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| further understand that this authorization also includes the reasonable use and/or
disclosure of my personal health and medical information for all pre-employment
testing, post-employment testing, physical fitness tests or exams, determination of
fitness for duty or return to work exams, drug and alcohol tests under any policy and

procedure adopted by my employer.

| understand that this authorization also includes the use and/or disclosure of my
personal health and medical information in making determinations under the
Americans with Disability act regarding my ability to perform the essential conditions
of my job with or without reasonable accommodations, and in making
determinations of reasonable accommodations; but only if | have requested, in
writing, accommodations or special consideration as a person with a disability under

the ADA.

This authorization is not intended to ailow the County or its representatives to
release information in violation of any other law or regulation, but merely to allow
routine administration of these benefits without violating HIPAA. This authorization
does not take the place of separate authorizations deemed necessary by the
County Attorney to access or evaluate specific additional PHI that may not be
encompassed under this administrative release.

The following individuals and/or organizations may receive and/or disclose any
health or medical information in my files for purposes of managing and
administering the benefits listed above.
1. County insurance and/or workers' compensation contact (s)
2. Elected officials and supervisors in the direct line of authority responsible for
making decisions about the individual's employment benefits
. County Privacy Officer or designated representatives

3
4. County Attorney
5. Any outside consultant deemed necessary for the proper administration of said

employee benefit plans or employee complaints, in the sole and exclusive determination
of the BOCC, provided that consultant signs a privacy agreement with Courtty.

Right to Revoke;

| understand that | have the right to revoke this authorization at any time by
notifying the County in writing at 150 Ash, Akron, CO 80720. | understand that the
revocation is only effective after it is received and logged by the County. |
understand that any use or disclosure made prior to the revocation under this
authorization will not be affected by a revocation.

| understand that after this information is disclosed federal law might not protect it
and the recipient might re-disclose it.

| understand that my initial and continued employment and position are
subject to my agreement to this authorization, and any additional

authorization requests.






UNANIMOUS APPROVAL AND ACCEPTANCE

BY the ELECTED OFFICIALS OF WASHINGTON COUNTY relating to this
PERSONNEL POLICY and PROCEDURE MANUAL
AND THE CLASSIFICATION AND COMPENSATION PLAN.

We, the undersigned elected Washington County officials, acknowledge receipt
of a copy of the revised Washington County Personnei Policy and Procedure Manual
and the Classification and Compensation Plan heretofore initially adopted by the Board
of County Commissioners at a regular meeting of the Board on the 13th day of October
2009. Said manual was unanimously approved by the elected officials at that time and
we hereby accept the same as binding upon the employees of each of our respective
offices in accordance with C.R.S., Section 30-2-104. Such approval and acceptance
shall be ongoing and pursuant to the Manual any and all amendments will be reviewed
by the elected officials prior to adoption of same,

The Personnel Policy and Procedure Manual was developed to describe and to
outline the policies, programs, benefits and obligations of those Washington County
Employees who are covered by the Manual. Employees should familiarize themselves
with the contents of the Manual to address employee benefit matters and / or issues
relating to employment.

&%M%" iV LYY
rOR Gridse Date

Washington County Assessor

TN k50
dnfzég\ 7 D@\
igton/County She

ﬁmﬂmﬂ&? (Uaﬂy [0 -(3-20609 M m}/‘ }6")@'&00?

Garland Wahl Date Debra Cooper Date
Washington County Clerk Washington County Treasurer

Board of County Commissioners

O R S /Q/mﬂ ?M /0-13-09

Bruce Johnson,  Date David Foy
Commissioner Chairman, BOCC

Commissioner






INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with Washington County and provide
you with information about working conditions, employee benefits, and some of the
guidelines affecting your employment. You should read, understand, and comply with
all provisions of the handbook. It describes many of your responsibiliies as an
employee and outlines the programs developed by Washington County to benefit
employees. One of our objectives is to provide a work environment that is conducive to
both personal and professional growth.

No employee handbook can anticipate every circumstance or employment
question that may arise. As Washington County continues to grow, the need may arise,
and the elected officials of Washington County reserve the right to revise, supplement,
or rescind any portion of the handbook from time to time as it may deem appropriate, in
its sole and absolute discretion. The only exception to any changes is our employment-
at-will policy permitting you or Washington County to end an empioyment relationship
for any reason at any time. Every effort will be made to notify employees of such
changes to the handbook as they occur, either through their elected officials or
department heads.

ADDITIONS ~/ DELETIONS / CHANGES

To make the Personnel Manual viable and to comply with changes in the law, it
may be amended from time to time. Additions, deletions and / or changes are made in

the following manner.
A. Amendments to the Personnel Manual may be initiated by:
1) The Board of County Commissioners. (BOCC)

2} An Elected Official or department head through submission of proposed
changes in writing to all Elected Officials or department heads. The
Elected Officials and appointed department heads meet monthly where
proposed changes can be discussed. '

3) The Employee Review Committee

B. When an amendment to the manual is proposed, all Elected Officials or
department heads will review it for appropriateness and consistency in refation to
current manual provisions and other relevant practices and regulations at their
regularly scheduled monthly meeting.

C. After review, those amendments found to merit further consideration for
inclusion in the manual will be formally approved by the Board of County
Commissioners by the adoption of a Resolution to that effect and distributed to
all Elected Officials and department heads for distribution to all employees.






EMPLOYEE RELATIONS

Washington County is committed in striving to offer work conditions, wages, and
benefits to its employees which are competitive with those offered by other employers
in this area. If employees have concerns about work conditions or compensation, they
are strongly encouraged to voice these concerns openly and directly to their

supervisors.

[n order to foster an open working relationship, the Board has appointed an
Employee Review Committee with employee representatives from every department
and office. Employees volunteer to represent their department in matters that are of
concern to all employees. It is their responsibility to bring employee's concerns to the
whole committee for discussion and recommendation to the Board. New employees
are encouraged to discuss ways to make County employment more meaningful with
their representative as well as their supervisor.

EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancement opportunities to all
individuals, employment decisions at Washington County will be based on merit,
qualifications, and abilities. Washington County does not discriminate in employment
opportunities or practices on the basis of race, color, religion, sex, national origin, age,
physical or mental disability, creed, ancestry or any other characteristic protected by
law. Washington County is an Equal Employment Opportunity Employer.

Washington County will make reasonable accommodations for qualified
individuals with known disabilities unless doing so would result in an undue hardship or
present a direct threat to the safety of the individual or public at large. This policy
governs all aspects of employment, including selection, job assignment, compensation,
discipline, termination, and access to benefits and training.

Any employee with questions or concerns about any type of discrimination in the
workplace is encouraged to bring these issues to the attention of their immediate
supervisor. Employees can raise concerns and make reports without fear of reprisal.
Anyone found to be engaging in any type of unlawful discrimination will be subject to
disciplinary action, up to and including termination or retaliation of employment.

IMMIGRATION LAW COMPLIANCE

Washington County is committed to employing only United States Citizens and
Aliens who are authorized to work in the United States and does not uniawfully
discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new
employee, as a condition of employment, must complete the Employment Eligibility
Verification Form 1-9 and present documentation establishing identity and employment
eligibility. Former employees who are rehired must also complete the form if they have
not completed an 1-9 with Washington County within the past three years, or if their
previous 1-9 is no longer retained or valid.






In order to complete the hiring process as stated above, the individual must
complete the necessary payroll forms and submit same to the Payroll/Finance Officer.
The Payroll/Finance Officer shall develop a necessary checklist of federal, state and
county requirements which shall be available to Elected Officials and Department
Heads who request same. Upon an applicant completing the process with the
Payroll/Finance Officer, Elected Official, Department Head or their designee shall be
notified that the hiring process has been completed and the successful applicant may

begin their employment.

AGE OF EMPLOYMENT

The minimum age of employment with Washington County shall be eighteen (18)
except for youth programs sponsored by the County, and except 207(k) (Sheriff's
Office} deputies must be 21 years of age.

EMPLOYEE MEDICAL EXAMINATIONS

To help assure that employees are able to perform their duties safely, medical
examinations may be required after an offer of employment.

Current employees may be required to take medical examinations to determine
fitness for duty. Such examinations will be scheduled at reasonable times and intervals
at the Washington County Clinic and performed at Washington County's expense. [f an
employee chooses to have his or her required examination at a facility other than the
Washington County Clinic, it will be at the employees expense. (Updated 10/13/09)

Information on an employee's medical condition or histery will be kept separate
from other employee information and maintained confidentially. Access to this
information will be limited to those who have a legitimate need to know according to

HIPAA regulations. (Updated 10/13/08)

Other examinations may be required for determining an employee's ability to
perform the essential functions of a particular job. Other examinations may also be
given to all applicants who have been selected for final consideration by the hiring

authority.

POLYGRAPH EXAMINATIONS

Polygraph examinations may be used by the Sheriff's Office in its hiring
procedures. The polygraph operator will be licensed and tested by an approved

licensing authority.

EMPLOYMENT REFERENCE AND SECURITY CHECKS

To ensure that individuals who join Washington County are weil qualified and
have a strong potential to be productive and successful, Washington County reserves
the right to check the employment references of any applicant.
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Elected Officials or Department Heads will respond to all reference check
inquiries from other employers. Responses to such inquiries will confirm only dates of
employment, wage rates, and position(s) held.

Washington County reserves the right to perform security checks or
investigations on individuals being considered for certain sensitive positions. Such
position include, but not limited to, those involving the handling of money, sensitive
documents, and working in areas with prisoners, law enforcement personnel and
positions with access to criminal records. '

ORIENTATION

New employees are given the empioyee personnel manual at the time they are
hired which explains the County organization, the pay system, employee benefits,
overtime and leave policies, retirement benefits, continuation of health benefits

“Mority, 1dotherare of general interest. (Updated 10/13/09)

Elected Officials and Department Heads are responsible for detailed job
requirements orientation, and for other particular or peculiar situations in their
departments.

New employees will be furnished copies of policy and informational documents
required by law or required by County regulations. Under normal circumstances, new
employees will be given their information during the first three (3) days of employment.
Each empioyee shall sign a form upon completion of the orientation, indicating receipt
of the personnel policy and other policy documents as may be determined by the Board

of County Commissioners.

