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IMPORTANT NOTICE-ALL EMPLOYEES

GrandCountywelcomesyou asanemployeelt is our hopethatyour work with GrandCountywill be satisfying
and beneficialto you andto the peopleof GrandCounty: If, at anytime, you haveconcernsor questionsabout
your employmentwe hopethatyou will bring themto the attentionof the HumanResourceirector,the Elected
Official to whomyou reportor, if you work for a Council Departmentyour Council Administratoror Department
Head.lIt is our desirethat your work is satisfyingand productive.Grand County Human ResourceDirector is
available to alGrand Count employees to answer questions and provide assis

This Handbookis providedto you asareferenceguideregardingGrandCounty EmploymentPolicies.Pleaseead
it carefully and refer any questionsregardingthis policy to Grand County Human ResourceDirector. These
policies aswell asthe benefitsprovidedby GrandCountyto its employeesmay be amendedrom time to time
by action of Grand County Council. Grand County Council reserveghe right to amend,alter, or revoke any
policy, practice, benefit, or employment condition, at any time, or for any reason, with or withou

No contractexistsbetweenGrand County andits employeesor any third partieswith respectto salaryranges,
movementwithin salaryranges.employeebenefits,work location, or any other aspectof employment.These
may changeasa resultof salarysurveysjob analysisjob performancegchangesn workload,availability of funds
or changesn GrandCountypolicies.ALL employeesof GrandCountyareconsideredat will" accordingto the
State of Utaland may be terminated at any t with or without notice or cau.

This handbooksupersedesll previouseditionsor copiesof Grand County Employee Policiesand Procedures
Manual,EmployeePolicy Manual,or manualsby any othernameor designatiordealingwith employeematters
in Grand Count.

Exceptfor Grand County Council, no individuals, including departmentheads,the Council Administrator or
ElectedOfficials, will havethe authorityto vary the termsof this handbookor to makeany agreementegarding
employmenwith GrandCounty. Any electedoffice departmentaprocedureshandbook, materialsdirectives,or
policies are voito the extent thethey are in conflict wittGrand Count Employee Handbool.

Page 6 of 81 Grand County Employee Handbook



Grand County Employee Handbook Page 7 of 81



SECTION | ANTRODUCTORY PROVISIONS-ALL EMPLOYEES

GrandCountyis a political subdivisionoperatingunderthe laws of the Stateof Utah and administeringpublic
funds. Thesepoliciesare designedo guide ElectedOfficials, the Council Administrator,and DepartmenHeads
in managingGrand County$ employeesgconsistentwith Grand County$§ obligationto servethe public and be
accountablédor the public $ money. Thesepolicies are also designedio guide employeesn understandinghe
expectations and obligations ttaccompan working forGrand Count.

A. Applicability of Policies and Procedures

Thesepolicies appl to all employees iGrand Count, unless otherwise specifiec a specific policy.

B. Scope of Grand County Employee Policies and Procedures

Grand County Employee Handbookprovidesguidelinesthat apply to all aspectsof employment including
but not limited t«

X

X

Recruiting, selecting, and advancing employ

Employeecompensatioriaking into accountGrand County budgetsand the labor marketwhere Grand
County competes for labc

Training employees, as needanc

Evaluating employee performance and condietaining, and terminating employ..

C. Authority for Policies

GrandCountyCouncil establishe$srandCountypolicieswhich are outlinedin this documentGrandCounty
may alter, amend,or supplementthese policies at any time. Grand County Council must approve any
amendmentsor changesto these policies within this handbook Only Grand County Council, on
recommendatiomf the HumanResourceDirector, canenterinto contracts,agreementsor promisesof any
kind relative to employment witGrand Count.

D. Organizational Levels by Hierarchy

1.

Elected/Appointed Officials

Consistsof seven(7) Grand County Council Membersand Grand County Assessor,Grand County
Attorney, Grand County Clerk/Auditor, Justice Court Judge Grand County Recorder,Grand County
Sherifl, andGrand Count Treasure.

Council Administrator
Reports tcGrand Count Counci.

Department Head:

Reports to the Council Administrator and consists of Airport, Building Inspector, Community
DevelopmentEmergencyMedical ServicesGrandCenter MaintenanceQld Spanishrrail Arena,Public
Library, Road, Sand Flats Recreation Area TriCouncil and Weec Control
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E. Savings Clause

If any provisionof thesepolicieswithin this handbook or the applicationthereof,is found to be in conflict
with any Stateor FederalLaw, the remainderof thesepolicies that are not in conflict with any Stateor
Federal Law shall remain in for:
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SECTION II E2QUAL EMPLOYMENT OPPORTUNITY-ALL EMPLOYEES

A. Non-Discrimination

Grand County is an equal opportunity employer.Grand County complieswith Federal Stateand local non-
discriminationlaws with respecto employmentandprohibitsdiscriminationon the basisof political affiliation,
race,color, national origin, gender,religion, age, disability, pregnancy sexualorientation,genderidentity or
familial status GrandCountycomplieswith all applicabldaws,includingbut notlimited to Title VII of theCivil
Rights Act of 1964 as amendedthe Americanswith Disabilities Act (ADA), the ADA AmendmentsAct
(ADAAA), Geneticlnformation NondiscriminationAct (GINA), the Age Discriminationin EmploymentAct
(ADEA), the Equal Pay Act (EPA), and other applicablelaws relating to non-discriminationin employment.
Employmentdecisionsat Grand County are baseduponthe applicantor e m quaificatibns,sudabilityy
for the job, job referencegincluding currentperformanceof existing GrandCounty employees)andability to
perform the essential functions of the job with or without reasonable accommodation.

B. Nepotism

Grand County complies with Utah Code Ann. 52-3-1to 52 - 3-4 (1953, as amended)regarding the
employmenbf relatives.GrandCountystrivesto avoid favoritismor patronageo relativesin mattersrelated
to job recruitmentselectionjob advancemenr issuingcontractgor servicesNo ElectedOfficial, Council
Administrator or DepartmentHead shall directly supervisea relative, unlessan exceptionis obtainedin
writing as required in this subsecti

For purposesof this subsectiona ¥elative” meansa father, mother, husbandwife, son, daughter sister,
brother,uncle, aunt, nephew,niece,first cousin, mother-in-law,father-in-law, brother-in-law,sister-in-law,
son-in-law,or daughter-in-law.Relative” shallalsoincludethe correspondingtep-motheor father,step-son
or daughter, step-sibling, step-¢, or uncle

Exceptiongo this policy requirethe prior written consenbf the HumanResourcéirectorand GrandCounty
Council for all Grand County employeesAn exceptionmay be grantedif one or more of the following
criteria are me

x The relative will be employed fidwelve (12 weeks or less;

X The relative is the only applicaavailable qualified or eligible for the positic; or

X Therelativeis eligible or qualified to be employedby a departmenbr agencyof the stateor a political
subdivisionof the stateasa resultof his compliancewith civil servicelawsor regulation,or merit system
laws or regulatior; or

x The relative will be compensated from funds designated for vocational ti; or
x The relative is a volunteer as defined by the employment ; or

x The ElectedOfficial or Council Administratordetermineghe public officer is the only personavaiake
or best qualified to perform supervisory functidor the relative

x If becausef marriage promotion,reorganizationor otherreasos, it appearghata conflict with Utah law
or this policy exists, the Human Resource Director, and Grand County Council shall review the matter.
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If it is determinedthat a conflict exists,one of the family membersmustrequesta transferto anotherGrand
Countyposition(if oneexists)or suchotherremedyasdeterminedy the HumanResourceDirectorandGrand
County Council.

C. Sexual Harassment Prohibited

GrandCountydoesnottoleratesexualharassmenn theworkplace.Sexualharassmernit aform of employee
misconducthatinterfereswith workplaceproductivityandwrongfully deprivesemployee®f the opportunity
to work in an environmentfree from a harassingor sexually chargedatmosphereOffendersare subjectto
disciplinary action, up to and including terminat

All employees are responsible for ensuring that the workplace is free from all forms of sexual hai

1. Sexualharassmeneéncompassea wide rangeof behaviors,jncluding sexualattention,sexualadvances,
requests for sexual favors, and other verbal, visual, or physical conduct of a sexua

2. Examples of sexual harassment may incl but are not limited to the followin
a. Implying or threatening adverse employment actions if sexual favors are not ¢
b. Promising preferential treatment in return for sexual fa
c. Subtle pressure for sexual activ
d. Inappropriateaouchingof anyindividuali.e. petting, pinching,hugging,or repeatedrushingagainst
another employe$ body.

e. Offensive remarks, including unwelcome commentsabout appearancepbscenejokes, or other
inappropriate use of sexually explicit or offensive langt

-

The display of sexually suggestive objects or pict
Disparaging remarks about a per§ogender or preference.

s Q@

Spreading stories about a per§posexual conduct or preference.

Questions about a pers§rsexual activity or preference.

j. Physical aggression such as pinching or pa

k. Verbal sexual abuse disguised as hu

I.  Obscene gesturt

m. Horseplay or bantering of a sexual or off-color na

n. Other actions of a sexual nature that affect the terms and conditions of ajeraptoyment.

0. Conduct or comments consistel targeted at only one gender, even if the content is not <

3. GrandCounty considerspromptreportingof harassmento be a condition of your employment.f you
believethat you have experiencedr witnessedsexualharassmentyou mustimmediatelyreport your
concernto your ElectedOfficial, Council Administrator,or Departmentead.If you feel uncomfortable
reporting to your Elected Official, Council Administrator, or DepartmentHead, contactthe Human
Resource Directo

If you reportto your ElectedOfficial, Council Administrator,or DepartmentHead and no action is taken
within areasonable time, it isyour duty to report to the Human Resource Director.

4. GrandCountywill not retaliateagainstany personwho reportssexualharassmenbr participatesn any
investigation of sexual harassme
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5. Grand County will investigateallegationsof sexual harassmenpromptly and thoroughly and if a
violation of this policy is found, will take appropriateactionto remedythe harassmentindividualswho
engage in sexual harassment are subject to disciplinary action, up to and including terr

To assistemployeedn recogniing workplaceharassmentarassmentrainingswill be offered eachyear,
with a requirement that every employee Elected Officia must attend the training once every two ye
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SECTION Il fADMINISTRATION-ALL EMPLOYEES

A. Responsibility for Administration of Policies

GrandCountyCounciladoptsandapprovessrandCounty§ employeepolicies.ElectedOfficials, the Council
Administrator and Department Heads are directly responsiblefor day-to-day managementand the
implementation oGrand Count $ approvedemployer policies in their respective departments and oft

The HumanResourceDirector assistsGrand County Council, ElectedOfficials, the Council Administrator
andDepartmentHeadsin coordinatingthe managemendf GrandCounty$ employeesThe HumanResource
Director$ duties are defined by the current Council-adopted job description and include:

x Administrating and developing job classification and compensation
x Establishing standards and supervising the implementation of an employee performance evalui
x Advertising vacancies, recruiting, and managing the hiring pr¢

X Maintaining allemployer-related record
x Coordinating all employment terminatio

x Developing and presentiremploye: policies toGrand Count Council for adoption and approv
x Interpreting and clarifying adopteemploye: policies in the absence of prior precec

x Implementingany other employmentrelatedactionsrequiredby GrandCounty, State,or Federalrules,
regulations, policies, and procedt; anc

x Advising Elected Officias, Council Administratc andDepartmenHeads as request

B. Employee Records
The Human Resource Director maintains the offiemploye: recorc of eachGrand Count employee

A Grand Count employee$ employment filemay contair
1. Employment applicatics and eligibility certificate
Transcripts of academic preparati

Commendation

Disciplinary action.

Performance evaluatic.

Campensation informatic.

N oo g M w DN

Work history information such as promotions, trars, reassignments, or layo

Medical Records Including the results of drug tests and any document containing other personal
information social securitynumberor birth date,shall be maintainedby the HumanResourceDirectorin a
manner consistent wiiState ancFederal lavs.
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Record Access Grand County considersemployeedlofficial employment recordsto be confidential and

availableonly to the employee§ supervisingElectedOfficial, Council Administratotr or DepartmentHead

with alegitimateneedto accesgheinformation.All reviewsof employeel recordmustoccurin the presence
of the Human Resource Direc.

Employee Access Employeesmay review the contentsof their own employmentfile during businesshours
atthe HumanResourceirector § office in the presenc®f the HumanResourceDirectoror his/herdesignee.
All files are propertyof GrandCounty. Photocopieill be madeby the HumanResourceDirector, with a
written requesfrom the employeeandgivento the employeeonly. A fee may be chargedaccordingto Grand
County Fee Schedule, Ordinance .

Record Retention: All recordsrelatedto GrandCountyemployeesnustbe retainedfor three(3) yearsafter
retirementor death,whicheveris earliest Recordsof medical examinationsrequiredby law, retirement
documentationand records of any environmental exposureto hazardousmaterials are required by
Occupational Safety and Health AdministratiOSHA) to be retained (5 (five) year:, if applicablc.

C. Employment Verification Requests

Occasionallycurrent or former employeesask Grand County to provide verification of employmentto
potentialemployersor lenders All requestdor verification shall be referredto the HumanResourceDirector
who shall provide only the following informatic

1. Theemployee$ name

2. Positions held by the employ
3. Dates of employme
4

Salar

Although the compensatiompaid to GrandCounty employeess public information, it is not GrandCounty$
practice routinely to supply such information in response to reference res

An employeerequestingcompensatiomformationbe releasedo a lenderor otherentity mustprovide Grand
County with a writter and signe reques

D. Letters of Recommendation

No ElectedOfficial, the Council Administratot or Departmenteadshall providea letter of recommendation
in regardto employmenton official GrandCounty letterheador any letter which purportsto be an official
letter of recommendatioror conductreferencingthe employmentof any pastor presentGrand County
employeeunlessthe letter hasbeenreviewedand approvedoy the HumanResourceDirector. Signedcopies
of any approvedetter of recommendatior employmenthall be providedto the HumanResourceDirector
and placed in the employ&file.

Those who violate this policy shall be personally responsible for any liability created by such
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SECTION IV #POSITION MANAGEMENT-ALL EMPLOYEES

A. Position Allocation

Grand County Council must approvethe creationor significant alterationof any existing Grand County
position ElectedOfficials, Council Administrator and DepartmenHeadsmusttakethefollowing stepswhen
establishing new positiol.

1. Submit a new or revised job description for position to the Human Resource Director for rev

2. Verify that the positioris assigne to an appropriate |y grade and step by the Human Resource Dirt

Upon completion of the above, the Human Resource Director

1. Obtain confirmationthat sufficient funds are budgetedto fund the position throughthe currentbudget
year; anc

2. Uponverification of funds,makea recommendatiomo approveor denythe creationof the new position
to Grand Count Council; ant

3. If the creation of the position is approvedby Grand County Council, comply with the applicable
recruitment and advertisi requirements of Section Hiring for New and Vacant Positions.

A Significant alteration” of any existing Grand County position entaik a pay gradechangeand/or major
change to the existing job descript.

B. Job Descriptions

All GrandCounty positionsmusthavea written job descriptionoriginally reviewedby the HumanResource
Directorandapprovedby GrandCountyCouncilthat setsforth eachposition$ dutiesandresponsibilitiesTo
createa new job description,Elected Officials, or the Council Administrator and DepartmentHead must
provide a detailedlist of each position§ duties and responsibilitiesto the Human ResourceDirector for
review andplacemenin standardorm. ElectedOfficials, the Council Administratorand DepartmentHeads
may useinterviews,written questionnairesand othermeango determinesachposition§ dutiesasaccurately
as possiblt

Onceajob descriptionis reviewedandacceptedy the HumanResourceirectorfor a particularposition,the
descriptionis usedto classify the position and its pay rate The job descriptionwill then be presentedo
Council for final approval.Only at this time will recruitmentbegin andthe job descriptionbe used (a) to
determinewhetherapplicantsfor the position meetminimum requirements{b) to describethe positionin
advertisingandrecruitingfor vacanciesand(c) to orientnewly hired or promotedemployeego the dutiesof
the positior

All Grand County employeeswill be assigneddutiesas setforth in the approvedjob descriptionfor their
positionandmustbeableto meetthe requirementgor performingthe essentiatiutiesof the positionto which
theyareassignedvith or without reasonableccommodationAssignmentsnay be madeto anemployeehat
arenot specificallyidentified in the job description but which arein keepingwith the generalresponsibility
and guidelines of the positic Additional compensation will not be given for such added d
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C. Position Compensation

GrandCountyCouncildeterminesompensatiomevelsfor all ElectedOfficials following a public hearingas
per Statelaw. GrandCounty Council alsoapprovesompensatiofevelsfor positionsaccordingto a stepand
grade chart maintainedby the Human ResourceDirector. The Human ResourceDirector comparatively
evaluatesa setof commonfactorsandassignseachGrandCountypositiona stepandgradeclassificationthat
encompasses a specific salary ra

Thecompensatiofior employeess setaccordingto eachposition§ classificationon the stepandgradechart.
No compensationwill be approvedfor any individual hired to fill a position unlessthe compensation
conformsto the approvedclassificationand compensatiorplan. All employeeswill be hired at the entry
compensation level and will progress through the salary range based upon perfc

Note an applicantwith eight (8) yearsor more of servicewith otheremployersdirectly relevantto Grand
County$§ job position may receivea one (1) stepincreaseor equity adjustmentfor eacheight (8) years.
(Resolutior#291¢)

D. Reclassification

If aposition§ dutiesandresponsibilitieschangesignificantly, the HumanResourceDirector will re-evaluate
the positionto determingf it shouldbe reclassifiedon the stepandgradechart.Reclassifyinga positionto a

differentstepandpaygradewill notgenerallyresultin adecreas¢o anincumbentemployee§ pay.Normally,

the position$ pay will be adjustedto a stepwithin the new pay rangeequalto, or above,the employee§

currentsalary.Only whena position$ gradeis adjustedduringthereclassificatiorwill GrandCountyCouncil

needto approvethe change.Step adjustmentsnust be determinedby the Human ResourceDirector and

approvedy the ElectedOfficial, or the Council Administratorand DepartmentHeads with a verification of

available funds within the budg

Reclassificationof an existing position may also occur due to office reorganizationthat resultsin the
eliminationof currentpositionsor the establishmendf new positions Whenan existingpositioniseliminated,
GrandCountymay, at its discretion,implementany of the following optionsdependinguponthe availability
of alternative position

