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RULE 1
PURPOSE AND AUTHORITY

Purpose and Intent. It is the purpose of these rules and regulations to
establish a uniform system for personnel administration that will improve
the quality and efficiency of service. This personnel policy is applicable to
non-union personnel employed by Bay County (hereinafter sometimes
referred to as "County” or “Employer” or “County Board”). It is not
applicable to any employee or group of empioyees which is now or shall
hereafter be included in a union bargaining unit or covered under a
collective bargaining agreement, and is applicable to employees of the
circuit, district, and probate Courts to the extent specified by Michigan
Supreme Court Administrative Order No. 1998-5 as amended. Further,
this personnel policy is not applicable to any elected positions, except as
otherwise noted under Rule 27.

It is also the purpose and intent of this policy to act as an
informational outline of benefits that Bay County intends to extend to
some of its employees. This policy should not be construed as creating a
contract between the Employer and any of the applicable employees.
The interpretation and operation of the benefits noted herein are within
the sole discretion of the Employer. Benefits outlined in this document
may be added to, expanded, reduced, deleted or otherwise modified by
the Bay County Board of Commissioners and any such modifications in
the policy shall be solely within the discretion of the County Board. The
Employer reserves and retains, solely and exclusively, all rights to
manage and operate its affairs and neither the constitutional nor the
statutory rights, duties and obligations of the Employer shall in any way
whatsoever be abridged by the terms of this policy.

No person or representative of the Employer, other than the
County Board of Commissioners, has any authority to enter into any
agreement for employment for any specitied period of time, or to make
any agreement contrary to the provisions contained herein. Employees
governed by this policy may be terminated only for cause, the procedure
for which is set forth in Rule 12, Section 12.6. An employee cannot rely
upon custom or prior practice. The fact that these policies may have been
applied differently in the past does not affect their current or future
enforcement.

Severability. If any section of these rules shall be held in conflict with any
Federal, State, or local laws or regulations, such provisions shall be
controlling for positions covered by this policy, and shall not affect

the enforceability of any remaining section of this policy.

Organization and Administration. The Board of Commissioners may
authorize the appointment of a Director of Personnel and Employee
Relations to administer these rules and regulations.

Appointing Authority. An Appointing Authority is the head of a
depariment, a person or group of persons who has or who have the power
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2.1

2.2

2.3

2.4

2.5

2.6

by faw, ordinance, or lawfully deiegated authority to make appointments to
positions in the County Service.

Department Head. A department head is an elected or appointed official
who heads a recognized department.

Wages, Salary, and Benefits. No department head shall add to or otherwise
increase the wages, salaries or benefits contained in this policy.

RULE 2
EQUAL EMPLOYMENT OPPORTUNITY

Policy. It is the policy of Bay County to pursue equal employment
opportunity regardless of height, weight, political or religious affiliations,
race, color, sex, disability, familial status, sexual orientation, gender identity,
national origin, or other protected classification set forth by law in our
relationship with applications for employment, employees of Bay County and
the public.

Complaint Procedure. An employee who feels he or she has been the
subject of prohibited discrimination may file a complaint and appeal in
accordance with the Non-Discrimination Policy (see enclosure).

The County will not enter into collective bargaining agreements after the
effective date of this revision fo the Personnel Policy with any labor
organization or employment agency which discriminates against any person
on the basis of height, weight, political or religious affiliations, race, color,
sex, disability, familial status, sexual orientation, gender identity, national
origin, or other protected classification.

Nothing in this policy shall require the construction or provision of unisex,
single user restrooms, changing rooms, iocker rooms, or shower facilities
nor effect policy regarding the use of restroom, changing rooms, locker
rooms or shower facilities.

No county employee shall coerce, threaten, or retaliate against a person
for making a complaint or assisting in the investigation regarding a
violation or alleged violation of the Policy, nor require, request, conspire
with, assist or coerce another person to retaliate against a person for
making a complaint or assisting in an investigation.

Any employee of the County found guilty of violating this policy following
the investigation of a formal complaint conducted by the Director of
Personnel and the head of the department to which the employee is or was
assigned shall be subject to discipline up to and including termination.
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4.1

RULE 3
AMERICANS WITH DISABILITIES ACT AMENDMENTS ACT

Coverage. The employer and employees are covered by the Americans
with Disabilities Act Amendments Act (ADAAA). Any inquiries regarding
the ADAAA and its application should be directed to the Director of
Personnel and Employee Relations.

RULE 4
ASSIGNMENT TO SALARY STEP

Assignment. New hires shall be placed at the entry level step in the salary
range. Should a department head experience substantial difficulty in
recruiting qualified applicants for a vacant position, the department head
may petition the Personnel/Human Services Committee, and request that
the committee approve placing a new hire at a higher step in the salary
range or approve offering a sign-on bonus or temporary retention bonus;
however the Board of Commissioners makes the final decision.

RULE 5

POLITICAL ACTIVITY

Employees working in federally grant-aided programs are subject fo the
provisions of the Federal program and/or the prohibitions under the Federal
Hatch Act as amended.

6.1

6.2

6.3

6.4

RULE 6
HOURS OF WORK

Office Hours. County offices shall be open for the transaction of business
Monday through Friday of each week, from 8:00 a.m. until 5:00 p.m.,
except as changed from time to time by the County’s Board. Exempted
are departments requiring shift work.

Work Week. The basic week, normally, for full-time employment shall be
forty (40) hours per week. Nothing in this policy shall be construed to
guarantee a minimum amount of work hours per week.

Lunch Periods and Rest Periods. Each full-time empioyee shall be

allowed a one-hour (1) lunch period and two (2) fifteen minute rest periods
daily. Lunch periods and rest periods shall be staggered so as not to curtail
services to the public. Rest periods shall be considered as working time and
may not be added to the lunch period or accumulated in any manner.
Breaks not taken shall not accumulate.

Shift Schedules. Shift schedules shall be subject to review and final

approval of the elected official or department head.
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8.1

8.2

8.3

RULE 7

HOLIDAYS

Holidays. The following holidays are recognized by the County:

New Year's Eve New Year's Day

Veterans Day Martin Luther King Day
Washington’s Birthday Thanksgiving Day

Good Friday Friday following Thanksgiving Day
Memorial Day Christmas Eve

Independence Day Christmas Day

Labor Day Three Personal Holidays

Compensation. Each regular full-time employee shall be paid for
holidays at his or her regular rate of pay.

Alternate Days. Whenever one of the designated holidays falls on a Sunday
it shall be observed on the following Monday; if the holiday falls on a
Saturday, it shall be observed on the preceding Friday, except those
departments that maintain a seven (7) day per week schedule.

Personal Holidays. Personal holidays are accrued on a pro-rata basis

and shall be taken in the calendar year earned or they will be forfeited. In
the case of severance, personal holidays shall be computed on the basis of
one (1) personal holiday for every four (4) months worked in that calendar
year.

RULE 8
VACATIONS

Rate of Accrual. Regular full-time employees shall receive up to two (2)
weeks' vacation the first year and four (4) weeks thereafter. One (1)
additional week will be earned after ten (10) years of service. If an
employee is hired at a level higher than the starting rate of the
classification, he or she is not exempt from this rule.

Administration. The department head must approve all vacation schedules.
While every effort will be made to approve scheduies as requested,
department heads will arrange schedules so that there will be no need for
temporary increases in personnel.

Request for Vacation Leave. Each employee shall be responsible for
giving a signed request for vacation leave to the supervisor prior to the
leave period.
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8.5

8.6

8.7

8.8

8.1

9.2

9.3

9.4

Holidays. If a recognized holiday falls within a vacation period, it will not
be considered as a vacation day.

Leave of Absence. Vacation leave shall not accrue during an employee's
unpaid leave of absence or suspension.

Waiting Period. Paid vacaticn leave shall not be permitted during an
employee's first 6 months of continuous service. After completion of the 6
month period the employee shall be entitled to the number of days accrued
from the date of employment through the end of the month prior to the
desired vacation. If there are compelling or unusual circumstances, the
Department Head and the Director of Personnel may authorize the use of
vacation days prior to the expiration of the six months, up to the accrual
amount prior to the requested time off.

Separation. Upon separation from County service, an employee will be
paid for unused accrued vacation. Compensation for unused vacation
leave will be paid at the rate prevailing on the employee's last work day.

Employees who have in excess of 30 vacation days accumulated as of
December 31 of each year shall be paid for all days in excess of 30 days,
not to exceed the equivalent of six (6) days’ pay. Pay will be computed at
the rate applicable as of December 31 of that year. No more than thirty (30)
vacation days may be carried over from one year to another. If not taken,
vacation days over thirty (30) shall be forfeited, except as noted above.

RULE 8
SICK LEAVE

Rate of Accrual. Regular full-time employees shall accrue 1 day of sick
leave for each month of service. (A month of service is completed when
an employee works 11 days in any one month.)

Request for Sick | eave. Employees who cannot report to work shali, at or
before their scheduled starting time, notify their supervisor. Failure to timely
notify the supervisor may be cause for denial of sick leave pay and/or
discipline. Employees shall be responsible for giving a signed sick leave
form to their supervisor upon their return to work. Should an illness keep the
employee out of work for more than three (3) days or should sick leave be
utilized more than three (3) times in any tweive (12) month period, the
supervisor may obtain medical substantiation of the illness. Sick teave shall
not be viewed as an entitlement.

Administration. Sick leave is allowed when as an employee is too ill or
disabled to work satisfactorily or safely. Sick leave may be utilized for
appointments with a doctor or dentist.

fnitial Period of Employment. Sick leave payment shall not be made to
employees during the first six months of work.




9.5

0.6

9.7

9.8

9.9

10.1

11.1

11.2

Family Sickness Clause. An employee may use up to six (6) days of
accumulated sick leave per year for serious illness in their immediate
family, as follows: Parent, child, husband, wife or sibling.

On-The-Job-Injury. Days lost as a resuit of injury on the job, where not
covered by Worker's Compensation, shall be deducted as sick days until
such time as Worker's Compensation benefits become effective.

Sick Leave Payment. Upon Termination of employment by retirement or

death, an employee (or employee's estate) will be paid for one haif (1/2) of

his or her accumulated sick leave. An employee who resigns the County's

employ and has accumulated at least fifteen (15) years of unbroken service

ghall be paid one-half (1/2) of accumulated sick leave, not to exceed
3,500.00.

Leave of Absence. No sick leave shall accrue during an unpaid leave of
absence or suspension.

Vacation Conversion. In the event an employee should accrue more than
ninety (90) days of sick leave at the end of any calendar year, hefshe shall
be granted one-half (1/2) of this excess sick leave accumulation to his/her
vacation time available in the following year. For purposes of this
computation, one day of vacation time will be added for each two full days of
excess sick leave accumulation, i.e. 10 days = 5 days vacation; 12 days = 6
days vacation. Sick leave used as vacation under 9.9, shall be deducted
from accrued sick [eave.

RULE 10
BEREAVEMENT LEAVE

Administration. In the event of a death in a regular full-time employee's
immediate family (spouse, child, step child, parent, parent-in-law,
grandparent, son-in-law or daughter-in-law, brother or sister or a
permanent member of the employee's family, i.e., one who lives in the
employee’s household), an employee shall be allowed three days paid
leave to attend to matters directly pertaining to the death.

The Director of Personnel and Employee Relations may authorize
up to two additional days of paid or unpaid leave if extenuating
circumstances, such as extensive travel, require the employee to be
absent.

RULE 11
LEAVE OF ABSENCE

Appraoval. All leaves of absence must be approved by the department
head.

Application for L eave of Absence. The employee shall submit a written
request to the department head. Leaves of absence shall be without pay
except as otherwise noted below.
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11.56

11.6

11.7

11.8

11.9

11.10

12.1

12.2

Return from Leave of Absence. When leave of absence is granted, the

employee agrees to return to work immediately at the expiration of the
leave period or extension thereof, Failure to return to work shall be
considered a resignation from employment.

Extension. An employee may request an extension of a leave of absence in
writing to the department head.

Benefits. No benefits shall accrue to an employee during an unpaid leave of
absence. Time spent on leave of absence shall not be considered a break
in service. The County will maintain the employee’s health insurance if
required by law (F.M.L.A.). See Rule 20 for F.M.L.A.

Military Leave. The County shall observe the provisions of the Federal
regulations regarding re-employment rights and leaves of absence in
accordance with the Military Selective Service Act as amended.

Disability Leave. An employee may request disability leave to cover a
period of disability and the Family Medical Leave Act. Medical evidence
of disability shall be required in accordance with procedures for the Sick
and Accident Insurance. Rule 28, Medical Disputes, applies. A medical
release will be required before returning to work.

Jury Duty. An employee who is called for jury duty shall notify the
department head immediately upon receipt of such notice. If an employee
serves on jury duty during normally scheduled work days, the County shall
provide payment of the difference of jury duty pay and the employee’s
regular salary upon presentation of a written statement of jury earnings by
proper Court officials. At the employee's option, he may turn over the
payment for withess fees to the County Finance Department and receive full
pay for that period of time.

Administrative Leave. Administrative leave with pay may be granted to an
employee by the department head, for attendance at workshops, seminars,
classes or visits to other governmental units or like purposes, for the
purpose of improving the skills or obtaining knowledge required in
performance of work.

Educational Leave. Unpaid educational leave of up {o one year may be
granted by the department head, and may be extended for up to one
additional year with the approval of the Department Head and the
Director of Personnel and Employee Relations.

RULE 12
DISCIPLINARY ACTION/SEPARATIONS

Separations. Employees may be separated from employment for cause in
accordance with section 12.6.

