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Title 1. Introduction and Policy Statements
Chapter A. Personnel Officer

1. Personnel Officer. A position entitled Personnel Officer shall administer the
human resource and personnel functions of Carbon County. The Personnel
Officer's duties shall be those described in the Utah Code Annotated, 1953 as
amended in Title 17-33 et. seq. Duties and responsibilities listed there may differ
slightly if the County has not been required to adopt certain provisions therein.

2. Duties: The following list of duties may not be exhaustive. The Commission may,
from time to time, require others. Others may necessarily evolve because of the
nature of the position. The following are, therefore, some of the duties of the
Personnel Officer:

a. The Personnel Officer is responsible for interpreting the Policies & Procedures
already adopted. If an issue is not covered, he/she shall seek a ruling from the
Commission which shall then become policy.

b. The Payroll function of Personnel is maintained by the Clerk-Auditors Office,
however the Personnel Officer has access to the records and may from time to
time make certain rulings regarding already adopted policies concerning overtime,
etc.

c. The Clerk-Auditor shall maintain the permanent personnel files but nothing shall
be removed therefrom without the Personnel Officer’s knowledge and approval.

d. The Personnel Officer shall preside at all administrative hearings except when the
Commission hears an appeal or requires the appeal be heard by an ALJ. In such
cases, in company with the County Attorney, he shall prosecute the County's case.

e. Unless there is an appeal, the Personnel Officer is a neutral party. He/she is
required to respond to inquiries from elected officials, supervisors and employees
and to do so in a timely manner. He/she is required to respond in five (5) working
days or sooner if possible. If the question requires research he/she shall inform
the person making the inquiry that research is progressing and to complete the
same as rapidly as possible. He/she is-required to assist both supervisors making
charges and employees filing grievances. He is to make available records and
paperwork entrusted to him/her and to maintain such records as may be required
by law or other parts of these Policies & Procedures.

f. When contemplating creating new policies, the Commission shall require
him/her—and if necessary the County Attorney—to research the same regarding
any bar that might exist thereto.
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g. He/she is to assist the Commission in any labor negotiations and to act as a
neutral point of transference of information therein.

h. He/she shall act in assistance to the Commission, Clerk-Auditor and County
Attorney insofar as their duties dealing with personnel.

i. Propose new policies and procedures and amendments thereto as provided by,
UCA Title 17-33 et. seq. Adoption shall be by the executive authority of Carbon
County unless otherwise provided for.

j. Serve the Board of Commissioners in such capacities regarding personnel matters
as they may require and as provided by law or policy.

3. Employee Access to Personnel Officer. Any employee has access to the Personnel
Officer for reasons of determining policy or with questions. Any employee has
access to the Personnel Officer for determining his or her rights and obligations.
Supervisors and elected officials have access to the Personnel Officer to assist in
investigations or applications of discipline. The Executive Authority of Carbon
County may require the Personnel Officer to investigate any matter within his/her
purview not otherwise raised or requested by another employee or supervisor.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 1.

Introduction and Policy Statements

Chapter B. Personnel Policies

1.

2.

Policies. These policies as enunciated in the Personnel Policies and Procedures
manual constitute the personnel policies and procedures for Carbon County.

Policies Not Contractual. Neither this nor any other policy of the County is a
contract either express or implied with any party. The rights of individuals derive
from the laws or from express contract, not from policy. Provided they are not
contrary to law or contract, the Carbon County Board of Commissioners reserves the
right to alter or, abolish any policy or to enact new policies they feel best promote the
good operation of the County. The policy may be contractual by proper reference or
by direct inclusion of this language within a contract.

Policies Severable. Nothing in this Title or any other policy of Carbon County shall
be at variance with any law, judicial decision or collective bargaining agreement. If
through the passage of time, the adoption of a contract, or through error or omission,
any part of this Title shall be at variance with law, decision or contract, it shall cease
to have force upon discovery, and all other parts of this Title are wholly severed
therefrom and remain in complete force and operation.

Departmental Policies

a. Departmental Policies. The Commission realizes that some Departments have
special circumstances and needs that require certain policies and procedures that
will not apply to the County Government as a whole. Therefore the Commission
authorizes Departmental specific policies and procedures provided only that: A)
they are not at odds with the Policies & Procedures promulgated by the
Commission, B) they are not at odds with the Laws of Utah or of the United
States, C) they are not at odds with any City or County Ordinance or Contract
made by the County, and D) the Commission reserves the ultimate right to rescind
such polices.

b. Professional Codes and Standards of Conduct. If employees within a
department are required to adhere to professional codes or standards of conduct to
perform their jobs or to maintain their position, Department Heads and Elected
Officials should adopt any such applicable codes of professional conduct or other
standards of conduct. The Departments shall provide copies of the same to all
employees within their respective departments, to the Personnel Officer, and to
the Commission.

c. Personnel Officer Review. All Departmental policies shall be approved by the
Personnel Officer prior to enactment by a Department. After Personnel approval,
copies shall be distributed to the Commission which has ten (10) working days to
rescind them before they become effective.

d. Enactment of Departmental Policy. Policy means permanent standard.
Departments must adopt any personnel policies in accordance with applicable
statute and ordinance and distribute them in accordance with this chapter. Failure

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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to so adopt and distribute the policies will prevent an employee from being
disciplined for failure to adhere to them.

5. Amendment, Addition & Revision

a. Amendment or Revision. The Personnel Policies & Procedures of Carbon
County may be amended, added to or revised only as provided herein. Unless
amended, added to or revised all policies remain in full force and effect and no
person may deviate from them. They carry the same force of law as would any
statute or ordinance.

b. Definitions.

1. “Amendments” are new policies and/or procedures that cancel old ones or
which change the meaning and effect of old ones.

2. “Addition” means a totally new policy and/or procedure, not a change in an
existing one.

3. “Revision” means a change in wording that is not intended to change the
meaning or effect of the provision.

c¢. Amendment by Commission. The Board of Commissioners may alter the
Policies & Procedures at their own discretion. They may delegate to others the
authority to review and make recommendations regarding the Policies and
Procedures, including by the adoption of this ordinance the Personnel Officer.
However, the final power to amend, revise, alter, add to or abolish any policy
contained herein rests with the Executive Authority of Carbon County.

d. Amendment by Departmental Heads. Department Heads can amend or revise-
Departmental Policies only. The Personnel Officer shall certify that such
amendment is not a violation of existing policy or contract. The Board of
Commissioners may also amend General Policies and Procedures.

e. Distribution of Amendment and Revisions. Changes to these Policies and
Procedures shall be given to all employees.

f. Employee Maintenance of Personal Copies of Personnel Policies and
Procedures. It shall be the responsibility of the person receiving additions,
amendments and revisions to these personnel policies and procedures to maintain
their own copy of the document. The County shall distribute these policies and
procedures—and any additions and changes—to all employees but may, if the
Commission dictates, charge for replacements.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 1.

Chapter C.

Introduction and Policy Statements

Definitions

1. Employee Classifications. Employees shall be classified as follows:

a. Executive Employee — An employee hired by the County or appointed by the
County Commissioners Office on a salaried basis and receives such employee
benefits as provided by the County. Employees considered executive employees
include the following:

1.

Non-elected Department Heads. Non-elected Department Heads are charged
with carrying out policies of the Executive Authority of the County and who
(1) are supervisors and (2) have discretionary powers. There shall be no more
than one Non-elected Department Head per department, except as otherwise
provided by law.

Chief Deputies. A chief deputy is appointed by an elected officer pursuant to
Utah state law, Utah Code Annotated § 17-33-8(1)(b)(iv) or as subsequently
amended.

Confidential Secretaries. A confidential secretary, if any, assigned to each
elected county officer and Department Head.

Administrative Assistants. An administrative assistant, if any, to the county
executive, each member of the county legislative body, and each elected
official.

Division Directors. After May 2008, any person in a confidential relationship
with an elected county officer who was appointed by an elected county officer
to be a division director to administer division functions in furtherance of the
performance of the elected officer’s professional duties.

Key-Policy Employees. Any employee in a position that by its confidential or
key policy-determining nature, cannot or should not be considered an
occupational employee.

b. Occupational Employee — A full time employee receiving an hourly wage and not
occupying a Temporary or Executive position, and who receives employee
benefits provided by the County.

c. Part Time Employee — An employee regularly scheduled for less than 30 hours
per week.

d. Temporary Employee — An employee hired or leased for a limited period of time.

e. Stand-by Employee - A temporary employee who is irregularly used to replace

Carbon County Policies and Procedures Manual (Effective Date: October 20, 2015)

Title 1, Chapter C
Page 7



other employees.

f. Probationary Employee - All (1) Occupational Employees who are newly
employed by the County and (2) current Occupational Employees who are
promoted or transferred to a different position within the County are Probationary
Employees for the first six-months to year of their new employment or their new
position. Employees will be notified of the duration of their probationary period
at the time of their employment, promotion, or transfer to a new position with the
County.

2. Existing Carbon County Classifications

= I g g B 2 E
188 31908 413983
Department Position “f & & 2 4 e a o &
Emergency Medical
Ambulance Technician X X| X X
Ambulance Director X | X X
Animal Shelter Animal Control Supervisor X | X X
Animal Shelter Animal Control Officer X X X
Animal Shelter Animal Caretaker X| X X
Assessor Chief Deputy X X | X
Assessor Certified Appraiser — Gen. X X X
Assessor Certified Appraiser ~ Res. X X X
Assessor Licensed Appraiser X X X
Assessor Appraisal Trainee X X X
Assessor Data Collector X|{ X X X
Criminal/Civil/Administrative
Attorney Investigator X | X X
Attorney (3) Deputy County Attorney X | X X
Legal Secretary/Office
Attorney Manager X X X
Attomey (2) Assistant Legal Secretary X X X
Building/Planning & Zoning | Director of Planning X X X
Building/Planning & Zoning | Zoning Administrator X X X
Building/Planning & Zoning | Building Official X X X
Building/Planning & Zoning | Building Inspector X X X
Deputy Building
Official/Waste Management
Building/Planning & Zoning | Administrator X X X
Administrative
Building/Planning & Zoning | Assistant/Permit Technician | X X X
Clerk/Auditor Chief Deputy Clerk/Auditor X X | X
Clerk/Auditor Deputy Clerk/Auditor X X X
Clerk/Auditor Deputy Clerk/Auditor - B X X X
Clerk/Auditor Deputy Clerk/Auditor X X X
Commission Commission Secretary X X | X
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£ g 4 g g
. S8 3 8 8 B & 3 8 & @
Department Position s s 8| & & & o =&
Communications/Television
Communications/ Television | Technician X X X
Economic Development
Economic Development Director X | X X
Emergency Services Field
Emergency Operations Assistant X X X
Engineering County Engineer X | X X
Engineering Deputy County Surveyor X X X
Events Center/Fairgrounds Director X I X X
Events Center & Fairgrounds
Events Center/Fairgrounds Support Staff X X X
Events Center/Fairgrounds Office & Event Support Staff X X
Fairgrounds/Maintenance Director X |X X
Fairgrounds/Maintenance (3) | Equipment Operator X X X
GIS GIS Director X | X X
GIS GIS Specialist I X X X
GIS GIS Specialist 11 X X X
Family Support and
Children's Justice Center Director X [ X X
Family Support and Children's Justice Center
Children's Justice Center Program Coordinator X X X
Family Support and Family Support and CJC
Children's Justice Center Office Assistant X X
Family Support and
Children's Justice Center Day House Parent X X X
Family Support and
Children’s Justice Center (2) | Day House Parent X X
Family Support and
Children’s Justice Center (9) | Evening House Parent X X
IT Director X | X X
IT IT Technician X
IT IT Tech X X
Justice Court Chief Deputy Court Clerk X X | X
Justice Court (2) Court Deputy Clerk X X X
Maintenance Maintenance Supervisor X | X X
Maintenance & Abatement
Department Maintenance X X X
Maintenance & Abatement
Department Repair Man X X X
Maintenance & Abatement
Department Maintenance X X X
Maintenance & Abatement
Department Seasonal Mower/Operator X X X X
Human Resource
Personnel Director/Personnel Officer X | X X
Personnel Administrative Assistant X X X
Carbon County Public Lands
Public Lands Director X | X X
Quality Control Quality Control X | X
Recorder Chief Deputy Recorder X X [ X
Recorder's Office Deputy Recorder X X X
Recreation Department
Recreation Director X [ X X

Carbon County Policies and Procedures Manual (Effective Date: October 20, 2015)

Title 1, Chapter C

Page 9



g . B g gz §| @ o 3
~ SERERRRERE
Department Position s B I . O S
Recreation Department
Recreation Assistant Director X X X
Coordinator of Recreation
Recreation Programs X X X
Recreation Program Assistant X| X X
Road Department Road Department Supervisor | X | X X
Road Department Assistant Road Supervisor X X X
Road Department Landfill Operations X X X
Road Department Landfill Operator X X X
Road Department Landfill Operator - Part Time X| X X
Road Department Shop Foreman X X X
Road Department Mechanic X X X
Shop Specialist/Road
Road Department Department Clerk X X X
Road Department Equipment Operator X X X
Equipment Operator -
Road Department Seasonal X X X
Road Department Mower Operator - Seasonal X X X
RSVP Executive Director X | X X
Safety Safety Administrator X | X X
Senior Center Senior Affairs Director X [ X X
Senior Center East Carbon Site Manager X X X
Senior Center Office Manager X X X
Senior Center Head Cook X X X
Senior Center Assistant Cook X X X
Senior Center Mobile Meals Coordinator X X X
Senior Center Mobile Meals Driver X| X X
Senior Center Crafts Instructor X| X X
Senior Center Bus Driver X X X
Senior Center (2) Custodian X X X
Senior Center Recording Clerk X]| X X
Emergency Management and
Emergency Services Homeland Security Director X | X X
Emergency Services Emergency Mgat. Specialist X X X
Sheriff Captain X X X
Sheriff Lieutenant X X X
Sheriff Sergeant X X X
Sheriff Investigator X X X
Sheriff Deputy Sheriff X X X
Sheriff Civil Process X X X
Sheriff Court Security Officer X X X
Sheriff Jail Lieutenant X X X
Sheriff Corrections Officer X X X
Sheriff Victim Advocate X X X
Sheriff Drug Court Assistant X
Sheriff Corrections Food Service X X X
Sheriff Corrections Assistant Cook X| X X
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Department Position “ ;l Fof 4 0§ 8 338 E
Tourism Director X | X X
Tourism Office Coordinator X X
Tourism Marketing Coordinator X X
Treasurer's Office Chief Deputy Treasurer X X | X
Utah State University USU Extension/Dept of
Extension |_Agriculture Secretary X X
Utah State University
Extension 4-H Aide X| X
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Title 1. Introduction and Policy Statements

Chapter D. Career Service Council

1. Selection. It is the intention of Carbon County to comply with the provisions of the
County Personnel Management Act currently found at Utah Code Ann. §§ 17-33-4, to
establish a Career Services Council. To the extent that the provisions of these
provisions in any way conflict with this provision or any later amendments, Carbon
County expressly incorporates the controlling state statutes.

a. Appointment of Regular Council Members. The Carbon County Commission
shall appoint three individuals to serve as regular members of the Carbon County
Career Services Council.

1. The individuals appointed shall:

a. Be persons in sympathy with the application of merit principles to public
employment, and

b. Be actual and bona fide residents of the state of Utah and Carbon County
for a period of not less than one year preceding the date of appointment.

2. The individuals appointed shall not, during the terms of their appointment:
a. Hold another government office, or
b. Be employed by Carbon County.
b. Appointment of Alternate Council Members. The Carbon County Commission

may appoint two additional members as alternate members to hear appeals that
one or more Regular Career Service Council Members are unable to hear.

1. The individuals appointed shall:

a. Be persons in sympathy with the application of merit principles to public
employment, and

b. Be actual and bona fide residents of the state of Utah and Carbon County
for a period of not less than one year preceding the date of appointment.

2. The individuals appointed shall not, during the terms of their appointment:
a. Hold another government office, or

b. Be employed by Carbon County.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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2. Terms of Council Members.
a. Regular Council Members.

1. Terms. Each Regular Council Member shall serve a three year term that will
expire on the June 30" that is three years after the date of his or her
appointment.

a. Initial Terms of Regular Council Members. When the Career Service
Council Regular Members are first appointed, the members will be
designated as Regular Council Member A, Regular Council Member B,
and Regular Council Member C.

1. The term of Regular Council Member A shall expire on June 30™ of
the year following his or her appointment.

2. The term of Regular Council Member B shall expire on June 30" of
the second year following his or her appointment.

3. The term of Regular Council Member C shall expire on June 30" of
the third year following his or her appointment.

2. Removal. A Regular Council Member may be removed by the Carbon
County Commission for cause.

a. Before a Regular Council Member may be removed for cause, he or she
will be given a copy of the charges against him or her.

b. Upon being given the charges, a Regular Council Member may request a
public hearing before the Carbon County Commission to answer the
charges.

c. If removed, the Regular Council Member shall hold office until his or her
successor is appointed.

3. Appointment to fill vacancy. In the event that a Regular Council Member
position becomes vacant before the expiration of the term, a successor may be
appointed by the Carbon County Commission. The term of the successor
shall run only to the end of the vacant position’s term.

b. Alternate Council Members.

1. Terms. An Alternative Council Member may be appointed for a one year
term only which shall expire on June 30" of the year following his or her
appointment.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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2.

Removal. An Alternate Council Member may be removed by the Carbon
County Commission for cause.

a. Before an Alternate Council Member may be removed for cause, he or she
will be given a copy of the charges against him or her.

b. Upon being given the charges, an Alternate Council Member may request
v a public hearing before the Carbon County Commission to answer the
charges.

c. If removed, the Alternate Council Member shall hold office until his or
her successor is appointed.

Appointment to fill vacancy. In the event that an Alternate Council Member
position becomes vacant before the expiration of the term, a successor may be
appointed by the Carbon County Commission. The term of the successor
shall run only to the end of the vacant position’s term.

c. The Career Services Council must be a bipartisan council.

3. Compensation of Career Services Council Members

a. Council members shall receive compensation for each day or partial day they are
in session at a per diem rate determined by the Carbon County Commission.

4. Career Service Council Proceedings

a. The career service council:

1.

2.

may make an initial determination in each appeal whether it has jurisdiction;

shall hear appeals not resolved at lower administrative levels in the cases of
Occupational Employees suspended, transferred, demoted, or dismissed;

shall hear appeals in the cases of grievance not resolved by the grievance
procedure at the division or department level;

shall review written appeals in cases of applicants rejected for examinations
and report final binding appeals decisions, in writing, to the county legislative
body;

may not hear any other personnel matter;

may affirm, modify, vacate, or set aside an order for disciplinary action; and

may take any other action permitted by statute.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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b. The Career Services Council shall elect one of its Regular Council Members as
chairperson.

c. Two or more members of the council shall constitute a quorum necessary for
carrying on the business and activity of the council.

d. The council shall have subpoena power to compel attendance of witnesses, and to
authorize witness fees where it deems appropriate, to be paid at the same rate as in
justice courts.

Carbon County Policies and Procedures Manual (Effective Date: February 18, 2009)
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Title 2. Hiring & Retention

Chapter A. General

1. Competitive Placement. Employment by Carbon County (“County”) shall be based
upon open competition, an individual's merit, and shall be free from personal and
political considerations. The County is committed to filling open positions with
current employees when a qualified employee is available. However, it is understood
that the County retains the right to interview all applicants for job openings. Nothing
herein shall be so construed as to prevent the County from offering a veteran's
preference in hiring, nor shall any discrimination be shown against members of the
military for complying with their duty.

Carbon County Policies and Procedures Manual (Effective Date: August 6, 2018)
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Title 2.

Hiring & Retention

Chapter B. Recruitment

1.

Advertisement. The County shall advertise the availability of permanent full-time or
part-time or temporary/seasonal employment as follows:

a. Promotions Within a Department. Department Heads may wish to promote from
within their respective departments before seeking employees from other County
departments or from the general public. Any employee who has previously
worked or is currently working for the County in the same or a similar position
within the hiring department may be promoted or rehired without advertising the
position so long as the employee hired meets the minimum requirements of the
position to be filled.

b. Open Positions. Where a position has not been filled from within a Department as
described in § 2.B.1.a above and the Department Head of the particular
department so desires, the County may advertise the availability of employment
internally to all Carbon County employees for one week prior to advertisement to
the public. If the Department Head is unable to fill the position with a suitably
qualified applicant from another Carbon County department or believes in his or
her discretion that additional advertising would be beneficial, the availability of
employment shall be advertised to the general public in a way and manner
designated to appropriately advertise the availability of the position.

c. Salary Upon Transfer. If an employee is promoted within or rehired into a
Department as described in § 2.B.1.a above or is hired from another department as
described in § 2.B.1.b above and the salary in to which he or she transfers has
lesser salary and/or benefits, the employee is obligated to accept the lesser salary
and/or benefits of the new position.

Fair Hiring Practices. Department Heads, Supervisors, etc. shall not attempt to
give unfair advantage to any applicant, such as giving advance notice of interview
questions. Nor shall they in any way attempt to circumvent any applicable laws or
rules. Nor shall they order any employee not to apply for a position in another
department nor fail to post job notices distributed by the Personnel Officer. Nor shall
they conceal from the Personnel Officer any previous knowledge or relationship with
an applicant, but rather must divulge any previous association or relationship.

Carbon County Policies and Procedures Manual (Effective Date: August 6, 2018)
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Title 2. Hiring & Retention
Chapter C. Interview Process

1. Interviewing. The Personnel Officer shall be present at all hiring interviews. The
County shall not interview nor hire any person for a position who does not meet the
minimum requirements listed in the job description and/or advertisement. All
interviewees will have substantially the same opportunity to present themselves and
answer inquiries regarding them. The Commission or Commissioners have the right
to be present at any interviews.

2. Selection. All persons interviewing for a position shall be subject to the same

criteria. It is the policy of Carbon County, any other policy not withstanding, to hire
the most qualified individual available. The primary decision on selection rests with
the Department Head; however, the Personnel Officer has the right to veto a selection
if he/she determines that selection will violate law or policy. In such a circumstance,
the Commission shall choose to make the final hiring decision in departments not
headed by an elected official.

a. Seniority. A County employee's seniority consists of the entire amount of time
the employee has served the County in a full-time capacity (at least 30 hours per
week). The Executive Authority may consider seniority as a factor in promotion,
advancement, job bidding or other advancement. Where certain skills are relevant
only to one department, seniority for the purposes of advancement and job
bidding may be departmental. Within these bounds, every department may have a
seniority policy providing it is approved by the Personnel Officer and
Commissioner over that department. Nothing herein shall be construed as to
absolutely require seniority as the only factor regardless of skills or the ability to
perform the essential functions of a particular job. Additionally, no department
shall, because of seniority, be deprived of a skill necessary to its good operation.
Determinations as to what is to be considered a necessary skill shall be made by
the Department Head or, if it so desires, by the County Commissioners.

Carbon County Policies and Procedures Manual (Effective Date: August 6, 2018)
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Title 2. Hiring & Retention
Chapter D. Job Functions

1. Essential Job Functions. All persons employed by the County shall be able to
perform the essential functions of their positions with or without reasonable
accommodation. Reasonable accommodation is available to qualified applicants and
employees with disabilities whether they work part-time or full-time, or are
considered “probationary.” The request for reasonable accommodation must be
requested by the job applicant or employee.
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Title 2.

Hiring & Retention

Chapter E. Reductions-in-Force

1.

Decision to Reduce County Workforce. Any employee who is employed by the
County is subject to losing his or her position because of a reduction in the County’s
workforce. The County Commission may in its sole discretion determine that a
reduction in its workforce is necessary to preserve the County’s interests.