1. Employeeccupyingeliminatedpositionsmaybereassignear transferredo open,existing comparable
positions at the same step and pay g

2. Employeesccupyingeliminatedpositionsmay be reassignedo an availablepositionthat the employee
previouslyheld beforeoccupyingthe eliminatedposition.In sucha case jf the employee$ compensation
in the eliminatedpositionis greaterthanthe maximumpay allowed on the stepand gradechartfor the
previously held position, the employeemay be paid the maximum pay gradespecifiedon the stepand
grade chart for the previously held positi

3. If nocomparabler previouslyheld positionis open an employeeoccupyingan eliminatedpositionmay
applyfor otheropenpositionsfor which the employeds qualified at the stepandpay gradeappropriatgo
the positior

4. If no such positio is available, themploye: § employmer will be terminate.
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E. Promotion
Amended: 12/12/2008 Resolution#:2859

It is the policy of GrandCountyto fosterthe advancementf its employeeslt is Grand County$ goal to
ensuremaximumopportunityfor promotionfrom within, consistentwith the commitmentto Grand County
needsandexcellenceand equalopportunity.Upon receivinga promoion, the employeeshall receivea new
job description,and if applicablereceiveanincreasein compensatiorasa resultof a higherstepor grade
classificatior

For the purposeof this policy statementa promotionis definedasadvancemenb a differentpositionwithin
the department/officewhich hasincreasedresponsibilitiesand classificationto a higher wage grade. All
GrandCountyemployeesvho havesuccessfullycompletedhe introductoryperiodspecifiedby conditionsof
employmentin this policy, who are qualified for the position and who expresstheir interestin an open
position in writing are eligible to be consideredfor promotion. Exceptionsto promotion prior to the
completion of the introductory period shall be approved by the Council Administrator for Council
Department®r the applicableElectedOfficial basedon a legitimatedepartmenheed.The Human Resource
Director mustbe consultedto ensurethatthe exceptionis in compliancewith policy andany applicablerules
or regulation:

1. Proces:
Whenjob or promotionopportunitiesare announcedinternal candidatesnay be solicitedin any of the
following ways

a. Employee application: Employeesmay submit requeststo be consideredfor new positions to
HumanResourcesln suchrequestsurrentemployeesnustdocumenttheir motivation experience,
ability, and skill: required ti fill the open positio.

b. Managerial recommendation Elected Officials or the Council Administrabr and Department
Headsmay suggest employees for open posii, with the employe $ approve.

c. Surveysof Human Resources Employeeinventoriesmay be utilized to identify employeeswith
skills, potential, and the desire for promoti

2. Criteria for Selectior
The ElectedOfficial, or Council Administratorand DepartmentHeadto whomthe employeewill report
has ultimate responsibility for reviewing employee promotion candidates.No promotions will be
completedwithout the consentof the Human ResourceDirector and the approval of the Council
Administratoror the applicableElectedOfficial. The HumanResourceéirectorwill ensureghatemployee
selectionis basedon clear objectivesand nondiscriminatorystandardsvhich may include, but are not
limited to, the following

a. Pastperformance including performance appraisals, corrective action, and attendanct.

b. The employee's ability to perform essential job funci with or without reasonable accommoda.
c. Qualifications including former experience or educa

d. Elected Officia, Council Administratc, or Department He: recommendation

e

Promotion interviews may be used as deemedappropriateby Elected Officials, the Council
Administrato, or Department Head a must b acceptel by Human Resource Direc.

To promote internal mobility, external advertisementmay be waived with the approval of the Human
Resource Director.
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SECTION V HIRING FOR NEW AND VACANT POSITIONS-ALL EMPLOYEES

A. Vacancies
Amended: 02/17/2009 Resolution#:2877

B.

Whena new or existing positionbecomespen the ElectedOfficial, Council Administrator or Department
Head over the position will notify the Human ResourceDirector of the needto fill the vacancy.After
confirming that the job description, minimum qualifications and required knowledge and skills are
appropriateandthatthe Clerk/Auditor hasverified thatfundsareavailableto supportthe position,the Human
Resource Director will begin the recruitment proc

1.

Internal Recruitment

Any Grand County employeemay apply for an openposition by filing an applicationwith the Human
ResourceDirector. The internal recruitmentperiod shall be at leastfive (5) businessdays. After the
internalrecruitmentperiodclosesthe applicableElectedOfficial, Council Administratotr or Department
Head and the Human ResourceDirector may interview qualified applicants.Nothing in thesepolicies
shall prohibit the Elected Official, Council Administrator or DepartmentHead from including other
individualsin the interview panel. The ElectedOfficial, the Council Administrator or the Department
Head,with the adviceof the HumanResourceDirector, may also electto refer the positionto external
recruitment In such a case,qualified internal applicantswill be consideredwith all other external
recruitment applicants. The internal recruitment period may run simultaneouslywith the external
recruitmen period

a. Any employeeacceptinga position in anotherdepartment/officethrough the internal recruitment
process will be subject totwelve (12) month introductor period in the new positic

b. Accrued sick leave will transfer with the employee to the new department;

c. Yearsof serviceto Grand County will not be interruptedby acceptinga new position in another
department/office withiiGrand Count.

d. Compensatornandvacationtime accruedby any employeewill be paid out on the lastcheckbefore
the transition to another department/off

External Recruitment

GrandCountymay advertiseor postthe vacancyin accordancéo thesePolicies.The externalrecruitment
period shall be a minimum of ten (10) businessdays. Exceptfor public safety positions,all interested
applicantsmust file their applicationsas directed by the Human ResourceDirector. Public safety
applicationamaybefiled directly with the Sheriff'sOffice. All qualified applicationswill beforwardedto

the applicableElectedOfficial, Council Administratot or Departmenteadto decidewhich applicantdo

interview

Interviews

After the HumanResourceDirector hascollectedall submittedapplications the Human ResourceDirector
will review andforward the applicationsrepresering thosestaing they havethe qualificationsrequestedn
the job descriptionto the Elected Official, Council Administrator or DepartmentHead An interview
schedulewill then be coordinatedwith the cooperationof the Human ResourceDirector. The applicable
ElectedOfficial, Council Administratoror Departmentead(or a designatedepresentativeyill conductthe
interviews and mayinclude othe relevaniparticipantsas well.
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C. Evaluating the Applicants

After completihg the interviews,applicantswill be evaluatedoy thosewho conductedhe interview, basng
their decisio upor the applicant fqualification« and interview respons:

D. Roster of Applicants

The applicableElectedOfficial, Council Administrator or Departmenteadwill choosefrom amongthetop
one,two, or threeapplicantson the rosterto fill the position.Prior to extendingan offer to a candidatethe
HumanResourceDirector may checkreferencesthenuponextending an offer and receivingan acceptance
from the candidate the HumanResourceDirector, or in the caseof a Public Safetyposition, the Sheriff §
Office, may conductan applicablebackgroundcheck. If the selectedapplicantdeclinesthe position or is
otherwisewithdrawn from considerationthe ElectedOfficial, Council Administrator or DepartmentHead
may selectfrom the remainingtop applicantsuntil the positionis filled. The HumanResourceDirector will
retainthe rosterfor twentyfour (24) monthsafterthe positionis filled in the eventa similar vacancyoccurs
within the department.If such a vacancydoes occur, the Elected Official, Council Administrator or
DepartmentHHeadmay electto fill the positionfrom the existingrosteror to reactivatethe recruitingprocess.
Rosters expirafter twent-four (24° month..

E. Notification of Candidates

Oncea vacancyhasbeenfilled by an applicantwho hasacceptedhe position and completedthe pre-hire
requirements with acceptable res, the Human Resource Direc will notify applicants wh

x Did not participate ittheinterview process by letter or

x Did participate in te interview proces via phone aniby lette

F. Recruiting of Public Safety Employees

Public safety applicantsmay file their applicationsdirectly with the Sheriff's Office at suchtime as the
application process is advertis

The Sheriff may usecontinuousrecruitmentfor public safetypositionswhenthereis a reasonaby anticipated
needto fill multiple positionsover an extendedperiod of time. Under continuousrecruitment,the Sheriff's
Office may accept applications for public safety positions at any

In additionto standardequirement$or GrandCountyemploymentpublic safetyemployeesnustpassa skill
testand be able to meetstatelicensingrequirementdor public safetyofficers. Public Safetyrostersexpire
aftertwenty-four (24)months unles extended by the Sheriff's Offit

G. Hiring - Personnel Action Form Required

Upon selectionof an applicant,the HumanResourceDirector will discussthe salaryand start dates of the
candidatewith the ElectedOfficial, Council Administrator or DepartmentHead and will then createand
forward the Persomel Action Form (PAF) to the Elected Official, Council Administrator or Department
Headfor signaturesThe employeeshall not reportfor work and shall not be officially employedby Grand
Countyuntil the HumanResourceDirector hasreceivedthe signedPersomnel Action Form and receivedall
otherfederally required new hire documenta.
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SECTION VI i EMPLOYMENT STATUS-ALL EMPLOYEES

A. Employment Positions

It is the intent of Grand County to clarify the definitions of employmentclassificationsso that employees
understandtheir employment status and benefits eligibility. These classifications do not guarantee
employmentfor any specified period of time. Both the employeeand Grand County have the right to
terminate the employment relationship at, at any tim, with or without notice or caus

Eachpositionis designateds either nonexemptor exemptunderfederaland statewage and hour laws.
Non-exemptpositionsare entitled to overtime pay underthe specific provisionsof federaland statelaws.
Exemptpositionsareexcludedrom specificprovisionsof federalandstatewageandhourlaws. A position$§
non-exemptor exemptclassificationwill be changednly by the HumanResourceDirector andthe approval
of Grand Count Council

Eachjob descriptionshall statewhetherthe positionis a full time, parttime, regular,seasonalgr elected and
if applicable, grant funde

1. Regular Full Time Positions
Employeesholding regularfull time positions,i.e., thosewho arenot in a seasonaktatus who work a
regularfull time scheduleof forty (40) hoursper week or for Public Safetywork 80 hours every two
week: are eligible foiGrand Count § benefits package.

2. Regular Part Time Positions
Employeesvho arenotin a seasonastatus andregularlywork lessthanforty (40) hoursperweek.Part
time employeegeceiveall legally mandatedenefits(suchas Social Security Worker § Compensation
Insuranc and unemployme) but are not eligible foGrand Count § benefits package

B. Other Funded Positions

The Human ResourceDirector, in coordinationwith the Clerk/Auditor and the cooperationof the Elected
Official, Council Administratoror DepartmentHead, shall determinewhich positionsare funded by grant
monies, including alternate funding sour

1. Grant Funded
A full time grantemployeewho occupiesa positionwhich is more thanfifty percent(50%) fundedby
grant moniesthat are anticipatedto continuefor more thantwo (2) yearswill be eligible for Grand
County benefits jackag,, unless dictated differently within the gr.

2. Enterprise Funded
A full time employeewho occupiesa positionwhich is fundedsolely by an enterprisefund (as statedin
Grand County Financial Statementsyvhosepositionis regularly scheduledo work 32 to 39 hoursper
week will be eligible foiGrand Count benefits packag
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C. Positions Excluded from FLSA Coverage

GrandCounty Council, with the recommendationf the HumanResourceDirector, will determinewhathiring,
recruitmentcompensatiomndbenefitpoliciesapply to positionsexcludedfrom coverageunderthe Fair Labor
Standards Act (FLSA) including what compensation and benefit policies apply to all Elected Officials.

Employeesxcludedfrom coverageunderthe FLSA may be terminatedfrom their employmentwith Grand
County at any time with or without notice or cause.Similarly, they may terminatetheir employmentwith
Grand Count at any time with or without notice or cat

Individuals excluded from coverage under the FL

x Hold a public elected office, for examiGrand Count Council members;

x Are selectedby the holder of suchan office to be a memberof his or her personalstaff, including duly

appointedchief deputieswho would dischargethe duties of the electedGrand County official in his/her
absence; or

x Are appointed by an officeholder to serve on a policymaking lev

x Are animmediateadviserto an officeholderwith respecto the legal powersof his/heroffice, including

personshired by Grand County Council or one of its committeesto conduct a special inquiry,
investigation or examinatic

Although the benefitsand compensatiorpaid to the listed FLSA excludedemployeesmay correspondo
thosepaid to full time regularemployeesGrandCountyis not requiredto do so andthe benefitsprovided
may be changed or rescindedGrand Count Council at any time for any reason without no

D. Emergency and Seasonal Positions

Emergencyand seasonalemployeesare those who are hired as interim replacementsto temporarily
supplementhe work force, or to assistin the completionof a specific project. Employmentbeyondany
initially statedperiod doesnot in any way imply a changein employmentstatus.Emergencyand seasonal
employeesetainthat statusunlessanduntil notified of a change All emergencyandseasonatémployeesare
at-will employeesmeaningthat both the employeeand Grand County may terminatethe employment
relationshipat anytime with or without noticeor causeWhile emergencyndseasonatémployees receiveall
legally mandatedbenefits (such as workers compensatiorinsurance unemploymentand Social Secuity),
they are ineligible for Grand County$§ benefitsprograms unlessthe employeebecomeseligible underthe
Healthcare Reform A of 2008, which then are only eligible for health insurance (not pe..

Emergencyandseasonapositionsmay befilled on a provisionalbasis;howeverarenotto work full time (40
hours)or more for more than 120 day$960 hoursper taxableyear. All emergencyand seasonapositions
mustbe accountablavithin the departmen$ budget.If it is not, thenthe positionmustbe approvedby Grand
County Council prior to recruitmer

In regardto recruitmentemergencypositionsneednot go throughthe recruitmentprocesshoweverseasonal
positions must follow alrecruitmenisteps
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E.

Introductory Period
Amended: 12/12/2008 Resolution#:2859

In Utah Code 67-19-3, the term probationarystatusis usedto mean ¥eriod of time determinedby the
departmenthat an employeeservesin a careerserviceposition as part of the hiring processbefore career
servicestatusis grantedto the employee. GrandCountywill referto this periodof time asan introductory
statu: throughouthis handboo.

Final appointmento all full or parttime regularpositions,includingfull or parttime regulargrantpositions,
is contingentupona satisfactoryevaluationof the employeeoverthe twelve (12) monthintroductoryperiod
by theirElected Officia, Council Administrator or Department He.

In addition, employeeswho changepositionsto anotherdepartmentwithin Grand County must complete
anothe twelve (12) montlintroductor period in the new positic

During the introductory period, the appropriateElectedOfficial, the Council Administratoror Department
Head shall monitor the employeeandreview any areasof concernthat arise.Neitherthe introductorystatus
nor the satisfactorycompletion of the introductory period is intendedto createor imply a guaranteeof
employmentfor any specified period of time. Both the employeeand Grand County may terminatethe
employment relationship at any time with or without notice or ¢

. Volunteers

Amended: 03/17/2009 Resolution#:2884

Volunteers are considered government employees for certain purposes as set forth in Utah Code Ann. 67-20-3.

Volunteers shall complete a registration packet which contains the required information for Workers
Compensatiorreporting and meetsthe requirementsof the specific volunteer program and the Human
ResourceDepartmentCompletedoriginals of this packetshall be receivedand maintainedby the Human
Resource Departme

A volunteermay not donateany serviceto a Grand County departmenunlessthe volunteer§ servicesare
approvedby the Council Administratoror the applicableElectedOfficial or anauthorizedrepresentativeand
the Human Resource Director, as set forth in Utah Code 67-20-¢

Certainvolunteerpositionsmay requirebackgrouncchecksinto criminal anddriving history and/orproof of
licensureor certificationif a volunteerwill be using any type of machinery,driving a vehicle (excluding
commutingto andfrom home) or working in a potentially hazardoussituation. This will be directedby the
Human Resource Direct

GrandCountyemployeesvho supervisevolunteersshouldprovidecleardirection,in writing if necessaryas
to the requirements and duration of any services dol

All volunteersand their datesandtimes of donatedservicefor Grand County shall be recordedon forms
includedin the Volunteer Packet. Theserecordsshall be filed and maintainedwith the Human Resource
Director
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All volunteers shall be subject to Grand County$ drug free workplace policy and will sign the
AcknowledgemenRegardingGrand County$ Drug Free WorkplacePolicy. Thosevolunteerswho will be
usinganytype of machinerydriving a GrandCountyvehicle,or working in a potentiallyhazardousituation
will be submitted for a p-volunteerdrug tes! This will be directed by the Human Resource Dire

Volunteersmay be removedfrom Grand County volunteerserviceat any time and for any reasonwith or
without notice

1. Volunteerserviceexperiencemay be consideredvhen determiningthe minimum qualificationsfor an
employment position witGrand Count.