Work Rules. The work rules enclosed in this policy provide some

examples of causes for disciplinary action. The list of work rules is not all
inclusive.
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12.3

12.4

12.5

12.6

13.1
13.2

13.3

Disciplinary Action. No disciplinary action involving a suspension or
discharge may be taken without the prior consent of the department head;
however, supervisors may unilaterally issue reprimands and warning
letters. For departments under the County Executive, no disciplinary action
involving a suspension or a discharge may be taken by a Department
Director without the prior approval of the Director of Personnel and
Employee Relations. Department heads who are not under the County
Executive should contact the Personnel Department for technical
assistance prior to initiating a suspension or a discharge.

Suspension/Salary Test. Any suspension without pay of an exempt
employee shall not violate the salary test under the Fair Labor Standards
Act.

Resignation. Where practicable, an employee who resigns should submit
a resignation in writing to the depariment head at least fifteen (15)
working days prior to the employee’s final day of work.

An Employee, pending discharge may apply, within five working days
following the determination to discharge said employee, to have his or her
case reviewed by (1) the Director of Personnel and Employee Relations, (2)
Corporation Counsel for the County, (3) the County Executive or his or her
designee, (4) the Chairman of the Board of Commissioners or the
Chairperson of Personnel and Human Services, and (5) a representative
from a department other than the one to which the employee was assigned.
This representative shall be chosen by the Chairman of the Board of
Commissioners with concurrence of the County Executive. This group shall
review the case, and, if needed, conduct additional investigation if required,
and shall make a final determination as to discharge. The decision of this
group is final and not subject to further appeal.

RULE 13
RECLASSIFICATIONS

Deleted

With input from the County Executive, Department Heads, or on its own,
the Board of Commissioners, at its sole discretion, may reclassify positions
through the annual new budget process, with any reclassification granted
becoming effective January 1 of the new budget year.

Step Placement. When an employee is promoted to a classification in a
higher salary grade, the employee should be placed in the new range at a
step which represents an increase equivalent to at least one-step increase
in the old range. That is, the employee should be placed at a salary step in
the new range which provides a salary increase which is not less than the
difference between the minimum and the first step of the range for the lower
class involved. This same formula shall be used for promotions to vacant
positions.

~ An employee who experiences major reductions in responsibilities
in his or her position will be reclassified to a lower salary rate; however, the

-8-
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14.2

14.3

14.4

14.5

14.6

employee’s current salary will be frozen until the salary of the iower rate
catches up to the employee’s current salary. This section does not apply to
an employee whose position is abolished, and the employee is
subsequently transferred to a lower position.

RULE 14

HEALTH INSURANCE

Insurance. The County shall furnish health insurance benefits to full-time,
regular employees equivalent to health insurance provided for in the
U.S.W. (Full-time) labor agreement. Eligible employees and retirees will
have tc[:I| contribute to the payment of premiums, per schedule published
annually.

Election. An employee who elects not to enroll in the County’s health
insurance plan shall receive $1,800 per year in deferred compensation for
each year that neither the employee nor his or her spouse is enrolled in the
County’s health insurance program. In the case of married employees both
working for the County and both are eligible for health care, neither shall be
eligible for the $1,800 compensation and only one may enroll for single,
married, or family coverage. Employees must sign a waiver on a form
prescribed by the County prior to the County granting permission for an
employee to receive deferred compensation in lieu of health insurance.

Worker's Compensation. The Employer shall provide coverage for all
employees.

Utilization of Sick Leave. An employee whose injury, illness or disability is
accepted under the Michigan Worker's Compensation Act may utilize his
sick leave pay benefits during the statutory one (1) week waiting period,
and to supplement the statutory benefits payable thereafter to make up the
difference between his compensation coverage and his regular pay.
However, total compensation cannot exceed the employee’s regular rate of
pay.

Sick and Accident Insurance. The County will provide Sickness and
Accident insurance for regular full-time employees subject to certain
requirements. Insurance shall become operative on the thirty-first calendar
day after occurrence and will provide payment of seventy-five (75) percent
(with no dollar cap) of the employee's regular base pay for a period not to
exceed fifty-two (52) weeks for any one disability. Employees hired on or
after January 1, 1997, shall not be eligible for sick and accident insurance
until they have completed one year of unbroken service.

Retirees. Retirees will be provided health insurance if there is no break
between their last day of work or paid vacation or personal days and their
first day of retirement as a retiree receiving a monthly pension check. That
is, those who separate from employment, and either defer retirement or who
are not immediately eligible for pension benefits, will not be provided with
health insurance at any time.



15.1

15.2

15.3

15.4

RULE 15
CONTINUOUS LENGTH OF SERVICE

Definition. Continuous length of service for a County employee is that
period of employment with Bay County that is considered unbroken.

Break in Service. Continuous length of service shall be considered as
broken for the following reasons:

(a)  Anemployee resigns.
(b}  An employee is dismissed.

(¢)  An employee fails to return at the expiration of an approved leave of
absence.

(d)  Anemployee is laid off and not re-calied within 12 months.
(Consistent with applicable law).

(e)  An employee takes an unpaid leave of more than 12 months.
Temporary Service. Full-time service which immediately precedes the

transfer of a temporary employee to a permanent position shall be given
full credit toward continuous length of service.

Part-time. Regular part-time service shall be credited toward continuous
length of service, but provisional, temporary, or seasonal service is not
counted towards continuous length of service.

RULE 16
RETIREMENT

Amended 8/10/99 {Resolution 99-237)

16.1

16.2

Policy. Retirement benefits and health care benefits during retirement
shall be provided to eligible employees in accordance with the terms
contained in the U.S.W. (F.T.) collective bargaining agreement, and the
provisions of the Bay County Employees’ Retirement System Ordinance,
and Rule 14.6 Retirees, however, retirement benefits and health care
benefits during retirement may be provided to certain retirement groups at
a level greater than that provided by the U.S.W. (F.T.) collective
bargaining agreement.

Separations. Employees who separate from employment without having
worked enough years to become vested in the retirement system shall be
paid an amount equal to contributions made into the retirement system,
plus interest, provided that the employee was hired before January 1, 1986.

-10-



17.1

18.1

19.1

20.1

RULE 17
PERSONNEL RECORDS AND TRANSACTIONS

The central personnel files for County employees shali be stored in the
Personnel Department which will advise and assist, upon request,
department heads concerning records systems, procedures, and
transactions.

RULE 18
TRAVEL

Travel Policy. Travel while on duty is governed by the Travel Policy, a copy
of which is retained in each department. The Fair Labor Standards Act is
also applicable for non-exempt employees while on travel time.

RULE 19
IFE INSURANCE

Eligibility. Those employees eligible for health insurance benefits shall be

provided with $50,000 in term life insurance after being an employee for
twelve months.

A life insurance benefit of ten thousand dollars shall be provided to
employees who retire and collect pension benefits from the employer’s
pension system, provided that the employee retired on or after March 1,
1998, and provided there is no break in time between the last day of work
and the first day of retirement as a retiree receiving a monthly pension
check. This benefit for retirees will become effective July 1, 1998. The
benefit of life insurance in retirement shall only be provided to those who
were eligible for life insurance benefits on their last day of work.

RULE 20
FAMILY AND MEDICAL LEAVE ACT (FMLA)

General.

(a). Aregular employee who has completed twelve (12) months of
employment and worked at least 1,250 hours for the Employer in the
past twelve (12) months may request an unpaid personal leave of
absence for a period not to exceed twelve (12) weeks in any twelve
{12) month period for any of the other reasons ouflined below or as
otherwise provided in the FMLA. The Employer will use a rolling
twelve (12) month period measured backward from the date an
eligible employee uses any FMLA leave. All requests must be initially

41-



(c)

(d)

(e)

in writing to the Director of Personnel and Employee Relations, must
give the reason for the request, must give the expected duration of
the leave, where practicable. A personal leave of absence shali be
granted in the following cases:

(1)  The birth of a child and to bond with the newborn child within
one year of birth.

(2) The placement with the employee of a child for adoption or
foster care and to bond with the newly placed child within one
year of placement.

(3) A serious health condition that makes the employee unable
to perform the functions of his or her job.

(4) To care for the employee’s spouse, son, daughter, or parent
who has a serious health condition.

(5)  Any qualifying exigency arising out of the fact that the
employee’s spouse, son, daughter, or parent is a military
member on covered active duty.

When a husband and wife are both entitled to leave and are
employed by the Employer, the aggregate number of work weeks of
leave (for reasons (1) through (5) above) to which both may be
entitled may be limited to twelve (12) work weeks during any twelve

(12) month period if the leave is taken due to the birth of a child,
the placement of a child or to care for a sick parent.

Leave due to the birth of a child or placement of a child with the
employee may not be taken intermittently or on a reduced leave
schedule unless the Employer agrees to such an arrangement.

Subject to notification and certification requirements described
below, leave to care for a spouse, child or parent or due to a
serious health condition of the employee may be taken
intermittently or on a reduced leave schedule when medically
necessary.

QUALIFYING EXIGENCY LEAVE

The military family leave provisions of the Family and Medical Leave
Act (FMLA) entitle eligible employees of covered employers to take
FMLA leave for any “qualifying exigency” arising from the foreign
deployment of the employee's spouse, son, daughter, or parent with
the Armed Forces, or to care for a servicemember with a serious
injury or illness if the employee is the servicemember’s spouse, son,
daughter, parent or next of kin.

The County shall grant an eligible employee up to 12 workweeks of
unpaid, job-protected leave during any 12-month period for qualifying
exigencies that arise when the employee’s spouse, son, daughter, or
parent is on covered active duty or has been notified of an
impending call or order to covered active duty.

-12-
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Covered active duty means:

for members of the Regular Armed Forces, duty during deployment
of the member with the Armed Forces to a foreign country; or

for members of the Reserve components of the Armed Forces
(members of the National Guard and Reserves), duty during
deployment of the member with the Armed Forces to a foreign
country under a call or order to active duty in support of a
contingency operation.

Deployment to a foreign country includes deployment to international
waters. :

Qualifying exigencies for which an employee may take FMLA leave
include making alternative child care arrangements for a child of the
deployed military member, attending certain military ceremonies and
briefings, or making financial or legal arrangements to address the
military member’s absence. See Fact Sheet 28M(c), Qualifying
Exigency Leave, for additional information about qualifying
exigencies under the FMLA.

MILITARY CAREGIVER LEAVE

A covered employer must grant an eligible employee up to a total of
26 workweeks of unpaid, job-protected leave during a “single 12-
month period” to care for a covered servicemember with a serious
injury or illness. The employee must be the spouse, son, daughter,
parent, or next of kin of the covered servicemember.

A covered servicemember is either:

a current member of the Armed Forces (including a member of the
National Guard or Reserves) who is undergoing medical treatment,
recuperation, or therapy, is in outpatient status, oris on the
temporary disability retired list, for a serious injury or iliness, or

a veteran of the Armed Forces (including the National Guard or
Reserves) discharged within the five-year period before the family
member first takes military caregiver leave to care for the veteran
and who is undergoing medical treatment, recuperation, or therapy
for a qualifying serious injury or iliness. A veteran who was
dishonorably discharged does not meet the FMLA definition of a
covered servicemember.

For a current servicemember, a serious injury or illness is one that
may render the servicmember medically unfit to perform his or her
military duties. For a veteran, a serious injury or iliness is one that
rendered the veteran medically unfit to perform his or her military
duties, or an injury or illness that qualifies the veteran for certain
benefits from the Department of Veterans Affairs or substantially
impairs the veteran’s ability to work. For veterans, it includes injuries
or illnesses that were incurred or aggravated during military service
but that did not manifest until after the veteran left active duty.
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20.2

20.3

20.4

20.5

Continuation of Benefits. All FMLA leaves of absence shall be without pay
and benefits, unless otherwise stipulated in a collective bargaining
agreement or the County’s Personne! Policy. The only other exception to
this policy is that the Employer shall continue to pay health insurance
premiums for eligible employees employed for at least one (1) year and
who have at least 1,250 hours of service in the past year (12) months, for
up to twelve (12) weeks while the employee is on approved leave of
absence under conditions (1), (2), (3), (4) or (5) listed in Section 20.1.A.
above. The Employer shall have no obligation to pay health care premiums
for the employee on unpaid personal leave for any time period after twelve
(12) weeks from and after the employee’s initial absence from work. In all
other circumstances, the Employer shall not continue to pay health
insurance premiums for the employees. Employees may continue
insurance coverages at their own expense during an unpaid personal leave
of absence after the period noted above. An employee will not accumulate
sick leave or vacation time, nor be paid for holidays which may fall during
the leave period.

Reinstatement After Leave. When a leave of absence under conditions (1),
(2), (3), (4) or (5) of Section 20.1.A . above is granted for more than twelve
(12) weeks, the Employer does not guarantee that the employee will be
reinstated in his or her former position or to the same grade and step level
when he/she is ready to return to work. That decision will be at the
discretion of the Employer.

Notice. For leave taken due to the birth of a child or the placement of the
child with the employee, and where the leave is foreseeable based on the
expected birth or placement, the employee shall provide the Employer with
not less than thirty (30) days’ notice before the date the leave is to begin,
except that if the date of the birth or placement requires leave to begin in
fess than thirty (30) days, the employee shall provide such notice as soon
as practicable.

