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FORWARD  

 

This employee handbook is intended to be used as a guide for benefits, policies, practices and 

general information about your employment with Clackamas County.  The most current version 

can be found on the County Intranet on the Department of Employee Services page, and 

information is subject to change without notice.  The information contained in this handbook 

reflects benefits, policies, practices, and laws effective as of its last revision; please read it 

thoroughly and keep it for future reference.  In the event of a conflict between this handbook and 

the underlying policies, practices, ordinances, and laws upon which it is based, the latter shall 

prevail.  Should you have any questions regarding employment policies, please contact the 

Department of Employee Services (DES): 503-655-8459.  

 

Published by Department of Employee Services, February 1994. 

Last Revised: May 2006, January 2007, January 2008 
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INTRODUCTION  

 

WELCOME FROM THE BOARD OF COUNTY COMMISSIONERS  

 

Welcome to Clackamas County!  We are delighted that you are becoming part of our 

employment team, one of the most efficient and effective county organizations anywhere in the 

nation. 

 

Clackamas County employs over 2,000 regular and temporary employees in a wide variety of 

jobs -- from nurses to accountants to road maintenance specialists.  Each person plays an 

important role in providing excellent customer service to the residents, businesses and taxpayers 

of this County. 

 

As a Commission, our goal is that each employee understands how important that role is, and 

that all employees know they are valued by us, by the County Administrator, and by 

management staff.  Without people like you, we would not be able to provide essential services 

to those who rely upon us. 

 

Please join us in recognizing that each resident, business owner and employee in the County is a 

customer, and our performance and attitudes must reflect the highest commitment to customer 

service.  Working in partnership with the people of Clackamas County, we can continue our 

efforts to improve efficiency and high quality public service throughout all our departments. 

 

Thank you for joining us at Clackamas County. 

 

Sincerely, 

 

BOARD OF CLACKAMAS COUNTY COMMISSIONERS  

 

Lynn Peterson, Chair 

Bob Austin 

Jim Bernard 

Charlotte Lehan 

Ann Lininger  
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HISTOR Y OF CLACKAMAS COUNTY  

 

Clackamas County has a rich history. Until the mid-1800s the Clackamas and Santiam Molalla 

tribes lived in this region. Willamette Falls was a sacred fishing and meeting spot for the tribes, 

who depended on salmon as a food staple. The Falls were known and visited by other tribes as 

well because of the abundance of salmon in the river. Native Americans from as far away as the 

Yakima and Rogue River valleys made the journey to what is now Oregon City to hunt and fish 

for the food that would sustain them through the winter. The legends these tribal people offer 

about the land and landmarks of the area add to the richness of Clackamas County history. 

 

Clackamas County is one of the original four counties comprising the Oregon Territory.  When 

the County of Clackamas was established on July 5, 1843, its borders reached far into Canada 

and included portions of the current states of Washington, Idaho, and Montana as well as the 

State of Oregon.  Oregon City, the County seat, was the first incorporated city west of the Rocky 

Mountains.  It became the first capital of the territorial government in 1848, and was the site of 

the first legislative session.  Oregon City also carries the distinction of being the official ñEnd of 

the Oregon Trail.ò 

 

Today, Clackamas County is one of Oregonôs most populous counties with residents living in an 

area encompassing 1,879 square miles. This is approximately the size of the state of Delaware.  

Principal cities include Lake Oswego, Milwaukie, Oregon City, West Linn, Gladstone, Canby, 

Sandy, Molalla, Tualatin, and Wilsonville. 

 

From an elevation of 55 feet at Oregon City, the County rises to approximately 11,000 feet at Mt. 

Hood, on its northeastern boundary of the County, the highest point in the State.  Clackamas 

County has over 80 public parks, miles of rivers and convenient public boat ramps, lakes, 

camping and fishing, as well as year-round ski facilities at Mt. Hood. 

