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BASELINE DOCUMENTATION POLICY  

 
 Philosophy Statement 
 
A baseline documentation report (BDR) is a written and visual report that describes the 
physical and biological condition of a parcel of land subject to a conservation easement at 
the time the easement is granted. The BDR specifically records the condition of the 
conservation values protected in the conservation easement, and establishes photo points or 
other means to monitor in perpetuity the restricted, expressed, permitted and retained rights 
to protect these conservation values. It is a snapshot of the property at a single point in time. 
Davidson Lands Conservancy (DLC) prepares or otherwise obtains baseline property reports 
for all lands on which it holds a conservation easement and on lands it holds in fee.  Each 
separate easement will have a corresponding baseline property report. The following 
guidelines apply to all DLC property reports.  
 
Timing 
The baseline report must document the condition of the property at the time the easement is 
completed. Therefore, a report should be completed as close as possible before the time the 
easement is executed, and with adequate time provided to the landowner for review and 
changes, if necessary.  
 
Ideally the report would be signed at the same time as the easement. However, in many 
instances it may take some time to collect the information needed to complete the report, in 
which case the report signed at closing will be as complete as possible, and DLC will secure 
a written commitment from the landowner to cooperate in preparing a supplement to the 
baseline report and to sign it when completed. This event would typically occur not later than 
three months from the time the easement is completed. If not, the information on the 
property will be collected at the time the report is compiled.  
 
Number of Original Copies and Storage Requirement 
At least two original, signed copies of each baseline report will be needed — one for the 
landowner and one for DLC. If more than one landowner is involved, additional copies of the 
original, signed report should be prepared for each landowner. A copy of the original 
baseline report will also be provided to each subsequent landowner as an educational tool. 
DLC's original copy will be archived as indicated in DLC’s Records policy.   
 
An additional photocopy of the baseline report will be for use with the monitoring workbook 
and filed within the permanent project file, one on site and one off site. For remote access 
and archival purposes, a PDF copy of the baseline report will be made and kept on DLC's 
computer network and an offsite archive drive. The DLC staff member or volunteer who 
scans the property report into PDF format will enter his or her name and the date the 
property report was scanned on the property report cover page.  
 
Baseline Preparation 
A baseline report may be completed by staff, by a qualified consultant, or by a volunteer 
under staff supervision. The report should identify the person completing the report, when 
the property was visited and by whom and when photographs were taken and by whom.  
The report will be signed and dated by the individual(s) preparing the report.  
 
Contents of Baseline 
The baseline report should contain any and all information necessary to describe the 
physical and ecological condition of the property at the time the easement is completed with 
respect to the conservation values being protected by the easement and the restrictions 
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contained in the easement. All baseline reports prepared for DLC will generally be placed in 
three-ring binders and will have the following introductory components:  
• Cover page, including  
 Name of the project,      Date of its completion,  
 Names of parties to the easement   Name of baseline preparer,  Certification 
 statement  
• Table of contents   
 
These are to be followed by the subsequent components, each separated by a divider:  
• Overview 
• Maps  
• Photographs   
Additional components may be included if useful or helpful in understanding, monitoring and 
enforcing the easement. These items should be identified in the table of contents.  
 
Acknowledgment/Certification 
Each baseline will contain the following passage, completed with appropriate information for 
each landowner and property, to satisfy the Treasury Regulations. The preparer of the 
document will sign it and include all appropriate instructions. The signatures will be 
notarized.   
 
 This is to certify that I/We [insert landowner’s name], as Grantors and I [insert name 
of land trust representative], representing Davidson Lands  Conservancy, the Holder of a 
conservation easement on land located in [insert location] known as [insert name of property 
if applicable], executed by the parties and recorded in the real property records of [insert 
name of county, township or municipality], are familiar with the condition of the land subject 
to said conservation easement and do acknowledge and certify that this Baseline 
Documentation Report, and all of its inclusions, is an accurate representation of the 
condition of the property as of the date of the conservation easement.  
 
 
Table of Contents 
Every baseline documentation report will contain a table of contents that includes all 
attachments, maps and lists.  
 
Background Information 
Davidson Lands Conservancy will steward its easements in perpetuity; therefore, the 
following information will be included in every baseline documentation report:   
1. Landowner(s) contact information: name, address, phone, cell phone and e-mail address; 
same information for land manager, tenant or other party using the property   
2. Historical information regarding the donation/acquisition   
3. Summary of easement provisions and/or copy of conservation easement   
4. Evidence of the significance of the protected property; support for conservation values   
5. Directions to property from closest public road   
6. Description of easements, leases and other encumbrances on the property   
7. Description of proximity to other conserved properties   
8. Description of historical and current uses of property   
9. Names and contact information for parties providing funding for easement acquisition, co-
holders or other executory interest holders, etc.  
10. Reference to current zoning regulations, area plans, GIS data, and soil maps as 
available and appropriate. 
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Physical and Ecological Features 
Davidson Lands Conservancy will steward its easements in perpetuity; therefore, the 
following data on the physical and ecological features will be included in every baseline 
documentation report:   
1. Regional map showing easement location   
2. Survey of property, if available; otherwise tax assessor’s map or similar map   
3. Section of local road map showing easement location   
4. Section of USGS 7.5-minute topographic map showing easement location   
5. Map(s) or surveys of property showing all relevant physical and ecological features, 
including man-made improvements (roads, buildings, fences, trails, power lines, etc.), 
irrigated lands, waterways, wetlands and riparian areas with accompanying narrative 
description.  
 
Documentation Necessary to Address Conservation Purposes Test and Public Benefit 
 
Because all easements must demonstrate that they provide a public benefit (if the intention 
is to qualify for certain tax benefits), DLC’s baseline documentation reports will show how the 
easement meets the conservation purposes test.   
1. For agricultural lands: description of products, methods, grazing intensity, water rights and 
any agricultural plans in place (such as Natural Resources Conservation Service 
management plan) may be included with a copy attached, and the location of any prime or 
unique soils or soils of statewide interest indicated on a soils map.   
 
2. For forestry lands: description of forest cover and status, past harvest practices.   
 
3. For natural habitat: a description and list of flora, fauna, extent and nature of natural 
communities, threatened or endangered or sensitive species; identification of critical or 
significant habitat or migration corridors; narrative description of regional significance of 
biotic resources; attached data from qualified sources indicating significance of features 
(such as state wildlife department maps or biologist report).   
4. For scenic resources: a narrative description of scenic qualities; a detailed discussion of 
the public view of scenic features; an identification of property visibility from public road, 
scenic byway, public lands, waterways; copies of any scenic inventories or other information 
supporting scenic importance of land. 
 
5. For public access/recreation: description of the nature of recreation and any existing or 
proposed public access and include a map indicating these features. 
 
6. Description of any local governmental policies that demonstrate the easement as 
furtherance of current and adopted local government conservation policies; attached copies 
of master plans or other existing government policies. 
 
7. For archaeological or historical features: documented significance of historical structures 
or uses; documented archaeological features; description of these features’ significance. 
 
Photographs 
Davidson Lands Conservancy requires both the photographer and landowner to sign each 
photograph included in the baseline report to ensure photographs will be acceptable as 
evidence if the easement needs to be enforced in the future.   
1. Aerial photos of the entire property   
2. Onsite photos, documenting all important natural and man-made features, as well as 
conservation attributes, from easy-to-find photo points recorded on a map 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References 
All baselines will contain a list of sources used in preparing the materials, including the 
names of persons interviewed and other scientific materials. The baseline preparer’s 
qualifications and contact information will also be listed.  
 
Optional Information 
Examples   
1. Copy of forest harvest, land management or grazing management plan   
2. Property tax/assessor’s information about property (value, maps, etc.)   
3. Names and contact information of adjacent property owners  
4. Supplementary data -- e.g., new species identified on the site during monitoring visits -- 
may be added.  When supplementary data is added, the documentation shall be signed and 
notarized by the landowner(s) and the representative of DLC. 
 