2. A Grand Count employee st not be avolunteer within his or her own departmi

3. A GrandCounty employeemay volunteerfor anotherGrand County departmenprovidedthe following
provisions apply

a. Theservicesareentirelyvoluntary,with no coercionby a GrandCountyrepresentativajo promiseof
advancement made, and no penalty for not voluntee

b. The activities are predominantly for the emplogeawvn benefit,

c. The employeevolunteerdoesnot replacean employeeor impair the employmentopportunitiesof
others by performing work which would otherwise be performed by regular empl

d. The employee volunteer serves without contemplation o

e. Theactivity doesnot take placeduring the employee§ regularworking hoursor schedulecvertime
hours,

f. The volunteer time is insubstantial in relation to the empl&yesgular work hours,
g. The employee receives no compensation for the volunteer assignme
h. The assigment does not involve the same type of service that the employee is employed to
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SECTION VII - COMPENSATION-ALL EMPLOYEES
Amended: 08/05/2008 Resolution#:2840

A. Compensation Philosophy

Grand County Council sets with the recommendatiorof the Human ResourceDirector, and approvesall

compensatiorpaid to Grand County employees.Grand County employeesare compensategursuantto a
compensatiorstep and grade plan basedupon similarity of duties performedand responsibilitiesassumed.
Throughthe stepandgradeplan, GrandCountystrivesto compensat@ositionsin the sameclassbasediponthe
qualificationsrequiredandthe responsibilityanddifficulty of the work. GrandCountyseekgo maintaina high

quality public work force by consideringhe comparativepay andbenefitsneededo competen the labomarket
and to stay in proper alignmentwith other similar governmentalunits. Grand County Council makesall

compensatiordecisionsconsistentwith the public trust inherentin administeringGrand County budget.The
compensation plan is devel oped by the Human Resource Director and approved by Grand County Council.

Grand Count Council may alter pay rates or compensation methods at any time at its dis

B. Initial Grade and Step Assignment

Employeedicompensations determinedby the gradeassociatedvith the job position and stepassignment
within the grade. Typically, new employeesare placed at the beginning step of the appropriategrade
however, exceptions may occ

x If an employee cannot be recruited for the position at the beginning ¢

x If theemployeeexceedghe minimum qualificationsandis expectedo performat a level equalto thatof
other individuals paid at a higher st

X Has previousrelated experience Employeeshired with eight (8) yearsor more of servicewith other
employerddirectly relevantto the job positiongenerallywill receivea one (1) stepincreaseor eachunit
of eight (8) year (Resolution #291t.

x Orif anexistingemployeeto considereveryfour (4) yearsof servicewill generallyreceivea one(1) step
increas (Resolutiol #2916.

C. Changes in Compensation
An employee§ compensatic can change in the following wa

1. Cost ofLiving Adjustment (COLA) Increase
Grand County Council may at its discretiongrant a generalcompensatiorincreaseto Grand County
employeedo reflect markettrendsand changesn costof living. Suchincreasegake effect on the date
determined byxGrand Count Council

2. Performance Increase
Performanceincreasesmay be awardedto employeesbasedon evaluation criteria establishedand
includedwithin thesepolicies (SectionVIl, ltem J). Performancencreasesre subjectto the position'$
pay gradescale.Oncean employeehasreachedthe top stepof a position$ grade,the employeeis no
longer eligible for further performance increas
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3. Reclassificatior/Promotion/Demotion
Employeedicompensationmay changein connectionwith a promotion,demotion,or reclassificationof
the position

GrandCounty Council mustapproveall Costof Living IncreasegndReclassificationPromotion/Demotion
Gradeadjustmentdeforethey take effect. The Clerk/Auditor mustverify fundsare available.Performance
evaluation(Milestoneor Exemplary increasesareapprovedy the ElectedOfficial or Council Administrator
with the agreement of the Human Resource Dir, or if applicable, the Performance Review Comm.

D. Compensatory Time Off

It is the policy of GrandCountyto discourageElectedOfficials, the Council Administratorand Department
Headsfrom having employeeswork overtime exceptin circumstancesvhere overtime is necessaryto
completeanimportanttaskor assignmentAll overtimemustbe approvedoy ElectedOfficials or the Council
Administratorand DepartmentHeadsin advance GrandCountycomplieswith the Fair Labor Standard#\ct
(FLSA) regardingminimum wage and overtime compensationUnlessotherwisespecified, Grand County
compensatethoseemployeescoveredby the FLSA who are non-exemptfrom its provisionsby awarding
compensatorytime off in lieu of monetaryovertime compensatiorat a rate of one and one-halfhours of
compensatoryime for eachhour of overtimeworked.Overtime,accordingto the Utah Departmenbf Labor,
consists of any hours worked in excess of forty (40) hours per

An employeewith accruedcompensatoryime may take time off to usethe compensatorgime within a
reasonablgeriodafter makinga requestso long asthe time off is not unduly disruptiveto the operationsof
the employeeh departmentffice. Grand County encourageemployeedo usecompensatoryime within a
reasonableéimeframe after accruingit, preferaby within the samepay period Accruedcompensatoryime
mustalwaysbe usedbeforeusing accruedvacationtime. In orderto keepaccruedcompensatoryime to a
minimum, the employeemay be directedto useaccruedcompensatoryime at the discretionof GrandCounty
(i.e. without a request by ttemployee)

The maximumamountof compensatoryime an employeemay accrueis twenty-four(24) hours.Employees
who have accrue twenty-four (24) hoursof compensatoryime will be paid for any additional overtime
workedat the rate of one and one-half times their regular hourly rate for each hour of overtime

Upon terminatbn of employmentfor any reason employeesvho have unusedaccruedcompensatortime
will be paid fortheirunused compensatory ti at their regular hourly rate for each h.
E. Overtime Pay For Public Safety

In lieu of compensatoryime off, GrandCounty may electto pay Public Safety(Sworn Officers) employes
overtimepay at oneandone-halftimestheir regularhourly ratefor eachhourof overtimeworkedin excesof
eighty 80) hours in a tw«(2) week work perioc

F. FLSA Exempt Employees

SomeGrandCounty employeesare not coveredby the FLSA (Fair Labor StandardsAct). Theseemployees
include ElectedOfficials, policy-makingappointeesand legal advisers who are exemptfrom the FLSA §
minimum wage and overtime requireme
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Other FLSA exempt employeesinclude certain executive, administrative,and professionalemployees
including supervisoranddepartmenheadsvho meetthe salaryanddutiestestsestablishedby the FLSA that
determineexemptstatus.Grand County Council determinesafter being reviewed and concurredon by the
Human Resource Director, which positions to characterize as exempt from the

FLSA exemptpositionsarecompensatedn a salarybasisanddo not accruecompensatoryime for overtime
hours worked. Employeesin exempt positions shall be assignedreasonablework schedulesto meet
departmenneedsand are expectedo assistwith coverageof their departmentsThe work of employeesn
exemptpositionsis not measuredsolely by hoursworked Employeesin exemptpositionsare expectedto
work the hoursnecessaryo completeassignment®n a schedulethat satisfiesthe requirementsf the job
position.In somecaseghis may requireexemptemployeedo work morethaneight(8) hoursin a day, forty
(4Q) hours in a work week and/or on weeke

G. Payroll Procedures

All GrandCountyemployeesith the exceptionof ElectedOfficials arerequiredto completea GrandCounty
time card. Time cardsare due by 8:30 a.m. on the Monday following the end of the pay period exceptfor
Mondayholidays,whentimesheetarethendueby 5:00 pm the previousFriday, if applicable Paydaysarebi
-weekly, every other Friday. The provision of paychecksby Grand County on an earlier date is at the
discretion of the Clerk/Auditor and will not constitute a waiver of the official pa

Non-exemptfull or parttime employeesshallrecord ACTUAL hoursworkedwith exactstarttimes, exact
endtimesandexactlunch periodson a GrandCountytime card.Non-exempemployeesvho accruevacation
andsick leavearerequiredto useany accruedeave (compensatoryyacationor sick) for hoursnot worked
during theforty (4C) hour work wee.

At notime shouldanemployeeberequestedby a supervisorto removeor notlist hourson their time cardthat
have beenworked. If it is found this has occurred,the supervisorwill face disciplinary action and the
employee will be paid for any hours worked but removed or not listed on their tim

Exemptemployeesshall not be requiredto recordstartand endtimes but shall recordthe numberof hours
workedon eachday. Exemptemployeesvho accruevacationandsick leavearerequiredto useany accrued
leavefor full or partial day absencesn a pay periodin which lessthan 80 (eighty) hoursare worked in
accordance with the FLS. Exempt employees are expected to notify their supervisors of work sch

Employeesandsupervisorshall sign all time cardsattestingto the accuracyof all informationon timecards
before a paycheck is issu

H. Termination Pay

Employeesvho voluntarily leave(resignor retire) GrandCountyservicewill be paidthe wagesduethemon
the next regularly scheduled | perioc.

Involuntary terminationswill be paid within the requirementf the Stateof Utah. Grand Countywill also
payterminatingemployeedor accruedvacationtime andcompensatoryime thatmay be due.However,if an
employeeowesfor gym membershipdues,Grand County damagefraud, or insurancethe amountmay be
deducted from this final check as allowable by
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All terminating employees will receive their final compensation in paper checlt

Retiring (receivingretirementbenefitsfrom URS) full time employeewill be paid 6 or 25% of accruedsick
leave at their currentrate of pay at retirement All other employeeserminatingemploymentwith Grand
County shall not be paid fiaccruer unused sick leav

[. On-Call (Duty) / Call-Out (Duty)
Amended: 02/06/2008 Resolution#:2812

Grand County recognizesthat it may be necessaryfor various departmentgdo require employeesto be
availableonanon-callbasis It is GrandCounty$ generalpolicy thaton-callassignmentshouldbefor public
safety and emergency purposes and kept to a mini

1. Definitions

On-Call (Duty): Non-exemptemployeeswho are requiredby their supervisorto respondto a cell phone,
pagerradioor landlinephoneto bereachedvhile notatwork, within a specifiedperiodof time areconsidered
to be on-call. On-call duty is necessaryo dealwith after-hoursituationsand emergenciegasthe department
requires.Typically, on-callduty is scheduledvith the employeen advanceandwhenscheduledo be on-call

the employee will be ready, willing and able to work.

Call-Out (Duty): Non-exempemployeesvho havebeenassignedo on-callduty; who haveworkedaregular
usualshift andare called backto the work site for duty by their supervisor or arecalledin earlierthantheir
regularusualshift, havebeencalled-outto duty. For the purposef this policy, call-out duty shall havethe
same meaning as called-out duty.

2. On-Call Duty

Non-exempemployeeof departmentsnay be designatedo be on- call for ‘fterhours” emergenciesThese
employeesvill beon-callasscheduledy their supervisorDuring thetime employeesvill beon-calltheywill
be requiredto be availableby cell phone pager,radio or landline phoneandmustremainwithin a thirty (30)
minuteresponsgime to their departmentS I0ffice employeeschediuledo bdon-callimustbe vailabke
and respondimmediatelywhen called-outto duty. On-call employeeswill receivecompensatiorof one (1)
extra hour of straighttime rate for eachday they are on-call. Hours in on-call statusare not included for
determininghoursworked for overtime eligibility (with the exceptionof hoursfor which the employeeis
cdled-out).

EmergencyMedical ResponséEMS) employeesare requiredto be on-callin twelve (12) hour shifts. EMS
employeesnustbe availableby cell phone,pager,radio or landlinephoneandmustremainwithin afive (5)
minuteresponsdime to the EMS Departmentduring the twelve (12) hour on-call shift. EMS employeeswill
receiveone (1) hourof straighttime ratefor everytwelve (12) hour shift theyareon-call aswell asanyhours
worked while called out.

3. Call-Out Duty

Non-exempemployeeswith theexceptionof EMS employeescalledto work outsidetheir regularshift while
on-call shallreceivetheir on-call pay plustwo (2) hoursminimum call-out pay at the rate of oneandone-half
(1.5) timestheir straight-timerate. An employeewith the exceptionof EMS employeeswho is not on-call
andis called-outto provide additionalassistancéo on-call employeedor an after-houremergencyshall be
paidon the basisof two (2) hoursminimumcall-outpayattherateof oneandone-half(1.5) timestheirstraight
timerate.

Grand County Employee Handbook Page 27 of 81



If anEMS employeds called-out,in additionto on-callpay, theemployeewill receiveone(1) hourminimum
cal-out pay at their sraight timerate.

Extensionsof an e megular shiftontiguoudto thee o mormal shiftpdo @ot fall lunderthis o
policy andwill be compensatedndernormalGrandCountypolicy. Compensatioshall not be paid twice for
the same hours, nor shall the same hours be used twice in the computation of overtime.

J. Performance Reviews
Amended: 1/1/2012 Resolution: 2968

The performanceaeview providesa meansfor discussing planningand reviewing the performanceof each
employee

These performance revie\

X

X

X

X

Help employeesclearly define and understandtheir responsibilities,provide criteria by which their
performance will be evaluat, and suggest ways in which they can improve perform

Identify employees with potential for advancement wiGrand Count.
Help managers distribute and achieve departmental

Provide a basis for awarding compensation based on

Performancereviewsinfluencesalaries promotionsandtransfers,soit is critical that supervisorde honest
and objective in conducting performance reviews and in assigning overall performance

1.

Guidelines/Procedures forReviews and All Merit Increase:

The ElectedOfficials, Council Administratoror DepartmentHeadswill be responsibldor completinga
performanceeview for eachemployee(full time, part time regular seasonahnd grant funded)within
their departmeneveryyear.Thereviewsmustbe completedwithin thirty (30) daysprior to or subsequent
to the dateof the employee$ original dateof hire; or if the employeetook a leaveof absencdor more
than twelve (12) consecutiveweeksat any time during their first three (3) yearsof employment,the
employee§ re-hiredate.To determinghis re-hiredate,the employee§ original hire datewill be extended
by thelengthof time the employeewvason theleaveof absencelf a performanceaeviewis notcompleted
by the Elected Official, Council Administrator or DepartmentHead and provided to the Human
Resource®epartmenwithin this time frame, the employeewill not be eligible for a merit increasethat
year. However,if the completedevaluationis providedafter the allottedtime framefor completion,the
employeemay be eligible the following year for the appropriatemerit increaseif all documentsand
requirement are met at th particula time.

Uponthe completionof thereviewthe ElectedOfficial, Council Administratoror Departmentleadwill submit
thee m completddeviewandsupporéngdoeument§o thesHumanResourcirectorfor final review.
If the requirementdor the Milestonehavebeenmet, the HumanResourceDirector will createa Persomel
Action Form and forward this to the Elected Official, Council Administrator or DepartmentHead for
signatureslf therequirementgor the Exemplaryhavebeenmet,the HumanResourceirector will notify the
ElectedOfficial, Council Administratoror DepartmenHeadof whento attenda review committeemeeting
wherethe committeewill determinaf anincreasas to be awardedIf awardedthe HumanResourcéirector
will createa Persomel Action Form and forward this to the Elected Official, Council Administrator or
Department Head for signatures.

An employee may only receive a one step increase each year they are digible.
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All required Performance Review documents are located on Grand County website.

2. Milestone Merit Increase Eligibility

a. All employeegfull time, parttime regular seasonahndgrant-fundedill beeligible for a Milestone
increase

b. An employeewill be eligible after two (2) full yearsof consecutiveemploymentas statedin the
Guidelines/Procedurdesr Reviewsand All Merit Increase$ above;then every other year on the
anniversaryof their original hire date or their adjustedrehire date, whicheveris applicable.An
employee§ introductory period will be included in this timeline.

c. A completed,signed and dated performancereview must be submittedannually to the Human
Resource Department for each twelve (12) month pe

d. Thecurrentandpreviousyearreviewsmusthavean averageating of ully achieved or higherfor
all performance standar

e. An employeewith anevaluationcontaininganything lessthanan averagerating of ¥ully achieved,
or has disciplinary documentationor a corrective action plan in their employeefile that is not
resolvedwith follow up documentatioroy the ElectedOfficial, Council Administratoror Department
Head and the Human Resource Director during any year is not eligible for a merit i

3. Exemplary Merit Increas¢ Eligibility

a. All employeesexceptfor seasonaffull time, parttime regular and grantfunded)will be eligible for
an Exemplary increase upon completion of the listed requirer

b. An employeewill be eligible after three(3) full yearsof corsecutiveemploymentas statedin the
Guidelines/Procedure®r Reviewsand All Merit Increases above;then every other year on the
anniversaryof their original hire date or their adjustedrehire date, whicheveris applicable.An
employee§ introductory period will be included in this timeline.

c. Theemployeemustcompletean Individual DevelopmentPlan AcknowledgemenEorm, statingthe
employeeis interestedin participatingin the ExemplaryMerit Option. This may be obtainedvia
HumanResourcesr from GrandCountyWebsite With this acknowledgmen@anemployeewill then
completethe Individual DevelopmentPlan (IDP) form, detailing the specific goals the employee
desireso meetthat areaboveandbeyondthe employee§ currentjob descriptionfor the nexttwelve
(12) months, and then submit both forms to their Elected Official, Council Administrator or
Departmenteadwithin thirty (30) daysof receivingtheir prior twelve (12) monthreview. If thisis
notreceivedoy the deadlinethe employeamnayforfeit the opportunityto participatein the Exemplary
program for that particular twelve (12) month timefre

d. The completedperformancereview, acknowledgmentform, Individual DevelopmentPlan (IDP)
(with quarterlyfollow upsandproof of completionof goals),anda CommitteeRequestFormmustbe
submittedannuallyto the Human ResourceDepartmentfor eachyear. All documentatiormust be
received prior to being submitted to iPerformanciReview Committer

e. Thecurrentandpreviousyear reviews mustalso havea rating of “onsistentlyexceeds in at least
50% of all categori¢ and nothing less than fully achieved in any cate.
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f.  An employeewith an evaluationnot havinga rating of ‘onsistentlyexceeds in at least50% of all
categories,has a rating under less than fully achieved,or has disciplinary documentationor a
correctiveactionplanin theiremployefile thatis not resolvedwith follow up documentatiorby the
ElectedOfficials, Council Administrator,or DepartmentHeadsand the Human ResourceDirector
during any year is not eligible for a merit incre

4. Performance Review Committee and Performance Criterie
The PerformanceReview committee membersshall include the Human ResourceDirector, Council
Administrator, four (4) DepartmentHead (which includestwo (2) Elected Officials), and one (1)
employee liaisol

The committeewill meetoncea monthto review, discussandevaluatethe prior m eligiblee o m
documentation submitted for the recommended performance increases.