INTRODUCTORY PERIOD

PROBATIONARY (INTRONUCTORY) PERIOD (Effective 10/13/09}

The prebationary period is intended to give new employees the opportunity to
demonstrate their ability to achieve a satisfactory level of performance and to determine whether
their position with Washington County meets the expectations of both parties. Washington
County uses this period to evaluate employee capabilities, work habits, and overall performance.
Either the employee or Washington County may end the employment relationship at any time
during the probationary period, with or without good cause shown or advance notice to the
emplayee. Washington County maintains an "at will” status in relation to all employment matters.

The tota  Washington
f the probauonary peroa 1s considered the¢
commencement of employment with Washington Cuuiiy, niew sinpiuyses aie siyiuie
for County benefits, with certain restrictions. The employee shall begin to accrue
vacation and sick leave benefits from the date of hire based on the following schedule:
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a. Sick and vacation time will begin accruing at 8 hours per month beginning
the first full month after the employee’s hire date. If an employee is hired
on or before the 15™ of the month then the sick and vacation time begin in
the month the employee is hired.

If an employee is hired on the 16™ of the month or after then the sick and
vacation time begin the first day of the month following the hire date.

=)

c. Health care benefits will follow the same schedule as the sick and
vacation for counting the first month of the waiting period after the hire
date. From the 15t to the 15 of the month, you count the month as the
first month. If the hire date is the 16 or after the next month is the first

month of the waiting period.

Employees are eligible for Health care benefits on the first day of the

fourth month after the hire date.
i. Example: If the employee is hired March 37, he is eligible for
insurance June 1%t if he is hired March 24" he is eligible for

insurance July 15,

o

Even though the sick and vacation time accrue from the beginning of
employment, vacation time and sick leave benefits do not become effective or vest
unless and until the employee has successfully complieted the three (3) month
introductory period. Any absence for personal vacation time or sick time is not
compensated by Washington County during the introductory period. If an employee
terminates employment for any reason in the first three (3) month introductory period,

no sick or vacation compensation will be paid.

All new and rehired employees are required to complete the probationary period
which is six (6) months from the effective date of hire. Any significant absence, as may
be granted by the employee’s supervisor, may extend the introductory period by the
length of any approved absence. If the employee’s supervisor determines that the
designated introductory period is insufficient to allow for a thorough evaluation of the
employee, the introductory period may be extended upon written notice to the
employee. A written evaluation by the Supervisor or Department Head or Elected
Official may be placed in the employees personnel file at the end of the probationary

period.

If an employee terminates after the introductory period but before the end of the
probationary period the employee will be paid for any unused vacation time- but will not
for compensated for accrued sick time.

ACCESS TO PERSONNEL FILES

Washington County maintains a personnel file on each employee. The personnel
file includes such information as the employee's job application, resume, records of
training, documentation of performance appraisals and salary increases, and other
employment records. Access to personnel files is limited pursuant to CRS 24-72-204 (3)

(a).
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which Washington County wishes to operate. The purpose of these guidelines is to
provide general direction so that employees can seek further clarification on issues
related to the subject of acceptable standards of operation.

Transactions with outside firms must be conducted within a framework
established and controlled by the Elected Officials of Washington County. Business
dealings with outside firms should not result in unusual gains from those firms. Unusual
gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks,
and other windfalls designed to ultimately benefit the employer, the employee, or both.
Promotional plans that could be interpreted to involve unusual gain require specific
approval from the Elected Official or Department Head.

An actual or potential conflict of interest occurs when an employee is in a
position to influence a decision that may result in a personal gain for that employee or
for a relative as a result of Washington County's business dealings. For the purposes of
this policy, a relative is any person who is related by blood or marriage, or whose
relationship with the employee is similar to that of persons who are related by blood or

marriage.

No "presumption of guilt" is created by the mere existence of a relationship with
outside firms. However, if an employee has any influence on transactions involving
purchases, contracts, or leases, it is imperative that he or she disclose to the
appropriate Elected Official of Washington County as soon as possible the existence of
any actual or potential conflict of interest so that safeguards can be established to

protect all parties.

Personal gain may result not only in cases where an employee or relative has a
significant ownership in a firm with which Washington County does business, but also
when an employee or relative receives any kickback, bribe, substantial gift, or special
consideration as a result of any transaction or business dealings involving Washington

County.

Failure to disclose a conflict of interest may be grounds for immediate
termination and the employee may be charged according to Colorado statutes.

NEPOTISM POLICY

(APPLIES ONLY FROM 4-18-06 FORWARD TO FUTURE HIRES, ETC.)
Members of an elected official's or employees family or household, or a
significant other of such elected official or employee cannot be employed within the

same office or department, if such employment will result in one relative, household
member or significant other exercising direct supervision over the other.

15






currently offered benefits such as accrued vacation or sick hours, health
and dental benefits, etc. will be transferred with the employee to the new

office or department.

5. A formal application should be completed by the employee and
forwarded to the department or office advertising the vacancy by the
deadline established by that department or office.

6. Although the County supports the concept of promotion from within and
in some cases will advertise a position “in house” prior to advertising a
vacancy, the elected officials maintain the discretion to hire the best
qualified candidate and no assurance can be given that current employees
will be given preference to any vacant position within another department

or office.

7. Any employee who transfers to another office or department shall be
subject to an additional introductory period in the new position, and
understands that this is current County policy.

17






at the request of and subject to control of such public entity, generally without
compensation. Volunteer Board and Commission Members may be persons appointed
by elected officials pursuant to their statutory powers and include any individual who
volunteers to perform services for Washington County without promise, expectation, or
receipt of compensation for services rendered except for meeting or duty expense
stipends such as given to Planning Commission members or Ambulance EMT's. These
individuals are not considered employees of the County under federal and state law
and are not subject to income tax withholding. Any payment of expenses in excess of
IRS guidelines for reporting will require that the County provide these individuals with an

annual 1099 Form.

The County affords liability insurance coverage to all volunteers who are serving
pursuant to an appointment by the County and while performing volunteer services for
the County, so long as they are acting within the scope of their appointment and under

the direction of County officials.

INDEPENDENT CONTRACTOR

INDEPENDENT CONTRACTOR are those persons who enter into a written
agreement with the County for a limited specific time period for a specific job function
and / or project that is deemed necessary by the elected officials of the County. Only an
elected official may enter into such an agreement and the Board of County
Commissioners must approve same. Independent contractors are not considered
employees for any purpose. They are not subject to wage withholding or provided any
county benefits. All independent contractors will receive an IRS Form 1099 at the end
of year and will be responsible for any and all taxes related to any service for which

they are provided remuneration.

A contract with an Independent Contractor shall be drawn up by the County
Attorney's office and approved by the Board of County Commissioners. These
contracts will be monitored for budget compliance on a periodic basis by the Financial
Director. Payment for services rendered by an Independent Contractor will be made in
accordance with Accounts Payable procedures.

19






of employment.

It is the employee's responsibility to sign his or her time record to certify the
accuracy of all time recorded. The appropriate Elected Official or Department Head will
review and then sign the time record before submitting it for payroll processing. In
addition, if corrections or medifications are made to the time record, both the employee
and the supervisor must verify the accuracy of the changes by initialing the time record.
{Resolution 130-2010 effective 10-5-2010)

PAY PERIODS

The majority of County employees are paid monthly on the last working day of
the month. The County reserves the right to set the cutoff date for each payment cycle.

Newly hired employees that have a start date after the deadline for payroll
information to be submitted to the payroll office will not receive their first full payroll
check until the next regular payroll cycle. Although direct deposit is the preferred
method for issuance of payroll warrants, new employees who are unable to obtain a
banking account shall certify to the Finance Officer in writing of their inability to utilize
direct deposit. Those current employees who heretofore for whatever reason do not
wish to utilize direct deposit may continue to receive payroll warrants.

(Resolution 147-2010 effective 12-8-2010)

Some departments in the county such as the Nursing Home are paid on a bi-
monthly schedule. The deadlines for pay cycles and paycheck distribution is
determined by the special circumstances of that department as approved by the Board

of County Commissioners.
(Resolution 130-2010 effective 10-5-2010)

ADMINISTRATIVE PAY CORRECTIONS

Washington County takes reasonable steps to ensure that employees receive
the correct remuneration in each monthly warrant issued and that employees are paid
promptly on the scheduled payday. Although paychecks may be paid at any time during
the last working day of each manth, they may not be available until after 3:00 p.m. on

the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee
should promptly bring the discrepancy to the attention of the Elected Official or
appointed Department Head so that corrections can be made as quickly as possible. In
the event of an error a supplemental warrant will be issued the following week, after

discovery of any error.

PAY DEDUCTIONS
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3. To inform an employee of how well he/she is doing and
to suggest needed changes in attitude, skill or job
knowledge, if necessary.

4. To provide systematic judgments to justify promotions,
transfers, terminations and salary recommendations.

Performance evaluations shall be conducted at feast annually for all employees.
Circumstances that would necessitate more frequent evaluations include but are not

limited to the following.

1. Whenever a working relationship changes substantially
such as in the case of a transfer, promotion, demotion,
etc.

2. There may be a circumstance when a supervisor feels an

interim review shouid be made a matter of record due to
a decline in performance. This should occur after the
supervisor has discussed substandard performance with
an employee, but the performance did not improve.

3. There may also be a circumstance when an interim
performance review should be completed due to
outstanding performance. Such performance should also
be made a matter of record.

