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Chapter 1: Introduction, Mission, and Structure
Introduction
In an effort to reflect pride and maintenance of a high standard of professionalism in our work
place, both supervisors and employees need a common policy guide. A clear and shared
understanding of work expectations and standards fosters a positive and productive work
environment and a stronger culture of compliance and cooperation. These policies and
procedures are not intended to be, and are not, a contract. They may be modified, suspended, or
terminated at any time, at the ISU Extension and Outreach Keokuk County Council’s (hereafter
referred to as "council") sole discretion.
Administrative Organization
The County Agricultural Extension District (council) made up of nine (9) members elected at large
from the county governs Iowa State University (ISU) Extension and Outreach in Keokuk County.
The council assumes responsibility for planning and carrying out of the extension programs in the
county, including the establishment of a budget, levying a tax, authorizing payment of expenses,
and employing the ISU Extension and Outreach KeokukCounty staff.
Authorization of Operation
Federally, the cooperative extension service was first established by an Act of Congress dated
May 8, 1914, known as the Smith-Lever Act. Iowa Code Chapter 176A, as amended, titled County
Agriculture Extension Law, outlines the legal structure for the extension service operating under
the Smith-Lever Act across Iowa.
About Iowa State University Extension and Outreach
ISU Extension and Outreach carries Iowa State’s land-grant mission throughout the state -everywhere for all Iowans. We serve as a 99-county campus, connecting the needs of Iowans
with Iowa State University research and resources. ISU Outreach provides education and
partnerships designed to solve today’s problems and prepare for the future.
Staffing
The council maintains staffing to carry out the ISU Extension and Outreach program within the
county.
ISU Extension and Outreach and the council have entered into a Memorandum of Understanding
(MOU) to more clearly define their partnership. This partnership exists for the purpose of
supporting the land-grant mission of ISU and for providing education beyond the campus borders
by establishing and supporting locally determined educational programs. This partnership also
exists to comply with and further the policy goals established in the County Agricultural Extension
Law, as set forth in the Iowa Code Chapter 176A, as amended.
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Chapter 2: Employment Administration
Equal Employment Opportunity
The council supports federal and state laws prohibiting discrimination and harassment. All
qualified job applicants and employees will receive consideration for employment and
employment opportunities without regard to race, color, age, religion, sex, sexual orientation,
gender identity, genetic information, national origin, marital status, disability, or protected veteran
status. Job applicants and employees will not be discriminated against.
The state and federal laws prohibiting discrimination and harassment apply to all aspects of
recruitment, testing, selection, assignment, training, promotion, reassignment, discipline,
discharge, evaluation, compensation, and all other terms and conditions of employment.
Employees who wish to file a complaint alleging discrimination and harassment should follow the
steps outlined below in Chapter 12 – Discrimination and Harassment Policy.
Council Responsibility Regarding Employment
The council shall maintain a staffing pattern that meets the program and support needs of the
citizens of the county.
All positions housed within the ISU Extension and Outreach Keokuk County office will have a
written job description that outlines the responsibilities, essential functions, required skills,
qualifications, and name of the supervisor. An Offer for Employment shall be on file for each
employee.
Continuity of Policies – Right to Change or Discontinue
To preserve the ability to meet our organization’s needs under changing conditions, the council
may modify, augment, delete, or revoke any and all policies, procedures, practices, and
statements contained in this manual at any time without notice.
Such changes shall be effective immediately unless otherwise stated and staff will then be
notified.
Definitions and Appointments of Employees
Regular Full-Time Employee: An employee who continuously works the established forty (40)
(or hours approved by the council for full time employment) hour workweek.
Regular Part Time Employee: An employee who continuously works less than forty (40) hours
(or hours approved by the council) per week.
Temporary Employee: An employee who works either full time or part time for a predetermined,
limited period of employment. For example, employees hired to assist with office or program
support on a temporary basis.
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Multi-County Employee
•

In situations in which an employee is hired to perform work for multiple counties, a
Memorandum of Agreement (MOA) should outline employee obligations/responsibilities of
each county.
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CHAPTER 3: Conflict of Interest
Employment
No employee of the ISU Extension and Outreach Keokuk County Council shall work in the position
where he or she is supervised by a person with whom the employee is cohabitating, in a
committed relationship with or to whom the employee is related, either by blood or marriage,
except as may be approved in writing by a vote of a majority of council members.
Persons with such relationships or who, in the course of employment, develop relationships
covered by this policy shall inform the personnel committee of the existence of the relationship if
their employment will involve a supervisory relationship between the two employees. The
personnel committee will evaluate whether assignments can be reconfigured to avoid the
supervisory relationship. If the supervisory relationship cannot be avoided, existing employees
shall be given the initial opportunity to decide who will leave the council's employ, if so required
following consideration by council, as noted above.
With respect to any council or council committee's decision with respect to an employee with such
a relationship to a council member, the related council member shall not be allowed to vote on
the decision.
Because of the nature of Extension work adherence to conflict of interest policies is important.
ISU Extension and Outreach Keokuk County work requires considerable direct public contact,
and ISU Extension and Outreach is generally viewed as the primary educational outreach
component of the university. Extension educational services are delivered throughout the State
of Iowa and beyond. Based on the outreach role and the location of service delivery, it is critical
that ISU Extension and Outreach Keokuk County employees be particularly sensitive to the
potential for real or perceived conflict of interest. Extension employees must be especially careful
in their private activities to avoid the perceptions that:
1) They are asking for or receiving private payment for services that are normally a part of
their position responsibilities;
2) Any services that they provide privately are affiliated with or endorsed by extension; and/or
3) They are advertising or promoting their private services while performing their extension
roles.
Activities that give the perceptions above could be considered a misuse of their positions and/or
a violation of state code. ISU Extension and Outreach Keokuk County employees representing
the cooperative extension system have additional responsibilities to safeguard against real or
perceived conflict of interest in accordance with the Smith-Lever Act and USDA federal policies.
Council members cannot hold office and be employed by the Extension District for which they
have been elected. If a council member wishes to apply for a position they must first resign as a
council member to be considered as an applicant.

Staff as Volunteers
ISU Extension and Outreach Keokuk County employees may not volunteer to perform services
for ISU Extension and Outreach Keokuk County that are identical or similar to their duties as an
employee. It is the responsibility of the employee to notify ISU Extension and Outreach Keokuk
County Personnel Committee if an employee wishes to volunteer in other capacities within
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Extension and Outreach. Prior approval from the personnel committee is required before an
employee is allowed to volunteer in any capacity with in Extension and Outreach.

Chapter 4: Hiring and Transfer Procedures
The council shall work to maintain an uninterrupted flow of services for program delivery and
support.
New positions are created and authorized for hire by the council upon recommendation from the
council personnel committee or designee.
Guidelines to ensure compliance with the Discrimination and Harassment Policy and nondiscrimination laws are followed in all aspects of recruiting, hiring and training of employees.
An Offer of Employment will be signed by the employee and the council chair and placed in
employee’s personnel file.

Vacancy
Unless the council has determined there is to be a freeze on hiring, once a vacancy has been
identified, the council designee and/or personnel committee under direction of the council will
determine if the vacant position will be refilled. If the position is to be refilled the following set of
procedures will act as a guideline. The council reserves the right to forego some or all of the
following procedures if the council, in its sole discretion, believes it is appropriate to do so under
the circumstances so long as the Council ensures that its process for filling the job vacancy
complies with its Equal Employment Opportunity responsibilities.
These procedures are:
Job Announcements
•
•
•

The vacant position will be reevaluated before announcing the position vacancy and the
council will determine if current employees can request to transfer to the position.
An open job announcement may be sent via e-mail to all employees after a position
becomes open. Employees wanting to transfer to the position must notify the council, or
designee, by the end of business 20 days after the message is sent.
A job announcement will be posted to the public with Iowa Workforce Development and on
the county extension website for a minimum of seven (7) calendar days.

Transfers
•
•
•

Employees wishing to transfer will submit their request in writing. This will include an
updated application and/or resume and a letter of interest.
An employee requesting to transfer positions must meet all job requirements and
qualifications identified in the job announcement.
The employee may also be required to take and satisfactorily complete any job-related skill
tests required for the position.

New Applicants
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•
•
•

All applicants must complete and submit a signed, standardized application. A resume or
curriculum vitae may be submitted in addition to the application, if desired. Applicants must
give permission for any required background checks prior to initiation of the test.
Job-related testing may be administered to determine if the applicant has the required job
skills for the position.
The council, or its designee, will determine the timeline and events for screening and
interviewing candidates and making a hiring recommendation.

Background Checks
Under the MOU, background checks will be required for all new county hires. An online employee
screening will be completed by a designated company for all county staff, every three (3) years.
More information about the required background checks can be found at
www.iaextensioncouncils.org/background-screening.
A criminal conviction is not an automatic bar to employment. The employee will be given
an opportunity to provide any information that might be helpful to the council in
evaluating the criminal history. The council personnel committee and/or designee will
consider available information concerning the circumstances, time, severity, frequency,
and nature of a conviction, as well as its relation to the position in question as well as the
candidate’s actions and activities since the crime, including rehabilitation or restitution,
work history, truthfulness and completeness of the candidate's disclosure of
convictions, and any other relevant information.

Required Paperwork
All required paperwork for any employee will be completed and filed the first day of
employment. This paperwork includes: the signed letter of intent, state and federal tax
forms, I-9, IPERS, and direct deposit forms. Timely completion of all forms is a condition
of hire.
References Provided to Potential Employers
Keokuk County Extension Council and staff in the event of a reference check by a potential
employer for a current/former employee/intern/volunteer of Keokuk County Extension will verify
that the employee did work for Keokuk County Extension, the length of employment, job title and
summary of duties. We will confirm compensation information if the former employee has
already divulged their compensation level to the potential employer. Any additional information
required of the potential employer will require a signed authorization for the release of
information.
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Chapter 5: Performance Appraisals
All employees will receive a written performance appraisal at least annually. This
appraisal shall consist of a self-appraisal and an appraisal completed by the employee’s
immediate (direct) supervisor.
Performance appraisals will be performed as follows:
•
•
•

Newly hired full time and part time employees will participate in a performance appraisal at, or
around, 90 days of employment.
Regular full time and part time employees will, thereafter, receive an annual performance
appraisal.
Exception: Performance appraisals may be performed out of regular periodic cycles as often as
warranted by a particular job situation and/or the employee’s performance.

In addition, an employee may request a performance conference with his or her supervisor at any
time to discuss current performance issues, concerns, or request current feedback on
performance.
Performance appraisals and any related documents will be placed in the employees permanent
personnel file.
Performance Appraisal Environment
The council, personnel committee, or designee is responsible for establishing an appropriate
performance appraisal environment by:
•
•
•
•
•
•
•
•

Obtaining performance rankings from appropriate employees and supervisors.
Encouraging two-way communication between the supervisor and employee.
Conducting the performance appraisal in a professional and confidential manner, taking steps to
minimize work flow and scheduling interruptions.
Verifying that the employee is familiar with his or her job duties, previous goals, and the appraisal
criteria or factors. Make necessary adjustments to duties and responsibilities.
Establishing mutually beneficial goals for coming year.
Encouraging all employees to submit comments about the performance appraisal or process. Such
comments should be reviewed by supervisor and filed with the annual appraisal in the employee’s
personnel file.
Giving the employee a signed copy of the performance appraisal and placing an original in their
personnel file.
Explaining the process for improving unsatisfactory performance and, if appropriate, provide a
Personal Improvement Plan requiring improved performance over 60-calendar days or more.

