Construction 0 0 0     

Personal Services 387,411 0 0     

Totals 387411 0 0 0 0 
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O. Appendix 
 

I. ODFW DEI-focused plans or policies (see below) 
• ODFW Diversity and Inclusion Committee Charter 
• ODFW Workplace Inclusion Plan 

II. State employment law documents: 
• The following links lead to a pdf with all of the state documents: 

i) ADA and Reasonable Accommodation Policy (Statewide Policy 
50.020.10) 

ii) Discrimination and Harassment Free Workplace Policy (Statewide Policy 
50.010.01) 

iii) Employee Development and Implementation of Oregon Benchmarks for 
Workforce Development (Statewide Policy 50.045.01) 

iv) Veterans Preference in Employment (Statewide Policy 40.055.03)  
v) Equal Opportunity and Affirmative Action Rule (105-040-0001) 
vi) Executive Order 17-11: Relating to Affirmative Action and Diversity and 

Inclusion 
III. Federal employment law documents: 

• The following link leads to a pdf with the documents listed below 
http://www.oregon.gov/gov/policy/Documents/Federal_Affirmative_Action_Titl
eVII.pdf  
i) Age Discrimination in Employment Act of 1967 (ADEA)  
ii) Disability Discrimination Title I of the Americans with Disability Act of 1990  
iii) Equal Pay and Compensation Discrimination Equal Pay Act of 1963, and 

Title VII of the Civil Rights Act of 1964  
iv) Genetic Information Discrimination Title II of the Genetic Information 

Nondiscrimination Act of 2008 (GINA)  
v) National Origin Discrimination Title VII of the Civil Rights Act of 1964  
vi) Pregnancy Discrimination Title VII of the Civil Rights Act of 1964  
vii) Race/Color Discrimination Title VII of the Civil Rights Act of 1964  
viii) Religious Discrimination Title VII of the Civil Rights Act of 1964  
ix) Retaliation Title VII of the Civil Agency Affirmative Action Policy  
x) Sex-Based Discrimination Title VII of the Civil Rights Act of 1964  
xi) Sexual Harassment Title VII of the Civil Rights Act of 1964 

IV. Agency documentation in support of its Affirmative Action Plan to include but not 
limited to internal policies and procedures for implementation of Affirmative 
Action Plan goals, particularly for workforce recruitment, selection, retention, and 
inclusion. (see below) 
• Americans with Disabilities Act Compliance and Reasonable Accommodation 

HR 450_16 
• Employee Training and Career Development, HR.450_19 
• Code of Conduct, HR 450_01 
• Program Accessibility for People with Disabilities, HR 450_23 
• Volunteer Code of Conduct, VP_01 
• Ethnicity, Disability and Veteran Status Designation Form 
• ODFW Job Classifications within EEO Job Categories/Groups.  

https://www.oregon.gov/das/Policies/50-020-10.pdf
https://www.oregon.gov/das/Policies/50-020-10.pdf
https://www.oregon.gov/das/Policies/50-010-01.pdf
https://www.oregon.gov/das/Policies/50-010-01.pdf
https://www.oregon.gov/das/Policies/50-045-01.pdf
https://www.oregon.gov/das/Policies/50-045-01.pdf
https://www.oregon.gov/das/Policies/40-055-03.Prior.pdf
https://secure.sos.state.or.us/oard/displayDivisionRules.action?selectedDivision=45
https://www.oregon.gov/gov/Documents/executive_orders/eo_16-09.pdf
http://www.oregon.gov/gov/policy/Documents/Federal_Affirmative_Action_TitleVII.pdf
http://www.oregon.gov/gov/policy/Documents/Federal_Affirmative_Action_TitleVII.pdf
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I. ODFW DEI-focused plans or policies 
• ODFW Diversity and Inclusion Committee Charter 

 
 
 
 
 
 
 

Diversity and Inclusion 
Committee 

 
Charter 

 
 

January 2020 
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Role of Diversity & Inclusion Committee: 
• Focus on “strategic direction” 
• Discuss issues having department-wide impact 
• Focus on solutions that are best for agency 
• Identify and share Diversity, Equity and Inclusion (DEI) best practices supported by research 
• Develop a biannual action plan, setting priorities based on the focus areas:  

Workforce, 2) Population served and 3) Integration of diversity and inclusion into existing 
programs. 

• Provide feedback and insight to executive staff on issues of culture, climate, equity, inclusion, 
and diversity in the workplace, including recommendations and support regarding short- and 
long-term strategies to: meet the organization’s current and future workforce needs (e.g., 
unbiased recruitment, hiring and retention practices), engage with communities to promote 
equity, social justice, and inclusion. (e.g., volunteer activities, workshops, events). 

Membership (10- 12 members) 
• Deputy Director for Fish and Wildlife Programs or Deputy Director for Administration 

(permanent member, Chair) 
• DEI/AA/ADA Coordinator (permanent member) 
• Recruitment Analyst (permanent member) 
• Managers (rotating memberships) 
• Field/Division Representatives (rotating memberships, 2 year duration) 
 

Ground Rules 
• Meetings start on time 
• Adhere to the agenda 
• All viewpoints are important 
• Everyone has equal “rank”  
• Focus on problem-solving 
• Actively participate 
• Attend all meetings  
• Support each other’s ideas 
• Meeting success lies with each member 
• Assignments completed on time 
• Differences of opinion are discussed 
• Members are recognized to speak 
• Actively work toward a decision 
• Members support team decisions 
• Confidentialities stay with team 
• Review and evaluate team performance 
• Advise Chair of absence 

 
Agenda Item Criteria 
• Agenda items address diversity, equity and inclusion 
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• Chair (Deputy Director) and DEI Coordinator finalize agenda 
• Presenter: ensures professional presentation at meeting and provides a copy of any materials to 

committee members 
• Major issues need to be sent to committee members well in advance of the scheduled meeting 
 
Meeting Logistics 
• Meetings scheduled at the beginning of the year to meet every other month  
• Meetings are canceled if there are not enough agenda items to justify a meeting 
• Salem will be the primary meeting site with a teleconference option for field staff 
• A designated Division or Director’s office administrative staff member will be identified by 

Chair to assist as Recorder – allowing all Committee members to actively participate 
• Agenda provided at least a week in advance of meeting 
• Chair will facilitate meeting 
• DEI Coordinator sets up meeting room and makes arrangements for any support equipment 

needed, including reserving a conference line.  
 
Chair Responsibilities 
Before the meeting: 
• Help prepare agenda and ensure distribution to members  
• Notify members who have assignments 
• Discuss any problems (stated or anticipated) with management staff 

During the meeting: 
• Chair facilitates meeting 
• Review meeting agenda and minutes of last meeting 
• Distribute and explain new material 
• Help group communicate effectively: Encourage listening;  

Manage conflicts; Follow the agenda; Keep communication open 
Clarify ambiguities; Reach group decisions 

 
At conclusion of meeting: 
• Summarize topic discussions, identify necessary follow-up actions and delegate as appropriate 
• Recognize important decisions reached 
• Express appreciation for group cooperation 
• Identify hold-over items for next agenda 
• Close the meeting on a positive note 

 
Recorder Responsibilities 
During the meeting: 
• Maintain confidentiality of meeting discussions and interactions 
• Keep running summary of meeting 
• Record group consensus or vote on decisions 
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After the meeting: 
• Record all follow-up actions in the meeting notes 
• Distribute minutes to Chair within two weeks after the date of the meeting  
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• ODFW Workplace Inclusion Plan
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IV. Agency documentation in support of its Affirmative Action Plan 
 

 

 

OREGON DEPARTMENT OF FISH AND 
WILDLIFE POLICY 

Human Resources Division 

Title: Americans with Disabilities Act 
and Reasonable 
Accommodation in 
Employment 

HR_450_16 

Supersedes: x HR_450_16, dated November 1, 2010 

Applicability: All state employees, including state temporary employees 
Reference: State HR Policy 50.020.10; ORS 240.145; 240.240; 

240.250; ORS 659A.103 -145; 243.305; 243.315; The 
Americans with Disabilities Act (ADA) of 1990 as 
amended by the Americans with Disabilities Act 
Amendments Act (ADAAA) of 2008; Civil Rights Act of 
1991; and 42 U.S.C. §12101 et seq. 

Effective Date: January 7, 2020 Approved: 

 
 

I. PURPOSE 
 

This policy affirms the Department of Fish and Wildlife’s (ODFW) support for State HR Policy 
50.020.10, and establishes a process by which the department provides reasonable accommodation 
for qualified persons with disabilities. 