The evaluator will normally be the supervisor who assigns work to the employee,
reviews completed work, grants time off, and initiates recommendations concerning the
person being evaluated. If, because of rotational or temporary assignments, an
employee works outside of his/her usual department or works for more than one
supervisor, the Elected Official or department head will designate the employee's

evaluator.
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PRIVACY OFFICER

The county privacy official shall be appointed annually by the Board of County
Commissioners at the annual reorganization meeting. The County Privacy Officer's
duties shall include all necessary tasks to insure that the county remains in compliance

with HIPAA, including but not limited to:

1. Monitoring and implementing the county's privacy procedures through training,
supervision and follow-through with all county personnet;

2. Receiving, investigating, and resolving complaints regarding potential breaches
of privacy;

3. Maintaining a log of such incidents that complies with HIPAA; and

4. Reporting on such duties to the Board of County Commissioners not less than
once per year.

5. Ensuring the proper postings of a currently valid Notice per HIPAA.

POSTING OF NOTICE

The Notice of HIPAA Privacy identified below as Appendix A shall be posted
within each County Elected Office or Department so as to be visible to all employees
within said office or department and upon on all employee bulletin boards (if such exist)
and at such other county facilities as necessary to advise county personnel as defined

herein.
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COMPLAINT PROCESS

Any individual alleging that their personal protected health information, “PHI",
has been used or disclosed improperly (i.e., in violation of HIPAA) by any elected
official, department head, employee or volunteer of the County should file an internal
privacy complaint within 7 calendar days of receiving knowledge of the potential

wrongful disclosure.

The complaint must be filed with the County Privacy Officer, identified above, or
with the privacy officer appointed for the individual county department, if any such
appointment is made. Such complaint must be made in writing on the county-specified

form.

Retaliation against any person filing, investigating, cooperating with an
investigation, or providing evidence for an investigation under this complaint process is
strictly prohibited. An internal complaint may be amended or filed for alleged HIPAA

retaliation.

The County Privacy Officer will ensure that the complaint is logged, investigated,
and responded to in a manner which will be designed to prevent potential improper
disclosures of PHI in the future. This process will include a finding in each instance of
whether or not an alleged improper disclosure was "substantiated” by the evidence
taken as a whole, or whether the alleged improper disclosure was "unsubstantiated" by
the evidence taken as a whole. The individual who has allegedly been harmed by the
disclosure shall not have any substantive or procedural interest in the determination of
the matter, other than as a factual witness, nor in the actions taken to prevent any

potential disclosures in the future.

Whether substantiated or unsubstantiated, each complaint and related
information shall be preserved in a log which complies with HIPAA rules, Substantiated
improper disclosures or uses of PHI and violations of the anti-retaliation policy may
subject individuals who violate this policy to disciplinary action, up to and including
termination, depending on the frequency and severity of the substantiated violations
and the potential damage which could result or could have resulted from the disclosure
or use, and the evaluation by the Privacy Officer as to whether such action is the best
response available under the circumstances to prevent future disclosures.
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and coordinating all ADA issues and requests regarding access problems or
concerns for Washington County.

4. Americans with Disabilities Act (ADA). Public law 101-336, enacted July 25,
1990, which "prohibits discrimination and ensures egual opportunity for
persons with disabilities in employment, state and local government services,
public accommodations, commercial facilities and transportation.

5. Auxiliary Aids. Assistive devices that allow persons with impaired sensory,
manual or speaking skills to gain an equal opportunity to benefit from and
participate in programs, services, etc. Examples of auxiliary aids include, but
are not limited to, telecommunications device for the deaf (TOOQO), sign
language interpreters, assistive listening headsets, readers, large print
materials, easy grip utensils and Braille signs.

6. Disability. With respect to an individual, means:
a) A physical or mental impairment that substantially limits one or more
of the major life activities of such individual; or
b} A record of such impairment; or
¢) Being regarded as having such impairment.

7. Reasonable Accommodation. Reasonable steps that the County can take to
allow a disabled citizen or customer access to Washington County programs,
facilities and services. Reasonable accommadation includes, but is not limited
to, providing auxiliary aids and services and other actions taken to enable
qualified individuals with disabilities to perform the essential functions of the
pasition they hold while employed by the County.

8. TDD. Telecommunications Device for the Deaf. A device that allows conversation
to take place over the telephone by sending typed messages through phone
lines to the TOO screen.

PROCEDURES:
Requests for Reasonable Accommodations

Individuals who are disabled may request reasonable accommodation to assist
the individual in accessing County facilities, programs or services. No one will be
turned away because of a disability, and no one will be charged for reasonable
accommodations. An individual is considered a person with a disability if he or she has:

1) A physical or mental impairment that substantially limits one or more major
life activities;

2) Having a record of such an impairment;

3) Being regarded as having such impairment.

Maijor life activities include, but are not limited to, functions such as caring for
oneself, performing manual tasks, walking, seeing, hearing, speaking, breathing,
learning and working.

Examples of auxiliary aids or services that may be provided as a reasonable
accommaodation include, but are not limited to; extra staff assistance, readers,
interpreters, assisted listening devices, TOO machines, electronic mail, audio tapes,
computer CDs, paper and pen.

fn anticipation of accommodation requests, Washington County will identify
resources in the county that could provide reader/scribe, note taking, and other
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CHAFTER 6

EMPLOYEE BENEFITS

Eligible employees at Washington County are provided a wide range of benefits.
A number of the programs (such as Social Security, Workers' Compensation, and
Unemployment Insurance) cover all employees in the manner prescribed by law.

Benefit eligibility is dependent upon a variety of factors, including employment
category. Each benefit will be described in this section. Details of many of these
programs can be obtained from the elected official or department director.

The following benefit programs are available to eligible employees:

Benefits Continuation (COBRA)
Deferred Compensation Plan
Health/Dental/Vision Insurance
Holidays

Liability Insurance

Life Insurance

Short-Term Disability
Retirement Plan

Sick Leave Benefits

Social Security

Unemployment Compensation
Vacation Benefits

Workers' Compensation
AFLAC

Some benefit programs require contributions from employees, as well as
contributions from Washington County.

BENEFITS CONTINUATION (COBRA)

The Federal Consolidated Omnibus Budget Reconciliation Act COBRA) gives
employees and their qualified beneficiaries the opportunity to continue health insurance
coverage under Washington County's health plan when a "qualifying event" would
normally result in the loss of eligibility. Some common qualifying events are
resignation, termination of employment, or death of an employee; a reduction in an
employee's hours or a leave of absence; an employee's divorce or legal separation; and
a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage..
Washington County's insurance carrier provides each eligible employee with a
written notice describing rights granted under COBRA when the employee becomes

eligible for coverage in Washington County's health insurance plan. The notice
contains important information about the employee's rights and obligations. (Updat=o
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106/13/08)
DEFERRED COMPENSATION

Employees may voluntarily participate in any County sponsored deferred
compensation plan as established by the Board of County Commissioners. Such funds
are governed by all rules and regulations established by the internal Revenue Service,

Code Section 457.

HEALTH INSURANCE

Washington County provides an optional group health insurance program
consisting of medical, dental, vision, short-term disability and life insurance coveraae for
all reaular full-time. certain part-time employees and introductory employee

"he County's rate of contribution for these porcies 1s

uee ity atnuany uy e oward of County Commissioners, based upon the Budget
and the cost and availability of insurance policies obtainable by the County.

The rate of contribution by the County is determined on the basis of employees
only. Those employees who elect to cover a spouse and / or children have to
contribute to the cost of coverage for their spouse and children; however two persons
who are married and employed by Washington County are eligible for health coverage

discounts.

The dentat and vision insurance is available at a very competitive rate for those
employees who desire this coverage. The County obtains the group rating for this
insurance, but does not contribute toward its purchase.

Under the Affordable Health Care Act employees are eligible for Health care
benefits within ninety days after the hire date on the first day of the month in which the

ninety day period concludes. (Effective 9/24/2013)

After the waiting period, an employee must elect to be covered and is réquired to
notify the Finance Director for the County of their desire to be covered and what, if any,
optional plans they have elected to participate in. (Updated 9/24/2013)

All employees may change their insurance packages during the annuat
enrollment period for the forthcoming year. Employees will be advised of the dates and
times of enrollment by the Finance Director. Changes in eligibility may allow program
changes before the annual open enrollment date. Check eligibility with the
Commissioner's office if rou have a change in your current insurance coverage
eligibility such as a birth ot a child, marriage, added dependent, etc. (Updated 9/24.2013)

County contributions toward health insurance will continue for so long as the
County is able to secure reasonable coverage for its employees, in the sole discretion
of the Board of County Commissioners.



Coverage is continued for those employees who are on leave under the Family
Medical Leave Act or approved injury leave, However, coverage ends the last day of the
month after the termination of the employment relationship with Washington County,
whether said termination is voluntary or involuntary.

Washington County employees whose employment relationship has ended with
the County and who have been covered under the County health plan, may be eligible
for continued health coverage under the provisions of the * Consolidated Omnibus
Budget Reconciliation Act of 1986" (COBRA), as amended. This optional coverage paid
for by the employee will be available at the time of termination.

HOLIDAY BENEFITS

Washington County offers a paid holiday benefit to eligible employees. . The Board of
County Commissioners establishes the annual Holiday benefits at the County
Reorganization meeting which is held on the second Tuesday of January (Resolution
19-YYYY).. They reserve the right to vary or change holiday benefits as they deem

appropriate.

If a designated holiday falls on a Saturday or Sunday the Board of County
Commissioners will determine which day will be observed for the holiday.

If an employee is utilizing vacation or sick leave benefits and a holiday falls
during that employee's leave, the holiday benefit will be provided in lieu of the vacation
or sick leave benefit that would otherwise have applied.

If an eligible employee is required to work on any of the aforementioned
holidays, he or she will be compensated for hours worked in accordance with the
Overtime / Compensatory policy (see Chapter 8 Overtime / Compensatory Time) policy.
Part — time employees of the eligible for Holiday pay benefits. In addition, paid hours
for holidays will be counted as hours worked for the purposes of determining whether

overtime/compensatory time is due any employee.

If an employee is on administrative leave without pay, or utilizing Family Medical
Leave Act benefits (see Chapter 7), or disability benefits (see Chapter 6) or is receiving
worker's compensation benefits (see Chapter 6), they or she will not be paid for the

holiday.

SHORT TERM DISABILITY PROGRAM
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SHORT TERM DISABILITY POLICY SELF INSURED THROUGH COUNTY

The Board of County Commissioners of Washington County hereby determines
to self insure the short term disability policy as currently offered to full time employees
so as to continue this benefit at a reduced cost to the County. This provides eligible
County employees with a safety net in the unfortunate event of a long term illness or
accident that is not work related in an effort to have those employees return to work
without facing a devastating financial crisis.