Identification of Individuals subject to Reduction-in-Force. In determining which
employees shall be separated pursuant to the reduction-in-force, the County
Commission in consultation with Department Heads, Elected Officials, and the
Personnel Officer shall recommend the job classifications to be reduced. The County
Commission and Elected Officials shall have final say as to the job classifications to
be reduced for employees that report to each of them respectively. After making the
determination of job classifications to be reduced, the County Commission and each
Elected Official, upon the recommendation of the Department Heads and the
Personnel Officer, shall identify the individuals to be separated based upon a uniform
set of standards comprised of the following:

a. Performance measured by the average of the three most recent performance
appraisals (including annual and orientation period appraisals);

. Conduct and disciplinary actions;

Attendance

Ability

Departmental Seniority

County Seniority

ho Ap o

While all these factors must be considered, at the time of the reduction in workforce
the County Commission, upon the recommendation of the Personnel Officer may
determine the weighting of each factor that must be considered and applied uniformly
across all job categories and which must be identified in writing prior to the
application of the criteria to the job classifications. In the absence of any written
determination, the County shall give equal weight to all factors.

Moreover, the preference, unless the County Commission and Elected Officials in
consultation with the Department Heads determine otherwise, shall be that all
Probationary, Temporary, or Stand-By Employees shall be reduced first and all
Regular Part-Time Employees shall be reduced second, before separating any Full-
Time Employee in any department identified for a reduction-in-force.

Nothing contained in this section shall be construed as limiting the right of the
County Commission to determine or adjust the budget of any department or elected
official.
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Title 3.

Employee Conduct

Chapter A. General Conduct

8

General Conduct. Because those doing the People's business; whether hired,
appointed or elected, are the agents of the People, to whom the government belongs,
and bear responsibility for the trust and mandate the People have placed on their
government, they shall at all times, therefore, perform their appointed duties faithfully
and in full. They shall so bear themselves that the commitment of the County to
providing good governance for its citizens shall be unquestioned.

Further, all employees receiving compensation from Carbon County shall faithfully
execute the responsibilities and tasks given them to the best of their ability. Neither
shall they withhold labor when on-duty; i.e., taking longer than authorized breaks or
otherwise withholding service. Employees are required to perform the essential
functions contained in their job descriptions and those that can be reasonably derived
therefrom.

Professional Standards. In addition to the general requirement of the good
performance of defined duties and essential functions, the County requires employees
covered by codes of conduct and practice adopted elsewhere to abide by the same;
e.g., Bar Code, EMT protocols, Uniform Building Code, etc. Where standards are not
formally codified but generally upheld within a professional group or industrial
sector, those too shall be considered standard of performance for Carbon County.
Further, all persons employed by the County or who are the agents of the County
shall abide by the laws of the United States, the State of Utah, Carbon County and the
various incorporated municipalities therein.

a. NIMS Training. All employees shall complete all NIMS compliance training as
required by FEMA. Employees shall complete all training with 6 months of their
hiring date, and thereafter shall attend all mandatory training sessions they are
notified of, The Personnel Director, in conjunction with the Emergency Services
Director, shall indicate in each employee’s job description the NIMS compliance
required. The Personnel Director shall maintain a checklist in each employee’s
file indicating NIMS compliance courses completed. In the event employees are
uncertain as to the NIMS compliance training required, each employee is
individually responsible to ascertain the compliance level required by contacting
the Emergency Services Director. Failure to timely obtain all training required
shall be grounds for immediate termination. Most initial NIMS compliance
trainings can be achieved online at http://training.fema.gov/IS/NIMS.asp

Employee Demeanor. Politeness and reasonableness are required of all Carbon
County employees. Reasonable co-operation and a respect for the dignity and
feelings of others also is a requirement. Rudeness, bullying, uncooperativeness,
unresponsiveness and refusal to communicate are unacceptable. All employees are
especially cautioned to be polite and helpful when dealing with the general public.
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Title 3.

Employee Conduct

Chapter B. Employee Conduct Guidelines

1.

Loyalty to the County. No employee may refuse to fulfill the County’s duties or to
carry out the policies and ordinances of the County Government which are within its

rightful jurisdiction.

a. Commentary on Internal Matters. No employee may comment to the media or the
public on matters which are internal in nature only. Matters of internal concern
deal primarily with direction of the work force and personnel matters which are
not subject to disclosure under applicable federal, state, and local law.

b. False Statements about the County Government. Employees who knowingly
make false statements against the County are engaging in Disruptive
Communication as well as Disloyalty.

Confidentiality. Many employees have access to information that is sensitive and
private in nature. Much of that information is protected under State and Federal law.
Employees also have access to information that could unfairly influence the bidding
process. Employees are expected to keep all information that they learn in their
positions confidential.

Moonlighting. The County recognizes the fact that an employee may be justified,
under some circumstances, in accepting casual outside employment to be performed
after working hours if no conflict with the County interest is involved. No employee
shall accept or engage in any activity, business, or employment, either during or after
working hours, that would conflict with County’s interests or diminish the ability of
the employee to render to the company the full, loyal, and undivided service which is
contemplated in his or her employment by the County. Accordingly, the County
does not prohibit its employees from having another employer other than the County.

However, second jobs are permissible only if an employee can continue to perform
his or her essential functions of the job within the scheduled workweek. Work
assignments and schedules will not be changed for County employees to perform
duties not related to County. If a second job can be shown to be interfering with the
full performance of the essential functions of County duties, the employee’s
supervisor may condition the employee’s continued employment at the County on
his or her termination of the other employment. The employee in question has the
right to ask the Personnel Officer to mediate if he/she thinks the decision of the
supervisor is in error.

It is not County policy to allow an employee to work for more than one department
of the County where the total working time regularly would require the payment of
overtime pay.

Telephone Use. In general, County telephones are for business purposes only. It is
recognized that some personal telephone calls are necessary such as in the case of a
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family emergency or urgent matter requiring immediate attention. The duration of
these calls, both in-coming and out-going, should be as brief as possible and the
number of calls kept to a minimum. Personal calls that can be made after work
should not be made or received during business hours. To ensure that this policy is
not too burdensome, Supervisors may authorize employees to receive or make
personal calls that are (a) local charge and (b) as short as possible. This is an area
that requires discretion if any personal calls are allowed at all and, in all cases, the
Supervisor's decision and discretion are final. However, in no case may an
employee receive a collect long distance call nor initiate one without a supervisor's
express permission. Long distance personal out-going calls must be reimbursed to
the County. Employees placing personal calls must advise the County Accounting
Department in writing of the date, time, and number called so that the County can be
reimbursed by the employee. Under no circumstance may an employee initiate a
"900" call or other "fee for time" call.

Further, employees may not use any cell phone, personal or county-issued, while
operating a county vehicle or a private vehicle when operating that private vehicle in
furtherance of county business. For more information on the safe use of cellular
phones, please refer to the Carbon County Safety Manual.

5. Use of County Property. From time to time, employees will be given the use of
County property to perform their jobs. County property includes, but is not limited
to, all equipment, vehicles, electronics, cell phones, and computers given or issued to
the employee for the performance of his or her job. All employees shall use County
property for the use intended and at the direction of their Supervisors. County
property shall not be used for personal purposes. Theft or willful destruction of
County property is prohibited. Additionally, the County maintains all ownership
in any County property, may demand the return of the property, or may assign
the property to another employee at its sole discretion. Employees have no right
to exclude the County from entering, searching, or reviewing at any time
anything in the County property, created with the assistance of the County
property, or stored by, within, or in the County property. Employees have no
expectation of privacy in the use of any County property.

6. Duty to Report Workplace Injuries. In addition to the rules and laws of the State of
Utah, Carbon County requires that employees report injuries that are not obviously
minor at the earliest possible time. Employees should make these reports within at least
twenty-four hours. This is especially true of falls and strains.

7. Duty to Report Personnel Policy Violations. Employees of the County have a
duty to report any violation of the Carbon County Policies and Procedures Manual or
the commission of any Class B or Class A Misdemeanor or Felony to their immediate
supervisor within five (5) working days or as soon as possible if that violation
endangers the life or limb of any person whomsoever. This duty includes an
employee’s obligation to report (a) his or her own violation and (b) any other
violation of any other person observed by the employee. Supervisors are required
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to report any such offense within two (2) working days to the Personnel Officer.
Further, all Supervisors are required to take action upon such offenses. Failure to
report or failure to take action shall be a violation equal in gravity to the uncharged
or unreported offense; i.e., an employee who fails to report a Class II violation is
guilty of a Class II violation.
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Title 3.

Employee Conduct

Chapter C. Dress and Grooming Standards

1.

General. Department Heads and Contractors who have County employees
permanently assigned to them have the right to demand certain dress standards
applied uniformly throughout the department.

Safety Requirements. The County may, from time to time, require employees to
shorten hair length or provide for restraint of their hair for safety reasons or good
hygiene. For specific safety requirements that employees are expected to follow
please see the Carbon County Safety Manual. The County shall make provision for
reimbursing at a reasonable rate safety equipment including attire as required or
provided at the County's discretion.

Appearance. The County may require employees to dress in a manner in which an
identifiable majority of the workers in the community doing substantially the same
work dress. All employees who are working in a general office environment,
including the County offices, shall be required to wear casual business attire. The
County shall provide a policy specifically defining what this requires them to wear.
Those performing manual labor, or working in environments where clothes regularly
become soiled, shall be allowed to wear the most comfortable and easy to maintain
clothes possible consistent with other requirements. This is especially true of workers
who rarely if ever deal directly with the public.

Grooming. The County insists that workers exhibit the highest standard of
cleanliness and hygiene consistent with the work they perform. Where the work
performed rarely consists of the soiling of clothing or self, there is some latitude in
grooming but personal cleanliness is a must. Hair length in males and females may
be restricted in departments of a paramilitary nature to the same standards used by the
U. S. Armed Forces. Hair length in other individuals may be restricted to a lesser
degree but such length must serve a public purpose. The Personnel Officer may
require a Department Head to show cause as to public purpose. Department Heads
must be able to articulate a standard and the reasons therefore before attempting to
impose one.

Provocative Clothing. Clothing that is considered provocative may be forbidden.

Authority to Create Standards. Department Heads may set the standards for their
own departments providing only that they reduce them to rational written form, if
required to do so. However, the Commission may impose County-wide standards and
may overturn a Departmental standard.
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Title 3.

Employee Conduct

Chapter D. Political and Religious Activities

1.

Religious and Political Activities. An employee may belong to the political party or
persuasion of their choice, or to the religion of their choice. They may be active in the
same. Any activity relating to politics or religion not performed during work time is
their right.

Religious-and Political Displays at Work. No employee shall display, on a County
work site, any materials promoting the political election or defeat of any candidate for
public office. Nor shall they solicit money or service for any candidate, nor shall they
campaign for a candidate during work time. Employees should not proselytize during
work time or otherwise organize religious worship. Carbon County will
accommodate religious observance as required by law. Employees shall respect the
wishes of others who do not want to participate in political or religious discussions or
activities.

No Religious or Political Affiliation Requirement. No person shall lose
employment or promotion because of political activities or affiliation or lack thereof.
Nor shall employment be denied for the same. Nothing herein, however, shall be so
construed as to require the employment or retention of a person who advocates the
violent overthrow of the United States or violence against any government official or
other person whomsoever

Union Activities. No employee shall be discriminated against in matters of hiring,
promotion, discipline or evaluation with regard to membership (or lack of) in a labor
union or association.
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Title 3. Employee Conduct
Chapter E. Drug Free Workplace

The County prohibits drug and alcohol use or impairment in the work place in order to
protect the public and the County’s employees. The County has adopted comprehensive drug
and alcohol regulations to implement this policy.
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Title 3. Employee Conduct

Chapter F.

Prohibited Conduct

1. Prohibited Conduct. No person employed by the County, or who shall be an agent
of the County, shall engage in any conduct that adversely impacts the efficiency,
harmony, good order or lawful and good purposes of the County or its Departments;
nor shall engage, while on duty, in any conduct that discredits the County in the eyes
of the general public. An act need not be unlawful or specifically mentioned in these
Policies & Procedures to be considered prohibited conduct. Any act which a
reasonable person would define as adversely impacting the County Government or its
operation, or the citizens of the County, is "prohibited conduct." The seriousness of an
act of prohibited conduct, whether falling under this paragraph, or whether
specifically proscribed elsewhere, shall be defined as having either:

A) aserious adverse impact,
B) a moderate adverse impact, or

C) a minor adverse impact.

In that order they shall be defined as Class III, Class II or Class I Offenses.

2. Specific Instances of Prohibited Conduct. The following are specific instances of
conduct. This is not an exhaustive list and is intended only to define certain specific
types of prohibited conduct.

a. Abusive language. Any language that is intended to disparage, demean, insult or
provoke is prohibited. Specifically forbidden are:

1.

2.

Scatological references;
Graphic sexual descriptions or gesture;

Disparaging references to a person's race, religion, creed, ancestry or
disability;

Use of any language with the intent to provoke or demean another person or
any language that a reasonable person would consider offensively
inappropriate to the situation.

b. Attendance. Employees who are late for work (tardiness) or who do not show up
for assigned shifts are, by definition of these policies, not performing
satisfactorily. Employees who, for any reason, will be late in reporting for work,
should make every attempt to contact their Supervisor. Employees who, because
of personal business, must be absent from work should arrange with their
Supervisor to be excused. Repeated offenses will be considered an aggravating
factor in disciplinary actions.
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1. “Tardiness” is reporting to work at any time past the assigned start of work.

2. “Absenteeism” is not being present or reporting to work for at least two hours
after the assigned starting time.

3. “Job Abandonment” is defined to be absence without written permission more
than three (3) times in any given calendar year.

c. Reporting Work and Absences. It shall be a violation of these policies for an
employee to fail to report to his or her supervisor when he or she has left his or
her regular work site, including his or her office, and when the employee expects
to return when the employee will be absent from the regular work site for a reason
other than a regularly scheduled break or for more than a brief interval. It shall
also be a violation of these policies for an employee to fail to keep an accurate and
daily log of when he or she reports to work and/or to a job site and to log when he
or she completes his or her work at a job site or finishes work for the day.

d. Conflicts of Interest. It shall be a violation of these policies to violate Utah Code
Annotated § 67-16-1, et seq., as currently codified or subsequently amended, or
any other federal, state, or local statute governing conflicts of interest. It is
recognized that in rural areas, conflicts of interest sometimes appear
unavoidable. A person's cousin, for instance, may be the only local source of a
product the person's department uses. A general guide for employees is that a
person should be neither helped nor harmed because of his/her relations with
County employees. If any employee feels that he/she may have a potential
conflict of interest, he/she should file notice of Conflict of Interest and his/her
decisions in these matters shall be reviewed by the Executive Authority or other
relevant authority if the Executive Authority is unable. The Personnel Officer
may, from time to time, be required to develop procedures that result in the
resolution of possible conflicts of interest; i.e., special bidding procedures, etc.

1. Gratuities and Bribes. Receiving gratuities is a violation of the Utah Public
Officers’ and Employee Ethics Act. Receiving gratuities may cloud the
judgment of public employees. Any gift other than a meal during the normal
course of the workday is expressly forbidden. Even a meal in certain
circumstances is a violation of law. Accordingly, employees should even
decline meals in most circumstances. It is even a more serious offense to
solicit a gratuity (bribe) in promise to perform or refrain from performing a
public duty or prerogative.

e. Dispensing of Artificial Scents. In order to promote healthier, nonallergenic air, it
shall be a violation of these policies to dispense into the air of any Carbon County
Worksite any artificial scent. For the purposes of this section that shall include the
burning of scented candles, the placing of the same on hot plates, plug-in air
fresheners or any other mechanical or electrical device or contrivance designed to
introduce into the air any artificial scent. Nor shall any product be used which
introduces scents into the air by degradation (simply being uncovered). Nothing
herein shall be so construed as to forbid the use of colognes or perfumes on one’s
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person unless in such amounts as to become offensive to the general public.
Nothing herein shall be so construed as to forbid the use of "ionic" devices or
other non-scented cleaners. The Executive Authority may excuse the application
of this policy when it determines that a violation is necessary and will not cause
physical distress. Employees working in the sheriff’s office, animal shelter, road
department, or in the ambulance department are specifically exempt from the
application of this section. Additionally, dispensing of artificial scents is
permitted in any restroom.

f. Disruptive Communication. “Disruptive Communication” is any action, physical,
written or verbal, designed to defame an employee or agent of the County, or to
interfere with the good operation of the County or the rightful execution of its
ordinances or polices. It is any attempt made to impede, alter or stop:

1. the performance or advancement of an employee;
2. the outcome of a disciplinary or personnel action;
3. the hiring of an employee; or

4. the forming or execution of policy, especially by the Executive Authority of
the County.

Disruptive Communication is also making false charges, or causing them to be
made. It is Disruptive Communication if the action is done with malice and/or
caprice and the statements made are demonstrably untrue and the person who
makes the statements knows, or should have known, of their untruth. It is
Disruptive Communication if a person represents as truth that which he/she knows
to be false or does not know to be the truth.

g. Fabrication, Falsification, or Fraud. = Any employee who willfully and
purposefully falsifies any document relating to his/her employment, or, who
willfully and purposefully makes any false verbal statement regarding his/her
employment, or, who gives false testimony or statements in a personnel action
regarding another person, or, who knowingly withholds pertinent evidence
regarding personnel actions, is guilty of violating this paragraph. It is also a
violation to falsify any portion of an application or interview for employment.
Violations can include falsification of time cards or medical releases.

h. Failure to Comply with Order of Emergency Personnel. All employees will
comply immediately and fully with the orders and instructions of all emergency

and law enforcement personnel. Failure to do so constitutes a serious breach of
discipline endangering life and property. Employees are hereby warned that any
damage or injury resulting from non-compliance may result not only in
disciplinary action but civil or criminal liability.

i. Firearms and Weapons. Unless specifically permitted by his or her job duties,
such as a law enforcement, while employed by the County and during work hours,
employees are prohibited from introducing, possessing, using, buying, or selling
unauthorized weapons, firearms, ammunition, explosives, infernal device, knife or
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other edged weapon (other than a pocket knife), or items deemed by the County to
be dangerous inside of a County Vehicle or upon County property or upon their
person. Pocket knife shall be defined to be a small knife, designed for carrying in
a pocket or purse, that has its cutting edge and point entirely enclosed by its
handle, and that may not be opened by a throwing, explosive, or spring action.
Nor shall any County vehicle be used for hunting. The actual use of any weapon,
even if make-shift, exacerbates any charge of threat or violence.

j. Horseplay and/or Fighting. No employee of Carbon County shall take any
physical action intended to harm or demean another person. Nothing herein shall
be construed to punish an attempt to prevent harm by pulling a person out of the
way of danger or trying to gain their attention in a noisy environment. Further,
persons who are attacked have the right of self-defense but only providing they
cannot flee the situation.

k. Insubordination. Insubordination occurs when an employee deliberately refuses
to obey or carry out a reasonable, legal, and proper directive from a superior. This
type of misconduct in the workplace can obviously damage an employer and
employee relationship. Illegal orders consist of: (A) any order which, if carried
out, would be a breach of federal, state, or local law, or, (B) any order which if
carried out would endanger the life or limb of either the person carrying out the
order or any other person. Insubordination also includes disrespectful conduct or
language directed at a superior.

. Negligence. Any action, physical, written or verbal, which may reasonably be
believed to subject any person to injury or death, or may subject County property
to damage or destruction. Negligence need not result in harm to be an offense; it
need only subject persons or property to the proximate danger of harm. Any
action is negligence that a reasonable and prudent person would refrain from
because he/she knows that it will or might endanger persons or property.
Negligence also occurs when an employee places himself or herself in proximate
danger, or injures himself or herself, through an act or acts that he or she knows or
should have known to be perilous.

m. Nepotism. It shall be a violation of these policies to violate Utah Code Annotated
§ 52-3-1, et seq., as currently codified or subsequently amended, or any other
federal, state, or local statute governing the employment and/or supervision of
relatives of current employees or officials. The Commission may, at its
discretion, impose additional conditions to such hirings, including, e.g., ensuring -
that relatives do not work the same shifts; requiring one of the relatives to work
only part time, etc.

n. Personal Mail and Packages. No employee shall arrange to have or receive any
personal mail or packages at work.

o. Solicitation and Business Activities at Work. No employee shall engage in "for-
profit" business during his/her hours of work for the County. They shall not offer
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for sale to any other employee or person on a job site any product or service for
monetary reimbursement. No person shall be admitted to a work area to solicit
sales not having to do with County business. Nor shall any person be admitted to
a work area for the collection of debt. Nothing herein, however, shall prohibit
solicitation for charitable contributions provided disruption is minimal. Nor shall
anything herein prohibit a rare offer to sell or buy. For instance, one employee
sees a "for sale" sign in another employee’s car and inquires of the price. The test
drive, though, would have to take place on personal time. The intent of this
paragraph is to forbid running a business on County time.

p. Unbecoming Conduct. “Unbecoming Conduct” consists of gambling, wagering,
or illegal sexual conduct. It also covers other conduct which has been held by
most courts to be grounds for dismissal under the terms of "moral turpitude.”

q. Fraud, Waste, and Abuse. Employees shall not engage in (i) intentional, wrongful
acts to obtain either money or some other advantage from the County or its
associated programs, including theft, embezzlement, false statements, illegal
commissions, kickbacks, conspiracies, collusive contracts, etc, (ii) inappropriate
actions or omissions that results in taxpayers not receiving reasonable value for
money in connection with the County or its associated programs, including
mismanagement, inappropriate acts, and inadequate oversight, and (iii) acts that
impair effective and efficient County operations.

r. Violations of Carbon County Policies. Carbon County will from time to time
adopt and amend policies such as policies governing e-mail, computer usage,
retention and destruction of documents, and personal use of county facilities.
Employees are required to read and follow these policies. Any violation of these
policies is prohibited.

3. Classes of Prohibited Conduct

a. Class I Offenses. The following list is of actions deemed by the County to have a
minor adverse impact on the County. This list is partial and any action by an
employee having a minor adverse impact on the County is hereby deemed a Class
I offense:

e Negligence where no property damage or personal injury occurs, and
where personal injury is unlikely;

e Failure to wear required safety equipment;

e Failure to report Class I violations as required;

¢ Failure to report injury or any accident of less than $1,000 in value or any
injury-whether to self or others-which does not require off-site care.

b. Class II Offenses. The following list is of actions deemed by the County to have a
moderate adverse impact on the County. This list is partial and any action by an
employee having a moderate adverse impact on the County is hereby deemed a
Class II offense:

e Failure to report any accident where the damage to County property is
equal to or likely to exceed $1,000 or failure to report damage to property
owned by another person or company other than a County employee or
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agency;

Commission of a second Class I offense within one (1) calendar year.
This is not an additional offense, but changes the Class I to a Class II;
Insubordination where damage or personal injury occurs;

Negligence where property damage exceeds $1,000 or a non-lost-time
personal injury takes place where the likelihood of damage exceeding
$1,000 or lost-time personal injury is a substantial possibility. This
includes failure to wear safety equipment as required;

Conviction of a Class A Misdemeanor or 3 Degree Felony including
those relating to substance abuse;

c. Class III Offenses. The following is a list of actions deemed by the County to
have a serious adverse impact on the County. This list is partial and any action by
an employee having a serious adverse impact on the County is hereby deemed a
Class III offense:

Failure to report an injury—whether to self or another—that requires
offsite treatment;

Commission of a second Class II offense within one (1) calendar year.
Commission of a third Class I offense within one (1) calendar year. This
is not an additional offense but changes the Class I or Class II to a Class
II;

Commission of a Class II violation by a supervisor;

Use of alcohol or controlled substances (without a prescription) on a
worksite;

Possession of controlled substances with the intent to sell;

Sale of controlled substances on County property or conviction by a court
of law of possession with intent to sell;

Negligence where property damage or loss exceeds $1,000, or where any
lost time personal injury results, or where there is permanent disability or
death. Negligence includes failure to wear required safety equipment;
Refusing to take a breath, urine or blood test requested by a competent
authority of the County which persons include the employee's supervisor,
the County Personnel Officer or any County Commissioner;

Loss of driving privileges where operation of a vehicle is one of the
essential functions of the position; e.g., bus driver, truck driver, etc.
Improper possession of controlled substance or alcohol on County

Property.
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Title 4. Performance Evaluations
Chapter A. Job Descriptions

Job descriptions outlining the essential functions of the position shall be established for
every position by the Personnel Officer and updated as needed. Each Carbon County
employee, regardless of status, shall be able to execute the essential functions of their
position with or without reasonable accommodation. If an employee is unable to perform
up to the standard required for the position or the essential functions of the position, a
meeting with the employee will be arranged to determine the reasons for the inability to
meet these requirements and what changes or corrections may be required to either the
work environment or resources available to assist the employee. Failure to do so may
result in disciplinary action. Unwillingness of an employee to cooperate in taking the
necessary steps to improve his or her processes may result in termination.