 
II. DEFINITIONS 
 

The following definitions apply to terms referenced in this policy and its attachments: 
 

A. Americans with Disabilities Act (ADA): The ADA is a federal civil rights statute that 
removes barriers that prevent qualified people with disabilities from enjoying the same 
employment opportunities available to people without disabilities. References to ADA 
also refer to amendments to that Act. 

 
B. ADA Coordinator: The department Affirmative Action Officer has been designated 

the ADA Coordinator for employment pursuant to part 35.107 of the ADA. 
 

C. Essential Functions: These include, but are not limited to, duties that are necessary because: 
1. The primary reason the position exists is to perform these duties. 
2. A limited number of employees are available who can perform these duties. 
3. The incumbent is hired or retained to perform highly specialized duties. 
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D. Evidence of Essential Functions: Includes the employer’s judgment of which functions 
are essential, written job descriptions prepared before advertising or interviewing for the 
position, time spent on the job performing the function, the consequences of not 
requiring 

 
 

the incumbent to perform the function, the terms of a collective bargaining agreement, 
the current work experience of incumbents in similar jobs and other relevant factors, e.g., 
the nature of the work operation. 

 
2. Individual with a Disability: This term means a person to whom one or more of 

the following apply: 
• A person with a physical or mental impairment that substantially limits one or 

more of the major life activities of such a person without regard to medications or 
other assistive measures a person might use to eliminate or reduce the effect of 
impairment. 

• A person with a record of such an impairment. 
• A person regarded as having such impairment. 

3. Major Life Activities: This term means the basic activities the average person in the 
general population can perform with little or no difficulty. These including breathing; 
walking; hearing; thinking; concentrating; seeing; communicating; speaking; reading; 
learning; eating; self-care; performing manual tasks such as reaching, bending, standing 
and lifting; sleeping; or working (working in general, not the ability to perform a specific 
job). The term also 
includes but not limited to “major bodily functions,” such as functions of the immune 
system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, 
circulatory, endocrine, and reproductive functions. 

 
4. Physical or Mental Impairment: This term refers to any of the following: 

• Physiological disorder, condition, cosmetic disfigurement, or anatomical loss that 
affects one or more bodily systems, including neurological, musculoskeletal, 
special sense organs, respiratory, cardiovascular or reproductive 

• A mental or psychological disorder including but not limited to, intellectual 
disability, organic brain syndrome, emotional or mental illness or specific 
learning disability 

• Disease or condition including orthopedic, visual, speech and hearing impairment, 
cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart 
disease, diabetes, HIV or alcoholism 

• Any other physical or mental impairment listed under the ADA. 

5. Qualified Person: This term means a person who has the personal and professional 
attributes, including skill, experience, education, physical and mental ability, medical, safety 
and other requirements to hold a position. “Qualified person” does not include people 
who currently engage in illegal drug use. However, persons who are currently enrolled in, 
or who have completed a rehabilitation program, and continues to abstain from illegal 
drug use may qualify. 

 
6. Reasonable Accommodation: This term means change or adjustment to a job or work 

environment that enables a qualified employee with a disability to perform the essential 
functions of a job, or enjoy the benefits and privileges of employment equal to those 
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enjoyed by employees without disabilities. “Reasonable accommodation” does not include 
modifications or adjustments that cause an undue hardship to the department. “Reasonable 
accommodation” does not mean providing personal auxiliary aids or services, such as 
service dogs or hearing aids that person uses both on and off the job. A reasonable 
accommodation does not include lowering production standards, promoting or assigning 
an employee to a higher-paying job, creating a position or reassigning essential functions to 
another worker. 

 
Accommodations for Pregnancy, Childbirth or a Related Medical Condition: “Reasonable 
accommodation” includes accommodations or adjustments made for pregnancy, 
childbirth, or a related medical condition including, but not limited to, lactation. 
Reasonable accommodations for purposes of pregnancy, childbirth or a related medical 
condition may include, but are not limited to: 
C. Acquisition or modification of equipment or devices. 
D. More frequent or longer break periods or periodic rest. 
E. Assistance with manual labor. 
F. Modification of work schedules or job assignments. 

III. Undue Hardship: This term means significant difficulty or expense. Whether a 
particular accommodation imposes undue hardship is determined on a case-by-case 
basis, with consideration of such factors as the following: 
A. The nature and cost of the accommodation needed 
B. The department’s size and financial resources and employee’s official worksite., 
C. The department’s operation, structure, functions, and geographic separateness 
D. The department’s administrative or fiscal relationship to its facility responding to 

the 
  accommodation request and to the other state agencies in the facility. 

E. The impact of the accommodation on the operation of the department or its 
facility. 

III. POLICY 
 

Oregon state government follows the clear mandate in state law and the Americans with 
Disabilities Act (ADA) of 1990, as amended by the ADA Amendments Act of 2008, to remove 
barriers that prevent qualified people with disabilities from enjoying the same employment 
opportunities that are available to people without disabilities. 

 
Oregon state government provides equal access and equal opportunity in employment. Its 
agencies do not discriminate based on disability. Oregon state government uses only job-related 
standards, criteria, and methods of administration that are consistent with business necessity. 
These standards, criteria and methods do not discriminate or perpetuate discrimination based on 
disability. 

 
According to OAR 105-040-0001 Equal Employment Opportunity and Affirmative Action, 
Oregon state government takes positive steps to recruit, hire, train, and provide reasonable 
accommodation to applicants and employees with disabilities. 

 
A. The Administrator of the Human Resources Division for ODFW administers State HR 

Policy 50.020.10 as the department’s policy. Compliance with the ADA is mandatory. 
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1. The HR Administrator identifies an ADA Coordinator for the department to 
coordinate ADA accommodation requests and function as a department 
resource on ADA matters related to employment. 

 
2. The department develops and follows its own procedures for receiving, 

processing and documenting accommodation requests under this policy. 
 

B. An employee may request an accommodation under this policy by following 
department procedures. 

 
C. The department must review and respond in a timely manner to each request for 

accommodation. The department must engage in an interactive dialogue with the 
employee to determine whether the accommodation is necessary and will be effective. 
The department will acknowledge in writing all written requests for accommodations 
within seven calendar days from the date of receipt. 

 
D. Each accommodation is unique to the person, the disability and the nature of the job. No 

specific form of accommodation can guarantee success for all people in any particular job. 
The department must give primary consideration to the specific accommodation 
requested by the employee. Through the interactive process the department may identify 
and provide an alternative accommodation. With regard to pregnancy, childbirth or a 
related medical condition, the agency must not require an employee to accept a reasonable 
accommodation that is unnecessary for the employee to perform the essential duties of 
the job or to accept a reasonable accommodation if the employee does not have a known 
limitation. 

 
E. The duty to provide reasonable accommodation is ongoing. The department and 

the employee must engage in the interactive process again if an accommodation 
proves ineffective. 

 
F. The department may deny an accommodation if it is not effective, if it will cause undue 

hardship to the department, or if the department identifies imminent physical harm or 
risk. The undue hardship exception is available only after careful consideration. The 
department must consider alternative accommodations, should a requested 
accommodation pose undue hardship. 

 
G. Federal and state law prohibit retaliation against an employee with respect to hiring or 

any other term or condition of employment because the employee asked about, 
requested, or was previously accommodated under the ADA. 

 
H. Policy Notifications. 

 
1. The department will ensure information regarding ADA and department 

procedure for requesting an accommodation are readily accessible via the public 
website. 

 
2. The department shall post signs that inform employees of the employment 

protections under ORS 659A, including the right to be free from discrimination 
because of pregnancy, childbirth and related medical conditions, and the right 
to reasonable accommodation. The agency shall post the signs in a conspicuous 
and accessible location in or about the premises where employees work. 
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a. In addition to posting signs, agencies shall provide a written copy of 
the notice to: 

 
i. New employees at the time of hire. 
ii. Existing employees, within 180 days after the effective date of this 

policy. 
iii. Any employee who informs the agency of the 

employee’s pregnancy, within 10 days after the employer 
receives the information. 

 
I. IV. PROCEDURES 
 

The department is committed to complying with the Americans with Disabilities Act (ADA), 
which protects qualified applicants and employees with disabilities from unlawful discrimination in 

 
 

recruitment, hiring, promotion, discharge, pay, training, fringe benefits, classification, referral, and 
other aspects of employment. Additionally, the department shall provide reasonable 
accommodation unless it can be demonstrated that to do so would cause an undue hardship on 
the ODFW or if it places the individual or others at physical harm or risk. 