SCOPE

The short term disability policy will be available to all full-time County employees
who are eligible to participate in the program.

RESPONSIBILITIES

The Board of County Commissicners will be responsible for authorizing this
benefit on an as needed basis. Beginning in January of 2007 the benefit will provide
any eligible full time employee 50 per cent of their department monthly base salary,
which will increase to 75 per cent of the employee’s monthly base salary be~nnir~ in
2008 and remain such beginning in 2009 and thereafter. In no event will this benefit
ever exceed 75 per cent of the employee’s monthly base salary and that salary amount
will be capped at 2 maximum of $4,000.00 per month for any eligible employee. Short
term disability payments to eligible employees are only available as hereinafter set forth
and are not payable for any workman's compensation claim. The benefits will only be
given after any employee exhausts all available vacation and sick time and if, enrolled
in the Employee Sick Bank, those added hours as approved by the Employee Review
Committee. The maximum benefit per employee shall be 4 months and eligible
employees are only allowed this benefit once every three (3) years. This Benefit may
be changed at any time without or without notice to the employees by adoption of a
resolution to that effect by the Board of County Commissioners. Consent of eligible
emolovees is nat reoirired  Sinece this henafit which is nnat realirad ta he aiven is

gIYIVtE (U1 UIts DENEIL. 1N aQdIion, a ramily vieaical Leave application {FIMLA) MUST
be submitted in conjunction with the Short Term Disability application.

PROCEDURES

DEFINITIONS. As used in this Policy:

1. EMPLOYEE means a person who:
a. is directly employed on a full-time basis; and
b. is compensated for such services by salary or wages.

2. ACTIVELY AT WORK, ACTIVE WORK or ACTIVE SERVICE shall mean the

active expenditure of time and energy in the services of Washington County.
However, an Employee shall be deemed to be Actively at Work on each day of a
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regular paid vacation or on a regular non-working day, if they were Actively at
Work on the last preceding working day.

3. ACCIDENTAL INJURY means bodily Injury caused by a source outside the body
requiring treatment for trauma rather than for sickness-related conditions. The
accident must occur to the Employee whose Injury is the basis of claim, but said
claim is not work related or subject to the filing of a workman's compensation

claim.

4. SICKNESS means Sickness or disease, which causes Disability to an Employee
and commences after the employee is employed by Washington County,
therefore pre-existing conditions are not subject to benefit payments hereunder.

5. DISABILITY means the complete inability of the Employee to perform any and
all duties pertaining to their job.

6. COMMENCEMENT DATE means the day on which benefit payments begin.

7. MAXIMUM BENEFIT PERIOD means the maximum number of months for which
benefits will be payable on account of any one (1) period of Disability. This shall
not exceed 4 calendar months at the benefit levels as set hereinabove.

8. PHYSICIAN means a person who is licensed to practice medicine or
osteopathy.

9. PREGNANCY means the existence of the condition beginning at the moment of
conception and terminating with the delivery of the child or other termination of

such condition.

NON-ASSIGNABILITY The benefits provided under the Policy are not assignable.

DISCLOSURE AUTHORIZATION Each Employee, by making application for this
benefit, shall have authorized Washington County and any Physician, nurse
or Hospital to furnish the County full information and records or copies of
records relating to the diagnosis, treatment or care relating to an application
for benefits. Such authorization shall be treated as a waiver of all provisions
of law forbidding them from disclosing such information and records to

Washington County.

BENEFITS Subject to the provisions of this Policy, if Accidental Injury or Sickness
results in Disability requiring the regular care of a Physician, commencing
while the Employee is eligible under this Policy, Washington County will pay
to the Employee the applicable monthly salary as set forth hereinabove,
subject to applicable withholding as required by law and those personal
withholding benefits as elected by the employee, not to exceed the Maximum

Benefit Period.

35






d. any Disability resulting from the Employee's participation in
the commission of, or attempt to commit, an assault or felony; or

e. any Disability resulting from intentionally self-inflicted Injury,
while sane orinsane.

RETIREMENT PLAN

Washington County is a member of the Colorado County Officials and
Employees Retirement Association Retirement Plan (CCOERA). The Board of County
Commissioners currently offers one of their retirement programs for eligible full-time
employges =nd alartad affiriale thransh o cantract with COOFRA AL fyll-time

employees

The employee is required fc
and the County will contribute an cyuar vince poivoin Mo U yuwo vl vouCUS
participation in the plan, 100 % of the County’s contribution to the employee becomes
vested to the employee. In the event that an employee terminates their employment
with the County after participating in the plan, but before the 5 year participation ves...ig
period, the employee wiil retain ownership of their contributions to the plan plus 20 % of
the County's contributions per full year of plan participation and 1/12 multiplied by 20 %
of the County contribution for each full month of eligible service between full years as

determined by the plan documents.

For example, if an employee leaves after 40 months of plan participation {(which
would mean that they worked for the County for 52 months), they would retain all of
their contributions, plus 60 % of the County’s contributions for the three full years of
participation, plus 1/12 of 20% for 4 months of additional employment after their 3™ full

year prior to leaving the County.

SICK LEAVE

Full-time employees or certain contract employees are authorized paid sick leave
in minimum increments of one-half hour. Eligible employees may use sick leave
benefits for an absence due to their own illness or injury or that of an immediate family
member. Immediate family member is defined as spouse, child, parent, sibling or
grandparents or grandchildren.

Employees who are unable to report to work due to illness or injury to himself or
herself or an eligible family member should personally notify their direct supervisor
before the scheduled start of their workday if possible. The direct supervisor must aiso
be contacted on each additional day of absence.

If an employee is absent for three or more consecutive days due to illness or
infjury, a physician’s statement may be requested verifying the need for sick leave
benefits and the length of time that may be needed to return to work. Such verification
may be requested as a condition to receiving sick leave benefits. The county reserves
the right to request a doctor's statement under other circumstances which may indicate
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abuse of sick leave. Failure to notify the County under this or the preceding paragraph,
may resultin job abandonment and termination pursuant to Chapter 10 of this Manual.

In the event of an extended illness, the maximum number of sick ieave hours an
employee may utilize is the total number of hours they have accumulated to date,
unless additional hours are granted pursuant to the Washington County Sick Leave

Bank Policy.

Sick time will begin accruing at 8 hours per month beginning the first fuil month
after the employee's hire date. If an employee is hired on or before the 15" of the
month then the sick time begins accruing in the month the employee is hired. If an

employee is hired on the 16" of the month or after than tha sirk tima haning asrriina
Hhn Firnt s mf tha cmanth falineidns thn hire date

Upon a voluntary resignation or retirement, an employee will be paid twenty five
percent (25%) of unused sick leave, provided the employee has completed the six (6}
no © ary I | ST » T om0 f o on o " oot with the
County, no payment will be made for accumulated sick leave hours. (Effective 10/13/09)

Upon exhaustion of sick leave benefits and any accrued vacation time, an
employee may apply for short term disability benefits in conjunction with benefits
afforded under the Family Medical Leave Act (FMLA).

SICK LEAVE BANK

WASHINGTON COUNTY SICK LEAVE BANK
POLICY AND PROCEDURE

The Board of County Commissioners hereby determines that it is in the interest
of the County to create a Sick Bank Policy whereby those employees who desire to
participate will contribute a minimum of one sick leave day for the first year of
participation to the sick bank to aid those participating employees of the County who
either through an extended illness or injury to themselves or an immediate family
member may receive their regular County salary for an additional period of time. This
program shall be voluntary. The program will be administered by the Washington
County Employee Review Committee. The maximum additional sick leave hours to be
given to any employee who participates in the program shall be 160 hours in any twelve
months period. Any hours given to the employee sick bank shall be non-refundable
upon termination of employment.

PROCEDURES
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2. OUnce the sick leave day{s) are given by the employee to the bank, the
employee may not claim that day for personal purposes unless granted by the
employee review committee.

3. The sick leave bank shall be administered by the Washington County
Employee Review Committee who shall be responsible for granting any and all bank
benefits. They shall also be responsible for any and all record keeping to determine
which employees in the various departments are participating in the bank. They shall
monitor contributions from the employee participants and shall report any sick day
deductions or donations to the appropriate elected official or department head for
proper recording on the participating employee’s time sheet. They are not required to
grant the maximum hours to any employee and shall file a summary report of all
disbursements with the Board of County Commissioners.

4. An employee who participates in the program, and has or will exhaust his or
her accrued sick and vacation benefits because of his/her extended illness or injury,
(or the injury or iliness of an immediate family member), may apply for use of the sick
leave bank. A participating employee may only apply for the amount of sick leave
needed for the current payroll period. The employee may apply for additional sick
leave hours in following payroll periods if needed (up to the 160 hours maximum).
After an employee has utilized 160 hours (the maximum allowed under this policy),
they are not eligible to apply for any additional hours for a period of twelve months
from the last date sick bank hours were given by the committee. The intent of the
aforementioned is to ensure that the sick leave bank hours are only awarded for the
time actually needed by the employee for the current payroll period. This amendment
is intended to avoid abuse of the sick leave bank by controiling the hours awarded for
each payroll period. The application shall be signed by the applicant’'s Elected Official
[ Department Head to verify that the employee has or will exhaust their accrued sick
leave and vacation benefits for the current period and has not abused any sick leave
benefits. In addition to the Elected Official / Department Head sign off, the employee
will be required to provide a note from their physician stating the employee's need for
additional recovery time and the approximate number of days suggested by said
physician. The employee review committee will review the application and by majority
vote, grant the amount of sick leave bank hours that it deems appropriate to said
employee based upon various factors, including but not limited to, the number of hours
available in the bank, the severity of the injury or iliness, and other such factors as they
may so determine. In no event shall the hours awarded by the committee be less than
the contribution made by the employee. If the employee does not use the entire
awarded sick bank hours in the year awarded, they shall donate the hours back to the
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continued employment with the County. [t is not appropriate for the citizens of the
County to fund educational training for individuals to enhance their job performance and
not have the expectation that the person so benefited will continue to serve the County.
Therefore, any amounts advanced for educational reimbursement shall be subject to a
prorated return over the period of one year. For example, if a person completes
educational coursework and leaves the County six months later, they shall be
responsible for reimbursing the County one - half of the amount for said coursework.
By accepting advance payment for such coursework, employees must agree to this
policy or otherwise not submit a request for coursework reimbursement.