 
DLC Baseline Documentation Policy   Adopted: February 21, 2011  
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CONFLICT OF INTEREST POLICY  
 

Article I  Purpose 

Davidson Lands Conservancy’s effectiveness depends upon maintaining the highest levels 
of credibility, confidence and trust with the community it serves and all parties with whom it 
works. For this reason, it is crucial that Davidson Lands Conservancy (DLC) have 
responsible, well conceived conflict of interest policies and procedures to avoid real or 
perceived Conflicts of Interest. 
 
All persons associated with DLC are reminded that the decisions and activities of the board 
of directors and staff, whether or not addressed in this policy, are governed by an overriding 
requirement of honesty, good faith and fiduciary responsibility for the organization and to the 
community it serves. 
 
This policy is intended to supplement but not replace any applicable state or federal laws 
governing Conflicts of Interest applicable to charitable trusts. 
 
Article II  Definitions 

1. Covered Person 
Any director, principal officer, or member of a committee with governing board delegated 
powers, who has a direct or indirect financial interest, as defined below, is a covered person. 
2. Financial Interest 
A person has a financial interest if the person has, directly or indirectly, through business, 
investment, or family:  
a. An ownership or investment interest in any entity with which the Organization has a 
transaction or arrangement, 
b. A compensation arrangement with DLC or with any entity or individual with which the 
organization has a transaction or arrangement, or 
c. A potential ownership or investment interest in, or compensation arrangement with, any 
entity or individual with which the DLC is negotiating a transaction or arrangement. 
Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial.  
3.  Conflict of Interest: A Conflict of Interest exists where an Interested Person (as defined 
above) has a material Financial Interest (as defined above) in a transaction or project under 
consideration by a board or committee of DLC, or when that person proposes to act on any 
issue, matter or transaction in which DLC has an interest, and in which the Covered Person 
may have an interest separate from that of DLC. 
A Conflict of Interest may also exist in situations in which there is an appearance that a 
Covered Person is utilizing, for his or her own benefit, inside information that is proprietary to 
DLC, is acting in his or her own interest rather than the best interest of DLC, has the ability 
to exercise undue influence over DLC decisions, or is receiving favorable treatment by DLC 
because of his or her status as a Covered Person. 
 
Article III  Procedures 

1. Duty to Disclose 
In connection with any actual or possible conflict of interest, a covered person must disclose 
the existence of the financial interest and be given the opportunity to disclose all material 
facts to the directors and members of committees with governing board delegated powers 
considering the proposed transaction or arrangement.  A covered person shall not 
participate in discussion of the matter or in voting on the matter. 
2. Violations of the Conflicts of Interest Policy 
a. If the governing board or committee has reasonable cause to believe a member has failed 
to disclose actual or possible conflicts of interest, it shall inform the member of the basis for 



 7 

such belief and afford the member an opportunity to explain the alleged failure to disclose. 
b. If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the governing board or committee determines the member 
has failed to disclose an actual or possible conflict of interest, it shall take appropriate 
disciplinary and corrective action. 
 
Article IV  Records of Proceedings 

The minutes of the governing board and all committees with board delegated powers shall 
contain the name(s) of the person(s) who disclosed or otherwise was(were) found to have an 
actual or possible conflict of interest and notation of the matter involved in the conflict. 
 
Article V  Compensation 

a. A voting member of the governing board who receives compensation, directly or indirectly, 
from DLC for services is precluded from voting on matters pertaining to that member’s 
compensation. 
b. A voting member of any committee whose jurisdiction includes compensation matters and 
who receives compensation, directly or indirectly, from DLC for services is precluded from 
voting on matters pertaining to that member’s compensation. 
c. No voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from DLC, 
either individually or collectively, is prohibited from providing information to any committee 
regarding compensation. 
 
Article VI  Annual Statements 

Each director, principal officer and member of a committee with governing board delegated 
powers shall annually sign a statement which affirms such person: 
a. Has received a copy of the conflicts of interest policy, 
b. Has read and understands the policy, 
c. Has agreed to comply with the policy, and 
d. Understands the DLC is charitable and in order to maintain its federal tax exemption it 
must engage primarily in activities which accomplish one or more of its tax-exempt 
purposes. 
 
Article VII  Periodic Reviews 

To ensure the DLC operates in a manner consistent with charitable purposes and does not 
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 
conducted. The periodic reviews shall, at a minimum, include the following subjects: 
a. Whether compensation arrangements and benefits are reasonable, based on competent 
survey information, and the result of arm’s length bargaining. 
b. Whether partnerships, joint ventures, and arrangements with management organizations 
conform to DLC’s written policies, are properly recorded, reflect reasonable investment or 
payments for goods and services, further charitable purposes and do not result in inurement, 
impermissible private benefit or in an excess benefit transaction. 
 
Article VIII  Use of Outside Experts 
When conducting the periodic reviews as provided for in Article VII, DLC may, but need not, 
use outside advisors. If outside experts are used, their use shall not relieve the governing 
board of its responsibility for ensuring periodic reviews are conducted. 
 
DLC Conflict of Interest Policy   Adopted: April16, 2012 
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DELEGATION OF TRANSACTIONAL APPROVAL AUTHORITY 
POLICY 

 

Defining the Scope of Authority of the Staff and the Land Initiatives Committee for 
Lands Transactions 
 
 WHEREAS, this resolution prescribes a decision process involving the staff, the Land 
Initiatives Committee and the Board of Directors; and 
 
 WHEREAS, staff follows accepted procedures to safeguard the Davidson Lands 
Conservancy (DLC) as it accepts donations of conservation easements, lands, and 
amendments of conservation easements; and 
 
 WHEREAS, the Land Initiatives Committee diligently reviews each proposed 
conservation easement, conservation easement amendment, and lands transaction; and 
 
 WHEREAS, the Board may elect to – at a future date of its choosing - empower the 
Land Initiatives Committee to act on behalf of the Board on a broader scope of low risk 
conservation easements and real estate transactions; and 
 
 WHEREAS, by this resolution, staff authority, Land Initiatives Committee authority 
and Board decision making process will be clarified to help facilitate the increasing workload 
associated with lands transactions. 
 
 NOW THEREFORE, BE IT RESOLVED, that the DLC Board of Directors – from the 
date of its choosing forward - authorizes the President and Executive Director, or his/her 
designees, to negotiate and execute all documents necessary to accept donations of low risk 
conservation easements and real estate (see Appendix 1), to accept donations of low risk 
real estate and to convey them to appropriate third parties (providing the transactions are 
determined to have a very low likelihood of creating a negative financial impact on DLC), and 
to amend conservation easements for ministerial reasons or to clearly increase the 
protection of wildlife habitat and other conservation values (see Appendix 2); and when there 
is a consensus among the staff, the President, and Executive Director, that the transaction 
meets the approved criteria.  Furthermore, such transactions will be presented to the Land 
Initiatives Committee for review and “pocket veto” approval whereby any member of the 
Land Initiatives Committee may, within ten (10) days, raise any concern or question, and 
request the Chair of the Committee and the Executive Director that the project undergo 
additional review, the proposed transaction will be submitted to the Land Initiatives 
Committee and the Executive Committee or the full Board for review and approval. 
 
 BE IT FURTHER RESOLVED, that for any donation of a conservation easement or 
real property or amendment of a conservation easement that needs Land Initiatives 
Committee approval after December 1st of any year – beginning with the approval date of 
this resolution -and where staff has undertaken review and due diligence and has 
determined the donation to be of low risk, the Chair of the Land Initiatives Committee, or his 
or her designee, shall have authority to approve the acceptance of any land or conservation 
easement or conservation easement amendment. 
 
This resolution was recommended by vote of the Land Initiatives Committee Feb. 15, 2011. 
 
This resolution was approved by a unanimous vote of the Board of Directors on Feb. 21, 
2011. 
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APPENDIX 1:   HIGH RISK LAND TRANSACTIONS 

Policy 
                 The DLC seeks to hold conservation easements that protect natural areas and 
open space with a high degree of confidence that proposed activities and surrounding 
landscapes will contribute ecosystem services to the community.  As part of DLC’s due 
diligence on conservation easements, there should be no significant risk that the land and its 
conservation values can not be protected. 
 
 Real estate donations must also meet appropriate legal criteria to ensure DLC does 
not incur a significant liability and that DLC obtains a benefit from any proposed donation.   
 

