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(e) Consequences 
(A) Any employee found to have engaged in inappropriate workplace behavior, will be counseled, or, 

depending on the severity of the behavior, may be subject to discipline, up to and including 
dismissal. 

(B) A supervisor who fails to address inappropriate behavior, will be counseled, or, depending on the 
severity of the behavior, may be subject to disciplinary action, up to and including dismissal. 

(f) Retaliation Retaliating against someone for reporting or addressing inappropriate workplace 
behavior is prohibited.  The agency will investigate reports of retaliation.  Any employee found to have 
engaged in retaliation may be subject to discipline, up to and including dismissal.   
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State of Oregon
DEPARTMENT OF ADMINISTRATIVE SERVICES

Human Resource Services Division

State Policy:  50.015.01  Job Rotation

APPLICABILITY: Classified unrepresented and management service employees

REFERENCE:  ORS 240.145(3); 240.250

(1) Policy: To provide employees the opportunity, at appointing authority discretion, to explore new
assignments or jobs, and to provide agencies the opportunity to enhance employee
development or make more effective use of staff.

(a) Job rotation shall incorporate the following provisions:

(A) Job rotation can be within the agency, between state agencies, or between a state agency
and a federal, local, or private entity.

(B) Job rotation can be for development or for career enrichment.  The type of rotation shall be
designated on the rotation agreement.

(i) Developmental rotation provides an employee with the opportunity to acquire new skills. 
The employee is not expected to initially perform the full range of duties but is expected to
develop the skills necessary to perform them during the term of the rotation.  An
employee on developmental job rotation shall normally retain the same salary rate.

(ii) Career enrichment rotation provides the opportunity for an employee to use existing skills
in a different setting.  In this instance the employee is expected to satisfactorily perform
essentially the full range of duties from the beginning of the rotation.

(C) In order to prevent potential disruptions, an employee on job rotation shall normally remain in
the same position number and classification and shall retain all rights, benefits, and privileges
of the position.

(D) When the rotation is outside of state agencies, the parties involved shall determine, in
advance, who will be responsible for workers' compensation premiums and claims.  Such
special conditions shall be reflected in the memo of agreement.

(E) Salary, employee benefits and state contributions shall be provided by the agency which pays
the employee on rotation.

(F) An employee on job rotation shall receive a performance evaluation at the normal time. 
Sending and receiving supervisors shall collaborate as appropriate on the evaluation.  The
sending supervisor, however, shall retain responsibility for timely completion of the evaluation.

(G) An employee on job rotation shall retain eligibility for promotional opportunities in the sending
agency.

(H) An employee on job rotation shall only be subject to and affected by layoff processes of the
sending agency.

(b) Agencies shall be required to document job rotations on the attached form or a similar form which
incorporates the same provisions.
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(2) Policy Clarification: Job rotation, unlike a management assignment, is a work change by mutual
agreement wherein the employee takes on a new role for some period of
time agreed to in advance by the parties.  Such arrangements are intended
to be for the benefit of all of the parties involved.
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EXAMPLE MEMORANDUM OF AGREEMENT FOR JOB ROTATION ASSIGNMENT

Name of Employee: _____________________________Current Class:_________________________

Sending Agency: __________________________________________________________________

Receiving Agency: __________________________________________________________________

Location:__________________________Duration:_________________through____________________

Nature of Assignment:__________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Conditions of Agreement Include the Following:

• The receiving supervisor shall prepare an evaluation of performance at the completion of the
assignment.

• The employee will be able to list the experience gained as part of his/her qualifications on future
applications.

• The employee will not change status and remains in his/her permanent classification.  The
employee will be granted any salary adjustments or, based on performance, any increases for
which he/she is eligible.

• The employee will remain eligible for promotional opportunities (in the sending agency).
• Management may terminate this assignment at any time.
• Other applicable special conditions:_______________________________________________

___________________________________________________________________________

Funding/reimbursement arrangements (if applicable):________________________________________
___________________________________________________________________________________
Workers Compensation coverage provided by______________________________________________

We agree to the terms and conditions of the assignment as stated above_________________________

_________________________________________/__________________________________________
Sending Supervisor Date Employee on Job Rotation  Date

_____________________________________
Receiving Supervisor Date

__________________________________________________
Appointing Authority (Sending Agency) Date

__________________________________________________
Appointing Authority (Receiving Agency) Date
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State of Oregon
DEPARTMENT OF ADMINISTRATIVE SERVICES

Human Resource Services Division

State Policy:  50.045.01 Employee Development and Implementation of Oregon Benchmarks
for Workforce Development

APPLICABILITY: Classified (where not in conflict with the collective bargaining contract), management
service, executive service and unclassified unrepresented employees

REFERENCE: ORS 240.145(3)(4); 240.250; Oregon Benchmarks

(1) Policy: Oregon state government shall be a leader in achieving or exceeding the Oregon
workforce development benchmarks of developing the best trained workforce in the U.S.
by the year 2000 and in the world by the year 2010.

(a) For each biennium, an agency head shall develop a written agency training plan to require a
minimum of 20 hours of education and training related to work skills and knowledge for at least
50% of their permanent employees in each fiscal year.

(b) Supervisors, in discussion with their employees, shall develop and update annually a written
development plan for each employee that provides for the continuous improvement of the
employee's job related knowledge and skills.

(c) An agency head shall maintain written documentation of agency workforce development hours
and expenditures per instructions from Department of Administrative Services regarding
expenditures and account numbers related to training and travel.

(d) When opportunities permit, agencies shall invite other state agencies to fill staff development
openings and share training facilities and other employee development resources.

(e) An agency head may provide educational assistance to employees when it directly relates to their
job responsibility and can be accommodated within the agency budget:

(A) When an employee is assigned to attend courses, the agency shall reimburse all of the costs
of course registration fees, course materials, and necessary travel. 

(B) When an employee makes a request to attend a class(s), either during or after working hours,
the agency may reimburse all or part of the costs attendant to the class(s).

(C) Educational assistance to employees may include paid leave.  Provisions of the paid leave
agreement between the agency and the employee shall be documented and maintained in the
agency file.

(2) Policy Clarification:

(a) The written agency training plan is intended to relate individual employee development plans and
agency workforce development priorities to the agency mission.

(b) Training or education related to work skills and knowledge includes formal instructions or a
structured learning plan related to:

(A) employee's competence to perform a specific job,

(B) employee's state government career, or

(C) Employee's work environment.












