 
A. Responsibilities of individual seeking accommodation 

 
1. It is the responsibility of the individual seeking accommodation, a family member 

or health professional to request specific accommodation or identify specific 
limitations imposed by the disability. Employees will in most instances submit 
requests to their immediate managers/supervisors. They also may initiate the 
request through the ADA coordinator. The requesting employee need not 
mention the ADA or use phrases like "reasonable accommodation" in their 
request which can be made orally or in writing. 

 
2. The individual seeking accommodation shall submit any necessary 

documentation requested to support the need for accommodation. 
 

3. The individual seeking accommodation shall cooperate in any resulting 
discussion and evaluation of the request for accommodation. 

 
B. Responsibilities of the Manager/Supervisor 

 
1. Prior to requesting that a recruitment be opened and at any time a position 

description is updated or revised, the manager/supervisor shall identify the 
essential functions of the position on the position description. 

 
2. Prior to conducting interviews for a position, the manager/supervisor shall 

advise each eligible applicant that reasonable accommodation for the interview 
shall be provided upon request. 

 
3. Prior to the interview, the interviewer shall give each applicant interviewed a copy 

of 
the position description and the form “Position Description Review 
Acknowledgment…” (see ODFW HR Forms). A copy of the completed form shall 
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be retained with the interview materials. 
 

4. During the interview process, interviewers shall not inquire about the 
existence, nature or severity of a disability. 

 
5. Upon receiving request for accommodation from an applicant who is offered a 

job, or at any time for an employee, the department becomes responsible for 
providing any necessary reasonable accommodation. Managers and supervisors 
shall contact the department’s ADA Coordinator immediately upon receiving 
such a request. 

 
6. Managers and supervisor shall participate in the process of identifying and 

implementing reasonable accommodation as determined appropriate by the 
ADA Coordinator. 

 
C. Interactive Process 

 
1. The ADA Coordinator shall be the principal contact between the employee 

requesting accommodation, the supervisor/manager, the medical professionals, 
and 

 
 

any other technical or professional resources consulted in the process of 
determining reasonable accommodation under the ADA. 

 
2. The ADA Coordinator will acknowledge in writing all written requests 

for accommodations within seven calendar days from the date of 
receipt. 

 
3. Through an informal, interactive process the ADA Coordinator and the 

employee/applicant shall explore potential accommodations that would 
overcome the limitations. At this stage, the following should occur: 

 
a. As appropriate, conduct a job analysis of the particular job involved 

and determine its physical and cognitive requirements. 
 

b. Consult with the requesting employee/applicant regarding the precise 
job- related limitation imposed by the employee’s disability and how 
those limitations could be overcome with a reasonable accommodation. 

 
c. The effectiveness of each accommodation is assessed to determine if 

the employee can perform the essential functions of the position. 
 

d. The ADA Coordinator, in consultation with the assigned Human 
Resources Analyst and the manager/supervisor will determine whether 
the accommodation is reasonable or would pose an undue hardship. 

 
e. If the accommodation(s) are deemed reasonable, consider the preference of 

the requesting employee/applicant and select and implement the 
accommodation that is most appropriate for both the employee/applicant 
and the employer. 
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4. If the disability or need for an accommodation is not obvious, documented or not 

already known to the supervisor/manager, ADA Coordinator, or the HR Analyst, 
it may be necessary for the employee to provide documentation about the 
disability and/or functional limitations. In this situation, the ADA Coordinator 
will request medical documentation, along with a signed Release of Information 
form directly from the requesting employee. If the information submitted does 
not clearly explain the disability, or the need for the accommodation, the 
department has the right to request supplemental medical information. The 
department also has the right to have the medical information reviewed by a 
medical expert. A description of the essential functions and working conditions of 
the job needs to be provided. 

 
D. Implementation 

 
1. The ADA Coordinator, in conjunction with the manager/supervisor, shall notify 

the applicant/employee requesting accommodation of the department's 
determination in writing and of the specific accommodations it proposes to make 
within thirty (30) days from receipt of request. The timeline will not apply if 
requested documentation is not provided in a timely manner or if other 
extenuating circumstances arise. 

 
2. The individual may accept or reject the decision and/or the specific 

modification proposed. The individual may offer additional information or 
may propose alternative accommodation. 

 
3. The ADA Coordinator will review the additional information following the 

steps outlined above and may consult with appropriate staff, managers and 
technical specialists to determine if the proposed alternative is reasonable. 

 
4. The individual may disagree with the decision or reject the accommodations 

offered. However, if the employee rejects an effective accommodation and is 
unable to perform the essential functions of the job, the employee may not be 
qualified for the position. 

 
E. Technical Assistance 

 
Questions regarding job analysis, worksite analysis, worksite modification or other 
possible accommodations shall be referred the department’s ADA Coordinator. 
The ADA Coordinator may contact the Vocational Rehabilitation Division, the 
Oregon Disabilities Commission, the Northwest ADA and Information 
Technology Center, or the Oregon Commission for the Blind. If a question arises 
as to the determination of reasonableness or about the extent of the department’s 
obligation to provide accommodation in a particular case, the ADA Coordinator 
may contact the Office of Civil Rights of the U. S. Department of Labor for 
Technical Assistance. 

 
F. Complaint Procedure 

 



 

 67 

If dissatisfied with the department’s reasonable accommodation decision, the 
requesting employee may submit a written complaint within 30 days from the date 
of the alleged violation. Exceptions may be granted in special circumstances. 

 
The ADA Coordinator and/or Human Resource Analyst, under the direction of the 
Human Resources Administrator, shall promptly investigate any complaint received, and 
shall send a written response to the complainant within fifteen (15) days following receipt 
of the complaint. The complainant may be given the opportunity to meet with the ADA 
Coordinator and the Human Resource Analyst, whenever feasible in an effort to resolve 
the complaint. The written complaint and response shall be distributed to the 
complainant, to any relevant parties (Supervisor, HR, Final Decision Maker) to the alleged 
action(s), and the Agency officials. The results of this internal review are final. 

 
If the complainant is dissatisfied with the decision, they may file a complaint with: 

 
1. Affirmative Action Director 

Governor’s Office 
155 Cottage Street 
NE Salem, OR 
97301 
503-373-7444 (voice) 

 
2. Oregon Bureau of Labor and 

Industries 800 NE Oregon St, 
Suite 1045 Portland, OR 97232 
971-673-0761 (voice) 

and/or: 
3. Equal Employment Opportunity 

Commission 1801 L Street NW 
Washington, D.C. 20507 

202-663-4900 or 1-800-669-4000 (voice) 
202-663-4399 or 1-800-669-6820 (TDD) 

 
G. Confidentiality 

 
1. Information obtained during the accommodation process concerning the 

medical condition or history of the applicant shall be held as confidential 
medical records. Access shall be provided only as necessary to the managers 
involved in the accommodation process; first aid/safety personnel if emergency 
treatment may be required; and government officials investigating compliance 
with the ADA, Rehabilitation Act, and Oregon’s Civil Rights Laws. 

 
2. Each employee shall decide whether to provide information for possible 

emergency treatment using the employee Emergency Information Record, 
PD100Y. This information shall be retained in a confidential file. 

 
H. Supplemental materials related to this policy, including an ADA Resource List, are 

available on the ODFW website at: http://www.dfw.state.or.us/hr/policies/. 
 
Attachment A   Reasonable Accommodation Request Form  

http://www.dfw.state.or.us/hr/policies/
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REASONABLE ACCOMMODATION REQUEST FORM 
The Americans with Disabilities Act (ADA) protects qualified individuals with disabilities from employment discrimination. 
Reasonable accommodation is a key nondiscrimination requirement under the ADA. All requests are handled on a case- 
by-case basis. 

 
Section 1. ACCOMODATION REQUEST 
 

To be completed by the Employee. Please type or print clearly. Attach additional sheets if 
necessary. If you need help completing this form, contact your assigned HR Analyst or the ADA Coordinator, Lisa 
McCune at lisa.mccune@state.or.us or 503-947-6058. 