When the employee’s leave is due to care for a spouse, child or parent or to

- the employee’s serious health condition and the leave is foreseeable based

on planned medical treatment, the employee:

(a) Shall make a reasonable effort to schedule the treatment so as not
to unduly disrupt the operations of the Employer, subject to the
approval of the health care provider and,;

(b) Shall provide the Employer with not less than thirty (30) days notice
before the date leave is to begin, except that if the date of
treatment requires leave to begin in less than thirty (30) days the
employee shall provide such notice as is practicable.

Certification for medical leaves. For leaves taken to care for a sick spouse,
child, or parent or due to a serious heaith condition of the employee, the
Employer may require certification issued by the health care provider of the
eligible employee or of the child, spouse or parent of the employee, as
appropriate. This certification shall be sufficient if it states:

(a) The date on which the serious health condition commenced;

(b) The probable duration of the condition;
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20.6

20.7

20.8

21.1

(c) The appropriate medical facts within the knowledge of the
health care provider regarding the condition;

(d) When applicable, a statement that the eligible empioyee is needed
to care for child, spouse or parent and an estimate of the amount of
time that the employee is needed to provide such care;

(e) When applicable, a statement that the employee is unable to
perform the functions of the position of the employee;

H In cases of certification of intermittent leave or leave on a
reduced leave schedule for planned medical treatment the dates
on which the treatment is expected to be given and the duration
of the treatment;

(9) In cases of intermittent leave or leave on a reduced schedule due
to an employee’s serious health condition, a statement of the
medical necessity for the intermittent leave or leave on a reduced
schedule and the expected duration of the intermittent leave from
the leave schedule; and

(h) When intermittent leave or leave on a reduced leave schedule is
requested for the purpose of caring for child, spouse, or parent, a
statement that the employee’s intermittent leave or leave on a
reduced leave schedule is necessary for the care of the child,
parent or spouse who has a serious health condition, or will
assist in their recovery, and the expected duration and schedule
of the intermittent ieave or reduced leave schedule.

Second opinign. In any case where the Empioyer has reason to doubt the
validity of the certification as outlined above, the Employer may require, at
the Employer's expense, if not covered by insurance, that the eligible
employee obtain the opinion of a second health care provider designated or
approved by the Employer concerning any information certified by the
original certification. The provider of the second opinion shall not be

employed on a regular basis by the Employer.

Resolution of conflicting opinions. When the second opinion described
above differs from the opinion in the original certification, the Employer may
require, at the expense of the Employer, if not covered by insurance, that
the employee abtain the opinion of a third health care provider designated or
approved jointly by the Employer and the employee concerning the
information certified above. The opinion of the third heaith care provider
shall be final and binding on both Employer and employee.

Subsequent re-certification. The Employer may require that the eligible
employee obtain subsequent re-certifications on a reasonable basis.

RULE 21
ANTI-NEPOTISM POLICY

The County Board’s Anti-Nepotism palicy is enclosed.
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23.1

24 .1

242

243

251

RULE 22
DRUG-FREE WORKPLACE POLICY

Policy and Procedures. The following are adopted as policies and
procedures, and the full text of those policies and procedures are attached.

(a) Drug Free Work Place Policy Statement

(b) Drug Free Work Place Rules and Regulations

(¢) Drug Testing Protocol revised Drug Testing Consent Form

(d) Medication/Drug List

Test. Drug and alcohol testing of employees may be implemented by the
Director of Personnel and Employee Relations following adoption of the
policies and procedures by the Board of Commissioners.

RULE 23
WORK RULES

Administration. The attached Work Rules are to be administered by all
supervisors, and shall be followed by empioyees.

RULE 24
SERVICE INTERRUPTION

Policy. Should any or all County buildings be closed by an executive order
which states employees shall not report to scheduled work, scheduled
employees shall receive their daily base pay as if they had worked,
provided they did not call in sick, or were not taking a vacation day or were
on a leave. This also applies to employees who were at work but were
ordered to leave the buildings.

Exception. The Service Interruption Procedures, listed above, do not apply
to employees in twenty-four hour facilities.

The County Executive makes the decision as to whether or not to declare
that a service interruption exists.

RULE 25
SUPPLEMENTARY EMPLOYMENT

Policy. Supplementary employment may be permitted if the additional
employment in no way conflicts with the employee’s hours of County
employment or with the quantity, quality, or interest in County work on the
part of the employee. The additional work must in no way conflict with
satisfactory and impartial performance of duties or create a conflict of
interest or the appearance of one. The decision to approve or reject a
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request to work additional employment is determined within the sole
discretion of the Employer. It is the Employee’'s responsibility to request
permission to engage in supplementary employment, prior to engaging in
the employment.

RULE 26
CLEAN INDOOR AIR ACT POLICY

26.1 Policy. (See enclosure)

RULE 27
ELECTED OFFICIALS

27.1 Coverage. Elected officials shall be fully covered by the benefits and
stipulations under the following Rules without using a pro-rata formuia,
except that benefits under worker's compensation shall be pro-rated.

Rule & Political activity in grant-aided programs and the Federal
Hatch Act.

Rule 14.1, 14.2 Heaith Insurance, excluding sick and accident benefits,
shall be granted to commissioners, in accordance with the
Affordable Care Act, and per Board of Commissioners
Resolution No. 2016-29.

Rule 14.3 Worker's compensation
Rule 16 Retirement

Rule 18 Travel Policy

Rule 19 Life Insurance

Ruie 29 Heailth Services

27.2 ldentification. The following positions referred to, above, are:

County Executive County Register of Deeds
County Commissioners County Prosecutor

County Clerk County Drain Commissioner
County Sheriff County Treasurer

Circuit Judges District Judges

Probate Judge

Judges do not participate in the County’s retirement system.
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28.1

RULE 28
MEDICAL DISPUTES

Policy. In the event of a dispute involving an employee’s physical or mental
ability to perform his/her job, or his or her eligibility for sick and accident
insurance or to return to work after a leave of absence of any kind and the
Employer is not satisfied with the determination of the employee’s doctor,
the Employer may require a report from a medical doctor of the Employer’s
choosing at the Employer's expense if not covered by the employee’s
insurance. [f the dispute still exists, the County Medical Director shall
designate a doctor to perform an independent medical evaluation (IME) and
provide such diagnoses as to fithess to the Employer and the employee.
Any expense of the third doctor shall be borne equally by the Employer and
the employee, if not covered by the employee's health insurance. (This rule
does not cover worker's compensation cases.) Upon receipt of the IME, the
Employer shall take appropriate action.

28.2 Administration. The Director of Personnel and Employee Relations

29.1

30.1

shall coordinate cases involving medical disputes.

RULE 29
HEALTH SERVICES

Health Department. Employees at their own initiative, may request the
Health Department to provide the following:

{a) Tuberculin test
(b) Tetanus Toroid Series or Booster
(¢) Influenza immunization
(d) Diphtheria Series or booster
(e) Polio series or booster
(  Cholesterol test
(g) Hepatitis B vaccination for employees who need such vaccinations
as determined by the County physician.
RULE 30
TYPES OF APPOINTMENT

Types of Appointments. Types of appointments are defined as follows:

(a) Regular fuil-time — an employee who works at least thirty (30) hours per
week on a regularly scheduled basis in a regular position.
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30.2

31.1

32.1

32.2

32.3

(b)  Regular part-time - an employee who works less than thirty (30)
hours per week on a regular schedule in a regular position.

(¢} Temporary - an employee who works either part-time or fuil-time, but
is hired for a limited period of time, not to exceed one (1) year of
unbroken service, for special projects or during heavy workload
periods, or as a substitute for an employee on leave of absence, or
as a casual or on-call worker.

(d)  Provisional - an employee who is hired in the absence of an eligible
list. Duration of employment shall be until such time as a list can be
established or until the position is filled on a regular basis after a

posting. Provisional appointees shall meet the minimum qualifications
of the positions.

Benefits. Benefits shall be provided to regular full-time employees.

RULE 31
OVERTIME/DOCKING

Policy. Overtime payments and compensatory time for non-exempt
employees shall be administered in accordance with the Fair Labor
Standards Act. Employees who are exempt under the Fair Labor

Standards Act shall not be eligible for overtime pay or compensatory time,
and shall not have their pay docked until a review is conducted of the salary
test under the Fair Labor Standards Act. Each case must be reviewed on an
individual basis by the Director of Personnel and Employee Relations.

RULE 32
TUITION REIMBURSEMENT

Policy. Subject to budgetary constraints, the County may reimburse
employees for some or all actual out-of-pocket tuition expenses (excluding
books and fees) when the employees are participating, on their own time, in
eligible studies at accredited colleges and universities, and subject to criteria
listed below. The County reserves the right to reject any request for tuition
reimbursement.

Authorization. The employee has submitted a signed tuition reimbursement
form to the department head and Director of Personnel and Employee
Relations prior to the beginning of the course, and the department head and
Director of Personnel and Employee Relations have provided their
signature of approval prior to the beginning of the class. Additionally, no
tuition reimbursement will be paid without approval of the Ways and Means
Committee, which has final authority regarding requests.

Grades. Eligible employees must receive a grade of “B” or better to be
granted tuition reimbursement. Tuition reimbursement for ungraded
courses will not be granted. The employee must show proof of the letter
grade in order to be considered for reimbursement.
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32.4

32.5

32.6

33.1

341

34.2

34.3

34 .4

34.5

34.6

Receipts. The employee requesting reimbursement must prove payment of
tuition by a specific receipt in order to be eligible for reimbursement.

Class Criteria. Each course must be directly and concretely related to the
work the employee is performing. Costs for unrelated courses on a degree
program which is related to the work will not be reimbursed.

Doliar Cap. Tuition reimbursement shall be granted on the same basis

as the provisions of the United Steelworkers #15157 (Full Time)
collective bargaining agreement.

RULE 33
REFERENCES

Procedure. Departments may be contacted from time to time, by employers
who are considering hiring former employees of the County. Given the
potential for litigation, departments shall refer requests for references
without comment to the Personnel Department.

RULE 34
ECONOMIC BENEFITS OF COURT EMPLOYEES

District Court. The Chief Judge of District Court has agreed that employees
of District Court shall follow the economic benefits and procedures on
economic issues contained in the County’s personnel policy.

Probate Court. The Probate Judge has agreed that employees in Probate
Court shall follow the economic benefits and procedures on economic
issues contained in the County’s personnel policy.

Circuit Court. The judges of the Circuit Court have agreed that employees
shall follow the economic benefits and procedures on economic issues
contained in the County's personnel policy, except as noted below.

History. The employees of the Circuit Court are not aliowed to accrue sick
time, and have different sick and accident benefits and personal days than
all other employees. Accordingly, the Circuit Court has developed a long
history of having different fringe benefits than other departments, and the
County has agreed to accept some differences.

Pyramiding of Benefits Prohibited. Circuit Court employees shall not
pyramid benefits received and shall not be eligible for benefits listed in
this rule, plus the same benefits listed under another rule in the personnel
policy.

Groupings. Circuit Court employees are grouped as follows for purposes of
sick and accident insurance and personal days.

Group A: Court Administrator, Friend of the Court, Assistant Friend
of the Court/Office Manager

Group B: Family Counselors, Assistant Director Friend of the Court
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34.7

34.8

(Attorney), Coordinator of Assigned Counsel,
Administrative Assistant, Law Clerks, Assistant Family
Counselors

Group C: Judicial Secretaries and Court Recorders

Sick and Accident Benefit. The Circuit Court will provide and pay the
required premiums for a sick and accident insurance program or pay sick

and accident insurance benefits for those eligible, regular, fuli-time
employees who have completed 60 calendar days of employment with the
Court. Employees who become totally disabled and prevented from working
for renumeration or profit and who are otherwise eligible shall receive
weekly indemnity benefits consisting of seventy-five percent (756%) of their
normal gross weekly wages based on a forty hour work week. These
benefits shall be payable from the first day of disability due to accidental
bodily injury or hospitalization or from the eighth day of disability due to
sickness for a period not to exceed fifty-two weeks for any one period of
disability. A recurrence of a previous iliness which occurs within six months
of return to work shall be considered to be a continuation of that illness for
computation of sickness and accident benefits. Employees are not entitled
to this benefit for any disability for which they may be entitled to indemnity or
compensation paid under a retirement plan, the Social Security Act, or any
Workers' Compensation Act. An exception to the above is that group A
employees receive their full salary for the first 30 calendar days of iliness
and then 75% of salary for the duration of time on sick and accident.

Time spent on sick and accident in excess of fifteen work days will be
added to the time required to move to a higher pay step.

Personal Days. Paid personal days for full-time, regular circuit court
employees shall be provided on a pro-rata basis, using the anniversary
date, from date of hire as follows: for group A, 2.5 days per year initially,
changing to 3 days after ten years; for groups B and C employees, 5.5 days
initially, 6.5 days after 10 years, and 7.5 days after 15 years.
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No, 20§6-233

BAY COUNTY BOARD OF COMMISSIONERS

SEPTEMBER 20, 2016
RESOLUTION

BY: PERSONNEL/HUMAN SERVICES COMMITTEE (9/20/16)

RESOLVED By the Bay County Board of Commissioners that the attached Bay
County Personnel Policy, as revised, is hereby adopted.

