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ARTICLE I INTRODUCTION

SectionA. Purpose

It is the purpose of this Personnel Policies and Procedures Manual to provide a uniform,
comprehensive and effective system of personnel administration in Aitkin County and to establish
procedures which will serve as a guide to administrative action concerning personnel activities and
transactions.

It is the further purpose ofthis Personnel Policies and procedures Manual to ensure:

(a) A spirit of confidence and cooperation between the Board and its employees.

(bJ That all appointments and promotions to positions in the County service shall be
made on the basis ofjob-related qualifications.

(c) That position classification and compensation plans shall be adopted which will
conform to the principle of like compensation for like work.

(d) That the citizens ofAitkin County can be assured that their best interests are being
served by the employment of the most qualifìed personnel available.

(eJ Fair treatrnent of applicants and employees in all aspects of personnel administration
without regard to race, color, creed, religion, national origin, citizenship, sel marital
status, pregnanc¡ disability, public assistance stâtus, age, sexual orientation, political
affiliation, veteran status, genetic information, local human rights commission activity,
or other protected-class status, and with proper regard for the privacy and
constitutional rights of applicants and employees.

Section B. Adoption

Subd. (1J This Personnel Policies and Procedures Manual was approved by the County
Board of commissioners at a regular board meeting on luly 28,2015, or on the revised
date that appears on the policy. Any changes in the content oft}re Personnel Policies and
Procedures Manual must be approved by the Board of County Commissioners.

Subd. (2) Upon approval by the County Board, this Personnel Policies and Procedures
Manual shall supersede all existing policies or rules that in any way conflict with these
Personnel Policies and Procedures. The 2015 Non-union Compensation Guidelines shall
become null and void and are also superseded by this policy update.

Subd. (3) To the extent that federal or state statutes or regulations change, this
Personnel Policies and Procedures Manual shall be construed as consistent with those
changes.
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Section C. Administration Of The Manual

subd. (1) copies ofthis Personnel Policies and Procedures Manual shall be made
available to all employees, appointing authorities, and interested union representatives.
Copies of this Manual shall be on file in the Administration Department, Human
Resources Office, and shall be available for public review upon request.

Subd. (2J The Aitkin County Board of Commissioners, through the County
Adminisfator shall administer this Personnel policies and procedures Manual.

subd. (3) The countyAdministrator or designee shall provide the necessary forms
and reports for all personnel changes in the County under this Personnel Policies and
Procedures Manual.

Subd' (a) This Manual may be amended whenever such an amendment is deemed
necessary. Changes to the manual may be initiated by:

(a) TheCountyBoard

(b) The County Adminisfator

(c) A Department Head

(d) The Labor Management Committee

subd. (5J All proposed changes shall be referred to the county Administrator who
shall make a recommendation to the County Board within a reasonable amount of time.
Upon receipt of the County Administrator's recommendation, the County Board may
approve or reject the changes. The initiator of the change will be informed in writing of
the status of the proposed change and anticipated time frame for a County Board
response.

Section D. Savings Clause

In the event any provision ofthis Personnel Policies and Procedures Manual shall be held to be
contrary to law by a court of competent jurisdiction, from whose final judgment or decree no
appeal has been taken within the time provided, or is contrary to an adminisFative ruling or is in
violation oflegislation or administrative regulations, such provision shall be null and void. All other
provisions shall continue in full force and effect.

Section E. Deparhnental Rules

Subd. (1J In accordance with this Personnel Policies and Procedures Manual, each
DeparÍnent Head may establish a set of rules. Such rules shall be established for the
purpose ofhandling personnel matters particular to the departrnent concerned and shall
be governed by this Personnel Policies and Procedures Manual.
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Subd. (2) The Department Head is responsible to ensure that departmental rules
remain in compliance with County policies and procedures, including but not limited to
this Personnel Policies and Procedures Manual.

Subd. (3J Insofar as deparhnental personnel administration rules do notconflictwith
this Personnel Policies and Procedures Manual, they may be approved by the
Deparbnent Head with the advice and consent ofthe County Administrator.
Deparünental rules which conflict with tlis Manual, but are necessary for the efficient
and effective operations of the Department, may be presented to the County Board for
consideration. The County Board must approve rules which conflict with this Manual
prior to their implementation.

SectionF. CollectiveBargainingAgreements

Subd. (1) Employees who are subject to collective bargaining agreements as
negotiated in accordance with the Public Employment Labor Relations Act, Minnesota
Chapter 1794 shall be exempt from those provisions ofthis Manual which are
inconsistent with the provisions of such collective bargaining âgreements.

Subd. [2) Aitkin County collective bargaining agreements recognized by the Minnesota
Bureau of Mediation Services include:

(a) Teamsters General Local Union No. 346 (Supervisory Unit)

(b) Teamsters General Local Union No. 346 (Licensed Essential UnitJ

[c) Teamsters General Local Union No.346 (Non-Licensed Essential Unit)

(dJ American Federation of Statg County and Municipal Employees, AFL-CIO, Local Union
No. 667 (Courthouse Unit)

(e) American Federation of Sate, County and Municipal Employees, AFL-CIO, Locat Union
No. 1283 (Health & Human Services Unit)

(fj International Union of Operating Engineers, Local #49

Section G. OtherAgreementsl

Employees who are subject to an individual agreement witl the County Board shalt be exempt from
those provisions of this Manual which are inconsistent with tlte provisions of such an agreement.

Section H. Management Rights

The County Board retains the full and unrestricted right to operate and manage all personnel,
facilities, and equipment; to establish functions and programs; to set and amend budgets; to
determine the utilization of technology; to establish work schedules, and to perform any inherent
managerial function not specifically limited to by current collective bargaining agreements, this
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Personnel Policies and Procedures Manual, County Board resolutions, and state and federal
statutes.
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ARTICLE II DEFINITION OF TERMS

The following words and phrases in the Personnel Policies and Procedures Manual shall have the
meaning as indicated.

Anniversary Date - The fÌrst day of work with tle County shall be the employee's date of hire and
shall become the employee's anniversary date. This date is used for the determination of eligibility
for benefits and some benefit levels. An employee's anniversary date will remain tlte same, unless
he or she has an unpaid leave of absence from work of 31 calendar days or more. If an employee has
such a leave of absence, his or her anniversary date will be adjusted forward by the number of days
leave beyond 30 calendar days. The new date will become the employee's "adjusted" anniversary
date. The employee's date of hire will remain the same, regardless of any time away from work. A
leave of absence of 30 calendar days or less will not affect the employee's anniversary date. An
employee's anniversary date may also be adjusted when he or she is promoted, demoted, or
transferred to a new job classification within the County. Employees who terminate, and are
rehired at a later date, will start their emplo¡rment over with a new hire date and anniversary date.

Arbitration - The process ofsubmitting a dispute or an unresolved grievance to an impartial third
party for a binding decision.

At'will Employee - The employer is free to terminate an employee for any reason or for no reason
at all, as long as it is not an unlawful reason. The employee is also free to terminate employment at
any time.

Bacþround Check - Verification of information provided on application, resume, or during an
interview and a review of criminal records. The individual must sign a release of information form.

Bargaining Unit - A group of employees with a clear and identifiable community of interests who
are represented by a labor union in collective bargaining and other dealings with management. The
bargaining unit is defìned and set forth in the Certification of Exclusive Representative issued by
the Minnesota Bureau of Mediation Services.

Class - One or more positions sufficiently similar with respect to duties and responsibilities; that
the descriptive title may be used with clarity to designate each position allocated to the class; that
the same general performance qualifications are applicable or that the same level of compensation
can be applied.

Classification - The act ofgrouping positions into classes with regard to duties, educational
requirements, and responsibilities.

Compensatory Time Off- Paid time off given to reimburse an employee for extra time or effort
expended in lieu of overtime pay.

PageT of79



Confidential Data on Individuals - Data made not public by statute or federal law applicable to the
data and are inaccessible to the individual subject of those data.

Confidential Employee - An employee who as part of the employee's job duties: (1) is required to
access and use labor relations information; or (2) actively participates in the meeting and
negotiating on behalf of the public employer.

County Board - The elected Aitkin County Board of Commissioners.

Department Head - A director ofa county department as designated by the Board of
Commissioners or elected to a County office by the public. Depãrtment Heads are considered
exempt ftom the requirements of the Fair Labor Standards Act and are excluded from the
Minnesota Veterans Preference Act in discipling discharge or job elimination. Department Heads
are defined as follows:

Employee - A person holding a paid position within the County.

Employer - County of Aitkin.

Essential Employee - Firefighters, peace officers subject to licensure under Minnesota Statutes
Sections 5626.84 to 5626863, 911 system and police and fire department public safety dispatchers,
guards at correctional facilities, confidential employees, supervisory employees, assistant County
attorneys, assistant city attorneys, principals, and assistant principals.

Exempt Employee - All bona fìde professional, administrative, and executive employees who do
not receive overtime and are exempt from the requirements ofthe Fair Labor Standárds Act.

Exit Interview - A structured interview conducted at the time of separation from emplo¡rment.

Appointed:

County Administrator
County Assessor
County Engineer
Economic Development/Forest Industry
Coordinator
Environmental Services Director
Health and Human Services Director
Human Resources Director
IT Director
Land Commissioner

Elected:

CountyAttorney
County Auditor
County Recorder
County Sheriff
Counþr Treasurer

Elected officials are excludedfrom
provisions ofthis Personnel Policies and
Procedures Manual, such as Employee
Benefts, exceptfor insurance, and other
provisions as noted withín as well as any
section pre-empted by their dutíes and
privileges in accordance with Minnesota
Statutes.
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Flex Schedule - A scheduling plan that permits employees to provide input regarding their work
hours while meeting the needs of the county and with DeparÍnent Head approval.

Full-time - Employees scheduled to work the normal workweek of the organization.

fob Description - See Position Description.

fob Evaluation - A systematic way of determining the value of a job in relation to other jobs in the
organization for the purpose of establishing a rational pay structure. The position description is the
basis for a job evaluation. The result consists of assigning jobs to salary grådes.

1"V9tr - Dismissal or suspension of an employee due to lack of work or budgeting consfaints. The
layoffthey can be temporary or permanent.

Long-Term Disability Insurance - An insurance poticy with benefits that begin for covered
employ"es on the 91" day of a qualifiring dis"bility and are payable for injury.sickness or
pregnancy up to the employee's normal retirement age, as defined by social securis,_[Teamsters
and L49 members have separate disability insurance included with their union Heaithiund plan;
refer to the union's plan documents for disability insurance information.)

Minimum Qualifications - The minimum requirements and experience necessary to perform
and/or obtain a given job.

Near Miss - A potentially serious situation or series of events that could have resulted in injury.

Non-exempt - Employees who are subject to minimum wage and overtime requirements under the
Fair Labor Standards Act (FLSAJ.

Organizational Chart - A diagram showing the relationships between various positions within the
organization.

Orientation - Introduction given to new employees regarding the organization's strategic vision,
environment, policies and procedures.

Overtime - Hours worked in excess of a regular work day or a work day under a flexible schedule.

Part'time - Employees scheduled to work less than a full-time work schedule.

Performance Management - An ongoing process of communication between a supervisor and an
employee that occurs throughout the year, in support ofaccomplishing the strategic objectives of
the organization.

Personnel committee - comprised of two commissioners appointed by the Board, county
Administrator, and Human Resources Director. The purpose of the Personnel Committee ij to
ensure Board oversight ofadministraüve personnel activities. The Personnel Committee is not a
decision-making body and may only make recommendations to the county Board or county
Administrator. The Personnel Committee has wide latitude to request information and repórts
related to personnel from Administration and Human Resources.

Page 9 of 79



Position Description - A written summary of information and tasks necessary to perform a job
which includes, but is not limited to, a job summary essential functions, minimum qualifications,
knowledge, skills and abilities required, physical activity requirements, FLSA status, and other
relevant job information.

Private Data - Data which is made by statute or federal law applicable to the data: (a) not public;
and (b) accessible to the individual subject ofthat data.

Probationary Period - A period of time during which a new employee is required to demonstrate a
satisfactory capability ofperforming the duties ofthe position.

Professional - Occupations that require specialized knowledge acquired through college training,
other related training or through work experience.

Public Data - Data which is accessible to the public in accordance with the provisions of Minnesota
Statutes S13.03.

Regular Full-time Employee - A full-time employee who has successfully completed the
probationary period.

Regular Part-time Employee - An employee who works less than the standard work hours and
was hired for service duration in excess of one year, and who has successfully completed the
probationary period.

Resignation - The voluntary termination of emplo¡rment by an employee.

Salary - Fixed compensation paid bi-weekly.

Seasonal Employee - A temporary employee hired to cover increased workloads due to peak
business demands. Seasonal employees are not eligible for benefits and the position duration is
generally not for more than 67 working days in any calendar year; or not for more than 100
working days in any calendar year if the employee is under the age of 22 and is a full-time student
enrolled in a nonprofit or public educational institution prior to being hired by the employer, and
have indicated, either in an application for emplo¡rment or by being enrolled at an educational
institution for the next academic year or term, an intention to continue as a student during or after
their temporary emplo¡rment with the County.

Short-Term Disability Insurance - A voluntary insurance policy witl benefits that begin on the
15tt' day ofa quali$ring disability and are payable for accident or sickness up to 11 weeks or until
LTD begins, whichever is earlier. (Teamsters and L49 members have separate disability insurance
included with their union Health Fund plan; refer to the union's plan documents for disability
insurance information.)

SupeMsor - An employee delegated responsibility for tlre day to day administration of a work unit.

Suspension - A forced leave ofabsence witì or without pay for disciplinary purposes or pending
investigation of specific charges made against an employee.
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Temporary Employee - An employee hired for a pre-established period of time which may not
exceed twelve months. Temporary employees work standard work hours but are not seasonal.
Temporary employees are not eligible for benefìts.

Termination ' a voluntary resignation, involuntary discharge, or discontinuation of employment
with the County.

Transfer - A lateral movement from one job to another of the same grade level. A transfer can
include moving from one department to another department.

Veteran - Applicants and employees who are entitled to veteran's preference as defined by
Minnesota Chapter 196.
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ARTICLE III EMPI.OYMENT

Section A. Equal Employment Opportunity policy Statement

Purpose: To affirm Aitkin County's policy ofproviding Equal Opportunity to all employees and
applicants for employment in accordance with all applicable Equal Employment
Opportunity/Affirmative Action laws, directives and regulations of Federal, State and Local
governing bodies or agencies thereof, specificalty Minnesota Statutes S3fE.

Aitkin County will not discriminate against or harass any employee or applicant for employrnent
because ofrace, color, creed, religion, national origin, citizenship, soç marital status, pregnancy,
disability, public assistance status, age, sexual orientation, political affiliation, veteran status,
genetic information, local human rights commission activity, or other protected-class status.

Aitkin County will take Affirmative Action to ensure that all emplo¡rment practices are free of such
discrimination. Such employment practices included, but are not limited to, the following: hiring
promotion, demotion, transfer, recruiûnent or recruitment advertising, selection, layoff,
disciplinary action, termination and rates of pay or other forms of compensation.

Aitkin County will use its best effort to afford minority and female business enterprises with the
maximum practicable opportunity to participate in the performance of subcontracts for
construction projects that this CounW engages in.

Aitkin County fully supports incorporation of non-discrimination and Affirmative Action rules and
regulations into contracts.

Any employee of this county, who does not comply with the Equal Emplo¡rment opportunity
Policies and Procedures as set forth in this statemen! will be subject to disciplinary action. Any
subcontractor not complying with all applicable Equal Employment Opportunity/Áffirmative
Action laws, directives and regulations ofthe Federal, State and Local governing bodies or agencies
thereol specifically Minnesota Statutes 536l will be subject to appropriate legal sanctions. 

-

If any employee or applicant for employment believes he/she has been discriminated against,
he/she should contact the County Administrator or the Human Resources Office. Aitkin County
Courtlrouse, 2I7 2nd Street NW, Room 134, Aitkin, MN 56431 or (21g) gZZ-7306.

Chairperson - Aitkin County Board of Commissioners Date
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Section B. Recruitment Procedures

Purpose: To ensure consistent procedures are utilized to recruit the best possible candidate in the
most efficient way possible for each position.

Subd. (1) Roles and Responsibilities

(a) The Human Resources Director or designee has tlre primary responsibility for
coordinating recruiünent, screening, interviewing and facilitating hiring
recommendations of new employees. The Human Resource Director or designee will
be the primary point ofcontact for all applicants until a conditionaì job offer has been
made.

(b) The Department Head or supervisory designee is responsible for making the final
recommendation on all job offers.

(c) The CountyAdministrator must approve the recommendation for a previously
budgeted position.

(d) The Aitkin county Board of commissioners must approve the recommendation for a
newly created or unbudgeted position.

Subd. (2) All CountyJob Openings will be Posted

(a) All job openings will be posted internally and advertised externally simultaneously,
unless the county is precluded from doing so by a collective bargaining agreement.
Each notice will include the posting date, job title departmen! position description,
pay range, and closing date. Qualified County employees who apply will be given
consideration.

(b) All bargaining unit job openings will be posted according to applicable collective
bargaining agreements.

(c) All employees (probationary and non-probationary) are eligible to apply for internal
vacancies or transfers, unless an applicable collective bargaining agreement provides
otherwise.

(d) If applicable, employees must be Merit System eligible. All HHS Departrnent positions
are hired from Merit System registers, except the HHS Director position which is
exempted from merit personnel system coverage (5 CFR 900.602). Minnesota Merit
System's online apolication center and hiring practices shall apply where applicable.

Section C. Hiring Practices

Purpose: To fill newly created or vacant Countypositions.

Subd. (1) CountyApplication
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Application forms and position descriptions are available in the Administration Department,
Human Resources Office. Completed application forms are to be submitted to the Human
Resources Director or designee before the published deadline. Late applications will be considered
as allowed by law.

Subd. (2) Designation ofData (513.43. Subd.3J

Except for applicants to undercover law enforcement officer positions, the following
personnel data on current and former applicants for emplo¡rment by the county is public
data:

(a) Names of applicants when determined to be eligible for appointment to a vacancy or
when applicants are considered by the appointing authority to be finalists for a
position. For purposes ofthis section, "finalisd'means an individual who is selected to
be interviewed by the appointing autlority prior to selection.