 

 
Credit: National Anthropological Archives, Smithsonian Institution (#2854-F-13) 
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CLACKAMAS COUNTY OR GANIZATION  

 

Clackamas County provides a wide variety of services to its citizens. The County has over 2,000 

temporary and regular status employees, working in a variety of professions and locations 

throughout the County.  The following is a departmental overview and brief description of the 

services provided to the citizens of Clackamas County by the Countyôs major departments and 

elected officialsô offices. 

 

BOARD OF COUNTY COMM ISSIONERS  

The five member Board of Commissioners, elected at large, is the Countyôs governing body.  

The Board provides leadership and policy direction to the County Administrator for the 

management of County government and programs.  The Commissioners set policies, enact 

ordinances, and approve budgets to perform the services that State law and the citizens of the 

County require.  The Commissioners are the official representatives for Clackamas County 

citizens in all matters local, regional, state and federal that impact County services and programs. 

 

COUNTY ADMINISTRATOR   

The County Administrator and staff work with the Board of County Commissioners to facilitate 

effective service delivery in all County programs.  The County Administrator serves as the Chief 

Executive and Budget Officer and is responsible for providing overall direction to County 

departments and programs consistent with policy established by the Board of County 

Commissioners.  All appointed county department directors are accountable to and report 

directly to the County Administrator. 

 

 

DEPARTMENTS AND OFFICES  

 

ASSESSMENT AND TAXAT ION  

The Assessorôs Office is responsible for the mapping and appraisal of properties, preparing 

property assessment and tax rolls, and collecting and distributing property taxes.  These services 

are provided for all governmental jurisdictions (schools, cities, special districts) within the 

County. The County Assessor is an elected official. 

 

BUSINESS AND COMMUNI TY SERVICES  

 

BUSINESS AND ECONOMIC DEVELOPMENT  

The Business and Economic Development Division promotes economic development and job 

creation in Clackamas County. 

 

LIBRARY 
The Clackamas County Library manages and promotes library patron services and programs for 

County-operated libraries.  The library cooperates with the Metropolitan Inter-library Exchange 

which provides checkout and return services between several libraries in the regional area. 
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NORTH CLACKAMAS PARKS AND RECREATION 
DISTRICT 
The North Clackamas Parks and Recreation District was created 

through a citizensô vote to create more parks and recreation 

facilities in the northern part of the County.  This district 

operates a regional park facility with an aquatic complex, ball 

fields, and natural areas as well as smaller neighborhood parks 

and a community center with senior activities. 

 
 

PARKS AND FOREST:  The Parks and Forest Division operate, 

maintain, and develop County parks and manage 4,000 acres of 

forest lands.   

 

PROPERTY RESOURCES provides an inventory of tax-

foreclosed and disposed properties transferred to the County and 

returns funds to the taxing districts. 

 

COUNTY FAIR:  The Clackamas County Fairgrounds are open year-round with multiple events 

happening everyday. It is also the location for the annual county fair and rodeo.  

 
LIBRARY NETWORK:  The Library Information Network of Clackamas County provides 

programs and services to member libraries, including central cataloging, computer system 

administration and inter-library courier delivery services.  There are 10 cities that operate 

independent public libraries in Clackamas County. The County provides direct library service via 

the three branches of the Clackamas County Library.  

 

 

CLACKAMAS COUNTY  COMMUNICATIONS (C -COM / 9 -1-1)  

Clackamas County Communications, also known as C-COM, provides non-emergency and  

Enhanced 9-1-1 emergency service to the public.  C-COM also provides radio dispatch services 

for several law, fire and EMS agencies. 
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CLERK  

The County Clerkôs Office conducts the primary, general and special 

elections, registers citizens to vote and maintains the register of 

electors.  In addition, the Clerk's Office, through its subsidiary 

departments of Elections, Recording and Records Management, 

coordinates the Board of Property Tax Appeals, maintains official 

County records, issues marriage licenses, issues passport 

applications, and processes liquor licenses.  The County Clerk is an 

elected official. 