Based on the following criteria, lands that are not determined to be high risk may be 
considered low risk. 
 

CONSERVATION EASEMENTS 

A. Legal Considerations 
   
DLC will consider that conservation easement to be “HIGH RISK” if any of the following 
issues cannot be resolved: 
  

1. There are outstanding liens, encumbrances, or ongoing litigation which may 
materially affect DLC’s interest in the Property (NOTE:  commonplace 
litigation such as ongoing water rights adjudication would not apply) or other 
interests in the Property that cannot be subordinated or otherwise resolved 
and that potentially interfere with the conservation values the easement 
seeks to protect.  

  
2. Unique or unusual Landowner requirements exist. 
 
3. The granting of the conservation easement is conditioned upon a non-

ministerial amendment of an existing easement.  A high-risk amendment is 
one that does not STRICTLY strengthen the conservation easement. 

 
4. The federal standards for a charitable donation of a conservation easement 

are not included in the conservation easement or process.  There is one 
exception:  if the landowner is not seeking a charitable deduction, there is no 
reason for an appraisal to be performed at the time the easement is granted. 

  
5. The easement is not enforceable in perpetuity.   

  
6. There are unresolved concerns regarding the DLC’s legal and  

physical access to the Property for monitoring and easement protection 
purposes.  

  
7.  There are legal, stewardship or enforcement issues that lead the staff to be 

concerned about DLC’s ability to enforce the proposed easement. 
  

8. Grantor does not have clear legal title or authority to convey the easement. 
 

9. The donor does not hold all mineral rights to the property and a remoteness 
letter cannot be obtained. 
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10. There exist, or is potential for, hazardous materials on or affecting the 

Property and/or appropriate hazardous materials surveys have not been 
conducted. 

B. Resource Considerations 
 
The Staff will consider a conservation easement to be “HIGH RISK” and subject to full Board 
review by applying the following criteria: 
 

1. Management Intent/Uses – If the donor is proposing uses that are generally not 
compatible with protection of the conservation values, the proposed easement 
would be considered “high risk.”  If the donor is proposing uses that complement 
or support conservation values, long term risks should be reduced.  As the level 
of use and development increase and Landowner requests include buildings, 
commercial activities and subdivisions (for example), then the easement 
becomes higher risk.  Proposed development may be limited to mitigate affects 
on the conservation values.   

 
2. Size and Location/Juxtaposition – Property of small acreage should be examined 

for the strategic value and the specific nature of the parcel(s).  Small parcels, 
isolated from other protected lands, would generally be considered “high risk.”  In 
general, the bigger the conservation easement, the better.  Long-term viability is 
questionable for properties that are small and isolated from other blocks of 
protected lands.   

 

REAL ESTATE DONATIONS 
 
If any of the following issues exist for a proposed real estate donation, the Staff will consider 
a real estate donation to be “HIGH RISK” and subject to full Board review. 
 

1. There are title issues that cannot be resolved, including, but not limited to issues 
with the title to the Property, the Grantor’s authority to convey the Property, legal 
access to the Property, or unacceptable liens and encumbrances on the 
Property. 

 
2. Unique or unusual Landowner requirements exist. 

 
3. The prospective donor has engaged in previous transactions with DLC and there 

are legal, stewardship, or other issues involving the prior transaction that lead the 
Lands or Legal staff to be concerned about DLC’s potential liability. 

 
4. There exist, or is potential for, hazardous materials on or affecting the property 

and/or appropriate hazardous materials surveys have not been conducted. 
 
 
DLC Delegation of Transactional Approval Authority               Adopted: February 21, 2011 
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EASEMENT AMENDMENT POLICY 
 

Philosophy Statement 
 
Davidson Lands Conservancy (DLC) acknowledges and accepts its responsibility to forever 
uphold the integrity of the conservation easements it holds and supports the principle that 
conservation easements are forever.  DLC recognizes that conservation easement 
amendments are not routine, but can serve to strengthen an easement or improve its 
enforceability, so long as an amendment results in either a positive, or not less than neutral, 
conservation outcome, and the amendment is consistent with DLC's mission. 
 
On rare occasions, circumstances may arise that make it desirable to change the terms of 
existing easements.  By way of example, an amendment may be necessary if there are 
unforeseen changes in laws or land use practices that cause the easement to have 
unintended consequences.  Or, for example, DLC may desire an amendment to improve the 
effectiveness of an existing easement, to prevent costly legal proceedings or to provide 
additional conservation benefits.  This amendment policy sets forth criteria for the land trust’s 
requesting an amendment, or for entertaining an amendment request from a landowner, and 
the procedures for amending a conservation easement.  This policy outlines the basic 
principles that will guide the land trust and its staff in exercising its sole and absolute 
discretion as to whether a proposed amendment of an existing easement is acceptable to 
the land trust. 
 
Evaluating the Request:  Amendment Principles 
 
Amendment principles form the core of the amendment policy.  By applying these principles, 
DLC ensures compliance with the law and sets limits on how substantially an amendment 
may modify a conservation easement.  To be acceptable, an amendment must satisfy all of 
the amendment principles: 
 
1. Clearly serve the public interest and be consistent with DLC’s mission 
 
2. Comply with all applicable federal, state and local laws 
 
3. Not jeopardize DLC’s tax-exempt status or standing as a charitable organization under 
federal or state law 
 
4. Not result in private inurement or confer impermissible private benefit 
 
5. Be consistent with the conservation purpose(s) and intent of the easement 
 
6. Be consistent with the documented intent of the donor or grantor and any direct funding 
source 
 
7. Have a net beneficial or neutral effect on the relevant conservation values protected by 
the easement 
 
DLC's policy is that the requester of the amendment shall pay all costs, including staff time 
and consulting fees for reviewing the request, whether or not the amendment is granted, and 
of implementing the amendment if approved. DLC may require that the party requesting the 
amendment cover the cost of a qualified appraisal of the value of the requested amendment, 
in order to assess whether the amendment will result in any private inurement or will confer 
any private benefit, if the amendment request is approved. DLC may require that the 
requester pay a fee upfront (for staff time, expert consultation, appraisals, legal counsel, 



 12 

etc.) to ensure payment even in the eventuality that a requested amendment may be 
refused. 
 
At DLC's sole discretion, DLC may waive the foregoing requirement that the requester of the 
amendment pay all or some of the costs of amendment review, approval, appraisal, or 
implementation. 
 
Reviewing the Request 
Davidson Lands Conservancy will use the following questions to determine whether the 
proposed amendment meets the thresholds of the amendment principles listed above. A 
proposed amendment must pass all of the tests to be considered by DLC.  
 
Amendment screening tests 
 
1. Public interest and organizational mission test:  Does the proposed amendment serve the 
public interest and further organizational mission and goals? 
 
2. Legal tests:  Is the amendment legally permissible under federal, state and local law?  
Could the amendment jeopardize the land trust’s tax exempt charitable status? 
 
3. Financial test:  Could the proposed amendment result in private inurement or 
impermissible private benefit? 
 
4. Conservation purposes test:  Is the proposed amendment consistent with the conservation 
purposes and intent of the easement? 
 
5. Existing and prospective donor test:  Does the amendment fulfil any obligations to the 
donor, grantor or funder?  Will prospective donors, grantors and funders recognize that fact? 
 
6. Conservation results test:  Will the proposed amendment result in a net beneficial or 
neutral effect on the conservation attributes of the easement land? 
 
7. Public perception test:  Will land trust members and the public understand the amendment 
or, at least, not find it objectionable?  If not, what steps can be taken to improve public 
perception?  Does the land trust understand the community ramifications of the amendment? 
 
Review of a requested amendment will -- as designated by the President -- be accomplished 
by a standing committee of the Board of DLC or by an ad hoc committee.  The 
recommendation of the designated committee will then be approved or rejected by vote of 
the Board of Directors.  Approval shall require a 2/3 majority vote of the Board. 
All easement amendments that are approved by the Board must be made in writing, signed 
by both parties, and must be recorded in the land title records of the local jurisdiction in 
which the affected property is located. The appropriate planning board will be notified of any 
conservation 
easement amendments within that planning board's jurisdiction. 
 