(b) Veteran status.

(c) Relevant test scores.

(d) Rank on eligible list.

(e) fob history.

(fl Education and training.

(g) Work availability.

(h) Personnel examinations and answer keys are nonpublic data, except pursuant to valid
court order.

Subd. (3) Applications For and the Filling ofVacancies

The following procedure will be followed:

(aJ Aitkin county will afford emplo¡rment to the applicant possessing the best
qualifications that fit the requirements of the job regardless ofrace, color, creed,
religion, national origin, citizenship, sex, marital status, pregnancy, disability, public
assistance status, age, sexual orientation, political affiliation, veteran status, genetic
information, local human rights commission activity, or other protected-clasi status.

(b) Job requirements will be posted and included on the position description.

(cJ A high school diploma or equivalentis generallyrequired as consideration for
employment.
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(d) Any testing requirements will be conducted by the Human Resources Director or
designee or by the Minnesota Merit system and will onìy be used for testing skills
specifically required for the job.

(e) Where applicable, Minnesota Merit System's online application center and hiring
practices will be used.

(fJ All applications will be required to be completed on tìe Aitkin county official
application forms, including candidates selected for interview from the Minnesota
Merit system register. Resumes may be requested on a case by case bases, but must
be attached to the completed application form.

(g) When an opening exists or is contemplated for a bargaining unit position, applicable
provisions from a collective bargaining agreement shall be followed.

(h) fob applications are to be submitted for a designated position and must be received
before the published deadline, if applicable.

Subd. (aJ Advertisement for External Applicants:

Sources for recruiting employees from outside are listed below:

(a) Advertising will be placed on the County's website, in the offìcially designated County
newspaper. and sent to the Grand Rapids WorkForce Center, Aitkin WorkForce
Center. Brainerd WorkForce Center, and the Director of the Mille Lacs Band of Ojibwe.
The advertisement of any County position will appear in the designated County
newspaper twice, two editions. Additional advertisements may be placed as
recommended by the Department Head, Human Resources Director, County
Administrator and/or County Board.

(b) fob applications from the general public for employment will only be accepted in the
event that there are position vacancies.

Subd. (5) Position Description

(a) If the Department Head or county Administrator determines that the position
description needs to be reviewed and updated, the Human Resources Director or
designee wiìl assist the Department Head to make revisions.

(b) The CountyAdministrator may approve revisions to the position description provided
the classification ofthe position will not increase due to the updates.

(c) The County Board must approve revisions to the position description if the revisions
will result in an increase in classification.

(d) The final position description shall be in place prior to any external advertising.
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Subd. (6) Screening Process

[aJ All applications will be reviewed and screened by tìe Human Resources Director or
designee for minimum qualifications. All candidates listed on the Minnesota Merit
System Register are deemed to meet minimum qualifications.

(b) The hiring Department Head or designee may review qualified applications for further
screening, if desired. The hiring Deparünent Head or designee may request to view all
applications received for the position, regardless of qualifi cations.

(c) The Department Head will choose the candidates for interview, or will delegate this
responsibility to a supervisor in the departrnent and/or to an HR representâtive.

Subd. (7) Interview

(d) The Human Resources Director or designee is responsible for coordination of
interviews. Best practices for interviews wilì be followed, as determined by legal
counsel, the County Administrator, and Human Resources Director.

(e) The interview teams for all positions will include at least one employee of the county
who has attended training on employment law and best practices related to
interviews, the Supervisor, and the Department Head or designated representative.
County Board representative(sJ may participate in the interview portion ofthe hiring
process if the opening is for a Deparbnent Head position. The Human Resources
Director or designee will participate in the interview portion ofthe hiring process at
the request of the Supervisor or Department Head, as periodically requested by the
County Adminisfator, and when there is no one on the interview team who has
attended a training on employment law and best practices related to interviews as
conducted by the coun!y's labor attorney.

(f) Any candidate not receiving an interview will be notified in writing or via emaiì. If a
candidate is interviewed, but not selected for the position, the Human Resources
Director or designee shall noti$r the candidate. The Human Resources Director or
designee shall be responsible for notification to the candidates.

Subd. (B) Conditional Job Offer

(a) The Human Resources Director will bring the recommendation of the Department
Head to hire to the County Administrator or County Board (whichever is applicableJ
for final approval.

(b) The Human Resources Director or designee and the Department Head or designee will
review and evaluate the experience and qualifications ofthe applicants for a position
and may assign experience credit deemed reasonable. This will be the starting salary
proposed to the CountyAdministrator for approval ofthe applicant.

(c) Once a candidate is selected for the position, a conditional job offer will be made by
the Human Resources Director or designee.
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Subd. (9) Reference and Background Checks

(aJ Employment references will be checked on all candidates conditionally offered
employment with AitÌin County.

(b) criminal background checks will be done by the HR Director or designee, through a
firm specializing in background investigation and pre-emplo¡¡ment screening services,
by the Bureau of Criminal Apprehension, and/or by the Aitkin County Sheriffs
Department on the candidate conditionally offered emplo¡rment with Aitkin county
and in accordance with the law.

Subd.(10) Pre-EmploymentPhysical

(aJ candidates in selected job classes who have received a conditional offer of
emplo¡rment will be required to pass a Health screening/pre-Emplo¡rment physical.

(b) The Health Screening/Pre-Employment Physical shall be conducted by a local medical
facility, at no cost to the applicanl

(cJ The Human Resources Director or County Administrator may approve an alternate
pre-emplo¡rment physical site when deemed necessary.

Subd. (11) Hiring OfRelatives

(a) The emplo¡rment of relatives in the same area of an organization may cause conflicts.
ln addition to claims of partiality in treatment at worþ personal conflicts from outside
the work environment may be carried into day-to-day working relationships.

(b) Relatives of persons currently employed by Aitkin county may be hired only if they
will not be working directly for or supervising a relative within the organization. This
policy applies to any person, higher or lower in the organization, who has tlre
autlority to review emplo¡rment decisions. Aitkin County employees cannot be
transferred into such a reporting relationship.

(c) For the purposes of this section, a relative includes: child, step-child, parent, step-
parent, sibling, step-sibling, grandparen! grandchild, the employee's fìancé, spouse,
spouse's parent, spouse's step-parent, spouse's sibling spouse's step-sibling and any
other person whom the employee has been declared legal guardian.

Subd. (12) Employee Relationships outside of the workplace

Aitkin County desires to avoid misunderstandings, actual or potential conflicts of interes!
complaints of favoritism, possible claims of sexual harassment and the employee morale
and dissension problems that can potentially result from intimate relationships involving
managerial and supervisory employees in the county or certain other employees in the
County.
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Accordingly, Department Heads and Supervisors are discouraged from fraternizing or
becoming romantically involved with any subordinate employee in the department.

All employees should also remember that the County maintains a strict policy against
unlawful harassment of any kind, including sexual harassment. The County will vigorously
enforce this policy consistent witì all applicable federal, state, and local laws.

Section D. Orientation

Purpose: To clari$r a new employee's role in the organization as a whole and to explain applicable
personnel policies and procedures and/or provisions ofthe applicable collective bargaining
agreement. The Human Resources Director or designee, the Payroll Technician, and the individual's
immediate Supervisor share the responsibility for orientation.

Subd. (13) The orientation ofa new employee is the final step in the hiring process.
The County has a three-phase orientation program for all new employees:

(a) Phase I Payroll and Benefits Orientation (payroll TechnicianJ

(b) Phase II General Orientation, Policies, and Training (HR Director or designee)

(c) Phase III Position, Deparünent, and Social Orientation (lmmediate Supervisor)

Section E. ProbationaryPeriod

Purpose: To provide a time frame for the employee's supervisor to observe the employee's fitness
for continued emplo¡rment with the county. The probationary period shall be utilized-by
supervisors to closely observe the employee to determine whether the employee will be able to
meet the Department demands and become a contributing member to the County's workforce or
whether it is necessary to remove the employee whose performance does not meet the required
work standards.

Subd. (1)
period.

All County employees will serve and successfully complete a probationary

subd. (2) All newly hired or promoted non-union employees will be on a probationary
period for six (6) calendar months unless specified otherwise by statute (veterans
Preference SWA6 or other). Emplo¡rment may be terminated for any reason during
this period unless specified otherwise by statute. Upon request ofthe Depar¡nent Head,
the countyAdministrator may extend the probationary period by up to 6 months. under
no circumstânces may a probationary period exceed 12 months. The employee wiìt be
notified in writing and informed of performance deficiencies and offered assistance to
improve performance.

Subd. (3J If the employee takes a leave of absence while on probation, the
probationary period shall be extended by a period oftime equal to the total number of
calendar days on leave.
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Subd. (aJ Union employees will follow the probationary periods as they are defined in
the applicable collective bargaining agreement.

Subd. (5) Probationary employees are eligible to apply for other positions for which
they are qualified.

Section F. Access To personnel Files

Purpose: Aitkin County maintains a personnel fìle on each employee. Personnel fìles are the
property of Aitkin County. Aitkin County allows access to personnel files in accordance with
applicable law.

Subd. (1) Personnel files are kept in the Administration Department, Human
Resources Office. Payroll files are kept in the County Auditor,s Office.

Subd. (2J Access

Employees are permitted reasonable access to their personnel fìles, including medical,
workers' compensation, and immigration files, by appointment during regulãr business
hours. A request for access by an employee must be submitted in writing to the Human
Resources Director or designee.

Subd. (3) Copies

Employees may receive a copy of any information in their personnel fìle at the expense of
the County.

Subd. (a) Additions and Corrections

Employees are permitted to propose the addition ofmaterial and changes to any
information in their personnel fìles. A proposal to add information or Change information is
subject to review by the immediate supervisor and the Human Resources Djrector. If there
is a dispute between the supervisor and the employee concerning any added or corrected
information, a meeting will be set up with the employeg supervisor and Human Resources
Director to resolve the disagreement.

Subd. (5) Access by Other Employees And Supervisors

(aJ Personnel records and medical, workers'compensations, and immigration files of
employees may be accessed by other employees and supervisors on a need-to-know
basis in the course of performing their job functions and in accordance with applicable
Iaws.

(b) In other situations, personnel records and other data on employees may only be
accessed pursuant to the Minnesota Government Data practices Act, Minn. siat. üeot
et seq.

Subd. (6) Access by Former Employees
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Former employees may have reasonable access to their personnel records in accordance
with applicable laws.

Subd. (7) Documents Contained in the personnel File

Section G. Hours Of Work
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Employees shall be notified ofany entry to their personnel fìle concerning performance
evaluations or discipline. Payroll records, such as Forms I-9, w-2, and timesheets, shall be
maintained in the Auditor's Office. Employee medical information will be kept in a separate
medical file. workers' compensation information will be kept in a separate workers'
compensation file.

Purpose: To define the schedule of work hours for Aitkin County employees as determined by
operational needs and demands of Aitkin County. Hours of work generally include all of the time an
employee is on duty at the employer's establishment or at a prescribed work place, as well as all
other time during which the employee is suffered or permitted to work for the employer.

Subd. (1J The normal workweek ofthe organization is Monday through Friday, B:00
a.m' to 4:30 p.m.; however, it is expected that all staff will provide service necessary to
carry out the functions oftheir position which includes weekends and evenings as
required. Department Heads are authorized to establish schedules to meet the business
needs of their department.

Subd. [2] Flexible Schedules

(a) Flexible hours for non-exempt staff may be arranged with the Deparünent Head or
designee provided the normal scheduled hours worked fall between 6:00 a.m. and
7:00 p.m.

(b) A flexible schedule is an agreed upon schedule that meets the business needs of the
Deparûnent and meets with the approval of the employee which is outside of the
normal business day. The expectåtion under a flexible schedule is that employees are
accountable to begin and conclude work for the day at the agreed upon, scheduled
time.

(c) Flexible schedules may not include scheduled work days longer than 10 hours and
should generally not incur overtime pay.

Subd. (3J Alternate Work Sites and Telecommuting

(aJ Utilizing alternate work sites and telecommuting is an administrative option not an
employee benefìt. Upon agreement of the department head an employee may be
allowed to report to an alternate work site or to telecommute but the decision to
allow it will be based on the business needs of the county and the Department.



(b) Alternate work sites and telecommuting requires support from the Department Head
and approval of the County Administrator. Alternate work sites and teiecommuting is
not appropriate for every job at the County. Alternate work sites and telecommuting
agreements may be revoked by management at any time for any reason.

(cJ The necessary tools, technology and services must be readily available at the alternate
work site. The County will provide the necessary technology equipment to perform
necessary duties. The County will not assume responsibility for operating costs, home
maintenance or other costs incurred by the employee in the use of a residence for
telecommuting. (i.e. if an employee voluntarily opts to accept a telecommuting
agreement; the County will not reimburse costs).

[d) An employee's compensation and benefits, and the terms and conditions of
employment will not change as a result of alternate work location or telecommuting.
An employee who works from an alternate location or telecommutes is still
accountable to all county policies, departmental rules and work direction. Employees
at alternate work sites must maintain communications with supervisors as directed.

(eJ Work Schedules

(i) Alternate work sites or telecommuting scheduling should be in accordance
witl the regular work day or under an approved flexible schedule.

(ii) All work rules regarding overtime, comp time, etc... apply to employees
under this section.

(fJ Requirements

(Ù An agreement must be signed by the County Administrator, Supervisor,
Department Head and employee prior to beginning any alternate work site or
telecommuting.

(iD There must be clear and mutually understood methods tl¡at are documented
in the agreement for measuring and evaluating the work of and holding
accountable an employee who is working at an alternate site or telecommuting.

(iiil All employees must be required to have at least B hours per week of time
reporting to the normal work site.

Subd. (a) Meal Periods

The employee must be completely relieved from duty for the purpose of eating regular meals. The
employee is not relieved if he or she is required to perform any duties, whethðr active or inactive,
while eating. If the employee is not completely relieved ftom duty, the meal period must be counted
as hours worked. For example, an employee who is required to remain at hi;/her desk while eating
lunch and regularly answers the telephone and refers callers is working. Thii time must be counted
and paid as compensable hours worked because the employee has not been completely relieved
from duty.
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Subd. (5) Lectures, Meetings and Training programs

Attendance at lectures, meetings, training programs and similar activities are not counted as
working time if four criteria are met, namely: it is outside normal hours, it is voluntary not job
related, and no other work is concurrently performed.

Subd. (6) Travel Time

The principles which apply in determining whether time spent in travel is compensable time
depends upon the kind of travel involved. The County will observe all FLSA standards related to
travel time and compensation. Compensation for travel time is typically at the discretion of the
Department Head.

Subd. (7) RestBreak

Employees scheduled to work four (4) or more continuous hours shall be allowed a paid fifteen-
minute break within each four (4) hour period at times designated by tleir supervisor.

Subd. (B) Break Time for Nursing Motlers

In accordance with MN Statute 181.939 and in recognition of the well documented health
advantages ofbreastfeeding for infants and mothers, nursing mothers shall be provided reasonable
break time to breastfeed or express milk using their normal breaks and meal times. For time tlat
may be needed beyond tlte usual break times, employees may use personal leave or make up the
time as negotiated with their supervisor. A lactation space, other than a restroom, that is private
and sanitary, includes an electrical outlet and has a lock will be provÍded and identified by
Department Head for breastfeeding employees.

(a) Expressed milk may be stored in County refrigerators as long as the milk is properly
stored and labeled.

(b) Employees may contact a Public Health Nurse to review equipment and other
resources available for Aitkin County breastfeeding employee use. Interested
employees are expected to arrange for this during their personal time.

(cJ Employees who wish to express milk during the work period shall keep their
supervisors, department heads and HR Department advised ofany necessary requests
to ensure that appropriate accommodations can be made to satis$r the needs of both
the employee and the County.

Subd. (9) CompensatoryTime

Employees are not eligible for accrual of compensatory timg unless otherwise provided by a
collective bargaining agreement.
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Section H, FLSA Safe Harbor For Exempt Employees

Subd. (1) Deparhnent Heads or Supervisors mayrequire exempt employees to work a
schedule, to record daily attendance, and to record and track hours for billing or other
business related purposes that are directly related to the exempt employees;¡ob duties.
Departnent Heads and supervisors will familiarize themselves with FLSA rules and
regulations to ensure no exempt employee's FLSA protections are infringed upon.

Subd. (2J The County will observe all FLSA rutes and regulations as they apply to
exempt employees.

Section L Performance Management

Purpose: To provide communication between the employee and the immediate supervisor relating
to job performancg work standards, the employee's performance strengths, and dèvelopmental
needs.

Subd. (1) Once the performance appraisal process is completed, the evaluation will be
sent to the Administration Department, Human Resources Office, and placed in the
employee's personnel file.

Subd. (2) ProbationaryEmployees

(aJ Performance appraisals will be conducted on all probationary employees during and
prior to completion of the probationary period, typically at 3 months and 6 montls.

(b) The Department head or immediate supervisor is responsible for the appraisal.

(c) The performance appraisal will be completed according to Aitkin county,s
Performance Appraisal program form.

Subd. (3) Employees

The Department head or immediate supervisor will conduct the performance appraisal
process for supervisors and non-management employees on an annual basis.

Subd.( ) DepartrnentHeads

The CountyAdministrator will conduct the performance appraisal process for appointed
Department heads on an annual basis.

Subd. (5J CountyAdministrator

The county Board will conduct the performance appraisal process for the county
Administrator on an annual basis.
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Section f. Disciplinary Action

Purpose: To establish standard disciplinary procedures for employees who violate rules,
regulations, or perform unsatisfactorily.

Subd. (1J The progressive disciplinary system will be used as defìned by Aitkin
County's Disciplinary Action policy. The severity of the infraction will dictate the level of
the first action taken, which may include, but not be limited to, verbal reprimand, written
reprimand, demotion, suspension or termination.

Subd.(2) DisciplinaryMeasures

Different types of disciplinary measures may be used depending on the offense. Disciplinary
measures include:

(aJ Personal Discussions - This measure is to be used when a problem arises that can be
handled in an informal manner through discussions between the employee and the
immediate supervisor.

(b) verbal warning - This measure will be used when personal discussions have not
resolved the matter. A statement by tìe immediate supervisor that the warning was
given shall be placed in the employee's personnel fÌle.