 

COMMUNITY CORRECTION S   

Community Correctionsô principal functions are to supervise parolees released from state 

correctional institutions and adult offenders sentenced by the courts to probation or the 

community residential facilities. The residential facilities are for offenders who are serving their 

sentences as an alternative to being in jail. The Victim Services Office provides assistance to 

crime victims in the areas of notification, information and restitution collection. 

 

 

 

COUNTY COUNSEL  

The Office of County Counsel provides legal advice and 

representation to the Board of County Commissioners and other 

County officials, but not to the general public. It also assists the 

Clackamas County Housing Authority and service districts operated 

by the County, such as the North Clackamas Parks and Recreation 

District and the Clackamas County Development Agency. The Office 

handles litigation on the County's behalf, including claims for 

personal injury and property damage, land use appeals, personnel 

grievances and other matters. 

 

DISTRICT ATTORNEY  

The District Attorneyôs Office prosecutes felony and misdemeanor 

crimes committed in Clackamas County, and represents the state in 

grand jury proceedings, mental commitment hearings, child support 

actions, family abuse prevention hearings, and juvenile delinquency and dependency hearings. 

The divisions within this office include Medical Examiners Office and Victimsô Assistance. The 

Medical Examiner investigates and certifies the cause and manner of suspicious deaths in the 

county. The Victimsô Assistance Program provides 24-hour support and assistance to victims of 

crime as they go through the criminal justice system. The District Attorney is an elected official. 

 

EMERGENCY MANAGEMENT  

The mission of the Department of Emergency Management is to minimize the impact of disaster 

on communities throughout our County. The department accomplishes this mission through all-

hazard identification, mitigation, preparation, response, and recovery programs. 
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EMPLOYEE SERVICES  (DES)  

The Department of Employee Servicesô primary 

customers are the Countyôs employees.  Staff at the 

Department of Employee Services are committed to 

serving individuals during all phases of the employment 

process, from the time an individual applies for a 

County position to the time the employee decides to 

leave the County.  If you have any questions regarding 

your employment, benefits, workersô compensation, 

training opportunities, or any of the information 

covered in this handbook, please give us a call.  The 

Department of Employee Services provides the 

following services: 

 

PERSONNEL 

 Recruitment and Selection provides application review, employment testing, and referral of 

qualified candidates to departments. 

 Classification and Compensation maintains the County classification plan, administers 

position classification and compensation reviews of County positions. 

 Diversity develops, coordinates, and implements diversity programs within the County, and 

provides technical expertise in improving diversity awareness and training in diversity issues. 

 Employee Relations develops and communicates personnel policy, Affirmative Action and 

equal employment opportunity programs, responds to employee inquiries on personnel and 

employee relations issues and negotiates the County's bargaining agreements and provide in-

house investigative services for employee issues. 

 Human Resources Information System (HRIS) implements and maintains the human 

resource computer information systems and imaging systems that contain the Countyôs 

employee records.   

 Training and Development develops, coordinates, and conducts County-wide training 

programs, responds to training requests from departments and facilitates sharing of training 

resources. 

 

RISK AND BENEFITS 

 Administers medical, dental, life and disability insurance programs.  Also manages the 

flexible benefits program, optional benefit plans, deferred compensation, wellness and 

employee assistance program and PERS/OPSRP retirement. 

 Provides risk control and risk financing for County departments. Administers general 

liability, workersô compensation, unemployment compensation, family medical leave, short 

term disability benefits and safety programs. 

 

FAMILY COURT SERVICE S 

The Family Court Services agency is a service of the Clackamas County Circuit Court.  The 

agency offers services to family members prior to, during and following divorces, including 

marital counseling, divorce and family mediation, and arbitration of custody and visitation 

disputes. 
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FINANCE  

The Department of Finance is responsible for all financial and fiscal operations 

of the County, including grant accounting, accounts payable/receivable, 

budgeting and payroll. The department coordinates all accounting and auditing 

functions.  