 
Name: Last First MI Employee Identification Number (EIN): 

 
OR 

Employee Classification Title: Section/Work Unit: 

Work Location (Number and Street Name): Work Telephone Number: 

City State Zip 
Code 

Supervisor Name: 

 
1. Identify and describe your impairment. Please attach your medical documentation to this form. 

 
 

2. How does your impairment affect your ability to do your job? 
 
 

3. What is your accommodation request? (What do you need to help you do your job?) 
 
 
 

Under the ADA, when an employee makes a request for an accommodation, the employer is required to enter into an 
interactive process. A medical examination may be required to determine if an individual has a disability covered by the 
ADA and is entitled to an accommodation, and, if so, to help identify an effective accommodation based on the essential 
functions of your position. When an individual qualifies for reasonable accommodation, the employer is free to choose 
among effective accommodations, and may choose one that is less expensive or easier to provide 

 
My signature indicates my permission for my medical practitioner(s) to release such information as applicable to and for 
the evaluation of my request for accommodation and for the department to contact my medical practitioner(s) to seek 
additional or clarifying information. The information provided by me is true and correct to the best of my knowledge. 

 
Employee’s Signature Date 

Please return this form to the department ADA Coordinator, HR Analyst or your supervisor. 
 

Section 2. REQUEST ACKNOWLEDGEMENT 
 

Printed Name and Signature receiving request Date and time request received 

THIS IS A CONFIDENTIAL MEDICAL RECORD. DO NOT PLACE IN THE EMPLOYEE’S PERSONNEL FILE.  

mailto:lisa.mccune@state.or.us
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Section 3. INTERACTIVE PROCESS 

To be completed by the ADA Coordinator in cooperation with HR Analyst and the employee’s 
supervisor. 

 
Please attach the Job Description, the Essential Job Functions Form, and any other relevant document to 
this form. For assistance, refer to the HR Policy 450 16, or contact the ADA Coordinator, Lisa McCune at 
503-947-6058 or your assigned HR Analyst. 

 
Checklist: 

 
 Meeting with ADA Coordinator, HR and employee’s supervisor to review essential functions 

and completion of essential job functions form, as needed 
 Meeting with employee to discuss precise job-related limitation imposed by the employee’s 

disability and how those limitations could be overcome with a reasonable accommodation. 
 Request medical certification from medical practitioner(s), as necessary 
 Identify accommodation options 
 Determine which of the accommodation options are reasonable and do not create an undue 

hardship. 
 

If the accommodation(s) are deemed reasonable, consider the preference of the requesting 
employee and select and implement the accommodation that is most appropriate for both the 
employee and the employer. 

 
Accommodation recommended for implementation: 

 
 
 
 
 
 
 
 

Section 4. AUTHORIZATION 
 

To be completed by the department Appointing Authority or designee. 
 

1. The request for accommodation is: ( ) Approved ( ) Denied ( ) Other 
 

2. If denied, state the justification for denial. 
 
 
 
 
 
 
 

Printed Name and Signature Date Work Telephone Number 

 

Please forward the completed form and attachments to: 
Human Resources Division 
Attn: ADA Coordinator 
4034 Fairview Industrial Drive SE 
Salem, OR 97302 
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OREGON DEPARTMENT OF FISH AND 
WILDLIFE POLICY 

Human Resources Division 

Title: Employee Training and Career 
Development 

HR_450_19 

Supersedes: HR_450_19, dated October 1, 2013  
Applicability: Management service and executive service employees. Classified 

employees where not in conflict with the labor agreement 
Reference: State Policy 50.045.01   
Effective Date: September 1, 2018 Approved: 

 
 

III. PURPOSE 
 

To implement training programs consistent with the mandates of the Oregon Benchmarks, and describe the 
responsibility of supervisors and employees in the professional growth and continuous learning of the workforce. 

 
IV. POLICY 

 
The Department of Fish and Wildlife (ODFW) places high value on developing and realizing the full potential of 
employees through investment in their training and professional development to meet changing needs, keep skills 
current, and further career goals. 

 
A. Supervisors, in discussion with each employee, shall develop and update annually a written individual 

employee development plan that provides for the continuous improvement of the employee's job-
related knowledge and skills and shall implement it to the extent that resources permit. 

 
1. Consistent with the Oregon Benchmarks for workforce development, 50% of the 

department’s permanent employees shall complete a minimum of 20 hours of education and 
training annually to the extent permitted by budget and workload requirements. 

 
2. Limited duration and seasonal employees shall complete job-required training necessary for 

competency in their assignments, and may receive job-related training to increase job 
proficiency or performance above the fully successful level of competency for the assignments. 

 
3. Newly appointed managers and supervisors shall complete a minimum of 20 hours of basic 

supervisory training during their first year in the management position. The Management 
Development Series offered by the Department of Administrative Services may count toward 
this training requirement. 

 
B. The department may provide educational assistance to employees when it directly relates to their job 

responsibility and can be accommodated within the assigned budget: 
 

1. When an employee is required by management to attend courses, the department shall 
reimburse the cost of registration fees, course materials, and necessary travel. 

 
Effective Date: September 1, 2018 Page 1 of 2 HR Policy 450_19 
 

7. When an employee requests to attend a class(es), either during or after working hours, 
the department may reimburse all or part of the costs associated with the class(es) 
contingent upon satisfactory completion of the course. Approval of the Region 
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Manager/Division Administrator is required if total training expense for ODFW 
exceeds $500 and/or requires out of state travel (see Attachment A – Training Request 
Form. (Note: Out-of-state travel requires approval by the director or designee by means of 
the “Out-of-State Travel Authorization form”). 

 
8. Educational assistance to employees may include paid leave. Provisions of the paid leave 

agreement between the department and the employee shall be documented and maintained 
in the employee's official personnel file. 

 
G. An employee may be reimbursed up to $50 annually for one professional society membership per year 

related to an employee’s job duties or career aspirations. Employees in limited duration, seasonal, or 
permanent positions are eligible for this reimbursement. Employees must receive advanced 
supervisory approval before submitting reimbursement for the professional society membership. 
Approval of the reimbursement is permitted when the professional society directly relates to the 
employee’s job duties and/or career development and if it can be accommodated within the assigned 
budget. 

 
H. If technical or professional certification will benefit the department by enhancing an employee's 

performance and/or credibility in the employee's current position, the appropriate Region 
Manager/Division Administrator may approve payment for such certification. 

 
IV. POLICY CLARIFICATION 

 
A. Where opportunities permit, the department shall invite other state agencies to fill staff development 

openings and share training facilities and other employee development resources. 
 

B. Federal fund and Other Funds programs generally allow the department to include costs for training 
as a line item in the contract budget. Divisions, regions and contract managers shall ensure that 
training budgets are requested for these contracts in the same proportion as the department training 
budget. 

 
Attachment A: Training Request Form 

 
Effective Date: September 1, 2018 Page 2 of 2 HR Policy 450_19 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

http://inside.dfw.state.or.us/asd/Accounting_Services/docs/out_of_state_travel.pdf
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OREGON DEPARTMENT OF FISH AND 
WILDLIFE POLICY 

Human Resources Division 
 

Title: Code of Conduct HR_410_02 
Supersedes:   HR_410_02, January 15, 2015 
Applicability:   All management service, executive service, classified represented 

and temporary employees; all contract service providers 
Reference:   ORS 244.040, ORS 260.432, OAR 199 
Effective Date:  July 1, 2019 

 

 
I. PURPOSE 
 

To establish a code of conduct for all employees and contract service providers of the Department of 
Fish and Wildlife.   

 
II. POLICY 

 
Every employee, regardless of position, is an important contributor in ODFW’s efforts to effectively 
serve the public and conserve Oregon’s fish and wildlife resources. Contract service providers 
working in department facilities are expected to conduct themselves according to these same 
standards.   
 
In addition to an employee’s specific job duties, it is important to understand what is expected of 
every employee in terms of personal and professional work behavior.  Employee’s conduct which 
does not comply with this policy may result in disciplinary action, up to and including dismissal.  Off-
duty conduct, including social media which does not comply with this policy may result in disciplinary 
action when such conduct has a nexus with the Department.   

 
The following expectations are provided for personal and professional work behavior to ensure that 
each employee and the Department are successful in achieving our mission. 

 
1. Professionalism  

Employees are to model professional behavior. This includes honesty, integrity, and caring.  
Employees must be truthful in rendering a report, giving testimony, etc.  Each employee is 
entitled to a workplace free of harassment, and we expect that all employees will treat each other 
and our customers with courtesy, dignity, and respect.  You shall not use physical force, threats or 
intimidation toward fellow employees, our customers, or others while at a department worksite or 
otherwise representing the department. (Refer to DAS 50-010-03, Maintaining a Professional 
Workplace; DAS 50-010-02, Violence-Free Workplace; and DAS 50-010-01, Discrimination and 
Harassment Free Workplace). 