Personnel - Revised Bay County Personnel Policy 2016

MOVED BY coMM,__ T1lley

MICHAEL E. LUTZ, CHAIR
AND COMMITTEE

SUPPORTED BY coMp,__ Lutz
COMMISSIONER Y COMMISSIONER COMMISSIONER Y In|E
MICHAEL |, DURANCZYK X KiM |. COONAN MICHAEL E. LUTZ
ERNIE KRYGIER X THOMAS M. HEREK
YAUGHN ], BEGICK X DONALD }, TILLEY
YOTE TOTALS:
ROLL CALL:  YEAS NAYS EXCUSED
VOICE: ¥ YEAS_7 _ MAYS_ ()  EXCUSED_({
DISPGSITION: ADOPTED X DEFEAYED WITHDRAWN
AMENDED CORRECTED REFERRED
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BAY COUNTY
NON-DISCRIMINATION POLICY

A. Bay County declares that it will not, to the extent required by law:

Discriminate against an individual with respect to hiring, employment,
compensation, or a term, condition, or privilege of employment, because of
height, weight, political or religious affiliations, race, color, sex, disability,
familial status, sexual orientation, gender identity, national origin, or other
protected classification.

B. Discrimination because of sex includes sexual harassment which means
unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct or communication of a sexual nature:

1. Submission o such conduct or communication is made a term or
condition either explicitly or implicitly to obtain employment;

2. Submission to or rejection of such conduct or communication by an
individual is used as a factor in decisions affecting such individual's
employment; or

3. Such conduct or communication has the purpose or effect of
substantially interfering with an individual's employment, or creating an
intimidating, hostile, or offensive employment environment.

Retaliation against a complainant for the act of filing a complaint is
prohibited. Individuals who believe they may have been subjected to illegal
discriminatory conduct shall immediately foliow the below listed procedures
which are intended to be informal and designed to reach a resolution of the
complaint. The enclosed complaint form is offered for use.

Step 1. Report the alleged discriminatory conduct to the division head or
department head who shall immediately notify the Director of Personnel
and Employee Relations of the complaint. The department or division
head shall investigate the complaint and attempt resotution. Within ten
work days of receiving the complaint, the division or department head
shall report in writing to the Director of Personnel and Employee
Relations the results of the investigation and attempts at resolution. if
the division or department head is the subject of the complaint, advance
out of order to Step 2. (See Note 2).

Step 2. Absent a resolution in Step 1, the complainant may, within 30 days of
filing the initial complaint with the department or division head appeal to
the Director of Personnel and Employee Relations who shall conduct an
investigation and attempt resolution. Absent a resolution at this step, the
Director of Personnel and Employee Relations shall provide the
complainant with a written response to the complaint within thirty work
days of receipt of the appeal to Step 2. If the Director of Personne! and
Employee Relations is the subject of the complaint, the County Executive
shall substitute for the Director of Personnel and Employee Relations.

Step 3. Absent a resolution at step 2, the complainant may, within 10 days of
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receiving the Director of Personnel and Employee Relations response,
appeal in writing to the County Executive who shall review the complaint
files and communicate a determination in writing to the complainant
within 10 days of receiving the complaint. This is the last step in the
procedures.

NOTES: 1. Should the courts follow this policy, step 1 may be an non-
represented supervisor’s step, with step 2 being the court
administrator’s step, and step 3 being the Chief Judge’s step.
However, the content of the policy is at the discretion of the Chief
Judge since this is a non-economic policy. The Courts are
encouraged to follow this policy voluntarily.

2. Under step 1, a complainant may instead choose to lodge the
complaint with the County Executive, Corporation Counsel, or
Director of Personnel and Employee Relations instead the
department or division head.

Adopted by the Bay County Board of Commissioners: 4/12/94; amended 1/1/98
Enclosure: Complaint Form
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DISCRIMINATION COMPLAINT

OFFICE USE ONLY
COMPLAINT RECEIVED
COMPLAINT NUMBER

COMPLAINT CLOSED

COMPLAINANT INFORMATION:

NAME: TELEPHONE NUMBER:

ADDRESS:

DATE OF INCIDENT:

DATE OF SUBSEQUENT INCIDENTS:

DATE REPORTED TO SUPERVISOR/OTHER:

HOW? ORALMRITTEN: TO WHOM:

PLEASE LIST THE NAMES, ADDRESSES AND TELEPHONE NUMBERS OF ANY
WITNESSES. ALSO LIST WHAT THEY MAY BE ABLE TO REPORT.

PLEASE EXPLAIN YOUR COMPLAINT FULLY IN THE ORDER IN WHICH THE EVENTS
HAPPENED.
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SIGNATURE OF COMPLAINANT DATE
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BAY COUNTY PERSONNEL ANTI-NEPOTISM POLICY

it is Bay County's policy to hire, promote and transfer employees on the
basis of individual merit and to avoid any suggestion of favoritism or discrimination
in making such decisions. The employment of relatives in positions where one
might have influence over the other's status or job security is regarded as a
potential violation of this policy. Even if favoritism or discrimination is not shown,
the existence of the situation within the sphere of influence, may precipitate
quesltiocr;s difficult to answer or may cause some discomfort for the Individuals
involved.

it is therefore, our policy to prohibit the hiring of relatives (father, mother,
son, daughter, brother, sister, hushand, wife) in situations where a relative would
be under the direct or general supervision of an elected official, department head,
division head or leader, or to employ relatives where the status or employment of
that person might be influenced by an elected official, department head, division
head or leader.

By adhering to the above policy which prohibits relatives from working in
positions where they might have influence over each other's status, or the hiring of
those relatives, a potentially discriminatory situation is avoided altogether. Bay
County realizes that there may be existing relationships among employees which
are contrary to this policy. It is the purpose of this policy statement to avoid creating
any new situations where relatives are employed in "spheres of influence
relationships”, and not to affect the employment of any relationships that currently
exist,

Adopted 10/10/88, Motion #24
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BAY COUNTY
DRUG-FREE WORK PLACE POLICY STATEMENT

llegal drugs and alcohol in the work place present a danger to all concerned. Drugs

impair safety and health, promote crime, lower productivity and work quality and undermine
public confidence. Bay County will not tolerate the illegal use of drugs. Under the federal Drug-
Free Work Place Act of 1988, in order for Bay County and its offices, departments, agencies
and commissions to be considered a "responsible source” for the receipt of federal grant funds,

Bay County adopts the following policy, which may be located on the Bay County employee
intranet:

Effective immediately, all Bay County premises, including work sites, any County

property, including but not limited to parking lots, and all Bay County vehicles, are declared to
be drug-free work places. This means:

All employees are absolutely prohibited from unlawfully manufacturing, distributing,
dispensing, possessing, or using controlled substances in the work place.

Employees found to be in viotation of this policy will be subject to appropriate
personnel/disciplinary action, up to and including termination for the first offense, and/or
other remedial measures as the individual circumstances warrant.

Employees have the right to know the dangers of drug abuse in the work place, Bay
County’s policy regarding drug use, and what help is available to combat drug
problems. Bay County will provide for drug awareness training, periodically, for all
employees on the dangers of drug abuse in the work place.

Any employee convicted of violating a criminal drug statute in the work place must
inform Bay County of such conviction (including pleas of guilty and nolo contendere)
within five days of the conviction occurring. Failure to so inform Bay County subjects the
employee to disciplinary action, up to and including termination for the first offense. By
law, Bay County must notify the granting agency within 10 days of receipt of such notice
from an employee or otherwise.

Bay County offers employees with substance abuse issues counseling through an
employee assistance program (EAP). Such a program is through a third party provider
and the results of such counseling are confidential, except that when such counseling is
required as a condition of employment the third party provider shall release information
limited to attendance in and completion of mandated counseling.

Bay County reserves the right, in its sole discretion, to offer employees convicted of
violating a criminal drug statute in the work place participation in an approved
rehabilitation or drug abuse assistance program as an alternative to discipline. If such a
program is offered and accepted by the employee, then the employee must satisfactorily
participate in and complete the program as a condition of continued employment.
Pamphlets and information with information regarding the EAP are posted on bulletin
boards through the County work sites, in the Personnel Department, and on the
employee intranet.
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Bay County supports the purpose and goals of the Drug-Free Work Place Act and by this
policy, announces its intention to comply with the Act and make continuing “good faith” efforts to

provide a drug-free work place. All employees are expected to cooperate and give this policy
their fult support.

1/01/1998
Updated: 9/20/2016
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BAY COUNTY
DRUG-FREE WORK PLACE RULES AND REGULATIONS

DRUG FREE WORK PLACE

It is the intention of Bay County (“Employer”) to select the best method for controlling the use
and possession of illegal drugs and alcohol in the work place thereby reducing the risks and
attendant costs which result from the use and possession of illegal drugs and aicohol on the
job. These Rules and Regulations set forth standards regarding the use of drugs or alcohol at
work.

A. Fitness for Duty. All employees are expected to be in suitable mental and physical
condition at work, able to perform their assigned duties satisfactorily and behave properly. The
use of alcohol, illegal drugs, misuse of properly issued prescription medication, or other
intoxicants or substances that interfere with such performance may iead io disciplinary action up
to and including discharge.

B. Use, Sale, Transfer or Possession. The use, sale, transfer, or possession of alcohol,
illegal drugs, controlled substances without a physician’s prescription, drug paraphernalia, or
any combination thereof, on any county-owned or operated premises or work site or in a county-
owned vehicle will be considered grounds for discipline, up to and including, discharge.

Entry upon county property, or being at work: (1) with drug paraphernalia or (2) under the
influence of alcohol, illegal drugs or controlled substances without a physician’s prescription, or
any combination thereof will be considered grounds for discharge. “Under the influence” is
defined as being unable to perform work in a safe and productive manner, being in a physical or
mental condition which creates a risk to the safety and well-being of the individual, other
employees or the public and county property; or having any detectable level, in any confirmed
positive result, of alcohol, drugs, or controlled substances, or any combination thereof in the
blood.

C. Off Duty Conduct. These Rules and Regulations have no bearing on what an employee
does on his/her own time unless it reflects on his/her job performance or establishes a nexus to
the County or results in a criminal conviction, misdemeanor or felony.

D. Testing, Prior to and During Employment. An employee’s refusal to submit fo a lawful
security exam (e.g., interview, lawful electronic devices), to a search or inspection of his or her
personal property, such as a purse or briefcase, located on county premises, work sites or
facilities, including, but not limited to, the county building and parking lots, or refusal to submit to
physical examination or sobriety examination where the Employer provides in writing its
reasonable suspicion based on articulable objective evidence, such as slurred speech, smell of
alcohol, impaired motor control, bloodshot eyes shall be grounds for discipline up to and
including discharge.

Any positive resuits from such test may result in disciplinary action up to and including
discharge.

New applicants {(non-county employees) for employment and County employees transferring

into the below listed job classifications shall be required to give consent to a physical
examination including but not limited to the collections of a blood, urine or breath sample to be
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submitted for alcohol, illegal drug and controlled substance abuse screening tests. Applicants
agree that test results are to be released to those officials of the County who make employment
decisions.

9-1-1 Dispatchers

Cook - Division on Aging

Employees at Center Ridge Arms

Animal Control Officer

Cook - Jail

Correctional Facilities Officers (includes PBT, but excludes Records Spec.)
Deputies — Supervisory Unit

Deputies - Road and Detective

Electricians — Maintenance

Emergency Management Coordinator

Emergency Preparedness Manager

Environmental Health Sanitarian | and I

Equipment Operator (includes any person operating mobile powered equipment)
Homemaking Service Worker

In-home worker part time

Juvenile Home Director

Juvenitle Home Supervisor

Lead Animal Control

Maintenance |, I, 1l, and IV

Mechanical Contractor/Maintenance

Nurse’s Aide/Health Care (FT and PT)

Public Health Nurses

Recreation Coordinator

Recreation Manager

Summer Recreation employees assigned to Community Center

Youth Development Worker

Any other job directly related to the safety of the public or other employees, as
determined by the Director of Personnel and Employee Relations.

E. Information Disclosure. Upon offer of employment, applicants must notify the County of
any criminal alcohol or drug conviction which occurred prior to employment by the County within
the last ten years.

County employees shall be required to provide notice to their department head of any criminal
drug statute conviction for a violation no later than five days after such conviction. The County
shall investigate and take appropriate disciplinary action which may include termination where
the incident/event/conduct leading to the conviction is related to the employee’s ability to
perform the job or creates a nexus to Bay County.

Failure to disclose convictions, pleas of guilty or nolo contendere may be grounds for discipline
up to and including discharge.

F. Confidential Nature of Information. The confidential nature of the medical records of
individual employees with alcohol or drug dependency will be absolute.
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G. Over the Counter and Prescribed Drugs. Employees should not take over-the-counter or
prescribed medication that results in the inability to perform their jobs safely and efficiently.

H. Cooperation. All violations of these Rules and Regulations are viewed as serious
matters which will be investigated. Any employee may submit a complaint to the Director of
Personnel or designee regarding an alleged violation of these Rules and Regulations and all
county employees, officials, agents, supervisors and department heads shall cooperate with any
investigation, including submitting to a drug test where the Employer is able to articulate the
basis for its reasonable suspicion. Violation of these Rules and Regulations or refusal to
cooperate in an investigation by any person may result in discipline up to and including
termination. Testing Facility Agents are considered agents of Bay County for purposes of
directing employees on procedures related to testing. Failure to follow directions of testing
facility agents shall be also considered as grounds for discipline up to and including termination.

l. . When an employee displays objective evidence (such as, but not limited to siurred
speech, impaired judgment, staggering, bloodshot eyes) of the influence of being at work under
the influence of alcohol, illegal drugs or controlled substances without a physician’s prescription,
or any combination thereof, shall be instructed to report to a county-approved testing facility.
The employee should be advised that he or she is not to drive to the facility, but rather to
contact a family member or other person or cab to transport him or her both to the facility and to
home after testing. If the employee indicates that he or she intends to drive, the employee must
be notified that law enforcement personnel will be notified of same. If the employee then
continues to indicate an intention to drive, 9-1-1 should be notified with a description of the
vehicle and license plate number. Under no circumstances should a County employee drive the
person while such employee is working.