 

 
PURCHASING DIVISION:  Helps the County acquire goods and services for the most efficient 

and accountable use of public funds. Functional units overseen by the Purchasing Manager 

include the following: Mail Operations: Coordinates and processes all inbound and outbound 

mail. County Courier: Delivers interoffice mail throughout the County.  

 

FACILITIES MANAGEMENT DIVISION:  Provides accessible public buildings, maintains a 

healthful working environment, and protects the Countyôs investment in facilities.  

 

FLEET SERVICES DIVISION:  Manages the specification, deployment, maintenance and 

repair of County motor vehicles and construction equipment; including Sheriff patrol cars, 

pickups, vans and other light and medium duty vehicles.  

 

 

HEALTH, HOUSING AND HUMAN SERVICES (HHS)  

ADMINISTRATIVE SERVICES:  Provides assistance to all DHS divisions to facilitate the 

delivery of services.  Primary functions include administrative direction and coordination, 

budgeting, planning, departmental liaison, local, state and federal advocacy, management 

analysis, and equipment replacement. 

 

COMMUNITY HEALTH:  Promotes the physical and mental health of its community members 

and strives to prevent disease, injury and disability by integrating 

primary/preventive health care, behavioral health, and addiction 

services into a cohesive, patient-centered delivery system.  The 

Division serves as the Local Public Health Authority and Local 

Mental Health Authority for Clackamas County offering 24 hour 

crisis response service to residents experiencing mental health 

crises as well as emergency response to public health threats 

within the community.  The Division operates three primary care 

clinics and four behavioral health clinics across the County. 

 

COMMUNITY DEVELOPMENT:  Community Development oversees and coordinates the 

administration of services through a variety of service agencies. The division manages all 

community improvement projects funded with Federal community development block grant 

funds to provide suitable living environment, decent housing and economic opportunities for 

low/moderate income County residents. 

 
COMMUNITY SOLUTIONS:  Community Solutions provides services to the Countyôs 

disadvantaged, unemployed and underemployed youths and adults.  Programs include vocational 

and remedial education, on-the-job training, career counseling, placement services, and job 

search workshops.  This division administers the Countyôs low-income weatherization program 
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that provides services including weather-stripping and caulking, water heater wraps, insulation, 

and storm windows to qualified citizens. The Countyôs Dispute Resolution Program is also 

administered by Community Solutions. 

 

HOUSING AUTHORITY:  The Housing Authority of Clackamas County (HACC) is a public 

corporation, established under the federal Housing Act of 1937 and the provisions of Chapter 

456 of the Oregon Revised Statutes.   Although it is a separate public corporation, the HACC 

falls under the administrative structure of Clackamas County government. Created in 1938, 

HACC was the first housing authority established in the State of Oregon. The HACC provides 

affordable, safe, decent and sanitary housing opportunities in a fiscally responsible manner to 

low-income people in Clackamas County. 

 
OFFICE FOR CHILDREN AND FAMILIES:  This office 

works with the local Commission on Children and Families 

Council to organize and provide services and programs to 

children, youth and families in the County.  Other activities 

include working with organizations and agencies that provide 

service to this population group and advocating for their interest 

at the local, state and federal level. 

 
SOCIAL SERVICES:  The Social Services Division offers assistance and services to the 

Countyôs low-income, elderly and disabled residents including case management and help 

identifying the best long term care options.  In addition, it assists with Medicaid and Food 

Stamps, adult foster home licensing, volunteer transportation, information and referral, energy 

assistance, emergency housing, rental assistance, landlord-tenant issues and coordination of a 

variety of volunteer programs. The division assists County veterans and their dependents to file 

for entitled benefits or services with federal, state and local agencies. 

 

VETERANS SERVICE OFFICE provides free counseling regarding state and federal VA 

benefits and entitlements, as well as information and referral assistance to veterans, their 

dependents and survivors.  

 

TECHNOLOGY SERVICES  (TS)  

This department is responsible for the installation, maintenance, testing and repair of electronic 

and fiber optic equipment used by County departments and other agencies. The department 

provides hardware, software, programming and computer operations that support the County 

organization. 