(c) Written Warning - This measure involves a written statement to the employee
referencing previous warnings and/or discussions regarding tlre problem, what the
employee must do to resolve the problem to the supervisor's satisfaction, and
indication of the consequences for not resolving the problem. The employee and
supervisor shall sign written reprimands. If an employee refuses to sign a written
reprimand, a notation of such shall be made on the reprimand. A copy of all written
reprimands shall be placed in the employee's personnel file and retained therein.

(dJ Suspension - An employee may be suspended with or without pay for a period of up to
thirty (30) calendar days and may be extended for cause as determined by the
employer. A suspension may be used when previous disciplinary measures have been
used and were then unsuccessful in resolving the problem, or when a problem or
situation arises tllat may warrant an immediate suspension due to the seriousness of
the offence.

(e) Termination - This disciplinary measure may be used when attempts at resolving the
problem have failed or the seriousness of the offense warrants termination. The
termination notice with the reasons for termination will be stated in writing to the
employee.

(f Authority to conduct discipline up to and including termination is delegated as
follows:
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including termination of all personnel

County Administrator All disciplinary action up to and
including termination of all personnel
below department head level and all
disciplinary action up to termination of
department head level positions. County
Board approval is required for
termination of department heads.

Department Head All disciplinary action up to written
reprimand of personnel under the
department head's authority

Supervisor Personal discussion, verbal warning and
counseling statements of personnel
under the supervisor's authority

Subd. (3) General Guidelines

(a) As a general rule, at the first notice of a complain! the immediate supervisor shall
handle the problem or concern informally and orally. lf the problem is not corrected
within a reasonable period of time, a written reprimand shall be issued. This shall be
documented and kept in the employee's personnel file. The employee shall receive, by
hand delivery, a copy of this document. If the probtem is still not corrected, more
severe forms of disciplinary action shall be used, up to and including termination. In
some situations, more severe initial disciplinary measures may be used including
termination.

(b) All disciplinary actions will be in conformity with the appticable collective bargaining
agreement and applicable laws, including, but not limited to pELRA and Veteran's
Preference laws.

Section K. Termination Of Employment

Purpose: To make the separation of employment with Aitkin County as amicable as possible for
both tle employee and the County.

subd. (1J If a Department Head elects to terminate emplo¡rmen! at least twenty (20)
working days'notice shall be given to Aitkin county. All other employees who elect to
terminate emplo¡rment shall give at least fifteen (15) working days' notice.
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subd. (2) An employee may be temporarily suspended or immediately terminated by
the appropriate authority, Iþç e{rlplqycs s_Lrall þq¡otified of the action and the reason in
writing at the time of the suspension or terminátiòn. if ttre emplovee feeiJ[ùat fre óistre 

--

has been wrongfully suspended or terminatedpf qq! lhSp_ellgd qf CgSpe4CiS4 w4q
unwarranted, the employee shall have the right to appeal under the grievance þrocèàuie,
provided that objection is made in writing within ten (10J calendar days of written
notice ofthe suspension or termination

Subd. (3) Involuntary Separations: Employees who are involuntarily separated,
including layoffand dischargg shall be paid in full according to Minnesota statute
s181.13.

Delehd: for cause

DeleÞd: without just cause

subd. (a) voluntary separations: Employees who are voluntarily separated from
emplo¡rment shall be paid in full no later than the next regular payday.

Subd. (5J General Procedures

(c) Accrued benefits and/or severance pay may be granted in accordance with applicable
collective bargaining agreements and pursuant to law

(d) Employees will receive their final pay check in the same manner as previously
received.

(eJ It is the responsibility of the separating employee's immediate supervisor to assure
that the employee returns all county property, keys and/or equipment, prior to the
employee's receipt ofthe final paycheck. All expenses and credit cards should also be
balanced and returned prior to the employee's receipt ofthe final paycheck.

Section L, Grievance Procedure

Purpose: To provide a method for the prompt and equitabte resolution of disputes relating to the
administration ofthe Personnel Policies and procedures Manual.

Subd. (1) Union Contract Provisions

The grievance procedures found in applicable collective bargaining agreements shall be followed.

Subd. (2) Grievance Procedure for Employees Not Covered by a Collective Bargaining
Agreement

It is the policy of the County to adjust all grievances promptly and fairly. To expedite resolution,
two or more Steps may be combined by the parties, through mutual agreement, in writing.
Grievances related to terminations shall start at Step 3.
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(a) Step 1: An employee claiming a violation concerning the interpretation or application
of tlese Personnel Policies and Procedures shall, within ten (10J calendar days after
the employeg through the use ofreasonable diligence, should have had knowledge of
the occurrence that gave rise to the grievance, present such grievance in writing io the
employee's Deparhnent Head. A response to the grievance shall be issued within ten
(10) calendar days following a meeting with the Departnent Head or designee. Any
grievance not appealed in writing to Step 2 by the employee within ten (10) calendar
days shall be considered waived.

(b) step 2: If appealed, the written grievance shall be presented by the employee and
discussed witl the Human Resources Director within ten (10) calendardays. A
response to the grievance shall be issued within ten (10) calendar days following a
meeting with the HR Director. Any grievance not appealed in writing to Step 3 by the
employee within ten (10J calendar days shall be considered waived.

(c) step 3: Ifappealed, the written grievance shall be presented by the employee and
discussed with the County Administrator within ten (10) catendar days. A response to
the grievance shall be issued within ten (10) calendar days following a meeting with
the County Administrator. The decision of the County Administrator shall be fìnal.

Section M. Exit Interviews

Purpose: To provide a separating County employee the opportunity to express an opinion with
regard to employment issues with Aitkin County.

Subd. [1J Every employee separating from county emplo¡rment is to be offered the
courtesy of a final interview with the Human Resources Director or designee. The Exit
Interview Form will be completed by the employee or interviewer and retained on file in
the Administration Departmen! Human Resources office, separate from the employee,s
personnel fìle. In the event an exit interview is not possible, the Human Resources
Director or designee will email or mail the exit interview form to the exiting employee,
with a self-addressed stamped envelope if sent by U.S. Mail.

Subd. (2) The separating employee will be advised ofseparation matters by payroll
including but not limited to final pay, vacation pay, and COBRA benefits.

subd. (3J Exit Interview information will be compiled and reviewed by the Human
Resources Director to determine trends or corrective action that may be necessary.
when necessary this information will be shared with the county Board, county
Administrator, and/or Department Head.
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ARTICTE IV WAGES AND SATARIES

Section A.
Agreement

Elected and Appointed Officials; Employees Not Already Set By

Purpose: To establish and administer a compensation system for Aitkin County elected officials,
appointed officials, and other county employees who are not already covered by a collective
bargaining agreement. This policy shall provide:

(a) Compliance with Minnesota Statutes relative to setting compensation levels for
elected officials and is specifìcally intended to ensure compensation levels are
formally established and publicly announced well in advance of the opening of filings
for elected offices.

(bJ A defined process for establishing compensation levels for employees who are not
already covered by a collective bargaining agreement.

Subd. (1) Elected Officials

(a) The salaries of Aitkin CounryAtrorney (S3ggJg), CountyAuditor (S3g4,1gll, County
Recorder (5386015), County Sheriff (S387.20J, and County Treasurer (S3gS.3ZÐ,
shall each be set by resolution ofthe Counþ Board in December ofeach year, prior to
the year in which the salary is to be paid.

[b) A payroll holdback shall be used for all elected officials in accordance with the Pay
Procedure Policy, Article IV, Section F.

Subd. (2) Appointed Positions

The salaries for appointed positions, including county Assessor (s2z3o6l Subd. 6), county
Highway Engineer (S1ÁL0Z Subd. 2), Vererans Service Officer (5192ó0 Subd. 3), and Laná
Commissioner (5282.13) shall be payable in accordance with Article IV, Section A, Subd. (3).

Subd. (3) Other Employees

The salaries for appointed and other employees not already covered by a collective bargaining
agreement shall be adjusted according to the following procedures:

(a) The supervisor is responsible for completing the employee's annual performance
evaluation by December 15th of each year in accordance with the Performance
Management Policy in Article III, SectionJ._ 

_ _
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(bJ After the annual performance review has been completed and the employee has
received a satisfactory or higher performance evaluation, the employèe ihall receive a
wage or salary adjustrnent based upon the County Board adopted compensation
schedule referred to in Appendix A. In no event shall an employee's wage or salary be
adjusted to exceed the maximum ofthe appropriate salary range.

(c) An employee's salary may not exceed the range maximum. If an employee,s salary
currently exceeds the maximum of their pay scale, their salary will be frozen until the
pay scale catches up.

[d) Pay days for all employees shall be bi-weekly on a Friday.

(eJ At the end of each year, all non-union employees shall remain at their rate of pay until
a new wage scalg Appendix A, is adopted by the Board. Employees who terminate
employment prior to the date ofCounty Board approval ofthe annual non-union wage
scale shall not be eligible for retroactive wage adjustments.

(f) Promotion Pay: A FLSA non-exempt employee who is promoted to a higher paid
classification would be placed within range or on tlre step that results in at läast a
$0.25 per hour increase. A FLSA exempt employee who ii promoted to a higher paid
classification would be placed within the higher pay range resulting in at leãst a
$520.0O/year increase (pro-rated if promotion occurs mld-year].

(g) Any special benefits or conditions of employment negotiated with an individual
employee prior to this policy adoption shall be in addition to the rights and benefits
covered by these guidelines.

Section B. fob Reclassification pay

A FLSA non-exempt employee whose (DBM) job classifìcation is upgraded will be placed in the new
pay range that results in at least a $0.75 per hour increase. A FLSA exempt employee whose (DBM)
job classification is upgraded will be placed in the new pay range that results in at least a
$1,560.0O/year increase (pro-rated if reclassification occurs mid-year1.

Section C. Overtime pay

Purpose: To follow the Fair Labor Standards Act for non-exempt employees as it relates to hours
worked in excess ofthe regular work day or an approved flexible schedule, or an amount set forth
in an applicable collective bargaining agreement.

Subd. [1J General procedures

(a) Employees will flex tìeir schedules to the greatest extent possible to avoid incurring
overtime.

(bJ No employee shall be allowed to accrue compensatory time off unless otherwise
provided by a collective bargaining agreement.
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(cJ All overtime hours worked shall be authorized in advance by the Department Head or
designee, unless a departmental rule states otherwise. All records of overtime hours
worked must be maintained and reported on the employee,s timesheet.

(d) upon approval of the Department Head, FLSA non-exempt employees are eligible for
overtime compensation at the rate of one and one-half (1-1/z) times their regular
base wage for hours worked in excess of a normal work day or an approved flexible
schedule day. Within the constraints of FLSA, this policy shall not be construed to limit
the ability of the Department Head to request or require that employees flex their
schedule in a given week, or employees to request flex time in recognition of hours
worked in excess of a normal work day.

(e) overtime hours that are approved by the Department Head or designee and submitted
on a timesheet may be paid without Board approval.

(f] ltvhen an employee is required to travel in connection with a temporary assignment,
payment of overtime during this period is to be determined by the immediate
supervisor on the basis ofthe circumstances involved and in accordance with
applicable law.

(g) Supervisors will not permit employees to work off the clock without recording the
time as hours worked.

subd. (2) Exempt employees are those who are exempt from the overtime and
minimum wage requirements of the Fair Labor Standards Act (FLSA). Exempt
employees are not eligible for overtime compensation or accrual of compensatory time.

Section D. Payroll Deductions

Purpose: To make deductions from an employee's wage in accordance with applicable laws and,
where required, the employee's consent

Subd. (1) General Deductions

Deductions will be made from employees'wages in the following order:

(a) Federal and State income taxes

(b) FICA or Medicare (social Security)

[c) Public Employees Retirement Association (eligible employees)

[dJ Union Dues in accordance with applicable collective bargaining agreement and PELRA

Subd. (2J Employees shall be required to complete all applicable forms necessary for
deductions as may be required by law.
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Subd. (3) No deduction from an employee's wages for any period shall cause the
employee's wages for any such period to be less than the wage required to be paid by the
County pursuant to appticable law. i.e. garnishment exemptions, etc.

Subd. (a) Employees are to be notified ofall deductions. Ifthe employee objects to a
deduction, such as a garnishment or child support order, the dispute will be referred to
the legal counsel.

Subd. [5) Deductions Requiring Written Consent

Employees must consent in writing to the following deductions:

(aJ Payment ofgroup health, dental, lifg long-term disability, short-term disability, Iong-
term care insurance, and any other voluntary benefits elected

(b) Contributions to a retirement plan

(c) Confibutions to deferred compensation plans

(d) Contributions to a flexible spending account

[e) Contributions to a health savings account (HSAJ

Section E. PayProcedure

Purpose: To define the County-wide guidelines, policies and procedures governing payroll and to
ensure relevance, accuracy, and consistency ofpayroll procedures across all departments.

Subd. (1) General Procedures

(a) The payroll period shall be biweekly. Aitkin County employees shall be paid biweekly
on Friday for work performed during the previous pay period. All pay periods are
regular cycle pay periods with the exception to tlre end ofthe year pay period. There
are 26 pay periods in one year.

(b) Funds will be distributed from the Treasurer's Office following the completion of
payroll processing.

(c) Aitkin County implements a two-week holdback on wages/salaries.

Subd. (2) Automatic Payroll Deposit

This policy is effective for all departments.

(d) Those employees who began employment prior to september 10, 1999 and are not
participating in automatic deposit wilt have their payroll checks mailed. All new
employees hired after September 10, 1999 will be required to utilize automatic
payroll deposit
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(e) All exceptions to this policy and employees with special circumstances must request
exemption for approval to the CountyAdministrator in writing.

(f) All County employees will have their payroll check deposited into a checking account
or savings account

Section F. Market Rate AdjusEnents

Purpose: Although the county considers internal compensation relationships of primary
importance in maintaining pay equity, it may be necessary to recognize the external compensation
relationships through market attraction/retention wage scales and/or market rate adjustments.

subd. (1) Market rate adjustnnents may be considered and external market
relationships examined when:

(a) A salary range is insufficient to attract qualified candidates for emplo¡rmen! or

(bJ A continuing pattern of turnover in a given position can be directty linked to
established compensation levels; or

(c) A given position deviates from tìe market rate by a substantial percentage.

(d) The CountyAdministrator deems that a specific external market relatiànship must be
examined.

Subd. (2) All market rate adjustments must be recommended by the County
Administrator and approved by the Board.
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ARTICTE V EMPLOYEE BENEFITS AND SERVICES

Section A. Group Insurance

Purpose: To provide medical, life and long term disability insurance to eligible employees of Aitkin
County.

Subd. (1) Summary

(a) Full time (probationary and non-probationary) employees who work a minimum of
thirty (30) hours per week are entitled to health and life insurance provided byAitkin
County. Some exclusions apply for LLCC staff. See Subd. (1) e) below. Those wúo are
eligible for medical insurance and can prove that they are already covered by a
different policy are not required to sign up for a plan provided by Aitkin County.

(b) Select voluntary benefits are also available for full-time employees to purchase,
including dental insurance, supplemental life insurance, short-term disability
insurance, long-term disability insurance, long-term care insurance, and critical illness
voluntary insurance policies.

(c) Some agreements entitle employees to Long-Term Disability benefits after six (6)
months of continuous emplo¡rment wit¡ Aitkin County.

(d) The effective date ofcoverage shalr be based upon the specific poricy.

(e) The County offers healtl insurance to substantially all full-time employees, which is
defined under the Affordable Care Act as 95% of employees working 30 or more
hours per week on average or 130 or more hours per month on aveiage. The County is
not subject to a penalty if 5%o of employees working 30 or more hours per week on
average or 130 or more hours per montl on average are not offered health care
coverâge. The Affordable Care Act offers limited exemptions and the County
Administrator may authorize use of those exemptions as needed.

Refer to applicable agreements for additional details and employer contribution rates.

SectionB. HealthlnsuranceandHsA.Effectivel/1/z

Subd. (11 Health insurance coverage will be provided in accordance with the Counqy's
group health insurance policy with the Minnesota p
commonly referred to as "pElp'i rhq qmplgygq sl4 grlpJcyqI prqqli_um contributions
a¡dl@$lHlA contributions shall be establisled by ttr.q counry þòár¿ aná catiùlated in -

the same mannerai dànnedìn ttréagiôéménf ue¡leen Ài*in ð"u"t;ñ
Council 65, Local tJnion #667 (Courthouse Unit).
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dependent of another employee for whom the Emplo]¡er has made a family coverage
contribution. the Employer is not obligated to make a separate single coverage
contribution on behalf of the employeer

Subd. (41 HSAADVANCEMENT:J{an empìoyee B=e=ç!9=hi=q1=lle=t4{r=q!!E!= the
employee may provide proof and request advance payment up to the remaindei
employer HSA allocation for the plan year.provided the emplo
reimburse the County for the HSA contribution. prorated by pay period [over 24 pay
periods per vearlfg.!g4JI!r4g=!4?!=I9lr?¡¡t9,ir=!Þq syqq!!hç.=et4pl.oJ_qç=lq4xes
employment for any reason other than death. and that the County has thè iieht-io'dedùct

the PEIP nlan

Subd. (5) WAIVER PLAN OPTION: The employer may offer a waiver plan for
emÞloyees who waive health insurance coverage. Effective Ianuary 1. 2017. employees
who waive health insurance coverage. may elect to receive $2.750 per year. pro-rated
over 24 pay periods. Employees who waive coverage can elect to place their waiver
dollars into their deferred comp account, into their HSA if they have a corresponding
HiBh Deductible Health Plan (HDHP). or receive it as taxable cash throush the cafeteria
plan. unless prohibited by law.

Section C. Life Insurance

The County Board agrees to provide and pay for a life insurance policy of $15,000 for all full-time
employees, and to provide life insurance coverage in the amount of $10,000 for their spouses and
dependents up to age 26.

SectionD. LongTermDisabilitylnsurance

Subd. (1) All employees covered by a collective bargaining agreement shall follow the
LTD provisions contained in the applicable union agreement.

Subd. (2) Part-time, seasonal and temporary employees are not eligible for LTD
insurance.