Allowable Purposes of Amendments 
Circumstances of the Requested Amendment.  The DLC staff/committee/volunteer will 
consider an amendment to a conservation easement in the following circumstances: 
 
• Prior agreement 
• Correction of an error or ambiguity 
• Settlement of condemnation proceedings 
• Amendments consistent with conservation purpose and enhancing conservation value 
• Upgrade standard language and format 
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• Leverage additional conservation 
• Reconfiguration of conservation easement area 

• Unintended ecological consequences 
 

Amendment Procedures 
All easement amendment’s must meet the amendment principles and pass DLC’s screening 
tests.  Any potential conflicts of interest must be addressed in accordance with DLC’s conflict 
of interest policy. 
 
Periodic Review 
Davidson Lands Conservancy will evaluate the adequacy of its amendment policy on a 
periodic basis and make adjustments as needed to ensure that the goals/philosophy outlined 
in this policy are met.  To this end, this policy shall be reviewed every 3 years by the board 
of directors or a designated committee, in partnership with staff and/or volunteers involved in 
the easement stewardship program and legal counsel.  Changes in law, best easement 
stewardship practices and other practices of DLC may require adjustments to this Easement 
Amendment Policy. 
 
 
DLC Conservation Easement Amendment Policy Adopted: February 21, 2011 
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EASEMENT MONITORING POLICY 
  
 
Philosophy Statement 
 
Monitoring of conservation easements and properties held or owned by Davidson Lands 
Conservancy (DLC) is essential to our mission, which is to preserve open space, water 
quality, and public access to natural areas in and around Davidson, NC.  The Board and 
staff of DLC can use this monitoring information to work with the property owner to prevent, 
to remove, or to mitigate the effects of problems such as unauthorized vegetation removal, 
dumping of waste, or invasion of exotic species or pests. DLC is dedicated to upholding its 
legal and community obligations to preserve the conservation easements it accepts for as 
long as such easements exist. In recognition of the fact that DLC conservation easements 
are perpetual in duration, DLC understands that one of the keys to preserving these 
easements is its commitment to monitor, defend and enforce the terms of each conservation 
easement on a consistent basis.  In addition, DLC from time-to-time owns lands in fee and 
that will become either tradelands, restricted preserves, or public conservation areas, and 
DLC understands that regular monitoring of such lands is critical to conserving the 
conservation attributes of such fee lands.   
 
 
Definition of Monitoring 
Monitoring is the land trust’s ongoing inspection of land to determine compliance with the 
terms of the easement and to document the organization's findings.  Monitoring ensures the 
protection of the land’s conservation values over time.  
 
Monitoring Frequency 
Each conservation easement held by DLC and each piece of land owned by DLC shall be 
monitored at least annually to ascertain whether the use of the property is in accordance 
with the restrictions applicable to the land. Preferably, the first monitoring visit will occur nine 
months after the baseline report is generated and the next two monitorings would occur at 
nine-month intervals in order to observe the property in all four seasons. In certain 
circumstances, monitoring should be done more frequently (examples include the exercise 
of a reserved right, such as timber harvesting or construction of a dwelling) in order to 
identify any actions that may violate the terms of the restrictions as soon as practicable, and 
thus reduce the organization’s chances for significant time and expense in correcting a 
violation.   
 
Monitor Qualifications and Training 
Easement monitoring will be conducted by staff, volunteers, or contractors.  Prior to 
commencing monitoring, DLC monitors shall receive adequate training in the methods and 
importance of the monitoring process, its relation to DLC's overall conservation easement 
management program, and the conduct of the monitoring in a safe and professional manner.  
 
Methods of Monitoring 
Monitoring will be conducted by ground, aerial, or boat, etc. inspections, as deemed 
appropriate by the Executive Director.  
 
Monitoring Procedures or Process 
The procedure for monitoring any property will typically involve the following:  
• Landowner contact - The landowner(s) shall be contacted prior to the visit to attempt to 
select a date/time that is mutually agreeable.  (The landowner(s) may accompany the 
monitoring team, if they wish to do so.)  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• Review of materials - Prior to the visit, one or more members of the monitoring team should 
review baseline inventory document, previous monitoring reports, and portions of the 
easement document such as conservation values, reserved rights, etc.   
• Materials and equipment for visit - Supplies provided to monitors may include a monitoring 
report form, GPS unit, map with photopoints, camera, erasable board, compass, 
replacement boundary signs and photopoint tags, and flagging tape.   
• Conduct inspection and take photographs and field notes, as appropriate.  An adequate 
visit includes inspecting the boundary and the principal parts of the property that have made 
its conservation significant and checking structures and photo location points.  Each photo 
(preferably time/date stamped digital images) shall include the name of the site, the date, 
and the number of the photopoint.  Photopoints shall be located at intervals along the 
property boundary and at any other locations the DLC deems appropriate.  
 
 
Post-Monitoring Work 
Steps:  
• Complete monitoring report and other documentation (maps, etc.) as appropriate.    
Record   
- names of the staff, volunteers, other authorized agents, and landowners who were 
present;  
- date of the monitoring visit/flyover;  
- any new problems or significant changes observed by the monitoring team;  
- assessments of past violations or problems identified during previous monitoring. 
• Follow up with landowners by mail, phone, or email.  A copy of the completed report will be 
signed by the Executive Director and mailed to the landowner(s) for signature and return to 
DLC.  
• File monitoring report and related materials in accordance with the land trust’s 
recordkeeping policy.  Draft and mail to the landowner(s) a letter indicating the status of the 
easement based on the monitoring results. Whenever possible, speak with the landowner(s) 
to build the relationship, verify visual information and addresses, phone numbers, changes in 
ownership, etc. 
 
Suspected Violations 
Easement monitors are to inspect properties and document their observations. Monitors will 
only document factual information and, in the event of a suspected violation, will follow 
DLC's Conservation Easement Enforcement Policy.  The monitoring team will not indicate in 
the report or in any conversation with the landowner(s) that a particular issue is a suspected 
violation.  
 
Conflict of Interest 
Davidson Lands Conservancy's Conflict of Interest Policy shall apply to all monitoring 
activities conducted by the organization. No individual who owns property covered by a DLC 
conservation easement, including board members, staff or volunteers, may monitor an 
easement on their own property, or on an adjoining property or any property in which they 
have a direct interest, financial or otherwise.  
 
Revising the Policy 
From time to time the Monitoring Policy may be revised for the following reasons: (1) to 
correct errors or clarify ambiguities; (2) to comply with Land Trust Standards and Practices 
and generally accepted practices in the land trust field; (3) to describe current monitoring 
procedures of the organization; (4) to recognize changes in organizational capacity or types 
or numbers of easement properties being protected; or (5) other reasons that the 
organization deems important to uphold its stewardship responsibility.  
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Any revisions to the Monitoring Policy require the prior vote and adoption by the board of 
directors of DLC before implementation.  
 
 
DLC Easement Monitoring Policy                          Adopted: February 21, 2011 
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EASEMENT VIOLATION RESOLUTION POLICY 
 

Philosophy Statement 
Davidson Lands Conservancy (DLC) must, as a holder of conservation easements, enforce 
the legal agreements for which it is responsible. 
 
In addition to protecting the conservation value of the subject property, enforcement is 
needed to generate public confidence in DLC’s mission to conserve open space, to uphold 
DLC’s legal authority to enforce its conservation easements, and to maintain DLC’s ability to 
accept future donations of conservation easements and its tax-exempt status. DLC’s failure 
to enforce its conservation easements could jeopardize its 501(c)(3) status if it were shown 
that DLC relinquished its enforcement rights to benefit private individuals.  
 
Davidson Lands Conservancy recognizes that landowner education and relationship 
building, not litigation, are the best immediate and long-term methods to guarantee that 
conservation easements are upheld. DLC works with owners of conserved land to help them 
understand their conservation easement and continue to be good stewards of their land. 
DLC uses this Easement Violation Resolution Policy to determine what is the appropriate 
response to that violation. DLC also promptly and diligently pursues violations to ensure 
integrity of the conservation easements that we hold. 
 