Employee performance plans shall be established by the Personnel Officer in
collaboration with the Department Supervisors for each employee under their supervision
on a yearly basis or more if needed.
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Title 4. Performance Evaluations

Chapter B. Performance Evaluations

At least annually, within one month of the employee's anniversary date, the employee's
supervisor shall conduct an evaluation of the employee's performance. The purposes of
the evaluation are as follows:

1. To communicate supervisor expectations to the employee.
2. To develop goals for the employee to work toward.

3. To allow the employee to discuss any suggestions, problems or concerns the
employee may have.

4. To identify any deficiencies in the employee's performance and to outline a plan of
correction.

5. To provide documentation for potential promotions, bonuses, disciplinary actions, or
discharge.

Upon completion of every probationary period, a performance evaluation will be
completed by the appropriate supervisor.

An annual performance evaluation may be completed by the employee's anniversary date.
In addition, such evaluations may be completed from time to time as needed for the
benefit of the employee or the District. An employee's anniversary date is defined as the
day the employee begins employment.

The Personnel Officer will review all evaluations for consistency and for compliance
with these policies. The Board of Commissioners may, from time to time, evaluate non-
elected Supervisors. All employees may request to have any statements they consider
false or malicious to be reviewed by the Personnel Officer.
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Title 5.

Discipline

Chapter A. General.

1.

Applicability. = Any Executive Employee, Part-Time Employee, Temporary
Employee, Stand-by Employee, or Probationary Employee may be discharged at the
will of the County. Such employees have no expectation of continuing employment
and have no expectation that they will be subject to any notification prior to
discharge. Additionally, no Executive Employee, Part-Time Employee, Temporary
Employee, Stand-by Employee, or Probationary Employee is entitled to any
progressive discipline unless these policies and procedures and/or applicable
provisions of federal, state, or local law expressly provides for such progressive
discipline. Accordingly, the provisions of Title 5 of this Manual do not apply to such
employees unless expressly made applicable to the particular classification of
employees in the body of the applicable provision.

Discipline Appropriate. Any employee (which term includes supervisors)
committing an offense against the good order and discipline of the County, wherever
named, shall be subject to disciplinary actions up to and including termination.

Fair Discipline. It is the policy of Carbon County that discipline shall be applied
without regard to race, color, creed, national origin, sex, age, disability, marital status
or the intent to bear children. Furthermore, it shall be applied evenly. However, the
County recognizes the necessity of using discretion with regard to aggravating and
mitigating circumstances.

Initiation of Discipline. Generally, any disciplinary investigation and/or the
disciplinary process is initiated by the Department Head (whether or not elected) or
an employee’s immediate supervisor. However, the Commission, or a Commissioner,
may order a disciplinary investigation and the imposition of any warranted
disciplinary action. The Personnel Officer, may, if he/she has evidence that a
Department Head is refusing to act, investigate a report of infraction provided only
that he/she informs the Commission in writing that he/she is doing so. Nothing herein
shall be so construed as to relieve any person whomsoever of the duty of imposing
discipline or reporting violations of the Policies and Procedures.

Enforcement. While the decision to apply discipline is primarily the Department
Head's, the oversight of ensuring compliance with these procedures is the
responsibility of the Personnel Officer. Except as noted under Procedures, any
applicable processes, forms, etc., shall be approved by the Personnel Officer.
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Title 5.

Discipline

Chapter B. Types of Discipline.

1.

Verbal Warning. A Verbal Warning is a private discussion between supervisor and
employee regarding any disciplinary issue, including failure to adequately perform.
Any deficiency verbally communicated to the employee is a Verbal Warning.

Written Warning. A Written Warning is a written document delivered to an
employee regarding any disciplinary issue, including failure to adequately perform.
Any deficiency communicated in writing to an employee is a Written Warning.

Suspension. A Suspension is a disciplinary action in which an employee is
prohibited from working for the County for a period of time. The suspension may be
with or without pay. Any prohibition from working for the County for any period of
time is a Suspension.

Disciplinary Transfer. A Disciplinary Transfer is a disciplinary action in which an
employee is transferred to another position in a different department or division of the
County or to the supervision of a different supervisor.

Demotion. A Demotion is a disciplinary action in which an employee is moved to a
lower pay grade, moved to a subordinate position that results in a reduction in pay, or
removed from a position of responsibility that results in a reduction in pay.

Dismissal or Discharge. A Dismissal or Discharge is a disciplinary action in which
an employee’s employment relationship with the County is involuntarily terminated
and the employee is removed from the payroll.

Other Disciplinary Measures. The disciplining official or body may determine to
fashion other disciplinary measures than those identified above. In such cases, the
disciplining official or body should attempt to classify such measures within one of
the above-identified classifications. For instance, if a Department Head determines to
place a person on probation for a length of time with the consequence for failing to
adhere to policy, it would be appropriate to identify the measure as a Written
Warning.
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Title 5. Discipline
Chapter C. Administration of Discipline.

1. Purpose of Discipline. The County’s policies on disciplinary procedures are
designed to achieve the following goals:

a. To eliminate disciplinary problems in advance, as much as possible, by letting
employees know what offenses will be punished and what disciplinary steps will
be taken.

b. To protect employees from the unsafe actions of their co-workers that might put
them in physical jeopardy.

c. To assure all employees that basic disciplinary procedures will be applied
uniformly in all Departments.

d. To give employees who violate rules the opportunity, where appropriate, to
improve by informing them what specific actions they should take to meet
behavioral and performance standards.

The County may use corrective discipline for violations of standards of conduct in a
progressive manner. Increasing severity of disciplinary action may be given each time an
employee is disciplined.

2. Procedure for Use of Disciplinary Methods

a. Verbal Warnings. If, in the matter of any Class I violation, the disciplining
authority deems it in the best interest of all concerned to issue only a Verbal
Warning and not to initiate any formal discipline, the disciplining authority may
speak to the employee about what he/she considers a violation.

1. In such cases, the disciplining authority should prepare a written record
specifying the date and time of the Verbal Warning and identifying with
specificity the reason for the Verbal Warning. The record of the Verbal
Warning should be placed in the employee’s personnel file.

2. A Verbal Warning may not be used for Class II or Class III violations.
Additionally, a Verbal Warning may not be used for a second Class I offense
that is the same or similar to another Class I offense for which an employee
received a Verbal Warning within the last year.

b. Written Warnings. If an employee commits any Class I or Class II violation and
the disciplining authority deems it in the best interest of all concerned to issue
only a Written Warning and not to initiate any other formal disciplinary measures,
the disciplining authority may issue a Written Warning.

1. In such cases, the disciplining authority should prepare a Notice of Intent to
Issue a Written Warning, identifying with specificity the reason for the
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proposed Written Warning and the date and time by which any employee
response will be accepted. The Notice of Intent to Issue the Written Warning
should be delivered to the employee by any appropriate method.

2. An employee who is given a proposed Written Warning must be given an
opportunity to respond to the proposed Written Warning either verbally or in
writing before any Written Warning is issued. The response time should be a
reasonable amount of time under the circumstance, which in no event shall be
less than one working day.

3. A Written Warning when issued must be delivered to the employee by any
appropriate method and placed in the employee’s personnel file. Although not
necessary for administration of the Written Warning, an employee should be
given an opportunity to sign the Written Warning to evidence that he or she
was delivered a copy. If an employee refuses to sign, the disciplining
authority should date the document and note that the employee refused to sign
the Written Warning.

4. A Written Warning may not be used for a Class III violation. Additionally, a
Written Warning may not be used for a second Class II offense that is the
same or similar to another Class II offense for which an employee received a
Written Warning within the last year.

d. Suspension, Demotion, Disciplinary Transfer, Discharge or Dismissal. If an
employee commits any Class I, Class II, or Class III violation and the disciplining

authority deems it in the best interest of all concerned to Suspend, Demote,
Disciplinarily Transfer, Discharge, or Dismiss an employee, the disciplining
authority must follow the following procedures.

1. In such cases, the disciplining authority should prepare a Notice of Intent to
Suspend, Demote, Transfer, Discharge, or Dismiss (“Notice of Intent to
Discipline”), identifying with specificity the reason for the proposed action
and the date and time by which any employee response will be accepted. The
Notice of Intent to Discipline should be delivered to the employee by any
appropriate method.

2. An employee who is given a proposed Notice of Intent to Discipline must be
given an opportunity to respond to the proposed discipline verbally, in
writing, or both before any discipline is issued. The employee may request
both verbal and written responses. The response time should be a reasonable
amount of time under the circumstance, which in no event shall be less than
three working days.

a. A disciplining authority may immediately suspend an employee without
pay and require the employee to leave the premises if, in the sole
discretion of the disciplining authority, circumstances require such an
action. In such a circumstance, the suspension must be with pay unless
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after a hearing is held on the proposed discipline, the disciplining authority
determines that immediate action was necessary because the employee’s
intentional and willful violation of policy, the safety of the public or other
County employees, or the protection of property required immediate
action.

3. Once final discipline is issued the Notice of Disciplinary Action must be
delivered to the employee by any appropriate method and placed in the
employee’s personnel file. Although not necessary for administration of the
discipline, an employee should be given an opportunity to sign the Notice of
Disciplinary Action to evidence that he or she was delivered a copy. If an
employee refuses to sign, the disciplining authority should date the document
and note that the employee refused to sign the Notice.

e. Other Forms of Discipline. If a disciplining authority determines to issue an
alternative form of discipline to those described above, the employee is entitled to
the procedure that is most closely aligned to the discipline that is issued. The
Personnel Officer ultimately will determine which procedure is most appropriate
after giving due deference to the disciplining authority’s opinion as to the
appropriate procedure.
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Title S. Discipline
Chapter D. Termination of Executive Employees.

1. Senior Executive Employees. In the event that an Occupational Employee accepts
an appointment to become an Executive Employee, he or she shall be reinstated as an
Occupational Employee in a position for which he or she is qualified in a pay grade
comparable to the pay grade he or she had when last employed as an Occupational
Employee if (a) he or she is not retained by the appointing official, (b) he or she was
not discharged for cause, and (c) an Occupational Employee position exists. If a
comparable Occupational Employee position does not exist, the employee may be
appointed to a lesser position pending the opening of a comparable position. If the
employee is placed in this pending position, he or she shall have precedence over
other employees and applicants who are waiting for such an Occupational Employee
position.
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Title S.

Discipline

Chapter E. Disciplinary Appeals.

1.

Applicability. = Any Executive Employee, Part-Time Employee, Temporary
Employee, Stand-by Employee, or Probationary Employee has no right to an appeal
of any disciplinary decision. Accordingly, the provisions of Title 5, Chapter E of this
Manual do not apply to such employees unless expressly made applicable to the
particular classification of employees in the body of the applicable provision.

Right to Appeal. Before an employee may appeal any disciplinary action against
him or her, the employee must first exhaust the County’s Grievance Procedure.
Employees may not appeal verbal warnings or written warnings. Additionally, any
employee of the Carbon County Sheriff’s Department must appeal to the Deputy
Sheriff’s Merit Board.

Appeal Initiation. Upon the receipt of notice of the final disposition of the Carbon
County grievance procedures outlined in Title 9, an employee has the right to appeal
the disciplinary process and action imposed to the Carbon County Career Service
Council.

a. Time for Appeal. An employee must submit his or her written notice of appeal to
the Carbon County Recorder within ten days or an employee will be deemed to
have waived all appeal rights.

b. Initial Determination of Jurisdiction. The Career Services Council shall make an
initial determination as to whether the Council has jurisdiction under Utah Code
Ann. § 17-33-4(b). This determination shall be done without the necessity of a
hearing.

c. Hearings. If the Career Services Council determines that it has jurisdiction, it
shall have discretion to require written submissions, conduct a hearing, or to
conduct any other proceedings necessary to hear and resolve the appeal.
Additionally, although the Career Services Council is generally an appellate body
with reviewing authority to determine the appropriateness of the decision of the
disciplining authority, it may have all the powers to compel witnesses to attend
the hearing where it deems appropriate and as authorized by applicable state
statute.

d. Final Decision. Upon the completion of a hearing, the Career Services Council
may affirm, modify, vacate, or set aside the discipline imposed. The decision is
by majority vote. The decision is not final until it is placed in written form,
signed, and served upon the appealing party either by hand-delivery or placed in
certified mail return receipt requested. Service is complete upon delivery to the
appealing party or placement of the decision in the mail.
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Title 6.

Non Discrimination

Chapter A. General

1.

Equal Opportunity. Carbon County is an Equal Opportunity Employer and provides
access to all County services. It is the practice of the County to select, develop, and
promote employees based on their ability and performance. This policy applies to all
terms and conditions of employment, including, but not limited to, hiring, placement,
promotion, termination, layoff, recall, transfers, leaves of absence, compensation, and
training. This policy also extends to those who seek to do business with the County.

As an EOE Employer, the County does not discriminate on the basis of race, color,
gender, religion, age, national or ethnic origin, disability, marital status, veteran
status, genetic information, sexual orientation, gender identity (as that term is defined
in the Utah Antidiscrimination Act currently codified at 34A-5-101 ef seq.), or any
other classification prohibited by federal, state, or local law. The County adheres to
and upholds the mandate set by the Utah Right to Work Law in that the right of
persons to work for the County “shall not be denied or abridged on account of
membership or non membership in any labor union, labor organization or any other
type of association.”

Expression of Religious or Moral Beliefs. Pursuant to the requirements of Utah
Code § 34A-5-112, an employee may express his or her religious or moral beliefs at
work so long as the expressions are made reasonably, non-disruptively, and in a non-
harassing way. However, Elected Officials and Department Heads, with the
concurrence of the Board of County Commissioners, may establish rules prohibiting
these types of expression upon a specific and express finding that “the expression is
in direct conflict with the essential business-related interest” of the Department.

Discrimination is Punishable. It is the obligation of every person employed by the
County, including Department Heads and Elected Officials, to uphold these policies
and the laws from which they are derived. Any willful discrimination shall be
considered an offense against the good operation of the County and shall subject the
offender to disciplinary action up to and including termination.

Military Service Protected. No County employee shall suffer any disability or
discrimination because of his/her service in the Armed Forces of the United States
(including the U.S. Coast Guard). Nor shall the County discriminate in hiring
because of membership in the Guard and Reserve components of the Armed Forces.
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Title 6.

Non Discrimination

Chapter B. Harassment

1.

All Legally Prohibited Harassment and Discrimination Prohibited. The County
prohibits the harassment and discrimination of its employees, contractors, consultants,
Board of Commissioners, other elected or appointed officials, and customers in any
manner. The County will not tolerate verbal, visual, or any other communication
including email, internet, or telephone, physical misconduct, or any other actions by
any employee that harasses, discriminates, or that impacts another’s job function and
performance or who creates a hostile work environment by demeaning or harassing
any person based on an individual’s gender, gender identity (as that term is defined in
the Utah Antidiscrimination Act currently codified at 34A-5-101 et seq.), sexual
orientation, race, age, national origin, religion, disability, genetic information, or any
other legally protected characteristic.

The County is committed to providing a professional, safe working environment
within a setting of mutual respect. Words, actions, or other forms of harassment or
discrimination based on an individual’s gender, race, age, national origin, religion,
disability, genetic information or any other legally protected characteristic are
prohibited and will result in corrective action up to and including termination.

Sexual Harassment. Unwelcome sexual advances, requests for sexual favors, and
other verbal or physical conduct of a sexual nature constitute sexual harassment when
submission to or rejection of this conduct explicitly or implicitly affects an
individual's employment, unreasonably interferes with an individual's work
performance or creates an intimidating, hostile or offensive work environment.

Sexual harassment can occur in a variety of circumstances, including but not limited
to the following:

o The victim as well as the harasser may be a woman or a man. The victim does
not have to be of the opposite sex; ‘

» The harasser can be the victim's supervisor, an agent of the employer, a supervisor
in another area, a co-worker; and

e The victim does not have to be the person harassed but could be anyone affected
by the offensive conduct.

Sexual harassment can occur in different types of situations. For instance, it is illegal
sexual conduct (1) if submission to sexual conduct is made either explicitly or
implicitly a term or condition of an individual's employment or advancement or (2)
where a job benefit is directly tied to an employee submitting to unwelcome sexual
advances.

Moreover, conduct can be sexually harassing if the sexual conduct unreasonably
interferes with an individual's job performance or creates a hostile, intimidating or
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offensive work environment without regard to tangible or economic job
consequences: the person may not lose pay or a promotion. Such sexual harassment
may include, but is not limited to:

o repeated requests for sexual favors

e demeaning sexual inquiries and vulgarities

o offensive language

¢ other verbal or physical conduct of sexual or degrading nature

o sexually offensive, explicit or sexist signs, cartoons, calendars, off color jokes,
gender stereotyping, literature or photographs displayed in plain view

o offensive and vulgar graffiti.

3. Reporting Process. It is helpful for the employee who feels he/she has been the
victim of or witness to any illegal harassing behavior to directly inform the harasser
that the conduct is unwelcome and must stop. However, such action is not required,
but the employee or witness to acts of harassment should document the occurrence.

Employees and/or witnesses must report the incident to his/her supervisor or another
member of Management. In the event that the behavior is from one’s supervisor, the
victim or witness can make a report to his or her Personnel Officer or any member of
the Carbon County Commission. If the offending individual is the Personnel Officer,
the victim or witness may report the incident to the Board of Commissioners pursuant
to the rules available from Human Resources.

4. Investigations. All allegations of discriminatory or harassing behavior will be taken
seriously and investigated immediately by the Personnel Officer or another duly
delegated individual while maintaining the privacy and confidentiality to the parties
involved. Where appropriate, immediate corrective action will be taken up to and
including termination. All claims are encouraged to be reported immediately.

No person shall be required to remain on a work site if there is an immediate threat
of harm or there has been an assault. No person shall lose wages or in any way be
made subject to any disciplinary action for reporting sexual harassment. Where an
environment is hostile or dangerous no person shall be required to work in that
environment until the situation is resolved. The Personnel Officer is explicitly
authorized to grant paid leave if necessary.

The process will include:

interview with involved parties: claimant, alleged harasser, witnesses, etc.;
recording of the evidence: ascertain the facts and observable incident(s), not
opinions and document discussion; and

e share findings: investigation results will be communicated to the claimant, alleged
harasser, witness and supervisor.
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5. “Zero Tolerance” of Retaliation. It is important for County employees to know that
by law, any retaliation against an employee who opposed any illegal discrimination or
harassment or made a charge or participated in an investigation is prohibited under
Title VII. No employee will be penalized for factual representation of the events.
Employee behaviors that are protected include:

resisting advances, discrimination, or other harassment
registering a complaint of harassment or discrimination
supporting the claim of another employee

picketing in protest of illegal discrimination or harassment

notifying law enforcement authorities

6. False Claims. In the event it is found that claimant or witness made false accusations
or use this policy to intimidate, harass or create groundless claims against another,
will be subject to corrective action up to and including termination.
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Title 7. Benefit & Compensation

Chapter A. General

1. Benefits and Compensation. It is the policy of Carbon County to offer benefits and
compensation at such levels as to promote stable and functional families. It is the
policy of Carbon County to offer the highest levels of compensation and benefits
commensurate with: (a) fiscal responsibility, (b) provision of high levels of service
and the provision services mandated by law, (c) the good order and discipline of the
County and (d) the level of productivity among the workforce. It is further the policy
of the County to provide compensation according to all laws of the State of Utah and
the United States and the decisions of courts of competent jurisdiction.

2. Equality. Employees doing the same job in the same department should receive the
same wage except that the County may from time to time institute systems of seniority
and merit. There shall be no favoritism where benefits are not tied to job descriptions
or levels of compensation; i.e., one employee may not be granted two days of
bereavement leave for the death of a father while another is granted three. Nothing
herein shall be so construed as the adoption of the doctrine of “Equal Worth,” nor shall
anything be so construed as to prevent the adoption or acceptance of an Affirmative
Action Plan.

3. Probationary Employee Salary. Probationary Employees receive a probationary
wage or salary during the term of their probation. The wage or salary is ten percent
less than the normal hourly rate of the position for which they are serving the
probationary period.
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Title 7. Benefit & Compensation

Chapter B. Holidays

1. Holidays. The days listed below shall be recognized and observed as Holidays. In
addition, the Board of Commissioners may, from time to time, declare additional days as
Holidays. Days so declared entitle employees to the same benefits as if the day were part
of the list.

a. NEW YEARS DAY; the 1st day of January.

b. MARTIN LUTHER KING, JR. DAY, a.k.a. Human Rights Day, the 3rd Monday
of January.

c. PRESIDENT'S DAY, the 3rd Monday of February.
d. MEMORIAL DAY, the last Monday of May.

JUNETEENTH, if June 19" falls on a Saturday or Sunday, the Monday following
June 19%; otherwise, the Monday preceding or falling on June 19th.

INDEPENDENCE DAY, the 4th day of July.

PIONEER DAY, the 24th day of July.

LABOR DAY, the 1st Monday of September.

COLUMBUS DAY, the 2nd Monday in October.

VETERAN'S DAY, the 11th Day of November or the Monday thereafter.
. THANKSGIVING DAY, the 4th Thursday in November.

FRIDAY AFTER THANKSGIVING.

CHRISTMAS DAY, the 25th Day of December, workers working on Christmas
Eve, and not the day after and after 4 pm are eligible for Holiday Pay
reimbursement.

o
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2. Holidays Observed. When one of the above listed days falls on a Saturday, the day
before shall be considered the Holiday. If it falls on a Sunday, the Monday after shall be
considered the Holiday. All employees working on a Holiday shall be compensated
monetarily except the Sheriffs Department. All Sheriffs Department employees receive
one (1) day of compensatory time per month, regardless of when the Holiday’s fall.
Part-time, seasonal, and temporary workers do not receive Holiday benefits. However,
part-time, seasonal and temporary workers required to work on a declared Holiday shall
be paid 1.5 rate. If four ten (10) hour shifts are being worked and the Holiday occurs on
a Friday or Saturday, the Thursday before shall be the Holiday. In all other cases the
Holiday shall be observed on the day listed above except that ambulance workers who
work on the 24th of December may claim Holiday pay on that day provided they do not
work on the 25th.
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Title 7. Benefit & Compensation

Chapter C. Vacation

1.

General. It is the policy of Carbon County that employees should be allowed
vacation time because of the regenerative effect thereof; it being in the best interest of
both the employee and the County to have vacations. Therefore, supervisors shall
make themselves aware of the vacation accruals of their employees and schedule
vacations for the maximum efficiency of the department. It is up to the supervisors to
schedule vacations but they must allow employees to use the maximum allotment of
their accrual in any given calendar year if they so desire. However, nothing herein
shall be so construed as to prevent response to emergencies or to maintaining
adequate staffing levels.

Limited Accrual. No employee shall accumulate more than 168 hours (24 days) if
they are a 35 hour worker or 192 hours. (24 days) if they are a 40 hour worker or
worker in another class. Full-time workers of at least 30 hours but less than 35 hours
shall compute their maximum accrual as 24 x the length of their normal shift.
Vacation credit in excess of these limits shall be lost at midnight on the 31st of
December each calendar year. However, no employee shall lose vacation time
because they were forced by policy to use compensatory time. In such cases, the
payroll clerk shall simply not remove the excess vacation time from the employee's
account.

Scheduling. Consistent with section 1 above, employees and supervisors will work
closely together in scheduling vacations. It is realized that not all vacations can be
planned, but to the extent it is possible, they should be. Generally speaking, first
requested, first granted. It would be wise if every supervisor would hand out a
calendar on the first work day of the year and ask the employees to request their
known conflicts. In case of conflicts, the senior employee generally prevails.
However, perhaps an employee must attend a certain event on a certain day and shall
therefore prevail unless both the senior and junior employee are in the same situation.
Once a day is pre-scheduled, a senior employee has five (5) working days to claim
seniority right; if not, the original request stands.

Accumulations. While "days" is a common term and used in these Policies &
Procedures, actual credit and debit of vacation time and sick time is in hours.

Cut Off Days. No employee begins accumulating sick leave until the first day of the
month following his or her first day of work.