Coverage shall be effective for employees on the 1't of the month following their date of hire.
promotion. or transfer to a benefit-eligible position.

subd. (2) , Ëlteiþleçtttplq)¿ççq=wi!=rccçryea.p=çq+e!ç=q.l-{$Açqplriþqllq¡!{qrell.p4J _-
periods in which the employee is in a compensated payroll status or on FMLA.,

subd. (3) ithq.=Enp.l-qvçl.qþ-e¡!Þe qþllcelq.q,!q.q.re\e,qtty=e!e. t11.4!{ecçq!!"!
contribution on behalf of an employee. Therefore. if the employee is enrolled as a

Subd. (3) The County shall provide Long Term Disability Insurance reimbursement for
full-time non-union employees based on current salaries. Said insurance shall take effect
for new employees on the 1st of the month following date of hirq, I,TDmg!¡hly
premiums will be paid by the employees via payroll deduction.
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(a) Non-union employees whose annual wages are below the maximum salary range will
be reimbursed for the monthly premium.

(b) Non-union employees whose annual wages are at the maximum of the salary range
shall select one of the following two options:

(Ð The employee shall not be reimbursed for the monthly premium and instead
shall receive 1 personal day per year, provided that their wage remains at the
maximum of the salary range. Said personal day shall be separate from vacation
and PTO and shall not be cumulative; or

(iil in lieu ofreceiving the 1 additional personal day per year (as described in
optionj),theco]¡qtyw!U_p!Cvi4e_lqte:!çf{ndlseþitty!Þ!rtq!çqq!!qqgs!tqt¡e,- -.-
employee, provided that their wage remains at the maximum of ttre siÌary iarige-

(c) J4 qptiq4 [r¡J, wiltr !!C çqBtry pqy¡4C !h9 p¡gmig1nq. !h9 LTD benefit would be taxable
income to tlte employee.

Section E. Affordable CareAct(ACA) poticy:

In March 2010, Congress enacted and President Obama signed major reform legislation - the
Patient Protection and Affordable Care Act (commonly called PPACA, AC4 or "Obamacare,,J (pub.L.

,1\\.L:!9, as amended by the Health Care and Education Reconciliation Act of 2010 ¡lub. t . if f -
152). This represents the most significant regulatory overhaul ofthe U.S. healthcareiystem since
the passage of Medicare and Medicaid in 1965. The law includes hundreds of new requirements
packed into thousands of pages of rules that affect the delivery and administration of employer-
sponsored group health plans. The rules, as applied to employer-sponsored group healthpúns,
generally fall into one of seven general categories, namely: 1) effective dates and grandfathering; Z)
quali$ring coverage mandates (insurance reforms); 3) employer mandates (play-or-pay
provisions); 4) reporting and disclosure requirements; 5) individual mandates; 6) tax issues
(revenue generating rules); and 7J the exchange program.

To the extent that federal statute or regulations change, this potiry shall be construed as consistent
with those changes.

Purpose: To comply with requirements of the Affordable Care Act and to offer health care coverage
to "substantially alt" full-time employees, effective January I,20LS.

Subd. [1) ACA Policy Definitions

(a) Employer: Aitkin County

(b) Full-time Employee: For purposes of this Affordable Care Act (ACAJ policy, full-time
means an employee working 30 or more hours per week on average or 130 or more
hours per month on average.

Deleted: a
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(c) Variable Hour Employee: For purposes of the Affordable Care Act (ACAJ, variable hour
employee means an employee working in a position classified as part-time, seasonal,
temporary, or intermittent. The employer will use a look back period to determine
each variable hour employee's full-time status by looking back 12 months to analyze
whether the employee worked an average of 30 or more hours per week on ave.ãge
or 130 or more hours per month on average.

(dJ Substantially All: Substantially all full-time employees is defined as 9So/o of employees
working 30 or more hours per week on average or 130 or more hours per month on
average. The employer is not subject to a penalry if 5% of employees working 30 or
more hours per week on average or 130 or more hours per month on average are not
offered health care coverage.

Subd.(2) Measurementperiods

(aJ Standard measurement period, 12 months (October 15 - October 14J

(bJ Administrative period notto exceed 90 days (October 15 - December 31)

[c) Stability period, 12 months (fanuary 1 - December 31)

Subd. [3) For Positions Classified as Full-time: Employees who are expected to be full-
time, working 30 or more hours per week on average or 130 or more hours per month
on average, during the standard measurement period will be offered health coverage
under the employer's healtl insurance plan during new hire orientation.

subd. (a) For Positions classified as variable Hour (aka part-time, seasonal,
Temporary or Intermittent: The employer will imptement a standard measurement
period of 12 calendar months to determine whether or not a variable hour employee is
eligible for health coverage under the employer's health insurance plan. The standard
measurement period will be from October 15th through October 14th of each calendar
year.

Subd. (5) If an employee is determined to be full-time during the standard
measurement period, they will be treated as full-time during a subsequent stability
period, regardless of the number of hours tlrey work during the stability period. The
employer will implement a stability period of 12 calendar months duringwhich a
variable hour employee, determined to be full-time in the standard meaiurement period,
will be eligible for health coverage under the employer's health insurance plan. The
stability period will be from fanuary 1st through December 3lst of each calendar year.
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Subd' (6) Ifan employee is determined to be eligible for health insurance coverage
through the standard measurement period, the employer has up to 90 days to enroll the
employee in the employer's health insurance plan. An administrative period will be used
to determine eligibility and to facilitate notification and enrollment of employees. This
administrative period will be from October lSth through December 31st of each calendar
year. During this period, eligible variable hour employees will be given a two-week open
enrollment period to enroll in heatth coverage under the employer's health insurance
plan which will be in effect for the upcoming stability period/plan year. (Note: Variable
hour employees are not eligible for other insurance benefits, such as dental, life, long-
term or short-term disability, long-term care insurance, or FSA plan enrollment.)

subd. (7J unless mandated otherwise by the Local 49 or Teamsters Health Fund
agreement, all eligible variable hour employees will be offered coverage on one plan, the
f EIB 44ve¡tace lI!4 Elet. dqrlqe Èe c,t4!!f ltv pq¡!,odrhg gpplsyeg qqd cmplgyer
contributions towards this plan shall be established by the County Soaid and calculatea
in the same manner as defined in the agreement between Aitkin county and AFSCME
council 65, Local union #667 (courthouse unit). In the event the health insurance
provisions or contribution rates fail to meet the requirements of the Affordable Care Act
and its related regulations or cause the Employer to be subject to a penalty, tax or fine,
the Employer may amend confribution rates or implement alternative provisions so as to
comply with the Act and avoid any penalties, taxes or fines for the Employer.

Subd' (BJ Iffunds are not available in a department's budget to cover the cost ofhealth
insurance, the Department Head may submit a written request to the County
Administrator to reduce the employee's work hours to less than 30 hours per week or
less than 130 hours per month to avoid the obligation to offer health care coverage. Said
request will generally be approved if it is not prohibited by the terms of a collective
bargaining agreement.

Subd. (9J Rehired Seasonal Employees

(aJ seasonal employees work up to 67 days per calendar year. For ease of recordkeeping,
seasonal employees will be required to be inactive (zero hours ofworkJ for a period of
26 consecutive weeks between work seasons.

(bJ An employee who is rehired and had no active service with the employer for a period
of 26 consecutive weeks will be treated as a new employee and will be evaluated by
the employer during the standard measurement period to determine if the employee
is eligible for health insurance benefits during a subsequent stability period.

(c) Active service is based on all hours combined with the employer and is not separated
or tracked individually by department.

Subd' (10) Opt-out Health Insurance Waivers: Employees who elect to waive coverage
will be required to do so in writing. The employer does not provide a cash in-lieu of
health insurance benefi t
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SectionF. Holidays

Subd' (1) Full-time (probationaryand non-probationary) employees shall be entitled
to the following paid B-hour holidays:

[a) New Year's Day

(b) Martin Luther King Day

(c) President's Day

(d) Memorial Day

(eJ 4th ofruly

(f) Labor Day

(g) Veteran's Day

(h) ThanksgivingDay

(i) Friday after Thanksgiving

fi) Christrnas Day

subd. (2) when any of the above named holidays fall on a sunday, the foilowing day
shall be observed as the holiday. when the holiday falls on a saturday, it shall be
observed on the preceding Friday.

Subd. (3) Part-time (probationary and non-probationary) employees shall be entitled
to holiday pay on a pro-rared basis.,Sg_qs,oIr4! S{r4 lempqfSIy=gmpjqyqgs 4I9 4S_r gf¡Cib¡9
for holiday pay.

subd. [aJ LLCC non-exempt employees who are required to work on any ofthese
holidays shall be paid at time and one half (1 r/z) rates in addition to tleir base wage.

Subd. (5J Non-exempt employees who are required to work on a holiday shall receive
compensation at the rate of one and one-half (7-1/2) times the employee's regular
straight time hourly rate of pay.

subd. (6) when a paid holiday falls during an employee's paid leave of absence or
vacation (PTO) period, they shall receive holiday pay for that day.

subd. (7) Employees will not receive pay for holidays occurring while on an unpaid
leave ofabsence.
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Subd. (B) When an employee does not work on any of the above-named holidays, the
holiday shall nevertheless count as eight (B) hours worked for the purpose of computing
overtime for hours worked in excess of forty (40J in any such week. When necessary the
DeparÍnent Head and/or County Board may require an employee to work on a holiday.

Section G. Paid Time Otr(PTO)

Subd' (1) Employees will receive PTO that will accrue on a per payroll period basis.
Full-time (probationary and non-probationary) employees shall accrue PTO benefits
based on the following table:

Annual Completed
Years of Service

Rate of Accumulation

PTO Days per Month

Annual Days

ofPTO

0 7.75 21

3 2.OO 24

5 2.25 27

10 2.50 30

15+ 2.75 33

Subd. (2) Employees who have used at least twelve (12) PTO days in the previous
twelve-month period may elect pay in lieu of PTO for up to ten (10) days once in any
calendar year.

Subd. (3) Employees may not accrue more than 34 days (272 hours) at any time.

Subd. (a) Upon separation ofservice, the employee will be paid for any unused pTO,
up to the maximum accrued amount, unless tle employee is terminated because of an
illegal act regardless ofwhether any legal remedies are pursued or whether any
conviction results. In the event of the death of an employee, the employee's accumulated
vacation credits shall be paid to the employee's estate.

Subd. (5) Employees are allowed to fansfer any accrued PTO over the maximum
accrual amount to the sick leave bank where there is no severance payment upon
separation ofservice. At no time can the sick Ìeave bank exceed 720 hours (90 working
days). PTO that has been transferred to the sick leave bank can only be used in
accordance with the sick leave provisions in Article V, Section H.

Subd. (6) Part-time employees shall be entitled to PTO benefits on a pro-rated basis,
up to a total of 40 hours PTo.$qasonal 4¡¡d !,empglqly Smplgy9Sq ?Ie 4q! elrCiþ]g !9
accrue PTO benefits.
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Subd. (7) PTO benefits shall only accrue when an employee is in a paid status or on an
approved military leave. PTO benefits shall not be earned by any employee during a
leave of absence without pay, suspension without pay, or time otherwise not paid.

subd. (B) In order to assure the orderly performance and continuity of services
provided, employees wishing to schedule a vacation should request pTO as far in
advance as reasonably possible, but usually at least one (1) week in advance of the
requested vacation period. Requests for PTo usage shall be granted by the Department
Head or designee unless it is determined that such absence would adversely affect and
interfere with the orderly performance and continuity of services. It may be necessary to
limit the number of employees taking vacation at the same time or during an event or
particular period oftime. Such requests, however, shall not arbitrarily be denied.
Requests for vacation will be processed giving preference to the order in which the
requests are received. In the event requests are received at the same time for the same
vacation period, then time-in-department will be the determining factor.

subd. (9) Probationary non-union employees may use accrued pro with supervisory
approval.

Section H. Extended SickLeave Bank/ Care OfRelatives

Subd. (1) Accrued sick leave may be used when an employee cannot perform work
duties due to but not limited to the following: personal illness or injury; necessity for
medical or dental treatment or examination, where such treaünent cannot be scheduled
outside of working hours; emergency, illness or injury of the employee,s immediate
family member which requires the employee's attendance and care; quarantine directed
by a medical physician; disability; pre and postnatal care. For the purpose of this
paragraph, immediate family is defined as; spouse, chitd, step child, adult child, paren!
step parent, mother-inlaw, father-in-law, or grandchild. To the extent that state statute
($181.9413)or regulations change, this policy shall be construed as consistent witlr those
changes.

Sick leave may be used because of illness of the employee's sibling or grandparent as well.
For siblings and grandparents, use is limited to 160 hours all combined per calendar year.

subd. (2) An employee must noti$/ the employee's supervisor of sick leave usage prior
to the employee's starting timg unless an emergency prevents the employee from doing
so. Failure to give such notice may be cause for disciplinary action.

Subd. (3J The County reserves the right to require written medical certification from
an employee.

Subd. (a) In the event of three (3) consecutive days of absence or in cases of the
repeated and systematic absence of an employee the Department Head may require a
medical statement from an appropriate medical authority before granting sick leave, as
well as verifÍcation that an employee is able to perform the duties of emplo¡rment before
the employee is allowed to return to work.
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Section I. Personal Leave

Subd. (1) Full-time (probationarv and non-probationary) emoloyees shall be sranted eieht
(8) hours ofpersonal leave each auarter. and may accumulate up to 32 hours ofoersonal leave
aJ any eiven time, }¡.lJlç=qç=o¡
death.

Subd. (2) Part-time (probationary and non-probationary) employees shall be entitled
to personal leave on a pro-rated basis.$eaqqrlal and tpmpqtqry qmp],o,y, ees are not
entitled to personal leave with pay.

Section f, Workers Compensation Procedures

Subd. (1) Reporting A Work-Related Injury or Illness

An employee who experiences a work-related injury or illness should immediately noti$r
his/her supervisor ofthe injury/illness. The employee should fill out a First Report of Injury
form and forward it to the HR as soon as possible. The employee should also complete an
Accident Report and submit it to his/her immediate supervisor. These forms are available
for download from the intranet, or by calling HR.

Subd.(2J Workers'CompensationNotification

(a) After receiving the report of a work-related injury or illness, the county's workers'
compensation administrator, MCIT, will send the employee written notifïcation at
their home address regarding the acceptance or denial oftheir workers'
compensation claim. lf the employee's claim has been accepted and a loss of time is
involved, the workers' compensation administrator will make no payment for lost
work time for the first three calendar days after the disability commenced. If the
disability continues for ten calendar days or longer, the compensation is computed
from the commencement of the disability.

(bJ The workers' compensation administrator will pay up to 66-2/30/o of the injured
employee's gross average weekly wages based on a 26-week period prior to the date
of injury. This payment is made directly from MCIT and none of the usual payr.oll
deductions are taken from it (e.g. taxes, insurance premiums, etc.).

Subd. (3) Supplementing Workers' Compensation with Accrued Benefits

(c) Pursuant to Minnesota Statute 51Z6J0ZL, Subd. 5, Airkin Counry will allow irs
employees to supplement their workers' compensation benefits when unable to
perform their job duties for an extended period of time due to a work-related injury or
illness.
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(d) It is the practice of Aitkin County to allow employees who have accrued benefits at the
time of their injury to use these benefits to supplement the difference between the
payment from the workers' compensation administrator and their average weekly
wage at the time of the injury. The additional payments shall not result in the payment
of a combined total weekly rate of compensation that exceeds the average weekly
wage of the employee on the date of injury.

(e) The employee is responsible for continuing to pay any applicable union dues, flex plan
conFibutions, group health insurance premiums, and other employee-elected benefit
costs, including any changes to such premiums. ln instances where the dues,
contributions, and premiums exceed the amount the employee is getting paid from
his/her accrued benefit account(sJ, he/she is responsible for issuing a pa¡rment for the
balance due to the Auditor's Office by the 1st of each month for that month's coverage.
The county shall have no obligation to maintâin the group coverage if the employee's
premium payment is more than 30 days late.

(fJ The process for issuing payment to an employee who has chosen to use accrued
benefits (i.e. sicþ comp time, vacationJ under these conditions shall be as follows:

tÐ The County shall issue the employee a check in the amount of one-third of
their pre-injury/illness compensation (using the average rate that tIe employee
was earning based on a 26-week period prior to the time of the injury/illness) in
a normal bi-weekly pay period.

(g) The check issued by Aitkin County shall be treated like a regular payroll checþ in tlat
it will have Federal, State, and Social Security tax; pERA deduction; and any other
deductions that would normally be taken out of the employee's paycheck (e.g.,
employee's portion of health, dental, or life premiums; flex plan contributions; union
dues; etc.) subtracted from the gross amount.

(hJ The combined amount ofthe workers'compensation wage loss check and the accrued
benefit check from Aitkin County shall not exceed the employee's average weekly
wage prior to the date of injury/illness.

(i) If an employee elects to be paid accrued benefits, Aitkin County shatl issue the accrued
benefits by deducting monetary amounts from each available plan [i.e. sick, personal
leave, comp timq vacation) until exhausted; and shall typically exhaust the available
benefit plans in the following order: 1) sick and/or personal leave at the employee's
discretion, 3) comp timg and 4J vacation.

Subd.(a) TrackingAbsencesThatAreWork-Related

Regardless ofwhether an employee chooses to use accrued benefits when absent from work due to
a work-related injury or illness, such absences should be noted on the employee's timesheet as
work comp related.

Subd. (5J Employee Status during Workers' Compensation Leave
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Employees will cease to accrue paid benefits during an unpaid workers' compensation leave of
absence. If the injury or illness is FMlA-qualiffing, the employee will be placed on FMLA status and
will not be responsible for the employer portion ofhealth insurance benefit payrnents during the
FMLA. If the injury or illness is not FMlA-qualifying, the employee will be notified of his/her rights
under COBRA and will be required to pay the full amount of the health insurance premiums.

Section K. Family And Medical Leave

Purpose: The FMLA entitles eligible employees to take unpaid, job-protected leave for specified
family and medical reasons with continuation of group health insurance coverage under the same
terms and conditions as if the employee had not taken leave. Eligible employees are entitled to:

To the extent that federal statute or regulations change. this policy shall be construed as consistent
with those changes.