PAY INCREASES
Any change in the compensation for a position or an employee will be prepared and recommended
by the personnel committee and/or the finance committee after the annual performance reviews
are completed in the spring, and before each June council meeting. The Council may change
compensation based on performance and/or a significant change of job duties. All pay increases
must be approved by the council.
Typically, any change in compensation occurs on the first pay period of the new fiscal year, but
the council may decide to make changes any time on a case-by-case basis.
Pay increases are not guaranteed and always depend on the financial condition of the ISU
Extension and Outreach Keokuk County budget.
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Chapter 6: Disciplinary Procedures
Employment in Iowa is “at-will,” meaning that an employer may terminate an employee’s
employment for any lawful reason and an employee may leave a job at any time.
When employment expectations are not met, the following actions may be taken by the Council,
personnel committee, or the employee’s supervisor. Consistent with the at-will status, the council
reserves the right to discharge an employee at any time for any lawful reason. The council is not
required to follow each of the steps outlined below. Rather, the council may choose the
appropriate disciplinary steps up to, and including termination, depending on the nature,
frequency, and/or severity of the problem being addressed.
The following performance and behavioral issues may give rise to corrective counseling,
performance improvement efforts, or other disciplinary action up to and including termination of
employment. This list is merely illustrative and is not intended to be exhaustive.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

excessive tardiness
excessive absenteeism
unsatisfactory job performance
defacing council property
interfering with another employee’s job performance
failure to observe working hours, such as the schedule of starting time, quitting time, rest
and meal periods
performing unauthorized personal work on council time
unauthorized use of council telephone or equipment for personal business
failure to follow instructions and insubordination
fighting on council premises
repeated occurrences of performance or behavioral issues
any act which might endanger the safety or lives of others
leaving council premises, for reasons other than lunch, during work hours without the
permission of the supervisor
The use of any weapon to intimidate or harm another individual or used to destroy council
property
stealing, destroying, abusing, or damaging council property, tools, or equipment, or the
property of another employee or visitor
disclosing confidential information to unauthorized persons
disregarding council policies or procedures
falsifying any council or ISU Extension and Outreach records
failing to report to work without excuse or approval of supervisor
reporting to work under the influence of controlled substances
discrimination and/or harassment of other employees, volunteers, or community members
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If disciplinary procedures are needed, the council, and/or its designee, will select the course of
action best suited to the circumstances. The council reserves the right to skip any step of the
process based on the circumstances, including but not limited to the severity and/or
pervasiveness of the infraction/behavior. Termination of the employee may occur at any time.
Disciplinary actions must be documented by the supervisor/personnel committee and a copy
placed in the employee’s personnel file and a copy provided to the employee. Documentation for
disciplinary actions will be kept in the permanent personnel file.
The options are as follows:
Verbal warning
•
•
•
•

The severity or pervasiveness of the problem, the employee’s previous performance
appraisals, and all the circumstances surrounding the particular situation are
considered in determining the need for verbal warning.
Pertinent job requirements are reviewed with the employee to ensure his or her
understanding of the problem(s).
The employee is told about the seriousness of the performance or misconduct issues,
and that a written warning, suspension, or possible termination could result if the
problem(s) is not resolved.
Documentation of the verbal warning becomes part of the employee’s personnel file.

Written warning
•
•
•
•

If the unacceptable performance or behavior continues, the next step may be a written
warning.
Certain circumstances, including, but not limited to, violation of known policy,
procedures, or safety requirements, may justify a written warning without first using
verbal warning.
The written warning defines the problem and how it can be corrected. The seriousness
of the problem is emphasized, and the written warning shall indicate that suspension or
termination or both may result if improvement is not observed.
A written warning becomes part of the employee’s personnel file.

Suspension
•
•

A one, two or three day suspension without pay may be justified under some
circumstances Note: Some infractions (i.e. theft, acts of violence) may result in
immediate suspension.
The suspension will last until the council meets to review the disciplinary action and
determine if the situation warrants disciplinary action (i.e., written warning, suspension,
or termination).

Administrative Leave
•

An administrative leave with pay may be justified when circumstances require an
investigation of a serious incident in which the employee was allegedly involved or a
complaint regarding the employee. The administrative leave will last until the council
meets to review the information gathered and determine if the situation warrants
disciplinary action and/ or termination.

Involuntary Termination
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Involuntary termination may occur in cases that have not been or cannot be resolved by
corrective action or where, in the council’s discretion, is warranted by the circumstances.
(Refer to Chapter 7 – Separation from Employment)

APPEAL PROCEDURES
Regular full or part time employees have the right to appeal any written reprimand, suspension,
or dismissal to the council within seven (7) calendar days after receiving notice of such action.
If an employee wishes to file an appeal regarding an employment action, the appeal must be in
writing and submitted within a seven (7) calendar day period following the delivery of the
employment action. The council designee will place the appeal on the agenda of the next regularly
scheduled council meeting. The council makes the final decision to uphold, amend, or rescind the
employment action.
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Chapter 7: Separation from Employment
SEPARATION FROM EMPLOYMENT MAY BE VOLUNTARY OR INVOLUNTARY. THE COUNCIL RESERVES THE RIGHT TO
ACCEPT THE NOTICE AS STATED BY THE EMPLOYEE OR ACCEPT THE RESIGNATION IMMEDIATELY. PURSUANT TO
Iowa Code § 22.7(11)(a)(5), IF AN EMPLOYEE IS discharged or demoted as a result of a disciplinary action,
or the employee resigns in lieu of termination as a result of a disciplinary action, the change in the
employee’s employment status and the documented reasons and rationale for their discharge, demotion,
or resignation may become a public record

TYPES OF SEPARATION
Resignation (Voluntary termination of the employment relationship by the employee)
An employee who wants to terminate employment shall give a written notice directly to the council, or
designee, preferably prior to discussing the resignation with any other staff or volunteer. An employee who
wants to terminate employment is expected to give as much notice as possible; a minimum of two (2) weeks’
notice is necessary for the employee to resign in good standing.
The council reserves the right to accept the notice as stated by the employee or accept the resignation
immediately.
Accrued, unused, vacation time will be paid on the next regular payday following the
employee’s effective resignation date.
Dismissal (Involuntary termination of the employment relationship)
The council can dismiss an employee for any lawful reason, including but not limited to not
meeting performance expectations and/or misconduct. (See Disciplinary Procedures)
Involuntary terminations shall be entered in the employee’s personnel file. The employee
may be provided with a notice for the termination and be asked to sign the notice. Accrued
vacation time will be paid on the next regular payday. Wage continuance or severance pay,
if any, is determined by the council.
Layoff
If the council decides a reduction in force is necessary or if one or more positions are
eliminated, employees are identified for layoff after evaluating the council’s work
requirements and performance reviews, abilities, experience, and skills, potential for
reassignment within the organization, and length of service and any other relevant factors.
The council, or designee, will personally notify employees of a layoff. After explaining the
layoff procedure, the employee is given a letter describing the conditions of the layoff.
Council reserves the right to determine the notice and/or severance pay, if any, to be
provided to the employee. All accrued, unused, vacation time will be paid to the employee
at the next regular pay period.
TERMINATION PROCESSING PROCEDURES
THE COUNCIL, OR DESIGNEE, WILL DIRECT THE TERMINATION PROCEDURE. ON THE FINAL DAY OF EMPLOYMENT,
THE EMPLOYEE MUST RETURN TO HIS/HER IMMEDIATE SUPERVISOR ANY AND ALL COUNCIL, COUNTY, OR ISU
Extension and Outreach PROPERTY IN THEIR POSSESSION, INCLUDING KEYS, CREDIT CARDS,
PHONES/ELECTRONIC/COMPUTER DEVICES, ETC. THE EMPLOYEE’S SUPERVISOR WILL ISSUE A RECEIPT FOR ALL
RETURNED ITEMS. THE SUPERVISOR MAY CONDUCT AN EXIT INTERVIEW WITH EMPLOYEES WHO ARE
VOLUNTARILY SEPARATING FROM THEIR POSITION.
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LAST PAYCHECK
The employee’s final paycheck shall include all earned pay and any expenses due the employee,
including vacation pay, but excluding sick pay. The final paycheck will be issued on the next
regular payday.
Open Records Law Requirements
While an employee’s personnel records are generally confidential, Iowa Code Chapter 22 (Open
Records) includes certain exceptions to the confidentiality of employees’ personnel records.
Should the employee resign in lieu of termination, be discharged, or be demoted as the result of
a disciplinary action, the fact of the resignation, discharge, or demotion and the documented
reasons for it will be a public record, subject to production in response to an open records request.
You will be notified, prior to the council taking the disciplinary action, that the related information
from your personnel file may become a public record.

Chapter 8: EMPLOYEE Benefits
The council shall provide all benefits to employees that are required by law and/or determined by
council action.

Workers Compensation
The law requires all employees to be covered under the State of Iowa Worker’s Compensation
Laws for job related injuries.
Workers compensation coverage for county extension employees is provided by a commercial
insurance policy through LMC Insurance. If the employee is injured at work, the employee should
contact their supervisor, who will fill out a First Report of Injury Form (FROI), available at website:
www.extension.iastate.edu/hr/workers-compensation-first-report-injury-form-and-instructionscounty-paid-employees
Online: www.accidentfund.com/first-report-of-injury
E-mail: ClaimsExpress@accidentfund.com
Fax: 866.814.5595
Telephone: 866.206.5851
Group Insurance if provided- Health, Dental, Life, Disability, etc.
The following insurance is provided to employees: “no insurance is offered at this time”

Retirement
County extension employees are eligible to participate in the Iowa Public Employees Retirement
System (IPERS). The council will contribute to IPERS as required by law, for those meeting
participation requirements.
Employees may request early retirement as provided by the State of Iowa. The council will make
the decision as to whether or not to grant the early retirement.
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IPERS Coverage for Seasonal Workers
Council treats seasonal workers as temporary employees who become IPERS-covered after
earning $1,000 in two consecutive calendar quarters, or when employed for 1,040 hours or more
in a calendar year. IPERS coverage begins in the quarter after the ongoing relationship is
established. Once established, coverage also includes quarters in which the temporary employee
makes less than $1,000. IPERS coverage for a temporary employee ceases when the employee
performs no services for an employer during four consecutive calendar quarters or there is a
formal termination agreement. Under these circumstances, if the employee returns to temporary
employment, he or she then needs to reestablish an ongoing relationship before again becoming
eligible for IPERS coverage. For more information please visit www.ipers.org.
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Chapter 9: Time Away From Work
Employees will be paid for earned time way from work, vacation, sick as outlined in this policy.
Notice of Absence:
Employees must notify the council/the council’s designee/their supervisor of any planned or
unplanned absences.
The employee’s supervisor or the council must give prior approval for any vacation time. The
employee should provide the council with as much notice as possible of the employee’s planned
vacation dates so that schedules can be coordinated to cover the employee’s responsibilities.
Requests made with insufficient prior notice may be denied if appropriate coverage is not
available.
Unused accrued vacation hours will be paid to the employee upon leaving employment with the
council. (See Separation from Employment)
In the event of sickness or any other unplanned absence, Employees must contact their
supervisor or the council at least one-half (1/2) hour prior to their regular start time, or as soon as
possible if advance notice is impossible under the circumstances.
Vacation:
Regular full-time council employees earn vacation according to the following:
Vacation leave will accrue as of the initial employment date. Vacation leave may be used
before the completion of the orientation period. If employment is terminated, accrued vacation
will be paid. Temporary employees are not eligible for vacation accrual.
Hourly employees in full-time positions are eligible for vacation with pay, part-time permanent
employees at .75 FTE or greater receive a pro-rated vacation leave equal to their appointment.
Vacation leave accrues at the following rates: 10 hours per month, 15 days per year
Staff may access their accrued vacation benefit after the first calendar month of employment.
Vacation should be taken when earned. No employee may accrue more than 240 hours of
vacation leave.
Vacation requests are made through TimeClock Plus: requests of four (4) working days or more
should be made at least one month in advance. Requests of two (2) to three (3) days should be
made two weeks in advance. Requests of one (1) day or less should be made one (1) week in
advance. All requests are subject to approval of the Regional Extension Education Director or
immediate supervisor. Shorter notification periods will be considered and subject to approval of
the Regional Extension Education Director or staff member in charge. A "Request for
Vacation/Report of Sick Leave" must accompany all vacation requests.