In order for an employeeto be consideredfor an Exemplary merit increasethe Elected Official, Council
Administrator or Department Head must include documentation that verifies the following:

a. Performanceonsistentlyexceedghe standardrequirementgelevantand directly relatedto the job
position.

b. Measurable performance in terms of time requirements and (

c. Obtainededucationand certification that is above and beyondthe standardrequirementsor the
position

d. Specialcircumstancesr eventsnot usualor predictablethat require performanceaboveandbeyond
essential job dutie:

ElectedOfficials, Council Administratoror DepartmentHeadsshall not participateasa voting membemwhen
the committeeevaluateslocumentatiorior a performancencreasaegardinganemployean their department
or office, or who they directly superviseln regardto Grand County Council Administrator,he/sheshall not
participate in voting when the employee who is eligible for theincrease is adirect report.

If ElectedOfficials, Council Administratoror DepartmentHeadsdo not completeannualreviewsfor each
employeein their departmentgachincompletereview will be documentedn the ElectedOfficials, Council
Administratoror DepartmentHead$§ file. The employeemay also make an appealto the HumanResource
Departmenwithin ten (10) daysof the expirationof thethirty (30) dayfollowing thee m  g@nnivérsarg
date.TheHumanResourcdirectorwill thennotify the ElectedOfficial,Council Administratoror Department
Headthat they havelost the opportunityto conducta review on this particularemployeefor that year. The
Human ResourceDirector will then appointthree (3) other ElectedOfficials andbr DepartmentHeadsto
completethereviewfor theemployeeOncecompletedthereviewwill follow the samestepspreviouslylisted
inthispolicy, except al reviewswill be presented to the Performance Review Committee for afina decision.

With the exceptionof the HumanResourceDirector andthe Council Administrator,the committeemembers
shallrotateannuallysothatall ElectedOfficials and Departmenteadshavethe opportunityto participateas
committeemembersThe HumanResourceDirector shall solicit committeemembersannuallyon a rotating
schedule.

A guorumof voting committeememberanustbe presento vote on recommendationsanda majority of the
committeememberspresentmust vote in favor of the increasefor the requestto be approved.The Human
ResourceDirector will notify the Elected Official, Council Administrator or DepartmentHead of the
C o determnationomwhetherthe increasewill be grantedor deniegland theffjprovidesthe Elected
Officia, Council Administrator or Department Head with documentation of the Committee § decision.
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The Elected Official, Council Administrator or DepartmentHead may appealthe PerformanceReview
C o decisionto deny a performanceincrease¢within ten (10) days of the decisionto tfie Humas
Resource Director.

The HumanResourceDirector will appointthree(3) otherElectedOfficials andbr Departmenteadsfor the
AppealsCommitteewhowill thenmeetwith the ElectedOfficial, Council Administratoror DepartmentHead
to hearthe appeal,review documentationand make a decisionto supportor recommenda changeto the
Performance Review Committee § decision.

The HumanResourceDirector will preparea Persomel Action Form (PAF) documentingany compensation
changespprovedy thecommitteeandsubmitit to the ElectedOfficial, Council Administratoror Department
Head and employee for signatures.

The Human ResourceDirector, in collaboration with the Elected Officials, Council Administrator or
DepartmentHeadsshall conductan evaluationat leastannually of the effectivenesof the review process
program and recommend any changes or updates to the policy to Grand County Council for approval.
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SECTION VIII sBENEFITS-ALL EMPLOYEES

GrandCounty providesa variety of benefitsto eligible GrandCounty employeesAmong the benefitscurrently
offered by Grand County are a retirementprogram, a long-term disability insuranceprogram, health care
insuranceplans,anda deferredincomeinvestmentprogram.The availability of somebenefitsand eligibility of
certainemployeedor benefitsdependsupon numerousfactors,including the natureof an employee§ position
with GrandCounty. Summarief manyof the benefitprogramsofferedby GrandCountyareprovidedhereand
specific details may be found in the SummaryPlan Descriptionsfor the plans or from the Human Resource
Director. In the eventthat the summariesin this handbookconflict with the SummaryPlan Description the
Summary Plan Description will control. Grand County Council may add, alter or eliminate benefits at its
discretion

A. Retirement

In orderto helpits full time regularemployeegplan andpreparefor retirement,GrandCounty participatesn
the public safety and public employmentretirementprogramsof the Utah State RetirementSystem,as
follows:

1.

Public Safety Employee

On behalfof eachpublic safetyemployee GrandCounty contributesa specificamountsetby the State
legislatureto eachpublic safetyemployee$ retirementaccount Rulesgoverningpublic safetyretirement
benefits differ from thosefor other full and part time regular employees Pleasecontactthe Human
Resource Director for details on public safety retirement requiren

Full Time Recular Employees

On behalf of eachfull time regularemployee,Grand County contributesan amountof the employee$
basesalarytowardthe employee$ retirement.Details on the amountscontributedare availablefrom the
Human Resource Directc

Full Time Elected/Aprointed Officials

Onbehalfof eachfull time Elected/Appointedfficial, (GrandCountyAssessorGrandCountyAttorney,
GrandCountyClerk/Auditor, JusticeCourt Judge GrandCountyRecorderGrandCounty Treasurerand
GrandCounty Sheriff) who begirs initial employmenion or after July 1, 2011areeligible underthe Tier
2 RetirementSystem.Thosewho have URS serviceprior to July 1, 2011 are eligible underthe Tier 1
Retirement System if they meet the minimum earnings require

Parttime regularElectedAppointedofficials (Grand County Council Members)who havehad URS service
prior to July 1, 2011 and meetthe minimum earningsrequirementare eligible for coverageunderthe Tier 1

RetiremeniSystem.Thoseemployedon or after July 1, 2011, arenot eligible for eitherTier 1 or 2. Detailson

the amounts contributed are available from the Human Resource Director.

B. Healthcare Insurance
Amended: 10/07/2008 Resolution#:2846

Grand County offers health careinsuranceplars to full time regular Grand County employeesDetails on
coverageandassociatedostsareavailablefrom the HumanResourceéDirectoror may bereviewedvia Grand
County Websitcin the Employees Benefits Book.
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Effective Januaryl, 2014, lawfully married employeeswill havetwo optionsin regardto the Healthcare
Insurance and dependingon the option chosen, may receive a contribution to their Flexible Spending
Account or Health Savings Accou.

These options ar

1. One employeewill be eligible to take the family premium that shall cover both employees,and if
applicable, aneligible dejencent childrer.

If this option is chosen,the employeenamedas spouseshall receive eachyear, from Grand County, a
contributionto their Flexible SpendingAccountor Health SavingsAccount,of the maximumlimit allowed
underthe Cafeterial25 Planto the Flexible SpendingAccountper the Affordable CareAct, aslong asboth
employees continue to be employed by Grand County .

2. Or one employeewill be eligible to take family coveragethat shall cover only the employeeand if
applicable,any eligible depenént children. The spousewill thenbe eligible to takeindividual coverage
for themselves

If this option is chosen both employeeswill waive the opportunityto receiveany additional contribution
amounts from Grand County towards their Flexible Spending Account or Health Savings Account.

In the situationthat the High DeductableHealth Planis chosenby both parties,whetheras family andbr
individual, any Health SavingsAccount contributionsdesigratedwithin the EmployeeBenefits Guide will
not be affectedby this policy, exampleif employeetakesfamily coverageor everyonetheywill receivethe
family HDHP contributionamount;if employeetakesfamily and spouseakesindividual, the family will be
the only one to receive the family HDHP contribution amount and the spouse will waive thi

C. Long Term Disability Insurance

GrandCountywill contributeup to six-tenthg(6/10) of onepercent(1%) of the costof the premiumfor Grand
County approvedLong Term Disability insurancefor full time regularemployeesonly. Detailson the long
term disability insuranceare availablefrom the Human ResourceDirector or may be reviewedvia Grand
County Website in the Employees Benefits Boo.

D. Holidays
Amended: 02/06/2008 Resolution#:2812

Grand Count provides the following paid holida to full time regula employee:

New Yea's Day January

Human Rights De The third Monday of Janue

Presidents De The third Monday of Februa

Memorial Day The last Monday of Me

Independence D July 4

Pioneer Da July 24

Labor Day The first Monday of Septemt

Veteran$ Day November 1

Thanksgiving Holiday The fourth Thursday and Friday of Noverr
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Christmas Holiday December 24 and

Parttime regularemployeegienerallyhavethesedaysoff, but arenot paidfor the holiday whennot required
to work. Grand County Council, at their option, may alter or make substitutionsto the holiday schedule.
Generally whena scheduledholidayfalls on a Sundaythefollowing Mondaywill be observedasthenholiday.
In the event that the holiday falls on a Saturday, the prior Friday will be considered the

Holiday Pay

Full time regularemployeewill receiveeight hoursof regularstraighttime pay for a day not workedthatis
designated asGrand Count holiday

Full time regularemployeegotherthan Public Safety, Dispatch,Road, Maintenanceand EMS employees)
who arerequiredto work on a holidaywill receiveanotherday off in lieu of the schedulecholiday. Days off
in lieu of holidaysworkedmay be takenat a time approvedby the employee$ supervisor Suchtime off is to
be taken as soon aspractical

Public Safety,Dispatch,Road Maintenanceand EMS employeeswill receivel.5 hoursworked times their
regularrate ofpay anceight (8)hours holidaypay whel required to work on a holide

If a full time regularemployee§ day off falls on a holiday, the employeeshall be entitled to receivea
differentday off with regularpay.Daysoff in lieu of holidaysfalling on anemployee§ daysoff maybetaken
at atime approvedby the employee§ supervisor Suchtime off is to be takenassoonaspractical.Full time
Public Safety,Dispatch,Road MaintenanceandEMS employeesvho becausef departmenschedulingare
not ableto takea day off in lieu of a holiday falling on a scheduledday off, shall be paid eight (8) hoursof
pay at the regular ra

Shoulda holiday occurwhile an employees on vacation,the employeewill not be chargedwith vacationon
the day of the holida

Employeesnay usevacationtime or compensatoryime off for theworkdayprior to or afterthe holiday only
with prior approvalfrom their supervisorby completingthe Time off RequestForm The supervisorshall
grantthe useof vacationtime or compensatoryime to employeeprior to or aftera holiday only to the extent
that the departmentanremainoperational This criterion doesnot apply to departmentshat only haveone
(1) employe, as the department will have to be closed during this.

If anon-exempfull time regularemployeds working a schedulghatconsistsof morethaneight(8) hourdays,
the differencebetweenthe eight (8) hoursholiday pay andthe regularshift shall be madeup during the work
weekor will betakenfrom compensatorgr vacationtime to equaltheforty (40) hourwork week.For example:
An employeeworks four (4) daysat ten (10) hoursper day, Monday through Thursday.If the holiday is on
Monday, the employeewould receiveMonday off andbe paid eight (8) hoursof holiday pay andusetwo (2)
hoursfrom accruedcompensatorypr vacationtime to reachthe regularlyworkedten (10) hour day/forty (40)
hour week.
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Certaindepartmentsuchasthe Library, SandFlats RecreationalArea, OSTA, andthe Grand Centermay
have specialholiday hoursso that the facility may be openfor the public to enjoy on the holiday. Grand
County Administratoror DepartmentHead shall determineif thereare enoughemployeesvho voluntarily
elect to sign-upto work that day. Employeesthat volunteerto sign-up and work on a holiday shall be
compensatedttheir regularstraighttime rateandshallreceiveanotherday off in lieu of the holiday worked.
Daysoff in lieu of holidaysworked must be takenduring the samepay period or as soonas practicaland
approvedby the employee§ supervisorlf thereis insufficient staff that sign-upto work on the holiday, the
facility will be closed

Holiday pay is not considered hours worlfor the computation of overtinr

Employees shall not receive more than ninety-six (96) hours total holiday pay for tl

E. Vacation

GrandCountybelieveghatareasonabl@eriodof time awayfrom thejob is conduciveto the goodhealthand
well-beingof the employeeandcanhavea refreshingeffectthatis to the advantagef GrandCounty, aswell
as to the employe

Grand Count awards paid vacation to full time regula employees according to the following schec

Eligible employees earn vacation as follc

Hours Accrued per Pay Period
Grand County (Except for the third pay period in Annual Vacation Days Awarded
Service a month which occurs twice per year)
0- 60 month 4.00( 12 day:
61-108 month 5.00( 15 day:
109 +month: 6.661 20 day:

Guidelines to the use of accrued vacation 1

1. All non-exemptandexemptfull time regularemployeesnustreportvacationhoursin incrementsof not
less than one quarter (.25) of an h

2. Torequestacationtime, anemployeemustcompletea Time off Requestormandobtainapprovalfrom
their ElectedOfficial, Council Administratoror DepartmentHeadat least30 days prior to the start of
their time off, or at the discretion of the supervisor.This form will be retainedby the approving
supervisowuntil the correspondindgimesheets completed Thena copy of the approvedequestform will
be attached and submitted to pay

3. Holidaysobservedoy GrandCountythat occurwhile an employeeis on vacationare not deductedrom
an employe& accrued vacation time.

5. Unusedaccruedvacationmay be carriedforward to succeeding/ears.However,no morethan 20 days
(160hours)maybe carriedforward eachyear, encouragingmployeedo takeat least2 weeksof vacation
eachyearonceit hasbeenaccrued Employeesvho havemorethan160hoursof unusedaccruedvacation
on Januaryl, 2014 will be given up to four (4) yearsor until December31, 2017 to usetheseexcess
hoursor theywill expire.It is recommendethattheseextrahoursbe disbursedduringthe four (4) years
to eliminate any hardship to the departnfenémaining employees.

Grand County Employee Handbook Page 35 of 81



Vacation time will not accrue while an employee isany unpaiceave of absence froGrand Count.
Employeesshall no take vacation time befc accruingit.

Vacationmust be takenas time off. GrandCountywill not pay cashin lieu of accruedvacationtime,
unless an employee is terminating employment Grand Count.

Employeesvho terminateemploymenmmay be paidfor unusedaccruedvacationtime calculatedat the base
wagein effect on the e m lagt day dt worlo Howgver, Geand Caunty r§tainsthe right to refuse
paymentfor unusedacauedvacationtime to employeesvho areterminatedor insubordinationyiolent or
destructiveacts againstGrand County employes or property, or unlawful theft or retentionof Grand
County property.

The Human Resource Director keeps the official record of accrued vi hour.

F. Sick Leave

GrandCounty providescompensatedick leaveto full time regularemployeesSick leaveis a privilege and
employeesshoulduseit responsiblyand appropriately Intentionalmisuseof sick leavemay be groundsfor
disciplinary actiot, up to and including terminatic

Eligible employeeanay earnsick leaveat the rate of four (4) hoursper pay period (exceptfor the 3rd pay
periodin a month which occurstwice a year) or oneday of leavefor everymonthworked Employeesnay
takesick leavefor healthcareappointment$or themselve®r immediatefamily memberspersonailiness or
to care foia sicl spouse, child, or pare

Guidelines to the use of accrued sick le

1.

Whenthe needfor sick leaveis foreseeableemployeedaking sick leaveshouldprovideasmuchadvance
notice aspossibleto their ElectedOfficial, Council Administratoror DepartmentHeadby completinga

Time off Requestormandsubmittingthis to their supervisoifor approvalandto minimize disruptionto

the workplac during their absen.

If the employeewill be out andcannotprovide advancedotice,the employeemustnotify their Elected
Official, the Council Administrator, DepartmentHead or designatedsupervisorat leastonehalf hour
before their scheduled shift is to st

Employeesabsentfrom work dueto their own illnessor injury will be carriedon the payroll in a leave
with pay statusfor atime equalto the compensatedick leaveaccruedUpontheir returnto work, a Time
off RequestForm must be completedand approvedby the employee$ Elected Official, the Council
Administrator or Department He.

The Time off RequestForm will be retained by the employee§ Elected Official, the Council
Administratoror DepartmentHeaduntil the correspondingimesheetis completed Thena copy of the
approved request form will be attached and submitted to pi

After exhaustingaccruedsick leave, additional time off for illness or injury will be takenfrom the
employee$ accrued vacation timr

All FLSA non-exempfull time regularemployeeanustreportsick hoursin incrementsof not lessthan
onequarter(.25) of an hour. FLSA exemptfull time regularemployeeshall reporttime takenin blocks
of four (4, hour incremen.
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7. Holidaysobservedoy GrandCountythat occurwhile a full time regularemployeeis on sick leavewill
noi be deducted from an employ&eaccrued sick leave.

8. Thereis no limitation as to the amountof sick leave that may be accruedand carried forward to
succeeding yes.

9. Employees do not earn sick leave while on an urleave ofabsence frorGrand Count.

10. After three (3) consecutivedays of sick leave, an employeemay be requiredto provide a doctor$
Certificate of llinessor Fitnessfor Duty with respectto any sick leave taken. The Human Resource
Directoi sfkall be notified to determine if FMLA paperwork should be provided to the emp

11. Employeesare encouragedo build up sick leaveso that daysare availablefor seriousillness. Elected
Officials, the Council Administratoror DepartmentHeadsshouldcounselemployeesvho regularly use
up sick leaveregardingthe difficulties sucha practicemay create.At no time, shouldan employeebe
using sick time to make up for hours not worked for any other rebut those stated in this poli

12. Exceptfor retiring employeesas setforth herein,Grand County doesnot pay terminatingemployeedor
accruedsick leave. Employeesretiring pursuantto the provisions of the Utah State Retirementand
InsuranceBenefitAct, theUtahF Act, or the Utah Puldlic SafetyRetiremengict, mayreceive 6 &
25% of the total cash value of the unused sick leave in cash, subject to applicable taxes and withholdings.