Federal Department ofLabor Wage and Hour Division 29 CFR part 825

Eqþre,Ery l. ? Q1 I .Bçci¡Içr

4i!,!¡¡.Ç,=qq4g{l{!¡.çqÌTply tll.ily,4!.q Me.4iç=a"L!ç.ayç=aclq{12eJ,eq.4r:nç4dç4=T.be
emÞloYer Posts the mandatory FMLA Notice and upon hire provides all new employees with
notices required by the U.S. Department of Labor (DOL) on Employee Rights and Responsibilities
under the Family and Medical Leave Act on the bulletin board in the courthouse, on the Intranet.
and in each staffed building.

.Thq.r,u"tlç.t¡qq,pJl4r=q,pql.i,crl o"yrdççnpl=oJleçq.!,vi!h e=eçlsra!.dç¡çrjptiq-.rl=qlt=þ.qir FMIIA.right!.
In the event of any conflict between this policy and the applicable law. employees will be afforded
all rights required by law.....

lIvqq þsvq,a.r,tr q!¡pq$q¡+,çq¡çqr.qç,.qr4irpslss.w!!!.!þi,s. pql!çy, yqs,q]uq!.c_g+!êç!=tþe Hglqe4
Resources DeDartrient.

4.=Ggrq4&qgiglqqs^

@,gtq!.! gp. !p =1 ? .Wç.eþ= [qf =!lp.qo. 2_f =Weçlç =gf .r=r]!ltEry c¡reciver
Ieave to care for a covered service member witì a serious injury or illnessJ during a 1z-month
Period to eligible employees. The leave may be paid. unpaid or a combination of paid and unpaid
leave, depending on the circumstances ofthe leave and as specified in this policy.^

,8. Eligibility^

Iq.qg.t.ttt¡q,p"ql!c.y.,,t tall of the
following conditions:^
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ll.Tþ9 e4tplqvçenq-.s=t.!avery.qr!:qd fpl.thççr=nplsyçrfqr-1?,qrq!,tþe=pr5?sçs,\+,Tþe LA{=n=qttt\q
or 52 weeks need not have been consecutive. Separate periods of emplo)¡ment will be counled.'''
Þrovided that the break in service does not exceed seven years. Separate periods ofemployment
will be counted ifthe break in service exceeds seven years due to National Guard or Reserve
militar)¡ service obligations or when there is a !y.r.i"tten agreement stating the employer's intention
to rehire the employee after the service break.

.?)=Iþ9. ç!r=tplqvqe¡49s!.!ave!^/,qrEq4 e!l9spt1?5q¡qt¡rs. dsri¡e $el?;nq=q!h qeri"qüqr.tr,rç.4ie,tçlJ
before the date when the leave is requested to commence. The principles established under ihe
Fair Labor Standards Act (FLSA) determine the number ofhours worked by an employee. The
FLSA does not include time spent on paid or unpaid leave as hours worked. Consequently. these
hours ofleave should not be counted in determining the 1.250 hours eligibility test for an
emoloyee under FMLA. All periods ofabsence from work due to or necessitated by USERRA-
covered service is counted in determinine an employee's elieibility for FMLA leave. , . .

*C. Type ofLe4ve Covered^ 
_

ç¡a$ç.ç¡nplo.yçelBgçsþq.tEld¡s!çEy.q,!_qrs¡qq!=t¡e_
reasons listed below:¡ 

.

Jì The birth ofa child and in order to.care for that child.

Z].tef=pleçq.rqçn!.wi!tr.!hqjnpl,qypç.q={a ç,bild-fqr,EC.qpliq¡l.qrfq,qtçr çare e!.q.rq=çerç.tqr rheqqryly
olaced child.

Ql.Iq.ç4.t9.[9L gt.e.94d p-q]¡ç.çhll=Èqrpa¡en!.ftiq!.perq¡¡!.itr:latyl.witþ,a pçl!q.ut.þ.qel.tÞ
condition (describedbelow). Note. ín some circumstances this may include "in loco parentis".
meaninØ whoever ís standíng in the place ofa parent. such as same-sex couples. grandparents. or
other non-biological parents ifthev have held themselves out as the parent. It requires a statement
exPlaining the family scenario relationship and each will be reviewed on a case bv case basis., , ,.

,4),T.tre ¡çrig.us. hqeltþ.çq!.qitiqt.(4çq çrrÞe4=þ=qlç=wl qf .q¡s s=lr.rplqyçs,

@c=4u.E9.9.[a=fsri9]¡q.hqe.h"þ=ç9.t=diti=qt.tþa.!maEqrthe 9¡Ip"lqy,,ee u.r]qÞ¡q
to perform the functions of the employee's position.. 

-

A Þgriq!¡q.þçel!h cqtd.r.qq+!ç,dçfi4ç4 ¡¡.E4, i!Ur,ql¡-,.ir=rie¡y,!rqeirlue¡=!..q¡ pþy,flç=Elqrry.r.q!.rsl
condition that requires innatient care at a hospital, hospice or residential medical care facility.
includinB any period ofincapacity or any subsequent treatrnent in connection with such inpatient
care or a condition that requires continuing care by a licensed health care provider.., 

. -

E4q!9v.9.e.q_Js!!þ q'¡psEq$.4þeq! w.ltatillqsrqsr,Ele. cqvçrqd r!.qqrQiç.f.ry!,L"4,p,eliçr +rqrsq.qired,tq
consult with the Human Resource Department. FMLA eligibility is determined on à èáse bf iãie ' '

basis.
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.5lQg.El.lfttlgç¡ieqncv=!ç,4=vçfqr {enllie=9lry.rp.EÞçlp. p{tbe NaEqte!.Ç=,rerd 9=iB.qqe¡yçq=qr q{q
regular component of the Armed Forces when the military member is on covered áttìvã àuú ôi
called to covered active dutJú,

A¡tçI!.p!qv,çsryþ.qqç!p,q9.qe"!"o¡,.qe!g!!=e.r=qrp.elgpl çi.tb=e¡þalþççn ¡tq.tj=trçd.qla=rt.inp.qqdinec.EU
or order to covered acuve military duty or wtro is iiiàãai òn Còveià¿ áãuvé ¿uty máyiàle up io 

-
12 weeks of leave for reasons related to or affected by the family member's call-up oi servicé. The
Qualiffine exiBency must be one of the following: 1J short-notice deployment. 2Ì militarv events
and activities. 3] child care and school activities. 4) financial and legal arrangements. 5l
counselinB. 6J rest and recuperation to a maximum of 15 calendar days for each instance. 7) post-
deploymentactivities.andBJ.EtigiÞ!.e=glnpjpy=qg$=.r4?y,EIq-o-!AL<q!=e_,EypIq=çe"t9.{9=tg"Tltr=t4ry 

- -

member's parent who is incapable of self-care when the care is neèèiiiiáied by'ihe mèmLei;i
covered active duty. Such care may include arranging for alternative care. providing care on an
immediate need basis. admitting or transferring the parent to a care facility. or attending meetings
with,staffat a care faciliry. 9) 444i_tigr.q!Aç=riylqçç.tbet.Ef!qe pq! qf ec!!.vç.dgqy,.Br.qyi.qç4=th,atIhq-
emnloyer and emoloyee a tuding agreement on timine and duráiiòn òithe leavé.
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,'iÇ e\i=edqd eçÉvç. dglyll .rr çe.qsi

.eJ.!¡.lttçça.tç"qle.!ttçIt-,þer =qf.E¡qeslerçq¡tp94ç¡1!plt¡ç.4..,,Rçd,tprç.qq,.qsçy=d.,¡ri¡lg ttrç
deployment of the member with the Armed Forces to a foreign country: and

[þ].in tbq.ça,qq.qf anqr:nÞç¡ pf.E=rq,r.ç¡yg=çqÍ=tpq¡ç{,Ipr!hç.Ars-tç4 Eqrcç¡. d,tly d},¡i{tg=t¡9
deoloyment of the member with the Armed Forces to a foreign country under a Federái iaii oi
order to active duty under a provision oflaw referred to in section 101(aJ(13J(BJ oftitle 10.
United States Code.. ..

{hç.le4x9=¡Itqy=ç.qry¡tq¡çpeq,qqq=tEs=!þç=i{r4!=vi4u.el rçççivss.qtre 9=4ll-.r¡p,{rpJi=ce.tfs+ qr dE=lreÞ.tsl.fqr _
this tvpe of FMLA leave is defined the same as for child for ottrer types of ruLA iéave eilépi thai 

---

the person does not have to be a minor.) This type of leave would be counted toward the
employee's 12-week maximum of FMLA leave in a 1Z-month neriod.

É1.!4!liBt¡¿car,esivqr lçere [elt=q \!p]v.,1=es, çp!'prp.d.qç.tylç.q=!ttç,41Þqr!ç¡.vçl.tp.çerq,fqra¡=i{tjuççd,o¿
ill service member or covered veteran.

A4.egpl9,v99-.wþpqg,tpl,4egs.Þ!g¡.p.erçt! pr¡=e={!=q.r.lq.4.iq esq.yçrçds.qryiçç,g.rçg.rÞç¡.rtEy.!4kg,r¡p
to 26 weeks in a single 1Z-month oeriod to care for the covered service membe..À , . -

f hq=tçr.gt='icqve¡çd ¡erYlç.e. neryÞçr'l meansi

[e).a.ç=,41rç!rtlpç{r:rþç¡ sf,qþeAr-.rnçd.tp¡ççq=(trrçl-.,]4ir.tg a nç.ttbçr.qltþç=¡=¡-Etiq¡¡LÇuer4.qr
Reserves) who is undergoing medical treatment. recuperation. or therapy. is otherwise in
outPatient status. or is otherwise on the temporary disability retired list. for a serious injury or
illness: or
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[ÞJ.açsvçrç=d,vç!qr-at]ry,þei$. ur.qçrgqiqg nq=q!ç¡.!Eçelnqtt.reçepçragpt p4.þçrapylql¡ qsgsqq
injur]¡ or illness and who was a member of the Armed Forces (includine a member of the Nationál
Guard or ReservesJ. and was discharged or released under conditions other than dishonorable at
an]¡ time during the five-year period prior to the first date the eligible employee takes FMLA leave
to care for the covered veteran. An eligible employee must commence leave to care for a covered
veteran within five years of the veteran's active duty service. some exceptions m;rJ,appll,tg,ll,lg, 

-single 12-month period: each request will be considered on a case by case basis.

fhe term 'lseriouS i,r=rjury o¡ illness'ii

[E].i4,tÞ9=ç?,s.ç.q-[e.stçtnÞçr pf.!he4rnç4,Eqrçeq.(iBçl-r¡4itrg e n=e"rtþçr.q[tþç,Ne!ig.!elÇqerd,ql
Reserves). means an injury or illness that was incurred by the covered member in line of duty on
active duty in the Armed Forces (or existed before the beginning of the member's active duty and
was agBravated by service in line of duty on active dutv in the Armed Forces) and that may render
the member medically unfit to perform tìe duties of the member's office. erade. rank. or rating;
and

QJ-l!,!h9,çe¡eqle çs.v.ç¡çC,yçlqren.w.trqsa=s.e¡4çrnÞer.q[ltrsArtr]qd.lplçq+ (!qçlB,qipg.egp=r.r.rþçr
of the National Guard or Reserves) at any time during a period when the person was a covered
serüce member. meanseqr¡eli${r¡g{a$,4.9f¡4çd þl!hq.sqçr,qlqry.gf,Lqþqt].!qiu${ql,iUnçLq.r¡e.!
was incurred by the member in line of duty on an active duty in the Armed Forces (or existed
before the beginning of the member's active duty and was ageravated by service in line of duw on
active duty in the Armed Forces] and that manifested itself before or after the member became a
veteran. and is:

f1ì4E4!4-qEgq4-9.[a spf!9xtini.qrygt=i!!qgns.!hqt waq. ¡r-rÇurrg.q.qrjrggtayelqq.wþg.¡l the covered
veteran was a member of the Armed Forces and rendered the service member unable to perform
the duties of the service member's office. grade. rank. or rating: OR
[2) A Physical or mental condition for which the covered veteran has received a VA Service Related
Disabilitv Rating (VASRD) of 50 percent or greater and such VASRD rating is based. in whole or in
part. on the condition precipitating the need for military caregiver leave: OR
L3J A ÞhYsical or mental condition that substantially impairs the veteran's ability to secure or
follow a substantially gainful occupation by reason of a disability or disabilities related to military
service or would do so absent treatment: OR
(41 An injury. including a psychological injury, on the basis ofwhich the covered veteran has been
enrolled in the Department of Veterans Affairs Proeram of Comprehensive Assistance for Family
Caresivers.

@gyee is. eþqçlrl fp.t a.csndi.S.g4 grevçn! !he! is. qt prog¡qs$qq_ !4to
a FMLA Qualiffing event and the employee subsequently requests a leave as provided under this
policy. the employer may designate all or some portion of the related prior leave tåken as FMLA. to
the extent that the earlier leave meets tlle necessary qualifìcations.

.D, Amount of Leave
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A49Lie!þlççtttplqv.eççEr=têBs.qp=te,1?=!yqsþ{qr.tþç.|MI.A=cirç-.qpltencçq,(1}tþLo.seþ=(I],Eþqye
under this policy during an]¡ 12-month period. The employer will measure the 12-month period àj
a rollin8 12-month period measured backward from the date an employee uses any FMLA leave
under this Policy. Each time an employee takes leave. the employer will compute the amount of
leave the employee has taken under this policy in the last 12 months and subtract it from the 12
week of avÊ!|4Þlg, !9,aY9,,444 the balance remaining is the amount the emFloyee is entitled to take
at that time.

ê4€lisiÞLq€lqpþvç.e=ç+l-t4l(,q=\¡p=!p-2=.q.ws,ql<$f.qr.!þs,tryl=lrA ç|{çgqr.qtqtç.e.fql=?þgxe. [nililety-
caregiver leave] during a single 12-month period. For this military caregiver leave. the employer
will measure the 1Z-month period as a rolling lZ-month period measured forward. FMLA leave
alreadY taken for other FMLA circumstances will be deducted from the total of 26 weeks available.^

@wqrk.fqrl=!e.e,r.rlplsycr.andecc.b.!yiqhç=s=!qlEkç_lçcyç.fqr=rh9þ"ir!tr.q=ia
child.adootionorplacementofachildinfostercare.ortocareforaparent(butnotapáròni;in- "
law"J with a serious health condition. the husband and wife may each take 12 weeks of leave for
Qualiffing events. If a husband and wife both work for the employer and each wishes to take leave
to care for a covered iniured or ill service member. the husband and wife may each take 26 weeks
ofleave.

,E, Elnpþy.çq $!4t!rq fl!4 Egr.rç[$ p..qr¡,qs,19.?-vç^

4þ&eq€lqpþyeqjsqt\!.1,4,.t¡e efiplq){er},yj!!sqltllqu"e.r.l¡e çsplqyçq's heeltþ.þets{¡ts.dsring
the leave oeriod at the same level and under the same conditions as if the employee hãd iôntìnuãd
to work.

I=!tþ=99r:np!9¡rçç.cþ,qpsqt .4qI !p-rç!qrn.!q-wqrt( f-ar rqelq.4q.q=ttrs¡ tJ.re=n=q,ç.qqglqç4 rer¡qs,q =11çelr¡condition of the employee or the employee's family member or a circumstance bevond the
emoloyee's control. the employer will require the employee to reimburse the employer the
amount it Paid for the employee's health insurance premium during the leave period. An employee
who returns to work for at least 30 calendar days is considered to have returned to work. An
emPloYee who transfers directly from taking FMLA leave to retirement. or who retires during the
first 30 days after the employee returns to work.is deemed to have returned to work.

,Wh',þ.q¡ì pqr.q,tryll4,,!¡e, ç.r¡l
emPloYee's share of the premium. While on unpaid FMLA. the employee must continue to make
this Payment. either in person or by mail. The pa]¡ment must be received in the Auditor's Office by
the 1" day of each month. If the payment is more than 30 days late and other payment
arran9ements have not been made. the employee's health insurance coverage may be dropped for
the duration of the leave. The employer will provide 15 days' notifìcation prior to the employee's
loss ofcoverase.

Il!þ,e.q!r=r,p!9y-,çgr ¡þ ç!qA!i{ç.t!.=r¡r.E+çq.o.{,qis+bj!!ry.p1.E4q[gt=hç.rvqlrtnB$¿plEts,.tþ9.
emPloYer will continue making payroll deductions while the employee is on paid FMLA. While the
emPloYee is on unpaid FMLA. the employee may request continuation of such benefits and pay his
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or her Portion of the Premiums. lf the employee does not continue these payrnents or make other
Palment arran9ements. the employer may discontinue coverage during the leave. If the employer
maintains coverage. the employer may recover the costs incurred for paying the employee'i share
of any premiums. whether or not tìe emoloyee refurns to work.^

,F. Employee Status After Leave.

44 çqrp!e!e.q.wþe.!?hee.leeye =r¡s4çr.tþ¡$,pq¡!çy"rt4y=Þe.4q\.qd Ietr.q.vr.qe.a f¡!t=e!,s,,fe.t.qqF=tItÐ).
clearance from the health care provider. This requirement wiäÙé initu¿ed ìn ttre empioyài;i 

-

resPonse to the FMLA reQuest. Generally. an employee who takes FMLA leave will be able to return
to the same Position or a position with equivalent status. pay. benefits and other emplolnnent
terms and conditions of employment. The position wilÌ be the same or one which is virtually
identical in terms of pay. benefits and working conditions. With written notice to the employee at
the time the emPloyee gives notice of the need for FMLA leave [or when FMLA leave comménces. if
earlier). the emFloYer may choose to exemot certain key emplovees from this requirement and not
return tlem to the same or similar position.^

@ç,^
4¡19lrylev,çs.wþq,iq,Elq.4eEI14l,4 !çe.vçÞsçe,qqç qf,qbe epplq){çq'.s..q!yl qçr¡qw.þs.EtJtr. çqqdjt¡q,4.er
the serious health condition ola famitv menlbçf.Bqqt u,s.e elìpgJ*q.iq=Aìp IJI.nq..vaçqtipn,=Eig,
Personal or sick leave prior to being eligible for unpaid leave. unless providéd oihérwisé by lãw or
a collective bargaining agreement. Accrued time off shql!.tg.r=r.çg.qEullglBJ"tgl!hJIr4!A_tg"Et¡€.if !þã
reason for the FMLA leave is covered by the established sick leave policy.^

ê4.914P19v9,e-rqþ.o-Æ gti-ng.ryili!4¡y:E=lYr=.14 lçaye fqEe.qualiA¿rtc.e¡ieqncy+.rrglg¡ç.aU oqiC..veç..t=i.qg
and nersonal leave prior to being elieible for unpaid leave. An empioyeé uiing FivllÀ military
care8iver leave must also use all paid vacation. personal leave or sick leave (as long as the réason
for the absence is covered by the employer's sick leave policÐ prior to being eligibie for unpaid
leave.