All payments for registration fees, lodging, meals and transportation for seminars
or conferences must be in accordance with the "Washington County Travel Policy".

VACATION BENEFITS

Washington County offers a paid vacation benefit to eligible employees. This benefit is
only available to full time employees.

Vacation time will begin accruing at 8 hours per month beginning the first full month
after the employee's hire date. If an employee is hired on or before the 15th of the
month then the vacation time begins accruing in the month the employee is hired. If an
employee is hired on the 16th of the month or after then the vacation time begins
accruing the first day of the month following the hire date.

Even though the vacation time accrues from the beginning of employment, vacation
time does not become effective until the employee has successfully completed the
three (3) month introductory period. Any absence for personal vacation time is not
compensated by Washington County during the introductory period. If an employee
terminates employment for any reason in the first three (3) month introductory period,
no compensation will be paid for accrued vacation time.

Eligible fuli-time employees will accrue vacation time at the rate of one day per
month. Introductory employees will accrue vacation benefits but this benefit is not
available for use unless and until the employee has successfully completed the
introductory period. In the event that an employee leaves the County before the
minimum six month probationary period (see Chapter 2 - Probationary period} that
employee will only receive vacation leave payment for the number of months the
employee was eligible to receive this benefit at the rate of one day per month, provided
the employee has completed the three (3) month introductory period.

Eligible full-time employees may carry over a maximum of 48 hours of earned
vacation time benefits for the next succeeding year and those hours must be used by
December 31st of the succeeding year. Sick and vacation hours will be reported to the
Personnel office with each payroll period on a form approved by the Payroll director.
This will be recorded monthly by the Payroll director so there is always a current
balance of each employee’s accrued vacation and sick time.

The amount of paid vacation leave employees receive each year increases with
the length of their employment as shown in the following schedule: (One day equals 8

hours)
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Beginning the 1st year through the 4th year employee receives 12 Days
Beginning the 5th year through the Sth year employee receives 13 Days
Beginning the 10th year through the 14th year empioyee receives 15 Days
Beginning the 15th year through the 19th year employee receives 17 Days
Beginning the 20th year through the 24th year employee receives 19 Days

25 Years and over 21 Days

In the event that an employee leaves Washington County during the course of
the year, vacation benefits are paid only through the final month of employment. (One
day equals 8 hours) (Resolution 130-2010 effective 10-5-2010)

WORKER'S COMPENSATION

Any employee who becomes incapable of performing his/her essential job
functions as the result of a job-related injury or illness incurred within the scope of
employment with Washington County shall be considered to be on injury leave until
he/she is able to resume his/her essential job functions. An empl~2e on injury [eave,
whether full time or part time injury leave, shall receive the statutuiy benefits available
under the Worker's Compensation Act of Colorado, C.R.S. 8-40-101, et.seq.

The Workmen's Compensation Act of Colorado currently compensates an
employee with a job related injury or illness award of 2/3 of the employee's average
weekly wage up to a maximum benefit determined annually as provided by law.

No compensation is payable for the first three (3) days of disability unless the
period of disability exceeds two weeks.

An employee on injury leave may be compensated for the three (3) working
day waiting period if he/she chooses, by utilizing compensatory time, sick leave or
vacation as available in that order. The employee must sign an authorization form to
allow Washington County to utilize said leave time for this purpose. These forms are
available from the Finance Officer. Introductory period employees are not allowed to
utilize compensatory time, sick leave, or vacation time because although said benefits
accrue from the date of hire, they do not vest unless and until the employee

completes the introductory period.

Worker's Compensation benefits can only be authorized or obtained when:

1. An employee files a Written Notice of Injury to Empioyer. These forms are
availahle in tha Commissioners Office or from the Worker's Compensation
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CHAFPTER 7
LEAVE TYFPES

ADMINISTRATIVE LEAVE

For any time off from work due to an injury, accident or illness not related to
Worker's Compensation, the employee must take compensatory time, sick leave,
vacation leave, or arrange for a leave without pay, pursuant to the Family Medical
Leave Act or unpaid administrative leave as may be granted by the appropriate
elected official or department head with the approval of the Board of County
Commissioners. Upon utilizing sick, vacation, compensatory leave and any
additional administrative leave granted and if the employee is not able to return to
work within the expiration of all available leave, he/she may be dismissed from
employment by the appropriate elected official or department head.

BEREAVEMENT LEAVE ;

If an employee wishes to take time off due to the death of an immediate family
member, the employee must notify his or her elected official / department head
immediately. Up to five (5) working days will be granted to allow the employee to attend
the funeral and make necessary arrangements associated with the death. Any
employee may, with the elected official / department head's approval, request the use
of any available paid sick or vacation leave benefit for time off as necessary.

Washington County defines "immediate family" for bereavement purposes as the
employee's spouse, parent, child, or sibling; the employee's child's spouse;
grandparents or grandchildren. Leave may also be granted for other individuals whose
association with the employee was similar to any of the above reiationships if approved
by the Elected Official or Department Head.

FUNERAL LEAVE POLICY
COUNTY PERSONNEL

CLOSING OF COUNTY FACILITIES

It has come to the attention of the Board of County Commissioners that a Policy
should be implemented in relation to funeral leave for County personnel funerals and
the ciosing of the County Courthouse in relation to funeral attendance. It is in the
interest of the Board to recognize that long-term personal or working relationships with
persons who have died need to be acknowledged and out of respect, County facilities
should be closed. Therefore the Board hereby establishes uniform procedures to
implement a county personnel funeral leave Policy.
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the leave be taken in no longer than three-hour increments and that the employee
provide at least one week advance notice of the activity.

Employers may also require that the notice be accompanied by written
verification from the schoo! of the academic activity. However, exceptions exist for
situations where the employee is not aware of the need for leave in advance. In such
cases, the employee should provide notice as soon as he/she is aware of the need,
and provide the necessary written verification upon return to work.

The Act does not require that such leave be paid. An employee or employer
may elect to substitute accrued paid vacation leave, sick leave, personal leave or
other paid leave for the unpaid leave required under the Act. Employers that provide
little or no leave must note their obligations under the statute.

In relation to pregnancies, a leave may be taken before, during or after the birth
of the child. A father may also take leave if after the birth of the child he has
responsibility for the care of either the child or the mother,

A serious health condition is defined as an illness, injury, impairment, or physical
or mental condition that involved inpatient care, periodic visits for treatment or
continuing treatment by a health care provider. Additional regulations available in the
Commissioners Office define “continuing treatment” and “periodic treatments” which will
be explained to any employee seeking a leave.

In order to be eligible for leave under the Act, employees must have been
employed for twelve (12) months prior to seeking a leave and worked 1,250 hours
during the twelve (12) months prior to seeking a leave. However the twelve (12)
months of employment need not be consecutive. Washington County will post general
notices explaining the FMLA's provisions in various county facilities and employees are
encouraged to contact the Commissioners Office or their Elected Official if they have
any questions relating to a proposed leave under the Act.

In order to apply for [eave the County will require documentation as to the reason
for the request. An application form is required to be submitted by the employee and
those forms will be available in the Commissioners office. if the employee has obvious
notice such as an impending birth, the employee should give at least thirty (30) days
notice prior to the due date. If the leave is requested for unforeseen illness, injury, etc.
notice should be given as soon as practicable. In relation to a leave for medical
reasons, the County may require a physician's statement that a leave is necessary for
medical reasons. The Board and / or the appropriate Elected Official will then inform
any employee within five (5} days of receipt of the request as to whether or not the
request is granted as an FMLA leave. If the County designates the leave as an FMLA
leave, the employee will be so informed in writing.

If the reason for the leave is a medical condition of the employee seeking the
leave, the County will require a medical certification from the employee's medical
provider that the employee is physically and mentaily fit to return to duty if the leave
requested is less than the twelve (12) week maximum under the Act. In addition, if the
employee is seeking less than the twelve (12) week maximum leave for any other
reason, the County will provide the return date for work and failure of the employee to
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for such duty performed during employee’s scheduled shift shall be signed back to
the County if the employee has been paid for the normal workday).

When in accordance to a subpoena or by direction of proper authority, an
employee appears in an official capacity as a witness in a case involving Washington
County, he or she shall be granted Court leave with pay. The employee shall be paid
on the basis of straight time hourly rate of pay not to exceed eight (8) hours per day
when so engaged as a witness.

An employee, who is involved in his own litigation and not in his /her official
capacity, shall not be entitled to pay for the time missed for the employee's litigation.
The employee may be allowed to use annual leave, compensatory time, or leave
without pay for any days needed for such an event. The employee shall notify the
employer immediately upon-his/her becoming aware of the Court date so that proper

scheduling may occur.

MILITARY LEAVE

Employees granted a Military Leave of Absence are re-employed and paid in
accordance with the laws governing Veterans Re-employment Rights.

VOTING LEAVE

Washington County encourages employees to fuifill their civic responsibilities
by participating in elections. Generally, employees are able to find time to vote either
before or after their regular work schedule.
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CHAFTER 8
WORK CONDITIONS AND RULES

EMPLOYEE CONDUCT AND WORK RULES

To ensure orderiy operations and provide the best possible work environment,
Washington County expects employees to follow rules of conduct that will protect the
interests and safety of all employees and the organization. Each Elected Official is
responsible for employee conduct and work rules or guideiines. Employment with
Washington County is “at will” and may be terminated at any time, with or without
cause, and with or without advance notice. Washington County requires all Elected
Officials to conduct a Pre-termination meeting with any employee before being
terminated.

ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, Washington County
expects employees to be reliable and to be punctual in reporting for scheduled work.
Absenteeism and tardiness place a burden on other employees and on Washington
County. Inthe rare instances when employees cannot avoid being late to work or are
unable to work as scheduled, they should notify their supervisor as soon as possible

in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to
disciplinary action, up to and including termination of employment.