G. Sick Leave Donation Program

Subjectto the conditions of this policy, employeesmay chooseto donateaccruedsick leave to other
employeesvho 1) despiteresponsibleandjudicious managemenof their sick andvacationleave haveused
up all of their sick andvacationleaveasa resultof a major ilinessor seriousmedicalconditionand 2) who
areotherwiseeligible to accruesick time. This donationpolicy is entirely voluntaryandno employeeshallbe
required to donate sick lea

Theleavedonationpolicy is designedo assisthoseemployeeavho haveresponsiblynanagedheir sick and
vacationleave, but who neverthelesdind they are facing a seriousillness or medical condition with no
compensatoryime or accruedeaveleft. Employeesvho haveabusedr misusedGrandCounty$ sick leave
program are not eligible to receive donesick leave

To receive sick leave donations, the recipient employee

1. Apply to andreceiveapprovalfrom thar ElectedOfficial, Council Administratoror DepartmentHead
with concurrence from thHuman Resource Director; &

2. Suffer from a major illness or serious medical condition that is not otherwise covered by Workers
Compensation insurance and would qualify the employee for leave under the Family and Medical Leave Act.

3. Providea certificateto the HumanResourceDirector from a licensedmedicalprofessionablescribingl)
the majorillnessor seriousmedicalconditionaswell asits anticipatedduration 2) estimationon when
the employeemay reasonablyexpectto returnto work; 3) andqualify the employeefor leaveunderthe
Family anc Medical Leave Ac

4. Deplete all of the recipient employ§eown accrued comp timsickand vacatiolleave, consecutivel.

5. The recipientcannotaccruedonatedsick leave and all donatedsick leave shall be awardedon an as-
needed basit
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To donate sick leave to an eligible recipient, the donor employee

1. Complete a leave donation form indicating the intended recipient and the amount of sick leave
2. Donate only accrued sick lea

3. Retain at least five (5) accrued sick leave days after the donatic

4

Be an employee (Grand Count who is currently eligible to accrue sick lez

The following general conditions apply to the sick leave donation p

1. The recipients of donated leave v
a. Receive donated leave pay coinciding with normal pay pe
b. Receive donated leave pay at their regular hourly rate
c. Accrue the same benefits as employees using their own sick

2. In the eventthereare multiple donorsto a single recipient,sick leavewill be distributedevenlyamong
donor:.

3. The Human ResourceDirector in consultationwith the Elected Official, Council Administrator or
Departmer Heac will determine eligibility for participating in the leave donation prog

The Human Resource Director keeps the official record of accrued sick leave and sick leave ¢

H. Workers Compensation

Grand County employees Elected Officials and volunteerworkerswho are injured in the courseof their
employmenwith GrandCountyarecoveredby WorkersCompensationnsurancehat providescoveragefor
certain medical costs and wage compensationClaims arising out of injuries occurring on the job are
processedhrough Workers Compensatiorinsuranceand not through Grand County healtlcare insurance
Coverageis providedfor actualmedicalcostswithin the provisionsof the Worker § CompensatiorAct, and
according to rulings of the State Industrial Cou

1. Reporting Requirements
Employeesinjured on the job or who contractan occupationaldiseasemust report to their Elected
Official, Council Administrator or epartmenHeacimmediately, no matter how slight the injt

a. The Elected Official, Council Administrator or DepartmentHead or his/her designate must
accompan: the injured worker to a medical clinic specifiedGrand Count for initial treatmen

b. Supervisorsmust assurethat the Employee$ Report of Accident and the Supervisof§ Report of
Accidentforms are submittedto the Chief Deputy Clerk/Auditor, alsotitled Risk Manager within
eight (8 hours of the accident and the initial clinic v

The Chief Deputy Clerk/AuditorRisk Managerwill file the necessaryinformation with Grand County$§
Workers Compensation carrier.
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2. Return to Work

GrandCountystrivesto returninjured employeedo full employmentasquickly aspossible.The Human
ResourceDirectorwill coordinatewith aninjured employee§ ElectedOfficial, Council Administratoror
DepartmentHeadand healthcareproviderto determinewhetherthe employeemay undertakepartial or
limited work during recoveryfrom the accidentor illness which mustbe providedin writing from the
healthcargrovider.A limited work assignmenits not intendedto lastindefinitely. Rather,alimited work
assignmenis temporaryanddesignedo facilitate a returnto full employmentLimited work assignments
last only for a reasonabletime at Grand County$ discretion. Employeeswho are not making
improvementtoward returningto full employmentare not eligible for limited work assignmentsThe
availability of limited work assignmentsddependsupon the availability of limited work within the
employee§ department as determined®gand Count.

3. Accruals and Benefits

a. While receiving WorkersCompensationvagesfor a workplaceinjury or illness,employes will not
be eligible to usany accrued leave time to further compensate their required ti.

b. Employes will not accrueadditionalsick or vacationtime while out on Worker$ Compensation;
however will retain an sick or vacatiorhours accrued prior to the incide

c. Seethe FMLA policy for additional benefitswhich will run concurrentlyif sicknessmeetsthe
requirements of a serious medical condition for the emplc

. Bereavement Leave

GrandCountygrantsbereavemerieaveto full time regularemployeesvho suffer the deathof a memberof
theimmediatefamily, or a closerelative.lt is theintentof GrandCountyto be considerat®f a GrandCounty
employee$ special needs and to be supportive in the death of a loved one.

As a resultof this considerationGrand County may providethe individual with paid time off from work to
attend the funeral and to fulfill other responsibili beforeand afteithe funera

If an employeesuffersthe deathof a closerelative and requestdime off from work during the period of

bereavementhe ElectedOfficial, Council Administratoror Departmenteadmay approvetherequesbased
on the necessityand appropriatenesef having the time off. The employeeshouldbe attendingthe funeral
and/or have certain responsibilities to fulfill befanc/or afterthe funera

The amount of time ¢ is determined by the followir:

1. If the deceasedvasa memberof the employee§ immediateor stepfamily (spousechild or child of a
spouse,parentor parentof a spouse,sibling or sibling of a spouse,grandparentor grandchild or
grandparenthild of a spouse)the employeemay havepaid time off up to five (5) calendardaysat any
time between the death and first week afteithe funera

2. For othercloserelatives including step(aunt,uncle,niece,or nephewof eitherthe employeeor spouse)
the employeemay havepaid time off for the day of the funeral.If the closerelativeis out of state,the
employeemay have paid time off up to three(3) calendardaysat any time betweenthe deathandthe
funeral, with approvi from their supervist.
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To requestbereavementeave,an employeemust completea Time off Request~orm and obtain approval
from their ElectedOfficial, Council Administratoror DepartmenHeadassoonaspossibleprior to the startof
their time off. This form will be retainedby the approving Elected Official, Council Administrator or
DepartmentHeaduntil the correspondindimesheeis completed Thena copy of the approvedrequestform
will be attached and submitted to pay!

Theamountof bereavemernieavepaywill be basedon the employee§ normalrate of pay andthe numberof
hoursin the normalworkday.Employeesnayrequestadditionaldaysoff anduseaccrueccompensatoryime,
vacation leave, or leave without y which may be approved or deniecGrand Count § discretion.

In the eventof the deathof a memberof theimmediatefamily while anemployeeis on vacationthe vacation
will be extended by the amount of time normally authorized as outlined ¢

J. Jury Duty

Every employeeis entitled to time away from work when subpoenaedr orderedto appearas a juror or
witnessby the FederalGovernmentStateof Utah, or political subdivisionthereof.If the employeeturnsover
the juror or witnessfee to the Clerk/Auditor alongwith a copy of the subpoenaGrandCountywill pay the
employee§ regular Grand County compensation.Travel time to or from juror or witnessduty is also
consideredan approvedabsenceput Grand County will not pay for mileage regardlessof whetherthe
subpoenarequires travel during work hours. Consequently,the employee need not turn mileage
reimbursementin to Grand Count in order to be eligible fcGrand Count compensatiol

GrandCountywill not compensatemployeedor time off appearingn responsdo a subpoendor private
litigation. Employeesmay electto use compensatortime, vacationor may take time off without pay to
appear in response to private subpoe

To requesijury duty leave,anemployeemustcompletea Time off Requestormandsubmitit anda copy of

the orderto their ElectedOfficial, Council Administratoror DepartmentHeadassoonaspossibleprior to the

startof their time off. These forms will beretainedby the approvingElectedOfficial, Council Administrator
or DepartmentHead until the correspondingimesheetis completed.Then a copy of the approvedrequest
form will be attached and submitted to pay

K. Educational Assistance

GrandCounty employeeswho arefull time regularemployeesare encouragedo seekfurther educationto
perform their jobs more effectively and to enhancetheir professionaldevelopment.Grand County may
subsidizethe educatioml expense®f GrandCountyemployeesinderspecifiedcircumstancesrThis policy is
subject to availability of funds, and applies onhfull time regula employee:

1. Program Eligibility

a. Theeducationprogrammust provide a benefitto GrandCounty by directly relatingto the work the
employeecurrentlyperforms will berequiredto perform or towardsa degreethatdirectly correlate
with career advanceme within Grand Count.

b. Unlessotherwiseacknowledgedy the HumanResourceDirector, assistancavill only be grantedto
employees attending accredited universities, colleges, or technical s
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2. Reimbursemen

a. Educatioml assistancehall not exceed$5,250.00in any one calendaryearandwill be reimbursed
from the Departmen$§ budget. Tuition costs shall not be carried into the next budgetyear for
reimbursemenandmustbe reappliedfor with eachyear$ budget Classeghatwill be consideredor
reimbursemenmustrelateto the employee$ currentpositionwith GrandCountyor apply towardsa
degreethat directly correlates with career advancement wGrand Count.

3. Procedures

a. Employeesareencouragedo attendclassesluringnon-workinghours.In the alternative the Elected
Official, Council Administrator,or DepartmentHeadmay flex anemployee§ work scheduldo allow
the employeeto attend classes.Only in exceptionalcircumstancesvill an employeebe granted
administrative leave for class

b. To receive educationalassistancean employeemust receive approval via a signed educational
assistancapplicationfrom the ElectedOfficial, Council Administratoror DepartmentHeadprior to
commencemenf the class.This signedform mustbe receivedby the HumanResourceDirector no
later than six weeks prior to the beginning of the ¢

c. Tobereimbursedtheemployeemustcompletethe approvedclasswith afinal gradeof 8B “or better.
If the course is only offered on a pass/fail basis, the employee must receive a passi

d. Theemployeemustsubmitproof of a satisfactorygradeand proof of tuition paymentto the Human
ResourceDirector prior to reimbursementA requestfor paymentwill then be forwardedto the
Clerk/Auditor$ Office for processing.

4. Required Classe

a. If GrandCountyrequiresan employeeto attendan educationprogram classor obtaina certification
as a requirement of the j, Grand Count shall pay the full cost of the program or cl

L. Grand County Provided Vehicles

Employeesnay be assignedsrandCountyvehiclesin the courseof their normaldutiesor to fulfill standbyor
otherassignmentsThesevehiclesshall only be usedfor the purposeof GrandCountybusinessandshall not
be usedfor personabusinessinlessstateddifferently in this policy. With the exceptionof law enforcement,
GrandCounty vehiclesshall not be usedto transportpersonswvho are not Grand County employeesunless
such transportation is in the course of the duties of the emg

Grand County employeeswho drive a private vehicle in the normal courseof their duties shall receive
paymentfor mileagedriven on authorizedGrandCounty businesdut shall not be paid to covercommuting
mileage betweenan employee'sesidenceand their customarywork site during regularly scheduledwork
houre.

Grand County Vehicle Assignment Grand County vehicles may be assignedto employeesrequiring
vehicles of specializedfunction, for example, emergencyvehicles, building inspectors, maintenance
employee etc. Approval shall be obtainedfrom the employee§ ElectedOfficial, Council Administratoror
DepartmentHeadfor assignment®f vehiclesand the designationof which employeesare assignedGrand
County vehicles
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1. All employeesor volunteerswho drive GrandCountyvehiclesmusthavea currentUtah driver'slicense
andhavetakenthe offered DefensiveDriver coursewithin their first yearof employmentandthenevery
two (2) years afte

2. To assurgpropervehiclemaintenancegachemployeeor volunteerassigned vehiclewill be accountable
for its service and reps

3. Employeesand volunteersmust follow all driving laws, regulationsand ordinancesand practice safe
driving techniquesat all times while operatinga Grand County vehicle or while operatinga private
vehicle for Grand County businessAny fines, penaltiesor ticketsissuedto an employeeshall be the
responsibilityof the employee.Unsafe,carelessnegligent,or destructivedriving, andor excessiveor
avoidabletraffic andparkingviolationsmay resultin theloss of GrandCountydriving privilegesaswell
as disciplinary action, up to and including termination of employi

4. Except for incidental, emergency,or for authorizedcommuting, personaluse of any Grand County
vehicle is prohibited. This doesnot apply to any Grand County departmentj.e. law enforcementor
EmergencyManagemen{EMS or QRYV), which has a separatepolicy relatedto the personaluse of
vehicles owned or managedby that department.The policy must be in writing and approvedby
employee$ Elected Officia, Council Administrator or Department He

5. Unlessauthorizedby Grand County Council, and with the exceptionof a designatedaw enforcement
vehicle or as noteddifferently in this policy, no Grand County vehicle may be takenhome or usedfor
normal commuting betweenan employee'sresidenceand their customarywork site during regularly
scheduled work hou.

6. Employeesandvolunteeramay usea GrandCountyvehicle outsideGrandCountyonly to the extentthey
have received prior authorization frctheir Elected Officia, Council Administrator or Department He

7. Authorizationto use a Grand County vehicle outsidethe State must be approvedby the employeeor
volunteerfsElected Official, Council Administrator, or DepartmentHead exceptionsmay be made for
departmentsvho needto travelto otherborderingstatego reachoutlayingregionsin rural Utah. Therequest
mustbe documentedvith the following informationandkeptin the employee $personnefile in Human
Resources:

a. The name of the person authorized to uGrand Count vehicle
b. The time frame during which the authorization is effec

c. The purpose of the ut

d. Any other terms relevant to the authorization;

e

Signature®f the authorizingElectedOfficial, Council Administratoror Departmenteadassignedo
that departmer

8. Incidentalpersonaluseof a GrandCountyvehicleis permittedwhensuchuseis a de minimusdistance
from therouteof official useof thevehicleandwhensuchusedoesnot adverselyaffectthevehicleor the
public perception cGrand Count.

9. No person may provide authorization to himself/herself to take hcGrand Count vehicle

10. Authorizationto takehomea GrandCountyvehiclemay be consideredindercertaincircumstanceslhe
request must be in writing, approved by the employee or volunteer§ Elected Official, Council
Administrator or Department He, and placed in the employepersonnefile in Human Resourc.

Said circumstances may include:
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a.

Theuserhasdemonstratedandcontinueso demonstratea needto respondo an averageof five (5)
emergencysituationsor call-outsto work per month. This must be documentedon an "On-Call
Form." This form mustbe submittedto their employee$§ ElectedOfficial, Council Administratoror
Department Hee for approve.

The user'snature of work requiresimmediateresponseto situationsthat require a vehicle with
specific capabilitiesor specific safetyor emergencyequipmentthat cannotreasonablybe carriedin
the user' personal vehicl

Theusermaybe calledor sentto locationsotherthanwherehis/herGrandCountyvehicleis normally
parked

Authorizedusersunderthis Sectionwho useGrandCountyvehicleto commuteto andfrom work will show
anadditionalamountof $720.00on their annualW-2 statementshowingastaxableincome(which is figured
atanaverageof $1.50eachway 48 weeksout of the yearandtakesinto consideratiortwo weeksof vacation
and two weeks of holiday time away from work.)

Exceptions:

a.

Grand County vehiclesmay be usedfor personalusein emergencysituationsrelatedto serious
medicalproblemsor propertydamagevherethe userof GrandCountyvehiclemustresponduickly.
Any emergencypersonaluse of a Grand County vehicle must be reportedto the user'ssupervisor
within eight (8) hour, or as soon as practic following the emergency us

Situationsmay arisewhenit is impracticalor uneconomicafor a userto acquireor returna vehicle
the sameday of the authorizedusedueto thetime or distancerequiredto do so. Permissiormay be
givenin suchcircumstance$or the userto takethe vehicle homeprior to or immediatelyfollowing
the authorized u.

To accountfor this disparity betweenbusinessand personaluse of thesevehicles,all employeeswith an
assigned vehicle must maintain alog stating:

a.
b.
C.

Total rriles driven by dal,
Reason for the tr and

Number o miles drivel

i. Distinguish between miles driven from home to work and work to f

ii. If youmakeseverabusinesstopsin onetrip, log the round-tripmileageon oneline andinclude
each destination visite

This log must then be submittedto the Clerk/Auditor at the end of eachcalendaryearto be
assignedo the employeeaswages If alog is not providedby the employeethe valueof all use
of the vehicle will be considered wages to the employee and added W-2.

Those excluded from this policy are:

a.
b.

C.

Clearly marked police, fire, or public safety office vehi
Unmarked vehicls used by law enforcement officers if tuse is officially authorize.