 

APPLICATION SERVICES: Assists in the assessment of department 

automated application needs; implements vendor supplied software 

packages and the periodic upgrades to those packages; designs, codes, 

and implements in-house developed applications; on-going support 

(enhancements, corrections, reporting) of applications; database 

administration; and Web site design, maintenance, and presentation. 
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GIS (Geographic Information System): Maintains the Geographic Information System, an 

on-line information management tool built on a foundation of hardware, software, geographic 

data and cooperation among County agencies and other municipalities and districts in the region. 

 

TECHNICAL SERVICES:  Services encompass many support aspects including Network 

Support, Technical Services, System Administration, Computer Operations, Infrastructure 

Projects, MetaFrame Administration, Web Development Team, and the Applications 

Development/Programming Team. Provides computer service operations for departments. 

Installs, updates, and maintains the Countyôs email, local area and wide area networks. 

 
TELECOM SERVICES:  Responsibilities include management and maintenance of the 

telephone system, technical and maintenance support for radio communication systems and 

internal technical consulting to departments. 

 

 

JUVENILE DEPARTMENT  

The Juvenile Department provides court hearing and case management services for children and 

youth involved in law violations, chemical dependency, and neglect and abuse cases.  Other 

services include pre-hearing investigations, probation supervision, 24-hour on-call emergency, 

and alcohol and drug evaluations. 

 

 

LAW LIBRARY  

Clackamas County Law Library provides legal information 

services to the Clackamas County courts, attorneys, and 

general public (except children under 12). Patrons can find 

State and Federal Laws.  

 

 

 
 

PUBLIC AND GOVERNMEN T RELATIONS (PGR)  

This department coordinates public information and intergovernmental relations by 

disseminating information and promoting communication between the County and the media, 

business groups, citizen groups and the public, represents the County in policy formulation and 

coordination of intergovernmental issues with Federal, State and local legislatures and 

governments, and facilitates public involvement and participation in the Countyôs public policy 

and decision making process. PGR coordinates these duties through the following divisions: 

 

CABLE COMMUNICATIONS: Regulates cable companies using County rights-of-way in the 

unincorporated areas; monitors franchise company agreements for compliance on customer 

service, rates, technical compliance, system construction and access channels.  Develops 

programming for the Government Access Channel. 

 

GOVERNMENT RELATIONS: This office lobbies for the County to affect legislation, and 

works directly with departments in solving issues associated with local, state and federal 

government policies and procedures. 
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STRATEGIC COMMUNICATIONS:  Strategic Communications Division (SCD) strives to 

achieve effective two-way communication and involvement between the County and citizens. 

SCD is also responsible for internal communications with County employees. Assures public 

participation in the governmental process by recruiting citizens for County advisory boards and 

commissions. This office also publishes informational materials, and is the liaison with the 

Countyôs land use Community Planning Organizations.  

 

 

SHERIFF õS OFFICE 

The mission of the Clackamas County Sheriffôs Office (CCSO) is to be a 

progressive and innovative organization that promotes, delivers and 

preserves an assurance of security, safety and quality law enforcement 

services to all people of Clackamas County. The County Sheriff is an 

elected official.  

 

CORRECTIONS DIVISION:  The Corrections Division oversees 

prisoners in all phases of incarceration. Additionally they provide 

assistance through special units such as Corrections Emergency Response 

Team (CERT), to assist with specialized problems. 

 

INVESTIGATIONS/CIVIL DIVISION:  The Civil Division is divided into two units: Civil 

Process and Court Security/Transports/Extraditions.  The Civil Process section serves and 

enforces all civil process received by the Sheriff's Office. The Court 

Security/Transports/Extraditions section provides transportation for jail inmates to and from the 

courts and provides security for the courthouse, its employees and occupants. 

 

PATROL DIVISION:  The Patrol Division provides the public safety and criminal investigation 

response of the Department. Patrol serves several functions.  These include crisis intervention, 

intake functions for crime and social problems and an array of other statutory functions. 