¡lJ s!e!;I{''i=qt94!!e4, ve q¡, e Bç 4.rrççd,Wprh $cþs 4slç^

fh9=9¡uDl9v9ç.ry=t.aJ,!?=\e.l!41,4.19ê.vçi.4,1?.çg.Irtqçutiyg, we-,e=lf=s,.trlslt,q==q.tþp¡=e?sç.irtl9ql!llqq.q]{.911
under certain circumstances. may use the leave to reduce the woikwãeü oiwoirtday. iésuiùnã in ã
reduced hour schedule. In all cases. the leave may not exceed a total of 12 workweeks (or 26
workweeks to care for an injured or ill service member over a 12-month period] and the employee
must make a reasonable effort to schedule treatnents so as not to disrupt unduly the employer s
oDerations.

f,þ9.9.EplgvsI.r,!tav t9¡4pqI4Ii:l{.8?4ifg.rep..e=rt¡qlqyqg,lq,Eq4J4jJeþl9.4ltsr¡t?,g},.q.pq9¡t&¡.!yitI
equivalent pay and benefits if the alternative position would better accommôáate ûrá inleimiüent
or reduced schedule. in instances of when leave for the employee or emoloyee's family member is
foreseeahle and for planned medical treatment. includine recovery from a serious health condition
or to care for a child after birth. or placement for adoption or foster care.. 
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,49,{ ,tþ9=Þi!!þ'.Edqplio+ çr f.o.q!ç¡ ç.qrç pf a=cþil=4, !þç.q.'nplqyçr.a4d,lhcçnpl=q}'çç.rr=u¡Lp.rt¡se¡!}'
agree to the schedule before the employee may take the leave intermittently or work a reduied
hour schedule. Leave for birth. adoption or foster care of a child must þg l4!g!r, during the 12
month period beginning on the date of birth or placement of the child.-' 

-
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,L Certification for lhe Employee's Serio,us Health Condition^

fh9,9, ¡4plqver.wil"r.eq!¡re ççrlifiça,tiq!. fp¡.tþeçnplqyes'F.;.qr!qqp= hçelltr.cqtqiliq¡¡, Thç çnolqygq
must resÞond to such a request within 15 days ofthe request or provide a reasonable expiánáiiòn'
for the delav. Failure to provide certifÍcation may result in a denial ofcontinuaüon ofleave.
Medical certifìcation will be provided using the DOL Certification of Health Care Provider for
Employee's Serious Health Condition.

f,he9.Irplev,qr,{f.rev dirscllv çq4teq!!bq.ç¡4p, ¡pveçfç.þselthsrp,prs!'i=qç¡ fqr.veri{icel¡e{r.qr
clarification ourposes using a health care professional. HR representative. or managemenfoffìcial.
Before the emÞloyer makes this direct contact with the health care provider. the employee will be
a given an opportunity to resolve any deficiencies in the medical certification.^

f!ç"Elplevqr,þaq tþç rigþl !qeçh.Qr.a.qpçq¡4 ppilis¡.t{it,heq.rq.e¡s{r.!e..qs]¡þt-t¡.e. ççrt¡f!ce,tiss
The employer will pay for the emplovee to get a certification from a second doctor. thi¿h th¿
emPlo]¡er will select. The employer may deny FMLA leave to an employee who refuses to release
relevant medical records to the health care provider designated to provide a second or third
oPinion. Ifnecessary to resolve a conflict between the original certifìcation and the second opinion.
the emPloYer will require the opinion of a third doctor. The employer and the employee will
mutuallY select the third doctor. and the employer will pay for the opinion. This third opinion will
be considered final. The employee will be provisionallv entitled to leave and benefìts under the
FMLA oending the second and/or third opinion.^,,.

.1 ,Ç,qr$gç?I¡q4.rsr.È iqsF.tlçelü1,,çprdit¡qq

fhq,çnplpver.!Y!l!-lçqsire çç$!Sca!iq{t, fq¡ Jþ.". .ranilv- qrçqrþçr't tçitq,,¡f.hçe!-rþ,çq{t4itrqn, Tþç
emPloyee must respond to such a request within 15 days of the request or provide a reàiònabià
exPlanation for the delay. Failure to provide certifìcation may result in a denial ofcontinuation of
leave. Medical certifìcation will be provided using the DOL Certifìcation of Health Care provider for
Family Member's Serious Health Condition,

fh9.9¡lÌpl-qv9!,grev.4irçç!lv. çptr=!eç.t tþç e4rplqvçqiq.fenil){ nç.r4þçrlq.þçallh cErçprgyi.4çr fqr
verification or clarification purposes using a health care professional. HR representative. or
mana9ement official. Before the employer makes this direct contact with the health care provider.
the emPloYee will be a given an opportunity to resolve any deficiencies in the medical certification.^

^Tb9 $pþJ¿cI¡4EILetisþ.qþgqKfqt.a-s.eço,.ndopi4i9,4if¡!.þ.4ç.rc4qqqlp.,qgt¡þt-thç"çq$if¡cali.g4.
The employer will pay for the employee's family member to get a certification from ã iéàônd
doctor. which the emplover will select. The employer may deny FMLA leave to an employee whose
familY member refuses to release relevant medical records to the health care provider designated
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to Þrovide a second or third opinion. If necessary to resolve a conflict between the original
certification and the second opinion. the employer will require the opinion ofa third doctor. The
emplo]¡er and the emPloyee will mutually select the third doctor. and the employer wiu pay for tÌre
oPinion' This third opinion will be considered final. The employee will be provisionally eniitled to
leave and benefìts under the FMLA pending the second and/or third opinion,

.{,=c*rllEce.tiq4 .qlQqsl¡gqg,Eëigqrcy fqr lv.t[fary,[êt{tily lp.qyç.

fh9,9¡4plgversi[Lrqqqireçç$ificaliqn qJ=tbç. qu.qlii¿r=rg c+igenc.y fg.l.Eil,r=Ery f¡.r=r]¡!ylqe"yç.I¡q
employee must respond to such a request within 15 days of the requesi oioioviáè á ieajònabie
exPlanation for the delay. Failure to provide certification may result in a denial ofcontinuation of
leave. This certification will be provided using the DOL Certification of Quali$¡ing Exieency for
Military Family Leaver

I'Ç.e.{ti{iç4!ie{t fqr$çriqltq.lnjsry,o¡.Ilne;ç.qtÇqyerç4,qç.{yicençnþ.çr fpr,lr!¡likry,t'au¡ly
Leave

f,h9."el4pl9v.err{lll ryqsireçç$!{ie.tiqqfq¡lbe rçri"o.r¡s.!4ilrr}{prillr.rq.!s.oltÞ.q çpyqæC ¡qr.y¡çg
member' The employee must respond to such a request within 15 days of the iequest or providé a
reasonable exDlanation for the delay. Failure to provide certification ma]¡ result in a denial of
continuation ofleave. This certification will be provided using the DOL Certification for Serious
Iniury or Illness of Covered Service member.

M=8eçsltiEçeliqq

fhç=9.l]lpJqv.e!={t}êY.!9,qs.qtll.eçprq.qçs!¡q.'r,{qr,qrg.sg+qsq hselllçg.qdiqqn q{.ttt9.9.4lp.tqyçg=9.i,r"Þq
emplovee's family member no more frequently than every S0 days and only whãn ciróumitaniài
have chansed significantly. or ifthe employer receives information castine doubt on the reason
Biven for the absence. or ifthe employee seeks an extension ofhis or her leave. Otherwise. the
emPloYer maf request recertification for the serious health condition of the employee or the
emPloYee's familY member when the minimum duration expires or every six months in connection
with a FMLA absence. The employer mav provide the employee's health care orovider with the
emPloYee's attendance records and ask whether need for leave is consistent with the employee,s
serious health condition.^ -._-

It¡,.Pf q,ç..d,rlrq.f,q.rBçqsl¡lg[M,!A,!qay_e^

411gry=tpl9v99!,!g.q!¿çs"t¡¡ls.f.\41-,4,!g-evç,Ìr¡r¡-ê!prg=vi=q9.!'gfþ?¡.9r =v.iit=lqn"r]g.qçq.o[thq.r=rpç.qf9l=ttrgleave to the HR Department. Within fìve business days after the employée hai providéd ihis nõuce.
the HR DeDartment will complete and provide the employee with the DOL Notice of Eligibility and
Rishts.

,4h9t Iþ.e. ¡1e94lg¡.gte !ç.evç jq fqrqqqç.qÞ!ç.,!hç,q.rrp.tpysq,r4¡¡¡=t proridç.tÞq çs=rplqyçrwrlh,e!=þa,sj
30 days' notice. \{hen an employee becomes aware of a need for rul,e leavé less äiån jd ãayJin 

'

advance. the employee must provide notice ofthe need for the leave either the same day or the
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next business daY. When the need for FMLA leave is not foreseeable. the employee must comply
with the emÞloyer's usual and customary notice and procedural requirements for requesting 

-

leave. absent unusual circumstances.^, 
- _ -.

@ye
4!!þP.[lYe,þ.!t9!]esq=d.a.vr+!tsrtheepo!.oysç.þeq.qeÞnilte4.tleeppleprietç.ççrtt$se$e.r=r.fortr.r,.r¡e,
HR Deparnnent will comolete and provide the employee with a wriuen iespónse to tie
employee's reouest for FMLA leave usine the DOL Designation Notice. 

_ - -

@ßf ryrq.LU=14.!-esr,,e"

@clnt-r.re.ts.agei$tçr=rplqyçeç.q.q.{ML4.lqeye,ttrççqrplq, yqrnc}{re_qq¡rç
an emoloyee on FMLA leave to renort periodically on the employee's statuJ ànd ìniòni io ieiuin io 

' -

work.
Section L. Fqqqfe! tqqyç

Purpose: To provide employees with time off for bereavement due to the death of a member of
their immediate family.

Subd. (1) Full-time (probationary and non-probationary) employees will be allowed a
maximum of three (3) days (24 hours) leave without loss of pay when a death occurs in
an employee's family, namely: husband, wife, son, daughteç step sibling, fathe¡ mother,
sister, brother, sister in law, brother in law, father in law, mother in law, daughter in law,
son in law, grandparents, grandchildren, step children and step parents. rwõ ¡21
additional days (16 hours) may be allowed if necessary subject to the approval of the
Department Head. Additional time, if needed, may be allowed by the County Board, but
such additional time in excess offive (5) days (40 hours) indicated above shall be
deducted from the employee's sick leave bank, personal leave, or pTO.

subd. (2) Part-time (probationary and non-probationary) employees employed 20 or
more hours per week on average shall be entitled to funeral leave on a pro-ratéd basis.

Subd. (3) General Procedures

(a) Up to three (3) days paid funeral leave will be granted to an employee when a death
occurs in their immediate family for the purpose of attending the funeral and related
matters.

(b) An additional leave of up to two (2) days absence may be granted if necessary and
must be approved by the Department Head.

(c) Temporary and seasonal employees shall not be eligible for funeral leave benefits.
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Deleted: Twelve workweeks ofleave in a 12-
month period for:'f[

<#>the birth ofa child and to care for the
newborn child within one year ofbirth; fl
<#>the placementwith the employee of a
child for adoption or foster care and to care
for the newly placed child within one year of
placement;lJ
<#>to care for the employee's spouse, child,
orparentwho has a serious health condition;,
<#>a serious health condition that makes the
employee unable to perform the essential
functions ofhis or herjobj 1[
<#>any qualifying exigencyarising out of the
fact thatthe employee's spouse, son,
daughter, or parent is a covered military
member on "covered active dutyj" or 1[
<#>Twenty-six workweeks ofleave during a
single 12-month period to care for a covered
seryice member with a serious injury or
illness ifthe eligible employee is the service
member's spouse, son, daughter, parent, or
next of kin (military caregiver leaveJ. fl



Section M. Military Leave

Purpose: To grant military leave as required by law and to provide certain benefits to employees
who are granted such a leave.

Subd. (1) General Procedures

(d) Any regular employee who enlists, is drafted, or is called to active duty shall notiff
their deparhnent head and shall be granted a leave of absence from the County.

(e) Requesr for military leave will be honored in accordance with Minnesota Statutes.

(fJ Requests must be made in advance of and supported by submitting a copy of the
orders to report for military duty. The effective date of the military leave shatl be the
specified date on the orders. The employee shall submit a copy of their Orders upon
receipt to the Department Head, HR Director, and payroll Technician.

Subd. [2) Leave Without Pay

(a) An employee who enlists or is inducted into the United States military service for an
extended period of active duty shall be granted a military leave without pay.

(b) Where the employee shall serve an extended period of active duty, all accumulated
vacation benefits will be paid for in a lump sum at the first payroll period following
the beginning of said military Ieave without pay.

(c) An employee who has been on a military leave without pay will be returned to County
employment provided the following conditions are met:

(Ð The employee shall make written application for return to their position
within thirty (30) days after the termination of militaryservice or thirty (30)
days after the termination of hospitalization which followed and is a result of
such service.

(d) The employee is physically and mentally capable of satisfactorily performing the
duties of their position.

(eJ The employee shall submit proof of an honorable discharge or other form of release
indicating their military service was satisfactory.

Subd. [3) Leave With Pay

Employees who are members of an organized Military Reserve Component and are ordered
to active duty for a temporary or indefinite period, shall be granted a Military leave with pay
for up to a maximum of 15 days in any one calendar year. After completion of the 15 days'
paid leave, tre employee shall be granted military leave without pay for the remainder of
the active period.
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Section N. fury Duty OrWitness pay

Purpose: To allow full-time employees summoned to serve on a jury or testi$r as a witness for
County-related business.

Subd. (a) The Countywill pay the full-time employee's full, regular salary, and benefits
while serving time on jury duty. Employees must reimburse County per diem salary paid
for jury duty. Employees shall keep expenses reimbursed to them by the court for jury
duty service. If employee is excused from jury duty, and not on vacation or leave,
employee shall report back to work and suffer no loss in pay for the day.

Subd. (5) Full time employees required to be absent in response to a court order or
subpoena in which they are personally involved shall have the option oftaking such time
off as PTO or without pay.

Subd' (6) Part time, temporary or seasonal employees shall not be eligible for jury
duty or witness pay benefits.

Section O. Personal Leaves OfAbsence

Purpose: To establish a uniform policy for processing requests for leaves.

Subd. (1) Personal Leave ofAbsence

(a) An employee requesting a leave of absence other than Family & Medical Leave (see
Article v, section fJ or Military leave [see Article v, section L) shall apply for same in
writing. Leaves of absence of ten (10) work days or less may be approved by the
employee's Department Head. Leaves of absence of more than ten (10J work days are
subject to approval by the County Adminisbator. The request shall include tle length
ofleave requested and the reason for said leave.

(b) Employees who are on a leave ofabsence shall receive no pay or benefis as apply to
holidays, vacations, etc.

Section P. Leave Donation Policy

Purpose: To allow employees the option to donate their accrued, unused vacation and/or personal
leave to ot¡er county employees who are on unpaid leave status for medical emergencies or a
serious health condition. Effective on the date this Manual is adopted, a serious health condition
shall be defined under this Leave Donation Poliry to mean an illness, injury impairmenl or physical
or mental condition that is covered under the Family and Medical Leave Act and shall include any
period ofincapacity oftle employee due to pregnanct or for prenatal care.

Subd. (1) General Procedures
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(a) Each calendar year, employees may voluntarily donate up to S0 percen! with a
maximum of 40 hours, of their accrued, unused vacation and/or personal leave time in
increments of eight (BJ hours to any other county employee to be used for a medical
emergency or a serious health condition. All unused donations are revoked and
returned to the donor upon the recipient returning to full time status.

(bJ The employee donating the leave shall notiff the Auditor's office in writing of their
voluntary donation. The notice shall include the name of the donor, the name of the
recipient, the number of hours donated in increments of eight (B), the effective date of
the donation, and whether the hours should be deducted from the donor's vacation
and/or personal accrued leave bank. Upon receip! the Auditor's Office shall veriff
that the donating employee has sufficient accrued leave on the books in the amount
necessary to cover the donation and then notiSr the recipient and his/her supervisor
of tle donation.

(cJ The value of the leave that is donated shall be based upon the donor's rate of pay that
is in effect on the day of the donation. The value of the leave that is received shall be
based upon the recipient's rate of pay that is in effect on the day of the donation. The
amount paid to tìe recipient ofthe donated leave shall be considered wages. That
amount shall be included as gross income of the recipients and shatl be subject to
social security, Medicare, FUTA taxes, and income tax withholding. The amount
donated shall not be included or reported as income for the donor of the leave.

(dJ Information relating to the donation and use of said leave is subject to the MN
Government Data Practices Act.

SectionQ. ContinuingEducation

Subd. (1) Continuing education will be established in conjunction with the individual's
Performance Appraisal and utilized to improve performance in the current position
and/or prepare the employee for advancement within County Government. This will be
in addition to training required to maintain licenses and certifications. Training
expenses may be paid by the County as outlined below in the Educational Tuition section.

Subd. (2) Ifthe continuing education provided results in a certification, accreditation
or diploma not specifìcally required by the County an employee must remain in the
emplo¡rment of Aitkin County for at least one year following completion of the course or
they shall reimburse the county for any costs incurred by the county related to the
course.

Section R. Educational Tuition

Subd. (1) The cost of participation in formalized courses of study will be reimbursed
to an employee who has permanent status in the amount equal to one-third (1/3J of the
tuition cost provided:

(eJ That the course is germane to tlre duties of the employee's job.
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(fJ That the employee satisfactorily completes the course and receives either a "p" in a
Pass/No Pass coursg or at least a "B-" in an A-F course.