Qualified specializedutility repairtrucks (truck is designedo carrytools, equipmentgtc; permanent
interior constructionjncluding shelvesandracks; GrandCounty mustrequireemployeeto commute
for emergency call-outs to restore or maintain utility ser (gas, water, sewe

An ambulanceor Quick Response Vehicused for its specific purpo:
Any vehicle designed to carry cargo with a loaded gross vehicle weight over 14,000
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L. Disclaimer

Grand County reserveshe right to modify, amend,suspendcancelor terminateany of its benefit plans,
programs, policies ' providers at any tim
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SECTION IX £ EAVES OF ABSENCES

A. Family and Medical Leave

Grand County will comply with the Family and Medical Leave Act (FMLA) implementingregulationsas
revisedeffective February27, 2013. The HumanResourceDirector poststhe mandatoryFMLA Notice on
EmployeeRightsand Responsibilitiesunderthe Family and Medical LeaveAct in the breakroom of Grand
County Courthouseor break room/office of outlaying departmentsThe Human ResourceDirector also
provides all new employees with required FMLA notices upon

The function of this policy is to provide employeeswith a generaldescriptionof their FMLA rights. In the
eventof any conflict betweenthis policy and the applicablelaw, employeeswill be afforded all rights
required by law

If you haveany questionsconcernsor disputeswith this policy, you should contactthe Human Resource
Director

1. General Provisions
Underthis policy, GrandCountywill grantup to twelve (12) weeks(or up to twenty-six (26) weeksof
military caregiverleaveto carefor a coveredservicemembeor coveredveteranwith a seriousinjury or
illness)during a twelve (12) monthperiodto eligible employeesThe FMLA leavewill be unpaidunless
the employee substitutes other accrued paid as specified in this polic

2. Eligibility
To qualify to takefamily or medicalleaveunderthis policy, the employeemustmeetall of the following
conditions:

a. The employee must have worked Grand Count for at leastwelve (12) monthy;

b. The employee must have worked at least 1,250 hours during the twelve (12) month period
immediatelybefore the datewhenthe leaveis requestedo commence.The principles established
underthe Fair Labor Standard#\ct (FLSA) determinethe numberof hoursworkedby anemployee.
The FLSA doesnotincludetime spenton paid or unpaidleaveashoursworked.Consequentlythese
hoursof leaveshouldnot be countedin determiningthe 1,250hourseligibility testfor anemployee
under FMLA; anc

c. Theemployeemustwork in a worksite wherefifty (50) or more employeesare employedby Grand
Countywithin seventy-five(75) miles of that office or worksite. The distanceis to be calculatedby
using available transportation by the most direct r

3. Leave Coveret
To qualify asFMLA leaveunderthis policy, the employeemusttake leavefor one of the reasondisted
below:

a. The birth of a child and in order to care or bond withthat child

b. The placemenbf a child for adoptionor fostercareandto carefor andbondwith the newly placed
child.

To care for a spouse, child or parent with a serious health condition (described

The serioushealthcondition (describedbelow) of the employeethat makesthe employeeunableto
perform the employe$ joh
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A serioushealth condition is an illness, injury, impairment,or physical or mental condition that
involveseitheran overnightstayin a medicalcarefacility, or continuingtreatmentby a healthcare
providerfor a conditionthat eitherpreventshe employeefrom performingthe functionsof their job,
or prevents the qualified family member from participating in school or other daily act

This includes health conditiors that would result in a period of three (3) consecutivedays of

incapacitywith thefirst (1) visit to the healthcareprovidercombinedwith at leasttwo (2) visitsto a
health care provider, or one (1) visit and regimenof continuing treatment or incapacity due to

pregnancyor incapacitydueto a chronicconditionrequiringperiodichealthcarevisits for treatment,
such visits must take place at least twice a \

Employeeswith questionsaboutwhatillnessesandinjuries are coveredunderthis FMLA policy or
underGrand Count's sick leave policy are encouraged to consult with the Human Resource L

If anemployedakespaidsick leavefor a conditionthatprogressemto a serioushealthconditionthe
HumanResourceDirector may designateall or someportion of relatedsick leavetakenas FMLA
leave under this policy, to the extent that the earlier leave meets the necessary qual

e. Qualifying exigencyleavefor eligible employeeswhile the employeeh spouseghild or parentis on
coveredactive duty or called to coveredactive duty as a memberof the RegularArmed Forces,
Reserves or National Gu:.

An employeevhosespouseson,daughteror parenteitherhasbeennotified of any impendingcall or

orderto coveredactive military duty or who is alreadyon coveredactiveduty maytake up to twelve

(12) weeksof leavefor reasongelatedto or affectedby the family member§ call-up or service.The

gualifying exigency must kfor one of the followin reason:

i. short-notice deployme

ii. attend military event and related activiti

iii. arrange for alternative childci and school activitie

iv. address certainnancial and legal arrangeme

v. attend certain counseling sess

vi. attend post-deployment activiti

vii. rest and recuperati

viii. parental cai

ix. additionalactivitiesthatariseout of activeduty providedthat GrandCountyandemployeeagree,
including agreement on timing and duration of the le

f. Military caregiverleaveto carefor a coveredservicemembepr veteranwith a seriousinjury or
illness.

An employeewho is the spouseson,daughterparentor nextof kin of a coveredservicemembeor
coveredveteranmaytakeup to twenty-six(26) weeksin a singletwelve (12) monthperiodto carefor
that servicememb or vetera.

The term<overed servicemembéemeans:

i. amemberof the Armed Forces(including a memberof the National Guardor Reservesyvho is
undergoingmedical treatment,recuperationor therapy,is otherwisein outpatientstatus,or is
otherwise on the temporary disability retired list, for a serious injury or illne

ii. aveteranwho is undergoingmedicaltreatmentrecuperationpr therapy,for a seriousinjury or
illnessandwho wasa memberof the Armed Forces(including a memberof the National Guard
or Reserveshat any time during the period of five (5) yearsprecedingthe date on which the
veteran undergoes that medical treatment, recuperation, or tl
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The term3erious injury or illness means:

i. in the caseof a memberof the Armed Forces(including a memberof the National Guard or
Reserves)meansan injury or illnessthatwasincurredby the memberin line of duty on active
duty in the Armed Forces(or existedbeforethe beginningof the member§ active duty andwas
aggravatedy servicein line of duty on activeduty in the Armed Forces)andthatmayrenderthe
member medically unfit to perform the duties of the men§beffice, grade, rank, or rating; and

ii. in the caseof a veteranwho was a memberof the Armed Forces(including a memberof the
National Guard or Reserves)at any time during a period when the personwas a covered
servicemembermeansa qualifying (as defined by the Secretaryof Labor) injury or illness
incurred by a coveredservicemembein the line of duty on active duty that may renderthe
servicemembemedicallyunfit to performthe dutiesof his or heroffice, grade rankor ratingor a
condition for which the veteranreceiveda VA Service RelatedDisability Rating of fifty (50)
percentor greaterand suchrating is basedon the condition precipitatingthe needfor caregiver
leave, or a condition that substantiallyimpairs the veteransability to secureor follow a
substantiallygainful occupationby reasonof a military service-relatedlisability or aninjury for
which the veteranhasbeenenrolledin the VA Programof Comprehensivéssistancdor Family
Caregiver.

iii. Outpatientstatuswith respectio a coveredservicemembemeanshe statusof a memberof the
Armed Forcesassignedo eithera military medicaltreatmentfacility asan outpatient;or a unit
establishedor the purposeof providing commandand control of membersof the Armed Forces
receiving medical care as outpatie

4. Amount of Leave

An eligible employeecan take up to twelve (12) weeksfor the FMLA circumstancega) through (e)
aboveunderthis policy duringanytwelve (12) monthperiod. The HumanResourcirectorwill measure
thetwelve (12) monthperiodasa rolling twelve (12) monthperiodmeasuredackwardfrom the datean
employeeusesany leave underthis policy. Eachtime an employeetakesleave,the Human Resource
Directorwill computethe amountof leavethe employeehastakenunderthis policy in thelasttwelve (12)
monthsand subtractit from the twelve (12) weeksof availableleave,andthe balanceremainingis the
amount the employee is entitled to take at that

An eligible employeecantake up to twenty-six (26) weeksfor the FMLA circumstancegf) above(military

caregiverleave) during a single twelve (12) month period. For this military caregiverleave, the Human
ResourceDirectorwill measurghetwelve (12) monthperiodasa rolling twelve (12) monthperiodmeasured
forward. FMLA leavealreadytakenfor otherFMLA circumstancewvill be deductedrom thetotal of twenty-

Six (26) weeks available.

If a husbandand wife both work for Grand County and eachwishesto take leavefor the birth of a child,
adoptionor placementf a child in fostercare,or to carefor a parent(but not a parent'in-law") with a serious
healthcondition, the husbandand wife may only take a combinedtotal of twelve (12) weeksof leave.If a
husbandandwife bothwork for GrandCountyandeachwishesto takeleaveto carefor acoverednjuredor ill
servicemembeor veteran the husbandandwife may only takea combinedtotal of twenty-six(26) weeksof
leave.

5. Employee Status and Benefitduring Family Medical Leave
While an employeeis on leave,Grand County will continuethe employee'shealthbenefitsduring the
leave period at the same level and under the same conditions as if the employee had continue
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If theemployeechoosesiotto returnto work for reason®therthana continuedserioushealthconditionof the

employeeor the employee'damily memberor a circumstancéreyondthe employee'sontrol, GrandCounty

will requirethe employeeto reimburseGrandCountythe amountit paid for the employee'healthinsurance
premium during the leave period.

Under current Grand County policy, the employeemay pay a portion of the health care premium. If an
employeesubstitutesvailablepaidleavefor FMLA leave payrollwill continueto makepayroll deductiondo
collect the employee'sshareof the premium. While on unpaid FMLA leave, the employeemust pay the
e m pshateof theirpealthcarepremiums eitherin personor by mail. The paymentmustbe receivedin
theC | e r k / A Qffice yche fifeenth (15") day of eachmonth. If the paymentis more thanthirty (30)
dayslate, the employee'shealth care coveragemay be droppedfor the durationof the leave. The Human
Resource Director will provide fifteen (15) days notification prior to the employee's loss of coverage.

If theemployeecontributedo avoluntarylife insuranceor disability plan, GrandCountywill continuemaking

payroll deductionsf the employeesubstitutegaid leavewhile on FMLA leave While the employeeis on

unpaidFMLA leave,the employeamay requestontinuationof suchbenefitsandpay his or her portion of the

premiumsor GrandCountymay electto maintainsuchbenefitsduringthe leaveandpaythe employee'share
of the premiumpaymentslf the employeedoesnot continuethesepaymentsGrandCounty may discontinue
the coverageduring the leave.If GrandCounty maintainsthe coverageGrandCounty may recoverthe costs
incurred for paying the employee's share of any premiums, whether or not the employee returns to work.

6. Employee Statusafter Leave
An employeewho takesleaveunderthis policy for his or her own serioushealthconditionwill be asked
to provide a Fitnessfor Duty clearancefrom the health care provider before returningto work. This
requiremenwill beincludedin GrandCounty$ responsdo the FMLA requestGenerally,an employee
whotakesFMLA leavewill beableto returnto the samepositionor a positionwith equivalentstatugpay,
benefitsand otheremploymentterms.The positionwill be the sameor onewhich is equivalentin terms
of pay, benefits and working conditior

7. Use of Paid and Unpaid Leav
An employeewho is taking FMLA leavebecausef the employee'sown serioushealthconditionor the
serioushealthconditionof a family membemustuseall compensatorytime, accruedsick leaveandthen
vacation, consecutively, while on FMLA leave. Thisaccrued paid time will run concurrently with FMLA leave.

If an illness or injury qualifies for both w comensationeave and FMLA Keave, the wakersy
compensation leave will be designated as FMLA leave and will run concurrently with FMLA.

An employeewho is usingFMLA leavefor a qualifying exigencymustuseall compensatoryime, followed
by accruedvacationleave(sick time will not be usedfor this) while on FMLA leave.This accruedpaidtime
will run concurrently with FMLA leave.

An employeeusing FMLA military caregiverleavemustalsouseall compensatoryime, accruedsick leave
andaccruedvacation,consecutively(aslong asthe reasorfor the absenceés coveredby GrandCounty sick
leave palicy) whileon FMLA leave. Thisaccrued paid timewill run concurrently with FMLA leave.
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8. Intermittent Leave or a Reduced Work Schedul
Theemployeemaytake FMLA leavein twelve (12) consecutivaveeks,may usethe leaveintermittently (takea
day periodicallywhenneededverthe twelve (12) monthg or, undercertaincircumstancesnpay usetheleaveto
reducethe workweekor workday,resultingin areducecdhourly scheduleln all casestheleavemaynotexceeda
total of twelve (12) workweeks(or twenty-six (26) workweeksto carefor aninjured or ill servicemembeor
veteran over atweve (12) month period).

The Human ResourceDirector may temporarily accommodatethe intermittent or reducedschedule,in
instance®f whenleavefor the employeeor employee'samily memberis foreseeabl@andfor plannedmedical
treatmentjncluding recoveryfrom a serioushealthconditionor to carefor a child afterbirth, or placemenfor
adoption or foster care.

For the birth, adoptionor foster careof a child, the ElectedOfficial, Council Administrator or Department
Head, the Human ResourceDirector and the employeemust mutually agreeto the schedulebefore the
employeemay take the leaveintermittently or work a reducedhourly scheduleLeavefor birth, adoptionor
foster care of a child must be taken within one (1) year of the birth or placement of the child.

If the employeeis taking leavefor a serioushealthcondition or becausef the serioushealthconditionof a
family member, the employee should try to reach an agreementwith their Elected Official, Council
Administrator or DepartmentHead, and the Human ResourceDirector before taking intermittent leave or
working a reducedhourly schedulelf this is not possible thenthe employeemust prove that the useof the
leaveismedically necessary.

9. Certification for the Employee § Serious Health Condition
The HumanResourceDirector will requirecertificationfor the employeeh serioushealthcondition. The
employeemustrespondto sucha requestwithin fifteen (15) daysof the requestor provide a reasonable
explanationfor the delay. Failure to provide certification may result in a denial of leave. Medical
certificationwill be providedby the HumanResourceDirector, using the DOL Certification of Health
Care Provider for Employee$ Serious Health Condition
(http://www.dol.gov/esa/whd/forms/\WH-380-E.| ).

The Human ResourceDirector may directly contact the e mhealth cgve providdr only foo
authenticatioror clarification purposesElectedOfficials, the Council Administratoror Departmenteadswill
not be usedfor this contactBeforethe HumanResourcéirectormakeshis directcontactwith the healthcare
provider,the employeewill be givenanopportunityto resolveany deficienciedn the medicalcertification.In
compliancewith HIPAA Medical Privacy Rules,the HumanResourceDirector will obtainthe e m
permission for clarification of individualy identifiable health information.

The Human ResourceDirector hasthe right to ask for a second(2"9) opinion if it hasreasonto doubtthe
certification. GrandCountywill pay for the employeeto geta certificationfrom a second(2"?) doctor,which
the Human ResourceDirector will select. The Human ResourceDirector may deny FMLA leaveto an
employeewho refusesto releaserelevantmedicalrecordsto the healthcareproviderdesignatedo providea
second(2") or third (3'9) opinion. If necessaryo resolvea conflict betweenthe original certificationandthe
secondopinion, the Human ResourceDirector will requirethe opinion of a third (39) doctor. The Human
ResourceDirector andthe employeewill mutually selectthe third (3') doctor,andGrandCountywill pay for
the opinion. This third (3'9) opinion will be consideredinal. The employeewill be provisionally entitled to
leave and benefits under the FMLA pending the second (2) and/or third (3'%) opinion.
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10. Certification for the Family Member $ Serious Health Condition
The HumanResourceDirectorwill requirecertificationfor the family member$ serioushealthcondition.
The employeemust respondto such a requestwithin fifteen (15) days of the requestor provide a
reasonablexplanatiorfor the delay.Failureto providecertificationmayresultin a denialleave.Medical
certificationwill be providedby the HumanResource®irector usingthe DOL Certification of Health
Care Provider for Family Member$ Serious Health Condition
(http://www.dol.gov/esa/whd/forms/WH-380-F.| ).

TheHumanResourcdirectormaydirectly contactthee familym p  healicareproviaderonly
for authenticatioror clarification purposesThe HumanResourceDirector will not usethee mdirect
supervisoffor this contact Beforethe HumanResourceDirector makesthis direct contactwith the healthcare
provider,the employeewill be a givenan opportunityto resolveany deficienciesin the medicalcertification.
In compliancewith HIPAA Medical PrivacyRules,the HumanResourceDirectorwill obtainthee m
family member § permission for clarification of individually identifiable health information.

The Human ResourceDirector hasthe right to ask for a second(2") opinion if it hasreasonto doubtthe
certification. Grand Countywill pay for the e m familygnembelto get accertificagion fromea secoral
(2 doctor,which the HumanResourceDirectorwill select. The HumanResourceDirectormaydenyFMLA
leaveto an employeewhosefamily memberrefusesto releaserelevantmedical recordsto the health care
providerdesignatedo providea second(2") or third (3'9) opinion. If necessaryo resolvea conflict between
theoriginal certificationandthe second2"9) opinion,the HumanResourceDirectorwill requirethe opinionof
athird (39) doctor.The HumanResourceDirectorandthe employeewill mutually selectthethird (3) doctor,
andGrandCountywill payfor theopinion. This third (3'9) opinionwill beconsideredinal. Theemployeewill
be provisionally entitled to leave and benefitsunderthe FMLA pendingthe second(2"9) and/orthird (3')
opinion.

11. Certification of Qualifying Exigency for Military Family Leave
The Human ResourceDirector will require certification of the qualifying exigencyfor military family
leave.The employeemustrespondto sucha requestwithin fifteen (15) daysof the requestor providea
reasonablexplanatiorfor the delay.Failureto provide certificationmay resultin a denialof leave.This
certificationwill be providedby the HumanResourceDirectorusingthe DOL Certificationof Qualifying
Exigency for Military Family Leavi(http://www.dol.gov/esa/whd/forms/WI384.pdf .

12. Certification for Serious Injury or lliness of Covered Servicemembelor Veteran for Military
Caregiver Leave
The HumanResourceDirector will require certificationfor the seriousinjury or illness of the covered
servicememberor veteran The employeemust respondto sucha requestwithin fifteen (15) days of
the requestor provide a reasonableexplanation for the delay. Failure to provide certification may
resultin a denial of continuationof leave. This certification will be provided by the HumanResource
Director using the DOL Certification for Serious Injury or lliness of Covered Servicemember
(http://www.dol.gov/esa/whd/forms/WH-385.pgbr DOL Certificationfor Seriouslnjury or llinessof a
Veteran for Military Caregiver Leav(http://www.dol.gov/whd/formWH-385V.pd).
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13. Recertification

The Human ResourceDirector may requestrecertification for the serious health condition of the
employeeor the employee§ family memberno more frequently than every thirty (30) daysand only
whencircumstancelavechangedsignificantly,or if GrandCountyreceivesnformationcastingdoubton
thereasorgivenfor the absencegr if the employeeseeksan extensiorof his or herleave.Otherwise the
HumanResourceDirector may requestrecertificationfor the serioushealthconditionof the employeeor
the employee§ family membereverysix (6) monthsin connectiorwith an FMLA absenceThe Human
ResourceDirector may provide the employee§ health care provider with the employee§ attendance
records and ask whether need for leave is consistent with the emBlegdeus health condition.