Probationary Employees. While actual accumulation begins with hire, its use is
restricted. While an employee may use his or her time, with supervisor's approval,
during their probation, a probationary employee who does not successfully complete
probation, will have vacation time monetarily deducted from his or her final
paycheck.
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7. Earning rates. The amount of vacation earned depends on the seniority of the
employee. The Commission may grant additional vacation time to comply with the
ADA if necessary for reasonable accommodation. Again, the actual computation of
credit and debit is in hours. However, for convenience, use the following schedule:

0-5 years of service .833 days a month or 6.66 hrs (10 days annually)
5-10 years of service 1.00 days a month or 8.00 hrs (12 days annually)
10-15 years of service 1.25 days a month or 10.00 hrs (15 days annually)
15-20 years of service 1.50 days a month or 12.00 hrs (18 days annually)

20+ years of service 1.67 days a month or 13.50 hrs (20 days annually)

8. Vacation Coordination. If a County Holiday should occur during an employee's
vacation, he/she shall not be charged vacation time for that day or part thereof.
Similarly, even though on vacation, an employee will receive holiday pay credit.

9. Termination. All unused vacation credit shall be paid upon retirement or
termination (voluntary or involuntary).
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Title 7. Benefit & Compensation
Chapter D. Sick Time

1.

General. Employees are granted sick time regardless of seniority. The Commission
may grant additional vacation time to comply with the ADA, if necessary, for
reasonable accommodation. It is accumulated at the rate of 7 hours per month for 35-
hour employees and 8 hours for 40 hour employees and employees of other classes.
Full-time workers of at least 30 hours, but less than 35 hours, shall compute their
accrual by dividing their weekly hours by 5 and then rounding the number down to
the next integer. Sick time is credited on the first day of the month after it is earned.

Usage. An employee may use his/her sick time to care for a child over which he/she
is the legal guardian, or a spouse, or, his’her own parent or grandparent.

Donation. In exceptional circumstances, an employee may donate sick time to
another employee who has exhausted all of his or her sick leave. Donations may only
be made after commission approval and where the following conditions have been
met:

a. Serious Health Condition. An employee must have a serious health condition as
defined under the Family Medical Leave Act (FMLA). Additionally, the
employee must be suffering from the serious health condition at the time of the
request.

b. Relationship to Short-Term Disability. The employee must apply for and be
denied coverage under a short-term disability plan before a request for donation
may be made.

c. Total Time. An employee may receive donated leave up to his or her budgeted
number of hours each pay period for a maximum period of six months.

The County Commission retains the right to vary from this policy when in its sole
discretion it determines that good cause for variation from the policy has been
demonstrated.

Only when a request for donated time has been granted, may an employee donate his
or her time to another employee. Additionally, donation may occur only under the
following circumstances.

a. Two-Week Bank. No employee may donate his or her sick time if the
contribution shall cause the employee to have less than two working weeks of
sick leave.

c. Total Amount. No Employee may donate more than forty hours to any other
employee. '

b. Retirement. No employee may donate his or her remaining sick leave or any
portion of it to any other employee at the time of retirement unless the donation
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complies with the restrictions otherwise identified in this section.

c. Disclosure. Before donation, Carbon County shall disclose that all donations are
irrevocable and are subject to forfeiture by the donee upon his or her return to
work. The disclosure in this manual constitutes sufficient disclosure when an
employee has received a copy of the manual or an updated copy of the manual.

Donated sick leave will be administered on a pay-period-by-pay-period basis.
Donated time may not be applied retroactively to any pay period prior to the pay
period in which the request is made to the Commission. Any sick and vacation time
accrued by an employee while using donated leave must be used in the following pay
period before additional donated time may be used. When a donee returns to work
his or her sick leave account shall be zeroed out regardless of how many hours remain
therein unless otherwise dictated by law.

FMLA and any other County granted leave of absence shall run concurrently with
donated sick leave time.

Cash Conversion. As a wellness incentive, Carbon County will pay 1/4 of the
accumulated sick time upon separation from employment. Said payment shall not
exceed one month's base pay. To receive this benefit, all sick leave hours will be
deemed to have been “cashed in.”

Probationary Period. An employee begins to accumulate sick leave during
probation but may not use the same. Any sick time during probation shall be unpaid.
However, probationary employees must be allowed unpaid leave for any purpose
consistent with the Family & Medical Leave Act.

Certification. Any time an employee is absent using sick leave for illness for more
than three consecutive work days (regardless of length of shift) certification of illness
must be provided by a health care professional. Note this is WORK days, not
consecutive calendar days.

Personal Days. Any employee may use two of his/her sick days during a given year
as personal days for any purpose whatsoever. However, a personal day must be
formally requested prior to its use and may not be used in conjunction with an
absence due to illness; i.e., used to avoid the required certification called for above.
Use of a personal day must be noted on the employee's time sheet or it will be treated
as a normal sick day. Nothing herein shall be so construed as to allow an employee to
use time he or she has not otherwise accrued nor construed so as to add to the number
of days allowed an employee under other provisions of County Policy or State and
Federal laws.

Fraud. A person who abuses these policies or in any way fraudulently claims to be
sick is engaged in prohibited conduct that will subject him or her to disciplinary
action up to and including termination.
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Title 7. Benefit & Compensation
Chapter E. Other Leave

1. Bereavement Leave. The County shall grant five (5) days paid leave for the death of
a spouse or child over which the employee is the legal guardian and if not the legal
guardian, currently married to the parent of the child who has died, and, three (3) days
paid leave for the death of a brother, sister, mother, step-mother, father, step-father,
grandmother, grandfather, grandchild or, the mother, father, grandmother, grandfather
of a spouse or son or daughter-in-law. In addition, the County shall grant one (1) day
paid leave for the death of the employee's own aunt or uncle or, brother or sister-in-
law. This leave may be taken anytime within ten (10) calendar days of the report of
the death to the employee. If an employee is informed of the death while on shift,
g:/she may leave the shift and not begin the count of leave until the next calendar

y.

a. Miscarriage or still-birth. An employee who is (i) pregnant, (ii) the spouse or
partner of a person who is pregnant, (iii) the biological parent of a child to be
born, (iv) a potential adoptive parent (as that term is defined by applicable state
statute) of a child to be born, or (v) a potential parent of a child under a legal and
valid Gestational Agreement shall be granted three (3) days of paid bereavement
leave if the pregnancy of the person carrying the child to be born ends because of
a miscarriage or still birth.

2. Unpaid Leave of Absence. An employee may request unpaid leave of absence for
up to six (6) months to further education, illness not covered under the FMLA, drug
or alcohol treatment, medical treatment not covered the County Insurance, or for
reasons pertaining rationally to their family situation. Employees do not have the
absolute right to such leave; it must be granted either by their supervisor or the
Commissioner. However, should an employee be granted such leave, he/she has the
same reemployment rights as provided under Active Duty Military Service.

3. Family Medical Leave. The County will comply with the provisions of the Family
and Medical Leave Act (“FMLA™). The County will administer such leaves of
absences in accordance with FMLA and other applicable federal and state law. The
Personnel Officer shall prepare, and update as appropriate, written guidelines to
implement this policy and shall provide a copy of those guidelines to each employee.
The type and length of leave, and compensation to be received, if any, during the
leave will also be set forth in those guidelines. The most recent guidelines are
appended hereto to this Chapter E as Appendix A.

4. Break Time for Nursing Mothers. The County will comply with the requirements
of Patient Protection and Affordability Care Act (“PPACA™) and the Fair Labor
Standards Act (“FLSA™) by providing break times during the work day for nursing
mothers to express breast milk for her nursing child. Break time and a designated
location shall be available to employee nursing mothers for one (1) year following the
child’s birth. Employees shall not be compensated for breaks taken for the purpose of
expressing breast milk, although nothing herein shall prevent employee mothers from
expressing during their normal employee break times and being compensated in the
same way that other employees are compensated for the same break times.

a. Consistent with the requirements of the PPACA and FLSA, the County will
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provide a designated location other than a bathroom, wherein employee mothers
can express breast milk in a space that is sufficiently sized, shielded from view,
and free from intrusion from co-workers and the public.

5. Disability Leave Caused by Employment Injury. Should a worker be so injured in
the course of employment with the County as to receive disability payment, that
person may be placed on unpaid disability leave once his or her paid sick leave is
exhausted. If the County replaces a worker on disability, he/she may reclaim his or
her job provided that the replacement worker has not been employed for longer than
six (6) months. After six months, the worker has preference for any County position
for which he or she is otherwise qualified. Any person injured to an extent he/she
cannot perform the essential functions of the position must bring a physician's release
before returning to work. The County will, if necessary, make reasonable
accommodations to assist a worker who has disabilities.

a. Reporting. An employee must report to his/her immediate supervisor: (A) any
injury or strain he or she believes should receive treatment, (B) an injury that may
aggravate if not attended to, (C) any fall to the back or head, (D) any cut wherein
the flow of blood may not be staunched by a regular "band-aid." They must
report these incidents or injuries immediately if possible or at the earliest
opportunity. Failure to do so may result in disciplinary action but does not bar
him or her from claiming Workers Compensation benefits.

b. Release to Return to Work. Any worker who claims disability or who is
otherwise injured and declared unfit to work by a physician shall obtain a medical
release to return to work before being allowed to do so. Either the worker or the
County will present, if necessary, a job description to the physician so that he/she
may give informed release.

c. Designated Provider. The County may, from time to time, designate a physician
or facility as "designated first provider," whom/where the injured worker must
first see. The worker has the right under State law to visit another physician.
However, the County and/or those administering its workman's compensation
claim, retain the right to have a physician of their choosing examine the patient.

6. Military Service Leave. Leave shall be given as required by federal and state law to
all qualified members of the armed services.

7. Automatic Non-Prejudicial Termination. Employees who have been absent for six
(6) months and who have run out of sick-time and vacation time or who, at a point
earlier than six (6) months, are absent without benefits are automatically terminated
without prejudice unless they are on an Unpaid Leave of Absence or Military
Absence. However, no employee shall be terminated because of the failure of a
physician to provide paperwork. If such be the case and the Department Head or
Clerk-Auditor or Personnel Officer cannot obtain compliance from the treating
physician, they shall send them to another physician to determine fitness for work.

a. Extension. The Commission may from time to time extend final termination
providing the employee's replacement has not been on the job for six months, or
may allow the termination to take place and extend absolute preference to the
employee regarding the next hire, or they may expand the department by
promising to take back the person upon release. This is solely a Commission
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prerogative and is not an employee right. It is a recognized principal that
unforeseen situations require some flexibility of executive authority. In all cases,
the Commission's decision is final. However, the Commission should make the
extension a finite time to be reviewed as circumstances dictate. This action is not
available if the employee has not been off six (6) months or has not run out of
benefits. No action under this paragraph should take place if donated sick time is
available and the time away is less than six (6) months.
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APPENDIX A
EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to eligible employees for the following
reasons:

» For incapacity due to pregnancy, prenatal medical care or child birth;
» To care for the employee’s child after birth, or placement for adoption or foster care;
« To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or

« For a serious health condition that makes the employee unable to perform the employee’s job.

Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National Guard or Reserves
in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered
servicemember during a single 12-month period. A covered servicemember is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render
the servicemember medically unfit to perform his or her duties for which the servicemember is undergoing medical treatment,
recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.

Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” on the same terms as if
the employee had continued to work. Upon return from FMLA leave, most employees must be restored to their original or equivalent
positions with equivalent pay, benefits, and other employment terms.

Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.

Eligibility Requirements
Employees are eligible if they have worked for a covered employer for at least one year, for 1,250 hours over the previous 12 months,
and if at least 50 employees are employed by the employer within 75 miles.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a
medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing
the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive
calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity
due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a reduced leave schedule
when medically necessary. Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly
disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave
Employees may choose or employers may require use of accrued paid leave while taking FMLA leave. In order to use paid leave for
FMLA leave, employees must comply with the employer’s normal paid leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days notice is
not possible, the employee must provide notice as soon as practicable and generally must comply with an employer’s normal call-in
procedures.

Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the
anticipated timing and duration of the leave. Sufficient information may include that the employee is unable to perform job functions, the
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family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or
circumstances supporting the need for military family leave. Employees also must inform the employer if the requested leave is for a
reason for which FMLA leave was previously taken or certified. Employees also may be required to provide a certification and periodic
recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under FMLA. If they are, the notice must specify
any additional information required as well as the employees’ rights and responsibilities. If they are not eligible, the employer must
provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the
employee’s leave entitlement. If the employer determines that the leave is not FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers
FMLA makes it unlawful for any employer to:

« Interfere with, restrain, or deny the exercise of any right provided under FMLA;

« Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding
under or relating to FMLA.

Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining
agreement which provides greater family or medical leave rights.
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Title 7. Benefit & Compensation

Chapter F. Special Compensation and Other Allowances

1. Overtime

a.

b.

C.

Workweek. The designated work week of the County begins each Saturday at
23:59:59 and ends 168 hours and one second later; i.e. midnight of the second
Sunday after. Any time actually worked, regardless of when it occurs during the
work week, in excess of forty (40) hours shall be designated overtime work.
Overtime work shall be compensated at 1.5 times normal rate. Compensation
shall be monetary except as provided below.

Computation. Overtime will be computed as required by law.

Authorization. No employee may claim overtime except that such work is
authorized by the supervisor. The Commission and/or other elected officials may
assume, at their pleasure, the authority to authorize overtime. If any such
department shall make such the policy and the policy is not current at the time of
the adoption of these Policies & Procedures, all employees in that department
shall be so informed. Further, supervisors will not suffer work to be done on the
County's behalf without pay or compensatory time. For the purposes of this
paragraph, voluntary work performed for the 4-H clubs Boy Scouts, Girl Scouts
or any charitable organization to which the employee may belong, though it be of
indirect benefit to the County, are exempted provided that no employee shall in
any way suffer because he/she refuses to volunteer.

Eligibility. No elected official nor Department Head shall receive overtime or
compensatory time, provided only that the Commission declares them Salaried-
Exempt and he or she meets the criteria established by law.

Mandatory. The County may require overtime work. Workers may be required
to make themselves available for overtime work.

Compensatory Time. The Federal Government has allowed to local and state
governments to pay compensatory time (hereafter comp time) instead of overtime
monetary pay. This is provided that employees agree to the same and the rates at
which it is paid are the same at which monetary compensation would have been
paid. For instance, a worker who works more than forty (40) hours per week will
receive 1.5 hours of compensatory time for each hour of work over forty (40). No
employee not eligible for overtime pay shall be eligible for comp time pay.

1. Use of Comp Time. Each Department who pays in comp time shall submit to
the Commission & Clerk-Auditor & Personnel Officer a policy stating the
maximum accumulation their Department will allow. The policy must
provide the following:
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a. Total Number of Hours accumulated:

i. Employees engaged in public safety activities, emergency response
activities, or seasonal activities who are not exempt from the Fair
Labor Standards Act overtime rules may accumulate no more than 480
hours.

ii. Employees engaged in any other activity not listed above and who are
not exempt from the Fair Labor Standards Act overtime rules may
accumulate no more than 240 hours. Additionally, once such
employees have worked 160 hours of overtime, they may accumulate
no more comp time.

b. The policy must include a provision that states that no employee may be
forced or coerced to accept comp time in lieu of payment.

c. The policy must provide that the employees be allowed to use the comp
time within a reasonable period after the employee makes a request for its
use if that will not unduly disrupt the operations of the department.

The Commission may approve or reject any such policy at its sole discretion.
If approved, a comp time report for each employee shall be submitted to the
Clerk-Auditor every month on a form he/she shall provide. No employee shall
be allowed to exceed the Departmental maximum. After the maximum has
been reached, overtime pay shall be compensated monetarily.

2. Call Out Pay. Any time an employee, having already left the workplace in the
expectation that his/her shift is completed is called back to work before the next
regularly scheduled shift; that worker has been "called out." Workers who are called
out shall receive not less than two (2) hours pay regardless of time worked. If they
work one (1) hour they shall be paid two (2) hours; if they work three (3) hours they
shall be paid three (3) hours. Call-out pay also applies to those on Standby but not
those on pager.

3. Standby and Pager Pay. If an employee is required to wear a pager and be available
for duty and not be required to be in a fixed spot, the County shall reimburse such
persons at the rate of $1.00 per hour. If an employee of the UNIT is required to wait
near a phone or other communication device in a fixed position, he/she shall be
reimbursed at the rate of 1/6 base pay for every hour required to wait. Such time shall
not count toward overtime calculations.

4. Snowfighter Pay. Persons called out to remove snow shall receive $1.33 per hour
over and above any other compensation.

5. Uniform Allowance. Any employee required by the County to wear a uniform shall
have that uniform provided or shall receive maintenance costs of the same in such a
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manner as the Commission shall from time to time dictate.

6. Tool Allowance. Non-Executive Employees who are required to provide tools
valued at not less than $3,000 shall receive a tool allowance for wear and tear. Such
allowance shall either be authorized by the Commission from time to time or be a
matter of contractual agreement. Further, the County shall provide reasonable
insurance coverage for the same which shall be authorized by the Commission from
time to time or be a matter of contractual agreement.

7. Protective Clothing Allowance. All departments shall require such protective
apparel as required by law. The Commission will from time to time establish a
schedule for reimbursement for the purchase of such apparel.

8. Travel Allowance. Employees may be entitled to reimbursement for business related
travel. Reimbursement for such travel expenses are governed by separate Travel
Policies that are determined from time to time by the Commission.
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Title 7. Benefit & Compensation
Chapter G. Break Policy

1. Periodic Breaks. It shall be the policy of Carbon County that Carbon County
employees shall receive one 15 minute break for each continual 4 hour period of
work. Additional breaks or other break schedules may be required due to State or
Federal law for certain employees, such as ambulance drivers, CDL drivers, law
enforcement, etc., and this policy shall not be construed to supersede or conflict with
such laws or statutes.

2. Lunch Breaks. All employees working more than 35 hours a week shall receive a
one-half or one hour unpaid lunch break each day. All such employees must clock
out during their lunch break. The lunch break shall be at the employee’s half-way
point in the workday or at such time as the employee’s supervisor may direct.
Employees may not take their lunch break at the end or beginning of a shift.
Employees may remain at their work site during their lunch break but may not be
required to work during that time.

3. Timing and Use of Breaks. Breaks are for the purpose of providing the employee
with a respite from work during the middle of a work shift. Break time shall not be
used immediately after a shift begins or immediately before a shift ends for the

- purpose of leaving work early or arriving to work late. Break time shall not be used
immediately prior to or immediately after the lunch break for the purpose of
extending a lunch period, and no more than one break shall be taken within a four
hour period (i.c., employees shall receive one break in the morming and one in the
afternoon).

4. Break Time for Nursing Mothers. The County will comply with the requirements
of Patient Protection and Affordability Care Act (“PPACA”) and the Fair Labor
Standards Act (“FLSA”) by providing break times during the work day for nursing
mothers to express breast milk for her nursing child. Break time and a designated
location shall be available to employee nursing mothers for one (1) year following the
child’s birth. Employees shall not be compensated for breaks taken for the purpose of
expressing breast milk, although nothing herein shall prevent employee mothers from
expressing during their normal employee break times and being compensated in the
same way that other employees are compensated for the same break times.

a. Consistent with the requirements of the PPACA and FLSA, the County will
provide a designated location other than a bathroom, wherein employee mothers
can express breast milk in a space that is sufficiently sized, shielded from view,
and free from intrusion from co-workers and the public.
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Title 8: Drug Testing Policy

Chapter A.

General Policy and Definitions.

Policy. It is the policy of the Carbon County that the following is expressly prohibited:
the unlawful manufacture, distribution, possession or use of a controlled substance or
illegal drug; the distribution, dispensation, possession, or use of alcohol in the
workplace; and/or impairment while on duty, on Carbon County property, or while
representing Carbon County.

a. In order to achieve a drug-free work place, employees and applicants shall be
required to participate in all of the following alcohol and drug testing:

1.

8.

When an applicant has been extended a conditional offer of employment but
before beginning work.

When there is a reasonable suspicion to believe that the employee has used
illegal drugs, has illegally used legal drugs, or has the presence of illegal drugs
in his or her system.

When there is reasonable suspicion to believe that an employee is impaired
while under the influence of any legal drug, illegal drug or alcohol.

When the employee has been involved in an “on duty accident” or unsafe
work practice.

. On arandom basis if the employee is in a safety-sensitive position.

As a condition to return to duty after testing positive for controlled substances
or alcohol.

As part of follow-up procedures to employment related drug or alcohol
violations.

As part of preannounced periodic testing.

2. Scope. This policy covers all employees of and applicants for employment at Carbon
County.

3. Definitions.

a. The terms “alcohol” and “drugs” are defined according to Utah Code Ann. § 34-
41-101(1), as amended. The term “illegal drug” means any Schedule I drug as
defined under Utah Code Ann. § 58-37-4, as amended; a Schedule II, III, IV or V
drug, or a prescription medication used or consumed by the employee without a
lawful prescription. The term “illegal drug” does not include any medication
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which has been lawfully prescribed for an employee by his or her physician and
taken as directed.

b. On Duty Accident. Any accident involving injury to person or property including
the loss of life, or an accident in a vehicle resulting in the issuance of a moving
traffic citation.

¢. Drug and Alcohol Test. A drug or alcohol test is defined to mean a blood, urine,
saliva, hair, breath, and/or any other scientifically recognized test to determine the
presence of alcohol or a drug or the metabolite of a drug using any scientifically
reliable analytical method.

d. Impaired. Being under the influence of any legal drug, illegal drug, or alcohol to
such a degree that a person’s ability to react appropriately to ordinary situations
has been demonstrably affected or there is a likelihood of causing self-harm, harm
to another, or damage to property.

e. Legal Drug. Any legally prescribed drug, over-the-counter drug, or other drug
that an employee is not restricted by law from using. The term “Legal Drug” as
used in this policy does not include Alcohol as it is treated separately.

e. Positive Test. The result on any drug and alcohol test showing the presence of
alcohol or any illegal drug in an employee’s system at or above the cutoff levels
defined below. A positive test shall also include detection of a legal drug or
alcohol below the Alcohol Cutoff Level identified below in an employee’s system
when it is coupled with employee behavior that either demonstrates that the
employee’s ability to react appropriately in ordinary situations is impaired or
evidences a likelihood of causing self-harm, harm to another, or damage to
property.

1. Illegal Drug Cutoff Levels shall be the Drug Test Cutoff Levels generally
accepted by the drug testing community or levels established by any
scientifically reliable analytical method.

2. Alcohol Cutoff Level shall be a Blood Alcohol Content (“BAC”) level of 0.04
grams/ml or more.

f. Refusal to Submit to Testing. (a) Failure or refusal to provide an adequate
sample without a valid and verified medical explanation, after the employee has
received notice that they are being tested or (b) engaging in conduct that clearly
obstructs the testing process, including, but not limited to, delaying the test to
avoid the efficacy of the testing methodology used.

g. Reasonable suspicion. An articulated belief based on recorded specific facts and
reasonable inferences drawn from those facts that an employee is in violation of
Carbon County’s drug and alcohol policy.
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h. Safety Sensitive Duties. Any duties which directly affect the safety of
governmental employees, the general public, or duties involving access to
controlled substances as defined in Title 58, Chapter 37, Utah Controlled
Substances Act, during the course of performing job duties.

i. Sample. A sample means urine, blood, breath, saliva, hair, or any other substance
from which a drug and alcohol test can reliably identify the presence of alcohol
and/or drugs in a person’s body.
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Title 8: Drug Testing Policy

Chapter B. Testing Policy
1. Testing Notice.

a. Before performing any alcohol or drug test authorized by this Policy, Carbon
County, through its designated representative shall notify the employee being
tested, verbally or in writing, whether the test being administered is required by
the Omnibus Transportation Employees Testing Act of 1991, or whether it is
required by this policy.

b. Carbon County employees who, under applicable Carbon County job descriptions,
are required to hold CDLs are required under rules established by the Federal
Highway Administration to be subjected to pre-employment, reasonable
suspicion, random, post-accident, return-to-duty, and follow-up drug and alcohol
testing.