 
The importance of employees presenting a professional image to the public is critical to our 
effectiveness and the success of the Department.  The Department’s uniform policy is designed in 
part to help ensure employees present a professional image. (Refer to HR_450_20, Uniforms and 
Professional Appearance). 
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Laws, Rules, and Policies 
Adherence to federal and state laws, rules, regulations and policies is important.  Violations that 
adversely affect ODFW, its credibility or its image, cannot be overlooked.  New employees or 
current employees must report to their supervisor any convictions (including pleas of no contest), 
traffic/driving violation which could affect driving privileges and/or violate ODFW’s acceptable 
driving records guidelines, or pending legal issues (including investigations) for violations of laws 
no later than five calendar days after each event. (Refer to HR Policy 450_17, Driving Record and 
Criminal History Record Checks). 
 
You must promptly report to your immediate supervisor any illegal acts or violations of 
department rules, policies, or regulations that occur in the workplace. 

 
2. Attendance/Backup 

Report for duty at the time and place required by assignment, be attentive to duty, and be capable 
of performing all of the duties required of your position.  Be on time for work and meetings. If 
you will not arrive on time, please notify your supervisor that you will be late.  

 
Do not use while at work, nor come to work under the influence of drugs or alcohol that might 
affect your judgment, behavior or the safety of yourself and others.   ODFW has zero tolerance 
for drugs or alcohol in the workplace. (Refer to HR Policy 450_02, Drug- and Alcohol-Free 
Workplace). No person shall smoke or carry any lighted smoking instrument in an ODFW 
operated facility, publicly owned vehicles or the interior spaces of publicly owned boats. (Refer to 
HR Policy 450_03, Smoke Free Workplace). 

 
Think of others - both your team members and customers - when you plan to be absent.  If you 
plan to use more than a day of accrued leave, give your supervisor as much advance notice as 
possible.   Several days notice helps to minimize scheduling conflicts that may occur between co-
workers and with your supervisor.  If you are ill, notify your supervisor and/or lead-worker 
promptly so they know where you are, and when they might expect you back at work.  

 
3. Internal Communications and Relationships 

Every person deserves respect, even when you don't agree. Personal attacks are destructive to 
team functioning and the trusting relationships employees need to be successful. Internal 
customer service and staff relations are as important as external customer service.  

 
Strive to maintain and improve your roles and partnerships with each other. We always have 
challenges to see each other’s point of view because employees are unique and diverse, but that is 
what gives us our strength.  While a diversity of opinion is encouraged in our decision making 
process, employees are expected to publicly support Department decisions and positions once 
they have been made.  A positive team attitude is essential. 

 
4. Dissemination of Information 

Access information from files and/or make copies of records or documents only in accordance 
with established procedures or upon proper authorization.  Maintain the integrity of information 
received in the course of employment with the department, do not seek information beyond that 
needed to perform your duties, and do not reveal such information to anyone not having proper 
authorization. 

 
5. Department Spokesperson/Giving Testimony 

In some instances your position and/or work location may cause you to be regarded by the public 
as the official Department spokesperson on an issue.  In such a situation the public may not be 
able to distinguish between your personal opinion and the Department’s position because you are 
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so closely identified as representing the Department.  Please consult with your supervisor how 
you should conduct yourself or what you should say if you find yourself in this circumstance. 
Only testify to a public or private body as a representative of the department when designated by 
the manager/supervisor to represent the department.  All other testimony shall be prefaced by the 
statement:  “The following testimony is not the official position of the Oregon Department of 
Fish and Wildlife.” 

 
6. Ethics/Conflict of Interest 

We expect you to use good judgment at all times.  Keep the boundaries of your work 
relationships and personal activities clear and professional.  

 
Do not use or attempt to use your official position or office to obtain financial gain or avoidance 
of financial detriment for you, your relative or member of your household, or for any business 
with which you, your relative, or member of your household is associated.   
 
Do not use your official position or office to solicit or receive for yourself, your relative, or for 
any member of your household, or for any business with which you, your relative, or a member of 
your household is associated, any of the following: 

 
a. Any gifts from a source which would reasonably be known to have a legislative or 

administrative interest in the department or any of its proceedings.  Gift(s) are limited to 
$50 in a calendar year.  Food and beverage consumed in the presence of the giver is no 
longer a gift exception. 
 

b. Financial gain, honoraria, or reimbursement of expenses, other than official 
compensation;   

 
c. Any byproducts of the work, including but not limited to fish, animals, and any parts 

thereof. 
 

Do not solicit or receive, either directly or indirectly, any pledge or promise of future 
employment, based on any understanding stated or unstated that your official action would be 
influenced. 

 
Use of non-specialized information gained over time, such as familiarity with the habits and 
locations of fish or game is not prohibited by this policy, because you should be sharing that 
knowledge and information with the public as part of our customer service responsibilities.     
However, information that you acquire because of your position that is not generally available to 
the public should not be used for personal gain or to avoid personal detriment, including but not 
limited to information relating to anticipated tag numbers, fish and wildlife population estimates, 
and herd composition.  Avoid using information gained on the job to your own advantage, which 
is otherwise unavailable to the public.  Examples include but are not limited to using information 
gained as a result of just completed electro-shocking, herd composition survey, or release of fish, 
which would improve your chances of hunting or fishing success in ways the public could not.   

 
Do not take any action that would result in your private financial benefit, your relative, or benefit 
any family member or any business with which you, your relative, or any member of your 
household is associated. Do not participate, in the course of your employment, in matters in 
which you, your relative, or your family or business associates have a substantial financial interest. 
 
When making a speech or answering questions as part of a scheduled program for a reception, 
meal or meeting, you may be eligible for a food or beverage gift exception since you would be 
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performing your official public duties.  This exception applies to group meetings, such as 
Association type meetings, where all members of an organization are invited, the event is 
publicized, and open to the public.  Additionally, staff members accompanying a public official 
conducting ceremonial duties (including a speaking part) may also attend if you are performing 
your official public duties. 
 

 When relocating from one address to another address, you may use a department address for your 
personal mailing address with authorization by your supervisor, not to exceed sixty (60) days.  Use 
of department address on your driver’s license is not allowed. 
 

 You cannot apply for or participate as a hunter or tag holder in any emergency hunt or in any 
unanticipated hunt.  This does not apply to contract service providers. 

 
 You cannot purchase Controlled Hunt tags available on “first come, first served” basis from an 

ODFW office or facility. 
 
 If you believe a potential conflict of interest might exist, you must make a written report through 

your supervisor to the Human Resources Division requesting a review of the matter.  The report 
shall include a full disclosure of the circumstances and the amount of compensation, service or 
gifts to be gained, if any.  Upon receipt of the report, the Human Resources Division in 
consultation with the appropriate Region Manager/Division Administrator shall evaluate the 
matter and make a determination.  You must receive written approval from the Human Resources 
Division before commencing with the arrangement. 
 
You may function as an unpaid and voluntary officer or board member where a nexus exists with 
the ODFW provided you receive approval from the supervisor, and do not act as a representative 
or committee member of the organization involved in any department job-related matter, such as 
the negotiation of contracts, disputes and/or claims between the organization and the 
department.   
 
Any employee who is an appointed public official serving on a board or commission shall 
announce publicly the nature of the potential conflict prior to taking any official action.  If there is 
an actual conflict of interest, the employee must announce publicly the nature of the actual 
conflict and refrain from participating as a public official in any discussion or debate on the issue 
out of which the actual conflict arises or from voting on the issue (unless there is a minimum 
number of votes required to take an action). 

 
7. Use of Property 

You shall not use state time, personnel, facilities, postage, supplies, equipment (e.g., copiers, 
printers, fax machines, cell phones, pagers, tools, machinery, materials, shop supplies and 
vehicles) for personal use except as specifically authorized in policy or collective bargaining 
agreement.  Agency landline phones may be used for brief and limited local and toll-free 
telephone calls.  Personal long distance phone calls are not allowed. 
 