14. Procedure for Requesting FMLA Leave
All employeesequesting-MLA leavemustprovide verbalor written notice of the needfor the leaveto
the HumanResourceDirector. Within five (5) businesslaysafter the employeehasprovidedthis notice,
the HumanResourceirectorwill completeandprovidethe employeewith the DOL Notice of Eligibility
and Rights http://www.dol.gov/esa/whd/fmla/finalrule/W\-381.pd ).

When the needfor the leave is foreseeablethe employeemust provide their Elected Official, Council
Administrator or DepartmentHead and Human Resourceswith at leastthirty (30) days'notice. When an
employeebecomesawareof a needfor FMLA leavelessthanthirty (30) daysin advancethe employeemust
providenoticeof the needfor theleaveeitherthe samedayor the nextbusinesslay. Whenthe needfor FMLA
leaveis not foreseeablethe employeemust comply with Grand County{ usualand customarynotice and
procedural requirements for requesting leave, absent unusual circumstances.

15. Designation of FMLA Leave
Within five (5) businessdays after the employeehas submittedthe appropriatecertification form, the
Human ResourceDirector will complete and provide the employeewith a written responseto the
employee§  request for FML leave using the DOL Designation  Notice
(http://www.dol.gov/esa/whd/forms/WH-382.}).

16. Intent to Return to Work after Family Medical Leave
The HumanResourceDirector may requirean employeeto reportperiodically on the employee§ status
and intent to return to wol

B. Military Leave (USERRA) *
Uniformed Services Employment and Reemployment Rights Act

An employeeshallbe grantedmilitary leavefor servicein the U.S uniformedservicedn accordancevith the
Uniformed ServicesEmploymentand ReemploymenRights Act (USERRA). Generally,an employeemay
take military leave without pay for the period of active serviceplus travel time. Upon terminationof the
military service the employeewill be restoredto employmentdependingupon the employee$§ period of
military serviceand conditionsof reinstatemenin accordancevith USERRAandall applicablestatelaws.
Employeegeturningfrom military leavewill be placedin the positionthattheywould haveattainedhadthey
remainedcontinuouslyemployedor a comparablepositionthe length of military servicein accordancavith
USERRA. They will be treatedas though they were continuouslyemployedfor purposesof determining
benefitsbasedon length of service.Advancenotice of military serviceis required,unlessmilitary necessity
prevents such notice or it is otherwise impossible or unreasc
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In additionto USERRA leaverequirementsGrand County will grantpaid leaveto membersof the armed
forcesreserveor National Guardfor up to eighty (80) hoursper yearto respondto duty ordersto attendan

extendedraining camp.Absencedueto military ordersin excesf eighty (80) hoursperyearareconsidered
approvedabsencesbut are not paid by Grand County However, employeesmay electto apply accrued
vacationtime or compensatoryime to any excessdays.To be eligible for paid military leave,the employee
mustprovide a copy of the orderto duty to the HumanResourceDirector in advanceAs a courtesyandto

minimizedisruption,GrandCountyrequestshatemployeegprovideasmuchadvancenoticeof military leave
to their supervisors as possil

Employeas may electto continuehealthinsurancebenefitswhile performingmilitary servicefor up to twenty-
four (24) monthsin accordancenith USERRA If elected,the employeewill be responsiblefor the full
premium each month. If not elected,the employeewill have the right to be reinstatedwhen he/sheis
reemployed, without any waiting period or exclusions, except for service-connected illnesses ol

Benefitaccrualssuchasvacation,sick leaveor holiday benefits,will be suspendeduringthe leaveandwill
be resumed upon the employfeeeturn to active employment.

C. Administrative Leave with Pay

The HumanResourceDirector, for the benefitof GrandCountyanduponrecommendatiofrom the Elected
Official, Council Administratoror DepartmentHead, may granta full time employeeadministrativeleave
without deductingthe time from the employee'sscauedleavetime. Accumulatedcomptime, however must
be used before administrative leave can be gr:

1. An employeemay be permittedto be absenton administrativeleavefor a period not to exceedten (10)
successive workda, unless warranted due to extenuating circumst..

2. The Human ResourceDirector shall documentthe administrativeleave in the employee'sfile. The
employee's salary and benefits will not be reduced during the administrative leave

3. Administrative leave shall not be usedduring the absenceof an employeefor conferencesseminars,
training, and otherwork-relatededucationapurposesAdministrativeleavefor work-relatededucational
purposesshall be usedonly whenthe classis conductedduring the employee'svork hoursandhasbeen
approvedby the ElectedOfficial, Council Administratoror DepartmentHead and agreedupon by the
Human Resource Directc

4. The HumanResourceDirector may imposeadministrativeleave pendingthe investigationof employee
misconduct upon the following conditior

a Theperiodof leaveshallnot belongerthanis reasonablynecessaryo completethe investigationof the
alleged misconduct and a decision can be made as to what disciplinary action, if any, will be taken;

b. TheHumanResourceirector hasdeterminedhatthe conductof the employeeendangershe peace
and safetyof others,posesa threatto the public interest,or posesa risk of legal liability to Grand
County or its employee

c. Theimpositionof administrativeleavein andof itself shall not be notedin the employee'€mployee
file asa disciplinary measureunlessan investigationof the employee'sconductdetermineshat a
violation of Grand Count policies or state and federal law has occu
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D. Leave without Pay

The ElectedOfficial, Council Administratoror DepartmentHeadandHumanResourceéDirector maygrantan
employeeleavewithout pay upon submissionof a written applicationfor leaveand approval.An employee
may be grantedcontinuousleave of absencewithout pay for any reasondeemedby the Human Resource
Director to be of benefit to the employee iGrand Count for a period not to exceed twelve (12) mor

1. Thefollowing factorsshall be consideredn determiningwhetheror not to recommendhatanemployee
be granted leave without pe

a. A negative impact resulting in the inability of other employees to absorb the increased w

b. Whetherthe positionis onethatis critical to the operationof the department/officeand for which
temporary replacement is impractic

c. Willingness to fill the position on a temporary basis and time and cost of training a repla
d. Whether the employee's performance has been rated less than satisfac
e. The length and frequency of prior leaves without

2. Leavewithout paythatis grantedfor the purposeof enrichingor developingemployeeskills is the most
valid reason for approving the reque

3. Leavewithout payshallnot ordinarily be grantedwithin thefirst (1%) yearof service.Longevityhowever,
will not automatically qualify an employee for leave without ¢

4. An employeeshallnot be grantedieavewithout pay unlessit is expectedhatthe employeewill returnto
work following such leave

5. No employeeshall be grantedleave without pay in conjunctionwith paid leave in order to allow
continuation of benefits paid tGrand Count or to extend paid leave over a longer period of -

6. As warrantedby unusualcircumstancesandsubjectto the HumanResourcedD i r eaaknbwdedgeent
employeesanay be allowed to take up to ten (10) daysof leavewithout pay, evenwherea sick leave
balance continues to exi:

7. An employeemay take up to ten (10) consecutiveworking daysof leavewithout pay per year without
affecting eligibility datesfor salaryadjustment®r for changesn the leaveaccrualrate. Any time taken
beyondthis limit shallresultin anadjustmento sucheligibility datesreflectingthe amountof time away
from the job.

8. Insurancebenefitswill be discontinuedunderleavewithout pay statusunlessthe employeepaysthe full
premiumpersonally. However,if anemployeeis in aleavewithout pay statusbecausef a work related
injury or illnessGrandCountywill paythefull costof insurancepremiumson behalfof the employeejf
worker's compensation is the only source of income to the emp

E. Tardiness and Absences without Leave

No employeemay be tardy or absentfrom duty without permissionof the Elected Official, Council
Administratoror Departmentead All employeeshouldnotify their ElectedOfficial, Council Administratoyr
or Departmenteadprior to beingtardy or absenceln emergencysituationswhereprior notification is not
possible the employeeshouldnotify their ElectedOfficial, Council Administrator,and DepartmentHeadas
soon as possib
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If a pattern(two or more) of unexplainedor unexcusedardinessor absenceslevelops,employeesnay be
subject to a disciplinary action, up to and including termine
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SECTION X AWORK POLICIES-ALL EMPLOYEES

A. Travel for Grand County Business

Grand County authorizestravel in the performanceof Grand County businesswhen the travel has been
approvedby the employee'€lectedOfficial, Council Administratoror DepartmentHeadandpaysfor travel,
lodging and meals. Theseamountspaid are determinedfrom time to time by Grand County Council. Any
expensdor a spouseor travelingcompaniorthatis not anotheremployeeravelingfor the samebusinesswill
be the employe$ responsibility.

GrandCountymaintainsa fleet of GrandCountyownedvehiclesfor employeeuseon GrandCountybusiness
within city limits; and contractswith specific rental car agenciedor travel out of town for more than 125
miles The fleet listing and rental car contactinformation is held in the Clerk/Auditor$ office, wherean
ElectedOfficial or employeewill be ableto checkout or renta vehicleandobtaintemporaryuseof a Grand
CountyFuel card.If a GrandCounty or rentalvehicleis not available,an employeemay usetheir personal
vehiclewith the approvalof their ElectedOfficial, Council Administratoror DepartmentHead,howeverthis
is discouragedAn employee$ ElectedOfficial, Council Administratoror DepartmentHeadmustreview and
approve all travel allowance reque

1. Mileage

GrandCountywill fully reimbursean ElectedOfficial or employeefor mileagewhenan ElectedOfficial

or employee$ personalvehicleis usedfor official GrandCounty Businessoutsidenormaltravel to and
from work, dueto thelack of availability of a GrandCountyor rentalvehicle If GrandCounty or rental
vehiclesare availablebut the employee§ ElectedOfficial, Council Administratoror DepartmentHead
hasgiventheir permissiorto usea privatevehicle,the ElectedOfficial or employeewill bereimbursedat
half the establishedrate of reimbursementThe rate will be equivalentto the current U.S. General
ServicesAdministration, Privately Owned Vehicle (POV) Mileage ReimbursemenRates.To receive
reimbursementhe ElectedOfficial or employeemustprovide startandend odometereadingsfrom the
personaklehicleor a printoutfrom MapQuestGoogleMapsor othermappingsoftwareshowingmilesto

and from destinatio

2. Meal per Diem
GrandCountywill pay perdiem for ElectedOfficials or employeesvho travel fifty (50) miles or more
from their origin of work on approvedGrandCountybusinessThe ratewill be equivalentto the current
U.S. GeneralServicesAdministration, Meals and Incidental ExpensefM&IE) Breakdownby city and
statelocation and will coverthe meal plus any taxesandtip. Perdiem allowancesare basedon the
departure and arrival time from and to the empldy@eimary work site as:

a. Breakfastis allowedif departire from their point of origin or is fifty (50) miles away from their
worksite prior to 6:00ar

b. Lunchis allowedif departire from their point of origin is prior to 11:00am returnto their point of
origin aftel 2:00pm; or isfifty (5C) miles away from their worksite during the stated ht

c. Dinneris allowedif arrival at their destinationor is fifty (50) miles awayfrom their worksite after
7:00pn.

If amealis includedin theregistrationcostor breakfasis providedby the hotel no perdiemwill begivenfor
that particular meal unlessdocumentatioris providedto the C | e r Ofkice éxplaningwhythese t o 1
services were not used.
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3. Advancement:
Employeesnayreceiveadvance®f up to 100%of the expectedexpensesor travel providedthey submit
an advancerequestform to Grand County Clerk § office within a five (5) businessday notice. These
advancesand the actual expenseswill be finalized after the employee submits a final travel
reimbursement forn

Whentravel is fundedby a grantor other program,the employeeshall be given the amountprovided and
funded by the grant or program.

All requestdor travel reimbursemenshall be submittedto GrandCounty Cl erk/A udi oific&within ten
(10) days after the completion of thetravel.

4. Travel Related Expensethat may Be Prepaic
In advanceof the travel, Grand County will issue prepaymentdor airfare, rail transportationrental
vehicles,and conferenceregistrationfeeswith approvalfrom the employee§ ElectedOfficial, Council
Administrator or Department He. Applicable policies and methods of the prepayrr are asfollows.

a. Airfare : Employeesareexpectedo obtainthelowestavailableairfarethat reasonablyneetsbusiness
travel needs Employeesare encouragedo book flights at leastthirty (30) daysin advanceo avoid
premiumairfare pricing and shouldpurchasecoachor economyseatingfor domesticor international
flights. A businessclassticket may be purchasedper the discretion of the employee§ Elected
Official, Council Administratoror DepartmentHeadfor domesticor internationalflights if the flight
exceeds five (5) consecutive hours, excluding layc

b. Rail transport: As long as the cost does not exceed the cost of the least ex airfare

c. Rental vehicles Grand County will pay for approveduse of a rental vehicle upon reaching
destination,if the vehicleis necessar. If shuttles,busesor taxis are available,an employeeshould
access these as the first mode of tr:

d. Lodging: Whenreservinglodging, the employeeshouldfind a locationreasonalyl priced, yet close
to their destination.The paymentwill be setup asdirectbilling for GrandCounty or paid by check
prior to the employee§ departureto insure taxes are handled by the Clerk/Auditor $ Office
accordingly.If an employeeusesa personalcredit card, the employeewill be responsiblefor the
in-stat¢ tax charged as Utah Law will not permit thisbe reimburse.

e Convention/conferencétraining seminar registration fees Will be paid with a Grand County check,
onceaninvoiceandcheckrequesform areapprovedandsubmitted If a GrandCountycreditcardis used,
thereceiptmustbe submittedto the Cl er k/ A udi ©dfic§sshowingthe appropriategeneraledgeraccount
to payfrom. Businesselatedbanquet®or mealsthatareconsideregartof the conferenceanbe paidwith
the registration fees, however, such meals must be deducted from the employee § per diem alowance.

5. Reimbursement:
Requestdor reimbursementsf travel relatedexpensesare submittedon a Travel ReimbursemenEorm.
This form must be accompanied by supporting document

Reimbursements that may be paid by Grand County are:
a. Businessexpense: Faxes, photocopies, and internet chai Original itemized receipts are requir

b. Parking: Original receips are requiredfor parkingfare The lodging bill canbe usedas a receipt
when charges are included as part of the overnigh

c. Tolls: Original receipts are required for to
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d. Miscellaneous transportation: Original receiptsfor each occurrenceare required for taxi, bus,
subway,metro, ferry, and other modesof transportationGrand County will not reimbursefor any
other type of gratuity except for what is covered under the per

6. Spouse oiOther DependentExpense
Incrementalkostsfor travel, lodging, mealor othertravd expensegor spouse®r otherfamily members
will not be reimbursedunlessthe individual hasa bonafide Grand County purposefor engagingin the
travel or attending the eve

B. Standards of Conduct
GrandCountyexpectdts employeego conductthemselvegliligently andreasonablyn their assignmentsn
behalf of the public. Employeare expected :
x Work diligently on their assigned duties during their assigned work sche

Make prudent use (Grand Count funds, equipment, buildings, supplies, and t

Work courteously with c-workers and the publi

X X X

Observe work place rules of conduct and se

x

Meet the standards of their individual job descripti
x Report and correct circumstanceghat preventemployeesfrom performing their jobs effectively or
completing their assigned tas

Thesegeneralguidelinesare not intendedto be a comprehensivdist of employeeexpectationsand do not
alterthe employmentat-will relationshipbetweenthe employeesand GrandCounty. Either GrandCountyor
an employee may end the employment relationship at any time, with or without cause ¢

C. Employee Coaching/Counseling/Discipline

Employeeswho violate Grand County policy or fail to perform their work satisfactorily are subject to
coaching/counselingiscipline.Dependinguponthe circumstancesGrandCountymay, in its solediscretion,
transfer, suspend,demote,or terminateemployeeswho violate Grand County policy or fail to perform
satisfactoril. Grounds foicoaching/counselindiscipline may include, but are not limited

Inefficiency

Incompetenc

Failure to maintain skill

Neglect of duty

Misconduct

Inability to work in harmony wittco-worker.
Rudeness to the publ

Dishonest, fraud, theft or sabotag

© © N o g b~ w DR

Falsification of employmentapplications,timecards,personnelor other Grand County documentsor
record:.
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10.
11.
12.
13.
14.

15.
16.

17.
18.
19.

20.
21.

Insubordinatior

Misappropriatiol, misust of or damage to public funds or prope
Tardines/Unapproved Absenc.

Any act inimical to public servic

Applicable felony convictions and other violations of state and federal law that are job relatedand
disciplineand/or terminatiolis consistent with business neces.

Working under the influence of alcohol or illegal dn

Possessioristribution,saletransferor useof alcoholor illegal drugsin the workplace while on duty or
while operatincgGrand Count-owned vehicles or equipme

Fighting, threatening violencor other disorderly conduin the workplace
Sexual or other unlawful or unwelcome harassr

Discriminationor threateningjntimidating, coercive,abusiveor vulgar languageor interferingwith the
performance of other employe

Unauthorized use of telephones, mail system or (Grand Count-owned equipmer

Breach olGrand Count § Confidentiality Statement

This list is not exhaustiveandis setforth asa guideline.This list shouldnot be construedas preventingor
limiting Grand County from taking disciplinary action, up to and including termination,in circumstances
where Grand County deemssuch action to be appropriate,regardlessof whether Grand County has
specificallyidentifieda written rule or policy. Similarly, employeesnay be coachedtounseleftlisciplinedfor
violationsof GrandCountypolicy foundin othersectionof this handbookviolationsof Stateor Federalaw,
or violations of relevantpolicies, rules or laws promulgatedelsewhere Theseguidelinesdo not alter the
employmentat-will relationshipbetweeremployeesand GrandCounty. Either GrandCountyor anemployee
may end the employment relationship at any time, with or without cause or

Grand County typically uses a ProgressiveCoaching/Couseling/Disciplinary procedurewhenthe actionis
necessar The following steps will be applied as appropriate to each action as it

1.