Davidson Lands Conservancy’s response to a violation should match the severity of the 
violation. Minor or technical infractions (i.e., failure to provide notice, litter, minor cutting of 
vegetation) may warrant a written acknowledgment of the violation from DLC designated 
staff or volunteer to the landowner. More egregious transgressions (i.e., construction, 
excavation outside permitted building areas) require a swift and formal response. 
 
Discovering and Assessing the Nature and Extent of the Violation  
Davidson Lands Conservancy shall initiate an investigation to determine whether, where and 
when a violation occurred within 30 days upon learning of an alleged violation. 
 
Davidson Lands Conservancy shall determine the extent of the violation to assist decision-
making with respect to how to resolve the violation, gauge the level of effort and resources 
required of the land trust to address the violation, and determine expectations for 
remediation and compensation.  
 
Determining Responses to Violations 
 
Internal Land Trust Notice 
Davidson Lands Conservancy staff and/or volunteers shall evaluate the violation and 
formulate an appropriate response to propose to the Board after determination of the extent 
of the violation and whether it is ongoing or not. The staff shall educate/inform the Board of 
Directors of the violation and upon a full vote of the Board, DLC shall decide how to proceed 
to correct the violation. 
Violation Response Policy 
A. Report and describe alleged violation to designated staff member. 
B. Review easement document. 
C. Visit site, physically inspect violation. 
D. Evaluate violation and required corrections. 
E. Contact violator by telephone or in person. Explain problem and DLC policy; request 
correction, replacement and/or cessation of activity; state deadline for compliance (i.e., 
immediately, 7, 14, 21, or 30 days.) BE COURTEOUS. 
F. Follow up phone call with letter sent by certified mail. Reiterate oral explanations and 
requests (i.e., why a violation, corrective measures required, deadline for compliance), offer 
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of assistance; need for compliance inspection. 
G. Inspect site at deadline date. 
H. If prompt compliance, send thank you note. 
I. If non-compliance, send second letter. Be firm; site DLC vested interests; restate required 
corrections, establish new shorter deadline date; copy to DLC attorney. 
J. Inspect site at second deadline date. 
K. If prompt compliance, send thank you note. 
L. If non-compliance, notify Board or appropriate committee of the Board. Determine new 
response. 
Send third letter. Give notice of impending legal action if immediate compliance not 
achieved. Copy to attorney. 
M. Call attorney to discuss legal action. Have attorney send letter requesting compliance. 
N. Initiate DLC corrective measures (optional). 
 
Documenting the Violation  
Davidson Lands Conservancy shall document the violation using appropriate available 
technologies. Documentation shall continue throughout the violation process until the 
violation is resolved, voluntarily or through judicial enforcement. The objective in each 
instance of violation shall be not only full and satisfactory resolution, but a positive 
relationship with the landowner and a clear perception in the community that DLC has 
fulfilled its responsibilities to protect the conservation values cited in the easement. 
NOTE:  In many instances, the violation may be caused by neighbors or others, in which 
case DLC actions will involve pressing for and possibly assisting with measures to be taken 
by the landowner to prevent and remedy the violation. 
 
Post-Enforcement Assessment, Education and Policy Review 
Upon conclusion of the violation resolution, response and remediation, DLC shall review its 
actions and attempt to draw conclusions as to improvements that should be made with 
regard to 
     - landowner education,  
     - compliance,  
     - legal counsel involvement,  
     - model easement language,  
     - this and/or other DLC policies,  
     - public perception.  
Davidson Lands Conservancy shall implement any insights gained from this review of its 
actions in future actions. 
 
 
DLC Easement Violation Resolution Policy         Adopted: February 21, 2011 
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FUND MANAGEMENT AND INVESTMENT POLICY  
 
Introduction and Purpose Statement 
 
Davidson Lands Conservancy (DLC) believes strongly in the importance of establishing 
financial policies and practices that will allow DLC to achieve its mission in an effective 
manner and provide a basis from which to continue broad community support and trust in 
DLC’s conservation programs, and allow the organization to ensure there are sufficient 
resources to administer the organization’s responsibilities in a professional, timely and 
responsive manner. 
 
Davidson Lands Conservancy maintains separate restricted accounts, such as the 
Stewardship Fund.  Other restricted fund accounts may include an Acquisition Fund, a Legal 
Defense Fund, and other funds as the Board of Directors may determine. 
 
Funds and Objectives 
Davidson Lands Conservancy has a number of separate funds and accounts that have 
specific uses and objectives that support the work of the organization. These are: 
 
Operating Account. This is the “cash on hand” or the day-to-day funds of DLC that are 
used to fund operational expenses such as payroll, payments to vendors and other, similar, 
expenses. This is an unrestricted fund that is administered by the Executive Director and 
overseen by the Finance Committee of the Board of Directors. The risk tolerance for this 
account is very low, and the only appropriate investments are cash or cash equivalents such 
as money market accounts. 
 
Stewardship Fund. This is a board-designated fund that serves two purposes. First, some 
of the income or interest from the account will be used to pay for the conservation 
easement/fee owned stewardship activities of the land trust, such as the costs of annual 
monitoring. DLC shall only use the interest, less an amount designed to offset inflation, for 
this purpose.  
Second, the principal of the Stewardship Fund may be used to pay for the legal defense of 
the Land Trust’s conservation easements and fee properties (if other funding sources such 
as DLC's Legal Defense Fund is inadequate). Funds shall only be taken for this purpose 
from the principal of the Stewardship Fund through direct action of the Board of Directors. 
The risk tolerance for this account is moderate since the time horizon for the use of these 
funds is expected to be long. Appropriate investments include cash and highly rated bonds 
or equities. It is expected that this account will be managed professionally by an outside 
advisor, with regular reports and oversight by the Executive Director and the Finance 
Committee. 
 
Every conservation easement or parcel of land accepted by DLC will be accompanied by a 
contribution to the Fund. Funds received from each easement or fee-owned parcel toward 
the Fund are combined in the Fund and will be utilized to manage the long-term stewardship 
administration work of DLC in a collective manner, as a comprehensive program. 
If no funds (or inadequate funds) are available from the landowner or from other sources 
such as grants, DLC will assure that there are sufficient funds in the Stewardship Fund to 
cover the perpetual costs of stewardship of that property before accepting/acquiring the 
property or easement. 
DLC may also accept contracts to serve as monitoring agent for easements or conservation 
properties held by other entities (e. g., government units).  If no funds (or inadequate funds) 
are available from the landowner or from other sources such as grants, DLC will assure that 
there are sufficient funds in the Stewardship Fund to cover the perpetual costs of easement 
and fee stewardship of that property before accepting the contract. 
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Legal Defense Fund.  The principal of the Legal Defense Fund may be used to pay for the 
legal defense of the Land Trust’s conservation easements and fee properties.  The interest 
accrued on the Legal Defense Fund shall be re-invested in the Fund.  Funds shall only be 
taken from the principal or interest of the Fund through direct action of the Board of 
Directors.  The risk tolerance for this account is moderate since the time horizon for the use 
of these funds is expected to be long. Appropriate investments include cash and highly rated 
bonds or equities. It is expected that this account will be managed professionally by an 
outside advisor, with regular reports and oversight by the Executive Director and the Finance 
Committee. 
 
When a conservation defense insurance policy becomes available, the Legal Defense Fund 
will be utilized to cover any costs of defense actions not covered by the insurance. 
 
Acquisition Fund. The principal of the Acquisition Fund may be used for acquiring 
conservation easements and fee properties.  The interest accrued on the Fund shall be re-
invested in the Fund.  Funds shall only be taken from the principal or interest of the Fund 
through direct action of the Board of Directors.  The risk tolerance for this account is 
moderate since the time horizon for the use of these funds is expected to be long. 
Appropriate investments include cash and highly rated bonds or equities. It is expected that 
this account will be managed professionally by an outside advisor, with regular reports and 
oversight by the Executive Director and the Finance Committee. 
 
The DLC may create the funds and accounts for specific uses and objectives that support 
the work of the organization.  
 