DRIVERS LICENSES

If a driver’s license or a Commercial Drivers License is a requirement for
a given job, the employee must have a valid Colorado driver's license of
a type required for that particular job.

1. 1t is the responsibility of any employee who operates a county
vehicle to report any and all moving traffic violations to his/her
immediate supervisor, who in turn, shall notify the Elected Official
or Department Head and the Board of County Commissioners.

2. If an employee fails to notify his or her immediate supervisor
about  the loss or possible loss of license and drives a County
vehicle, the employee may be subject to immediate termination. In
the event that a license is suspended and the empiloyee has
properly notified his or her immediate supervisor, that employee
may be placed on unpaid administrative leave pending the final
outcome of the State Department of Motor Vehicle decision
regarding the status of that person’s license.

3. Employees who lose their license and the license is a
requirement of the job, will be terminated by Washington County.

(revised 5/3/11 Reso 91-2011)
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retrieval. Electronic mail includes all electronic messages that are transmitted through a
local, regional, or global network. In relation to the utilization of Email by county
employees, the following guidelines and procedures are applicable.

PROCEDURES:

1. All County electronic mail systems are owned by the County and are
intended for the purpose of conducting official County business.

2. Employees should have no expectation of privacy when using County
computers and sending or receiving electronic mail transmissions. Any
and all such transmissions may be a public record under the public
records law and may be subject to public inspection under Colorado
Revised Statutes 24-72-203.

3. Certain uses of County computers, including but not limited to
pornography, obscenity, harassment, solicitation, gambling and using a
County assigned Email address to purchase items and / or otherwise
cause the County system to receive unwarranted spam Emails may
result in disciplinary action up to and including termination.

4. The appointed technology / computer person for Washington County
shall be responsible for the implementation and operation of the Email
system on behalf of the Board of County Commissioners and other
elected officials. In order to protect the integrity of the County system, he
or she shall monitor communications when requested and report results
to the appropriate elected official.

5. In order to keep County electronic mail systems secure, employees may
not leave terminals “signed on” when not in use or unattended for an
extended period of time and / or leave their password available in an
obvious piace near their terminal or share their password with anyone
except their supervisors or elected official.

6. The County recognizes that any and all Email transmissions may be a
public record. Therefore, all Email transmissions that have reduced to
hard copy and filed shall be considered a public record unless otherwise
protected by Colorado Revised Statutes 24-72-204 or 305. Although
Email transmissions may be public records, the County will not require
that copies be made by any employee for record keeping purposes, nor
will the County require that Emails be stored or -maintained for any
definite time or future retrieval.

EMERGENCY CLOSINGS

At times, emergencies such as severe weather, natural disaster, or power
failures can disrupt County operations. In extreme cases, these circumstances may
require the closing of work facility as deemed necessary by the Board of County
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Generally, Washington County provides liability coverage for any
elected official, department head, appointed official, supervisor and / or employee
acting within the scope of their employment and for actions undertaken at the
request of an elected official, department head, appointed official and / or a

supervisor,

However, the county reserves the right to seek indemnification from any
employee for an act deemed to be outside of the employee’'s scope of
employment or for any willful and wanton act or intentional act on the part of the
employee named in any litigation. Subject to applicable constitutional, statutory
and contractual provisions, if any, the county may also refuse to represent said
employee at its discretion or may discontinue such representation at its discretion
by proper withdrawal and nctification as allowed by and required by court rute or

by statute.

B. Criminal Actions. An elected official, department head, appointed
official, supervisor and / or employee generally will not be represented by the
County or reimbursed attorney’s fees for a criminal action brought against them
except for extraordinary circumstances which will be determined by the Board of
County Commissioners on a case by case basis.

Simple traffic violation citations such as speeding, running a stop sign, etc.
given to a County employee while operating a County vehicle or a piece of Road
and Bridge equipment or using their vehicle for County business shall generaliy
be the socle responsibility of that individual as each individual is responsible for
obeying all state or federal traffic laws.

Any employee who is named as a defendant in a criminal case shall
immediately notify the Board of County Commissioners and the County Attorney’s
Office by delivering to the Commissioner's Office a complete copy of all
documents served upon the employee. The County Attorney’s office shall notify
the employee within fifteen (15) days pursuant to C.R.S. 24-10-110(4), as to
whether or not the county will defend the employee in such action.

LIFE-THREATENING ILLNESSES IN THE WORKPLACE

Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS,
often wish to continue their normal pursuits, including work, to the extent allowed by
their condition. Washington County supports these endeavors as long as employees
are able to meet acceptable performance standards and so long as their job
performance does not pose an imminent risk of harm to others. As in the case of
other disabilities, Washington County will make reasonable accommodations in
accordance with all legal requirements, to allow qualified employees with life-
threatening ilinesses to perform the essential functions of their jobs or to transfer them

to an appropriate available position.

Medical information on individual employees is treated confidentially. VWashington
County will take reasonable precautions to protect such information from
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In determining overtime compensation, the time considered as “worked” will
include holidays as approved by the Board at the annual reorganization meeting in
January. Paid holidays are an extra paid day of work regardless of whether or not an
employee actually worked. For purposes of overtime compensation, the County does
not consider vacation leave, sick leave, or compensatory time or any unauthorized
leave as hours worked in the calculation of whether or not overtime compensation shall

be accrued.

Normal working hours for employees at most County facilities shall be
determined by the Board of County Commissioners at the annual reorganization
meeting in January. Generally, the hours the Courthouse is open to the public is from
8:00 A.M. to 4:30 P.M. Monday through Friday, with the exception of Holidays, is the
normal work week, or such other times as declared by the Board of County

Commissioners.

Under some circumstances, the appropriate Elected Official and/or Department
Head may establish a flextime schedule for employees. In refation to Depariment
Heac ny and all fli ~1e s edulesr ~ be approved t t 7 Tty
Commissioners.

OVERTIME COMPENSATION

When operating requirements or other needs cannot be met during regular
working hours, employees may be scheduled to work overtime hours. When possible,
advance notification of these mandatory assignments will be provided. All overtime
work must receive the supervisor's prior authorization. Overtime assignments will be
distributed as equitably as practical to ail employees gualified to perform the required

work.

Non-exempt employees

When necessary an employee is expected to work overtime upon reguest as a
condition of employment. Non-exempt employees are compensated for all hours
worked over forty (40) per week. Shift personnel are to follow departmental guidelines.
Non-exempt employees must be compensated for all overtime worked either with pay
or compensatory time. Washington County adheres to the policy that any such
overtime compensation shall be taken as compensatory time, not overtime pay. All
overtime work must be authorized by the employee’'s immediate supervisor.
Unauthorized overtime must be compensated;, however, employees working
unauthorized overtime are subject to disciplinary action. Overtime pay is based on_one
and one-half (1) times the employee’s base hourly rate.

If compensatorv time is accrued instead of overtime compensation. certain
restrictions apply.

at anv nne timea,
Upon termination an accruea Compensdlory uie will ug paid VUL W Lig
cinpiuyee.  wilization of compensatory time must be approved by an employee’s
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time between the Department Head or Appointed Official and the Board.

3. During the annual budget process, the County Budget Office shall prepare
a report for the Board which summarizes all compensatory time accrued by the various
departments and offices for the current fiscal year to be utilized by the Board for budget

purposes for the ensuing fiscal year.

4, Failure to comply with these procedures may result in budgetary
adjustments for the ensuing fiscal year.

PARKING

The County owns and / or maintains various parking lots which are provided
far the aaneral nihlic and emnlovee narkina Handican narkino as reauired bv law

The County assumes no liability for vehicles parked within or upon ~aunty
owned or maintained lots, including but not {imited to, fire, theft of personal items,
perils such as hail or wind damage and / or personal liability for any venhicles
parked upon County lots.

PERSONAL APPEARANCE

Dress, grooming, and personal cleanliness standards contribute to the
morale of all employees and affect the image Washingten County presents to the
public. During business hours, employees are expected to present a clean and
neat appearance and to dress according to the requirements of their positions.
Employees who come to work inappropriately dressed or without proper safety
equipment as may be required for their position will be required to return home
and directed to return to work in proper attire. Under such circumstances,
employees wilt not be compensated for the time away from work.

WORK SITES

Employees are subject to the requirements of each elected official or
department head in relation to office décor which may include requirements for
maintaining their work site in a neat, safe and orderly fashion. Offensive or sexually
oriented material shall not be allowed within any work space and / or County facility.

POLITICAL ACTIVITIES

The Board of County Commissioners encourages County employees in
matters of responsible citizenship and does not by these provisions intend to interfere
with the conduct of County employees engaged in political activities, so long as said
activities are confined to hours when the employee is not on duty and further provided
that said activities not impair the employee’s efficiency at their particular job in the
pounty government.
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Washington County strives to ensure fair and honest treatment of all employees.
The Elected Officials will endeavor to assure that their supervisors, deputies, and
department heads treat all employees fairly and with mutual respect. Therefore, these
procedures establish a uniform methodology to provide a structured grievance process
for use in Washington County.

l. Grievance Procedures

1. If an employee disagrees with established rules of conduct, county
policies, or county practices, they can express their concerns through this
problem resolution procedure. No employee will be penalized, formally or
informally, for voicing a complaint with County officials if said complaint is
given in a reasonable, business-like manner, or if the employee utilizes this
procedure to resolve a conflict.

2. An employee shall first attempt to resolve conflicts informally and directly
with their immediate supervisor, department head, or elected official.

3. If a conflict cannot be resolved informally, then the employee should
proceed as follows:

a. If the employee reports directly to an elected official, they should
forward in writing to the elected official a statement of concern
which remains unresolved. The elected official will respond in
writing within ten (10) working days to the statement. The written
response will address the issues and the elected officials position
on the issue. This response will be considered the official position
of Washington County and no further action shall be taken with
regard to the statement of concern.

b. If the employee reports to a supervisor or department head, they
should forward in writing to the appropriate individual a statement
of concern which remains unresolved. The supervisor or
department head shall respond in writing within ten (10) working
days to the statement. The written response will address the issues
and the position of the supervisor or department head.

c. If the employee is dissatisfied with the written response of the
supervisor or department head, they may appeal to the elected
official to whom the supervisor or department head reports. The
appeal shall be made in writing within seven (7) working days of the
decision. The appeal should detail the employee's opinion as to
why the supervisor's of department head’'s resolution is

unsatisfactory.