SICK LEAVE:
Regular full-time employees earn sick leave according to the following:
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Hourly full time staff accrue sick leave at the following rate: 10 hours per month, 15 days per year
Staff working less than full time but more than .75 FTE shall receive a prorated accrual equal to
their appointment. Staff less than .75 FTE shall not receive a sick leave benefit. Staff may
access their accrued sick benefit as soon as it’s accrued.
Sick leave shall not be converted to annual leave. Employees shall not accumulate more than 720
hours of sick leave. .
Officially, designated holidays falling within the period of an employee's approved sick leave will
not be charged against the employee's sick leave account.
An employee who is injured while performing his/her assigned duties and is entitled to benefits
under the provisions of the Worker's Compensation Act may elect to use accrued sick leave and
vacation leave, in that order.
All time taken on authorized sick leave shall be deducted from available sick leave, which has
been accrued by the employee and shall be charged by actual hours used in hourly increments
with a minimum of one half hour. All sick leaves must be reported in Time Clock Plus.
An employee who has exhausted all of his/her sick leave may then elect to use vacation to which
he/she is entitled for sick leave purposes.
Sick leave shall not accrue when on leave without pay if leave is longer than one week. If leave is
less than one week, employees shall continue to accrue sick leave but prorated for part-time basis.
The accrued sick leave of an employee whose service with Keokuk County Agricultural Extension
is terminated by reasons of resignation, discharge or retirement shall be cancelled by such action.
Remuneration for any unused sick leave will not be allowed.
In order to be eligible for sick leave with pay and in order to receive compensation while absent on
sick leave, an employee shall:
1) Notify the Regional Extension Education Director or immediate supervisor as to the reason for
absence at the start of the workday of the first day's absence.
2) Keep the Regional Extension Education Director or immediate supervisor informed of his/her
condition on a daily basis.
3) Upon return to work an employee may be required to submit a statement signed by the
attending physician for absence of three (3) days' duration or longer. The statement may be
required after a shorter absence at the discretion of the Regional Extension Education Director
or immediate supervisor. The certificate must state that the employee was under physician’s
care and whether the employee has been incapacitated for work for said period of absence.
4) Abuse of sick leave is subject to disciplinary action
Sick Leave Use:
•

Illness. Employees may use accrued sick leave for personal illness, illness in the immediate
family (those living in the same household), bodily injuries, and other medically-related
disabilities including pregnancy.

•

Medically-related appointments. Sick leave used for scheduled medical and dental
appointments is deducted per actual time used with a 1-hour minimum.
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•

•
•
•
•
•

•
•
•
•

•

The council, or designee, may also request a physician’s verification for any sick leave
used/requested for three or more consecutive workdays or in the case of excessive sick leave use.
Following a sick leave of three (3) or more days, the council, or designee, may request from the
employee a physician’s release to return to work.
Employees may accumulate up to 720 days/hours of unused sick leave.
Employees are permitted to use available vacation leave in lieu of sick leave when they so request.
When a holiday occurs during an employee’s paid sick leave, the employee’s sick leave account
shall not be charged for the holiday.
Separation from employment with the council will cancel all accumulated sick leave.
Leave may not exceed five (5) days per calendar year for the care of and necessary attention to ill
or injured members of the employee’s immediate family.
Sick Leave – Vacation Conversion. No conversion of sick to vacation is permitted.
BEREAVEMENT LEAVE

All approved bereavement leave will be charged to the employee’s accrued sick leave.
Employees are permitted to use available vacation leave in lieu of sick leave when they so
request bereavement leave.
Council employees are allowed to use accrued sick for up to three (3) days upon a death
in the immediate family. “Immediate” is defined as and limited to employee’s spouse,
children (foster, step, grand), parents, (foster, step, grand), brothers/sisters (foster, step),
aunts, uncles, nieces, nephews, and corresponding relatives of the employee’s spouse.
One day may be taken for deaths beyond the immediate family as defined above.

Holidays
The council follows the holidays observed by Iowa State University. The following are paid
holidays:
•
•
•
•
•
•
•
•

New Year’s Day
Martin Luther King Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Friday after Thanksgiving Day
Two days for Christmas

When a holiday falls on a Saturday, the Friday preceding will be declared the holiday. When a
holiday falls on a Sunday, the Monday following the calendar holiday will be declared the work
holiday. Employee must be in paid status the day before and after a holiday to receive holiday
pay.
Employees working less than full time but more than .75 FTE will receive holiday pay according
to their percentage of full-time employment. Employees working under ,75 FTE will receive no
holiday, sick leave or vacation pay.
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FAMILY AND MEDICAL LEAVE ACT (FMLA)

KeokukCounty Extension will provide Family and Medical Leave to eligible employees. The
purpose of this policy is to provide employees with a general description of their FMLA rights.
Questions regarding FMLA leave should be directed to your supervisor or the counsel designee.

FMLA Leave Eligibility
An eligible employee under the FMLA is an employee who has been employed by the Council for
at least 12 months and has worked at least 1,250 hours in the immediately preceding 12 months.

Reasons for FMLA Leave
An eligible employee may take FMLA leave of up to 12 weeks per leave year, for any of the
following reasons:

▪ For the birth of and/or to care for a newborn child, or a child to be placed in the employee’s
custody through adoption or foster care;

▪ To care for the employee’s spouse, child, or parent (not in-law) who has a serious health
condition;

▪ Because of the employee’s own serious health condition if that condition renders the
employee unable to perform his or her job functions.

▪ For a qualifying exigency related to the fact that the employee has a spouse, child, or
parent who serves in the reserve components of the armed forces and is on active duty or
is called to active duty in support of a contingency operation. (Contact your supervisor or
the council’s designee military service exigency leave.)
▪ To care for a parent, spouse, child, or relative to whom the employee is next-of-kin when
the family member is being treated for, or is recuperating from, a serious injury or illness
incurred in the course of active duty in the military. (Note: Leave of up to 26 weeks in a
single 12-month period is allowed for care under this provision. Contact your supervisor or
the council’s designee military service exigency leave.)
Any leave taken by an eligible employee for one or more of these reasons will be counted against
that employee’s available annual FMLA leave entitlement.

Serious Health Condition
For the purpose of determining whether an eligible employee or his/her spouse, child, or parent
has a serious health condition that qualifies for leave, such a condition includes any injury, illness,
impairment, or physical or mental condition that requires:
a. Inpatient care in a medical facility (for example, overnight hospitalization), or
b. A serious health-related absence of more than three consecutive calendar days, along with
two treatments by a healthcare provider within 30 days of the first day of incapacity; or
c. Three consecutive calendar days of a serious health-related absence and at least one
treatment by a healthcare provider resulting in a continuing regimen of treatment, with the
first treatment occurring within the first seven days of the condition; or
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d. A chronic serious health condition resulting in at least two visits to a healthcare provider
per year; or
e. Any period of incapacity due to pregnancy or for prenatal care; or
f. Care for a permanent or long-term serious health condition or for multiple restorative
treatments as defined by federal law.

Leave Year
For the purpose of this policy, the leave year within which an eligible employee may take his or
her 12 weeks of FMLA-protected leave means the 12-month period beginning on the date the
employee first takes leave for any qualifying reason.

Compensation for FMLA Leave
FMLA leave is unpaid leave, however, employees with available paid leave will be required to use
all available paid leave time before any unpaid time will be granted. All intermittent FMLA time
will be recorded as paid leave, if available. Only earned paid leave is required to be used. Once
an employee’s available paid leave is exhausted, FMLA time will be unpaid. All paid and unpaid
FMLA leave time will be counted toward the employee’s available annual FMLA leave allotment.

Intermittent or Reduced-Hours Leave
When leave is taken to care for a seriously ill spouse, child, or parent, is due to the employee’s
own serious health condition, or is for a qualifying FMLA military-related leave, an employee may
take leave intermittently (i.e., periodically as needed) or on a reduced-hours schedule (i.e.,
reduced number of working hours per day or per week) if leave is medically necessary, as certified
by the employee’s or the family member’s healthcare provider. Otherwise, such leave is not
permitted unless approved by the Council. All eligible FMLA time taken — whether consecutive,
intermittent or on a reduced-hours schedule — must be reported to your supervisor or council
designee as such.

Job and Benefits Security
An eligible employee who takes leave under the FMLA and who returns to work by the time his or
her annual FMLA entitlement has expired will be restored to the position he or she held when the
leave commenced, or to an otherwise equivalent position (with respect to pay, benefits, and other
terms and conditions of employment), unless the employee is designated as a key employee or
the employee would no longer have been employed even if FMLA leave had not been taken.
Additionally, any employment benefits accrued but unused prior to the commencement of leave
will be available to the employee upon return from qualifying FMLA leave.

Continuation of Group Health Plan Coverage (not provided at this time)
Group health plan coverage will be maintained by the county during an eligible employee’s period
of FMLA leave, to the extent and under the same circumstances as would ordinarily be furnished
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to that employee. Monthly insurance premium co-pay payments will be deducted from the
employee’s regular paycheck, if the employee is receiving paid compensation. Otherwise, the
employee will be required to make premium payments to the council on the 15 th and 30th of each
month. The council or its designee will notify eligible employees concerning the amount of each
premium payment due. Failure to pay such premiums during leave may result in the loss of health
coverage. An eligible employee who fails to return to work after the expiration of available FMLA
leave may be asked to reimburse the council for any healthcare premiums paid by the council
during the leave period, except for qualifying reasons.

Employee Notice Requirements
An eligible employee must give the employee’s supervisor or the council’s designee at least 30
days’ notice of his or her intent to take leave under the FMLA. If the employee is unable to give
such notice because the need for leave is not foreseeable, then the employee must give notice
consistent with council’s absence policies, absent unusual circumstances. The council may delay
or deny authorization for leave to any employee who fails to give the requisite notice.

Healthcare Provider Certification
When leave is taken to care for a family member with a serious health condition or due to the
employee’s own serious health condition, an eligible employee may be asked to provide the
employee’s supervisor or a council designee with a completed and signed healthcare provider
certification form indicating that the employee needs FMLA leave. This certification must be
returned to the council within 15 days after the employee gives notice of his or her intent to take
FMLA leave.
Failure to provide medical certification in a timely manner may result in delays in securing
authorization for leave. Failure to return the certification will preclude the employee from taking
leave.
An eligible employee may also be asked to furnish his or her supervisor or a council designee
with subsequent healthcare provider re-certifications on a reasonable basis during the employee’s
leave period. An eligible employee’s failure to furnish subsequent certifications may result in
termination of the employee’s right to leave.
An eligible employee returning from FMLA leave must submit to the council a medical fitness-forduty certification indicating that the employee is able to return to work. Failure to submit such a
release or key employee status may preclude the employee from being restored to his or her
employment with Keokuk County Extension.