1. When conducting any of the above-noted tests on CDL employees, Carbon
County shall provide the employee with the following notice:

a. The drug and/or alcohol test you are being required to take is required
under rules established by the Federal Highway Administration pursuant
to the Omnibus Transportation Employees Testing Act of 1991.

b. If you refuse to submit to the required testing you may be subject to
disciplinary action, up to and including termination. And your refusal will
be reported in the Federal Motor Carrier Safety Administration
Clearinghouse.

2. Although the procedures in this policy apply to all employees, including CDL
employees, drug and alcohol tests that are required by the Omnibus
Transportation Employees Testing Act are administered separately by the
Kellie Payne, H.R. Director. Detailed information regarding such drug testing
can be obtained directly from Kellie Payne, H.R. Director at 435.636.3290 and

kellie.payne@carbon.utah.gov.

c. Carbon County employees are also subject to pre-employment, reasonable
suspicion, random (if employment involves safety-sensitive duties), preannounced
period testing, post-accident, return-to-duty, and follow-up drug and alcohol
testing under this policy.

1. When conducting any of the above-noted tests pursuant to Carbon County
Policies for any other reason other than as required by the federal
regulations and statutes identified in section 8.B.1.b above, Carbon County
shall provide the employee with the following notice:
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a. The drug and/or alcohol test you are being required to take is required
by the Personnel Policies and Procedures of Carbon County.

b. If you refuse to submit to the required testing you may be subject to
disciplinary action, up to and including termination.

2. Pre-Employment Testing. Carbon County requires a final applicant selected for a
position with the Carbon County to undergo an alcohol and drug test to detect the
presence of alcohol and illegal drugs in the body. Refusal to take such a test shall be
grounds for denial of employment. An applicant who tests positive for illegal drugs
or alcohol may be denied employment with Carbon County.

a. Drug and alcohol testing shall be conducted after the selected applicant has been
extended a conditional offer of employment but before beginning work.

b. All of Carbon County’s job announcements and conditional offers of employment
may contain the following notice:

1. All applicants selected for employment with Carbon County may be required
to take a drug and alcohol test with negative results as a precondition of
employment.

2. A positive test result or failure to submit to the required testing shall result in
the withdrawal of any conditional offer of employment with Carbon County.

c. If the final applicant tests positive for drugs or alcohol as set forth above, or
refuses to submit to testing as defined by this policy, the conditional offer of
employment shall be withdrawn in writing and the applicant shall not be
employed by Carbon County.

3. Prohibited Employee Conduct.

a. Employees shall not use or be in possession of alcohol, illegal drugs, or legal
drugs obtained illegally, while on duty, on Carbon County premises or while in
the Carbon County vehicles. Carbon County premises includes buildings, parking
lots, grounds and vehicles owned by the Carbon County or personal vehicles
being used for Carbon County business.

b. Employees shall not use, be under the influence of, be in possession of, or be in
such a condition as to test positive for alcohol or illegal drugs while on duty, on
Carbon County premises or while in Carbon County vehicles. Carbon County
premises includes buildings, parking lots, grounds and vehicles owned by Carbon
County or personal vehicles being used for Carbon County business.

c. Employees shall not be impaired while on duty, on Carbon County premises,
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including buildings, parking lots, grounds, and vehicles owned by Carbon County,
or while representing Carbon County.

d. Employees violating the terms of this Policy shall be subject to questioning and
disciplinary action.

e. Any employee violating this Policy may be subject to immediate termination.
4. Reasonable Suspicion Testing.

a. When a designated Department Head or other responsible individual makes a
determination that there is reasonable suspicion to believe that an employee is
using or has used and has alcohol or illegal drugs in his or her system; is under the
influence of, or is in possession of alcohol or illegal drugs; or is impaired the
employee shall be subject to drug or alcohol testing.

1. The Department Head or other responsible individual making the
determination that reasonable suspicion exists shall submit written
documentation setting forth the specific, contemporaneous articulable
observations that resulted in the reasonable suspicion determination.
Reasonable suspicion of use of illegal drugs or alcohol may also be based on
observation of indications of the chronic and withdrawal effects of those
substances.

a. The required observations underlying reasonable suspicion testing must be
made by a Department Head or Carbon County official who has received
at least two (2) hours of training on the physical, behavioral, speech, and
performance indicators of alcohol and/or drug use.

b. Observations underlying the reasonable suspicion testing must be
documented in writing and signed by the Department Head or Carbon
County designated official within twenty four (24) hours or before the
results of the tests are announced, whatever is later.

2. Reasonable suspicion testing may not be conducted by the same Department
Head or responsible individual who makes the reasonable suspicion
determination.

3. Upon required testing due to reasonable suspicion, the employee tested shall
not engage in the operation of any Carbon County equipment or engage in any
employment related duties until the results of the tests are received and the
employee is released back to work.

5. Random Testing.

a. Employees assigned to, or performing, safety sensitive duties are subject to
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random drug/alcohol tests.

. Random tests shall be both of the following:

1.

Unannounced.

2. Reasonably spread throughout the year.

. Each employee within a testing pool must have an equal chance of being tested
each time a random test is conducted.

. Random Testing for CDL Drivers.

1.

Employees having CDL licenses may be subjected to random alcohol testing
only while performing safety sensitive function, just before the driver is to
perform safety sensitive functions, or just after the driver has ceased
performing safety sensitive functions when those tests are conducted not
pursuant to the requirements of the separate provisions of this Policy found in
Section 8.B.5.e but only pursuant to federal regulations.

Drug tests may be performed at any time the driver is on duty.
Employees having CDL licenses are also subject to random testing pursuant to

Section 8.B.5.¢e. Tests conducted pursuant to that subsection are not subject to
the requirements of this subsection.

. Random Testing for Safety Sensitive Employees not having CDL Licenses. (a)
Employees performing safety sensitive duties but not having CDL licenses and (b)
employees with CDL licenses when performing safety sensitive duties unrelated
to their CDL licensure may be subjected to random alcohol and drug tests any
time the employee is on duty.

Pool Testing — Consortiums.

1.

Carbon County may join a consortium with testing pools large enough so that
Carbon County’s CDL drivers are always subject to random testing and the
required annual testing rate shall be met by tests conducted of all drivers
within the pool.

If and when Carbon County chooses to join a drug/alcohol testing consortium,
Carbon County shall designate a liaison to coordinate with the testing
consortium and obtain and maintain all of the following records and
information:

a. How the random selection pool was assembled.
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b. The method of selection and notification of drivers.
c. The location of collection sites.
d. Methods of reporting the tests results on each employee.

e. Summary reports on the consortiums program showing that the consortium
tested at the prescribed minimum annual rates for alcohol and/or
controlled substances.

6. Post Accident Testing.

a. Any employee involved in an On Duty Accident that by observation of the
employee and the circumstances of the accident reasonably could indicate
violation of the County drug and alcohol policy shall be tested as soon as practical
for alcohol and drugs.

1. An employee who is subject to post-accident testing shall remain readily
available for such testing or shall be deemed to have refused to submit to
testing.

2. The results of tests conducted by Federal, State, or Local law enforcement
officers having independent authority to conduct tests to detect alcohol or
drugs may be used by the employer to meet post-accident testing
requirements.

b. Upon requested testing due to an accident, the employee tested shall not engage in
the operation of any Carbon County equipment or engage in any employment
related duties until the results of the tests are received and the employee is
released back to work.

7. Preannounced Periodic Testing. Carbon County may test all of its employees on a
regular, periodic basis so long as the testing is conducted pursuant to a schedule that
identifies periodic intervals for the testing and that the employees who are to be tested
on any scheduled test date are notified, at least, two weeks in advance of the date of
the test. Additionally, the testing schedule should be available for employees’
inspection after the schedule is set.

8. Consequences of Positive Drug/Alcohol Test.

a. Except for in situations described in subsection 1 below, all drug tests conducted
pursuant to this Title 8 shall require a split urine sample of at least 45 ml of urine.
The urine shall be divided into two specimen bottles, with at least 30 ml of urine
in one bottle and at least 15 ml of urine in the other.

1. If an employee attempts to evade an alcohol or drug test and delays taking the
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test past the time that a drug test on a sample of urine will be effective to
identify drug or alcohol use, Carbon County may test a sample in any other
approved method identified in this policy that will effectively test for the
presence of alcohol or drugs.

b. The test shall be conducted during or immediately after the regular work period of
the employee and shall be considered paid work time for the employee.

c. Carbon County shall pay all the expenses of the sample collection, testing, and
transportation for testing conducted off the worksite.

d. A test shall be conducted by an entity that is independent of Carbon County and
certified for employment drug testing by either the Substance Abuse and Mental
Health Services Administration or the College of American Pathology.
Additionally, all instructions, chain of custody forms, and collection kits used for
sample collection shall be prepared by that entity.

1. The entity taking the samples shall ensure that (a) the collection of samples is
performed under reasonable and sanitary conditions, (b) the collection method
ensures the privacy of the person being tested, and (c) the manner is
reasonably calculated to prevent substitutions or interference with the
collection or testing of reliable samples.

2. The entity shall also ensure that (a) the samples are labeled and sealed so as to
reasonably preclude the probability of erroneous identification of test results,
(b) those being tested have a chance to provide identification of currently used
or recently used prescription or nonprescription drugs or other relevant
medical information, (c) sample collection, storage, and transportation to the
place of testing are performed in a manner that reasonably precludes the
probability of sample misidentification, contamination, or adulteration, and (d)
sample testing conforms to scientifically accepted analytical methods or
procedures.

3. The entity shall verify or confirm any positive initial screening test by gas
chromatography, gas chromatography-mass spectroscopy, or other
comparably reliable analytical methods.

e. Carbon County shall ensure that the employee or prospective employee be
notified as soon as possible the results of the test and of the employee’s option to
have the 15 ml urine sample tested at the equally shared expense of the employee
and Carbon County. The notice shall be given (a) by telephone at the employee’s
last know telephone number, or (b) in writing at his or her last known address of
the results of the initial test.

f. Positive Test Results.
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1. Alcohol.

a. If an employee’s test is positive for alcohol or an employee refuses to
submit to testing, the employee shall be subject to discipline pursuant to
the policies established in Title 5 of the Personnel Policies and Procedures
Manual. Additionally, the employee shall be removed from, and cannot
return to a safety sensitive function until, at a minimum, all of the
following are met:

1. The employee undergoes evaluation by a substance abuse professional
and, where necessary, rehabilitation.

2. The substance abuse professional determines that the employee has
successfully complied with any required rehabilitation.

3. The employee undergoes a return-to-duty test with no positive alcohol
or illegal drug test results.

b. In the event a test establishes a BAC level under 0.04 grams/ml but
establishes a BAC level at or between 0.01 to 0.039 grams/ml, Carbon
County shall retest an employee after fifteen minutes. If after retest, the
BAC level is at or over 0.04 grams/ml, the test shall be considered a
positive test result and the employee will be subject to the provisions of
Section 8.B.8.f.1.a.

c. If after retest, the BAC level is 0.02 to .039 grams/ml, the employee shall
not be permitted to perform any safety-sensitive functions and shall suffer
no disciplinary sanctions except as indicated in subsection e below.

d. If after retest the BAC level is at or below 0.01 to 0.019 grams/ml, the
employee shall (a) suffer no disciplinary sanction except as indicated in
subsection e below and (b) have no restriction unless signs and indicators
of impairment are evident and articulated by a trained and certified drug
and alcohol evaluation technician. If, after the evaluation, it appears that
the employee is impaired, he or she shall not be permitted to perform any
safety related function.

e. The employee may be subject to discipline pursuant to the policies
established in Title 5 of the Personnel Policies and Procedures Manual if
the employee consumed alcohol with the intention of becoming impaired,
took the alcohol knowing that there was a possibility of impairment and,
despite that knowledge, conducting safety-sensitive functions, or the
employee has had a previous history of violation of the drug policy.

2. Illegal Drugs. If an employee’s drug or alcohol test is positive for illegal
drugs or if the employee refuses to submit to testing, the employee shall be
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subject to discipline pursuant to the policies established in Title 5 of the
Personnel Policies and Procedures Manual. Additionally, the employee shall
be removed from, and cannot be returned to, a safety sensitive position until,
at a minimum, all of the following are met:

a. The employee undergoes evaluation by a substance abuse professional,
and, where necessary, rehabilitation.

b. The substance abuse professional determines that the employee has
successfully complied with any required rehabilitation.

c. The employee undergoes a return-to-duty test with a verified negative test
result for illegal drugs and alcohol.

3. Legal Drugs.

a. If an employee’s drug or alcohol test is positive for a legal drug other than
alcohol, the employee may be subject to discipline pursuant to the policies
established in Title 5 of the Personnel Policies and Procedures Manual if
the employee took the legal drug with the intention of becoming impaired,
took the legal drug knowing that there was a possibility of impairment
and, despite that knowledge, conducting safety-sensitive functions, or the
employee has had a previous history of violation of the drug policy.
Additionally, the employee shall be removed from, and cannot return to a
safety sensitive function until, at a minimum, all of the following are met:

1. The employee undergoes evaluation by a substance abuse professional
and, if necessary, rehabilitation.

2. The substance abuse professional determines that the employee is no
longer impaired, or, if rehabilitation was deemed necessary, that
rehabilitation was successfully completed..

g. General.

1. If through any of these detection methods or on the employee’s initiative, an
employee tests positive or seeks rehabilitation treatment, Carbon County will
pay for an initial substance abuse evaluation. However, Carbon County
reserves the right to discipline any employee violating its drug or alcohol
abuse policies up to and including termination. If an employee’s employment
is terminated prior to the initial substance abuse evaluation, Carbon County
will have no obligation to pay for the evaluation.

2. Carbon County encourages employees to enroll in a counseling or
rehabilitation program. Any employee that Carbon County determines not to
dismiss for violations of the drug or alcohol abuse.policies and who does
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enroll in a counseling or rehabilitation program will be required to sign a
document agreeing to the following conditions in order to remain employed
with full rights and benefits:

a. Any employee for whom treatment is recommended will be responsible
for costs not covered by insurance. The employee will be required to use
accrued compensatory time, annual vacation leave, and sick leave until all
leave is expended. Carbon County will pay the employee’s benefit
package during the allotted treatment time, but not wage supplements
during this time. Each incident will be reviewed on a case-by-case basis.

9. Follow-up Testing. With the exception of an isolated instance of an unintentional
violation through the use of a legal drug that caused impairment, employees who have
violated this Policy and continue to work for Carbon County shall be subject to follow
up drug/alcohol testing for a period of not less than one (1) year and not to exceed
sixty (60) months.

a. Employees subject to follow up testing will be tested a minimum of six (6) times
in the first (1**) twelve (12) months following their return to duty.

b. Follow-up testing beyond one (1) year shall be based on a needs assessment
provided by a substance abuse professional.

10. Additional Requirements for Drivers with Commercial Driver Licenses

a. Safety-Sensitive Duties. In addition to the definition above in Section A.3.h.,
safety-sensitive duties are defined for CDL drivers to include waiting to be
dispatched while on duty, inspecting, servicing, or conditioning a commercial
motor vehicle, driving or sitting at the driving controls of a commercial motor
vehicle, being present inside a commercial motor vehicle (except when resting in
a sleeper berth), loading or unloading a vehicle, or attending a vehicle being
loaded or unloaded, repairing a vehicle, obtaining assistance for a vehicle, and
attending a disabled vehicle.

b. Prohibited CDL Employee Conduct. CDL employees must not consume alcohol
while on duty or four hours prior to on-duty time.

c. Post-Accident Testing.

1. When an alcohol test is required following an accident, Carbon County shall
administer the test within eight hours following the accident.

a. An employee who is involved in an On Duty Accident shall not use
alcohol up to eight hours following an Accident or until the employee
undergoes a post-accident test, whichever occurs first.
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2. When a drug test is required following an accident, Carbon County shall
administer the test within thirty-two hours following the accident.

d. Information Reported to FMCSA Clearinghouse.

1. Carbon County shall report the following to The Federal Motor Carrier Safety
Administration’s national Clearinghouse:

a.

o

All positive, adulterated, or substituted drug test result, all alcohol
confirmation tests with a concentration of 0.04 or higher, and all refusals
to submit to testing;

All manager- or supervisor-confirmed reports from other Carbon County
employees concerning observation of a CDL driver’s on-duty or pre-duty

alcohol use, alcohol use following an accident, or controlled substance
use;

Reports from a substance abuse professional indicating than an employee
has successfully completed the return-to-duty process;

All negative return-to-duty tests; and

Reports that an employee has completed follow-up testing.

11. Miscellaneous.

a. Carbon County maintains the right to conduct announced inspections of Carbon
County owned property, work stations, equipment, desks, cabinets, vehicles, etc.
This property is the property of Carbon County and individual employees should
expect no privacy with respect to the use of this property.

b. Carbon County maintains the right to utilize detection methods necessary for the
enforcement of this policy including blood, urine, or other tests, and the use of
electronic detection equipment and trained animals.

c. Failure to cooperate with these detection methods or inspections is grounds for
disciplinary action up to and including termination of employment.

d. Employees may direct any questions regarding this policy to the Personnel
Officer.
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Title 9: Reporting Governmental Waste, Fraud, and Abuse

Chapter A. Employee Good-Faith Reporting..

1. General Policy. No employee may be subject to any adverse action as that term is
defined in the Utah Protection of Public Employee’s Act (UPPEA), currently codified
at Utah Code § 67-21-1, et seq., because the employee communicates in good faith
the waste or misuse of public funds, property, or manpower, a violation of a federal,
state, or local law, rule, or regulation. Moreover, no employee may be subject to
adverse action because he or she has objected to or refused to carry out a directive
that the employee reasonably believes violates a federal, state, or local law, rule, or
regulation adopted by the federal, state, or local government.

2. Reporting. An employee may report such conduct by giving written notice or
otherwise formally communicating the alleged conduct to (a) a person having
authority over the alleged perpetrator, (b) the Utah attorney general’s office, (c) law
enforcement (if the conduct is criminal in nature), or (d) a member of the Board of
County Commissioners or the County Clerk/Auditor.

3. Copy of Statute. As required by UPPEA, a copy of the statute is attached as
Appendix A to this Title 9.
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Title 9: Reporting Governmental Waste, Fraud, and Abuse

Appendix A

§ 67-21-1. Short title.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-1. Short title

This chapter is known as the "Utah Protection of Public Employees Act."

Cite as Utah Code § 67-21-1
History. Enacted by Chapter 216, 1985 General Session

§ 67-21-2. Definitions.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-2, Definitions

As used in this chapter:
(1)  "Abuse of authority” means an arbitrary or capricious exercise of power that:
(a) adversely affects the employment rights of another; or

(b) results in personal gain to the person exercising the authority or to another persen.

(2) “"Adverse action” means to discharge, threaten, or discriminate against an employee in a
manner that affects the employee’s employment, including compensation, terms,
conditions, location, rights, immunities, promotions, or privileges.

(3) “"Communicate" means a verbal, written, broadcast, or other communicated-report.

(4) "Damages” means general and special damages for injury or loss caused by each
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(8)
©)
(10)

(an

(12)

(13)
(14)

(15)

violation of this chapter.

“Employee” means a person who performs a setvice for wages or other remuneration
under a contract of hire, written or oral, express or implied.

(@) "Employer" means the public body or public entity that employs the employee.

(b) "Employer” includes an agent of an employer.

“Gross mismanagement" means action or failure to act by a person, with respectto a
person's responsibility, that causes significant harm or risk of harm to the mission of the
public entity or public body that employs, or is managed or controlled by, the person.

"Judicial employee" means an employee of the judicial branch of state government.
“Legislative employee" means an employee of the legislative branch of state government.
"Political subdivision employee" means an employee of a political subdivision of the state.

“Public body" means any of the following:

(a) a state officer, employee, agency, department, division, bureau, board,
commission, council, authority, educational institution, or any other body in the
executive branch of state government;

(b) an agency, board, commission, council, institution member, or employee of the
legislative branch of state government;

(c) acounty, city, town, regional governing body, council, school district, local district,
special service district, or municipal corporation, board, department, commission,
council, agency, or any member or employee of them;

(d) any other body that is created by state or local authority, or that is primarily funded
by or through state or local authority, or any member or employee of that bedy;

(e) alaw enforcement agency or any member or employee of a law enforcement
agency; and

(H the judiciary and any member or employee of the judiciary.

"Public entity” means a department, division, board, council, committee, institution, office,
bureau, or other similar administrative unit of the executive branch of state government.

"Public entity employee" means an employee of a public entity.
"Retaliatory action” is as defined in Section 67-19a-101.

“State institution of higher education” is as defined in Section 53B-3-102.
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(16) “Unethical conduct” means conduct that violates a provision of Title 67, Chapter 16, Utah
Public Officers’ and Employees' Ethics Act.

Cite as Utah Code § 67-21-2
History. Amended by Chapter 427, 2013 General Session , §7, eff. 5/14/2013.
Amended by Chapter 329, 2007 General Session

§ 67-21-3. Reporting of governmental waste or violations of law - Employer action - Exceptions.
Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act

Current through 2018 General Session

§ 67-21-3. Reporting of governmental waste or violations of law - Employer action -
Exceptions

M (a) Anemployer may not take adverse action against an employee because the
employee, or a person authorized to act on behalf of the employee, communicates
in good faith:

() the waste or misuse of public funds, property, or manpower;

(i) a violation or suspected violation of a law, rule, or regulation adopted under
the law of this state, a political subdivision of this state, or any recognized
entity of the United States; or

(i) asitrelates to a state government employer:

(A) gross mismanagement;

(B) abuse of authority; or

(C) unethical conduct.

(b) For purposes of Subsection (1)(2), an employee is presumed to have
communicated in good faith if the employee gives written notice or otherwise
formally communicates the conduct described in Subsection (1)(a) to:

(i) aperson in authority over the person alleged to have engaged in the
conduct described in Subsection (1)(a);
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(i) the attorney general's office,
(i) law enforcement, if the conduct is criminal in nature;

(iv) if the employee is a public entity employee, public body employee,
legislative employee, or a judicial employee:

(A) the state auditor's office;

(B) the president of the Senate;

(C) the speaker of the House of Representatives;
(D) the Office of Legislative Auditor General,

(E) the governor's office;

(F) the state court administrator; or

(G) the Division of Finance;

(v) ifthe employee is a public entity employee, but not an employee of a state
institution of higher education, the director of the Division of Purchasing and
General Services;

(vi) if the employee is a political subdivision employee:
(A) the legislative body, or a member of the legislative body, of the
political subdivision;
(B) the governing body, or a member of the governing body, of the
political subdivision,

(C) the top executive of the political subdivision; or

(D) any government official with authority to audit the political subdivision
or the applicable part of the political subdivision; or

(vii) if the employee is an employee of a state institution of higher education:

(A) the State Board of Regents or a member of the State Board of
Regents;

(B) the commissioner of higher education;

(C) the president of the state institution of higher education where the
employee is employed; or

(D) the entity that conducts audits of the state institution of higher
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education where the employee is employed.

(c) The presumption described in Subsection (1)(b) may be rebutted by showing that
the employee knew or reasonably ought to have known that the report is malicious,
false, or frivolous.

(2) An employer may not take adverse action against an employee because an employee
participates or gives information in an investigation, hearing, court proceeding, legislative
or other inquiry, or other form of administrative review held by the public body.

(3) Anemployer may not take adverse action against an employee because the employee
has objected to or refused to carry out a directive that the employee reasonably believes
violates a law of this state, a political subdivision of this state, or the United States, or a
rule or regulation adopted under the authority of the laws of this state, a political
subdivision of this state, or the United States.

(4) Anemployer may not implement rules or policies that unreasonably restrict an employee's
ability to document:

(@) the waste or misuse of public funds, property, or manpower;
(b) aviolation or suspected violation of any law, rule, or regulation; or

(c) asitrelates to a state government employer:
(i) gross mismanagement;

(iiy abuse of authority; or

(i) unethical conduct.

Cite as Utah Code § 67-21-3

History. Amended by Chapter 178, 2018 General Session , §2, eff. 5/8/2018.
Amended by Chapter 427, 2013 General Session , §8, eff. 5/14/2013.
Amended by Chapter 324, 2010 General Session

§ 67-21-3.5. Administrative review of adverse action against a public entity employee.
Utah Statutes
Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
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Current through 2018 General Session

§ 67-21-3.5. Administrative review of adverse action against a public entity employee

M

@)

©)

“@

A public entity employee who believes that the employee's employer has taken retaliatory
action against the employee in violation of this chapter may file a grievance with the
Career Service Review Office in accordance with Section 67-19a-402.5 and subject to
Section 67-21-4.