Management of Funds 
 
The ultimate responsibility for the management of the endowment funds of the DLC rests 
with its Board of Trustees. To assist it in carrying out this responsibility, the Trustees have 
established a Finance Committee to oversee and periodically report and make 
recommendations, as necessary, to the Board. 
 
The Committee’s investment goal is to provide the financial resources necessary to maintain 
the future purchasing power of the endowment funds and provide funds to assist in meeting 
current operating needs when required. The Board believes it is in the best interest of the 
mission of the DLC to meet normal operating needs with membership and related 
contributions. By setting this objective it encourages the Trust to maintain a broad and 
growing membership base assuring ongoing conservation educational efforts and 
community involvement. 
 
Current recommendations include maintaining a cash reserve of approximately 30% above 
the annual operating budget in money market or other readily accessible funds. The 
remainder of DLC's endowment assets and all additions unless specifically directed 
otherwise by the donor are placed in investments that are well diversified. Until the assets 
reach a substantial level they will be placed in mutual or index funds rather than individual 
stocks. 
 
All funds shall be invested in the name of the Davidson Lands Conservancy.   
 
All investments and allocations of funds into specific investments shall be reviewed by the 
Finance Committee of the Board of Directors at least annually.  Within these parameters, the 
Executive Director with the advice of the Treasurer is authorized to select the specific 
institutions and vehicles in which the operating funds will be invested.   
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The Finance Committee is authorized to select the specific institutions and vehicles in which 
the Stewardship, Legal Defence, and the Acquisition Funds will be invested. 
 
The President, the Treasurer, and the Executive Director are all authorized to act on behalf 
of DLC with regard to specific financial transactions and to undertake the ministerial actions 
necessary to implement this policy.  
 
With the authorization of the Finance Committee, the Executive Director may select a 
securities broker to handle financial transactions for the DLC. 
 
Periodic Review 
It is expected that DLC will evaluate the success of its investment policies on a periodic 
basis, and make adjustments to the policy or its organizational capacity as needed to ensure 
that the organization’s goals, as outlined in this policy, are achieved. 
 
As part of this process, this policy shall be reviewed every three years by the Board of 
Directors or a designated committee, in partnership with associated staff and/or volunteers 
and any outside professionals involved in the management of the funds. It is possible that 
economic conditions have changed that will require the amendment of this policy. It is also 
possible that the practices of the land trust, and general best management practices for 
financial resources, will have changed or that periodic reviews of the organization’s finances 
will dictate a change in the policy. 
 
 
DLC Fund Management and Investment Policy Adopted: March 21, 2011    
 

 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 22 

INTERNAL CONTROLS POLICY 

Recording and Acknowledging Gifts  
1. Davidson Lands Conservancy (DLC) staff or a designated volunteer shall record all gifts 

in GiftWorks and generate acknowledgement letters within 4 working days after the gift is 
received by DLC. 

 
2. Each acknowledgement letter shall be signed by the President at an appropriate time no 

later than the next Board meeting after the letter is generated.  Other Board members 
shall be given an opportunity to add optional appropriate comments. 

 

Banking Procedures 

Receipts 
1. DLC staff or a designated volunteer shall handle each check received as follows: 

a. Endorse immediately with “bank deposit only” stamp; 
b. List on a proper deposit slip; 
c. Photocopy and notate the photocopy with the budget line to be credited; and 
d. Deposit in the DLC bank account within 4 working days of receipt; 

 
2. DLC staff or a designated volunteer shall deliver to the bookkeeper photocopies of 

checks received, along with the record of deposit supplied by the bank, for recording in 
DLC’s accounts. 

Disbursements 
1. All checks shall be prepared by the bookkeeper, upon request of the Executive Director. 
2. All requests for checks shall be accompanied by an invoice or other documentation, 

which may be in the form of an email.  Notation shall be provided as to the budget line on 
which the check is to be drawn. 

3. Those authorized to sign checks on behalf of DLC shall include the following: 
a. the Executive Director 
b. the President 
c. the Vice President 
d. the Treasurer 
e. any other person as may from time to time be authorized by the Board of 

Directors. 
4. Two signatures shall be required for any check above $500. 
5. No check payable to one of the signatories shall be signed by that signatory. 

Reconciliation 
The bookkeeper shall open bank statements, review the transactions, and complete the 
reconciliation of the statement for review by the Executive Director or his/her designated 
representative. 

Employee Records 
Employee records shall be kept up-to-date and secured as indicated in the Records Policy. 
     

DLC Credit Card 
1. The Executive Director shall be authorized to obtain and to utilize a credit card  for 

legitimate DLC expenses. The use of a debit card is prohibited.   
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2. In order to track usage of the card, the Executive Director shall record usage as follows: 

• On each credit card receipt or invoice, write what it is for (if it is not already clear).and 
the budget line item. 

• When the statement comes in, number each expenditure and return credit in the 
margin of the statement. 

• Write the corresponding number on the credit card receipt or invoice. 
• Attach the receipts and invoices to the statement, in numerical order.  

 
3. The Treasurer or the Treasurer’s designee shall review the credit card statement and 

attachments.  Approval will be indicated by signature on the statement. 
 

4. The approved statement and attachments will be transmitted to the bookkeeper, who will 
record the expenditures in DLC’s accounts and prepare a check for payment to the credit 
card issuer.  Check signature(s) shall be in accordance with DLC’s disbursement 
policies, except that the Executive Director shall not be authorized to sign the check. 
 

5. The Executive Director will keep statements (with attached receipts) on file. 
 

Conflict of Interest 
All Board members and others who are members of standing committees are required to 
avoid conflicts of interest, to be familiar with DLC's Conflict of Interest Policy and 
Procedures, and to sign an acknowledgement of Conflict of Interest Policy. 
 

Data Back-Up 
All files on the DLC office computer shall be automatically backed up off-site to a secure on-
line server within 24 hours after they are created or modified. 
 

 
 
DLC Internal Controls Policy    Adopted: March 21, 2011    
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 24 

PERSONNEL POLICIES AND PROCEDURES POLICY 
 
Purpose 
 
The purpose of the Davidson Land Conservancy (DLC) Personnel Policies and Procedures 
document is to provide all staff, volunteers, and consultants with a clear understanding of 
their roles, responsibilities as well as the DLC’s rules and expectations.  Unless otherwise 
noted, the DLC follows the Standards and Practices developed by the Land Trust Alliance 
including those for staff, volunteers, and consultants.  Those Standards and Practices 
provide the ethical and technical guidelines for the responsible operation of land trusts. 
 
Personnel Policies and Procedures  
 
1. Scope  
 
Unless otherwise noted, the DLC Personnel Policies and Procedures apply to all full-time 
and part-time employees, all contract and temporary employees, all volunteers, and 
consultants.  
 
2. Definitions   
 
Regular full-time (exempt) staff member means a person working 40 hours per week without 
additional compensation for hours worked in excess of 40 hours (as defined by the Fair 
Labor Standards Act) and such benefits as the Board determines from time-to-time.  
 
Regular part-time staff member means a person working for less than 40 hours per week 
and such benefits as the Board determines from time-to-time.  
 
Temporary staff member means a person working for a fixed period not to exceed one year 
and which may be up to 40 hours per week without benefits except as provided by law.  
 
Employee means any person employed by the DLC and is inclusive of regular full-time staff 
member, regular part-time staff member and temporary staff member.  
 
Contractor means a person or organization working for the DLC as an independent 
contractor or consultant under a written agreement that defines the scope of work and 
compensation. Contractors and consultants do not receive benefits unless included in the 
written agreement with the DLC.  
 
Conflict of Interest is defined and governed by the DLC Conflict of Interest and Ethics Policy 
as revised from time-to-time by the Board.  
 
3. Equal Employment Opportunity  
 
The DLC does not discriminate on the basis of race, color, religion, creed, national origin, 
marital status, gender, physical or mental handicap, age, veteran status or sexual orientation 
in accordance with Title VII of the Civil Rights Act, the Age discrimination in Employment Act, 
the Rehabilitation Act, and the regulations applying to each Act.  
 