You are responsible to ensure security controls are fully utilized for the protection of the 
information assets (physical or electronic) from accidental disclosure, unauthorized access, 
modification, misuse, loss, or corruption while the data asset is in the processes of preparation, 
transportation, receiving, and final delivery to the designated recipient (Refer to ISD_630_01, 
Security of Information Systems and ISD_630_03, Transporting Information Assets).  Controls 
are specific to the asset’s classification (Published, Limited, Sensitive, or Secure -- Refer to 
ISD_620_02, Information Asset Classification) and may also include specific handling 
documentation as defined in written processes, procedures, or policy.    
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You may use state computers, PDAs, or any electronic devices connected to ODFW systems, 
internet and electronic mail access, only as specifically authorized in policy or collective bargaining 
agreement.  (Refer to ISD_610_01 Policy, Acceptable Use of State Information Assets).  Use of 
state information, computer systems and devices, including but not limited to internet and 
electronic mail accounts, and department property will be monitored by the employer to 
determine compliance of employees with this policy.  Misuse or abuse of the Department’s 
resources, including electronic equipment, will not be tolerated.   

 
8. Political Activity 

You shall not solicit any money, influence, service or other thing of value or otherwise promote 
or oppose any political committee or promote or oppose the nomination or election of a 
candidate, the gathering of signatures on an initiative, referendum or recall petition, the adoption 
of a measure or the recall of a public office holder while on the job during working hours.  

 
9. Secondary Employment 

You may only accept secondary employment outside your employment with the department 
provided the employment does not create a conflict of interest or interfere with your ability to 
effectively perform your duties.  You may perform work for pay if: 
 
a. You do not engage in activity on the ODFW job which relates directly or indirectly to the 

accomplishment of the other job or occupation. 
 

b. You do not engage in any unethical practices, thereby subjecting to question your 
qualifications or abilities to meet your job requirements for conducting the public 
business. 

 
c. You do not perform work for private gain or another employee’s private gain while using 

state equipment or receiving state pay. 
 

d. You are not being compensated for services provided where such services constitute a 
part of your responsibility as a state employee. 

 
Examples of secondary employment which may create conflicts of interest include but are not 
limited to: 

 
• Income from guiding fishers or hunters, commercial fishing/clamming, buying or selling fish 

or bait, or fur dealing when the activity is conducted in the geographical area in which the 
employee has some responsibility for influencing decisions regarding the resource and 
enactment of regulations; 

 
• Income received from any product developed or service performed on department time, 

including photography, written material and art work;  
 

• Income from any consultation activity designed to influence commission decision, 
department policies, or other agencies’ policies, where the department is involved in 
influencing their decisions; 

 
• Income received from the sale of goods or materials while on department time, including 

animal parts. 
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Any request to work for another state agency shall be submitted to the Human Resources Division, 
which will coordinate with the potential second state agency employer to comply with State Policy 
20.005.20 and HR Policy 420_04, Fair Labor Standards Act, to avoid any potential overtime liability. 

III. PROCEDURES  

All new and returning employees shall be given a copy of the policy and the policies referred herein, 
an opportunity to read and ask questions, and shall sign the Code of Conduct Certification (below).  A 
copy of the signed Code of Conduct Certification will be sent to the Human Resources Division for 
placement in the employee's personnel file.  

 
Code of Conduct Certification: 
 
By my signature, I certify that I have read the Code of Conduct and each of the policies referenced 
within, and have been given an opportunity to ask and to receive answers to any questions I might 
have concerning the provisions.  I understand the provisions of these policies as they apply to my 
employment with the Oregon Department of Fish and Wildlife.  I also understand that agency policies 
are periodically updated and revised, and that I am expected to be knowledgeable of changes and 
remain accountable to the latest provisions.  The current version of ODFW policies may be found on 
the ODFW webpage (http://www.dfw.state.or.us/).   

 
This form shall be retained in my official personnel file. 
 
 
______________________________________  _________________________________ 
Employee Signature     Date 
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OREGON DEPARTMENT OF FISH AND 
WILDLIFE POLICY 

Human Resources Division 
 

Title: 
 
  

Program Accessibility for 
People with Disabilities 

HR_450_23 

Supersedes:   
  

HR_450_23, Dated September 1, 2004 

Applicability:     
Reference:    Americans with Disabilities Act of 1990, Section 503 and 

504 of the Rehabilitation Act of 1973, Title VI of the Civil 
Rights Act of 1964, Civil Rights Act of 1991  

Effective Date:  November 16, 
2009 
 

Approved:   

             
 
I. PURPOSE  

 
To provide access to facilities, programs and services for persons with disabilities. 
 

II. DEFINITIONS  
 

A. Qualified Individual with a Disability: An individual with a disability who, with or without 
reasonable modifications to rules, policies, or practices, the removal of architectural, 
communication, or transportation barriers, or the provisions of auxiliary aids and services, 
meets the essential eligibility requirements for receipt of services or the participation in 
programs or activities provided by a public entity. 

 
B. Reasonable Accommodation:  A modification to a program or service that allows a member of 

the public with a disability to equally participate in the program or benefit from the service. 
Examples include providing assistive devices, materials in alternate forms, and modifying 
regulations. 

 
C. Readily Accessible and Usable: Facilities designed, constructed and/or altered in strict 

compliance with the Americans with Disabilities Act Accessibility Guidelines (ADAAG) design 
standards. 

 
D. Program Accessibility: Programs which are readily accessible to and usable by individuals with 

disabilities allowing them to participate in and benefit from the services, programs and activities 
of ODFW. 

 
E. Facilities: ODFW buildings or structures, not programs. 
 
F. Undue Hardship: An action requiring significant difficulty or expense when considering the 

factors in making reasonable accommodations. This would include any action that is unduly 
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costly, extensive, substantial, or disruptive, or that would fundamentally alter the nature of the 
agency or the programs and services the agency provides. 

 
III. POLICY 
 

No person with a disability shall be denied the benefits of, excluded from participation in, or otherwise subjected to 
discrimination under any programs, activities or services of the Department of Fish and Wildlife (ODFW) or those of 
its vendors, because facilities accessible to, or usable by persons with disabilities are not available.  

 
A. Disabilities Coordinator for Programs and Services:  ODFW has designated the Deputy Director for Fish and 

Wildlife Programs to coordinate ADA compliance of its programs and services. 
 

B. Dissemination of information:  ODFW shall provide information to applicants, participants, beneficiaries, 
employees and other interested parties regarding the rights and protections afforded by Title II, including 
information about how the Title II requirements apply to programs, services and activities. 
 

C. New construction and alterations to existing facilities:  The Program Manager for Facilities and Screens shall 
ensure that all new construction and alterations to existing facilities are readily accessible to and usable by 
people with disabilities.   
 

D. Transition Plan:  The department’s Transition Plan shall be made available for public inspection in the 
Human Resources Division Office. 
 

E. Communication:  The Information and Education Division shall ensure that its communications with 
individuals with disabilities are as effective as communications with others except where such action would 
result in fundamental alterations in the nature of services, programs, or activities, or in undue financial and 
administrative burdens. 
 

F. Complaint Procedure:  An individual who believes he/she has not received equal treatment because of a 
disability or who has been denied access to an ODFW program, service or activity may file a written 
complaint.  No person who has filed a complaint, testified, or participated in any manner in the investigation 
of any complaint shall be intimidated, threatened, coerced, or discriminated against. 
 
1. Written complaints shall be filed within 30 days of the alleged violation with the Deputy Director for 

Fish and Wildlife Programs. 
 
3. The complaint shall include: 

 
1. The name and address of the person filing the complaint; 
 
2. A concise description, including date, of the alleged violation of the regulations; and 
 
3. The desired remedy. 
 

4. The Deputy Director for Fish and Wildlife Programs shall: 
 

a. Inform the complainant in writing of his/her right to appeal to the U.S. Department of Justice, 
Civil Rights Division, or the U.S. Fish and Wildlife Service [USFWS] (if the program receives 
USFWS funding), immediately upon receipt of complaint; 

 
b. Refer the complaint to the appropriate manager or administrator for investigation; and 
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c. Maintain a record of the nature of any ADA complaint, details of the investigation, 
recommendations and actions taken by the department. 

 
5. The manager or administrator shall: 

 
a. Conduct a prompt and thorough investigation, consulting with resources such as Oregon 

Disabilities Commission, Independent Living Resources, and/or the Metropolitan Human 
Rights Commission; 

 
b. If discrimination has occurred, take all necessary action to correct the discriminatory effect 

and practices;  
 
c. Notify complainant in writing of findings and a recommended course of action, if applicable, 

within 45 days of the date the complaint was filed, if possible. If the investigation cannot be 
completed within 45 days, the manager shall advise the complainant of the need for an 
extension; and 

 
d. Forward a copy of all communications related to the complaint to the Deputy Director for 

Fish and Wildlife Programs and Program Manager for Facilities and Screens.  
 