If the Career Service Review Office determines that retaliatory action is taken in violation
of this chapter against the public entity employee, the Career Service Review Office may
order:

(@) reinstatement of the public entity employee at the same level held by the public
entity employee before the retaliatory action;

(b) the payment of back wages, in accordance with Subsection 67-19a-406(5)(b) ;
(c) full reinstatement of benefits;
(d) full reinstatement of other employment rights; or

(e) if the retaliatory action includes failure to promote, as described in Subsection 67-
19a-101 (11)(d), a pay raise that results in the employee receiving the pay that the
employee would have received if the person had been promoted.

A public entity employer has the burden to prove by substantial evidence that the public
entity employer's action was justified.

A public entity employee or public entity employer may appeal a determination of the
Career Service Review Office as provided in Section 67-19a-402.5.

Cite as Utah Code § 67-21-3.5
History. Amended by Chapter 390, 2018 General Session , §14, eff. 5/8/2018.
Added by Chapter 427, 2013 General Session , §9, eff. 5/14/2013.

Related Legislative Provision: See Chapter 427, 2013 General Session , §17.

§ 67-21-3.6. Administrative review for political subdivision employees.

Utah Statutes

Title 67. State Officers and Employees
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Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-3.6. Administrative review for political subdivision employees

(1) (@) A political subdivision may adopt an ordinance to establish an independent
personnel board to hear and take action on a complaint alleging adverse action.

(b) The ordinance described in Subsection (1)(a) shall include:
() procedures for filing a complaint and conducting a hearing; and

(i) aburden of proof on the employer to establish by substantial evidence that
the employer’s action was justified by reasons unrelated to the employee's
good faith actions under Section 67-21-3.

(2) Ifa political subdivision adopts an ordinance described in Subsection (1), a political
subdivision employee may file a complaint with the independent personnel board alleging
adverse action.

(3) Ifanindependent personnel board finds that adverse action is taken in violation of the
ordinance described in Subsection (1)(a), the independent personnel board may order:

(@) reinstatement of the employee at the same level as before the adverse action;
(b) the payment of back wages;

(c) full reinstatement of fringe benefits;

(d) full reinstatement of seniority rights; or

(e) ifthe adverse action includes failure to promote, as described in Subsection 67-
19a-101(8)(d), a pay raise that results in the employee receiving the pay that the
employee would have received if the person had been promoted.

Cite as Utah Code § 67-21-3.6
History. Added by Chapter 427, 2013 General Session , §10, eff. 5/14/2013.

§ 67-21-3.7. Administrative review for state institution of higher education employees.

Utah Statutes
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Title 67. State Officers and Employees
Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-3.7. Administrative review for state institution of higher education employees

M (@) Asusedin this section, "independent personnel board” means a board where no
member of the board:

(i) isin the same department as the complainant;
(i) is a supervisor of the complainant; or

(iii) has a conflict of interest in relation to the complainant or an allegation made
in the complaint.

(b) A state institution of higher education shall adopt a policy to establish an
independent personnel board to hear and take action on a complaint alleging
adverse action.

() The policy described in Subsection (1)(b) shall include:
() procedures for filing a complaint and conducting a hearing; and

(i) a burden of proof on the employer to establish by substantial evidence that
the employer's action was justified by reasons unrelated to the employee’s
good faith actions under Section 67-21-3.

20 @ Anemployee of a state institution of higher education may file a complaint with the
independent personnel board described in Subsection (1)(b) alleging adverse
action.

(b)  An independent personnel board that receives a complaint under Subsection (2)(a)
shall hear the matter, resolve the complaint, and take action under Subsection (3)
within the later of:

() 30 days after the day on which the employee files the complaint; or

(i) a longer period of time, not to exceed 30 additional days, if the employee
and the independent personnel board mutually agree on the longer time
period.

(3) Ifanindependent personnel board finds that adverse action is taken in violation of the
policy described in Subsection (1)(b), the independent personnel board may order, or
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recommend to a final decision maker:

(a) reinstatement of the employee at the same level as before the adverse action;
(b) the payment of back wages,

(c) full reinstatement of fringe benefits;

(d) fuli reinstatement of seniority rights; or

(e) if the adverse action includes failure to promote, as described in Subsection 67-
19a-101(8)(d), a pay raise that results in the employee receiving the pay that the
employee would have received if the person had been promoted.

(4) Afinal decision maker who receives a recommendation under Subsection (3) shall render
a decision and enter an order within seven days after the day on which the final decision
maker receives the recommendation.

Cite as Utah Code § 67-21-3.7
History. Amended by Chapter 178, 2018 General Session , §3, eff. 5/8/2018.
Added by Chapter 427, 2013 General Session , §11, eff. 5/14/2013.

§ 67-21-4. Choice of forum - Remedies for employee bringing action - Proof required.
Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act

Current through 2018 General Session

§ 67-21-4. Choice of forum - Remedies for employee bringing action - Proof required

M (@) Except as provided in Subsection (1)(b) or (d), and subject to Subsections (1)(d)
through (e), an employee who alleges a violation of this chapter may bring a civil
action for appropriate injunctive relief, damages, or both, within 180 days after the
occurrence of the alleged violation of this chapter.

{b) Except as provided in Subsection (1)(d):

(i) anemployee of a political subdivision that has adopted an ordinance
described in Section 67-21-3.6 :

(A) may bring a civil action described in Subsection (1)(a) within 180
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days after the day on which the employee has exhausted
administrative remedies; and

(B) may not bring a civil action described in Subsection (1)(a) until the
employee has exhausted administrative remedies; and

(i) an employee of a state institution of higher education :

(A) may bring a civil action described in Subsection (1)(a) within 180
days after the day on which the employee has exhausted
administrative remedies; and

(B) may not bring a civil action described in Subsection (1)(a) until the
employee has exhausted administrative remedies.

() Except as provided in Subsection (1)(d), a public entity employee who is not a
legislative employee or a judicial employee may bring a claim of retaliatory action
by selecting one of the following methods:

(i) filing a grievance with the Career Service Review Office in accordance with
Section 67-19a-402.5, or

(i) bringing a civil action for appropriate injunctive relief, damages, or both,
within 180 days after the occurrence of the alleged violation of this chapter.

(d) () A claimant may bring an action after the 180-day limit described in this
Subsection (1) if:

(A) the claimant originally brought the action within the 180-day time limit;

(B) the action described in Subsection (1)(d)(i)(A) failed or was dismissed
for a reason other than on the merits; and

(C) the claimant brings the new action within 180 days after the day on
which the claimant originally brought the action under Subsection

(IXD)A).

(i) A claimant may commence a new action under this Subsection (1)(d) only
once.

(e) A public entity employee who files a grievance under Subsection (1)(d)(i):
() may not, at any time, bring a civil action in relation to the subject matter of
the grievance;

(i) may seek a remedy described in Subsection 67-21-3.5(2) ; and
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(iii) waives the right to seek a remedy or a type of damages not included in
Subsection 67-21-3.5(2).

(H A public entity employee who files a civil action under Subsection (1)(d)(ii) may not,
at any time, file a grievance with the Career Service Review Office in relation to the
subject matter of the civil action.

"(2) Anemployee who brings a civil action under this section shall bring the action in the
district court for the county where the alleged violation occurred, the county where the
complainant resides, or the county where the person against whom the civil complaint is
filed resides or has the person's principal place of business.

(3) To prevail in an action brought under this section, the employer shall prove by substantial
evidence that the employer's action was justified.

Cite as Utah Code § 67-21-4

History. Amended by Chapter 178, 2018 General Session , §4, eff. 5/8/2018.
Amended by Chapter 427, 2013 General Session , §12, eff. 5/14/2013.
Amended by Chapter 177, 1999 General Session

§ 67-21-5. Court orders for violation of chapter.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-5. Court orders for violation of chapter

(1)  Acourt, in rendering a judgment in an action brought under this chapter, may order
reinstatement of the employee at the same level, the payment of back wages, full
reinstatement of fringe benefits and seniority rights, damages, or any combination of these
remedies.

(2) A court shall award the complainant all or a portion of the costs of litigation, which are
defined to include reasonable attorney fees and witness fees, if the court determines that
the complainant prevails.
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Cite as Utah Code § 67-21-56
History. Amended by Chapter 427, 2013 General Session , §13, eff. 5/14/2013.
Amended by Chapter 177, 1999 General Session

§ 67-21-6. Civil fine.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-6. Civil fine

M (@) A person who violates this chapter is liable for a civil fine of not more than $500.

(b) The person who takes an adverse action against an employee in violation of this
chapter, and not the public body that employs the employee, shall, after receiving
notice and an opportunity to be heard, pay the civil fine under this Subsection (1).

(c) Ifa person is ordered to pay a civil fine under this Subsection (1), the employer
may dismiss the person who took the adverse action in violation of this chapter.

(2) A civil fine ordered under this chapter shall be submitted to the state treasurer for deposit
in the General Fund.

(3) The civil fine described in this section may be imposed if a violation of this chapter is found
by:
(@) anindependent personnel board described in Subsection 67-21-3.6(1)(a) or 67-21-
3.7(1)@);

(b) the Career Service Review Office; or

(c) acourt.

Cite as Utah Code § 67-21-8
History. Amended by Chapter 427, 2013 General Session , §14, eff. 5/14/2013.
Enacted by Chapter 216, 1985 General Session
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§ 67-21-7. No impairment of employee rights under collective bargaining agreement.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act

Current through 2018 General Session

§ 67-21-7. No impairment of employee rights under collective bargaining agreement
This chapter shall not be construed to diminish or impair the rights of an employee under any
collective bargaining agreement.

Cite as Utah Code § 67-21-7
History. Enacted by Chapter 216, 1985 General Session

§ 67-21-8. No compensation when participation in public inquiry.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act

Current through 2018 General Session

§ 67-21-8. No compensation when participation in public inquiry

This chapter shall not be construed to require an employer to compensate an employee for

participation in an investigation, hearing, or inquiry held by a public body in accordance with
Section 67-21-3.

Cite as Utah Code § 67-21-8
History. Enacted by Chapter 216, 1985 General Session

§ 67-21-9. Notice of contents of this chapter - Posting.
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Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-9. Notice of contents of this chapter - Posting
(1)  An employer shall post notices and use other appropriate means to keep employees
informed of their protections and obligations under this chapter.

(2) An employer shall provide an employee with a copy of this chapter:
(@) when the employee is hired;
(b) upon a request by the employee; and

(c) when the employee files a grievance under this chapter.

Cite as Utah Code § 67-21-9

History. Amended by Chapter 178, 2018 General Session, §5, eff. 5/8/2018.
Amended by Chapter 427, 2013 General Session , §15, eff. 5/14/2013.
Enacted by Chapter 216, 1985 General Session

§ 67-21-10. Faise accusations.

Utah Statutes

Title 67. State Officers and Employees

Chapter 21. Utah Protection of Public Employees Act
Current through 2018 General Session

§ 67-21-10. False accusations

(1)  An employee violates this chapter if the employee knowingly makes a false accusation
against an employer under this chapter.

(2) An employee who violates Subsection (1), is subject to:
(@) a fine not to exceed $5,000; and
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(b) dismissal from employment.

Cite as Utah Code § 67-21-10
History. Added by Chapter 427, 2013 General Session , §16, eff. 5/14/2013.
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Title 10.

Grievances

Chapter A. Issues Subject to Grievance Procedure

1.

General Policy. Employees who perceive that they have a grievance against Carbon
County should exhaust the administrative procedure set forth in the body of this
Policy before addressing their grievance through any other forum. An employee may
file a grievance about a perceived work related injustice or oppression resulting from
an act occurrence, omission, condition, or unfair labor practice that adversely affects
the employee grieving. Issues addressable throughout the grievance process include,
but are not limited to:

a. Employee-Supervisor relationships

b. Duty assignments not affecting job classification

c. Shift and job location assignments

d. Working conditions

e. Practices affecting granting of leave

f. Any disciplinary action issued against the employee grieving

g. Any claim of adverse action taken against an employee for reporting pursuant to
to Title 9 of these policies and procedures

Although employees may grieve the application of policies and procedures to
themselves or their particular circumstances, given that policies and procedures
adopted by the County and a Department must be amended through a public process
in which employees have a right to express their views, employees may not grieve
general application or adoption of policies and procedures or seek relief that would
require an amendment to policies and procedures.

Moreover, employees may only grieve issues that have adversely affected them.
They cannot grieve the County’s imposition or refusal to impose discipline against
another employee nor can they use the grievance process to demand disciplinary
action against another employee.
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Title 10.

Grievances

Chapter B. Grievance Process

1.

Resolution Encouraged at the Lowest Levels. Grievances should be resolved at the
lowest administrative level possible. Each level of the grievance process is mandatory
unless expressly waived in writing by the Personnel Officer. Employees must first
raise their grievance informally with their immediate supervisor before they may file
any grievance in writing. Each employee pursuing a formal grievance must prepare
and submit a separate written grievance to the appropriate responding official.
Written grievances shall contain, at a minimum, the following information:

a. Name of the employee

b. Date the occurrence or action underlying the grievance occurred
c. Nature of the grievance

d. Historical information related to the grievance

e. Requested resolution

f. Signature of the employee filing the grievance and date filed

Time for Filing Grievance. Employees will be allowed a reasonable amount of time
during work to prepare written grievances. Employee grievances must be filed within
ten (10) days of the occurrence or event giving rise to the grievance, or within ten
(10) days of when the employee acquires knowledge of the occurrence or event
giving rise to the grievance. In the event that an employee determines to move to the
next grievance level, the employee’s grievance must be filed within ten (10) days of
the response that the employee received from the preceding level of grievance. In the
event that the responding official failed to respond within the time allotted, the ten
(10) days begins to run from the date that the response was due.

Time for Response to Grievance. At each level of the grievance process, after a
responding official has received an employee grievance, the responding official shall
have ten (10) working days to respond in writing to the grievance.

a. Permissible Extension. If a responding official is unable to answer the grievance
within the specified time period due to extenuating circumstances, the official
may take an additional ten (10) working days to answer the grievance if he or she
notifies the employee in writing of the circumstances and that the extension is
being exercised. If after receiving the response from the responding official, the
employee believes that the the decision is unacceptable, the employee may grieve
the decision to the responding official at the next level of the grievance process.
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b. Failure to Respond. If the responding official fails to respond within the allotted
time, the employee may proceed to the next level of grievance.

4. Issues Subject to Grievance. Only the issues presented in the original grievance
may be considered throughout the grievance process.

5. Chain of Grievance. A grievance shall be processed through the following chain of
responding officials:

Immediate Supervisor
Department Head
Personnel Officer
County Commission

oo

If the official with whom an employee must file his or her grievance fulfills multiple
roles with respect to that employee, i.e., the responding official is both the
employee’s immediate supervisor and department head, the employee need only file
one grievance with that responding official.

6. County Commission Decision is Final. The decision of the County Commission
constitutes the final grievance level. The County Commission shall issue a decision
within forty-five days of the filing of the grievance with it. If the Commission fails to
respond within forty-five days, the grievance is deemed to be denied by the
Commission.

7. Record of Grievance. No document relating to a grievance shall be placed in the
employee's personnel file. If any disciplinary action against an employee is rescinded
as a result of the grievance process, the Department Head shall remove the record of
the disciplinary action from the employee's personnel file. If any disciplinary action
against an employee is modified as a result of the grievance process, the unmodified
record of the disciplinary action shall be removed from the employee's personnel file
and the modified record of the disciplinary action shall be placed in the employee's
personnel file.
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Title 11. Volunteers

Chapter A. Generally

1. Policy Statement. The Commission recognizes that volunteers are essential to the
productivity, efficiency, and cost-effectiveness of County operations, and therefore
encourages and welcomes individuals and groups who have the skill, talent, ability,
and time to volunteer in Departments, divisions, and facilities.

2. Definition. “Volunteer” is a person who, of his or her free will, provides goods or
services to any unit of County government without receiving monetary or material
compensation. Except as expressly provided in this Title 10, volunteers are not
considered employees for any purposes, including but not limited to the purposes of
Titles 1 through 9 of this Manual, and volunteers are not entitled the protections or
benefits found in Titles 1 through 9 of the Carbon County Personnel Policies and
Procedures Manual. Accordingly, the provisions of Titles 1 through 9 of the Carbon
County Personnel Policies and Procedures Manual do not apply to Volunteers.
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Title 11. Volunteers

Chapter B. Status

1. Volunteers Sometimes Considered Employees. As mandated by UCA § 67-20-3,
as amended from time to time, the County shall consider all volunteers as
employees solely for purposes of:

a. receiving workers’ compensation medical benefits, which shall be the
exclusive remedy for all injuries and occupational diseases as provided under
UCA Title 34A, Chapter 2, Workers' Compensation Act, and Chapter 3, Utah
Occupational Disease Act, as amended from time to time, respectively.

b. the operation of motor vehicles or equipment if the volunteer is properly
licensed and authorized to do so; and

c. liability protection and indemnification normally afforded paid government
employees.

2. Classifications. The County recognizes the following classifications of volunteers:

a. “Regular-service volunteer” means a person engaged in specific voluntary
service activities on an ongoing or continual basis.

b. “Episodic volunteer” means a person who offers to provide a one-time or
occasional voluntary service.

c. “Material donor” means a person who may be unable to give the time
required for volunteer service, but chooses to express his or her contribution
by providing funds or materials.

d. “Community service volunteer” means a person who is court-ordered to
complete a required number of volunteer hours as part of their probation.

3. County Employee Volunteers. Volunteers who are County officers and/or
employees are not permitted to voluntarily perform services which are the same as
or are similar to their duties for which they are paid to perform by the County.
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Title 11.

Volunteers

Chapter C. Management

Registration. All volunteers shall register with the HR Department before
performing any volunteer work on behalf of the County. The HR Department shall
coordinate volunteer placement and activities within the County. The HR
Department is expressly delegated authority by the Commission and Personnel
Department to authorize specific volunteer services, as required by UCA § 67-20-4,
as amended from time to time.

Time. A Volunteer Log will be maintained by the HR Department, and by all
Departments or facilities, and will contain volunteer names, dates, hours of service,
and tasks assigned. Volunteers will daily sign in and out in the Volunteer Log
before performing any volunteer services on behalf of the County.

Training. The Carbon County HR Department will verify that all volunteers
receive appropriate training for the services that will be performed, before the
volunteer performs any of those services, including training on the use of equipment
required for the service to be performed. Regular service volunteers shall receive
periodic training appropriate for the types of services the volunteers are performing.
Episodic volunteers and community service volunteers shall receive preliminary
training, as much as practicable and reasonable within the circumstances, before
beginning any County approved services. No training is required for material
donors.

Licenses and Certification. Volunteers must not be knowingly exposed to any
unnecessary danger or hazards and must not perform any functions requiring a
license or certification unless they have a current license or certification to do so.

Screening. Before providing any services, volunteers are required to pass any and
all screening requirements that apply to employees performing the same services
that the volunteer will be performing on behalf of the County.

Confidentiality. Volunteers will maintain strict confidentiality of any information
to which they may have access within the performance of their volunteer services.
Volunteers are prohibited from using information or materials not generally
available to the public and obtained by reason of their volunteer positions for the
personal benefit of themselves or others.

Departments. Volunteers will work within the policies, procedures, and rules set
by the responsible Departmental Heads. Volunteers who do not adhere to the
policies, procedures, or rules of a Department or who fail to satisfactorily perform
their volunteer assignment are subject to dismissal.
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Title 11. Volunteers

Chapter D. Equipment

1. Equipment Use. Volunteers will use only the space, equipment, and materials
authorized during their assignment by the Carbon County RSVP and Volunteer
Center or by the supervising Department.

2. Insurance. The County will provide liability insurance coverage for all volunteer
activities conducted under specific County authorization. Such liability coverage
shall extend to authorized volunteer use of County equipment.
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Carbon County Dress Code & Personal Hygiene Policy

Employees contribute to the feeling and reputation of Carbon County in the way they present
themselves. A professional appearance, with respect to clothing, personal hygiene, and appearance
is essential to a favorable impression with the public and our customers. Good grooming and
appropriate dress reflect employee pride and inspire confidence in Carbon County.

The following is considered inappropriate attire in the work place:

Jeans with holes

Shorts

Sweats, yoga, or jogging pants

Exercise wear

Leggings

Any clothing that exposes the midriff or underwear

Spandex

Tank tops

Sleeveless shirts

Spaghetti strap or halter tops

Any form of clothing that is mesh, sheer, see-through, torn, or otherwise revealing

Any form of clothing that endorses a political party or candidate or otherwise endorses a
partisan position; uses or includes slanderous, obscene, or vulgar words or images; uses or
includes material that is legally libelous or slanderous; is intended to offend and/or distract
co-workers or Carbon County from attending to their legitimate business; or is intended to
overtly endorse commercial enterprises of the employee or the employee’s friend or
relatives (not including clothing that includes small business logos to the extent that the
clothing does not confuse Carbon County patrons about the employee’s employment with
the County).

The following minimum guidelines pertaining to appearance must be adhered to by every
employee regardless of location of employment:

Clothing must be clean, in good condition, and fit appropriately

Unless an approved departmental policy provides otherwise, neat and groomed hair,
sideburns, moustache, and beards. No extreme artificial colors

Long hair should be tied back and away from the face if operating equipment or working
in an area with food and beverages.

Clothing must not interfere with the operation of equipment.

Jewelry in piercings are permitted at the discretion of an employee’s department
supervisor/Human Resources so long as they are not distracting and do not violate any of
the other provisions of the dress code.

Tattoos that diminish the effectiveness of the employee’s professionalism, including
tattoos that violate any of the other provisions of the dress code, must be covered and not
visible.

Uniforms supplied to employees should be kept clean and in good condition.



Employees are expected to adhere to established hygiene requirements which ensure that
employees are presenting themselves to the public appropriately and that Carbon County is being
properly and professionally represented. The following hygiene requirements are applicable to all
employees:

¢ Maintain personal cleanliness by bathing regularly.
Oral hygiene (brushing of teeth) required.
Use of deodorant/antiperspirant to minimize body odors.
Minimize use of heavily scented perfumes, colognes, and lotions.

It is within supervisor s discretion to send an employee home (without pay) to change if they arrive
to work in what is deemed to be inappropriate attire.

Carbon County will accommodate a staff member’s religious belief or disability in accordance
with all applicable laws and regulations. Any request for such accommodation should be made
with the Personnel Officer.

If you have any questions regarding this policy, please see the Personnel Officer.
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Computer, E-Mail, and Internet Usage

Carbon County recognizes that use of technology has many benefits for Carbon County and its
employees. Computers, the Internet, and e-mail make communication more efficient and effective.
Therefore, employees are encouraged to use these technologies appropriately. Unacceptable use of
these things can place Carbon County and others at risk. This policy discusses acceptable usage of
this technology. Carbon County intends to honor the policies set forth below but reserves the right
to change them at any time.

Guidelines: The following guidelines have been established for using computers, the Internet,
and e-mail in an appropriate, ethical and professional manner. Exceptions may be made for
individual job specific purposes.

1. Carbon County maintains a computer network, an internet server, and an electronic mail
system. This system is provided by Carbon County to assist in the conduct of its business.
The entire system, including the computers and anything on them and generated on them
or with them, is the property of Carbon County. The system is not the private property of
any employee. This means that anything created on a computer, generated on a computer,
received by a computer, or put on a computer using Carbon County’s system is the property
of Carbon County.

2. The use of the system is reserved solely for Carbon County business.

3. Carbon County is entitled to know any passwords placed on any documents, files, or
programs within the system, including passwords placed on documents, files, or programs
by any employee. Any refusal may be grounds for disciplinary actions.

4. Carbon County will on occasion supply a laptop computer or hand-held devices to
employees. These devices are also considered part of the system and are subject to the
same rules, even if the devices are used at other places other than County property or on a
different network.

5. Carbon County computers, including its internet servers and network, the internet, and e-
mail access may not be used for transmitting, retrieving or storing any communications of a
defamatory, discriminatory or harassing nature or materials that are obscene or X-rated. No
messages with derogatory or inflammatory remarks about an individual's race, age,
disability, religion, national origin, political party, physical attributes or sexual preference
shall be transmitted. Harassment of any kind is prohibited.