4. Harassment 
 
Every staff member; temporary staff member; volunteer or contractor is entitled to a work 
environment free of discrimination and harassment. Any behavior that creates or contributes 
to an intimidating, hostile or offensive work environment will not be tolerated and such 
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conduct will result in disciplinary action including termination.  The DLC strictly prohibits 
sexual harassment and harassment due to race, religious creed, color, national origin, 
pregnancy, childbirth, sexual orientation, political affiliation, physical or mental disability, 
medical condition, marital status, age or any other basis protected by federal, state or local 
law or regulation.  
 
5. Conflict Resolution and Grievance Procedures 
 
All employees may file grievances concerning any action affecting their status or conditions 
of employment, including termination, discrimination, or abusive behavior by a supervisor.  
Grievances are handled in the following manner: 
 

A. The employee with a grievance should first attempt to resolve the matter with the 
other employee involved. 

B. If the employee is still dissatisfied, he or she should notify the Executive Director in 
writing, stating the complaints or grievance, including all pertinent facts in the case. 

C. The Executive Director will investigate the complaint or grievance and respond to a 
complaint or grievance in writing within thirty days.  The Executive Director’s decision 
is final. 

D. When a grievance involves the conduct of the Executive Director, the Employee – 
after first addressing the issue with the Executive Director – may appeal to the DLC 
Board President within 14 days of the Executive Director's decision regarding the 
issue.  Such appeal must be made in writing, setting forth specific areas of 
grievances.  The President may appoint an Ad Hoc Board Committee to review the 
grievance expeditiously and issue a final decision resolving the grievance.  The 
President, or his/her appointee(s), may meet with the individual regarding the 
grievance and/or conduct an inquiry into the grievance.   The President (or the Ad 
Hoc Committee, if appointed) shall determine with 14 days of notice whether it 
wishes to review the decision. Failure of the President or the Ad Hoc Committee to 
act renders the Executive Director’s decision final.  

 
6. Probationary Period  
 
Each new employee shall have a probationary period of six months. This period allows the 
DLC to assess the employee’s performance and interpersonal skills with the other 
employees and the Board. During the Probationary Period an employee may be discharged 
without notice and without cause.  
 
7. Confidentiality  
 
An employee must keep DLC information confidential at all times unless prior authorization 
is received. No records or documents of the DLC may be shared with any person or 
organization outside of the DLC. No financial information, including donor information or 
transactional information may be shared. Our financial donors and easement donors 
deserve our discretion and our promise to keep their transactions confidential.  
 
8. Personal Use of DLC Resources 
 
Employees may not use DLC's equipment, vehicles or resources for personal benefit. 
Certain exceptions may be made by the Executive Director in advance and with clear 
limitations. Telephones, computers, copy machines, and other resources are the property of 
DLC.  Employees do not have a right of privacy when using DLC resources.  
 
 
 



 26 

 
9. Political Activities  
 
An employee, volunteer or contractor may not state, imply or suggest in any way that the 
DLC holds any position in support of or in opposition to any candidate for public office.  No 
employee, volunteer or contractor may engage in any political activity that suggests or 
implies that the DLC supports or opposes legislation, except as authorized in advance by the 
Board and only as permitted under laws and regulations governing non-profit organizations.  
 
10. Conflicts of Interest 
 
Each employee, volunteer or contractor is required to avoid conflicts of interest and to be 
familiar with DLC’s Conflict of Interest and Ethics Policy and Procedures.  Each employee, 
contractor, board member, or volunteer – if the volunteer serves as a member of a standing 
committee of DLC – will sign an Acknowledgement of Conflict of Interest and Ethics Policy. 
 
11.Compensation 
 
The Executive Director will review each Employee’s compensation in conjunction with the 
Employee’s annual performance review. All adjustments to compensation are approved by 
the Board in advance and are based on the recommendation of the Executive Director.  
Adjustments are usually timed to coincide with the start of the DLC’s fiscal year. 
 
12. Expenses and Allowances  
 
With prior approval of the Executive Director, reasonable and customary expenses incurred 
by an Employee will be reimbursed. These expenses typically include lodging, transportation 
and office supplies. Automobile mileage is reimbursed at the rate set by the Internal 
Revenue Service. Meals while traveling out of the DLC service area are reimbursed on a per 
diem basis at a rate set by the Board of Directors from time to time. In all other cases, 
expenses may only be reimbursed upon receipt of a signed expense form accompanied with 
paid receipts for any purchases.  
 
13. Performance and Performance Reviews  
 
Each employee will receive an annual performance review, which will be conducted in 
conjunction with the employee’s compensation review. Performance reviews are completed 
in writing using the DLC’s form and are kept in an employee’s employment file.  
Unsatisfactory performance will be promptly addressed by the Executive Director and 
employee and, if appropriate, noted in writing with specific performance standards to be met 
and a timeframe within which to achieve those standards. This notice will be given to the 
employee and a copy retained in the employee’s file. If an employee fails to correct 
unsatisfactory performance within the timeframe established, the employee may be 
terminated. An employee receiving an unsatisfactory rating from their supervisor during the 
annual review may be terminated.  
 
14. Compensatory Time and Overtime 
 
Regular full-time employees may, at the discretion of the Executive Director, receive paid 
time off for work time in excess of usual and customary time. The Executive Director must 
approve all compensatory time off in advance. Compensatory time is usually given for 
substantial work time beyond the normal work period. Employees who qualify for overtime 
pay (as defined by the Fair Labor Standards Act) will be paid at the rate established under 
the Act (currently one-and-one-half times the regular wage for all hours worked in excess of 
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40 hours per week). All overtime work must be approved in advance by the Executive 
Director.  
 
15. Leave 
 
A.  Vacation: 
 
DLC will provide each regular full-time employee vacation leave as follows: 
 Years of Service Annual Eligibility 
 Less than one 12 days (8 hours per pay period) 
 One to Two  15 days (10 hours per pay period) 
 Three plus  20 days (13.3 hours per pay period) 
 
Employees may not take vacation during the introductory period.  Vacation eligibility accrued 
can be used after six months of employment. The Executive Director must approve all 
scheduled absences and the employee should request vacation at least two weeks in 
advance.   
 
Employees are expected and encouraged to use their annual leave during the year in which 
it is accrued. Leave carried over to the next year is limited to a maximum of ten (10) days.   
 
No payment for accrued leave at time of employment separation is to be made except upon 
termination as required by law. 
 
Vacation must be taken in half-day (4 hour) increments. 
 
B.  Sick Leave 
 
Ten working days per year are provided to each eligible employee for periods of temporary 
absence due to illnesses, injuries, time required for medical or dental examinations and 
treatment, or to attend a funeral of a family member.  Sick leave may be used for one’s own 
personal health or to care for an immediate family member.  Immediate family members 
include: legal spouse, domestic partner, children and stepchildren, mother, father, brother, 
sister, mother-in-law, father-in-law and grandparent. 
 
No employee can accumulate more than twenty (20) days of sick leave.  Upon resignation 
with notice, employees will receive cash compensation for 50% of the accrued but unused 
balance in their sick leave account.  
 
Any employee who will miss work due to illness should make every effort to notify his/her 
supervisor by phone before 9:00 a.m. on each day of absence.  DLC reserves the right to 
require a doctor’s note pertaining to illness at any time.  
 
C.  Family Leave  
 
Employees who have completed one year of service are entitled to take up to two months of 
leave without pay to care for the employee’s child after birth, or placement for adoption or 
foster care. Earned leave may be used following the period of family leave. Earned leave 
includes both vacation days and sick leave days.  
 
The Executive Director may authorize longer leaves without pay.  
 
D.  Jury Duty and Subpoena Leave 
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The DLC recognizes the duty of every citizen to serve on a jury and/or to respond to a 
subpoena to appear in court as a witness.  Full-time regular employees who serve on jury 
duty receive the normal pay they would have earned if they were working during the period 
of time they are on jury duty up to five working days.  Employees on jury duty must submit 
documentation to the DLC.  
 
E.  Leave Without Pay ("Leave of Absence") 
 
The Executive Director may grant a regular full-time employee unpaid leave.   Except in 
emergency situations, failure to notify your supervisor in advance of leave constitutes 
unauthorized leave and will be considered leave without pay. 
 