Informal Discussior

ElectedOfficial, Council Administrator,DepartmentHeadandemployeecommunicateadirectly aboutthe
work problem.During the discussiorthe ElectedOfficial, Council Administrator,DepartmentHeadwill
be able to seeif the employeeunderstandghe performancestandardsand work rules and if the
opportunityis availableto reinforcethosestandardsand rules aswell as advisingthe employeeof the
consequences$ violation of the rulesandstandardsontinues Documentatiorshouldfollow this andbe
retainedby the ElectedOfficial, Council Administrator,DepartmentHead Only if the occurrencenoves
forward with additionalwarnings,shouldHumanResourcebe requiredto receivethe documentatiorof
the informal discussio
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2. Verbal Warning
Whenevergroundsfor action exist and the ElectedOfficial, Council Administrator, DepartmentHead
determineghat more sevee actionis not necessaryhe supervisorshouldverbally communicateo the
employeethe observeddeficiency. Written documentationof the discussionmust be signed by all
participatingpartiesfor future referenceandwill be submittedto HumanResourcego be placedin the
employee$ file. Sufficienttime for improvementhouldbe givenbeforeadditionalactionis takenunless
extenuating circumstances dictate othen

3. Written Warning

If theinformal discussiorandverbalwarningexpectationdiavenot beenachievedthe ElectedOfficial,

Council Administrator, DepartmentHead must completea written warning, stating what the issueis,

which policy it affects atimeframeto rectify the situation repercussions notrectifiedin specifiedtime,

and when the Elected Official, Council Administrator, DepartmentHead will meet again to discuss
progress Written documentatiorof the discussiormustbe signedby all participatingpartiesfor future
referenceand will be submittedto Human Resourcego be placedin the employee§ file. Exceptfor

extreme situations, written warnis may be removed from the employgéle after thre (3) yeas.

4. Suspensiol
Suspensionshouldbe avoidedif possibleand only usedif an employeeneedsa *ooling off * period
which will normally be unpaidleaveor HumanResourcesnustconductan investigationof a situation
which will normally be Administrative Leavewith Pay If this shouldbecomenecessarythe employee
and ElectedOfficial, Council Administrator,or DepartmentHeadand HumanResourcewill meetand
signdocumentatiorstatingthe detailsof the suspensionA suspensioishouldnotexceedb (five) business
days, except in extreme circumstanc

5. Dismissa
Thistypically will only be usedasa lastresortandshallbe agreeduponby the HumanResourceDirector
prior to the notification to the employee,to verify appropriatestepshave beentaken and acceptable
documentations available The HumanResourceDirector doesnot haveto be presenthowevermay be
if requested by thElected Officia, Council Administrator or Department ht.

Dependingon the severity of the incident, any or all stepsbetweenl through 4 may be bypassed and
immediate termination may result. Human Resourceshall review the circumstancerior to any action
beingtaken This Coaching/CounselingDisciplinary procedure doesnot changethe employment at-will

relationship betweenthe employeesand Grand County. Either Grand County or an employeemay end
the employment relationship at any time, with or without cause or notic

Eligible employees may appeal disciplinary action thrcGrand Count § Dispute Resolution process.
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D. Dispute Resolution

Grand County encouragests employeesto work to resolve disputesamicably and informally whenever
possible However,when a disputearisesthat cannotbe resolvedinformally employeesmay seekredress
through the dispute resolution process.When a dispute arises regarding unlawful discrimination, all

employeeanay seekredressthroughthe disputeresolutionprocess.The following definitions apply to the
dispute resolution proce

1. Suspensiol
An absenceimposed as discipline, with or without pay, which may or may not result in further
disciplinary action

2. Transfer
An involuntary job assignment change from one department to a departmer.

3. Dismissa
Involuntary termination fronGrand Count employmer

4. Unlawful Discrimination
A claim of discriminatorytreatmenbasedon a protecteccategorysuchasrace,color, nationalorigin, sex,
age, disability, or religior

GrandCounty prohibitsretaliationagainstemployeesvho reportunlawful workplaceconductor who utilize

the disputeresolutionprocessEmployeeswith questiongegardinghow the disputeresolutionprocessvorks
may askthe HumanResourceDirector regardingprocedurehowever,the HumanResourceDirector cannot
commentor provide advice on the substantivassuesin dispute.Employeesmay selecta representativef

their choice to represent them at any stage of the dispute resolution |

GrandCountyurgesemployeedo attemptto resolvedisputesnformally with their ElectedOfficials, Council
Administratoror DepartmentHeadsdirectly. Beforelaunchinga formal review with an ElectedOfficial, the
Council Administratoror DepartmentHead,employeeshouldattemptto resolvedisputesby dealingdirectly
with the individualsinvolved. Grand County recognizeghat thereare circumstancesvhereemployeesnay
feel uncomfortableaddressingissuesdirectly with a supervisor.In such cases,employeesmay proceed
directly to the next step of the dispute resolution pro

E. Dispute Resolution Procedure

Grand County$ disputeresolutionprocessinvolves three (3) steps.Employeeswho are unhappywith the

outcomeof any stepmay proceedo the nextstepin the processStepone(1) of thedisputeresolutionprocess
mustbe commencedvithin thirty (30) calendardaysof the eventgiving rise to the disputeor within thirty

(30) calendardaysof the time the employeereasonablyshouldhave known of the eventgiving rise to the

dispute. Failing to file the grievancewithin the timeframe provided shall result in the grievancebeing

disqualified

1. Elected Official, Council Administrator, or Department Head Reviev
If adisputeremainsunresolvedafteraninformal attemptto work out a solution,an employeemayfile a
written appealwith the ElectedOfficial, Council Administrator,or DepartmenHeadstatingthe basisof
the dispute and outlining the employee§ position. The Elected Official, Council Administrator, or
DepartmenHead has ten (1(busines days to respond to the employfedispute.
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2. Human Resource Director Revie\
If the employeeso choosesthe employeecan appealthe decision of the Elected Official, Council
Administrator,or DepartmentHeadto the HumanResourceDirector. The HumanResourceDirector has
ten (10 busines days to make a determination on the appeal in wr

3. Grand County Council Review

If the employeeis unsatisfiedwith the outcomeof the Human ResourceDirector$ review, or if the
Human ResourceDirector fails to respondwithin ten (10) businessdays, the employeehas ten (10)
businessdays from the receipt of the Human ResourceDirector$ responsepr the date the Director
shouldhaverespondedto file a written appealwith GrandCounty Council. GrandCounty Council may
requestadditional written information from the partiesinvolved and, at its discretion, may hold an
informal hearingattendedoy the parties.If the Council electsto hold a hearing,the Council will issuea
written decisionto the partieswithin fifteen (15) businesglaysfrom the hearingdate.If the Councilelects
notto hold a hearing,the Councilwill issueawritten decisionwithin fifteen (15) businesslaysof receipt
of the last additional information requested by the Council from the ps

F. Terminating Grand County Employment

Employmentwith GrandCountyis at-will, meaningthateitherGrandCountyor the employeesnayterminate
the employmentrelationshipat any time, with or without noticeor cause An employee$ employmentwith
Grand Count may terminate in different way

1. Resignatior
Employeesnayresignatanytime. As a courtesythough GrandCountyrequestshatemployeegive two
(2) weekswritten noticesothat GrandCountyhastime to prepardinal paperworkandarrangeo assurea
minimal disruption tcGrand Count work.

2. De-facto Resignatiol
Employeeswvho are absentfrom work for three(3) consecutivavork daysandare capableof providing
notice to their Elected Official, Council administratoror DepartmentHead, but fail to do so, are
considered to have voluntarily resign

3. Termination
Just as employeesmay terminate their employmentat any time, Grand County may terminate the
employment relationship at any time with or without notice or ¢

4. Reduction in Force
The purposeof this policy is to establisha uniform procesdor reducingGrandCountys workforcedueto
alack of funds,workloadchangesprganizationathangespr otherconditions.This policy appliesto all
Grand Count employee:

Order of Reductions Reductionsin force may be undertakenwithin individual departmentdasedon the
following proceduresin all reductionin force proceduresthis is the typical order of separatiorbut Grand
County retains the right to select employeesfor areduction in force at its discretion:

a. Temporary and seasonal employ
b. Introductory employes
c. Length of Service of regular employ
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Onceemployeesn groups 3a ‘and % “abovehavebeenterminatedrom employmentreductionsn forceshall
bebasednthelengthof servicewithin specificdepartmentgjbob classificationsSpecifically,thoseemployees
with the least seniority within aclasswill be subject to layoff procedures before those with greater seniority.

5. Notification
TheHumanResourcdirectormay give anemployeeseparatediueto areductionin force a minimum of
fourteen(14) businesslayswritten notification of separatiorandan opportunityfor administrativeeview.

G. Exit Interview

All voluntary terminatingemployeesshall meetwith the Human ResourceDirector on their final day of
employmentfor an exit interview. The exit interview helps Grand County determinethe employee§
satisfactionwith Grand County$ policies and benefits,and what changescould be implementedto retain
future or currentemployeesThe employeeis alsonotified aboutfinal paymentof wages,sick andvacation
time, or otheramountsdue the employeeandwhen paymentwill be received aswell as COBRA, andthe

signing of requiredretirementdocumentsif an employeefails to schedulean exit interviewwith the Human
Resource Director, notificatii shall be placed in tremployee's file for re-hire eligibilit

H. Outside Employment

Employeesare permittedto engagein outsidework or to hold otherjobs, subjectto certainrestrictionsas
outlined below

Activities andconductaway from thejob mustnot compete conflict or compromiseGrandCounty$ interests
or adverselyaffectjob performanceandthe ability to fulfill all job responsibilitiesEmployeesare prohibited
from performing any Grand County serviceson nonworking time that is normally performedby Grand
County. This prohibition also extendsto the unauthorizeduseof any GrandCountytools or equipmentand

the unauthorizediseor applicationof any confidentialinformation.In addition,employeesare not to solicit

or conduct any outside business during paid working |

Employeesare cautionedto carefully considerthe demandghat additionalwork activity will createbefore
accepting outside employment. Outside employmentwill not be consideredan excuse for poor job
performanceabsenteeisntardiness)eaving early, refusalto travel or refusalto work overtimeor different
hours. If Grand County determinesthat an employee$ outside work interfereswith performance,the
employee may be asked to terminate the outside employ

Employeeswho haveacceptedutsideemploymentmay not use paid sick or vacationleaveto work on the
outside jok Fraudulent use cthis leave will result in disciplinary actii, up to and including terminatic
I. Garnishments

GrandCountyencouragegts employeetso manageheir financial affairs responsiblyandwisely. UnderUtah
law, Grand County will not dischargeany employeewhoseearningshave beensubjectto garnishmentin
connection with any one judgmenhttah Code Ann. 70C-7-104 (1953, as amen
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J. Work Hours

All Grand Count employees are expected to work their assigned sch

1.

Work Hours
In most Grand County offices, work hoursare from 8:00 am to 5:00 pm unlessmodified by action of
Grand Count Council,Elected Officia, Council Admiristrator or the Department Hes

RestBreaks

All full time non-exemptemployeesare permittedtwo (2) paid breaks of not more than fifteen (15)
minuteduratiors, usuallyone(1) to betakenatleastanhour prior to lunchandone(1) to betakenatleast
an hour after lunch. The purposeof grantingbreaksis to relieve mentalstrainandfatigue; thereforethe
following practices are not permittt

a. Combining two daily breaks into otthirty (3C) minute rest peric

b. Banking” breaks from day to day

c. Saving breaks to extend lunch hours or shorten work

d. Requesting compensatory time off or pay for work performed during b
e

Failureto returnon time from breakswill subjectthe employeeto disciplinaryactionanddocking of
pay for misse time.

Parttime regularemployes who work at leastfour (4) hoursin one day are permittedone (1) breakof not
more than a fifteen (15) minute duration.

Smoking Breaks

Employeesshall take smokebreaksonly during their restandlunch breaks.This is allowedonly in the
designatedsmoking areasoutsideand 25 feet away from any building § exits. If additionalbreaksare
taken for this reasonthe employeewill be subjectto disciplinary actionand docking of pay for missed
time.

Lunch Breaks
Eachfull time employeds allowedup to aone(1) hourunpaidlunchbreak The employee'sactuallunch
breal may b¢ determined by thElected Officia, Council Administrator or Department H.

Employeesare normally expectedo be presentduring all otherwork hoursunlessspecialarrangementsare
madewith the ElectedOfficial, Council Administratoror the DepartmentHead. Requestingcompensatory
time off or pay for work performed during unpaid meal periods will not be authorized.

Break time for Nursing Mothers

An employeewho is nursingwill be allowedreasonabléreaktime asneededo expressreastmilk for
her nursingchild for one (1) yearfollowing the child § birth. The frequencyand length of suchbreaks
will dependon the needsof the mother,andwill likely vary. To the extentthat breaktime is neededn
excess of the lunch and other breaks described above, such break time will bt

Breakroomswhich arefree from intrusionfrom co-workersandthe public havebeenassignedor this purpose
in the main Grand County building. If suchbreaksare neededn otherlocations,employeesshouldconsult
with their ElectedOfficial, Council Administratoror DepartmentHeadandthe HumanResourceDirector to
determine an appropriate location.
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K. Work Interruptions

On occasionswhen there is an interruption of work for causesoutside the control of Grand County,
employeeswill be compensatedor the entire day of the occurrenceregardlessof the time releasedrom
work.

On the day following the occurrenceor interruption, employeesare expectedto report to work at their
regularly scheduledstarttime, unlessotherwisenotified by their ElectedOfficial, Council Administratoror
DepartmentHead Suchnatification shouldbe initiated no later thanone (1) hour prior to the regularstart
time. Reasonabldiligenceto makecontactis theresponsibilityof the ElectedOfficial, Council Administrator
or Departmentead,andthe employeelf no suchnotificationis made the employeés expectedo reportto
their regular work station at the appointed start

L. Political Activity

Grand County follows the FederalHatch Act regardingregulation of partisanpolitical activities. Unless
otherwisepreventedoy law, GrandCountyemployeesnay voluntarily participatein political activity subject
to the following provision:

1. No personwill bedeniedthe opportunityto becomeanapplicantfor a GrandCountypositionby virtue of
political opinion or affiliation.

2. No Grand County employemay be dismissed from service as a result of political opinion or affili

3. GrandCountyemployeesnay voluntarily contributefundsto political groupsandbecomecandidategor
public office.

4. No GrandCounty official or employee whetherelectedor appointedmay directly or indirectly coerce,
commandpr adviseany employeeto pay,lend, or contributepartof his or hersalaryor compensatiomr
anythingelseof valueto any party,committee organizationagency or personfor political purposesNo
GrandCounty officer or employee whetherelectedor appointed may attemptto makeany officer § or
employee employmenstatusdependentiponthe employee§ supportor lack of supportfor anypolitical
party, committee, organization, agency, or person engaged in political a

5. No Grand County official or employeemay engagein any political activity during the hours of
employmentnor may any personsolicit political contributionsfrom Grand County employeesduring
hours of employmentfor political purposes,but nothing in this section shall preclude voluntary
contributions by iGrand Count employee to the party or candidate of the empl@&yekoice.

6. Nothingin this rule shallbe construedo permitpartisanpolitical activity of any GrandCountyemployee
who is preventedor restrictedfrom engagingin suchpolitical activity by the provisiors of the federal
Hatch Act.
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M. Dress Code

Workplaceattire and grooming must be neat, cleanand appropriatefor the work being performedand the
settingin which the work is performed.Natural and artificial scentsmay also becomea distractionfrom a
well-functioning workplace,and are subjectto this policy. Department/officesnay determineappropriate
workplaceattire andgroomingfor their areaandshouldcommunicatehis to their staff during orientationand
evaluationperiods.Any questionsaboutthe department/offic& guidelinesfor attire shouldbe discussedvith
the departmerff Elected Officia, Council Administrator or Department He.

1. Employeesareexpectedo at all timespresenta professionalmage to clients,visitors, customersaandthe
public. Acceptablepersonalappearancdjke maintenanceof work areas,s an ongoingrequirementof
employment wittGrand Count.

2. Certainstaff may be requiredto meetspecialdress,grooming and hygienestandads, suchaswearing
uniforms or protectiveclothing, dependig on the natureof their job. Uniforms and protectiveclothing
may be requiredfor certain positions and will be provided to employeesby Grand County At its
discretion,a departmeninay, suchasduring unusuallyhot or cold weatheror during specialoccasions,
allow staff to dressin more casualfashionthanis normally required.On theseoccasionsemployeesre
still expectedto presenta neatappearancand are not permittedto wear ripped frayed or disheveled
clothing, athletic wear, tight, revealing or otherwise inappropriate clo

3. Any employeewho doesnot meetthe attire or groomingstandardsset by his or her department their
Elected Official, Council Administrator or DepartmentHead should discussthe problem with the
employeein privateto point out the specificareasto be correctedandif necessarysenthometo remedy
theissuelf thepolicy is continuallydisregardedhendisciplinaryactionmaybe necessary-Hourly or non
-exemptemployeeswill not be compensatetbr anywork time missedbecausef failure to comply with
designated workplace stande.

4. All staff mustcarry or weartheir GrandCountyidentificationbadgein a conspicuousocationatall times
while at work, unlessthe badgecould becomea hazard.In sucha situationthe employeemustkeepit
available on their person at all tin.

Reasmable Accommodation of Religious Beliefs GrandCountyrecognizeghe importanceof individually-
held religious beliefs to personswithin its workforce. Grand County will reasonablyaccommodatean
e religiousbeligfsin termsbf workplaceattire unlegsthe accoremodatioceatesanundiehardship.
Employeesequestinga workplaceattire accommodatiofasedon religious beliefs shouldbe referredto the
Human Resources Director.
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