(gJ That the employee remains in the emplo¡rment of Aitkin county for a period of one
year following completion of the course, or they shall reimburse the county for any
costs incurred by the County because of such schooling.

(hJ That the course be approved by the DeparEnent Head and the county Board prior to
taking the course.

(i) It shall be noted that the cost of "tuition" is covered; this does not include books or
other assessed adminisFative fees.
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ARTICLEVI EMPLOYEECOMMUNICATIONS

Section A. Bulletin Boards

Purpose: To notiÛr employees and the public of county required postings and notices.

Subd. (1) Any required state, federal, or local notices and/or required posting notices
will be posted on Aitkin County's official bulletin boards and/or Intranet as applicable.
Official Bulletin Boards:

(aJ outside the Aitkin county Board of commissioner's Meeting Room, located in the
West Courthouse Anne4 main floor.

(b) Basement of the courthousg on the wall to the left of the entrance to the county
Assessor's Office.

[cJ East wall of the Health & Human Services lunchroom.

[d) Road & Bridge Department

(eJ Long Lake Conservation Center staff break room

[f) Courthouse main entrance

(g) License Center
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ARTICLE VII SAFETYAND HEATTH

Section B. Safety Committee

Purpose: To develop a committee as defined by state statute, to oversee Aitkin County's safety and
health issues as they relate to employees and the public.

Subd. (1) The Human Resources Directoris designated as the SafetyCoordinatorwho
coordinates the Safety Committee. Members of the Safety Committee include a
representat¡ve from the followi ng departments :

(a) Administration

(bJ Building Maintenance

(c) Courthouse

(d) Health & Human Services

(eJ Road&Bridge

(fJ Land Department

(g) tong Lake Conservation Center

(h) Sheriffs Offìce

subd. (2) The Safety committee will meet on a regular, as-needed basis to review
injury claims and safety concerns brought forth by county employees and the public.
The Safety Committee will review:

(a) Accident frequencies and losses

(b) Overall compliance with the safety program

(c) Areas in the program that may require broader development

(dJ Status ofany outstanding safety recommendations

Subd. (3) These reviews ensure tlre continued direction ofthe county program.
Recommendations by the Safety Coordinator will be brought to tle Aitkin County Board
of Commissioners for direction and/or action. Meeting minutes will be posted on the
lntranet,
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subd. (a) See also the Aitkin county Emergency Action plan for Employees which
covers designated actions Department Heads and Employees must take to ensure
employee safety from fìres, severe thunderstorms, tornados, floods, and other
emergencies. This includes the county's AWAIR/safety polic¡ workplace Violence
Policy, Incident/lnjury/Accident Report Form, Media procedures, Evacuation
Procedures, Lock-down Procedures, Bomb Threat Procedures, Bloodborne pathogens,
Lockout/Tagout, and other safety and emergency policies and procedures.
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ARTICTE VIII ORGANIZATIONAT STANDARDS AND RULES

Section A. Code Of Ethics

Purpose: To define conflict of interest to Aitkin County employees.

CODE OF ETHICS FORAITKIN COUNTY EMPLOYEES

(Conflict oflnterest)

Subd. (1) Definitions

For the purpose of this policy the following definitions shall appty:

(aJ Business means any corporation, partnership, proprietorship, firm, enterprise,
franchise, association, organization, self-employed individual or any other legat entity
that engages either in nonprofit or profit making activities.

(b) confidential information means any information obtained under government
authority which has not become part of the body of public information and which, if
released prematurely or in non-summary form, may provide unfair economic
advantage or adversely affect the competitive position of any individual or a business.

(c) Private interest means any interes! including but not limited to a financial interes!
which has not become part of the body of pubtic information and which, if released
prematurely or in non-summary form, may provide unfair economic advantage or
adversely affect the competitive position ofany individual or a business.

(d) Immediate family means spouse, child, paren! grandparent and spouse of such
persons.

(e) Employee shall include elected officials and all County employees, including
department heads.

Subd. (2) Acceptance ofGifts Or Favors

Employees ofthe County ofAitkin in the course ofor in relation to their official duties, shall not
directly or indirectly receive or agree to receive any payment of expense, compensation, gift,
reward, gratuiQ,favor, service or promise of future emplo¡rment or other future benefit irom any
source, except the County, for any activity related to the duties ofthe employee unless otherwise
provided by law. The provisions of Minn.Stat. 54Z1.gZ and the exceptions set forth in Minn. Stat. .

S4ZL88 shall apply. The acceptance of any of the following shall not be in violation of this Section:
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(a) Plaques or similar mementos recognizing individual services in a field of specialty or
to a charitable cause;

(b) Honoraria or expenses paid for papers, talks, demonstrations or appearances made by
employees on their own time for which they are not compensated by the county of
Aitkin.

Subd. [3] Use of Confidential Information

An employee of the County of Aitkin shall not use confidential information to further the
employee's private interest, and shall not accept outside employment or involvement in a business
or activity that will require the employee to disclose or use confidential information.

Subd.( J UseofProperty

An employee shall not use or allow the use of County time, supplies, or County owned or leased
property and equipment for the employee's private interest or any other use not in the interest of
the county, except as provided by law and/or the county's Information systems' policy.

Subd. (5J Conflicts oflnterest

The following actions by an employee of the County of Aitkin shall be deemed a conflict of interest
and subject to disciplinary action as appropriate:

(a) Use or attempted use of the employee's official position to secure benefits, privileges,
exceptions or advantages for the empìoyee or the employee's immediate family or an
organization with which the employee is associated, which are different from those
available to the public; or

(b) Acceptance of other emplo¡rment, engagement in private business or in the conduct of
a profession during the hours for which the employee is employed to work for the
County, or outside such hours in a manne¡ that would affect the employee's
usefulness as an employee ofthe county or affect the employee's independent
judgement in exercise of tlle employee's official duties; or

(c] Actions as an agent or attorney ¡n any action or matter pending before the County of
Aitkin, except in the proper discharge of offìcial duties or on the employee's behalf, or
as a member of a local labor bargaining unit.

Subd. (6) Determination ofConflict oflnterest

When an employee believes that the potential for a conflict of interest exists, it is tlte employee's
duty to report the matter to his/her supervisor, or ifthere is not a supervisor, to the County Board.
Such report shall be made within 7 days after the potential for a conflict becomes known. A conflict
of interest shall be deemed to exist when a review of the occurrence by the employee or the
employee's supervisor (or the County Board if there is no supervisor) determines that this code of
ethics has not been complied with.
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Subd. (7) Resolution ofConflict oflnterest

If either the employee or the employee's supervisor determines that a conflict of interest exists, the
County Board shall handle resolution of the conflicL NOTE: In the case of conflict of interest
involving a county commissioner, the county Attorney shall handle the resolution.

Subd. (B) Acceptance ofAdvantage By County Employee

(aJ No employee of the County in direct contact with suppliers or potential suppliers of
the County, or who may directly or indirectly influence a purchased product or
products, evaluation contracted services, or otherwise has official involvement in the
purchasing or contracting process shall:

(i) Have any financial interest or have any personal beneficial interest directly
or indirectly on contracts or purchase orders for goods or services used b¡ or
purchased for resale or furnished to the county; or

(bJ Accept directly from a person, firm or corporation to which a contract or purchase
order has been or may be awarded, a rebate gif! money, or anything ofvalue otrer
than as defined in section B. No such employee may further accept any promise,
obligation or contact for future reward.

Subd. (91 Complaints

If a fellow employee or a non-employee makes a complaint about an employee's compliance with
this Polic¡ the complaint should be initially brought to the attention of his/her depaiunent head in
private. The department head wilt noti$r the subject of the complaint regarding the complaint
within 7 days and before addressing the complaint at a public meeting as allowed by law.

Subd. (10) Violations

Violation of tlle provisions of this poliry shall be grounds for disciplinary action against an
employee, up to and including termination of emplo¡rment.

Subd. (11) Annual Confirmation

Department Heads will sign an annual confirmation that they have received, read and understood
the Aitkin County Code of Ethics Policy and that they are not aware of any violations of such policy.
Such confìrmation will be filed with the Human Resources Director.

section B. Harassment Policy, lncluding sexual Harassment and General
Harassment

Purpose: To provide a work environment free of harassment in any form.

Subd. (1) Policy Statemenr
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(a) It is the policy of Aitkin County to maintain a work environment free of harassment
and any form of sex discrimination in emplo¡rment prohibited by Title VII of the Civil
Rights Act of 1964 and the Minnesota Human Rights Act. Sexual harassment is
unacceptable and will not be permitted. Threats, threatening language or otler acts of
aggression, harassment, or violence made toward or by any county employee will not
be tolerated. For purposes ofthis policy, a threat includes any verbal or physical
harassment or abuse, any attempt at intimidating or instilling fear in others, menacing
gestures, flashing ofweapons, stalking or any other hostile, aggressive, injurious or
destructive action undertaken for the purpose of domination or intimidation. Any
employee found to have acted in violation of this policy will be subject to disciplinary
action, up to and including discharge from emplo¡rment.

Subd. (2) General Harassment

(a) It is Aitkin county's expectation that_all employees will be treated with dignity and
respect. The County will not in any instance tolerate harassment. Employees found in
violation of this policy will be disciplined, up to and including termination.

(b) Harassment may be intentional or unintentional. However the intention of the alleged
harassment is irrelevant. It is the effect of the behavior upon the individual which is
important. Aitkin county considers the following types of behavior examples of
harassment:

(ii) Shouting at an individual in pubtic and/or in private.

(iii) Using verbal or obscene gestures.

(iv) Personal insults and use ofoffensive nicknames.

(v) Public humiliation in any form.

(vi) Unwanted physical contact, physical abuse or threats ofabuse to an
individual or an individual's property (defacing or marking up property).

(c) work direction, constructive criticism, performance management and disciplinary
actions are not to be construed as harassment.

Subd. (3) Definition from Minnesota Human Rights Act (5363A.03, Subd. 43.)

(aJ "Sexual harassment" includes unwelcome sexual advances, requests for sexual favors,
sexually motivated physical contact or other verbal or physical conduct or
communication of a sexual nature when:

(Ð submission to that conduct or communication is made a term or condition,
either explicitly or implicitly, of obtaining employment;
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(bJ Submission to or rejection of that conduct or communica[on by an individual is used
as a factor in decisions affecting that individual's employment; or

[cJ That conduct or communication has tlre purpose or effect of substantially interfering
with an individual's emplo¡rment, or creating an intimidating, hostile or offensive
employment environment; and the employer knows or should know of the existence
of the harassment and fails to take timety and appropriate action.

Subd. [ ) Definition from Title VII of the Civil Rights Act of 1964

(a) Harassment on the basis of sex is a violation of section 703 of Title vII. sexual
harassment is defìned as unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct ofa sexual nature when:

(i) Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employmen!

(b) Submission to or rejection of such conduct by an individual is used as the basis for
emplo¡rment decisions affecting such individual; or

(cJ such conduct has the purpose or effect of unreasonably interfering with the
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

Subd. (5) Examples ofbehavior or conduct which may constitute harassment or sexual
harassment may include, but are not limited to the following:

(a) Verbal

(i) Verbal bullying - slandering, ridiculing or maligning a person or his or her
family; persistent name calling which is hurtful, insulting or humiliating; using a
person as the butt ofjokes; abusive and offensive remarks;

(iÐ Unwelcome sexual comments, innuendoes, or suggestions about an
individual's body, clothing or sexual activity;

(b) Discussion ofsexual topics, sexual practices, sexual preferences, sexual experiences,
sexual jokes and stories;

(cJ Requesting or demanding sexual favors, explicit or implicit suggestions that there is a
positive or negative connection between sexual behavior or sexual compliance and
any term or condition of employment; or

(d) Language ofan obscene or sexual connotation and stereotypical terms such as
"sweetheart " "slut " "stud," or "hunk."

(el Non-Verbal
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(i) Gesture bullying - non-verbal threatening gestures.

(iÐ Exclusion -sociallyor physicallyexcluding or disregarding a person in
work-related activities.

(iii) The display or posting ofsexually explicit or graphic pictures, objects or
items in the work place such as a "girlie calendar" or cartoons depicting sexual
jokes or sexual acts;

(fj The use of suggestive facial expressions or gestures of a sexual nature; or

[gJ Unwelcome visits to an individual's home, hotel room or areas considered private or
outside tìe work premises.

(h) Physical

(il Physical bullying - pushing, shoving, kicking, poking tripping, assault, or
threat ofphysical assault or violence, damage to a person,s work area or
property.

(iÐ Kissing, touching patting, pinching or brushing against a person's body;

(iiil Sexual contact; or

[iv) Assaultandbattery.

(i) This list of examples is not intended to be exhaustive. other types of behavior or
conduct which are not included in this list, may constitute sexual harassment and be
in violation ofCounty policy.

Subd. (6) Responsibilities

(a) All County employees and elected officials are required to conduct tlemselves in a
manner consistent with the spirit and intent of this policy.

(b) Any person who believes he or she has been subjected to harassment or sexual
harassment by an employee, officer, agent of the County, or any third person with
knowledge or belief of conduct which may constitute harassment or sexual
harassmen! must report the alleged acts immediately to an appropriate County
official. (See Article BB(4)1.

[c) Department Heads, supervisors, and elected officials are responsible for:

(il Establishing and maintaining a climate in the work unit that encourages all
employees to communicate questions or concerns regarding this policy;

(d) Recognizing incidents which they believe may be harassment or sexual harassment;
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(eJ Immediately noti$ring the Human Resources Director or designee, or County
Administrator in writing of harassment allegations so that investigatory procedures
may be implemented. The failure of a department head and/or supervisor to report a
complaint of harassment may result in disciplinary action; and

(fJ Taking corrective action to eliminate substantiâted incidents of harassment or sexual
harassment.

(g) Retaliation against a person who makes a complaint of harassment or participates,
testifies or assists in the investigation of a harassment complaint is prohibited.
Retaliation includes but is not limited to, any form of intimidation, reprisaì or
harassment. Retaliation will not be tolerated and may, in and of itself, result in
disciplinary action, up to and including discharge from emplo¡zment.

(h) The Human Resources Director or designee is responsible for:

(l) Informing department heads and supervisors of their obligations under this
policy;

(i) Informing employees of the County's policy regarding harassmen! including
providing training and posting of this policy; and

fiJ Investigating harassment allegations and ensuring that appropriate disciplinary
action is consistently and fairly administered.

Subd. (7) Internal Complaint System and Discipline procedure

(a) Reporting: Any person who believes he or she has been subjected to harassment or
sexual harassment by an employeg officer, agent ofthe County, or any third person
with knowledge or belief of conduct which may constitute harassment or sexual
harassmen! must report the alleged acts immediately to an appropriate County
official as designated below.

(bJ Appropriate County officials to whom complaints of harassment or sexual harassment
should be made include:

(c) Your supervisor and/or department head;

(d) The harasser's supervisor and/or departrnent head;

(e) The Human Resources Director or designee;

(fJ The County Administrator.

lf the individual engaging in harassment is an employee's supervisor and/or department head, the
aggrieved employee should contact the County Administrator/Human Resources Director or
designee. If the individual engaging in harassment is the County Administrator/Human Resources
Director or designee, the aggrieved employee should contact a member ofthe Aitkin County Board.
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REPORT IT_DO NOT IGNORE IT!

Subd. (B) Investigation

(a) Upon notice of an allegation of harassment or sexual harassment, the Human
Resources Director or designee, or someone they designate, will conduct a promp!
fair, and thorough investigation of the complairit. Fair consideration wilt be given to
all the facts presented. All complaints will be handled in a confidential manner to the
extent possible pursuant to applicable laws.

(b) Normally, as the first step of investigation, the individual alleging a violation of this
policy will be interviewed to discuss the nature of the allegations. The investigator
will attempt to obtain the following information:

(il A descriprion ofthe incident(s), including date(s), time(s), and place(sJ;

(c) Corroboratingevidence;

(d) A list of witnesses; and

(e) IdentifÌcation of rhe offender(s).

Subd. (9) Prevention ofHarassment

Aitkin County will:

(a) Post notices of County policy and procedures;

(b) Provide training activities in-house;

(c) Provide counseling or support services to victims, or arrange for such services
provided outside the County.

Section C, Smoke-Free And Tobacco-Free policy

Purpose: To provide a smoke-free and tobacco-free working environment for Aitkin County
employees and citizens.

Subd. [10) The Aitkin County Board of Commissioners acknowledges the Minnesota
Clean Indoor Air Act House File #79, Chapter Z7I,Laws,1975, Enacted August l, Ig7S,
Minnesota Statutes 8144.411 to €144.417 regarding "smoking in public places."

(a) All Aitkin county buildings will be smoke-free and tobacco-free; e-cigs are also
prohibited. Additionally, there is no smoking or use of tobacco allowed in any county
vehicle, equipment or on lawn mowers or other ride-on equipment.

(b) Smoking is prohibited 25 feet from any building entrance or exit.
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(cJ The responsibility for the enforcement ofthe smoke-free and tobacco-free policy is
delegated to the individual Department Heads, both elected and appointed.

Section D. Drug Free Worþlace policy

Purpose: To provide a drug and alcohol free working environment for Aitkin County employees
and citizens.

Subd. (1) Introduction

[a) Aitkin County recognizes that drug use creates significant social problems that have
the potential for causing severe effects to Aitkin county's workforce. Aitkin county
has the responsibility to maintain a drug-free workplace and ensure that its
employees perform their jobs efficiently, safely and in a professional manner. In order
to achieve trese objectives, AitJ<in county employees must be able to work in a drug-
free work environment, and tlemselves be free from the effects of drugs while at
work.

(b) The County Íntends to focus on education, prevention and assistance measures in
striving to maintain a drug-free workplace as well and providing a safe and productive
work environment. The purpose of this policy is to set forth the county's rules
regarding drug use and possession ofsuch in tlte workplace.