J. Drug Testing Protocol. A drug testing protoco! developed by the County is attached
hereto as Attachment A and made a part hereof.

K. Possession of a Michigan Medical Marihuana Program certification (PA 1 2008) or
certification from any other state does not exempt an employee from any of the provisions of
this Policy.

111/98
Updated: 9/20/2016
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BAY COUNTY
DRUG-FREE WORK PLACE RULES AND REGULATIONS

ATTACHMENT A
DRUG TESTING PROTOCOL

1. This protocol applies to the County’s requests for submission of either a urine, hair, or a
blood specimen.

2. The County shall be solely responsible for all costs incurred in conjunction with the
securing of all of the required specimen(s) and the necessary laboratory analyses and report(s).

3. The County shall have the responsibility for selecting a faboratory that will properly
conduct the drug test and furnish reliable results. The laboratory selected must also provide the
ancillary services needed, including specimen retention of “positive” samples for at least six (6)
months or longer if required by law. The laboratory shall have the capacity and responsibility
within seventy-two (72) hours after specimen collection of providing hard or electronic copy
results of specimen analysis resuits. The County shall have the right to approve or reject the
selection of laboratory to conduct the testing on urine or blood specimens collected.

4, The County shall make the necessary advance arrangements for approved medical
collection of the specimen by qualified Medical Reviewing Officer (MRQ). Sample collection
and testing shall take place upon the employee/applicant’s receipt of notice from the County of
drug test request. The notice to the employee/applicant shall be oral with written confirmation to
the Personnel Department.

5. The medical facility’s personnel credentials and procedures shall be reviewed and
approved by the County in order to satisfy the County's need for a proper “chain of custody” and
to minimize the risk of an aduiterated sample.

8. The employeefapplicant shall cooperate with the arrangements and procedure
necessary to assure thorough “chain of custody” documentation in order to positively link the
employee/applicant’s sample to the ultimate test resuit. Documentation shall be required to
include signatures, dates and times of all persons who handle the specimen from the time the
specimen(s) are collected until results are reported and what actions were taken in each step of
the specimen and testing process. Failure to comply within the time limits set forth without
reasonable cause may be deemed to be a “positive” test result.

7. The employee/applicant shall sign whatever form(s) is/are necessary to authorize the
clinic, medical facility and/or doctor’s office, and/or the laboratory to disciose the test resuits
immediately to the Personnel Department and to the employee/applicant. The
employee/applicant’s refusal to sign the form and/or the employee/applicant's withdrawal or
rescission of previously executed authorization shall constitute a violation of the County’s Drug-
free Work Place Rules and Regulations and Policy and may be considered as a basis for
immediate termination of the employment relationship.

8. The employee/applicant shall fill out a form (attached) listing all prescription and over-

the-counter medication that the employee/applicant is taking at the time of any such testing. The
purpose of the list of medications shall be to identify possibie causes of “false positives” due to
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the “cross-reactivity” with the medications that the employee/applicant is taking. A copy of the
results of the drug test shall be furnished to the employee/applicant promptly.

S. The County shall treat the drug tests results as confidential information. It shall file drug
test results in the same manner in which it files other confidential medical data about employees
and/or applicants.

10.  The County shall take steps to ensure the confidentiality of drug test results and shall
take steps to protect against the unauthorized disclosure of tests results. Within the County,
access to the test resuits shall be restricted to individuais with a “need to know the results.”

11. The County shall not divulge test resuits to third parties such as other employees or
prospective employers without the written consent of the employee/applicant.

12. An initial “positive” test result shall not be released to anyone except the person tested
or those who need to know, or relied upon until a confirmatory test has verified its accuracy.

Confidential hard copy of results of testing shall be provided to the County and the employee
within seventy-two (72) hours after specimen pick up. The hard copy shall be mailed in an
envelope clearly marked CONFIDENTIAL and addressed to the Director of Personnel, who will
distribute to other personnel, as appropriate, thereafter.

13. The County shall maintain a file of complete documentation for each drug test, including
(1) an executed copy of this Agreement; (2) a copy of a signed drug test consent form, (3) a
signed list of prescription and over-the-counter medication; (4) all chain of custody documents
supplied to the employee/applicant; and (5) all hard copy test resuits supplied to the
employee/applicant.

14. The drug tests shall be requested and administered as determined in the sole discretion
of the County.

1/1/98
Updated 9/21/2016
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BAY COUNTY
DRUG TESTING CONSENT FORM

l, , consent and agree to immediately provide a
clmlcally adequate amount of specimen(s) of my blood/urine/hair, for the benefit of Bay County,
to the medical facility, laboratory or medical person if previously arranged for by me and
approved by the Bay County Director of Personnel and Employee Relations.

| understand and agree that this specimen will be tested for the presence of alcohol, drugs,
or medication in my body. | further consent and agree to the immediate release of the
laboratory results of any tests performed on the specimen to the Bay County Director of
Personnel and Employee Relations.

| intend that this consent remain effective for the period of
( ) months beginning on , 20

MEDICATION/DRUG LIST

The only over-the-counter medications, prescription drugs or noh—prescription drugs that |
have taken in the past thirty (3) days are as foliows:

Prescribing Applicable Time
Medication/drug Physician Amount/dosage Period

By my signature below, | acknowledge that | have read and understand all the foregoing
statements, and | have answered all questions truthfuily.

Signature Date
Bay County Witness Date
Witness Title

1198

Updated: October 11, 2016
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BAY COUNTY WORK RULE

PURPOSE: The orderly and efficient operation of the county government requires
that certain work rules be established. Work rules covering personal standards of
conduct as well as standard operating procedures are necessary to protect the
health and safety of all employees, maintain uninterrupted service, and to protect
the county goodwill and property.

WORK RULES: The following work rules shall be applicable to all county

employees. These rules are not intended to be all inclusive and the county shall,
when it deems appropriate, establish additional rules to ensure the effective
operations of county government.

(A)

(B)

(©)

(D)

(E)

(F)
(G)

(H)

(1)

)

(K)

(L)

Employees shall deal with the public in a courteous and professional
manner.

Where the operations are continuous, an employee shall not leave his post
until replaced by the next shift employee or until he or she is relieved by his
or her supervisor.

Employees shall not gather on county premises to conduct any personal
business without authorization.

Employees shall follow all safety regulations to include the wearing of safety
articles and the using of protective equipment. Employees shall
immediately report accidents or injury to their supervisor.

Employees shall be responsible for and shall not misuse county property,
records, or other materials in their care, custody and control. County
property, records, or other materials shall not be removed from the premises
without written permission.

Employees shal! avoid littering work areas.

Employees must be at their designated work area on time and ready to
work. Employees shall remain at their work area, at work, until the
scheduled quitting time unless permission to leave is granted by their
supervisor,

An employee shall immediately report to his or her supervisor his or her
inability to work and the reason therefore.

Employees shall immediately report the loss of their badge or identification
card to their supervisor. Employees shall not allow other persons to use their
badge or identification card at any time.

Employees shall not park in prohibited areas.

Employees shall notify their supervisor whenever there is a change in their
personal data.

Employees shall not restrict or interrupt work or interfere with the work of
others.
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(M)

(N)

(O)

(P)

(Q)

(R)

(S)

(M
(U)

(V)

W)
X)

()

(Z)

Employees shall report for and remain at work only in a fit physical
condition.

Employees shall not neglect their duties and responsibilities or refuse to
perform assigned work.

Employees shall not engage in immoral conduct, fight, engage in horseplay,
gamble, or use abusive language while on duty or on county premises.

Employees shall not use county telephones for personal calls or conduct
personal business during working hours on county premises.

Employees shall not engage in unapproved soliciting, partisan political
activity, use their position for personal gain, or use their position to coerce
others.

Employees shall not post notices on the county premises without prior
written approval from the appropriate authority.

Employees shall not possess unauthorized firearms, weapons, or explosive
devices on county time, premises, or business.

Employees shal! not faléify records, reports, or claims of illness or injury.

Employees shall not punch or sign another employee’s time card or
worksheet.

Employees shall not engage in activities during non-working hours that are
harmful to the county's service or which inhibit their effectiveness on the
job.

Employees shall not be a party to a fraudulent act.

Employees shall not be involved in a theft of goods, services, or accept
payment for time while not at an assigned duty.

Employees shall not possess, use, or be under the influence of illegal drugs,
legal drugs being used unlawfully, controlled substances, or intoxicating
substances on County time, premises or business.

Employees shall not harass, discriminate, bully, or otherwise intimidate for
any reason any employee or other person while on company time and/or
property.

DISCIPLINARY ACTION: Employees who violate any of the above work rules shall

be subject to disciplinary action up to an including discharge.

May, 1983
Revised, 1/98 (Changed item (Y} only)
Revised, 4/2014 (added item (Z) only)
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BAY COUNTY CLEAN INDOOR AIR POLICY
SMOKE FREE WORKPLACE

To protect and enhance indoor air quality and contribute to the health and well-
being of all persons who work in and use Bay County buildings and vehicles, effective
September 1, 1991, all Bay County buildings and vehicles shall be smoke-free. This policy
is established pursuant to Board Resolution #91-149 and the Michigan Clean Indoor Air
Act 1988 PA 294, 296, 315.

The success of this policy will depend upon the thoughtfulness and cooperation of
smokers. Infractions of this policy should be brought to the attention of the appropriate
supervisor who shall then report to the Director of the Bay County Health Department.

Adopted: 6/11/91
Effective: 9/01/91
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_ Administrative Policy: Fraternization

1. Purpose: It is the purpose of the Administration to prohibit relationships between a supervisory
employee and a subordinate employee when the relationship might lead to favoritism towards
each other on the job. It is also the purpose of the Administration to avoid the negative
administrative and legal ramifications that may develop as a result of certain types of
relationships between a supervisory employee and a subordinate employee.

2. Prohibition: It is the policy of the Administration that dating or romantic or sexual
relationships may not be engaged in between a supervisor and a subordinate employee,
regardiess of whether the supervisory employee exercises direct or only indirect supervision
over the subordinate employee. In the event that such a refationship develeps or has
developed, the employees shall be given the choice of terminating the relationship or having
one employee resign his or her empioyment. If the relationship is not terminated or one
employee does not resign within fifteen (15) days, the employment of the supervisory
employee will be terminated.

3. Applicability: This policy applies to all non-represented employees who work within the
administration of the Bay County Executive.

4, Inquiries: Questions or comments regarding this policy should be directed to the Department
of Human Resources.

5. Effective Date: This policy becomes effective on May 10, 2002.

G\Pdlicies Procedures & Labor Agieements\Fratemization.wpd
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Adopted October 12, 1999

ACCEPTABLE USE POLICY:
INTERNET, VOICE MAIL & E-MAIL

Bay County Voice Mail and Electronic Mail (E-mail) systems and also the Internet are designed
to facilitate County business communication between employees and other business
associates for messages or memoranda. Since no system is completely secure, the E-mail
and the Voice Mail systems are not intended to transmit sensitive materials, such as personnel
decisions and other similar information that may be appropriately communicated by written
memorandum or personal conversation. E-mail and Voice Mail may be best viewed as the
equivalent of business memoranda; therefore, they should be used cautiously and words and
messages should be carefully selected.

The use of computers and computer networks in no way exempts employees from the normal
requirements of professional behavior. Although some rules are built into the computer's
operating system, these restrictions do not limit completely what can be done and viewed.
Responsibility for actions remains whether or not the rules are built into the system, and
whether or not those rules can be circumvented.

Employees are advised to have no expectation of privacy in Voice Mail or E-mail
communications including those sent to supervisors, co-workers, or others. Even if E-mail is
deleted from a screen, it may not be deleted from the system, and even if employees have
private code words for Voice Mail or E-mail access, messages still can be accessed.

The Board of Commissioners and the County Executive as part of their authority to manage the
property and business of the County in all cases where no other provision is made, have
identified the Information Services Division to carry out specific responsibilities, and to be
accountable for managing the County's information resources, including management of
electronic information access and dissemination. While exercising these specific proprietary
rights of access, regulation of use, resource allocation, and management, the County will act
with recognition that the Michigan Constitution and statutes have delegated to every elected
official and to the judiciary the authority and responsibility to carry out specific functions. The
Board of Commissioners and the County Executive shall not infringe on these statutory
responsibilities when managing the County’s information resources.

The County intends to fully cooperate with local, state andfor federal officials in any
investigation concerning or relating to any E-mail, Voice mail or other electronic messages
transmitted from the County. As owner and operator of Bay County electronic communications
systems, the County will, through its Information Services Division under appropriate
supervision, from time to time take action to access files maintained on County equipment,
including E-mail, but only under the following conditions and under the following circumstances:

A. Review of files for resource management. This review shall be by file characteristics
only, such as organization, date, frequency of use, or some other resource management
criterion, NOT file subject matter. NO examination of file content will be undertaken
except as provided below.

B. Examination of file content.

1. A review of file content may be authorized at any time and for any reason by the
elected official or Chief Judge whose office has jurisdiction over the files to be
examined.

2. Where there have been allegations of violations of the law, and where the elected
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official or Chief Judge refuses to grant authorization to examine the content of a file
or files, or where the elected official or Chief Judge is the person alleged to have
committed the violations and it is felt that a request to examine the files would
potentially hamper an investigation, an examination of file content will be made only
when authorized by a search warrant, other appropriate legal process, or a judicially
recognized exception to the search warrant requirement.

C. Freedom of Information Act requests.

1. The Bay County Freedom of Information Act Coordinator will route Freedom of
Information Act requests through the appropriate elected official or department.