Additional FMLA Information
If you have any questions concerning FMLA leave, you should contact your supervisor or the
council designee.
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EXTENSION OF LEAVE

The council, or designee, must be notified immediately if any authorized leave must be extended
because of a valid emergency. Non-emergency extension must be submitted in writing prior to
the expiration of any approved leave. Valid reasons for the extension must be contained in the
written request. extended leave is not a guarantee and must be approved by the council or
designee.
MILITARY DUTY

The council will conform to the terms and conditions of the Uniform Services Employment and
Reemployment Act of 1994. The service member is asked to provide a copy of the orders stating
the requirement to duty, and dates, with as much notice as possible. Service members should
contact Veterans Affairs office with any questions regarding their military service obligations and
their employment.
JURY AND WITNESS DUTY

When an employee is required to report for jury duty or as a witness in court in connection with
the employee’s officially assigned duties on a regularly scheduled work day, he/she is excused
with pay when the request for leave is accompanied with a copy of the jury order. The employee
must assign to the council any fees paid to the employee in connection with jury service, excluding
mileage and meals.
ABSENCE WITHOUT PRE-APPROVED LEAVE

When an employee is absent without informing the council personnel committee, or designee,
he/she is subject to loss of pay if accrued leave is not available. Absences without pre-approval
can lead to reprimand, suspension, and/or dismissal. The final decision for dismissal rests with
the council.
LEAVE WITHOUT PAY

Leave of absence without pay may be granted to an employee for reasons and periods of time
considered proper by the council personnel committee, or designee, and reported to council. Paid
leave must be used before unpaid leave will be granted. Leaves of absence without pay must be
requested in writing and prior approval is required when the leave is foreseen. In emergency
situations, the employee must notify their COUNCIL PERSONNEL COMMITTEE, OR DESIGNEE, immediately.
A written request must be received no later than three (3) business days in emergency situations.
LEAVE FOR OFFICE CLOSINGS

Employees who are unable to get to work because of road conditions caused by weather may
count the absence against their accrued leave hours, but are expected to report to their COUNCIL
PERSONNEL COMMITTEE, OR DESIGNEE.
In the event that the office closes the office for weather or mechanical reasons, the employee’s
absence will not be charged against accrued leave hours, and employees will earn regular pay.
This pay will not be counted towards hours to calculate overtime pay. If an employee had
previously been scheduled out of the office, the employee will still be required to use their
scheduled accrued leave or leave without pay for the hours that the office was open. If the office
is closed prior to the employee’s scheduled start time, the employee will not be charged any
accrued leave.
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Chapter 10: Days/Hours of Work
A workweek runs from Sunday (12:00 a.m.) through Saturday (11:59 p.m.).
Non-exempt employees must accurately document all hours worked. Employees will use a
standard process, provided by the council for documenting time worked.
The council shall develop and maintain a system to communicate work schedules to the
appropriate people in the office. The ISU Extension and Outreach Keokuk County office will be
the official location of work. Some positions require the employee to conduct ISU Extension and
Outreach Keokuk County business at other locations. Non-exempt employees are not allowed to
work from home, or alternate sites, instead of physically traveling to the office, except with prior
permission in special circumstances
The council follows the Fair Labor Standards Act in determining if an employee is exempt or nonexempt.

Workweek and Workday
Non-Exempt Employees
•

•

•

•

A normal workday begins promptly at 8:00 a.m. and ends at 4:30 p.m.. Each workweek
consists of 40 hours and includes all work performed Sunday through Saturday. Hours
worked above 40 hours in the workweek will be counted as overtime. See “Overtime”
below. The development and/or use of comp time is not allowed.
Some employees may need to report for work at hours other than regular workday hours
to accommodate their job responsibilities. The beginning and end of the workday will not
necessarily be the same for every employee. Work hours other than regular workday hours
must be pre-established by the personnel committee or their designee and documented in
the employee personnel file.
The personnel committee or their designee, will establish the work hours for individual
employees. For jobs requiring flexible hours due to the nature of the responsibilities, the
personnel committee or its designee will provide such scheduling flexibility as they deem
appropriate.
Time records will be kept for all hourly employees and reviewed and approved per pay
period by the council or designee. [NOTE: Payroll documentation must be kept for all
employees for three years and payroll tax records, including unemployment records, need
to be kept for four years.]

Exempt Employees
•
•

Exempt employees do not use timecards but are expected to work a normal workday.
Exempt employees may need to, and are sometimes expected to, work outside of a normal
workday to accommodate needs of their customers.

Recording Leave Time
In addition to providing advance notice of taking leave time (see Notice of Absence, Section 9),
at the end of each payroll period, all employees should submit a log of any leave time taken during
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payroll period and the type of leave (vacation or sick leave) to the council, its designee, or the
employee’s supervisor.

Meal and Rest Periods
Meal Period
•

The normal workday is eight (8) hours commencing at 8:00 a.m. and ending at 4:30 p.m.
with a 30-minute lunch, free of duties, to be taken in staggered shifts to support the office.
Lunch periods are unpaid. Employees may not eat at their work stations/desks absent
approval of their supervisor and non-exempt employees, if given approval by their
supervisor to do so, must report all time worked during the lunch break.

Rest Period
•

Employees are permitted two (2) paid 15-minute rest periods per workday. Rest periods
are to be scheduled in staggered shifts to support the office

Overtime
•
•

All overtime work must be approved in advance by the employee’s supervisor or council or
designee.
Hourly employees are paid at the rate of one and one-half times their regular hourly pay
for all time worked in excess of 40 hours in any one workweek or provided/offered the same
in compensatory time. Hours worked does not include leave time described in Chapter 9.

•

FAIR-During fair, all employees will be available during regular business hours,
including lunch. All overtime is approved by immediate supervisor on a tentative
basis. At least one employee will be on fair grounds during approved hours to
prepare for shows, events, and to ensure safety for 4-H and FFA members.

•

Staff attending Extension Council meetings, Expo Board meetings or other meetings
whereby the staff person does not have lead responsibility will not be compensated from
4:30 p.m. to the start of the meeting. Staff shall be paid their normal hourly rate for
attendance at the meetings until their reporting responsibilities are completed.
Attendance after their reporting responsibilities shall be unpaid

Compensatory Time (not offered at this time)
•
•

•

Compensatory time may be offered in lieu of pay at one and one-half times the number of
hours worked over 40 hours. Comp time pay in lieu of overtime pay is optional, the
employee has the right to decline it and receive pay.
Written notification that the employee would like to participate in comp time must be made
by the employee to the council personnel committee or designee prior to work being
performed. Once an employee requests comp time for hours over 40 per week, the Council
will continue to designate hours over 40 as comp time until the earlier of its receipt of written
notification from the employee to stop comp time, or when the employee accumulates the
maximum amount of comp time as described below.
The personnel committee or its designee will maintain a written record of hours worked
and compensatory time earned and used.
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•
•
•
•
•

An employee must be permitted to use compensatory time on the date requested by the
employee unless doing so would unduly disrupt the county operations.
Employees may accrue up to 90 hours of compensatory time. Once an employee reaches
this max, the employee will be paid overtime.
If accrued compensatory time is not used during the fiscal year or prior to termination, it
will be paid to the employee at the earlier of the end of the fiscal year or the next payroll
period following termination.
Employees can request payout of accrued compensatory time at any time and will be paid
at the next regularly scheduled pay date. All requests of comp time pay out must be in
writing and directed to the personnel committee or their designee.
Exempt employees are not eligible for compensatory time.
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Chapter 11: Payroll and Expense Reimbursement
The council shall maintain regular schedules for payroll and expense reimbursements and
communicate this information to all employees.
A workweek runs from Sunday (12:00 a.m.) through Saturday (11:59 p.m.).
Council uses a monthly (first day of the month to the last day of the month) payroll time system
along with TimeClock Plus as its time tracking system.
Unless the position is classified as exempt by the council, all hourly employees must accurately
document hours worked. All employees must document their use of paid or unpaid leave. All
payroll and employee records will be preserved for at least five (5) years following separation from
employment.
This council is covered by the Fair Labor Standards Act. All employees will be paid in compliance
with the law. Non-exempt employees will be paid or provided compensatory time for all hours
worked above 40 hours per week at the rate of time and one-half. All hours worked on any council
business are considered in determining if overtime or compensatory time is applicable. Overtime
must be approved by the employee’s supervisor or council designee prior to the incurring of
overtime hours. Failure to obtain pre-approval for hours worked over 40 may result in disciplinary
action up to and including termination.
Over time is to be calculated on hours ‘worked’ over 40 hours/week and does not include vacation,
sick leave, holidays, jury duty, or other ‘absence’ hours paid or unpaid.
Pay Advances
Advances in pay cannot be made to any employee. Personal checks cannot be cashed for
employees.
Payroll Deductions; Wage Garnishments
Certain legally required deductions are made from the employee’s paycheck including FICA,
Medicare, Iowa Public Employment Retirement System (IPERS), federal and state income tax,
and court ordered assignments. The council will comply with judicially ordered wage
garnishments.
Employee Incurred Expenses and Reimbursements
All work-related expenditures made by the employee require advance approval by the employee’s
supervisor or a council designee. A receipt must accompany all expenditures. Items purchased
or charged by the employee are to be itemized on the county approved form and submitted to the
employee’s supervisor or council designee who will approve and then sign the expense form. The
forms will be submitted to the council for approval. Forms are due to the county bookkeeper within
30 calendar days of the expenditure. Expenses submitted after 30 calendar days may be refused
for reimbursement. Reimbursement to the employee will be made at the next regular check-writing
period. Additional information and procedures are provided in the council’s fiscal policy.
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Professional Development
The council supports an employee’s desire to continue their education and professional
development. To support professional development, the council has budgeted funds for this
purpose.
Employees are eligible to attend professional development opportunities after completing a
minimum of six (6) months employment with the council, unless otherwise approved .Professional
development funds that have been advanced to the employee must be returned to the council
budget if unused by employee. Professional development fund amounts, if any, are determined
by the council budget. Employees must be meeting performance expectations in order to receive
funding from the council or approval to miss work to attend professional development
opportunities unless the opportunity is required to meet performance expectations.
Employees desiring to attend employment seminars/workshops related to their job responsibilities
shall submit a request with course information to the employee’s supervisor or the council
designee. The council will consider the request at the next regular meeting. If approved, the
council will pay in advance for the seminar/workshop up to the approved amount. The employee
is responsible for attending the event and must reimburse the ISU Extension and Outreach
Keokuk County Council if he/she does not attend or meet the requirements of successful
completion of the educational offering.
MUST BE EMPLOYMENT RELATED TRAINING Employees desiring to enroll in courses of
study at local educational institutions or through online degree programs and desiring tuition
reimbursement should make a written request to their supervisor or the council designee. The
request should include the purpose, relevance to the job, cost, dates, times of classes and the
name of the institution to be attended. The employee will also specify the items for which
reimbursement is requested; including but not limited to tuition, books, software, and any other
costs required for the course(s).
Tuition reimbursement will be processed on a semester-to-semester basis upon successful
completion of the course work and presentation of a transcript or certificate of grades from the
educational institution. Reimbursement rate will not exceed the employee’s professional
development benefit cap or the original amount agreed upon by the council and the employee.
Part-time and temporary employees can submit proposals for professional development benefits
to the council on a case-by-case basis.
Personal professional development training or courses requested by the employee will be on the
employee’s personal time or paid time off and will not be considered as a part of the employee’s
workday, unless negotiated otherwise at the time the professional development opportunity is
approved by the council. Travel expenses will not be reimbursed for employee requested personal
professional development programs.
The council may require an employee to attend professional development training. The expenses
incurred to attend council required trainings will not be deducted from the employee’s professional
improvement budgeted amount and will be considered a part of the employee’s work day for which
wages will be paid as well as travel expenses.