Additionally they provide assistance through special units such as canine, Special Weapons and 

Tactics Team (SWAT), Criminal Reconstruction and Forensic Team (CRAFT), etc. to assist 

them with specialized problems. 

 

SUPPORT SERVICES DIVISION:  The Support Services Division includes payroll, 

personnel management, hiring, separation, requisitioning and maintenance of equipment, and the 

training of new and current personnel for the Sheriffôs Office. 

 

TOURISM & CULTURAL A FFAIRS:   Tourism implements the policies of the County 

Tourism Development Council to promote tourism in the County. The department administers 

marketing, development, research and visitor information programs. It is funded by Clackamas 

County Transient Room Tax. Cultural Affairs promotes and supports culture and the arts in 

Clackamas County.  

 

TRANSPORTATION & DEV ELOPMENT (DTD)  

BUILDING CODES DIVISION:  The Building Codes Division administers the state building 

codes (structural, mechanical, plumbing, electrical, soils and grading permits), fire and life safety 

code, and DEQ subsurface rules and regulations.   
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COMMUNITY ENVIRONMENT:  The Community Environment Division works with code and 

ordinance violations in building, plumbing, solid waste, subsurface sewage disposal, grading, 

and zoning development.  The division also oversees the franchising of garbage haulers and 

coordinates the Countyôs recycling efforts. 

 

COUNTY SURVEYOR: The Surveyor reviews and approves all land divisions, and establishes 

and reestablishes corners of the Public Land Survey System throughout the County.  The office 

also files and indexes all property surveys, subdivision plats, road records and related documents 

and provides public service and assistance. 

 

DOG SERVICES: This department is responsible for serving and 

protecting the people and animals of Clackamas County in a 

professional and courteous manner by: promoting humane treatment 

of animals; providing shelter and care for stray, injured and homeless 

dogs; educating residents; enforcing Clackamas County dog licensing 

and control ordinances; respecting the needs of our customers and 

providing community members who assist in mediation to help resolve dog issues. 

 

ENGINEERING is responsible for traffic and road design, surveying, project management, 

traffic safety, construction inspections, the weighmaster program, local improvement districts 

and Lighting District #5.   

 

PLANNING:  The Planning Division facilitates the development of land use planning and   

transportation planning.  It also develops, maintains, and administers the comprehensive land use 

plan and zoning and development ordinance. 

 
TRANSPORTATION MAINTENANCE:  The Roads Division maintains County roads, 

bridges, culverts, traffic signs and signals.  In addition, it maintains buildings and equipment 

related to road work.  The Canby Ferry is also operated by this division. 

 

 

TREASURER  

Under Oregon law, the Treasurer is responsible for investing, monitoring 

and repositioning the financial assets held by the County, and for the 

distribution of tax monies to taxing districts. The department is also 

responsible for cash auditing and providing recommendations on cash 

management and investment policies to the Board of County    

Commissioners. The County Treasurer is an elected official. 

 

 

WATER ENVIRONMENT SE RVICES  (WES)  

Water Environment Services provides Wastewater Collection and 

Treatment and Biosolids Reuse for seven cities and several 

unincorporated areas in Clackamas County. Storm Water 

Management, On Site Sewage Disposal, Grading Permit Services, and 

Water Quality and Stream Enhancement projects are also coordinated 

by WES.  

 

 

 

http://www.co.clackamas.or.us/wes/services/ssewer.htm
http://www.co.clackamas.or.us/wes/services/ssewer.htm
http://www.co.clackamas.or.us/wes/services/biosolids.htm
http://www.co.clackamas.or.us/wes/services/swm.htm
http://www.co.clackamas.or.us/wes/services/swm.htm
http://www.co.clackamas.or.us/wes/services/septic.htm
http://www.co.clackamas.or.us/wes/services/grading.htm
http://www.co.clackamas.or.us/wes/services/watersheds.htm