Subd.(2) ScopeOfCoverage

The Aitkin county Policy on a Drug-Free workplace is applicabte to all Aitkin county
employees, independent contractors and volunteers or any individual who is representing
Aitkin county in any capacity. It will be the responsibility of every county Departrnent to
enforce all provisions of this policy. Questions regarding this policy should be referred to
the Aitkin County Central Service Department. The coverage and intent of this policy is in
accordance with the provisions as set forth in the Federal Drug-Free Workplace Act of 1988.

Subd. (3) Definitions

[a) "work Related Drug use" is defined as tre use of mood-altering drugs, including alt
forms of alcohol, narcotics, depressants, stimulants, hallucinogens, marijuana or the
use of prescription drugs when resulting behavior or appearance adversely affects
work performance.

(b) "AdverselyAffects Work Performance" and "Under the influence" is determined to be
present if the employee is perceptibly impaired; has impaired alertness, coordination,
reaction, responses or effor! ifthe employee's condition threatens the safety of
him/herselfor others; or unprofessional or irresponsible conduct detrimental to the
County.

(c) "Controlled Substances" means those substances whose distribution is controlled by
regulation or statute including, but not limited to, narcotics, depressants, stimulants,
hallucinogens and cannabis.
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(d) "Mood-altering" or 'Alert" means those substances whose distribution is controlled by
regulation or statute including, but not limited to, narcotics, depressants, stimulants,
hallucinogens and cannabis.

(e) "Reasonable Suspicion" means a basis for forming a belief based on specific facts and
rational inferences drawn from those facts.

Subd. (a) County Employee Assistance program

Employees may seek assistance through the county in a professional and confidential, out-of-work
setting. Employees who may have an alcohol or other drug use problem are encouraged to seek a
professional assessment before the problem affects their employment status. The Human
Resources Director or designee will act as a confidential liaison between the employee and service
provider if assistance is needed with setting up the initial appointment. Participation in this
program is voluntary and confidential, except as may be required pursuant to Public Law 100-690,
Title V, subtitled D.

Subd. (5) Consequence OfViolations

violations ofthis policy may consutute grounds for discipline, up to and including
discharge. Each situation will be evaluated on a case-by-case basis depending upon the
severity and circumstances involved.

Subd. (61 Prohibitions

(a) No employee shall report to work under the influence of alcohol, controlled
substances, or other drugs which affect his/her alertness, coordination, reaction,
response, judgmen! decision-making or safety.

(bJ No employee shall operate, use or drive any equipment, machinery or vehicle of the
county while under the influence of alcohol, controlled substances, or other mood-
altering drugs. such employee is under an affirmative duty to immediately notißr
his/her supervisor that he/she is not in appropriate mental or physical condition to
operate, use or drive county equipment.

(c) No employee shall unlawfully manufacture, distribute, dispense, possess, transfer, or
use alcohol or a controlled substance in the workplace or wherever the County's work
is being performed.

(d) During work hours or while on the county's premises, no employee shall use, sell,
possess or transfer alcoholic beverages, with the following exceptions:

tÐ Consumption, possession, sale or purchases ofalcohol when authorized bya
Commissioner under separate statutory or executive agency authority.

(eJ Possession of aìcohol while being fansported in a County vehicle in compliance with
applicable statutory requirements.
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(f) Possession of alcolol while in an employee's pelsonal vehicle on the county's
premises in compliance with applicable statutory requirements.

(g) Possession of alcohol incidental to an investigation or court proceeding authorized by
the Sheriff or County Attorney.

(h) Additionally, employees shall not participate in these activities during rest breaks or
during overtime work.

(i) Engaging in off-duty sale, purchase, transfer, use or possession of alcohol or controlled
substances may have a negative effect on an employee's ability to perform his/her
work for the county. In such circumstances, the employee is subject to discipline.

fi) When an employee is taking medically authorized drugs or other substances which
may alter job performancg as defined in III-D above, the employee is under an
affirmative duty to notiff the appropriate supervisor of his/heitemporary inability to
perform the job duties ofhis/her position.

(k) Agencies shalt noti$r the appropriate law enforcement agency when they have
reasonable suspicion, as defined in III-E above, to believe that an employee may have
alcohol or controlled substances in his/her possession at work or on county premises.
Where appropriate, agencies shall also notis/ licensing boards.

(l) Employees are restricted from consuming alcoholic beverages or controlled
substances during lunch or dinner meals when returning immediately thereafter to
perform work on behalf of the county. Employees are advised that in any situation
subsequent to the intake ofalcohol or a controlled substance where the ómployee
must continue conducting the county's business, any employee whose condition or
behavior adversely affects his,/her work performance shall be subject to possible
discipline, up to and including discharge.

Subd. (7J Supplemental policies

County departments may promulgate supplemental policies, which are not in conflict with this
policy, including prohibiting the use or consumption of alcohol and/or controlled substances within
a specified time period before the commencement of work. Such pre-work abstinence must be
restricted to employees involved in sensitive security, treatrnent, or equipment operation and
written notice must be disseminated to affected employees. Further, policies may be adopted only
after meet and confer sessions are held with exclusive representativei and approval ofthe
Minnesota Department of Employee Relations.

Subd. (B) Data Disclosure

Disclosure of information regarding employee alcohol and other drug use in the workplace must be
consistent with applicable collective bargaining agreements and law. Questions in this area should
be directed to the Employment and Labor Law Section of the Attorney General's Office or to the
Department of Employee Relations, Labor Relations Bureau.
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Subd. (9) Federal GrantEmployees

Each employee engaged in the performance ofwork on federal grants or contracts is required to
notify their department head of any criminal drug statute conviction for a violation occurring in the
workplace no later than five (5) days after such conviction.

Subd. (10) Drug/Alcohol Testing

Any alcohol and/or other drug testing undertaken by Appointing Autlorities shall be in accordance
with Minnesota Statutes 5.181,950-957, tlle Minnesota Drug and Alcohol Testing in the Workplace
Act Individual deparünent drug and alcohol testing policies must be in written form and must be
reviewed by the Minnesota Deparbnent of Employee Relations prior to implementation.

Section E. fob Classification

Subd. (1) Classification Plan

Job classifications are shown in Appendix B.

Subd. (2J These policies and procedures express theAitkin CountyBoard of
Commissioners' intent to maintain a County-wide plan which conforms with Comparabte
worth standards found in Minnesota statute 6471.991-Q421.999 related to local
governments in Minnesota.

Subd. (3) The County Job Classification Plan provides a way for individual County jobs
to be evaluated and classified according to their comparable work value. Each Countyjob
shall be evaluated and placed in a specific classification and pay grade to ensure
compliance with pay equity requirements. The county Administrator shall provide a
consistent format for position descriptions throughout the county, and a consistent
process for evaluating jobs and assigning them to the appropriate pay grade.

subd. (aJ It is the inherent right ofmanagement to redesign jobs, restructure jobs, and
create new jobs in meeting the objectives of the county. From time to time, management
will need to create new classifìcations to better respond to the needs and challenges of
Aitkin County. The Plan shall be developed and maintained so t¡at positions
substantially similar with respect to knowledge and skills, supervisory authority, and
working conditions, are included within tlte same class; and that the same schedules of
compensation shall apply to all positions in the job class, as allowed by collective
bargaining agreements.

subd. (5) Position Descriptions: Each job in the county shall have a corresponding
position description. The position description shall define the following elements of each
position:

(a) Objective or summary of the position;

(b) Essential job duties and responsibilities;
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(c) Supervisory authority ofthe position, ifany;

(dJ Required Knowledgs Skills, and Abilities;

(eJ Required education, work experience, licenses and certifications;

(fJ Physical demands and working conditions;

(g) Minimum or preferred qualifications; and

(h) Fair Labor Standards Act (FLSA) status.

Subd. [6) Position Reclassification

[aJ Position reclassification becomes necessary when a significant change takes place in
the scope ofthe position.

(b) The County shall review the Classification Plan periodically to ascertain whether or
not it corresponds with existing conditions in the county servicg and to make any
revisions, where necessary.

(i) DeparÍnent heads or their designees are encouraged to review position
descriptions during annual performance appraisals and to inform the Human
Resources Director ofany revisions necessary in the position description, noting
if there is a significant change in the nature or scope of the work performed in
the job classification. The Human Resources Director is responsible for assisting
the Deparünent Head to make revisions. The County Administrator will approve
position description revisions if the revisions will result in a lower grade level.
county Board approval is required when positions are reclassified to higher
grade levels.

(c) Consideration for job classifications that experience significant change will be handled
on a case-by-case basis with the deparbnent head noti$ring the Human Resources
Director ofthe changes and reasons for the changes.

(dJ The CountyAdminisfator shall determine whether a position description
substantially matches an existing classification. position descriptions that do not
substantially match an existing classification will be forwarded to the consultant or
other authority responsible for evaluating positions in accordance with the CounQ/s
classification plan. The evaluation shall include an objective methodolory to evaluate
tre jobs, the assignment of points and pay grades accordingly, the documentation to
support the decision, and notification to the Human Resources Director of the
decisions. The Human Resources Director shall noti$r the affected employee[sJ and
department head of the result of the evaluation, the effective dates of any change in
pay grade, and actual salary.
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(e) A FLSA non-exempt employee whose job classification is upgraded, within the DBM
classification system, will be placed in the new pay range that results in at least a
$0.75 per hour increase. A FLSA exempt employee whose job classification is
upgraded, within the DBM classification system, will be placed in the new pay range
that results in at least a $1,560.0O/year increase (pro-rated if reclassification occurs
mid-year).

(f) If a position is evaluated at a lower pay grade, within the DBM classification system,
the employee will be placed on their current step in the new lower grade, and the
employee's salary shall be frozen until such time when their grade and step placement
exceeds their current pay rate.

(g) Pay adjustments due to position reclassification will be applied prospectively, not
reFoactively. The effective date of any pay adjustment shall be fanuary 1st or the fìrst
day ofthe first pay period following Board approval ofthe classification change.
Agreement with the exclusive representative will be sought prior to Board action
when necessary and changes must comply with the provisions of the union contract.

Subd.(7J PeriodicClassificationReview

(h) In the event that an employee requests a classification review and the deparhnent
head elects to not bring the request to the Human Resources Director, the employee
may appeal his or her classification by presenting facts to the Human Resources
Director within ten (10) working days following the department head's response to
the employee. The appeat to the Human Resources Director will be in writing and will
include the department head's response.

(i) The Human Resources Director will review the facts and respond to the employee
within sixty (60) calendar days of receipt of the appeal. If the Human Resources
Director agrees with the department head, the decision made by the Human
Resources Director will submit the facts to the County Administrator for resolution. If
the Human Resources Director agrees with the employee, the facts will be submitted
to the county Administrator for resolution, and the decision made by the county
Administrator will be final.

[j) Periodic classification reviews can be requested byemployee(s) ofa particularjob
class, to their deparhnent head, once every 24 months when significant change has
occurred to the job.

Subd. IBJ Classification Changes Initiated Bythe Human Resources Director

The Human Resources Director, when he or she deems appropriate, may re-classiff the grade of a
position up or down one grade after documenting the reason in writing and discussing with the
supervisor and/or Department Head and obtaining the approval of the County Administrator. This
action may be accomplished in cases where internal rankings do not conform to practiced lines of
authority (i.e., office hierarchy or supervisory authority) but may also account for market
relationships as well. This recommendation would be presented to the County Board for approval.
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Subd. (9J NewPositions

If a new position classifìcation is created, it will be the responsibility of management to defìne and
determine essential requirements and duties of the position. The Human Resources Director will
work with department heads and supervisors to develop the position description in a format
consistent with all position descriptions. The position description will be assigned to a classification
under the classification plan and to an appropriate pay grade in the compensation plan. Final
approval ofany new position classifications will require County Board approval.

Section F. Employee Recognition ServiceAwards

Purpose: To formally recognize employees who have completed 25, thereafter in increments of 5,
years ofservice by presenting them with an award for their achievemenl

Subd. (1) In appreciation oftheir contribution, Aitkin County employees shall receive
a seryice award for reaching 25, 30, and 35 years ofservice. The Labor-Management
Committee shall coordinate the selection, purchasing and presentation of the ãwards.

Subd' (2) The dollar value of each award will also be based upon the years of service:

(a) 2Syearsofservice _$ S0

(bJ 30 years ofservice $100

(c) 35 years ofservice $150
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ARTICLE IX FORMS AND ATTACHMENTS

Section A. Appendix A, Salary Schedule

Employees covered by these compensation guidetines shall receive an annual salary or wage as
approved by the Aitkin County Board of Commissioners. Salary increases will take ãffect January 1,
2015, for all positions.
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Section B. SEASONAL AND TEMpORARy EMpLOyEE WAGE SCALE

S:easolal and temporarv employees will generally be paid at the "start rate" for the applicable job
classification. or as othent¡ise determined by Administration.

Guidelines:

Substitute Instructor/Naturalist. Grade 4 start step

Seasonal Equipment Operator. Grade 3 start step

Seasonal Boat & Water Safety Officer, Election Clerk. Temporary Clerical Worker. Grade 2 start step

Seasonal Crew Leader. Survey Crew Technician. Survey/Construction Staking Laborer. Grade 2
start steD

seasonal Laborer. substitute cook. substitute custodian. Grade 1 start step

LLCC Seasonal Staff. varies as determined byAdministration

other Temporary and seasonal Positions. varies as determined by Administration
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Non-union fob Classifications Grade

ACCOUNTANT (Highway Dept.) 10

ADMINISTRATIVE ASSISTANT (County
Administrator's Office) ê

ËlsJANAGen.-LLcc é0

t ,_,

ASST, COUNTYATTORNEY I t7

ASST. COUNTY ATTORNEY II 13

ASST. COUNTY ENGINEER 13

ASST. HWY. MAINT. FOREMAN 6

ASST, LAND COMMISSIONER 10

ASST. ZONING ADMINISTRATOR 10

BUILDING & GROUNDS SUPERVISOR 7

CHILD SUPPORT SUPERVISOR 10

coMPLIANCE OFFTCER/WETLAND SPE 9

coMPUTER SPECTALTST/ WEB 4

CONFIDENTIAL SECRETARY (Sheriff s Offìce) 4

cooK -LLcc L

COOK.HOUSEKEEPERÐISHITVASI!XR - LLCC T

COUNTY ADMINISTRATOR 20

COUNTYASSESSOR L4

COUNTY ENGINEER 1B
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CRIME VICTIM COORDINATOR 6

CUSTODIAN 2

DEPUTY AUDITOR / PAYROLL TECHNICIAN 6

ECONOMTC DEV/FOREST rND. COORD 10

ENVIRONMENTAL HEALTH SPEC. 9

ENVIRONMENTAL SERVICE DIR 14

FTNANCTAL ASSTSTANCE SUPERVTSOR (HHS) 10

FINANCIAL ASSISTANT (Auditor's Office) 10

FrscAL supERvrsoR / coLLEcTroNS OFFTCER
(HHS) 10

FOOD SERVICE COORD.-LLCC 3

GIS COORDINATOR 9

HEALTH AND HUMAN SERVICES DIRECTO& 1B

HEALTH EDUCATOR 9

HUMAN RESOURCES DIRECTOR 74

HUMAN RESOURCES SPECIALIST 5

HWY. MAINT. FOREMAN 10

lP uÇ=AIIQ N.!44N4QE. & I,!Çc 10

IT DIRECTOR 74

LAND COMMISSIONER 74

LAND SURVEY COORDINATOR 9

.Y

MAINTENANCE COORD.-LtCC 3

NETWORKADMINISTRATOR 9

Deleted: *

Deleted: tNsrRUcTIoN cooRD

DeIeted3 LLcc BUSINESS AND MARKETING
MANAGER

Deleted: 12
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NETWORK APPLICATION SUPPORT SPECIALIST 7

0FFICE ASSISTANT IV (Highway) 4

OFFICE MANAGER / LEAD PARALEGAL I
OFFICE SUPPORT SPECIALIST, SR. 4

PUBLIC HEALTH NURSE 10

PUBLIC HEALTH SUPERVISOR 13

REGISTERED NURSE 9

RIGHT OF WAY / PERMITTING AGENT I
SCHOOL YEAR INSTRUCTOR NATURALIST-LLCC 5

SOCIAL SERVICES SUPERVISOR 13

SR, ASST. COUNTY ATTORNEY T7

VETERANS SERVICES OFFICER I
ASSISTANTVSO 4

COMMUNITY CORRECTIONS DIRECTOR t4

CORRECTIONS AGENT 10

PROBATION CASE AIDE 4

Deleted: * indicates individuals who have an
individual

Deleted: <#>Appendlx C, Chrlstmas Evell
December 9, 2014lI[
Excerpt from Aitkin County Board Minutes,ll
Motion by Commissioner Niemi, seconded by
Commissioner Marcotte and carried, all members
votingyes to approve closing the County Offices
on Christmas Eve 2014 and authorizing non-
union employees to be absent with pay.l[
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2015 NON-UNION FLSA EXEMPT 2015 NON-UNION FLSA NON-EXEMPT

Grade MIN/YR MAX/YR Grade MIN/HR MAX/HR

20

L9

1B

77

16

15

L4

13

t2

L1

10

9

I

7

6

5

4

3

2

L

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

83,824

80,704

77,584

74,464

77,344

68,224

65,704

6T,984

58,864

55,744

52,624

49,504

46,384

43,264

40,144

37,024

33,904

30,784

27,664

24,544

$ L25,+2+

s 720,744

$ LL6,064

$ 111,384

$ 706,704

$ L02,024

$ 97,3+4

s 92,664

$ 87,98+

$ 83,30+

$ T8,624

$ 73,9++

S 69,264

$ 64,584

$ 59,904

$ 55,224

$ 50,544

$ 45,864

$ 4L,18+

$ 36,50+

20 $

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

40.30 $ 60.30

t9 38.80 $ 58.05

18 37.30 $ 55.80

77 3s.80 $ s3.55

L6 34.30 $ 51.30

15 32.80 $ 49.05

14 31.30 $ 46.80

L3 29.80 $ 44.55

12 28.30 $ 42.30

1L 26.80 $ 40.05

10 25.30 $ gz.go

9

B

7

6

5

4

3

2

7

23.80 $ 35.5s

2230 $ 33.30

20.80 $ 31.05

19.30 $ 28.80

17.80 $ za.ss

16.30 s Z+.90

14.80 $ 22.05

13.30 $ 19.80

11.80 $ 17.55