27

Travel and Meal Expenses
Employees will be reimbursed for the operation of their personal vehicle while on council
business at the standard IRS mileage reimbursement rates or other rate approved by the
council. The employee assumes liability and must have liability insurance for his/her vehicle
in work related travel. Travel expenses between the employee’s home and assigned work
location within the greater distance of the County or the employee’s regular commuting
distance to the County Extension office, are not reimbursable. A request for reimbursement
of anticipated business-related travel must be submitted to the employee’s supervisor or
council designee for approval on the standard travel form prior to travel incurring. A final
travel form must be submitted to the supervisor no later than 30 days after the expense has
been incurred, or by no later than the end of the fiscal year. An employee’s failure to comply
with travel and meal reimbursement policies may result in the council’s refusal to reimburse
the employee for those costs. Staff members should carpool whenever possible.
Meals and lodging expenses, when they are part of a business trip, will be reimbursed conditioned
on submittal of proper receipts. Travel that will result in such expenses must have prior
authorization by the employee’s supervisor or council designee. The council will evaluate and set
reimbursement rates. Current rates for meal reimbursement include: $6 for breakfast, $9 for lunch,
and $16 for dinner. Out of State meal reimbursement while on work time are set by the Board of
Regents as follows: Breakfast $8, Lunch $12 and Dinner $20, gratuities and alcohol not included.
Receipts for all reimbursed expenses must be included with the reimbursement request. Lodging
expenses are reimbursed as approved by Extension Council.

*A receipt is required for all parking except short term meters.
Travel time, overnight, and on-call status as hours of work:
•
•
•

Travel time from the office to another point of work and return to the office will be paid time.
While on an overnight stay away from home while conducting business, the employee will
be paid time for all working time, but not for sleep and free time.
On-call time will be paid as required by the U.S. Fair Labor Standards Act, depending on
the nature of the on-call duty.
Example 1:
An employee attends a two-day meeting that requires an overnight stay.
The time it takes to get to the meeting and the time it takes to get back to the office or home
whichever is closer is paid time.

The time the person is in required meetings or activities related to the program is paid time.
The time the person is participating in optional activities, has free time or is sleeping is not
paid time.
Example 2:
An employee takes a group of 4-Hers to camp for a weekend. They leave from the county office at 8:00 a.m.
Saturday and return to the office by 5:00 p.m. Sunday.
The time it takes to get to the camp and the time it takes to get back to the office is paid time.
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If the employee and the youth are alone at the camp, the employee is essentially in paid work status for the
entire stay, as the employee is responsible for oversight of the campers at all times. The status of the pay is
agreed upon prior to the trip. It is clear that the employee is in paid status to and from and during organized
activities day and night. Sleep time may be treated as on-call time, depending on the circumstances.
Example 3:
The same 4-H camping trip with several counties and staff and volunteers involved: This scenario will
provide some free time, sleep time and on-call time, as well as paid time.
In all these examples, the employee will consult with his or her supervisor and or council designee prior to
the trip and the supervisor or council designee will present his/her written determination regarding how time
will be paid at the next regular meeting for council approval. The approval process must be undertaken with
sufficient time prior to the trip to allow for council approval of the recommendation prior to the trip.
Note: The paid time requirements for these activities have major implications for overtime
pay. Approval for paid overtime and or compensatory time at time and a half must be
obtained prior to the trip.
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Chapter 12: Discrimination & Harassment Policy
The council is committed to providing a professional working and learning environment,
which shall be fair and responsible. It shall support, nurture, and reward educational and
employment growth based on relevant factors of ability and performance. The
environment shall be free of discriminatory, inappropriate, disrespectful conduct, and
any type of harassment.
The council prohibits discrimination and/or harassment, which can include disparate
treatment directed toward an individual or group of employees based on race, ethnicity,
sex, pregnancy, color, religion, national origin, physical or mental disability, age (40 and
over), marital status, sexual orientation, gender identity, genetic information, status as a
U.S. Veteran (disabled, Vietnam, or other), or other protected class, that adversely affects
their employment. For religion or disability, the law allows employees to request
reasonable accommodations to continue their work. Whether or not actions are directed
at a specific person, a hostile environment may be created when the conduct based on
one of the protected classifications described above is sufficiently severe or pervasive
and objectively offensive so as to create an offensive, intimidating or oppressive work
environment for the employee.
Sexual Harassment
Sexual harassment will not be condoned in the county office and all allegations of sexual
harassment shall be investigated. It is also the council’s policy that false accusation of sexual
harassment will not be condoned.
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:
•
•
•

Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment; or
Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting the individual; or
The conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive working environment. Sexual
harassment includes, but is not limited to, such actions as unwelcome touching, cornering,
sexually oriented comments, and jokes; display of sexual materials; and sexual advances.

Complaint Procedure
If an employee believes he or she has been harassed or discriminated against by a supervisor,
co-worker, council member or person conducting business with the county extension office he/she
should report the incident immediately to the employee’s supervisor or council designee, either
verbally or in writing. If the supervisor or council designee is involved in the discrimination or
harassment, the employee should make his/her complaint to a member of the personnel
committee.

Suggested Complaint Procedures Involving Employees
The charging employee (complainant) may follow the procedures in sequence or proceed
directly to a higher step, depending on the seriousness of the situation.
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While not required, it is sometimes helpful if the complainant attempts to resolve concerns directly
with the alleged harasser/discriminator. If a complainant does not feel comfortable proceeding in
this manner or after attempts to resolve issues directly with the alleged harasser/discriminator
have failed, the complainant should contact the supervisor, council designee, or a personnel
committee representative as soon as possible after the alleged discrimination/harassment occurs.
The supervisor/council designee/personnel committee representative, or an investigator
appointed by the Council, should determine the nature of the problem and discuss the allegations
with the alleged harasser or discriminator and any witnesses determined to have knowledge
regarding the complaint. The discussion should include the nature of the complaint and possible
corrective action to remedy the situation. Where possible and based on the nature of the
complaint, confidentiality will be maintained. Confidentiality is defined as only discussing the
matter with individuals who have a need to know and can help in reaching and implementing a
resolution. If the circumstances warrant immediate action, the employee may be placed on leave
pending the investigation. Appropriate remedial actions will be taken based on the findings of the
investigator.
If the alleged discriminating/harassing behavior continues, or retaliation occurs, the complainant
should report this (either verbally or in writing) to the supervisor/council designee/personnel
committee representative who was originally notified. The council chair will be notified that an
additional complaint has been received and a follow up investigation should be conducted and
appropriate action taken.
The complaint will usually be investigated by the supervisor/council designee/personnel
committee representative or a committee appointed by the Council. In special circumstances the
council chair may recommend an “outside” third party to be used for an investigation. The
investigator(s) will report to the Council or personnel committee, outlining the findings of the
investigation and recommended steps to take to remedy the situation. The Council or personnel
committee may, at its discretion, meet with the alleged harasser/discriminator for his/her
response. Modifications to the investigation report and possible consequences may be made if
appropriate. The complainant may be informed of action taken against the alleged
harasser/discriminator if the information does not violate the alleged harasser/discriminator’s
confidentiality and privacy.
COMPLAINT PROCEDURES INVOLVING A NON-EMPLOYEE

If a complaint is received regarding the behavior of a non-employee and the alleged harassment
occurred in the context of the Complainant’s work for Keokuk County Extension, the business,
organization, or agency of the alleged offender will be contacted by the supervisor/council
designee/personnel committee representative and apprised of the complaint and the
circumstances surrounding it. The council representative will request that appropriate
investigative action be taken. Follow up will be made to ensure appropriate action is taken. If the
follow up reveals appropriate action has not been taken and if circumstances warrant, the council
will disassociate its self from the alleged offender and his/her business, organization, or agency.
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Retaliation
Retaliation against an employee for filing a discrimination/harassment complaint,
testifying, or assisting in any manner in the investigation or hearing regarding the
complaint is strictly forbidden. Any employee of the council who feels he/she has been
retaliated against should immediately contact the council designee, a personnel committee
member, or supervisor.

Employees/clients may file a complaint directly and at any time with:
Iowa Civil Rights Commission https://icrc.iowa.gov/file-complaint
Equal Employment Opportunity Commission www.eeoc.gov/employees/charge.cfm
USDA Director Office of Civil Rights www.ascr.usda.gov/complaint_filing_cust.html
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Chapter 13: Conduct
THE COUNCIL SHALL ESTABLISH STANDARDS OF EMPLOYEE CONDUCT THAT ENSURE A SAFE, COOPERATIVE, AND
PRODUCTIVE WORK ENVIRONMENT FOR ALL STAFF AND CLIENTS.

Violence-Free Workplace
The unauthorized transportation, possession, use, or storage of any item that could be used as a
weapon to harm another individual is prohibited on ISU and Keokuk County Extension and
Outreach property or at any extension event. These items include, but are not limited to, any
pistol, revolver, shotgun, machine gun, rifle or other firearm, BB or pellet gun, Taser or stun gun,
bomb, grenade, mine or other explosive or incendiary device, ammunition, archery equipment,
dagger, stiletto, switchblade knife, or knife having a blade exceeding five inches in length.
Exceptions to this policy exist when the firearms or weapons are designed for and are being used
for a sporting event (such as the 4-H Shooting Sports Program). Other special circumstances may
include when the purpose for the weapon or firearm is teaching of safe and proper techniques in
handling firearms. In these special cases, the council may authorize usage of appropriate firearms
on extension property or at an extension event with supervision of trained personnel.

Drug-Free Workplace
Iowa State University and the council are committed to providing a drug free workplace.
Consistent with this commitment, Iowa State University and the councils will comply with
all federal and state laws, regulations, and orders, including the policies of the State
Board of Regents, which pertain to providing a drug free workplace.
In keeping with the appropriate laws, regulations, and orders, it is unlawful for employees
to manufacture, distribute, dispense, possess, or use illegal drugs in the workplace.
Violation of this policy will result in appropriate disciplinary action, up to and including
dismissal. In addition, an employee who violates this policy may be required to
participate in a drug abuse assistance or rehabilitation program.
It will be the responsibility of each employee to abide by the terms of this policy and notify the
university and council chair of any criminal drug statute conviction for a violation occurring in the
workplace not later than five (5) calendar days after such conviction.
Alcohol and Alcoholic Beverages: Alcohol shall not be served or used on council premises or
program functions unless the council, or its designee, is consulted with ahead of time and
approves. Employees are prohibited from reporting to work or working while under the influence
of alcohol.
Smoking and Chewing Tobacco: The county extension offices comply with both letter and the
spirit of the Iowa Clean Indoor Act of 1987 and the Smoke Free Air Act of 2008. The smoking of
tobacco or any device such as e-cigarettes or chewing of a tobacco product is not permitted in
any location within the office complex.
The smoking/chewing tobacco policy for county extension offices will follow the university policy
of smoke-free public buildings. There should be no smoking anywhere the public can smell or see
it. This applies to any meeting rooms and/or office areas to which the public might have access.
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The staff in the office will and should be considered the same as the client when it comes to a
smoking policy.
Attendance and Tardiness
Attendance and punctuality are essential for the office to efficiently and effectively operate. All
employees are expected to be punctual and present for work. If, for any reason, a staff member
is unable to report to work or is late, he/she should notify the supervisor prior to 7:00 a.m.
Dress and Personal Appearance
Employee dress should be neat in appearance and consistent with a professional
atmosphere. Employees should wear articles of clothing that are devoid of advertising except
for ISU apparel. Should an employee arrive at work or any work event with clothing that
would not be a positive representation of ISU Extension and Outreach, that employee may
be sent home to change without pay for the remainder of the shift. This is at the discretion of
the council, or designee. If an employee is unsure whether their appearance would be
considered neat in appearance and consistent with a professional atmosphere, the
employee should ask their supervisor, designee, or personnel committee member
beforehand.
Employees should also dress appropriately for any work event they are attending, keeping in
mind their safety and the safety of others. For instance, an employee should not be wearing
open toed shoes or shoes with straps when working around livestock.