6. Disparaging, abusive, profane, or offensive language; materials that would adversely or
negatively reflect upon Carbon County or be contrary to Carbon County’s best interests; and
any illegal activities—including piracy, hacking, extortion, blackmail, copyright infringement,
and unauthorized access to any computers on the Internet or e-mail—are forbidden.
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9.

10.

1.

12.

Copyrighted materials belonging to entities other than Carbon County may not be
transmitted by employees on the company's network. All employees obtaining access to
other entities’ or individual’s materials must respect all copyrights and may not copy,
retrieve, modify or forward copyrighted materials, except with permission or as a single
copy to reference only. If you find something on the Internet that may be interesting to
others, do not copy it to a network drive. Instead, give the URL (uniform resource locator or
"address") to the person who may be interested in the information and have that person
look at it on his/her own.

Do not use the system in a way that disrupts its use by others. This includes excessive usage,
sending or receiving many large files and "spamming" (sending e-mail messages to a large
number of users.)

The Internet is full of useful programs that can be downloaded, but some of them may
contain computer viruses that can extensively damage our computers. Also, many browser
add-on packages (called "plug-ins") are available to download. There is no guarantee that
these plug-ins will be compatible with other programs on the network and they may cause
problems; therefore, please do not download them without proper approval from the IT
Director.

Each employee is responsible for the content of all text, audio or images that he/she places
on Carbon County’s computers or sends over Carbon County's internet and e-mail system.
No e-mail or other electronic communications may be sent which hides the identity of the
sender or represents the sender as someone else. Also, be aware that Carbon County’s
name is attached to all messages so use discretion in formulating messages.

E-mail is not guaranteed to be private or confidential. All electronic communications are
Carbon County’s property. Therefore, Carbon County reserves the right to examine, monitor
and regulate e-mail messages, directories and files, as well as Internet usage.

Internal and external e-mail messages are considered county records and may be subject to
discovery in the event of litigation. Be aware of this possibility when sending e-mail within
and outside Carbon County. Additionally, do not dispose of or destroy such messages except
in conformity with Carbon County’s document retention policy.

Prohibited Use of Peer-to-Peer File Sharing

It is a violation of federal law to share and/or distribute copyrighted materials without the
permission of the copyright holder. This is typically done through file-sharing software like
BitTorrent, KaZaA, Emule, and Gnutella. File sharing software is most commonly used to download
music, movies, software and other media. This software may turn your personal computer into a
server,
malicious code get transferred during peer-to-peer file transfers, too. Use of these types of
programs is strictly prohibited.

or upload site, even if that was not your intent. Note: many worms, viruses and other
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Limited Use of Social Networking Sites

County employees are strictly prohibited from using County owned computers and devices for the
purpose of using or participating in social media and networking websites, including but not limited
to, Facebook, My Space, Linked-in, and all other such similar internet websites unless allowed for
official work purposes, as allowed by the Social Media Policy below.

Social Media Policy
Using social media at work

Employees may not use social media while on work time or on equipment provided by Carbon
County except for work related purposes as authorized by your supervisor and Carbon County
Commission. Do not use a Carbon County e-mail address to register on social networks, blogs
or other online tools utilized for personal use. Use of social media for official County purposes
must be registered under a County e-mail address, and passwords/security information must be
given to IT and/or HR. Wherever possible, the social media account should be in the name of
the County department and not an individual. Additionally, IT and the Personnel Director must
be made administrators or have administrative access to the social media account. Persons
who are not Carbon County employees are not to be allowed to post as to appear as Carbon
County, Carbon County officials or employees, nor to administer the account.

Use of social media on behalf of the County presents certain risks and carries with it certain
responsibilities. To assist you in making responsible decisions about your use of social media,
we have established these guidelines for appropriate use of social media.

Department heads, supervisors, and employees with access to County social media accounts
should use the supplemental Social Media Management Guidelines for additional guidance in
administering the policy, but the terms and conditions of these guidelines are applicable to all
employees.

GUIDELINES

In the rapidly expanding world of electronic communication, social media can mean many
things. Social media includes all means of communicating or posting information or content of
any sort on the Internet, including to your own or someone else’s web log or blog, journal or
diary, personal web site, social networking or affinity web site, web bulletin board or a chat
room, whether or not associated or affiliated with Carbon County, as well as any other form of
electronic communication.

The same principles and guidelines found in Carbon County policies and procedures and the
basic beliefs apply to your activities online. Ultimately, you are solely responsible for what you
post online. Before creating online content, consider some of the risks and rewards that are
involved. Keep in mind that any of your conduct that adversely affects your job performance,
the performance of fellow employees or otherwise adversely affects customers, suppliers,
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people who work on behalf of Carbon County or Carbon County’s legitimate business interests
may result in disciplinary action up to and including termination.

Know and follow the rules

Carefully read Title 6, Non-Discrimination of the Carbon County Personnel Policies and
Procedures Manual, and ensure your postings are consistent with this policy. Inappropriate
postings that may include discriminatory remarks, harassment, and threats of violence or
similar inappropriate or unlawful conduct will not be tolerated and may subject you to
disciplinary action up to and including termination.

Be respectful

Always be fair and courteous to fellow associates, citizens, customers, suppliers or people who
work on behalf of Carbon County. Also, keep in mind that you are more likely to resolve work-
related complaints by speaking directly with your co-workers or by utilizing our reporting
procedures than by posting complaints to a social media outlet. Nevertheless, if you decide to
post complaints or criticism, avoid using statements, photographs, video or audio that
reasonably could be viewed as malicious, obscene, and threatening or intimidating, that
disparage Carbon County citizens, customers, employees or suppliers, or that might constitute
harassment or bullying. Examples of such conduct might include offensive posts meant to
intentionally harm someone’s reputation or posts that could contribute to a hostile work
environment on the basis of race, sex, disability, religion or any other status protected by law or

County policy.
Be honest and accurate

Make sure you are always, honest and accurate when posting information or news, and if you
make a mistake, correct it quickly. Be open about any previous posts you have altered.
Remember that the Internet archives almost everything; therefore, even deleted postings can
be searched. Never post any information or rumors that you know to be false about Carbon
County or its citizens, fellow employees, customers, suppliers, and people working on behalf of
Carbon County.

Post only appropriate and respectful content

Maintain the confidentiality of Carbon County trade secrets and private or confidential
information. Trades secrets may include information regarding the development of systems,
processes, products, know-how and technology. Do not post internal reports, policies,
procedures or other internal business-related confidential communications.

Do not create a link from your blog, website or other social networking site to a Carbon County
website without identifying yourself as a Carbon County employee.
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Express only your personal opinions. Never represent yourself as a spokesperson for Carbon
County. If Carbon County is a subject of the content you are creating, be clear and open about
the fact that you are an employee and make it clear that your views do not represent those of
Carbon County, citizens, fellow employees, customers, suppliers or people working on behalf of
Carbon County. If you do publish a blog or post online related to the work you do or subjects
associated with Carbon County, make it clear that you are not speaking on behalf of Carbon
County. Itis best to include a disclaimer such as “The postings on this site are my own and do
not necessarily reflect the views of Carbon County.”

Retaliation is prohibited.

Carbon County prohibits taking negative action against any employee for reporting a possible
deviation from this policy or for cooperating in an investigation. Any employee who retaliates
against another employee for reporting a possible deviation from this policy or for cooperating
in an investigation will be subject to disciplinary action, up to and including termination.

Media contacts

Employees should not speak to the media on Carbon County’s behalf. All media inquiries
should be directed to department heads/supervisors, and in turn they are to forward request to
the County Attorney’s office.

Prohibited Use of Streaming Audio and Visual Media

County employees are strictly prohibited from using County owned computers and devices for the
purpose of accessing non-employment related streaming audio and visual media and websites,
including but not limited to, streaming music, radio, and video. The collective personal use of
audio and visual media causes a significant drain on the County’s internet services and
consequently impacts the ability of County employees to effectively use the internet for
employment related work. This policy is not intended to prohibit an employee’s use of on-line
trainings, or other such similar use of streaming media, that is directly pertaining to, related to, or
required by an employee’s work for the County. This policy is also not intended to prohibit an
employee from listening to music or radio in the workplace, by and though personal audio devices
that do not use the County’s internet for streaming media. It is also prohibited to store
entertainment media on County computers. This policy applies to use of the County’s public
internet access as well.

Carbon County's Right to Monitor and Consequences

All Carbon County-supplied technology, including computer systems and company-related work
records, belong to Carbon County and not the employee. Carbon County routinely monitors usage
patterns for its e-mail and Internet communications. Although encouraged to explore the vast
resources available on the Internet, employees should use discretion in the sites that are accessed.
Since all the computer systems and software, as well as the e-mail and Internet connection, are
Carbon County-owned, all Carbon County policies related to such property are in effect at all times.
Any employee who abuses the privilege of Carbon County-facilitated access to e-mail or the
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Internet, may be denied access to the Internet and, if appropriate, be subject to disciplinary action
up to and including termination.

At no time should the employees of Carbon County assume privacy of computer usage, email, or
call records. Employees have no right to keep contents of email and files private.

GPS Monitoring & Tracking

County employees may, from time to time, be given the use of County property to perform their
jobs. County property includes, but is not limited to, all equipment, vehicles, electronics, cell
phones, and computers. Some County property that is issued to employees may contain GPS, or
other such electronic tracking devices, whereby the County has the ability to track, locate, or
determine the whereabouts of property and employees. The County reiterates that employees
have no expectation of privacy in the use of County issued property. Electronic GPS monitoring or
tracking information obtained by the County shall be retained in accordance with this policy, as is
set forth herein above.

Questions Regarding the Use of the Internet or E-mail

If you have questions regarding the appropriate use of a computer, the Internet, or e-mail, contact
the IT Director or the Personnel Officer.

Software Licensing and Support

All computer software and programs used at the County for institutional purposes must be licensed
by Carbon County. Employees of the County are expected to follow the laws and regulations
concerning the use of all programs purchased for and by the institution. Use of any program that is
not properly licensed is prohibited and any violation of said agreement by County employees makes
them personally liable and could jeopardize their employment with the County.

The listed software is not a limitation of which software is allowed, provided the software is
properly licensed and contains no malware, but anything outside of what is listed is solely the
responsibility of the user to install, maintain, aqd use.

Supported Software

1. Workstation Operating System Software
1. Microsoft Windows XP Professional x86 (Not Home)
2. Vista Business/Enterprise/Ultimate (x86,x64)
3. Windows 7 Professional/Enterprise/Ultimate (x86,x64)
2. Application Software
1. Site Licensed Software
= Microsoft Front Office Software which includes: Word, Excel, PowerPoint,
Publisher, Outlook (Not Outlook Express), Access, Internet Explorer*
= Current County Approved Anti-virus
= ShoreTel Call Manager
= Sire Technologies
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= Caselle Clarity

CTxMS

Kronos Timekeeping

SQL Server

Vpams Pro

Sharepoint

Coris

= Eforce RMS/CAD/JAIL/CIVIL
®  Patriot 911

= IS
= Exchange Server
2. Freeware
® Adobe Acrobat Reader
= CutePDF

= Sharepoint Designer 2007
3. Department Purchased Software

»  WordPerfect** (not the suite — all departments are encouraged to move
their documents to Microsoft Word. Any purchase of WordPerfect will be
from departmental budgets)

s Adobe Photoshop

= Adobe Premiere

= Adobe Acrobat

s ESRI products

*  Manifold System

= Visual Studio

®  Autocad**

s C-Soft

=  Fat-Pot**

® Salamander System

= Vision Hawk

®  RBH Security

» |El Security .

® Eforce Software

= Panasonic

®  Visual Pams Pro/Marshal and Swift/Commercial Estimator

*Note: Web Browser snap-ins and add-ons outside of normal ones (such as Shockwave, RealPlayer,
etc.) for enhancing the web browsing experience will not be formally supported but effort will be
made to assist the user.

**Support Limited: Information Technology will help to the best of the ability of the IT Department

ANY AND ALL SOFTWARE THAT IS SPECIALIZED TO THE DEPARTMENT MUST BE APPROVED BY THE IT
DIRECTOR AND THE DEPARTMENT HEAD.

Supported Computer Hardware
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1.

2.

Administrative Computing assets

IT controlled and managed network equipment (including audio/visual)
Agency servers (e-mail, web, storage etc.)

Workstations with the following constrictions:

1. The workstation/mobile device specifications must be approved by the IT
Department.

2. The workstation, its standard internals (processor, memory, hard drive, etc.), optical
drives, network interface, the keyboard, mouse, and monitor will be serviced.

Personal owned, or County Mobile Devices:

1. In order for a device to be connected to County Resources, The user must allow IT
to install security software on the device that allows for: remote wipe, encryption,
attempt theft recovery.

2. The user understands that remote wiping of a device, will erase ALL data on the
device, and Carbon County IT is not held liable for any loss of data that is personal,
work related, or otherwise. This includes data on installed memory cards.

Networked printers attached directly to the network. This has two purposes:

1. To encourage savings by pooling printing instead of buying a printer for every desk

2. To limit the various types of printers to be serviced.

3. Personal Printers are discouraged, and will only be approved on a case by case basis.

Acquisitioning of Hardware/Software

All purchases of IT related equipment/software MUST first be approved by the IT Director. This
applies even if the purchase is not made with IT allocated funds. (i.e.: department funds, grants,
etc.)
ANY project that requires IT resources MUST be approved by the IT Director.

This will ensure compatible equipment with the rest of the systems in the County, and future
support.

Supported Telephone/Fax Equipment.
All telephone equipment must be approved by the IT department.

All Fax equipment is under the control and inventory of the IT Office.
Cell phones

1. The IT Department will make an honest effort to assist users on County Cell phones
only.

2. Any employee who connects to or accesses County resources from a personal cell
phone, tablet, or other data enabled mobile personal device (i.e., an Ipod) for work
purposes must first allow the IT Department to install security software. Use of a
personal cell phone device subjects that device to regulation under the terms of this
policy the same as if it were a County owned device.

3. In the event of loss of any personal cell phone or portable device which has access
to County resources, the employee shall immediately inform the IT Department.
Upon loss of the device, the IT Department will immediately execute a wipe of the
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phone’s system and data, causing the loss of all data on the phone. The employee
will also be required to change his or her County access login and password.

4. If the purchase of a “smart” phone is needed, the following Operating systems are

supported
1. Android
2. Windows Mobile
3. 10S
3. Issuance of County paid cell phones must be approved by the IT Director AND the
Commission.

Support for VPN

Carbon County maintains a VPN (Virtual Private Network) which allows users access to network
resources. Access to the VPN is done on a case by case basis, and will not be granted unless no
other alternatives are feasible. Support only includes the setup and connection for the VPN.
Support does not extend to the remote home or other computer.

Requesting Support
Whenever possible, users are encouraged to request support

1. Through the online help desk ticket system

2. Email to help@carbon.utah.gov

3. Calling the help desk line (435-636-3770 or ext 770). This line will go to an available
member of the IT department.

After hours support is available for mission critical issues such as Public Safety, EMS, and
Ambulance. In the event that the help desk line is unreachable and assistance is needed. Users are
to call Carbon County Dispatch to have the appropriate person notified. 435-637-0890

Support should first go through Carbon County IT unless authorized to go through a 3™ party for
specific applications or hardware.

Security

Phishing and Scams

Beware of fraudulent emails and Web sites that masquerade as messages from familiar institutions.
By tricking you into disclosing your Social Security Number, PIN number, a password, or an account
number, identity thieves can drain your bank account or run up bills on your credit card. The best
ways to avoid becoming a victim are:

e Never disclose personal information in an email (i.e. Credit card numbers, social security
numbers)
e Never click on the link in the email of items that are in question
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e Always access the Web site by manually typing in the Web address in a browser

Computer Security

What to Do if You Have Been Hacked or Infected
Disconnect your computer from the network, but do not unplug your machine. Contact your help
desk administrator as soon as possible.

Passwords

Users are required to have their own password. Sharing passwords of any kind is strictly prohibited,
and may result in disciplinary actions. Any mal-intent caused by the neglect of your username and
password may also result in disciplinary actions. This includes a Supervisor giving their password to
a subordinate.

Passwords are required to be changed every 180 days. Requirements for passwords are not kept in
this document due to security concerns. Please contact the Help Desk for specifications.

Building Security

The IT department maintains all electrical locks to various county buildings. In the event that you
have lost your key, you are to notify your supervisor AND IT department IMMEDIATLEY. Proper
actions will then be taken to disable your key in the appropriate systems. Loss of your key will
result in a $10 deduction from payroll for replacement.

In the event that your key becomes damaged, a replacement will be made. Consistent damage to
keys will result in payroll charges. The damaged key must be turned in to HR.

For a key to be entered into the system, the key number AND individuals name must be submitted
to IT with a description of access needed. This submission must be done by either the Benefits
Administrator, or the Supervisor.

Electronic Record Retention

To the extent that County records are generated or retained as electronic or digital
documents, the records retention schedules applicable to other records in the County, i.e., the
State of Utah, County General Records Retention Schedule (“GRRS”), remain the same. In other
words, simply because a document or records exists only in electronic or digital form does not make
it immune from the records retention schedule, or any other requirement under GRAMA. For
instance, an Agenda for a County Council meeting is a record that must be retained for “2 years or
until administrative need ends.” In this instance, it does not matter whether the Agenda exists in
hard copy or electronic/digital format, the requirement to retain the record for “2 years or until
administrative need ends” remains the same.

1.1 Email Retention. The County’s position, for purposes of this policy, is that emailed
messages are generally temporary or non-vital communications which should be discarded or
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deleted routinely. Despite the nature of these documents, emailed communications are subject to
the record retention policies established in both GRAMA, GRRS, and this County policy. In other
words, County employees have the same responsibility to assess, define, and categorize email
messages the same way they would any other County record, whether it be public, private,
controlled, protected, or exempt from state GRAMA laws.

1.1.1 Email Retention — Mailbox and Systems. County employees shall retain all incoming
and outgoing emails until they are properly evaluated, defined, classified, and appropriately
retained or deleted. Any email retained in an inbox for longer than one year shall be audited.
Based upon the audit, emails will be evaluated, defined, classified, and appropriately retained or
deleted. Employees are subject to discipline for failure to periodically evaluate, define, classify, and
retain or delete emails so that their inboxes are up-to-date. Employee email accounts belong to the
County as the employer, and as such, employees have no right or expectation of privacy in County-
based email accounts.

1.1.1.1 Personal Email Messages. The County discourages the use of
employee email accounts for sending or receiving personal email messages. Employees that receive
personal email messages on their County email accounts should immediately contact the sender
and provide them with a non-employee email account in which to send email messages. In order to
protect the County and the employee, personal email messages sent to County email accounts
should be forwarded out of the account or deleted as soon as possible. Again, there is no right or
expectation of privacy for any personal message or information received or sent though a County
email account.

1.1.1.2 County Email Messages. County email accounts are intended only to
be used in an employee’s performance of County business. Email messages pertaining to County
business should be retained within an employee account or mailbox until such time as the message,
including any attachments, have been evaluated, defined, and classified. This policy recommends
that employees review and clear their email accounts or mailboxes on a regular basis, but at least
once each month. When reviewing and clearing email accounts, but prior to deleting any specific
message, employees shall (1) print the email message, including any attachments, and save the
hard copy to an appropriate file, or (2) archive email message into the appropriate archive folder
specified by the Carbon County IT Department for retention. County email messages are not
immune from the records retention schedules or GRAMA, and in the event of a GRAMA request
from a member of the public, some email messages may require disclosure.

1.2 Electronic Document Retention. The purpose of this portion of the policy is intended to
acknowledge the requirements of local, state, and federal law to maintain and preserved certain
records, including electronic documents and records (“Electronically Stored Information” or “ESI”).
County officials and employees must comply with these laws and this policy as it pertains to ESI. For
purposes of this policy, there is no immediate distinction made between those documents which
exist in “hard copy” and those which exist electronically; the retention and disclosure requirements
of this policy, GRAMA, and other such law or policies remain the same. The ESI policy and purpose
is as follows:
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1.2.1 This policy establishes guidelines and standards setting forth the requirements and
responsibilities for the maintenance, storage, litigation holds, and destruction of County records
which may be stored in digital, optical, magnetic, or any other such electronic and digital format.

1.2.2 All County departments and personnel shall adhere to this policy and the
incorporated Carbon County Records Retention Schedule when storing or requesting the
destruction of County records.

1.2.3 Records which are stored in an ESI format are held to the same retention
requirements as “hard copy” records, and as such, an electronic record shall only be disposed of
after it has fulfilled its purpose and met the required retention period that would be required of any
other document.

1.2.4 ESI shall not be destroyed if a litigation claim, negotiation, audit, open records
request, administrative review, or other action involving the record is initiated before the expiration
of a retention period. In the event that any electronically stored record is subject to litigation, or
potentially litigious dispute, the record shall not be destroyed until after the completion of the
action and the resolution of all issues that arise from it, or until the expiration of the retention
period, whichever is later.

1.3 ESI Retention Schedule. The retention schedule for Electronically Stored Documents shall
be no different from the record retention reschedule set forth in the GSSA. For purposes of this
policy, there is no distinction made between the requirement to retain ESI records and documents
and hard copy records and documents.

14 County Electronic Records. Electronic records and documents which must be retained in
accordance with this policy, GRAMA, and GSSA include, but are not limited to, any record created,
generated, sent, communicated, received, or stored by electronic means on County email accounts
or servers, as follows:

1.4.1 Records. Recorded information, regardless of medium or characteristics, made or
received by the County, or any subdivision or department therein, that is evidence of its operations,
and has value according to its classification, requiring its retention for a specific period of time.
Recorded information, in any format, that is created, received, and maintained as evidence and
information by an organization or person, in pursuance of legal obligations or in the transaction of
business.

1.4.2 Electronic Records. Electronic records have these characteristics: authenticity (it is
what is says it is); reliability (it can be trusted as a full and accurate representation of the
transactions or facts); integrity (it is complete and unaltered); and usability (it can be located,
retrieved, presented, and interpreted).

1.4.3 Electronic Record Formats. Electronic record common formats include, but are not

limited to, text-based documents, databases, spreadsheets, web pages, drawings and diagrams,
maps, electronic mail (email), etc.
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1.5 County Electronic Record Exclusions. Electronic records and documents which do not need
to be retained in accordance with this policy, GRAMA, and GSSA include, and are otherwise
excluded thereby, are as follows:

1.5.1 An entirely personal note or communication prepared or received by a County
employee, that is intended to be unrelated to the County or County business. Again, this policy
restates that there is no expectation of privacy in personal communications which are received,
sent, or otherwise transmitted, by and through County electronic or manual systems.

15.2 A temporary draft or similar material prepared for the originating employee’s
personal use or prepared by the originating employee for the personal use of an individual for
whom the originator is working.

1.5.3 Material that is legally owned by an individual in the individual’s private capacity
and is otherwise unrelated to County employment or business.

1.5.4 Material to which access is limited by the laws of copyright or patent unless the
copyright or patent is owned by the County or one of its departments or subdivisions.

1.5.5 Proprietary software.
1.5.6 Junk mail or other such related commercial publications received by a County.

1.5.7 Material that is catalogued, indexed, or inventoried and contained in the collections
of a library open to the public, that is maintained in electronic format.

1.5.8 An employee’s personal daily calendar, or other such personal note, prepared by the
employee for the employee’s personal use or for the personal use of another County employee or
supervisor for whom the employee is working.

1.5.9 A computer program that is developed or purchased by an employee for his or her
own personal use.

1.5.10 A note or internal memorandum prepared as part of the deliberative process by: (a)
a member of the judiciary, (b) an administrative law judge, or (c) a member of any other body
charged by law with performing a quasi-judicial function. In the event that a question arises
regarding the significance or classification of any such note or internal memorandum, employees
should contact their immediate supervisor and/or the County attorney.

16 Procedures. The following procedures for the retention of Electronically Stored Documents
within the County are as follows.

1.6.1 Retention Schedule. County records shall be retained pursuant to the current
County General Records Retention Schedule (“GRRS”), prepared by the Utah State Archives, the
current Carbon County Records Retention Schedule, as well as all applicable state and federal
record-keeping requirements.
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1.6.2 Electronically Stored Information — ESI. The following information is included in the
procedures for storing ESI.