4. Upon receipt of an appeal pursuant to 3.c, the elected official shall
undertake the following action:

a. A review of the statement of concern and the written response of
the supervisor or department head will be made.
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REST AND MEAL PERIODS

Each full-time workday, employees are provided with two rest periods of 15
minutes in length. To the extent possible, rest periods will be provided in the middle of
work periods. Since this time is counted and paid as time worked, employees must not
be absent from their work stations beyond the allotted rest period time. The County
reserves the right to assign said breaks so as to properly continue serving the public.
The employee who works over the normal shift shall also be entitled to such additional
breaks as the additional hours require in accordance with the above rules of one break
per four hours worked. Rest periods shall be utilized as defined herein, and ARE NOT
TO BE ADDED TO THE LUNCH PERIOD, OR TAKEN AT THE BEGINNING OR END

OF THE SCHEDULED WORK DAY.

All full-time employees are provided with one meal period each workday.
Supervisors will schedule meal periods to accommodate operating requirements.
Employees will be refieved of all active responsibilities and restrictions during meal
periods and will not be compensated for that time. Whenever possible, the funch
period shall be scheduled in the middle of the work shift and shall be a minimum of 30
minutes in length. Additional lunch periods of 1/2 hour may also be given to employees
who work at least 4 hours overtime in one day. The Elected Official or Department
Director at his/her discretion may opt to schedule employees for a 1/2 hour lunch

period.
SAFETY (LOSS PREVENTION)

To assist in providing a safe and heaithful work environment for employees and
the public, Washington County has established a workplace safety program. This
program is a top priority for Washington County. Its success depends on the alertness
and personal commitment of all.

Washington County provides information to employees about workplace safety
and health issues through regular internal communication channels such as supervisor-
employee meetings, bulletin board postings, memos, or other written communications.
Employees and supervisors receive periodic workplace safety training. The training
covers potential safety and health hazards and safe work practices and procedures to

eliminate or minimize hazards.

Some of the best safety improvement ideas come from employees. Those with
ideas, concerns, or suggestions for improved safety in the workplace are encouraged to
raise them with their supervisor or with another supervisor or manager. Reports and
concerns about workplace safety issues may be made anonymously if the employee
wishes. All reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all
work activites. Employees must immediately report any unsafe condition to the
appropriate supervisor.  Employees who violate safety standards, who cause
hazardous or dangerous situations, or who fail to report or, where appropriate, fail to
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DEFINITION OF SEXUAL HARASSMENT

Unwelcome sexual advances, either verbal or physical where:
1. Submission to such conduct is made either explicitly or implicitly a term
or condition of an individuals’ employment;

2. Submission to or rejection of such conduct by an individual is used as
the basis of employment decision affecting such individual; or

3. Such conduct has the purpose or effect of unreasonable interfering
with an individual's work performance or creating an intimidating,
hostile or offensive working environment.

Any employee who wants to report an incident of sexual or other unlawful
harassment should promptly report the matter to his or her supervisor.

Anyone engaging in sexual or other unlawful harassment will be subject to
disciplinary action, up to and including termination of employment.

SOLICITATION

In an effort to assure a productive and harmonious work environment, persons
not employed by Washington County may not solicit or distribute literature in the
workplace at any time for any purpose.

Washington County recognizes that employees may have interests in events and
organizations outside the workplace. However, employees may not solicit or distribute
literature concerning these activities during working time. (Working time does not
include lunch periods, work breaks, or any other periods in which empioyees are not on
duty for purposes of this policy.)

SMOKING/TOBACCO USAGE

In keeping with Washington County’s intent to provide a safe and healthful work
environment, smoking/tobacco usage is prohibited throughout the workplace, to include
lobbies, haliways, stairwells, elevators, rest rooms, lounges, cafeterias or snack bars,
conference rooms, public areas, and county owned vehicles. Smoking is permitted
outdoors on county properties and designated
areas.

This policy applies equally to all employees and the public. Washington County
employees who violate this policy will be subject to disciplinary action up to and
including termination of employment.

UNIFORMS

Uniforms are not supplied by the County except for specific jobs with the County.
There generally is no County uniform. County employees shall present a well-
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CHAFPTER 9

TRAVEL POLICY

COUNTY TRAVEL EXPENSES

Washington County will reimburse employees for reasonable business travel
expenses incurred while on assignments away from the normal work location. All
business travel must be approved in advance and pursuant to procedures as defined in

this manual.

Employees whose travel plans have been approved are responsible for making
their own travel arrangements.

When approved, the costs of travel, meals, lodging, and other expenses directly
related to accomplishing business travel objectives will be reimbursed by Washington
County as outlined in this policy. Employees are expected to limit expenses to

reasonable amounts.

Employees who are involved in an accident while traveling on business must
promptly report the incident to their immediate supervisor. Vehicles owned, leased, or
rented by Washington County may not be used for personal use without prior approval.

With prior approval, employees on business travel may be accompanied by a
family member or friend, when the presence of a companion will not interfere with
successful completion of business objectives. Generally, employees are also permitted
to combine personal travel with business travel, as iong as time away from work is
approved. Additional expenses arising from such non business travel are the

responsibility of the employee.

Abuse of this business travel expense policy, including falsifying expense reports
to reflect costs not incurred by the employee, can be grounds for discipiinary action, up
to and including termination of employment.

APPROVAL FOR TRAVEL

County business travel includes all travel outside of Washington County.
Normally, travel is incurred to attend a regional meeting or for training, conferences, or

workshops.

County officers and employees may perform travel and be reimbursed for all
expenses related thereto when such travel is budgeted and accomplished in an official
capacity during conduct of official county business, and has initial approval of the
Elected Official or Department Director and final approval from the Board of County

Commissioners.
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2. USE OF COUNTY OWNED VEHICLES

Only authorized employees of Washington County may operate
County-owned vehicles. Where transport of a non-County passenger is
anticipated, prior approval must be obtained through the Board of County
Commissioners or the appropriate elected official, untess the purpose for
transporting non-County personnel is departmentally related, such as the
Sheriff's office or Human Services. In the event that transporting non-
County personnel (other than business-related activity) is granted, the
passenger will be required to sign and deliver to the appropriate elected
official a Waiver and Release of Liability prior to riding as a passenger in
the County vehicle. If a County employee unexpectedly needs to transport
a non-County passenger for non-business related purposes; a waiver
must be properly executed prior to transport and subsequently delivered
to the appropriate elected official. Waiver forms should be kept in every
County owned vehicle.

Under no circumstances should a non-County employee be
allowed to drive a County owned vehicle because they are not insured as

a driver.

In the event that an employee is involved in a situation in which
non-County persons need assistance due to vehicle trouble, etc., the
employee should utilize their vehicle radio or a cell phone to seek
assistance. If a car radio or cell phone is not available, the employee
should proceed to the nearest telephone to seek assistance for the
stranded motorist. In the event that emergency circumstances require
transporting a person, caution must be exercised. Such transported
persons may later allege aggravations of any accident injuries and / or
property damage to their vehicle caused by a County employee providing
assistance.

County vehicles must be secure at the conclusion of the workday.
Vehicles shouid be parked in well-it areas and locked. Any possessions
or equipment must be stored in the trunk of the vehicle, or otherwise
secured. The County is not responsible for the loss of personal property
left unattended in County vehicles.

County vehicles are not allowed to be driven home by employees, unless
prior approval is secured from the appropriate elected official.

Under no circumstances may a County owned vehicle be driven out of
state, unless approved by the appropriate elected official.

County vehicles involved in accidents when an employee is not within the
course or scope of their employment may not be covered for property
damage, under the County's liability insurance program.

Smoking is not allowed in any County owned vehicle.
(Revised 5/3/2011 Reso 91-2011)

3. QUALIFICATIONS OF DRIVERS
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B. Actions at the Scene of an Accident

Check for injuries, if you are qualified in CPR / first aid you may
choose to lend assistance. If injuries are claimed, call the 911

operator immediately.

If the County owned vehicle is in the traveted right of way,
protect the scene to prevent further collisions. Use flares or other
warning devices. The vehicle should not be moved until after police
arrive unless it presents a hazard to other traffic.

DO NOT ADMIT LIABILITY OR DISCUSS THE ACCIDENT
OR THE CIRCUMSTANCES OF THE ACCIDENT WITH ANYONE
EXCEPT THE POLICE OFFICERS, YOUR SUPERVISOR, OR
THE COUNTY ATTORNEY'S OFFICE. ANY AND ALL
REQUESTS FOR INFORMATION, CLAIMS FOR DAMAGES, OR
STATEMENT'S REGARDING THE ACCIDENT SHOULD BE
FORWARDED TO THE COUNTY ATTORNEY'S OFFICE.

The exception to this procedure is if you are in your personal
vehicle on County business. You need to advise your insurance
carrier and may share any information with your insurance

company they may require.

Exchange names, addresses and insurance information with
the other driver, if another driver is involved. Ask for names,
addresses, and telephone numbers of any witnesses present at the

scene.
C. Accident follow-up Procedures

The employee may also have to complete and mail to the
State of Colorado a Report of Motor Vehicle Accident. A copy of
this report should be sent to the County Attorney's Office. This
information, as well as the police report is used to defend
employees and Washington County in the event of litigation.

6. VEHICLE NEGLECT AND ABUSE

County-owned vehicles that require repairs due to neglect, abuse or
damage not reported by an employee will be reported to the Board of
County Commissioners or the appropriate elected official.

If it is determined that an employee has negligently or intentionally
caused damage to a County owned vehicle, that employee will be subject
to disciplinary action, including termination of employment. ({revised 10/25/2011

Reso 131-2011)
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the reasons for resignation and the effect of the resignation on benefits.