Personal use of phones and other electronic devices
While it is recognized that everyone is required to conduct some personal business during work
time, this should be limited and done only during scheduled breaks and over lunch break. Long
distance personal calls are not allowed on county extension telephones. To respect office staff
and clients, employees should place personal cell phones on silent or vibrate during the workday
for emergency incoming calls. Use of a cell phone, by an employee who is conducting company
business or acting on behalf of Keokuk County Extension, is prohibited while driving a motor
vehicle.
Cell Phone Reimbursement (not approved at this time)
Councils may develop a policy to reimburse employees for business use of personal cell
phones. Note: a flat monthly fee may need to be reported as taxable income whereas
reimbursement for actual expenses submitted on a reimbursement form would not be taxable
income.
Professional Courtesy
Being professional and courteous is essential in all interactions with the public, either personally
or by telephone. This is also true of interactions with co-workers. Verbal or physical abuse from
any source will not be tolerated on council premises. If a problem arises, contact the
supervisor/council designee/personnel committee member for assistance.
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Confidential Information
Employees handling confidential information must keep it that way. Such information should not
be discussed with others within or outside the extension office. Documents containing confidential
information should not be left in an exposed manner. Disclosure of confidential information may
be grounds for disciplinary action up to and including termination.

Building Security
A key or passcode is issued to each employee, who is responsible for its safekeeping.
Customers needing the front door unlocked for special events are to make arrangements
with the office staff. The front door is to be locked when the office staff leaves the
building at the end of the workday or upon closing the office unless prior arrangements
have been made. All council-employees and non-council employees should treat building
security with the highest regard and discretion. Failure to do so may result in disciplinary
action, up to and including termination.
Any changes or problems with the building security policy should be directed to the
supervisor/council designee/personnel committee chair.

Physical Security
If a physical disturbance occurs within the office, any available employee is to
immediately call 911 for help.

Office and Storage Space
All employees and program areas will be assigned an office space by the supervisor/council
designee. Office space should be kept neat and the employee should generally keep all materials
with which they are working within boundaries of that space. If additional storage or office space
is needed, in general, or for a specific project, consult with the supervisor/council designee.
Charges to the Office
Charges should not be made to the office for personal reasons. Any charges to the office made
for personal reasons will be reimbursed by the employee and may be followed by disciplinary
action up to and including termination. Charges to the office for program-related expenses must
be approved by the Council or its designee before being made.

Responsibility for Council Property
All employees based in the county extension office use council-purchased property and supplies
to some extent. Employees are accountable for property issued to them or used by them. Any use
of property or supplies for personal gain may be grounds for disciplinary actions up to and
including termination. All equipment leaving the office must be checked out with the appropriate
office staff. If unsure of the appropriate office staff member to approve use of property employees
should check with their supervisor/designee. Failure to do so may be grounds for disciplinary
action up to and including termination.
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Computer Use
Equipment may only be used for work related purposes unless otherwise pre-approved by the
supervisor/council designee/personnel committee chair.
Email, Internet, and Social Media Use
Electronic mail and internet access are provided for the purpose of providing service to our
customers. Each employee has an assigned email address when they begin employment, with a
unique password. Information exchanged on email should be considered public, as all electronic
mail is accessed through a server at Iowa State University. Personal use shall be limited as much
as is reasonably possible. If abuse becomes a problem, employees may be subject to discipline,
up to and including termination, and/or having their email and internet access restricted or
revoked.
All employees will follow the ISU Extension and Outreach Social Media policy when posting on
behalf of or representing the council on social media. All conduct and performance policies are
relevant to conduct and performance on social media. Violation of the ISU Extension and
Outreach Social Media Policy may lead to disciplinary action, up to, and including termination.
Employees will not share their passwords with anyone. Sharing passwords may cause a
significant security risk to the county and Iowa State University systems. If employees are asked
for their password, they should report this request to Extension Information Technology
immediately.
Viewing or using another person’s computer files, programs or data without authorization is
unethical behavior and an invasion of that person’s privacy. Such behavior, if used for personal
gain, is plagiarism. Ethical standards apply even when material appears to be legally unprotected.
Improper use of copyrighted material may be illegal and is prohibited.
The following are examples of computer misuse. This is not an exhaustive list:
•
•
•
•
•
•
•
•
•

Unauthorized access to restricted data bases.
Intentionally or unintentionally changing another person’s password.
Misuse of computer hardware, accounts and/or user-ids.
Browsing, accessing, copying or changing private files without authorization, or changing
public files without authorization.
Modifying the computer systems or software in any unauthorized manner.
The use of invasive software, such as “worms” and “viruses” destructive to computer
systems, is unethical and illegal.
Using copyrighted software not in accordance with its license or purchase agreement.
Users do not have the right to receive and/or use unauthorized copies of software or make
unauthorized copies of software for themselves or others.
Computers are a valuable resource for council use and they should be conserved. Users
should properly utilize these resources to minimize any unnecessary impact on the work
of others; users should avoid game playing.
Users of any electronic communication facilities, such as electronic mail, networks, bulletin
boards and newsgroups, are obligated to comply with the restrictions and acceptable
practices established for those specific facilities. Certain types of communications are
expressly forbidden. They include the random mailing of messages; the sending of
obscene, harassing, or threatening material; or the use of the facilities for commercial or
political purposes.
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•
•

Hardware, software, manuals, supplies, etc., must not be removed from county offices sites
without proper authorization.
Abuse or misuse of any computer hardware or software.

Violators may be disciplined, up to and including termination. Additionally, violators may
be subject to criminal violations under Federal and/or Iowa law.
Bullying
The purpose of this policy is to communicate to all employees, including supervisors, council
designee, and council members, that the council is committed to a respectful and collegial
environment free of behavior that could be considered bullying. Employees found in violation of
this policy may be disciplined, up to and including termination.
The council defines bullying as repeated inappropriate behavior, either direct or indirect, not
related to a protected class, whether verbal, physical or otherwise, conducted by one or more
persons against another or others, at the place of work and/or in the course of employment that
objectively interferes with, or limits, the ability of an individual to work and participate in council
activities. All employees must be treated with dignity and respect.
It is the discretion of the council to determine what is considered bullying. The following types of
behavior might be considered bullying. This is not intended to be an exhaustive list:
•

•
•
•

Verbal: Slandering, ridiculing or maligning a person or his or her family; persistent namecalling that is hurtful, insulting or humiliating; mean spirited jokes; abusive and offensive
remarks.
Physical: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault,
damage to a person’s work area or property, physical intimidation when speaking to others.
Gesture: Nonverbal threatening gestures; glances that can convey threatening messages.
Exclusion: Encouraging others to socially or physically exclude or disregard a person in
work-related activities

Employees who believe they are the experiencing bullying behavior should immediately report
the behavior to their supervisor/council designee/personnel committee chair.
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Keokuk County
Personnel Policy Acknowledgment
I acknowledge that I have received a copy of the ISU Extension and Outreach Keokuk County
Personnel Policies. I acknowledge that the personnel policies are neither a contract of
employment nor a legal document. I understand that failure to abide by these policies or other
directives of ISU Extension and Outreach Keokuk County may result in the termination of my
employment.
I have entered into my employment relationship with ISU Extension and Outreach Keokuk County
voluntarily and acknowledge that there is no specified length of employment. Accordingly, either
ISU Extension and Outreach Keokuk County or I may terminate the employment relationship at
will at any time, with or without cause, so long as there is no violation of applicable federal or state
law.
Since the information, policies, and benefits described in the handbook are subject to change as
needed, I acknowledge that revisions to the handbook may occur, except to the employment-atwill policy of ISU Extension and Outreach Keokuk County. I understand that revised information
may supersede, modify, or eliminate existing policies. I also understand that only the council or
personnel committee has the authority to adopt revisions to the policies in this handbook.

Nothing in this handbook is intended or interpreted by either ISU Extension
and Outreach Keokuk County or the undersigned employee to create a
contract of employment, nor does this handbook alter or restrict in any
fashion ISU Extension and Outreach Keokuk County’s right at any time, for
any reason, with or without cause, to terminate or change the terms or
conditions of my employment.
Employee’s Name (printed) _____________________________________________________
Employee’s Signature _________________________________________________________
Date _______________________________________________________________________
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Credit Card Use
The credit card is to be used only by the named cardholder and is not to be loaned to another
employee or other person. The cardholder has full liability for any improper charges that result
from allowing others to use the card. Should the cardholder terminate employment with the
county, the county has the specific obligation to cancel the employee’s credit card. The cardholder
may not make personal purchases on the card and then reimburse the county.
The original charge receipts and billing statement shall be given to the County Director within
ten (10) days of the statement receipt for approval. The cardholder, upon receiving the monthly
billing statement, will reconcile items to be sure that actual amounts charged for purchases are
correct and match the billing statement charges. Discrepancies are the responsibility of the
cardholder to resolve. Should a card be lost or stolen, the cardholder is responsible for notifying
the bank and the REED...
As holder of this credit card, the employee agrees to accept the responsibility for the
protection and proper use of this card, as enumerated in this agreement. The employee
agrees the following items shown below will NOT be purchased using this card.
Equipment

Services

• Items valued over $500 • Construction
services
• Computers
• Professional
• Purchases involving
services
trade of county
property
• Moving
services

Restricted Items

Personal items &
gifts

• Alcoholic
beverages
• Items for personal
use
• Controlled
substances
• Gifts benefiting an
individual employee
• Firearms, weapons
& ammunition
• Donations

The employee further understands that improper or fraudulent use of the credit card may
result in disciplinary action up to and including dismissal. The employee shall authorize
the county to deduct from my salary, or from any other amounts payable to me, an
amount equal to the total of improper purchases. If Extension initiates legal proceedings
to recover amounts owed by the employee under the agreement, the employee agrees to
pay legal fees incurred by the county in such proceedings. NOTE: Non-adherence to any
of the procedures enumerated in the Agreement will result in revocation of individual
card privileges.
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Keokuk County Credit Card Agreement
Keokuk County Extension Council, in coordination with ______(bank)_______, will issue a
VISA/MasterCard/American Express/(please circle) to _____________________________
(County Extension employee). The cardholder (employee) will be required to sign the back of
the credit card.
The credit card is to be used only by the named cardholder and is not to be loaned to another
employee or other person. The cardholder has full liability for any improper charges that result
from allowing others to use the card. Should the cardholder terminate employment with the
county, the county has the specific obligation to cancel the employee’s credit card. The cardholder
may not make personal purchases on the card and then reimburse the county.
The original charge receipts and billing statement shall be given to the Office Administrator
within ten (10) days of the statement receipt for approval.
The cardholder, upon receiving the monthly billing statement, will reconcile items to be sure that
actual amounts charged for purchases are correct and match the billing statement charges.
Discrepancies are the responsibility of the cardholder to resolve.
Should a card be lost or stolen, the cardholder is responsible for notifying the bank and the
County Extension Education Director.
As holder of this credit card, I agree to accept the responsibility for the protection and
proper use of this card, as enumerated in this Agreement. I agree the following items
shown below will NOT be purchased using this card.