2. Documents provided in response will be reviewed by the Bay County Freedom of
Information Act Coordinator who shall separate responsive documents, granting
requests where appropriate while withholding those documents exempt from release
according to law.

The foliowing procedures and standards have been developed by the Computer
Technology committee, reviewed by legal counsel and human resources, and adopted by the
Board of Commissioners. Upon adoption of this Internet, Voice Mail and E-mail policy, the Bay
County Board of Commissioners authorizes the County Executive and the county’s elected
officials to implement standards and procedures that are necessary for its application.

Acceptable Use

The Bay County Governmental (BCG) Voice mail and electronic information systems are
designed to facilitate County business communications between employees and other business
associates for messages, and for access of information by the public when a specific process is
developed. As an end-user of the BCG system, you must agree to comply with this Policy and
any other identified policies for Bay County. This Policy is intended as an addition to, not a
replacement of, any other policies already identified by the County.

You agree that your ability to use Voice mail and the BCG information system may be
immediately withdrawn if it is felt that you caused a disruption or malfunction of Voice mail or
BCG information systems, violated the terms of this Policy, or violated any copyrights and
intellectual property rights or other applicable laws and regulations. Like other forms of
evidence, E-mail messages are discoverable under the federal and Michigan court rules.

You, the end-user:

e  Must have appropriate authorization to the host system you are accessing.

o Must act responsibly in your use of the network and avoid actions that cause interference
to the network or cause interference with the work of others on the network.

e Wil recognize that Internet Access is determined by elected officials, Chief Judges,
department heads or their desighee based on need.

o Must not seek redress from Bay County or the county’s identified local service providers if
you are harmed or offended by information which you access through Voice mail, BCG or
other Internet providers’ services or links.

¢ Must agree to be responsible by accurately addressing information sent using Voice mai
and/or BCG.

¢ Must comply with all applicable laws, regulations or conventions including those related to
data privacy, international communication, and exportation of technical or personal data.

e Must be aware that this Policy is consistent with other county policies and will be included
as a section in the employees’ handbook to protect county property, including licensed
software, and any other information accessible via Voice mail, the Internet and the E-mail

Internet, Voice Mail, and E-Mail Policy adopted October 12, 1999.
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systems.
Agree to purge saved Voice mail and E-mail periodically as requested by the County or the
Information Systems Department (ISD).
Must be aware that employees who are terminated or laid off have no right to the contents
of their Voice mail and E-mail messages and are not allowed access to the Voice mail and
E-mail systems. Elected officials, Chief Judges, department or division heads may access
their employee’s Voice mail and E-mail for any reason.
Must screen all files imported from any outside or home system using the supported anti-
virus software before executing on any County workstation.

Password

Users must agree to:

Work with the ISD and/or the County in developing acceptable passwords to be used with
Voice mail, E-mail and the Internet.

Keep passwords safe and private {not to share with other staff). Your password is your
personal identification mark.

Change passwords upon request by 1SD or the County.

Unacceptable Use Standards

Unacceptable uses for the Voice mail, E-mail and/or Internet will include, but not be limited to
the following:

Personal Use Personal use not related to the conduct of work on behaif of Bay County

or other organizations as set forth in agreements or computer and
communications resources. No solicitation of employees or distribution of
information not related to County business is allowed. The Voice mail and
E-mail systems are County property and intended for County business.
The system is not to be used for employee personal gain or to support or
advocate for non-county related business or purposes. Employees may
not intentionaily intercept, eavesdrop, record, read, alter, or receive other
person’s Voice mail or E-mail messages without proper authorization.

Unlawful Access Transmission of libelous or harassing materials. Efforts to gain unlawful

access to information or computer and communications resources.
Violations of Open Meetings Act, Freedom of [nformation Act, Data
Practices Act, and Civil Rights Acts. Voice mail and E-mail may not be
used to defame individuals or to convey messages or images that would
violate the County’s policy that strictly prohibits discrimination and sexual
harassment.

Malicious Code intentional introduction of, or experimentation with, malicious code such

as computer worms, Trojan horses or viruses.

Non-County egal, fraudulent, or malicious activity; political activity; solicitation of

funds, political messages, religious promotion; or activity on behalf of
organizations or individuals having no affiliation with the County.

Copyright/Patent Transmission of materials violating applicable copyright laws or patents.

Work Interference  Sending of messages likely to result in the loss of a recipient's work or

Internet, Voice Mail, and E-Mail Policy adopted October 12, 1999.
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systems, and any other types of use that could cause congestion of the
network, disruption of operation, networked resources information or
communication, or otherwise interfere with the work of others.
Deliberately attempting to degrade the performance of a computer system
on the Internet or depriving authorized personnel of resources or access
to any computer system. Internet services such as Chat, Multi User
Dungeons, and Talk consume system resources. Deliberate, excessive
use of these services will be construed as an attempt to deprive others of
resources. (The use of these services, if necessary, should be restricted
to non-business hours, prior to 7:00 a.m. and after 6:00 p.m.)

Generating, receiving, viewing, storing, transmitting or other use of data or
other matter which is abusive, profane or offensive to a reasonable person
except for law enforcement purposes.

Development of a web or home page for departmental purposes is
permitted and shall be coordinated with the Director of Administrative
Services or information Services Director in order to maintain consistency
with the main County home page. The development and posting of
personal web pages on County equipment are strictly prohibited.

Participation in online games and non-business chat lines. Posting non-
business related messages to news groups/bulletin boards/ discussion
groups.

No one may participate in any activity which violates the spirit of
cooperation that is the basis of the Internet. The individual employee is
responsibie for his or her image of the Internet as well as the image of the
County. Any employee of the County who has Internet access is
expected to comply with appropriate use guidelines, the generally
accepted policies and practices of the Internet and the local policies and
procedures that apply to a resource to which the user may have access.

County Information Sending county information without supervisory permission.

Penalty for Misuse

Violations of the Voice mail, E-mail and Internet policy and procedures will be evaluated on an
individual basis by the elected official, Chief Judge, department or division head and/or
Department of Human Resources. Violations may result in disciplinary action up to and
including discharge from employment. An offense may result in a meeting between the
employee and their elected official, Chief Judge, department or division head, an appropriate
entry in the employee's personnel file, or a suspension or termination of employment.

g:\policies procedures & labor agreements\acceptable use internet and veicemail.doc
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BAY COUNTY
BOMB THREAT POLICY

PURPOSE: To provide guidelines for County personnel to ensure their own personal safety,
as well as the citizens of Bay County, in the event of a bomb threat.

POLICY: Bay County is committed to providing a safe environment for all personnel and
individuals doing business with the County. Bay County has an established written plan to
provide procedures to protect both personnel and citizens in the event of a bomb threat and other
bomb-related events.

INTRODUCTION: Experience shows that the majority of written and telephone bomb threats
are hoaxes. However, the possibility always exists that a threat may be authentic, so each one
must be taken seriously. Appropriate action must be taken to provide for the safety of personnel
and visitors of each County facility. Every reasonable effort must be made to locate the
suspected bomb(s) so it can be neutralized by {rained explosive experts. All information
possible about the person or group making the threat, and the size and location of the bomb
must be written down to effectively analyze the situation and determine the seriousness of the
threat.

PROCEDURE: In order to cope with a bomb threat and to minimize possible resultant
personal injury and property damage, the following plan is set forth:

1. Prevention

A, All materials and packages entering critical areas (i.e., mechanical and elevator
equipment rooms, computer rooms, record storage areas, etc.) should be
checked. Unauthorized persons are forbidden to enter such areas. Department
Heads/Supervisors shall designate and ensure the integrity of all secured and
limited access areas.

B. All County personnel should be alert to suspicious looking people, objects and
parcels. If such things are found, they should be reported immediately to their
immediate supervisor/designee. The immediate supervisor/designee would then
make the decision whether to contact the appropriate law enforcement agency.

C. All doors and/or access ways to such areas as mechanical rooms, mail rooms,
computer areas, elevator machine rooms and utility closets will be secured when

not attended. Personnel responsible for the respective areas will secure them.

D. All County Departments will establish and implement department-specific key
control procedures to ensure all keys are accounted for.

E. Fire fighting equipment shall be inspected regularly by the Buildings and
Grounds Department to ensure that it has not been tampered with.
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2.

Notification and Warning

A,

Notification of a bomb threat against any County facility may be received by
telephone, mail or message at any time.

Telephone threats may be received by any County employee at work or at home.
In the event a bomb threat is received over the phone;

1. If another person is close by, have them call 9-1-1. Do not place the call
on hold to notify the police, as the caller will likely hang up.

2. Ask the caller to repeat the message. Record in writing as much of the
caller’s conversation as possible. Use the Telephone Bomb Threat
Checklist to obtain as many details about the caller, the alleged bomb,
and its location (see Appendix Safety 01a.) An accurate analysis of the
threat can provide law enforcement with many valuable clues. The
caller could reveal personal characteristics, and may unwittingly provide
a clue to his/her location via background noise. The caller may
intentionally or unintentionally provide accurate information on the type
of bomb and its exact location. If possible, another staff member should
listen in on the bomb threat call.

3. If you were unable to signal another employee to call 9-1-1 while you
had the caller on the phone, immediately after the caller hangs up, you
must report this information to 9-1-1, followed by your immediate
supervisor. 9-1-1 will notify the Bay County Sheriff, the Emergency
Services Director, Buildings and Grounds Office, and the County
Executive Office. 9-1-1 will also notify the appropriate Fire
Department.

4, When speaking with 9-1-1, provide as much information as possible.
You will be contacted later for a formal police report. Youmay be asked
to come immediately to the Control Center.

If a bomb threat is received by letter, it should be preserved for police
investigation. To preserve fingerprints, the letter should not be handled after it
has been opened and read.

Command and Control

A.

The Bay County Sheriff’s Office is responsible for command and control and
shall make decisions regarding the need to evacuate, search of the building, and
reentry.

‘The Control Center for Bomb Threats will be the Emergency Operations Center
(9-1-1 Central Dispatch) located at 1230 Washington Avenue, Bay City,
Michigan, or if the situation necessitates, the alternate site at Bangor Township
Hall. A Sheriff’s Office Patrol Command Officer will be stationed at this
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location.

Command Staff will be comprised of the following individuals:

1. Sheriff

2. Emergency Services Director
3. Building and Grounds Director
4, County Executive

Evacuation Procedures

Each department, upon notification of a bomb threat, will be responsible for certain
actions. [The building will be searched either in conjunction with an evacuation or
without the building being evacuated. Evacuation will be determined based on the
particular circumstances of each case.]

A.

B.

The Sheriff’s Office will oversee the evacuation process.

Safety Captains will be responsible for the immediate evacuation of all
employees and the public from the building. They will check all offices and
other locations on their respective floors or department to ensure everyone has
left. Any suspicious items noted during the evacuation will be reported to the
first responding Sheriff officer. Ifa suspected bomb has been located, a specific
evacuation route may be provided in order to avoid the danger area.

Safety Captains will check common areas such as hallways and bathrooms for
other persons who need to be evacuated.

Safety Captains will ensure that appropriate emergency personnel rescue and
provide first aid to persons if required. They will also assist persons with
disabilities in leaving the building,

Department Heads or their designated alternate will ensure that their offices and
essential records and money are secure. When an office is evacuated, the outer
door shall be locked. DO NOT TURN OFF OR ON ANY LIGHTS, OR
ALTER THE ENVIRONMENT IN ANY WAY, AS THIS ACTION
COULD ACTIVATE A BOMB.,

Persons shall leave the building in an orderly fashion, using the closest exit. All
personnel will follow their depattment’s Evacuation and Relocation Plan (see
Appendix Safety 01b.) Persons will use the stairways and not the elevator.
Elevators will only be used by mobility-impaired individuals and his/her helper.

All persons shall keep at least 300 feet away from the building in all directions,
behind shelter, if possible, and away from glass or other possible projectiles.
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H. Security of the building after evacuation shall be the responsibility of the Bay
County Sheriff Office.

1. The Buildings and Grounds Department personnel will ensure that all exterior
doors to the building are locked. Remember, DO NOT USE WALKIE-
TALKIES (send or receive) as this action could set off a bomb.

L Once the building has been evacuated, the Safety Captains will assist police
personnel in keeping people from re-entering the building, Persons attempting
to enter the building will be advised that the building is temporarily closed.

K. During emergencies or drills, no personnel shall leave the grounds without
notifying their supervisor or designee.

L. Safety Captains will be distinguished by identification badge and/or safety vest.

Procedures for Suspicious Packages / Objects

If a foreign object or suspicious package is located, take the following action:

A. DO NOT TOUCH OR MOVYE THE OBJECT.,

B. DO NOT TURN OFF ANY LIGHTS.

C. LEAVE ALL OTHER WORK AREA EQUIPMENT AS IS-DO
NOT CHANGE THE ENVIRONMENT. Turning off lights,
changing sound levels or turning off electrical circuits and
equipment may activate a device with an ignition system tuned to its
target’s environmental conditions.

D. DO NOT ACTIVATE FIRE ALARM.

E. TURN OFF ALL PORTABLE POLICE RADIOS, CB’s,
CELLULAR PHONES, WALKIE-TALKIES, etc. which could
transmit or receive a radio signal and inadvertently set off a radio
signal-controlled device.

F. NOTIFY YOUR IMMEDIATE SUPERVISOR OR HIS/HER
DESIGNEE,
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Effective as of September 23, 2013

BAY COUNTY NOTICE OF PRIVACY PRACTICES

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED AND DISCLOSED AND HOW YOU CAN GET ACCESS
TO THIS INFORMATION, PLEASE REVIEW IT CAREFULLY.