DISMISéAL
DISMISSAL OF REGULAR FULL TIME AND PART TIME EMPLOYEES

PROCEDURES

Washington County maintains an “at will" status in relation to all employment
matters. As stated within the Employee Acknowledgement Form, the Personnel
Policy Manual is not an employment contract nor should it not be construed or relied
upon to create either an express or implied employment contract. Unfortunately,
certain instances may require the dismissal of an employee. The final authority to
dismiss an employee rests with the appropriate elected official to whom the employee
ultimately reports, which is why they may review actions to terminate employees taken
by their supervisors, deputies, and / or department heads. These procedures establish
a uniform methodology to provide a structured termination process. These procedures
are an effort to maintain fair and equitable treatment of the employees subject to these
procedures. These procedures do not apply to any disciplinary action that does not
result in the termination of the employee.

Dismissal Procedures

1. No part time or full time Washington County employee will be dismissed until
he/she has been notified by a deputy, a supervisor, a department head or an
elected official in writing of the intent to terminate said employee. The appropriate
aforementioned person shall inform the employee of the grounds for the
recommended dismissal and will give the employee a reasonable opportunity to
respond to the intent to terminate when said written notice is given.

Some elected offices within Washington County have fewer than five (5)
employees. Under these circumstances, the elected official themselves will make
the final determination based upon personal observations and / or actions of the
employee and their decision to terminate will be final as of that date. However, the
employee will still be given the grounds for dismissal in wriling and give the
employee a reasonable opportunity, at that time, to respond to the intent to
terminate.

2. The employee may request a pre-termination hearing, if anyone other than an
elected official, has issued an intent to terminate. The employee must request the
pre-termination hearing within three {3) scheduled working days of the intent to

terminate notice.

a. If the employee does not request the pre-termination hearing within three (3)
scheduled working days, then all further employee rights under this section
shall be deemed to have been waived by the employee.

b. If the employee makes a timely request for a pre-termination hearing, then

the appropriate elected official shall conduct the pre-termination hearing
within ten (10) scheduled working days of the receipt of the request for
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copy of the transcript the entire cost of the stenographic transcript shall be
shared equally by both parties.

4, Employees Not Subject to these Procedures. These procedures do not apply to
Introductory Period, Regular Part Time, or Temporary Employees, Appointed
Department Heads pursuant to C.R.S. 30-11-107 or other statutes, the County
Attorney appointed pursuant to C.R.S. 30-11-118, the Budget Officer appointed
pursuant to C.R.S. 29-1-104, appointed deputies of elected officials or the Sheriff's
deputies, the appointed Undersheriff pursuant to C.R.S. 30-10-504, or Volunteers as
defined within this Manual. (revised 10/25/2011 Reso 131-2011)

Additional Related Procedures

1. Investigatory Leave Pending Pre-Termination Hearing. An elected
official or his or her designee shall have the power and authority to place
an employee on a leave of absence with pay pending an investigation that
may resultin discipline, up to and including dismissal.

2. Incarceration of Employee. An employee who is incarcerated and
unable to work will be placed on leave without pay immediately.

3. Disciplinary Actions Other than Dismissal. This policy does not apply
to any disciplinary actions taken by department heads, supervisors, or
deputies that do not result in a recommendation of dismissal.

4. Employees Not Subject to these Procedures. These procedures do not
apply to Introductory Period, Hourly Employees, Appointed Department
Heads pursuant to C.R.S. 30-11-107, the County Attorney appointed
pursuant to C.R.S. 30-11-118, the Budget Officer appointed pursuant to
C.R.S. 28-1-104, appointed deputies of elected officials or the Sheriff's
deputies, the appointed undersheriff pursuant to C.R.5.30-10-504, or
Volunteers as defined within this Manual.

Miscellaneous Related Procedures

1. Job Abandonment. Any full or part time employee who does not contact
his/her supervisor, department head or elected official and remains
absent from his/her duties for three (3) working days shall be deemed to
have voluntarily resigned from Washington County as of the last day on
which he or she worked. The resignation will be processed without the
employee’s request or signature. The resignation documentation will be
mailed to the address of record of the employee. The employee will not
be eligible for re-employment within Washington County government for
five (5) years of the effective date of the resignation.

2. Disgualification from Employment. If a classified employee is required
to maintain a certificate and/or license in order to perform his/her job
functions, such certificate or license shall be a condition of employment.
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If, within 80 days from the date of layoff, an opening of the same classification
becomes available within the same department from which the person was laid off and
the person laid off is fully qualified for the opening, that person shall be rehired to fill the
opening. If more than one person was laid off, the rehire shall be in reverse order of
lay off. If all persons were laid off on the same date, the criteria for lay off shall be
used as the criteria for rehire. An employee being rehired shall be notified by
certified mail sent to the employee’s most current address. The employee will be
allowed ten (10) days from the date of mailing to return to work.

Should it become necessary to lay off employees due to lack of funds, change in
department status, reorganization or any other reason, the Elected Official shall make
the final decision as to the procedures, extent and conduct of the lay-off.

RECALL

After a reduction in force (RIF—Ilayoff) the County may wish to recall employees
to work. In recalling the employee from a previously lay off, employees for identicat
tasks in the same department unit, office or subdivision, regular employees shall be
rehired in inverse order of layoff, this is, the last employee laid off shall be the first

employee rehired.

The Notice of Recall shall be in writing to the last known address of the
employee as shown in the County personnel records. The employee shall have twenty-
four (24) hours after receipt of the notice to accept or reject the recall request. If not
accepted within that time, the employee shall lose all recall rights to that job category
and/or job classification refused or rejected.

If the employee is recalled within six (6) months of the layoff, the employee shall
regain the anniversary date held at the time of layoff for purposes of vacation, sick
feave and other County benefits.

If not recalled within six (6) months, all recall rights wilt terminate.

DEATH OF AN EMPLOYEE

In the event of the death of an employee, the final check shall be made payable
to the employee and mailed to the place of residence or delivered to next of kin.

The appropriate Elected Official or Department Director will prepare a final
Personnel Action Notice Form as soon as possible after notification of death of an

employee.

The Elected Official or Department Director will advise the beneficiary as to
insurance procedures for death claims and also if the employee was covered by the

Retirement Fund.

SEPARATION PAY

The employee's final check shall not be paid to an employee until all County
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PRIOR AMENDMENTS

DISMISSAL OF REGULAR FULL TIME AND PART TIME EMPLOYEES
PROCEDURES
(Replaces process for termination found in Chapter Ten)

Approved 10/31/2002

Resolution 2002-90

Effective 11/1/2002

(Revised policy in Chapter 10)

Approved 10/25/11

Resolution 131-2011

Effective 10/25/2011

INTRODUCTORY PERIOD
(Replaces policy found in Chapter Two)
Approved 10/31/2002
Resolution 2002-90
Effective 11/1/2002

PROBLEM RESOLUTION EMPLOYEE GRIEVANCE PROCEDURE
(Replaces policy found in Chapter Eight)
Approved 10/31/2002
Resolution 2002-90
Effective 11/1/2002

COUNTY VEHICLE POLICY
{New policy to be inserted under Chapter Nine following Reimbursement of Travel Cost)
Approved 10/31/2002
Resolution 2002-90
Effective 11/1/2002

PERSONAL FLOATING HOLIDAY
(Replaces Fair/Rodeo found in Chapter Six)
Approved 1/14/2003
Resolution 2003-17
Effective 1/14/2003

HIPPA
(New policy to be inserted under a new Chapter Five)
Approved 4/8/2003
Resolution 2003-62
Effective 4/8/2003
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Approved 9/24/2013
Effective 9/24/2013

NATURE OF EMPLOYMENT AND EMPLOYEE RELATIONS POLICIES
{(Replace policy in Chapter 2)
Approved 6/30/04
Resolution 2004-92
Effective 6/30/04
Resolution 85-2012 Employee under 18
Deleted from Manual effective 5/29/12

PATIENT ABUSE POLICY (REPEALED)
(New policy in Chapter 10
Separation of Employment- Additional Related Provisions
New Paragraph 5)
Approved 9/7/04
Resolution 2004-137
Effective 8/7/04
Deleted from Manual effective 5/1/08

COUNTY SICK LEAVE BANK POLICY AND PROCEDURE
(New policy in Chapter Six)
Approved 10/9/04
Resolution 2004-151
Effective 1/1/05

WORKER’S COMPENSATION
(Replace policy in Chapter Six)
Approved 9/20/05
Resolution 145-2005
Effective 9/20/05

ADMINISTRATIVE LEAVE
(Replace policy in Chapter Seven)
Approved 9/20/05
Resolution 145-2005
Effective 9/20/05

DELETED FROM MANUAL
INJURY LEAVE ON DUTY/OFF DUTY
Leave Without Pay
Religious Leave
Unauthorized Leave
Approved 9/20/05
Resolution 145-2005
Effective 9/20/05
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INTERDEPARTMENTAL TRANSFERS
(New Policy in Chapter 2)
Approved 5/31/07
Resoiution 101-2007
Effective 5/31 /07

SICK LEAVE BANK
(Replaces current Policy in Chapter 6)
Approved 8/14/07
Resolution 133-2007
Effective 8/14/07
(Revised policy in Chapter 6)
Approved 10/25/11
Resolution 131-2011
Effective 10/25/2011
(Revised policy in Chapter 6)
Approved 03/18/2014
Resolution 65-2014
Effective 03/18/2014

RETIREMENT PLAN
(Replaces current Policy in Chapter 6)
Approved 2/12/08
Resolution 64-2008
Effective 2/12/08
(Revised policy in Chapter 6)
Approved 10/5/2010
Resolution 130-2010
Effective 10/5/2010

DRUG AND ALCOHOL USE
(Replaces current Policy in Chapter 8)
Approved 4/30/08
Resolution 88-2008
Effective 4/30/08
(Revised policy in Chapter 8)
Approved 10/25/11
Resolution 131-2011
Effective 10/25/2011

SHORT TERM DISABILITY
(Replaces current Policy in Chapter 6)
Approved 9-28-08
Resolution 146-2008
Effective 9-28-08
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PROBLEM RESOLUTION - PUBLIC RELATIONS
(Revised policy in Chapter 8)
Approved 7/23/2013
Resolution 109-2013
Effective 7/23/2013
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