B. Continuing Compliance and Program Accessibility 
 

1. ODFW will monitor all aspects of its operation to ensure that no policy or practice is, or has the effect 
of, discriminating against participants on the basis of disability. 

 
2. Upon request, the department shall make available to the appropriate regulatory agency all data and 

information necessary to determine the department’s compliance with the Americans with Disabilities 
Act of 1990. This information shall be reviewed by the director and the Deputy Director for Fish and 
Wildlife Programs prior to submission to the regulatory agency. 

 
IV. POLICY CLARIFICATION 

 
A. In cases where the complaint is initially filed with a federal department, that office will investigate the complaint 

using its own resources, and may request assistance from ODFW. 
 
B. For employment-related issues, refer to Human Resources Policy 450_16, Americans with Disability Act 

Compliance and Reasonable Accommodation. 
 
C. The Disabilities Coordinator for Programs and Services may be reached at: 

 
ODFW Headquarters 
Deputy Director for Fish and Wildlife Programs 
3406 Cherry Avenue NE 
Salem, OR  97303-4924 
Phone:  (503) 947-6044 
Fax:  (503) 947-6042 
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• ODFW Volunteer Code of Conduct 

OREGON DEPARTMENT OF FISH AND 
WILDLIFE 

VOLUNTEER PROGRAM 
POLICY AND PROCEDURE 

Title:  Code of Conduct VP_01 
Effective Date:  04/17/2017 Approved: 

 
 
1) PURPOSE 

To establish a code of conduct for all volunteers of the Department of Fish and Wildlife. 
2) POLICY 

Every volunteer is an important contributor in ODFW’s efforts to effectively serve the 
public and conserve Oregon’s fish and wildlife resources.   
It is important to understand what is expected of every volunteer in terms of personal 
and professional work behavior.  A volunteer’s conduct which does not comply with this 
policy may result in removal from the volunteer program.  Conduct that occurs while not 
performing volunteer activities which does not comply with this policy may result in 
removal from the volunteer program when such conduct has a connection with the 
Department. 
The following expectations are provided for personal and professional work behavior to 
ensure that each volunteer and the Department are successful in achieving our mission. 
3) PROFESSIONALISM 

Volunteers are to model professional behavior.  This includes honesty, integrity, and 
caring.  Each volunteer is entitled to a workplace free of harassment, and we expect 
that all volunteers will treat each other, staff and our customers with courtesy, dignity, 
and respect.  Volunteers shall not use physical force, threats, or intimidation toward 
fellow volunteers, staff, our customers or others while at a Department worksite or 
otherwise representing the Department.  

a) The importance of volunteers presenting a professional image to the public is 
critical to our effectiveness and the success of the Department.  The 
Department’s volunteer uniform policy is designed in part to help ensure 
volunteers present a professional image (see ODFW Policy VP_07 Uniforms and 
Professional Appearance).  Volunteers who wear the Department’s uniform 
should keep their clothing clean and in good condition. If uniforms become torn, 
stained or otherwise unprofessional in appearance, volunteers should ask their 
supervisor for a new uniform.  
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a) Volunteers will report for assignments at the time and place requested by their 
volunteer supervisor or designee and will be capable of performing the duties 
required for the scheduled project.  
 

4) LAWS, RULES AND POLICIES 

Adherence to federal and state laws, rules, regulations and policies is important.  
Violations that adversely affect ODFW, its credibility or its image, cannot be 
overlooked.  Volunteers should report to their ODFW supervisor any convictions 
(including pleas of no contest(, traffic/driving violations which could affect driving 
privileges and/or violate ODFW’s acceptable driving records guidelines, or pending 
legal issues (including investigations) for violations of law no later than five calendar 
days after the event (see ODFW Policy VP_09) 

 
5) ETHICS/CONFLICT OF INTEREST 
 
We expect volunteers to use good judgment at all times.  Do not use or attempt to 
use the volunteer position to obtain financial gain or avoidance of financial detriment 
for any of the following; 
 

a) Any gifts from a source which would reasonably be known to have a legislative 
or administrative interest in the Department or its proceedings.  Gift(s) are 
limited to $50 in a calendar year.  Food and beverage consumed in the 
presence of the giver is no longer a gift exception 

b) Any byproducts of the volunteer work, including but not limited to fish, animals, 
and any parts thereof. 

c) Use of non-specialized information gained over time, such as familiarity with 
the habits and locations of fish or game is not prohibited by this policy, because 
volunteers should be sharing that knowledge and information with the public as 
part of volunteer customer service responsibilities.  However, information that 
volunteers acquire because of the volunteer position that is not generally 
available to the public should not be used for personal gain or to avoid 
personal detriment. 
 

6) USE OF PROPERTY 
 
Volunteers shall not use state, facilities, postage, supplies, equipment (e.g., copiers, 
printers, fax machines, cell phones, tools, machinery, materials, shop supplies and 
vehicles) for personal use. 

 
7) PROCEDURES 

 
All new and returning volunteers shall be provided an opportunity to read the policy 
and the policies referred to herein, an opportunity to read and ask questions, and 
shall sign the Code of Conduct Certificate (below).  Alternatively, volunteers may 
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acknowledge electronically they have read and agree to follow the Code of Conduct.  
A copy of the signed Code of Conduct Certification will be sent to the Volunteer 
Program Coordinator for placement in the volunteer’s file.  The electronic 
acknowledgement will also be saved. 
 
CODE OF CONDUCT CERTIFICATION 
 
By my signature or acknowledgement, I certify that I have read the Code of Conduct 
and each of the policies referenced within, and have been given an opportunity to 
ask and to receive answers to any questions I might have concerning the provisions.  
I understand the provisions of these policies as they apply to my volunteer work with 
the Oregon Department of Fish and Wildlife.   
 
Volunteer Signature Date 

 
 
ODFW appreciates and thanks you for your willingness to volunteer your time and 
resources on projects that support the Department’s mission. Thank you, and we hope 
you enjoy your volunteer experience.  
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OREGON DEPARTMENT OF FISH AND WILDLIFE  
       Code of Conduct Form  

 

Every volunteer is an important contributor in ODFW’s efforts to effectively serve the public and conserve 
Oregon’s fish and wildlife resources.  It is important to understand what is expected of every volunteer in terms 
of personal and professional work behavior.  The following expectations are provided for professional behavior 
to ensure that each volunteer and the Department are successful in achieving our mission.  

PROFESSIONALISM 

1. Volunteers are to model professional behavior.  This includes honesty, integrity, and caring.  
Volunteers must be truthful in rendering a report, giving testimony, etc. 

2. Each volunteer is entitled to a workplace free of harassment, and we expect that all volunteers treat 
each other, staff and our customers with courtesy, dignity, and respect.  Volunteers shall not use 
physical force, threats, or intimidation toward fellow volunteers, staff, our customers or others while at a 
Department worksite or otherwise representing the Department. 

3. Volunteers will report for assignments at the time and place requested by their ODFW supervisor and 
will be capable of performing the duties required for the scheduled project. 

4. Volunteers who wear ODFW uniforms should keep their clothing clean and in good condition.  If 
uniforms become torn, stained or otherwise unprofessional in appearance, volunteers should ask their 
ODFW supervisor for new uniform items. 

LAWS, RULES AND POLICIES 

1. Adherence to federal and state laws, rules, regulations and policies are important.  Violations that 
adversely affect ODFW, its credibility or its image, cannot be overlooked as related to volunteers.  ORS 
244.040 

2. ODFW prohibits during work hours or in the work place any activity involving alcohol, drugs, and 
prescription and/or non-prescription drugs that impair performance.  (VP_03 Drug & Alcohol Free 
Workplace) 

3. Consistent with the provisions of the Oregon Indoor Clean Air Act, ODFW shall provide a place of 
employment that is free of tobacco smoke for all volunteers and employees. ( VP_04 Smoke Free 
Workplace) 

4. All volunteers that use state vehicles shall hold a valid driver license and maintain an acceptable 
driving record. (VP_09 Driving Record) 
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ETHICS/CONFLICT OF INTEREST 

1. We expect volunteers to use good judgement at all times.  Do not use or attempt to the volunteer 
position to obtain financial gain or avoidance of financial detriment for any of the following: 

a. Any gifts from a source which would reasonably be known to have a legislative or administrate 
interest in the Department or its proceedings.  Gift(s) are limited to $50 in a calendar year.  Food 
and beverage consumed in the presence of the giver is no longer a gift exception. 

b. Financial gain 

c. Any byproducts of the volunteer work, including but not limited to fish, animals and any parts 
thereof 

d. Use of non-specialized information gained over time, such as familiarity with the habits and 
locations of fish or game is not prohibited by this policy, because volunteers should be sharing that 
knowledge and information with the public as part of their customer service responsibilities.  
However, information that is acquired because of your volunteer position that is not generally 
available to the public should not be used for personal gain or to avoid personal detriment. 