Bay County uses health information about you for treatment, to obtain payment for treatment, for administrative purposes, and to
evaluate the quality of care that you receive. Your health information is contained in a medical record that is the physical property of
Bay County.

How Bay County May Use or Disclose Your Health Information

For Treatment. Bay County may use your health information to provide you with medical treatment or services. For example,
information obtained by a health care provider, such as a physician, nurse, or other person providing health services to you, will record
information in your record that is related to your treatment. This information is necessary for health care providers to determine what
treatment you should receive. Health care providers will also record actions taken by them in the course of your treatment and note
how you respond to the actions.

For Payment. Bay County may use and disclose your health information to others for purposes of receiving payment for treatment
and services that you receive. For example, a bill may be sent to you or a third-party payer, such as an insurance company or health
plan. The information on the bill may contain information that identifies you, your diagnosis, and treatment or supplies used in the
course of treatment.

For Health Care Operations. Bay County may use and disclose health information about you for operational purposes. For example,
your health information may be disclosed to members of the medical staff, risk or quality improvement personnel, and others to:
+ evaluate the performance of our staff;

. assess the quality of care and outcomes in your case and similar cases;
. learn how to improve our facilities and services; and;
’ determine how to continually improve the quality and effectiveness of the health care we provide.

Appointments. Bay County may use your information to provide appointment reminders or information about treatment alternatives
ot other health-related benefits and services that may be of interest to you.

Group_Health Plans. A group health plan, health insurance issuer, or HMO with respect to a group health plan may disclose health
information to the sponsor of the plan.

Required by Law. Bay County may use and disclose information about you as required by law. For example, Bay County may disclose
information for the following purposes:

» for judicial and administrative proceedings pursuant to legal authority;

+ to report information related to victims of abuse, neglect or domestic viclence; and

 to assist law enforcement officials in their law enforcement duties;

Public Health. Your health information may be used or disclosed for pubic health activities such as assisting public health authorities
or other legal authorities to prevent or control disease, injury, or disability, or for other health oversight activities.

Decedents. Health information may be disclosed to funeral directors or coroners to enable them to carry out their lawful duties.
Organ/Tissue Donation. Your health information may be used or disclosed for cadaveric organ, eye or tissue donation purposes.
Research. Bay County may use your health information for research purposes when an institutional review board or privacy board

that has reviewed the research proposal and established protocols to ensure the privacy of your health information has approved the
research.

Health and Safety.  Your health information may be disclosed to avert a serious threat to the health or safety of you or any other
person pursuant to applicable law.

Government Functions. Your health information may be disclosed for specialized government functions such as protection of public
officials or reporting to various branches of the armed services.
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Effective as of September 23, 2013

Workers’ Compensation.  Your health information may be used or disclosed in order to comply with laws and regulations
related to Workers’ Compensation.

Other uses. Other uses and disclosures will be made only with your written authorization and you may revoke the
authorization except to the extent Bay County has taken action in reliance on such.

Your Health Information Rights

You have the right to:

. request a restriction on certain uses and disclosures of your information however, Bay County is not required to agree
to a requested restriction;

. obtain a paper copy of the notice of information practices upon request;

. inspect and obtain a copy of your health record,;

. request that your health record be amended;

* request communications of your health information by alternative means or at alternative locations; and
receive an accounting of disclosures made of your health information.

. request a restriction of disclosures to your health plan for billing purposes if you have paid for those services out of
pocket and in full.

. be notified in writing following the discovery of a breach of unsecured, protected, health information.

Complaints

You may complain to Bay County and to the Department of Health and Human Services if you believe your privacy rights have
been violated. You will not be retaliated against for filing a complaint.

Obligations of Bay County

Bay County is required by law to:

’ maintain the privacy of protected health information;

' provide you with this notice of its legal duties and privacy practices with respect to your health information;

. abide by the terms of this notice;

. notify you if we are unable to agree to a requested restriction on how your information is used or disclosed;

. accommodate reasonable requests you may make to communicate health information by alternative means or at

alternative locations; and

Bay County reserves the right to change its information practices and to make the new provisions effective for all protected
health information it maintains. Revised notices will be made available to you.

Contact Information

If you have any questions or complaints, please contact:

JOEL R. STRASZ

BAY COUNTY PRIVACY OFFICER
BAY COUNTY HEALTH DIRECTOR
1200 WASHINGTON AVENUE
BAY CITY, MICHIGAN 48708
(989) 895-4006

Appendix RRE 01b
Revised: 05-11, 06-13, 09-13
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Resolution No. 2006-019

Bay County Policy and Procedures for Use and
Disclosure of Social Security Numbers (Policy)

I.  PURPOSE: The County is required by Public Act 454 of 2004, Michigan’s Social Security
Number Privacy Act (“the Act”), to control how it obtains, uses, disseminates and disposes of
records which contain Social Security numbers. The Act also requires the County to establish,
publish, and enforce a policy regarding the use, disclosure, and disposal of records which it creates
or obtains in the course of its business and which contain Social Security numbers. This Policy and
Procedure sets forth the County’s standards and practices regarding the amount of information to be
gathered, stored, and disclosed.

II. POLICY: This Policy applies to all elected officials and employees of the County with the
exception of separate judicial authority to manage documents within court files. Social Security
numbers obtained from employees, vendors, contractors, customers and others are confidential
information. Social Security Numbers shall be obtained, retained, used and disposed of only for
legitimate business reasons and in accordance with pertinent law, this Policy and Procedure, and
other pertinent policies and regulations of the County.

. PROCEDURE:

A.  Obtaining Social Security numbers: Documents or other records containing Social Security
numbers are to be requested, obtained, or created only for legitimate business reasons
consistent with this policy. Such reasons include, but are not limited to:

1. Pre-employment background check of applicants
2. Verification of employees’ eligibility for employment
3. Reporting for taxes or new hires or to enrolt in County employee benefit plans

4. For tax-reporting of contractors or vendors

5. For tax-repotting where clients or customers require establishment of 2 customer-
specific account or other record

B.  Except as otherwise required or permitted by law, retention and access to Social Security
numbers shall be limited as follows:

1. Allrecords containing Social Security numbers (whether partial or complete) when in
electronic files shall be protected by the most appropriate and feasible method, including
but not limited to, password protection, encryption or other means.

2. All paper records containing Social Security numbers shall be stamped “Confidential.”

3. Only personnel with a legitimate business reason to know will have access to records

containing Social Security numbers. Supervisory staff shall ensure that personnel whose
job entails regular access to such records are trained in requirements of the law and this
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Policy that relate to their respective work areas.

4. If a record containing a Social Security number is to be disseminated to persons outside
the County, or to persons within the County who are unauthorized or untrained in this
Policy, or where the Social Security number is not essential to the purpose for which the
record is disseminated, the Social Security number shall be redacted or otherwise
rendered unreadable.

5. Personnel using records containing Social Security numbers shall take appropriate steps
to secure such records when not in immediate use, including, but not limited to, placing
such records in a locked desk or file drawer when not in use, using access codes,
passwords, and screen savers on computers and computerized records to prevent
unauthorized access or viewing of such records by others.

6. Current and inactive records containing Social Security numbers shall be retained or
destroyed in a manner that ensures their confidentiality and in accordance with state
law, federal law, County ordinances and policies including, but not limited to the County
Record Retention Policy and County HIPAA Policies and Procedures.

Unauthorized Use/Disclosure of Social Security numbers: Any employee who obtains, uses,
or discloses Social Security numbers for unauthorized purposes or contrary to the
requirements of this Policy and Procedure shall be subject discipline up to and including
discharge. The County will cooperate with appropriate law enforcement or administrative
agencies in the apprehension and prosecution of any person who obtains. uses, or discloses
Social Security numbers for unlawful reasons.

LEGAL OBLIGATIONS OF ELECTED OFFICIALS:

A,

The Register of Deeds may not alter, amend, nor redact any document submitted for recording
(MCL 565.491), but prior to public display of replica documents on the on any website, or the
issuing of copies, the Social Security number shall be redacted.

The County Clerk shall continue to redact Social Security numbers, except as otherwise
directed by administrative rules, court orders, and pertinent Michigan statutes. The County
Clerk shall comply with Michigan law pertaining to elections, vital statistics, and data about
the armed services.

All County elected officials shall comply with law and this Policy in implementing the duties
of their respective offices,

MAILING EXCEPTION: In accordance with the Act, Four (4) or more sequential digits of a
Social Security number may continue to be used after January {, 2006 in any document or
information mailed to a person if any of the following apply:

A.

State or federal law, rule, regulation, or court order or rule authorizes, permits, or requires that
a social security number appear in the document.

The document is sent as part of an application or enrollment process initiated by the
individual.
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C.  The document is sent to establish, confirm the status of, service, amend, or terminate an
account, contract, policy, or employee or health insurance benefit or to confirm the accuracy
of a social security number of an individual who has an account, contract, policy, or employee
or health insurance benefit.

D.  The document or information is mailed by a public body under any of the following circumstances:

1. The document or information is a public record and is mailed in compliance with the
freedom of information act, 1976 PA 442

2. The document or information is a copy of a public record filed or recorded with a county
clerk or register of deeds office and is mailed by that office to a person entitled to receive
that record.

3. The document or information is a copy of a vital record recorded as provided by law and
is mailed to a person entitled to receive that record.

E.  The document or information is mailed by or at the request of an individual whose social
security number appears in the document or information or his or her parent or legal guardian.

F.  The document or information is mailed in a manner or for a purpose consistent with subtitle A
of title V of the Gramm-Leach-Bliley act, 15 USC 6801 to 6809; with the health insurance
portability and accountability act of 1996, Public Law 104-191; or with section 537 or 539 of
the insurance code of 1956, 1956 PA 218, MCL 500.537 and 500.539,

VI PERMITTED CONTINUING USE OF SOCIAL SECURITY NUMBERS IN ACCORDANCE
WITH THE ACT: This Policy permits the following in accordance with the Act:

A. A use of all or more than 4 sequential digits of a social security number that is authorized or
required by state or federal statute, rule, or regulation, by court order or rule, or pursuant to
legai discovery or process.

B. A use of all or more than 4 sequential digits of a social security number by a title IV-D
agency, law enforcement agency, court, or prosecutor as part of a criminal investigation or
prosecution, or providing all or more than 4 sequential digits of a social securify number to a
title IV-I> agency, law enforcement agency, court, or prosecutor as part of a criminal
investigation or prosecution.

C. It is not a violation of this Policy to use ali or more than 4 sequential digits of a social
security number if the use is any of the following:

1. Anadministrative use of all or more than 4 sequential digits of the social security
number in the ordinary course of business, by a person or a vendor or contractor of a
person, to do any of the following:
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(b)
(c)

(d)

(e)

&y

Verify an individual's identity, identify an individual, or do another similar
administrative purpose related to an account, transaction, product, service, or
employment or proposed account, transaction, product, service, or employment.

Investigate an individual's claim, credit, criminal, or driving history.
Detect, prevent, or deter identity theft or another crime.

Lawfully pursue or enforce a person's legal rights, including, but not limited to, an
audit, collection, investigation, or transfer of a tax, employee benefit, debt, claim,
receivable, or account or an interest in a receivable or account.

Lawfully investigate, collect, or enforce a child or spousal support obligation or
tax liability.

Provide or administer employee or health insurance or membership benefits,
claims, or retirement programs or to administer the ownership of shares of stock or
other investments.

2. A use of all or more than 4 sequential digits of a social security number as a primary
account number that meets both of the following:

(a)

(b)

The use began before the effective date of this act.

The use is ongoing, continuous, and in the ordinary course of business. If the use
is stopped for any reason, this subdivision no longer applies.

VII. SEVERABILITY: If any section or part of a section of this Policy is for any reason held to be
unlawful, invalid or unconstitutional, such holding shall not be construed to affect the validity of
remaining sections of the Policy or the Policy in its entirety.

G\Pelicies Procedures & Labor Agrocmants\Disclosure of Socta] Secaity Numbers wpd
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Purpose:

Application:

1. Subject:

A

2. Subject:

A.

3. Subject:

A.

4. Subject:

A

Administrative Policy: Media
Rev. 10/1/05

To establish administrative policy which provides guidelines to
employees concerning the subject of providing information to the media;
to facilitate the accurate and clear dissemination of information to the
media by department heads who are each charged with that
responsibility.

This policy applies to all employees in all depariments under the Bay
County Executive.

Oral or Written Inquiry from the Media While on Duty.

Situation: While at work, you receive an oral or written inquiry from a
member of the media (e.g., radio, television, newspaper, etc.)
concerning the County’s business.

Action: Unless you are authorized in writing by your department head to
communicate to the media as a representative of the department while
on duty, you must refer the member of the media, without comment, to
your department head.

Contact with the Media While off Duty.

Situation: While off duty, you have contact with a member of the media
concerning the County’s business.

In any contact you have with the media, concerning the County’s
business, while you are off duty, you shall not present yourself as a
representative of Bay County who is authorized, while off duty, to
interpret the policies or procedures of Bay County to the media.

Initiating Contact with the Media.

Situation: While on duty, you desire to contact the media to promote,
disseminate, communicate, or publicize any information relating to the
County’s business.

Action: Department heads méy initiate such contacts with the media.
You may initiate such contacts with the media if you receive permission,
on a case-by-case basis, from your department head.

Enforcement of this Policy.