Equipment

Services

Restricted Items

Personal items &
gifts

• Items valued over $500
• Computers
• Purchases involving
trade of county property

• Construction
services
• Professional
services
• Moving
services

• Alcoholic
beverages
• Items for personal
use
• Controlled
substances
• Gifts benefiting an
individual employee
• Firearms, weapons
& ammunition
• Donations

I, further understand, that improper or fraudulent use of the credit card may result in
disciplinary action up to and including dismissal. I authorize the county to deduct from
my salary, or from any other amounts payable to me, an amount equal to the total of
improper purchases. If the county initiates legal proceedings to recover amounts owed by
me under this Agreement, I agree to pay legal fees incurred by the county in such
proceedings. NOTE: Non-adherence to any of the procedures enumerated in the
Agreement will result in revocation of individual card privileges.
Cardholder signature ____________________________________

Date ____________

REED approval & signature _______________________________

Date ____________
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To be signed by the employee at the time of the employment offer

APPLICANT'S AUTHORIZATION FOR INFORMATION TO BE SOUGHT OR OBTAINED
I consent to and authorize Iowa State University Keokuk County Extension, and its agents
and employees, to obtain in any manner any reference information concerning me, including
achievement, wage history, performance, attendance, personal history, disciplinary information,
and reason for separation of employment, relating to my employment with any former employer.
It is expressly understood that any information sought or obtained is to be used for the purpose
of determining my acceptability for employment. I also hereby release Iowa State University
Keokuk County Extension, and it agents and employees, from all liability for damages or
claims, including, but not limited to, defamation, interference with contract, or prospective
economic advantage and negligence, I have or may have which arise or result from any
reference information sought or obtained pursuant to this authorization. I understand that my
employment is contingent upon a positive background search.

___________________________________
Employee Signature

_______________________
Date

APPLICANT’S AUTHORIZATION FOR THE RELEASE OF INFORMATION
I consent to and authorize Iowa State University Keokuk County Extension, and its agents
and employees, to furnish any reference information concerning me, including achievement,
wage history, performance, attendance, personal history, disciplinary information, and reason
for separation of employment with the former employer. It is expressly understood that any
information given is to be used for the purpose of determining my acceptability for employment.
I also hereby release the above-named former employer, and its agents and employees, from all
liability for damages or claims, including, but not limited to, defamation, interference with
contract, or prospective economic advantage and negligence, I have or may have which arise or
result from any reference information provided pursuant to this authorization or any attempts to
comply with this information.

___________________________________
Employee Signature
employee consent forms
Last updated 2/18/09
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_______________________
Date

Job Descriptions
IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

319/641-622-2680
Fax 641-622-2637

JOB DESCRIPTION-COUNTY YOUTH OUTREACH EDUCATOR rev. 9/24/2013
I.

JOB DESCRIPTION: This position will work in a team environment with Iowa State
University Extension and Outreach Extension Council and staff to provide day to day
leadership and management resulting in Keokuk County 4-H and K-12 outreach programs
becoming the undisputed leader for out of school time, positive youth development, and
science education. The position requires extension knowledge of ISUEO, 4-H, skills in written
and oral communication, ability to deliver a wide variety of topics, dependability and
confidentiality.
The objectives of the position are:
• Connecting ISU to every young person in Keokuk County through 4-H priority topics of STEM,
healthy living, citizenship and leadership, and communication and the arts.
• Evolving our offerings and methods to reflect changes in youth and society so youth remain actively
engaged through a continuum of experiences (short to long-term). Delivery methods may include
afterschool programs, camps, clubs, events and schools.
• Developing partnerships with schools, youth organizations and agencies, businesses, and individuals
to deliver high quality curriculum developed by ISU and other Land Grant Universities to Iowa’s
youth.
• Other activities as assigned
II. QUALIFICATIONS FOR EMPLOYMENT
• Associates degree, required. Bachelor’s degree preferred—Education related field preferred or
equivalent experience
• Previous experience working with youth
• Excellent organizational skills, strong communication skills-written and verbal, computer skills
• Demonstrated interest in youth and volunteer leadership, ability to work with a team
• Capable of delegating tasks and coordinating volunteer efforts, conflict management skills
• Valid drivers’ license and reliable transportation
• Employment contingent on successful screening in Child Protection Safety Program
• Some evenings and weekends as deemed necessary
• Ability to lift 20 pounds
III. MAJOR RESPONSIBILITES

A.

Program Management
1.
2.

Maintain appropriate records and prepare reports as required (monthly reports, 4-H
Statistical, 4-H publications, etc.)
Provide leadership for volunteer management system.
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3.

The planning and organizing of the Keokuk County Expo activities as they relate to the
4-H and K-12 Outreach programs.
Support the 4-H and K-12 Outreach program areas of community club, special interest,
school enrichment, camps, and others as assigned.
Order necessary materials and supplies in a timely manner.
Plan, promote, and implement 4-H and K-12 Outreach activities
Collaborate with 4-H Youth Development Program Specialist to implement programs in
Keokuk County

4.
5.
6.
7.

B.

Youth Development
1.
Assist in organizing and conducting educational activities as
assigned.
2.
3.

C.

Communication and Member Client Support
1.

Maintain correspondence with 4-H members, volunteers, Extension support staff and
the public, which will include newsletters, news releases, and written correspondence.
Schedule and facilitate meetings with club leaders, and liaison between Extension and
Expo Fair Board. Provide leadership to assist them in planning and carrying out group
activities.
Coordinate forms and correspondence for area and state events and opportunities
Develop or maintain social media presence.

2.

3.
4.

D.

Professional Volunteer Development
1.
2.
3.

E.

Coordinate leadership training for youth and leaders.
Recruit and screen volunteers for various roles and activities.
Assist, coordinate, and support volunteers in conducting assigned tasks.

Pertinent Skills.
1.
2.
3.
4.

F.

Encourage development of life skills among program participants.
Meet with 4-H County Youth Council; provide leadership to assist them in
planning and carrying out activities.

Ability to work in a team atmosphere as a productive member of the ISUEO team.
Ability to take initiative and be a self-starter.
Provide information and assist in recruiting audiences for activities and events
Develop and maintain effective working relationships with other groups, agencies,
organizations, and schools.

Resource Development
1.
2.

Leverage partnerships to secure public/private program support
Ability to secure grant funding for 4-H and K-12 programming

_______________________________________________

_________________

Signature of Employee

Date

Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.

43

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591
319/641-622-2680
Fax 641-622-2637

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

After-School Program Coordinator
Overview of “Safety Detectives” after-school program:
• 6 sessions for 1 ½ hours each for a total of 9 teaching hours.
• Topics include sun safety, water safety, bike safety, ATV safety, animal safety, first aid, fire safety,
electrical safety, poisons.
• Possible speakers include: Hospital personnel, Y director, veterinarian, police officer, DNR official,
fire department, electrical company, EMT, local farmer.
• Possible locations for this would be Kalona Elementary, Ainsworth Elementary, Keokuk/WACO
home-school, Keota Elementary, Wellman Elementary.
• Conduct program in two schools.

After-school Program Coordinator Job Description:
• Cooperate with the Keokuk County Extension staff to secure location(s) for program.
• Work with the Keokuk County Extension staff to publicize the program and obtain registrations.
• Contact and coordinate speakers. Follow up letter and contacts prior to program day.
• Recruit additional volunteer (middle school students, adults) support for each session.
• Gather necessary supplies and materials for each session, including snack and drink.
• Work with the Extension staff to make needed copies and put together take home bags.
• Lead the after-school program at each session – includes review and overview, large group activities,
introducing speaker, working with volunteers on stations, etc.
• Track the attendance of each student for each session.
• Conduct an evaluation at the end of the program.
• Compile statistical information.

Logistics:
• Time frame
-Conduct the program in two schools late October/November or November/December. Preferably
the program could be conducted in two locations in the same weeks.
-The program is a six-week program. Planning, organization, and wrap up would be in addition to
the six-weeks (tentatively a 10 week commitment).
• Salary
-For each location the program - $10 per hour up to 25 hours. Total of $250 per location/school
program. We will pay $100 in mileage per location. Employer will pay employer’s share of
FICA. No other benefits will be provided. Employee will submit to child safety screening and
must have a successful application.
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IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Sigourney, Iowa 52591
641-622-2680

OF SCIENCE AND TECHNOLOGY

University Extension & Outreach
www.extension.iastate.edu/keokuk

JOB DESCRIPTION
COUNTY DIRECTOR rev. 6-01-2016
I. NATURE AND REQUIREMENTS OF POSITION: This position provides assistance to Iowa State
University Extension & Outreach (ISUEO) in Keokuk County and to the Regional Extension Education
Director (REED) and other staff as a primary contact with the public, in office management duties,
general program functions. The position is under general supervision of the REED/Extension Council.
The position requires extensive knowledge of ISUEO, county policies, written and oral communication,
and performance in a wide variety of office management functions, good judgment, dependability and
confidentiality.
II. QUALIFICATIONS FOR EMPLOYMENT
•
•
•
•
•
•

Post-secondary degree. Knowledge and experience in 4-H valuable.
Excellent organizational skills, strong communication skills, written and verbal, computer skills.
Demonstrated interest in youth and volunteer leadership, ability to work with a team.
Ability to lift moderate weights (files, books, stack chairs, move tables, etc.)
Valid drivers’ license and reliable transportation.
Employment contingent on successful screening in Child Protection Safety Program.

III. MAJOR DUTIES

G.

Information and Public Relations
1.

2.
3.
4.
5.
6.

H.

Contact for telephone callers and face-to-face clients, furnishes basic information
concerning ISUEO programs and how to access resources available, such as internet
resources, Program Specialists, etc.
Advises clientele of services available through other agencies as appropriate.
Serves as liaison with the Keokuk County Extension Council, ISUEO and REED
Under special delegation of authority, represents REED at selected meetings.
Assists programs, provides leadership in development and implementation.
Support and/or provide leadership in identifying, seeking and acquiring outside funding
sources.

Office Management
1.
2.
3.
4.
5.
6.

I.

Insures all clerical operations including processing mail, maintaining supplies, and
priority order of work to be done in consistent with ISUEO and county needs.
Recommends to REED/Extension Council changes in office methods and procedures as
needed.
Maintains calendar of program events, staff activities including booking use of the
office facilities.
Assists REED in implementation of human resources and office policies.
Assists REED in the orientation of new staff and supervises volunteer office workers.
Assists to maintain office record for staff and programming efforts.

Specific Functions
1.
2.
3.

Lead staff in the preparation of program promotion.
Orders publications and supplies as needed in cooperation with other office staff.
Leads in maintaining both master and hand-out filing systems and procedural manuals.
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4.
5.
6.
7.
8.

J.

Assists REED in collecting, compiling information and statistical data for reporting.
Conduct monthly bookkeeping and payroll procedures.
Maintains fiscal records and assists REED in financial/grant management per fiscal
policies.
Shares with other staff to balance work load as a team.
Implements and develops adult programming while working with program specialists.

Demands of the Position
1.
2.

This is a 40-hour per week position. Office hours are 8:00 A.M.-4:30 P.M. Monday
through Friday with a half-hour lunch break, some weekends and evenings.
This position requires routine office demands, with occasional lifting of moderate
weights including files, records, books, stacking chairs, occasional assistance with
meeting set up and other duties as assigned.