USE OF PROPERTY 

1. Volunteers shall not use state facilities, postage, supplies, equipment (e.g., copiers, printers, fax 
machines, cell phones, tools, machinery, materials, shop supplies and vehicles) for personal use 

PROCEDURES 

1. All new and returning volunteers shall be provided an opportunity to read the policy and the policies 
referred to herein, and opportunity to read and ask questions, and shall sign the Code of Conduct 
Certificate below.  Alternatively, volunteers may acknowledge electronically they have read and agree 
to follow the Code of Conduct.  A copy of the signed Code of Conduct will be sent to the Volunteer 
Program Coordinator for placement in the volunteer’s file.  The electronic acknowledgement will also 
be saved. 

CODE OF CONDUCT CERTIFICATION 

By my signatures or acknowledgement, I certify that I have read the Code of Conduct and each of the policies 
referenced within, and have been given an opportunity to ask and to receive answers to any questions I might 
have concerning the provisions.  I understand the provisions of these policies as they apply to my volunteer 
work with the Oregon Department of Fish and Wildlife. 

Volunteer Signature: Date: 
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• Ethnicity, Disability and Veteran Status Designation Form 
 

•  
 
 
 • VOLUNTARY SELF-IDENTIFICATION FORM 

RACE/ETHNICITY, DISABILITY, AND VETERAN STATUS 
 

 

DISCLOSURE 

Completion of this data is voluntary and will not affect your terms or conditions of employment. This form 
will be used for reporting data to the Equal Employment Opportunity Commission. All data collected will be used 
for statistical reporting purposes and may be subject to disclosure under federal and state law or rule. 

 

PLEASE PRINT 

YOUR NAME DATE 

EMPLOYEE ID # (HR or Payroll can provide this 
number) 

GENDER 
                  _____FEMALE          _____ MALE 

 

ANTI-DISCRIMINATION NOTICE 
 

It is an unlawful employment practice for an employer to fail or refuse to hire or discharge any individual, or 
otherwise discriminate against an individual with respect to the individual’s terms and conditions of employment, 
because of an individual’s race, color, religion, sex, national origin, disability, or veteran status. 

 

SECTION I. Race / Ethnicity* 

Your employer is required to record and report certain non-discrimination and affirmative action statistics.  The 
state invites employees to voluntarily self-identify their race/ethnicity.  This information will be used according to 
the provisions of applicable federal laws, executive orders, and regulations, including those requiring information to 
be summarized and reported to the federal government for civil rights purposes.  All race/ethnicity information is 
collected and reported in seven EEO-4 categories established by the federal government: (A) Asian; (B) Black; (H) 
Hispanic; (I) American Indian or Alaskan Native’; (P) Native Hawaiian or Other Pacific Islander; (T) Two or More 
Races; or (W) White. 

 

If you choose to voluntarily self-identify, please mark the one box describing the race/ethnicity with which you 
identify: 

____ American Indian or Alaskan Native (I) (Non-Hispanic or Latino): A person having origins in any of the original 
peoples of North and South American (including central America), and who maintain a tribal affiliation or community 
attachment. 

____ Asian (A) (Non-Hispanic or Latino): A person having origins in any of the original peoples of the Far East, Southeast 
Asia, or the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, 
the Philippine Islands, Thailand and Vietnam. 

____ Black or African American (B) (Non-Hispanic or Latino): A person having origins in any of the black racial groups of 
Africa.  

____ Hispanic or Latino (H): A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish 
Culture or origin regardless of race. 

____ Native Hawaiian or Other Pacific Islander (P) (Non-Hispanic or Latino): A person having origins in any of the 
peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 
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____ White (W) (Non-Hispanic or Latino): All persons having origins in any of the original peoples of Europe, North Africa, or 
the Middle East.  

____ Two or more races (T) (Non-Hispanic or Latino): Persons who identify with two or more racial categories name above. 

 
* If you choose to not self-identify your race/ethnicity, the federal government requires the employer to determine this information 
by visual survey and/or other available information.  
 

SECTION II. Disability (Provide this information is voluntary.) 

The Equal Employment Opportunity Commission (EEOC) defines a covered disability under the Americans with 
Disabilities Act (ADA) as a physical or mental impairment that substantially limits one or more major life activities, a 
history of having such an impairment, or being regarded as having such an impairment.  
 
Major life activities include, but are not limited to, caring for oneself, performing manual tasks, seeing, hearing, eating, 
sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, 
communicating, and working. It can also include the operation of a major bodily function, including but not limited to, 
functions of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, 
circulatory, endocrine, and reproductive functions. 
 
Under this definition, are you a person with a disability?  _____Yes   _____No 
 
Any requests for accommodation for current or future disabilities must go through your supervisor and human 
resources. 
 
 
 

SECTION III. Veteran Status 

Have you served in the United States Military Armed Forces?      _____ Yes       _____ No 

Declaring you are a veteran on this form does not satisfy your obligation to declare veteran status in future 
employment applications. If you wish to receive veteran’s preference points you must submit the necessary 
paperwork. 
 

 

THIS FORM MAY BE DESTROYED AFTER THE INFORMATION IS ENTERED INTO THE PERSONNEL DATA 
BASE. 

 

 

FOR AGENCY HR USE ONLY (VISUAL ASSESSMENT) 

____ AV (Asian) ____ IV (American Indian or Alaskan) 

____ BV (Black) ____ PV (Hawaiian or Other Pacific Islander) 

____ HV (Hispanic) ____ WV (White) 

 

REVISED 7/7/16, EE
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• ODFW Job Classifications within EEO Job Categories/Groups 
 
A - Officials/Administrators 
A01 Middle Management - Principal Executive/Manager A, B, C, and D 
 
A02 Upper Management - Principal Executive/Manager E, F, G, and H 
 
B - Professionals 
B00 Professionals, General - Facilities Engineer 3 and Supervisor; Public Affairs Specialist 

1, 2; State Veterinarian; District Veterinarian; Procurement & Contract Specialist 2, 3, 
and Assistant; Economist 3; HR Assistant; HR Analyst 2, 3; Safety Specialist 2; 
Information Systems Specialist 3, 4, 5, 6, 7; Accountant 1, 2, 3, 4; Fiscal Analyst 1, 2, 3, 
Operations/Policy Analyst 3; Program Analyst 1, 2, 3; Project Manager 2, 3; Executive 
Assistant 

 
B08 Professionals, Natural Resources – Nat Resource Spec 1, 2, 3, 4, 5; Supervising Fish & 

Wildlife Biologist; Microbiologist 1 
 
C - Technicians 
C00 Technicians, General - Construction Project Manager 1; Engineering Tech 1, 3; 

Electronic Pub Design Specialist 3 
 
C03 Technicians, Science - Fish & Wildlife Manager 2 
 
C08 Technicians, Natural Resources - Fish & Wildlife Manager 1;  Fish & Wildlife Supervisor; 

Fish & Wildlife Coordinator; Fish & Wildlife Tech Entry, Fish & Wildlife Tech and Fish & 
Wildlife Tech Senior  

 
E - Paraprofessionals 
E01  Paraprofessionals, Nonsupervisory - Biological Science Assistant 
 
F – Administrative Support 
F00 Administrative Support - Administrative Specialist 1, 2; Executive Support Specialist 1, 

2; Public Service Rep 2, 3; Support Services Supervisor 2; Office Manager 2; Office 
Specialist 1, 2; Office Coordinator; Accounting Technician 1, 2, 3; Mail Services Assistant 

 
G – Skilled Crafts 
G00 Skilled Crafts – Facility Operations Specialist 1, 2; Painter 
 
H – Service and Maintenance 
H00 Service and Maintenance - Equipment Operator; Facility Maintenance Specialist; 

Grounds Maintenance Worker 2; Laborer/Student Worker 
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