The department head is charged with enforcing the policy within his or
her department, and may issue discipline for infraction(s) of the policy
following a consultation with the Director of Personnei & Employee

Relations.
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Administrative Policy: Media
Rev. 10/1/05

B. The department head, from time to time, may consult with the Assistant
County Executive for Administrative Services, Corporation Counsel, and
the Director of Personnel & Employee Relations regarding
administration of the policy.

C. The department head shall immediately inform the Assistant County
Executive for Administrative Services, or other named designee of the
County Executive of any media contacts.
5.  Effective Date: This policy is effective beginning on May 14, 2001, and remains

in effect until written notice to the contrary, and may be amended from time to
time.

Page 2 of 2
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VIOLENCE IN THE WORKPLACE POLICY

1. AUTHORITY: Bay County Board of Commissioners

2. APPLICATION: All Bay County employees, department heads, elected
officials and the general public.

3. STATEMENT OF PURPOSE:

Bay County recognizes the need to provide reasonable safety and security for all
employees and visitors. In doing so, Bay County is complying with Section 5(a), of the
Federal Occupational Safety and Health Act Of 1970 (OSHA). Therefore, Bay County will not
tolerate threats, threatening behavior, or acts of violence against employees, visitors,
guests, or other individuals by anyone on Bay County’s property. This includes physical
attacks, verbal or physical threats, destruction of property, sexual harassment, intimidation,
or abusive language.

4. DEFINITIONS:

Workplace Violence: includes, but is not limited to harassment, threats, physical attack,
and/or property damage.

Threat: is the expression of an intent to cause physical or mental harm. An expression
constitutes a threat without regard as to whether the party communicating the threat has
the present ability to carry it out and without regard as to whether the expression is
contingent, conditional or future.

Physical Attack: is unwanted or hostile physical contact such as hitting, fighting, pushing,
shoving, biting, spitting, and/or throwing objects.

Property Damage: is intentional damage to property which includes property owned by
the county, employees, visitors, and/or vendors.

5. PREVENTION:

Bay County supports the prevention of workplace violence. Prevention efforts
include, but are not limited to, informing employees of this policy, instructing employees
regarding the dangers of workplace violence, communicating the sanctions imposed for
violating this policy and providing a procedure to report incidents of violence without fear
of reprisal.

6. PROHIBITED ACTIONS AND SANCTIONS:

It is a violation of this policy to engage in any act of workplace violence, except for
law enforcement personnel as authorized by law and within the confines of the law
enforcement agency policies.
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No employee or third party, excluding law enforcement personnel, is permitted to
bring weapons or firearms into the workplace, or onto Bay County’s property, or possess
weapons within Bay County’s vehicles.

Any person who, in the opinion of the immediate supervisor, poses a threat to
herself or himself or others shall be removed from the premises and shall remain off Bay
County’s premises pending the outcome of an investigation. Such removal of any employee
will be reviewed by Bay County’s Crisis Management Team (or its designee) identified in
this policy.

Bay County will initiate an appropriate response which may include, but is not
limited to, reassignment of job duties, suspension or termination of employment,
suspension and/or termination of any business relationship, and/or referral for criminal
prosecution of the person or persons involved.

7. EMPLOYEES' RESPONSIBILITY:

Employees will be given a copy of this policy along with an explanation of; how it
is to be implemented, how to report incidents of violence, what to do if the employee is
threatened and/or if an incident of violence actually takes place. This policy will be
reviewed with new employees during orientation.

In the workplace, an employee witnessing violence directed against another or
him/herself shall call a supervisor or 911, depending on the situation. The employee should
also observe the situation and attempt to get information such as the name and description
of the perpetrator, but only if it can be done without endangering the employee or others.

Any employee having knowledge of workplace violence involving any other
employee (as victim or perpetrator) must report such an act to a supervisor immediately.
Disciplinary action may result if the employee having knowledge of a suspected violent act
at work fails to report the episode.

All employees who apply for or obtain a protective or restraining order which lists Bay
County’s property or Bay County’s facilities as being protected areas must provide this
information to the head of hisfher department. The department head must report this
information to the sheriff,

Bay County and its employees shall cooperate fully with the Sheriff's Office and
other law enforcement officials in the investigation and prosecution of violent acts.

Bay County understands the sensitivity and confidentiality of the information that
may be requested, and recognizes and will respect the privacy of the reporting employee(s)
to the extent required by law.

All employees should openly communicate with each other to be aware of any
unusual activity that may identify the potential for or actual occurrence of workplace
violence.
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Recommendations for improved safety often come from suggestions from
employees. These suggestions are encouraged and may be channeled through supervisors
to the Personnel Department.

8. IMPLEMENTATION:
Managing a potentially violent situation:

Employees are expected to assist the general public and fellow employees in a
courteous manner, but not subject themselves to abusive conduct if confronted by:

1. A distraught, harassing or abusively angry person.

If a person becomes angry or abusive, the employee should courteously
attempt to calm the person down. If that does not work, the employee shall
ask a supervisor to intervene. If the supervisor is unavailable, ask a co-
worker to call 9-1-1. Department heads must make sure that a practical
system is in place for employees to get help during a threatening situation.

2. A person threatening bodily harm. If an employee feels that he/she or
another person is threatened, and in danger of imminent bodily harm:

a. The employee should attempt to ieave the scene, if it can be done
safely

b. 9-1-1 must be notified by the threatened person or a co-worker if
possible.

C. If the supervisor is not aware of the situation, the employee must

notify the supervisor as soon as it can be done safely.

9.  REPORTING INCIDENTS - INTERNAL AND EXTERNAL:

Each incident of violent behavior, whether committed by another employee or an
external individual, must be reported to the department head. The department head will
assess and investigate the incident and determine the appropriate action to be taken. The
Personnel Director must be informed of all reported incidents of workplace violence.
Retaliation against a complainant for the act of filing a good-faith report is prohibited.

In critical incidents, in which serious threat or injury occurs, 9-1-1 personnel must
be notified immediately. As necessitated by the seriousness of the incident, the
Personnel Director may assemble a Crisis Management Team to establish the protocol to
be followed in the aftermath of a violent incident.

-58-



10. CRISIS MANAGEMENT TEAM

The Crisis Management Team may consist of the Personnel Director, Sheriff, and
Corporation Counsel, and others as deemed necessary. The Crisis Management Team is
responsible for the following:

evaluating potential violence problems.

assessing an employee’s fitness for duty in the context of potential violence.
selecting intervention techniques.

establishing a plan for the protection of co-workers and other potential targets.
coordinating with victims, families, other employees, media, and law enforcement
personnel.

*  referring victims for appropriate assistance.

o I

Where the Crisis Management Team cannot be promptly convened, the
County Executive or Personnel Director or Corporation Counsel may act for the team. Their
actions will be reported to the full team as soon as practical.

11. CONCLUSION

This policy is established for the benefit of all employees and visitors to ensure a
safe workplace. Any questions regarding this policy or violence in the workplace should be
directed to the Personnel Director.

Adopted: 2/4/03

G:\Policies Procedures & Labor Agreementsiviolence in workplace policy.wpd
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U.S. Wage and Hour Division

U.S. Department of Labor
Wage and Hour Division (February 2013)

Fact Sheet #28M(c): Qualifying Exigency Leave under the Family
and Medical Leave Act

The Family and Medical Leave Act (FMLA) entitles eligible employees who work for covered
employers to take up to 12 workweeks of unpaid, job-protected leave in a 12-month period for a
“qualifying exigency” arising out of the foreign deployment of the employee’s spouse, son,
daughter, or parent. FMLA leave for this purpose is called qualifying exigency leave.

QUALIFYING EXIGENCY LEAVE ENTITLEMENTS

Qualifying exigencies may arise when the employee’s spouse, son, daughter, or parent who is a
member of the Armed Forces (including the National Guard and Reserves) and who is on
covered active duty or has been notified of an impending call or order to covered active duty.

For purposes of qualifying exigency leave, an employee’s son or daughter on covered active duty
refers to a child of any age.

Covered Active Duty

Eligible employees may take FMLA leave for a qualifying exigency while the military member
is on covered active duty, call to covered active duty status, or has been notified of an impending
call or order to covered active duty.

For members of the Regular Armed Forces, covered active duty is duty during deployment of
the member with the Armed Forces to a foreign country.

For members of the Reserve components of the Armed Forces (members of the National Guard
and Reserves), covered active duty is duty during deployment of the member with the Armed
Forces to a foreign country under a call or order to active duty in a contingency operation.

Deployment to a foreign country means deployment to areas outside of the United States, the

District of Columbia, or any Territory or possession of the United States. It also includes
deployment to international waters.

Qualifying Exigency Categories
The Department has identified nine broad categories of qualifying exigencies. If the military
member is on covered active duty, the employee may take FMLA leave for the following

qualifying exigencies:

FS 28M(c)
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Issues arising from the military member’s short notice deployment (i.e., deployment
within seven or less days of notice). For a period of up to seven days from the day the
military member receives notice of deployment, an employee may take qualifying
exigency leave to address any issue that arises from the short-notice deployment.

Attending military events and related activities, such as official ceremonies, programs,
events and informational briefings, or family support or assistance programs sponsored
by the military, military service organizations, or the American Red Cross that are related
to the member’s deployment.

Certain childcare and related activities arising from the military member’s covered
active duty, including arranging for alternative childcare, providing childcare on a non-
routine, urgent, immediate need basis, enrolling in or transferring a child to a new school
or day care facility.

Note: The employee taking FMLA qualifying exigency leave does not need to be related
to the military member’s child. However, (1) the military member must be the parent,
spouse, son or daughter of the employee taking FMLA leave, and (2) the child must be
the child of the military member (including a child to whom the military member stands
in loco parentis).

Certain activities arising from the military member’s covered active duty related to care
of the military member’s parent who is incapable of self-care, such as arranging for
alternative care, providing care on a non-routine, urgent, immediate need basis, admitting
or transferring a parent to a new care facility, and attending certain meetings with staff at
a care facility, such as meetings with hospice or social service providers.

Note: The employee taking FMLA qualifying exigency leave does not need to be related
to the military member’s parent. However, (1) the military member must be the parent,
spouse, son or daughter of the employee taking FMLA leave, and (2) the parent must be
the parent of the military member (including an individual who stood in loco parentis to
the military member when the member was a child).

Making or updating financial and legal arrangements to address a military member’s
absence while on covered active duty, including preparing and executing financial and
healthcare powers of attorney, enrolling in the Defense Enrollment Eligibility Reporting
System (DEERS), or obtaining military identification cards.

Attending counseling for the employee, the military member, or the child of the military
member when the need for that counseling arises from the covered active duty of the
military member and is provided by someone other than a health care provider.

Taking up to 15 calendar days of leave to spend time with a military member who is on
short-term, temporary Rest and Recuperation leave during deployment. The
employee’s leave for this reason must be taken while the military member is on Rest and
Recuperation leave.
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e (Certain post-deployment activities within 90 days of the end of the military member’s
covered active duty, including attending arrival ceremonies, reintegration briefings and
events, and other official ceremonies or programs sponsored by the military, and
addressing issues arising from the death of a military member, including attending the
funeral.

e Any other event that the employee and employer agree is a qualifying exigency.

CERTIFICATION REQUIREMENTS

Employers may require that an employee’s request for qualifying exigency leave be supported by
an appropriate certification. An employer may require that the certification include a copy of the
military member’s active duty orders. However, the employee is only required to provide this
information to the employer once for a military member on a specific deployment.

The employer may also require the employee to submit certification providing the appropriate
facts related to the particular qualifying exigency for which leave is sought. For example, if the
employee is taking leave to meet with an alternate childcare provider or a financial consultant,
the employer may require the employee to provide the contact information of the third party with
whom the employee is meeting. Where an employee seeks leave to spend time with a military
member on Rest and Recuperation leave, the employer may request a copy of the military
member’s Rest and Recuperation orders, or other documentation confirming the dates of the
member’s leave. Employees may use form WH-384 for obtaining qualifying exigency
certification.

The employer may not require second and third opinions or recertification for qualifying
exigency leave. When the leave involves meeting with a third party, an employer may contact
the third party to confirm that the meeting is taking place and the nature of the meeting, but the
employer may not request additional information. An employer also may contact the
Department of Defense to verify a military member’s covered active duty status.

See “The Employee’s Guide to Military Family Leave” and Fact Sheet 28M, The Military
Family Leave Provisions under the FMLA, for more information on the FMLA military family
leave entitlements.

ENFORCEMENT

It is unlawful for any employer to interfere with, restrain, or deny the exercise of or the attempt
to exercise any right provided by the FMLA. It is also unlawful for an employer to discharge or
discriminate against any individual for opposing any practice, or because of involvement in any
proceeding, related to the FMLA. See Fact Sheet 77B: Protections for Individuals under the
FMLA. The Wage and Hour Division is responsible for administering and enforcing the FMLA
for most employees. Most federal and certain congressional employees are also covered by the
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law but are subject to the jurisdiction of the U.S. Office of Personnel Management or Congress.
If you believe that your rights under the FMLA have been violated, you may file a complaint
with the Wage and Hour Division or file a private lawsuit against your employer in court.

For additional information, visit our Wage and Hour Division Website:
http://www.wagehour.dol.gov and/or call our toll-free information and helpline, available 8
a.m. to S p.m. in your time zone, 1-866-4USWAGE (1-866-487-9243).

This publication is for general information and is not to be considered in the same light as
official statements of position contained in the regulations.

For information on the effective date, click here.

U.S. Department of Labor 1-866-4-USWAGE
Frances Perkins Building TTY: 1-866-487-9243
200 Constitution Avenue, NW Contact Us

Washington, DC 20210
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