F.  Abandonment 
 
Any employee who takes unauthorized leave for three consecutive days is assumed to have 
voluntarily abandoned the job/position with DLC and the employee may be terminated.  
 
G.  Bereavement Leave 
 
An employee is entitled to paid bereavement leave for the death of a spouse, partner, 
parent, sibling, or child (or other dependent person if that dependent person is living with the 
employee.   
 
16. Holidays 
 
All regular full-time employees receive ten paid holidays each fiscal year.  Regular part-time 
Employees receive an appropriate proportion of the full-time rate.  
 
17. Termination 
  
When an employee voluntarily terminates service, the employee will give ten business days 
notice to the Executive Director. If an employee’s service is terminated by the Executive 
Director or the Board a termination date will be fixed based on a case-by case basis. 
Payment for unused vacation time will be in accordance with North Carolina law.  
 
 
DLC Personnel Policy     Adopted:  March 21, 2011   
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RECORDS POLICY  
 

Philosophy of recordkeeping 
 
The Davidson Lands Conservancy (DLC) recognizes that the maintenance of consistent, 
complete, secure, and authentic records is essential for it to achieve its conservation 
mission.  Conservation projects are perpetual, and so the DLC assumes a perpetual 
responsibility to ensure the existence, authenticity, and integrity of the original legal 
document and supporting records for its projects.  Also, as a public charity, DLC also 
assumes the responsibility of adhering to sound business practices, thus ensuring protection 
of the organization’s business documents. By supporting and integrating with other DLC 
policies, the DLC Records Policy ensures that the conservation values of its protected lands 
will be documented and sustained and that the DLC’s public charitable status will be 
maintained.  
 
This document embodies the functional principles of the DLC’s Records Policy. The DLC 
Executive Director is empowered to develop and amend procedural documents as needed to 
implement this policy.  
 
Record creation, overview of record storage, and record management audits 
 
All DLC files are the property of the DLC, not members of the staff or Board of Directors. 
 
The DLC staff will create and maintain files for each conservation project in the appropriate 
formats.  DLC Staff will carefully document all steps in the development of conservation 
projects as they progress according to DLC policies and procedures.  Formal project files 
that include all of the original documentation and relevant materials as well as the digital 
backup files will be created when the Board of Directors provides initial approval for a 
conservation project. 
 
The original project files and the digital backup files for each conservation project are to be 
permanently stored and protected at an off-site facility as described below.  Access to the 
documents stored in this facility is restricted to the Executive Director, Board President, and 
Director of Operations.  Removal of documents from the off-site facility will be allowed only 
under circumstances approved by the Executive Director or the Board President. 
 
Each year, the DLC stewardship staff will complete a file audit to ensure that conservation 
project documentation is complete, in order, and in the right location, and that documentary 
evidence, including photographic records and original documentation, is not deteriorating 
beyond the point of usefulness. Also, any audit of the DLC’s conservation or stewardship 
programs shall include an audit of the DLC’s records management. 
 
Record Storage, Retention, and Destruction 
 
Original documents placed in the off-site archive facility and retained indefinitely shall 
include: 

• Articles of Incorporation 
• IRS designation 
• Minute books and by-laws 
• DLC official policies and similar documents 
• All conservation project files including all contact information, original documentation, 

baseline reports, photographic documentation, reserved rights documentation, and 
related correspondence. 

• Annual conservation property monitoring reports and photographic documentation 
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• Deeds, mortgages, property appraisals, option agreements, leases, and other 
original documents related to interests in real property 

• Gift Deeds, Warranty Deeds, Transfer Agreements, Access Easements 
• Promissory Notes and other security instruments 
• Annual Financial Audit Reports 
• Cancelled checks for major items and taxes 
• Capital stock and bond records 
• Chart of Accounts 
• Contracts and leases 
• Correspondence: legal and important subjects 
• Financial Statements, year-end 
• General and private ledgers 
• Insurance records 
• Journals 
• Tax returns and supporting documentation 
• Bills of Sale and personal property and vehicle titles 

 
The following documents will be placed in the off-site archive facility and retained for seven 
(7) years: 

• Accident reports and claims for settled cases 
• Accounts payable and receivable ledgers 
• Cancelled checks, unimportant items 
• Cancelled stock and bond certificates 
• Contracts and leases that have expired 
• Employee W-4 forms 
• Expired option records 
• Notes receivable ledgers 
• Payroll and related records 
• Time books 
• Internal audit reports 

 
The following documents will be placed in the off-site archive facility and retained for three 
(3) years: 

• Correspondence, except that correspondence between the Land Trust and 
landowners relevant to recorded conservation easements shall be kept indefinitely. 

• Employment applications 
• Employment personnel records (after termination) 
• Expired Insurance policies 
• Internal reports 

 
The following documents will be placed in the off-site archive facility and retained for one (1) 
year: 

• Annual Digital Back-ups of Computer Network Data Files 
• Annual Digital Back-ups of electronic financial records 
• Bank Reconciliations 
• Duplicate Deposit Slips 

 
Destruction of business records after the prescribed holding periods expire shall be 
completed under the direct supervision of the Executive Director, but only after explicit, 
written approval by the Executive Committee of the Board of Directors. Said expired 
business records shall be burned or shredded to ensure the privacy of records. 
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Policy review 
 
At a minimum, the Executive Director and a committee or subcommittee of the Board will 
review this Records Policy every five years to ensure compliance with it and to ensure that 
the policies stated herein continue to serve the best interests of DLC. At a minimum, the 
Executive Director will review the Records Procedures noted above every three years to 
ensure organizational compliance and to ensure that the procedures therein set forth 
continue to serve the best interests of DLC. 
 
 
DLC Records Policy     Adopted:  March 21, 2011    
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 32 

WHISTLEBLOWER POLICY 
 

A. General Policy.  The Davidson Lands Conservancy (DLC) requires directors, officers, 
and employees to observe high standards of business and personal ethics in the 
conduct of their duties and responsibilities.  As representatives of the DLC, 
directors, officers, and employees must practice honestly and integrity in fulfilling 
our responsibilities and comply with all applicable laws and regulations. 

B. Reporting Responsibility.  It is the responsibility of all directors, officers, and 
employees to report ethics violations or suspected violations in accordance with 
this Policy. 

C. No Retaliation.  No director, officer or employee who in good faith reports an ethics 
violation shall suffer harassment, retaliation or adverse employment 
consequence.  An employee who retaliates against someone who has reported a 
violation in good faith is subject to discipline up to and including termination of 
employment.  This Policy is intended to encourage and enable employees and 
others to raise serious concerns within the DLC prior to seeking resolution 
outside the organization. 

D. Reporting Violations.  Davidson Lands Conservancy has an open door policy and 
suggests that employees share their questions, concerns, suggestions or 
complaints with someone who can address them properly.  In most cases, an 
employee’s supervisor is in the best position to address an area of concern.  
However, if an employee is not comfortable speaking with a supervisor or is not 
satisfied with the supervisor’s response, the employee is encouraged to speak 
with DLC’s Compliance Officer. 

E. Compliance Officer.  The Davidson Lands Conservancy’s Compliance Officer is 
responsible for investigating and resolving all reported complaints and allegations 
concerning violations and, at his/her discretion, shall advise the Executive 
Director. 

F. Good Faith.  Anyone filing a complaint concerning a violation or suspected violation 
must be acting in good faith and have a reasonable ground for believing the 
information disclosed indicates a violation.  Any allegations that prove not to be 
substantiated and which prove to have been made maliciously or knowingly to be 
false will be viewed as a serious disciplinary offense. 

G. Confidentiality.  Violations or suspected violations may be submitted on a confidential 
basis by the complainant or may be submitted anonymously.  Reports of 
violations or suspected violations will be kept confidential to the extent possible, 
consistent with the need to conduct an adequate investigation. 

H. Handling of Reported Violations.  The Compliance Officer will notify the sender and 
acknowledge receipt of the reported violation or suspected violation within five (5) 
business days.  All reports will be promptly investigated and appropriate 
corrective action will be taken if warranted by the investigation. 

 
DLC Whistleblower Policy  Adopted: May 17, 2010. 

 