__________________________ ___________

Signature of Employee

Date

Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591
319/641-622-2680
Fax 641-622-2637

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

JOB DESCRIPTION -- ADMINISTRATIVE ASSISTANT rev. 7/09
I. NATURE AND REQUIREMENTS OF POSITION: This position combines both clerical and program
assistance to Iowa State University Extension (ISUE) and staff in Keokuk County. The position shares clerical
functions with the Office Assistant and program staff. As a program assistant, this position assists staff with
meetings including program delivery, room and audio/visual equipment set-up, refreshments and registration; and
with volunteers and clients organizational contacts. The position is under supervision of the REED. The position
requires proficiency with web page development, database management, WINDOWS programs, File Maker Pro,
Excel, bulk mail procedures, oral communication, organizational skills, and skill in performing a wide variety of
office management functions, carefulness and confidentiality. Subject matter knowledge in any of the following
fields desirable: agriculture, horticulture, youth, nutrition, resource management, parenting and/or community
development.
II. MAJOR DUTIES
A. Primary Administrative Functions
1. Develops and manages county web pages.
2. Post pdf files on the web and web based registration forms
3. Duplicates and assembles materials in support of Extension programs.
4. Prepares bulk mailings with office team support.
5. Orders publications and supplies as needed for staff and programs.
6. Prepares/develops correspondence for letters, newsletters and flyers or as supplied.
7. Assists staff as needed with downlink tuning/recording and general program support.
8. Support county fiscal policy as assigned.
B. Information and Public Relations
1. Serves as the initial contact for clients to Keokuk County Extension
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2. Works in partnership with other staff and is supportive of other staff to assist telephone callers and
face-to-face clients, furnishes basic information concerning Iowa State University Extension (ISUE)
programs & how to access resources available from web searches, Ext. web sites, Field Specialists,
cooperating agencies, etc.
3. Advises clientele of services available through other agencies as appropriate.
C. Other Administrative functions
1. Enters and maintains databases, in cooperation with other support staff.
2. Shares with other office staff as needed, to balance work load as a team.
D. Other Program Assistant Functions
1. Assists with meeting rooms, audio/visual meeting arrangements & registration as needed.
2. Assists REED & Program Specialists with organizational contacts with volunteers and clients
relating to 4-H, Master Gardener Program, Pesticide Applicator Training and others.
Demands of the Position
1. This is a 40 hour per week position with normal work hours between 8:00 A.M. and 4:30 P.M.
Monday through Friday with a half hour lunch break.
2. This position requires routine office demands, with occasional lifting of moderate weights
including files, records, books, stacking chairs, moving tables, a/v equipment, etc.
3. This is a full time hourly position and will continue as needed. Hours may be
reduced to part-time or the position terminated; 2 weeks’ notice will be given.
__________________________ ___________
Signature of Employee
Date
Iowa State University and U.S. Department of Agriculture cooperating Extension programs are available to all
without regard to race, color, national origin, religion, sex, age or handicap.

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Sigourney, IA 52591
641-622-2680

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

JOB DESCRIPTION -- PROGRAM COORDINATOR rev. April 2017
I. NATURE AND REQUIREMENTS OF POSITION: This position provides both program outreach
and clerical assistance to Iowa State University Extension & Outreach (ISUEO) and staff in Keokuk
County. The position shares clerical functions with the County Director and other office staff. As a
program coordinator, this position will implement adult programs, create community partnerships, and
assist staff with meetings, registration, and contacting volunteers and clients. The position is under
general supervision of the County Director cooperatively with the Extension Council/Reed. The position
requires proficiency with Microsoft programs, web design/editing, Excel, bulk mail procedures, oral and
written communication, organizational skills, skills in performing a wide variety of office management
functions, carefulness and confidentiality.
II. MAJOR DUTIES
A. Adult Programming Functions
a. Identify potential adult audiences according to county guidelines.
b. Implement and manage adult designed by professional staff in cooperation with ISUEO,
REED, and county staff
c. Network with related county organizations
d. Evaluate programs and compile data as needed.
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e. Attend training and planning sessions when appropriate
B. Primary Clerical Functions
a. Prepares correspondence for letters, newsletters, and flyers from rough-drafts as supplied.
b. Duplicates and assembles materials in support of Extension programs.
c. Prepares bulk mailings with office team support
d. Provides Support for letter layout, audio/visual equipment settings.
e. Orders publications and supplies as needed for staff and programs.
f. Receipt funds, make deposits, enter financial data, and support accounting system as
needed. Assist staff as needed with web based programs and general program support.
C. Other Clerical Functions
a. Enters/maintains databases, support 4-H online in cooperation with other support staff.
b. Shares with other office staff as needed, to balance work load as a team.
D. Information and Public Relations
a. Works in partnership with staff to assist telephone callers and face-to-face clients, furnishes
basic information concerning Iowa State University Extension and Outreach (ISUEO)
programs and how to access resources available from web searches, Extension sites,
Program Specialists, cooperating agencies, etc.
b. Advise clientele of services available through other agencies as appropriate.
E. Other Program Coordinator Functions
a. Assists and may deliver programs at summer 4-H/youth camps and county fair functions
b. Assist REED and Program Specialists with organizational contacts with volunteers and
clients relating to 4-H and other Extension programs.
Demands of the Position
1. This is a 40 hours per week position with normal work hours 8:00 A.M. – 4:30 P.M.
Monday – Friday; half hour lunch break; some evenings/weekends.
2. This position requires routine office demands, with occasional lifting of moderate weights
including files, records, books, stacking chairs, moving tables, a/v equipment, etc.
3. The employee will submit to mandatory Child Protection screening.

__________________________ ___________
Signature of Employee
Date
Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591
319/641-622-2680
Fax 641-622-2637

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

JOB DESCRIPTION – KEOKUK CO. EXTENSION 4-H PROGRAM ASSISTANT
Temporary position available- June 1-July 31 20__; 40 hours/week @ $____ per hour.
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I. JOB DESCRIPTION
1. Assist with the organization of county 4-H activities and events, including: 4-H educational
presentations; clothing event; judging schedule for home economics, science, mechanics and arts;
assist with fair livestock events; and other assigned responsibilities associated with the 4-H program,
fair events, and activities.
2. Recruit and work with volunteers for Youth/4-H activities in a team atmosphere.
3. Use a computer to enter fair statistical data and word processing.
4. Assist and provide support for Johnson County Youth programs throughout time specified in an ongoing basis as needed or assigned including summer 4-H programs.
5. Provide for Youth Program leadership and training of volunteers, serve as resource person; some
evening and weekend work required
II. QUALIFICATIONS
1. Knowledge of the 4-H community club program.
2. Experience in leadership positions associated with youth development programs.
3. Experience using a computer for data entry and word processing.
4. Valid driver’s license and access to a car.
5. High school diploma or equivalent, post high school education preferred.
III. BENEFITS: This position is temporary. The employee will receive no paid holidays, vacation/sick
leave, insurance benefits, or IPERS. The employer will pay its portion of FICA.

ACCOUNTABILITY: ____________, REED, ____________, OC, ___________________, CYC
and employee will submit application for Child Protection Safety Program
APPLICATIONS AVAILABLE AT AND TO BE RETURNED TO:
Keokuk County Extension
_____________________________
400 220th Avenue-Suite A
Applicant Signature
Keokuk, Iowa 52591
Telephone (641) 622-2680
FAX (641) 622-2637
____________________________
REED
Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach

319/641-622-2680
Fax 641-622-2637

JOB DESCRIPTION – Day Camp Coordinator
I. NATURE AND REQUIREMENTS OF POSITION:

5/11/09

This position provides assistance to
Iowa State University Extension (ISUE) in Keokuk County and to the County Extension Education Director for
organization/delivery of day camp opportunities and 4-H youth programming. The position requires extensive
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knowledge of 4-H and youth programs, ISUE and county policies, skill in written and oral communication, skill in
delivery of a wide variety of topics relating to youth programs, good judgment, dependability and confidentiality.
• Part-time position, hours per week may fluctuate as needed to prepare and provide day camp opportunities,
generally during the month of June, but may be other times as needed depending on the day camp schedule.
• Directly responsible to Regional Extension Education Director, Admin. Assistant & CYC.
• Follow Extension Council & Iowa State University Extension administrative guidelines.
• Assist and provide support for Keokuk County Youth programs as needed or assigned.

II. QUALIFICATIONS FOR EMPLOYMENT
•
•
•
•
•
•
•

Post-secondary degree. Knowledge and experience in working with youth a must, 4-H experience valuable.
Experience equivalent to one year of full-time employment.
Excellent organizational skills, excellent communication skills, written and verbal, computer skills.
Demonstrated interest in youth and volunteer leadership, ability to work with a team.
Capable of delegating tasks and coordinating volunteer efforts, conflict management skills.
Valid driver’s license and reliable transportation.
Employment contingent on successful screening in Child Protection Safety Program.

III. MAJOR RESPONSIBILITES

Program Development/Maintenance
Identify potential youth audiences according to county guidelines.
Implement/manage day camp programs designed by professional staff in cooperation with REED and
county staff.
Support day camp programming and other areas as assigned.
Network with related county organizations.
Assist with media and marketing efforts as needed.
Evaluate programs and compile data as needed.
Attend training and planning sessions when appropriate.
Youth Development
Assist in organizing and conducting educational activities as assigned.
Encourage development of life skills among program participants.
Volunteer Development
Recruit and assist in screening process for volunteers for various roles and activities.
Assist, coordinate and support volunteers in conducting assigned tasks.
Communication/Relationships
Contribute as an integral and productive member of the Keokuk County Extension team.
Provide information and assist in recruiting audiences for activities and events.
Resource Development
Identify and utilize staffs’ expertise for the development of the youth program for items outlined in job
description.

___________________________ ___________
Signature of Employee

Date

Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.

IOWA STATE UNIVERSITY

Keokuk County Extension
400 220th Avenue-Suite A
Keokuk, Iowa 52591
319/641-622-2680
Fax 641-622-2637

OF SCIENCE AND TECHNOLOGY

Cooperative Extension & Outreach
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JOB DESCRIPTION -- Extension Intern

rev. 11/1/09

I. NATURE AND REQUIREMENTS OF POSITION: This position provides both clerical and
program assistance to Iowa State University Extension (ISUE) and staff in Keokuk County. The position
shares clerical functions with other staff. As a program intern, this position assists staff with meetings
including room and audio/visual equipment set-up, refreshments and registration; and with volunteers and
clients organizational contacts. The position is under general supervision of the REED cooperatively with
the Administrative Assistant. The position requires proficiency with computers, oral communication,
organizational skills, and skill in performing a wide variety of office management functions, carefulness
and confidentiality.
II. MAJOR DUTIES
A. Primary Secretarial Functions
1. Duplicates and assembles materials in support of Extension programs.
2. Prepares bulk mailings with office assistant support.
3. Provides support for staff using audio/visual equipment.
4. Works with supplies as needed for staff and programs.
B. Information and Public Relations
1. Assists the Administrative Assistant, Office Assistant as needed with telephone
callers and face-to-face clients, furnishes basic information concerning Iowa State
University Extension (ISUE) programs and how to access resources available from
web searches, Extension web sites, Field Specialists, cooperating agencies, etc.
C. Other Clerical Functions
1. Shares with other office assistants as needed, to balance work load as a team.
D. Other Extension Intern Functions
2. Assists with meeting rooms, audio/visual meeting arrangements & registration as needed.
Demands of the Position
1. This position requires routine office demands, with occasional lifting of moderate weights
including files, records, books, stacking chairs, moving tables, a/v equipment, etc.
This position is created in cooperation with The Workplace Learning Connection (401 W. 9th St., Tipton,
Iowa 52772). Contact 319/886-3451
Iowa State University and U.S. Department of Agriculture cooperating
Extension programs are available to all without regard to race, color, national origin, religion, sex, age or handicap.
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