1.6.2.1 Provision for adequate maintenance, disposal, and preservation of electronic
records should be built into individual and departmental work process and tools, so that electronic
records management is a routine and time-efficient activity for all employees and/or records
managers tasked with this responsibility.

1.6.2.2 Electronic records should be created and maintained in reliable and secure
systems. The County departments shall identify systems or applications that create and maintain
records. The development, modification, operation, and use of these systems/applications should
be documented and coordinated with the Information Systems department to ensure reliability and
security of records over time.

1.6.2.3 All County departments shall take appropriate measures to prevent
unauthorized access to electronic records including, but not limited to log-ins, passwords, and other
such electronic security codes and/or passwords.

1.6.2.4 Appropriate Metadata about electronic records must be captured at the
time of creation. Electronic data must be captured in such a manner as to document the context,
content, and structure of electronic records:

A. Context establishes who created the record and accurately identifies the
transaction of which it was a part or to which it relates.

B. Electronic records should be created and maintained in reliable and secure
systems. The County departments shall identify systems or applications that
create and maintain records. The development, modification, operation,
and use of these systems/applications should be documented and
coordinated with the Information Systems department to ensure reliability
and security of records over time.

C. All County departments and subdivisions shall take appropriate measures to
prevent unauthorized access to electronic records, including the
implementation of log-ins, passwords, security codes, and other such
security measures.

D. Appropriate Metadata about electronic records must be captured at the
time of creation. Electronic data must be captured in such a manner as to
document the context, content, and structure of electronic records: (1)
Context establishes who created the record and the transaction of which it
was a part; (2) Context is the actual data; (3) Structure is the format of the
record. Structure must be captured so that the record can be migrated into
the latest generation of hardware and software as necessary.
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In most cases, electronic records should be maintained in electronic form.

As technologies change, the County Information Systems department is
responsible for migrating ESI forward: (1) Records should be routinely
monitored in order to identify any formats that are at risk of obsolescence;
(2) Migration of records should be planned, quality controlled, and
documented; (3) Where records are in unique or legacy formats/systems
with non migration paths available, they must be supported by the County
during their retention period, unless converted to a non-electronic format.

Digital records must be secure and tracked throughout the preservation
process. The preserver should implement security measures to ensure that
the records being preserved are not compromised during any preservation
process.

Digital records preservation programs should be flexible. The preserver
should seek to base digital records preservation approaches on non-
proprietary technologies to avoid loss of control over County-owned
information as a result of changed commercial arrangements in the future.

The original hardcopy of a permanent record (source document), that is

converted into electronic format, can be destroyed after a minimum of 45

days have passed since the conversion, and the department is confident and

has verified that the conversion of the records has been completely
successful.

Electronic records shall be saved and stored on designated server-based
personal and departmental workspaces (“Q"” drives, “Z” drives, etc.) or in a
designated network database. These server workspaces fulfill the
requirements of records retention, audit, and discovery since they are
backed up, indexed, and can be centrally searched.

(1) Official electronic records shall not be permanently saved on any
other media, including workstation hard drives, USB-attached
memory devices, media drives, etc. Employees may from time-to-
time have need to temporarily store ESI on memory devices or
drives, for employment purposes only, but such practices shall be
used sparingly, and under no circumstances shall County records
remain permanently on memory or media devices.

(2) Workstation hard drives are to be used only for the workstation
operating system, County-licensed application program files, and
associated temporary files appropriate to allow the workstation
application programs to function correctly. In no event should
official electronic records or non-County-licensed programs be saved
or installed on workstation hard drives. Similarly, County-licensed
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programs shall not be transferred or converted for any employee’s
personal or home use.

1.6.3 Electronic Mail (Email). In addition to the prior sections of this policy addressing the
use and storage of emailed communications, the County adopts the following additional definitions,
instructions, and policies pertaining to email.

1.6.3.1 Definition. Email is a means of sending messages between computer devices
using an established network through the County’s email server.

A. This information consists primarily of messages, but may also
include attachments such as calendars, directories, distribution lists, word-processing documents,
spreadsheets, and other electronic documents.

B. Email is stored in a digital format rather than on paper and is
retrievable at a future date.

(o Due to format, email permits communication and transmittal of up-
to-date information similar to the telephone. Unlike current telephone features, email creates a
record of the information that is being transmitted.

1.6.3.2 Retention Guidelines.

A Follow the retention period for an equivalent hard copy record as
specified in the County’s approved retention schedule.

B. The record must be converted to a readable permanent format. [f
an email is determined to be an official record, the record to be retained shall be: (i) When the
email originates from the County, the outgoing (sender’s) copy of the email; (ii) The email
containing the entirety of all the correspondence between all parties when an email thread has
been created; (iii) The incoming (recipient’s) email when originating from outside the County’s
government system.

C. Elected Officials and Administrative Officers are responsible for
instructing their employees in determining which email messages fall into retention categories, in
using retention schedules, and in the process for destruction. Retention is the responsibility of the
sender/recipient of the email, not the back up process.

1.6.3.3 Legal Considerations — Disclosure of Email
A. Public officials, Administrative Officers, and employees should keep

in mind that email messages sent as part of their job assignments are
not private and may be discoverable communications.
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B. Since messages may be retained at different locations, users should
remember that their communication can be retrieved during formal
discovery process.

C. Discretion, therefore, is an important consideration when using this
or any other technology to send, record, and/or retain
communications.

D. Email — Neither Secure Nor Confidential

(1) Electronically transmitted information travels through many
networks and many difference computer connections.

(2) This information is not secure, and should not be considered
private.

(3) County departments are advised that there may be risk involved
in using email to deal with confidential issues.

(4) Agencies must be aware of all applicable statutory or regulatory
requirements that would prohibit the disclosure of certain information: (a)
Of special concern is the confidentiality of individually identifiable health and
personnel information; and (b) Agencies must be aware of this when
transmitting this information by email.

1.6.4 Voice Mail. Voice mail can be considered a type of electronic mail communication.
In this case, the message is recorded in an audible rather than visible format.

1.6.4.1 Voice mail is primarily transitory in nature. Employees are encouraged to
delete voicemail messages as soon as the messages are no longer needed. Employees are also
encouraged to clear all voicemail messages within ten (10) days after the message date.

1.6.4.2 Employees wishing, or required by this Policy, to retain information
contained in voice mail messages shall save the voice mail in a specified folder on the voice mail
server or may copy the desired information onto a network drive. A voice mail retained in a
specified folder on the voice mail system or a network drive may be deleted at any time, unless
subject to a hold directive issued pursuant to this policy. All messages subject to a hold directive
shall not be deleted, altered, or destroyed until written authorization has been received.

1.6.4.3 From time to time, and as determined necessary by the County IT
Supervisor, the County may delete and clear the voicemail system, including individual employee
voicemail boxes. In the event that the County determines to delete and clear the system, the
County will provide employees with five (5) business day advanced written notice that the voicemail
system will be deleted and cleared. Upon receiving such notice, employees shall identify and retain
those voice mail messages that are required to be retained, as is set forth herein.
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1.6.5 Electronic Personnel, Discovery, and Litigation Holds. Electronic discovery refers to
the discovery of electronic documents and data. Electronic documents include email, web pages,
word processing files, computer databases, and virtually anything that is stored on a computer. The
same rules that govern paper documents govern electronic discovery.

1.6.5.1 The obligation to preserve electronic data and documents requires
reasonable and good faith efforts to retain information that may be relevant to pending or
threatening litigation.

1.6.5.2 Upon determining that litigation or an investigation is threatening or
pending and has triggered a preservation obligation, the County Attorney’s Office shall take
reasonable steps to communicate to affected persons the need for an scope of preserving relevant
records (both electronic and hard copy).

A. An appropriate notice shall be effectively communicated to an appropriate
list of affected persons.

1. The notice shall be sent to those departments and employees
reasonably likely to maintain documents relevant to the litigation or investigation.

2. Notice shall also be sent to a person or persons responsible for
maintaining and operating computer systems or files that have no particular custodian or owner but
may fall within the scope of the preservation obligation.

B. The notice need not be a detailed catalog of information types to be
retained. Instead, it should sufficiently describe the kinds of information that must be preserved so
the affected custodians of data can segregate and preserve identified files and data.

C. The notice shall not trigger preservation of all documents, only those
affected by the preservation obligation.

1.6.5.3 All County employees notified of the responsibilities to preserve documentation,
electronic or otherwise, shall comply with all requirements contained in the notification.

A. When preservation obligations apply to documents and data spanning a
significant or continuing time period, organizations should analyze whether special steps are
needed to deal with hardware that might be retired if it contains unique relevant documents.

B. The preservation obligation, except in extreme documented circumstances,
shall not require the complete suspension of normal document management policies, including the
routine destruction and deletion of records not subject to the hold directive.

1.6.5.4 All documents and information subject to a hold directive shall not be
deleted, altered, or destroyed until written authorization has been received by the holder of the
records in question. Any existent hold shall be reviewed on an annual basis by the County
Attorney’s office and the Information Systems department.
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1.6.6 Responsibilities

1.6.6.1 Each County department and all County employees are responsible for
compliance with County policies, including this policy relating to electronic records retention,
maintenance, and destruction.

1.6.6.2 Compliance by the Information Systems department specifically includes:

A. Developing a security program for electronic records that is in compliance
with industry standards.

B. Developing capability for preserving any electronic County record resident in
the system for its full retention period; or, there must not be any system impediments that prevent
migrating the record to another electronic records system, in as complete a form as possible.

C. Coordinating the documentation and destruction of electronic County
records and disposing in a manner that ensures protection of any confidential information.

D. Maintaining proper climatic temperature control for any storage of
electronic media.

1.6.6.3 Compliance requires a joint effort by all departments, Human Resources personnel,
and the Information System department. Compliance includes:

A. Providing mandatory training during a regularly-scheduled training cycle for
users of electronic records systems in the operation, care, and handling of the information,
equipment, software, and media used in the systems.

B. Developing and maintaining written documentation about institutional
electronic records that is adequate for retaining, reading, or processing the records and ensuring
their timely, authorized disposition.

C. Annual review and destruction of electronic records that have met the
required minimum retention period or continued retention until destruction is operationally

practical.

D. Media used to store electronic County records will be wiped (DOD Wipe
procedure) before the hardware passes out of the County’s custody.

1.6.7 Destruction of Electronically Stored Information

1.6.7.1 When information that is stored electronically has fulfilled the retention
period, the information can be erased.
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1.6.7.2 The procedure and schedule for erasure is provided on the retention
schedule. By erasing the information, or recording over it, the media is free for reuse.

1.6.7.3 Erasure of electronic media is considered destruction.
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Employees with Disabilities Policies

It is Carbon County’s policy not to discriminate against qualified individuals with
disabilities in regard to application procedures, hiring, advancement, discharge,
compensation, training, or other terms, conditions, and privileges of employment.

Additionally, the Americans with Disabilities Act (ADA) requires employers to
reasonably accommodate qualified individuals with disabilities. It is the policy of Carbon
County to comply with all Federal, state, and local laws concerning the employment of
persons with disabilities.

Guidelines

1. Carbon County will reasonably accommodate qualified individuals with a
disability so that they can perform the essential functions of the job in question.

2. An individual who can be reasonably accommodated for the job in question,
without undue hardship, will be given the same consideration for that position as
any other employee or applicant.

3.  All employees are required to comply with safety standards. Applicants who pose
a direct threat to the health or safety of other individuals in the workplace, which
threat cannot be eliminated by reasonable accommodation, will not be hired.
Current employees who pose a direct threat to the health or safety of the other
individuals in the workplace will be placed on appropriate leave until an
organizational decision has been made in regard to the employee’s immediate
employment situation.

4.  The Personnel Officer is responsible for implementing this policy, including
resolution of reasonable accommodation, safety, and undue hardship issues.

Definitions

In implementing this policy, Carbon County will be guided by the current definitions
stated in the federal statutes and regulations or in case law construing the statutes and
regulation, and applicable state and local law. In the event of any conflict between the
definitions in the ADA and the definitions in this policy, the legal definitions found in the
ADA will control. The following discussion is provided for general guidance of
employees and applicants in understanding the policy.

. “Disability” refers to a physical or mental impairment that substantially limits
one or more of the major life activities of an individual. An individual who has
such an impairment, has a record of such an impairment is also deemed a
“disabled individual.” An individual may also be deemed “disabled” if that
person is regarded as having such an impairment. However, in the “regarded as”
instance, the situation is more complicated. Under amendments to the ADA in



2008, if the condition is transitory and minor, defined as having an actual or
expected duration of 6 months or less, then the condition does not qualify as a
disability.

“Major life activity” may include things such as caring for oneself, performing
manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting,
bending, speaking, breathing, learning, reading, concentrating, thinking,
communicating or working. A “major life activity” may also include bodily
functions such as functions of the immune system, normal cell growth, digestive,
bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and
reproductive systems.

“Direct threat to safety” refers to a significant risk to the health or safety of
others that cannot be eliminated by reasonable accommodation.

A “qualified individual with a disability” refers to an individual with a disability
who, with or without reasonable accommodation, can perform the essential
functions of the employment position that the individual holds or has applied for.

“Reasonable accommodation” refers to making existing facilities readily
accessible to and usable by individuals with disabilities, including but not limited
to; job restructuring, part-time or modified work schedules, reassignment to a
vacant position, acquisition or modification of equipment or devices, adjustment
or modification of examinations, adjustment or modification of training materials,
adjustment or modification of policies, and similar activities.

“Undue hardship” refers to an action requiring significant difficulty or expense
by the employer. The factors to be considered in determining an undue hardship
include: (1) the nature and cost of the accommodation; (2) the overall financial
resources of the facility at which the reasonable accommodation is to be made;
(3) the number of persons employed at that facility; (4) the effect on expenses
and resources or other impact upon that facility; (5) the overall financial
resources of the Company; (6) the overall number of employees and facilities;
(7) the operations of the particular facility as well as the entire Company; and (8)
the relationship of the particular facility to the Company. These are not all of the
factors but merely examples.

“Essential job functions” refers to those activities of a job that are the core to
performing the job in question.



RETURN TO WORK ~ TRANSITIONAL DUTY PROGRAM

Due to occasional job-related injuries or illness, with a loss of time from work, the County has
instituted a Return to Work — Transitional Duty Program. This program is designed to support
employee recovery, reduce worker’s compensation costs, and promote employee good will.

Employees recovering from a work-related injury or illness who are unable to return to work and fully
perform the essential functions of their jobs, with or without reasonable accommodation, may still be
able to undertake an alternative, temporary, transitional position at the County until recovery is
complete. This transitional position will be carefully designed to be appropriate for the skills,
knowledge, and capabilities of the recovering employee. An employee able to perform a transitional
duty, will work in a temporary position until he/she has the necessary capacity to perform his/her
normal position, or the transitional duty job is terminated.

The Return to Work — Transitional Duty Program covers all compensable disabling conditions insured
under Worker’s Compensation and is limited to employees with temporary impairments. Transitional
duty positions, when available, are always temporary and assigned for a finite period of time.

The goal of this program is to return all employees to gainful employment as quickly as possible.
However, temporary transitional duty work may not always be available to all employees. A
transitional duty position may entail some duties of the employee’s normal job, or be found outside the
employee’s own department. At the time of employee illness or injury, the personnel department will
contact the employee’s direct supervisor to determine whether an appropriate transitional duty position
is available. If a suitable transitional duty job cannot be found in the employee’s own department, a
memo will be circulated to all department heads in the county in an attempt to find a suitable temporary
position.

A medical release for temporary transitional duty, detailing all limitations, will be required from the
employee’s physician. An agreement, defining the transitional duty position and duration thereof, will
be signed by the employee, personnel department, the employee’s own supervisor, and the supervisor
providing the temporary position. The employee must communicate to the personnel department any
change in medical condition, and/or questions or concerns about the transitional duty.

An employee working in a temporary transitional duty position is considered to be on medical leave
from his/her normal position. If the County replaces the injured employee, he/she may reclaim their
job provided the replacement employee has not been employed for longer than six (6) months. After
six (6) months, the injured employee has preference for any available position which he/she is
otherwise qualified.

The employee has the right to refuse the transitional duty position. However, such a refusal will result
in the discontinuation of worker’s compensation benefits.



Travel Policy

Purpose - It is the general intent to reimburse travelers for actual cost associated with travel
required in County business. Reimbursements described in this policy intend to cover all
normal areas of expense. Requests for exceptions shall be made in writing to the
Commissioners for approval.

Visa Cards — The County recommends that Visa credit cards be issued to department heads.
Visa cards are issued in the names of the employees. Employees must use the cards only for
payment of official county business travel expenses. Hotels and rental cars must be charged on
the Visa credit cards. Meals, books, fees, and registrations should also be charged on the Visa
Card.

Use of these cards will significantly reduce the need for cash advances, make payment of travel
costs much more convenient for travelers, and will simplify accounting for travel
reimbursements, while providing more useful management reports.

These cards are not to be used to pay personal non-official expenses. Misuse of these cards
will result in a withdrawal of the privilege and appropriate disciplinary action against the
employee. Also, the employee will forfeit rights to receive a travel advance for items
normally paid for by the card.

Employees must promptly immediately submit their monthly account statements to the
Clerk’s Office, along with all receipts and other documentation showing the purpose of the
use of the card. Failure to do so timely will result in the employee being required to pay late
fees and interests personally, and may result in the employee losing card privileges.

Issuance of the card does not relieve the cardholder from the duty to turn in receipts and
decumentation for the expenses incurred.

Policy

A. Allin-state travel must be approved by the department head. All out-of-state travel
must be approved by the department head and county commissioners.

B. Travel advances are available for all anticipated lodging, meals and car rentals, but must
be obtained through the Clerk Auditor’s Office after receiving approval from the
Department Head.

C. Use of credit cards for travel expenses. Hotels, airline tickets, and rental cars must be
charged on the Visa card. Whenever possible, additional business-related travel



expenses such as meals, books, fees, and registrations should also be charged on the

Visa Card. This reduces the need for travel advances.

. Outstanding Advances — Each traveler may have only one advance outstanding at any
one time. As soon as the reimbursement paperwork is submitted for the previous trip a

new advance may be issued.

Timing — The final travel reimbursement claim, together with all receipts, should be
submitted within 5 working days after the completion of travel. VISA card statements

must be turned in immediately.

Documentation Necessary for Advance Payment For Travel Reimbursements — An
advance allowance will be available from the Clerk’s Office, provided the specific
documentation as outlined below is provided to the Clerk’s Office by the Supervisor
authorizihg the travel:

Hotel reservation or bill. If more than one person is included on the bill, it should
indicate the cost for the employee requesting the reimbursement.

Agenda/Schedule of Events. If the reimbursement is for a seminar, conference,
convention, or similar function, an agenda or conference schedule should be attached.

Conference Registration. Receipt if the registration is paid through the Travel
Reimbursement Request form.

Schedule of incidental ground transportation.

Advance for Mileage Reimbursement. Whenever possible attach a print out of an online
mileage calculator (i.e. Map Quest or Google) or other documentation.

Upon returning to work, all receipts for actual expenses must be given to the
department head for review. After review the department head will submit these to
the Clerk/Auditor’s office.

. Reimbursement for Incidental Expenses ~ The following expenses will be reimbursed
upon the employee providing documentation and receipts:

Reimbursement for mileage. Attach a print out of an online mileage calculator or other
documentation used to calculate mileage (i.e. map quest or Google).

Parking receipts.

Receipts for individual taxi charges, when able to obtain.



Hotel and meal expenses. Receipts for all meals and hotel expenses must be submitted.

. Processing Time — The traveler should obtain approval far enough in advance to process
the paperwork and receive the advance in a routine matter.

In-State Travel

Same Day Trips — Employees will not be reimbursed for meals for any non-overnight

travel.

Overnight Trips — Meals - Employees shall be reimbursed for their meal expenses when
traveling overnight for business purposes previously approved by their respective
supervisors or department heads. The meal allowance for a 24-hour period of travel is
$40.00 per day. All employees wishing to receive reimbursement for meal expenses,
and all employees who have received an advance for meals, must submit a receipt for
each meal with the travel expense report. If the full $40.00/day is not spent and an
advance has been given, the employee shall return the excess amount of the advance.
If meal charges on the Visa Card exceed the $40.00/day allowance, a check to Carbon
County for the difference must be attached when meal receipts are turned in.

Employees traveling less than 280 miles to arrive at or to leave from an overnight
business function shall be eligible for one meal reimbursement; employees traveling
more than 280 miles shall be eligible for two meal reimbursements. The following
reimbursement rates shall apply for meal reimbursements when travel to or from an
overnight County business purpose requires less than the full day’s meal reimbursement

allowance.
Breakfast: $7.00
Lunch: $12.00
Dinner: $21.00

Overnight Trips — Hotels — Employees may be reimbursed for hotel expenses for the
night prior to any conference or business function beginning prior to 10:00 a.m. if the
business function is 90 miles or more from the Carbon County Courthouse Building at
140 East Main Street, Price, Utah. Additionally, employees shall be reimbursed for
hotel expenses for the night following any conference or business function if the
business function ends after 4:00 p.m. and is 280 miles or more from the Carbon
County Courthouse Building.



Out-of-State Travel

The basic meal allowance for a 24-hour period of travel is $43.00 per day and the same
requirements as in-state travel shall apply.

*Alcoholic beverages are not reimbursable.
Complimentary Meals

Complimentary meals of a hotel, motel, and/or association and meals included in the
conference registration costs will be deducted from the daily meal allowance.

Special consideration will be given to an employee with special dietary needs, thus
making them eligible for the daily reimbursement.

J. Tips and Tax on Meals — Tips and tax on meals are included in the per diem amount.

K. No long term travel expenses (i.e., any travel requiring more than one week’s stay), will
be allowed without previous approval by the County Commissioners, except for
employees in the Sheriff's Department while attending P.O.S.T. Reimbursement for long
term travel will not necessarily be at the rates set forth in this policy.

L. While attending P.0.5.T., employees will receive a maximum of $125/week for meals

M. Ambulance employees and law enforcement employees shall be reimbursed for meals
and travel pursuant to a separate policy.

DATED and APPROVED at the Carbon County Commission meeting held June 18, 2008.

o
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Michael S. Milovich, Carbon County
Commission Chair




Pursuant to a motion of the Carbon County Commission on May 18, 2009, Section | of the
Travel Policy is hereby amended to read as follows:

Same Day Trips — Employees will not be reimbursed for meals for any non-overnight travel.

Overnight Trips — Meals - Employees shall be reimbursed for their meal expenses when
traveling overnight for business purposes previously approved by their respective supervisors
or department heads. Employees need not stay in a hotel or motel to be eligible for meal
reimbursements for overnight business functions. The meal allowance for a 24-hour period of
travel is $40.00 per day. All employees wishing to receive reimbursement for meal expenses
must submit to the Clerk’s office an agenda or schedule of proceedings for the conference,
seminar, or business meeting attended, if possible, as proof of the necessity of the meal
expense. An employee will not be reimbursed for any complimentary meals provided as part of
the business function he or she attends, unless the employee has special dietary needs which
preclude him or her from eating the complimentary meal. A request for an advance for meals
must also be accompanied by an agenda or schedule of proceedings.

If meal charges on a departmental Visa Card exceed the $40.00/day allowance, a check to
Carbon County for the difference must be attached when meal receipts are turned in.

Employees traveling less than 280 miles to arrive at or to leave from an overnight business
function shall be eligible for one meal reimbursement for the portion of that day comprising
the travel; employees traveling 280 miles or more shall be eligible for two meal
reimbursements for the portion of the day comprising the travel. The following reimbursement
rates shall apply for meal reimbursements when travel to or from an overnight County business
purpose requires less than the full day’s meal reimbursement allowance.

Breakfast: $7.00
Lunch: $12.00

Dinner: $21.00

Overnight Trips — Hotels — Employees may be reimbursed for hotel expenses for the night prior
to any conference or business function beginning prior to 10:00 a.m. if the business function is
90 miles or more from the Carbon County Courthouse Building at 140 East Main Street, Price,
Utah. Additionally, employees shall be reimbursed for one dinner and hotel expenses for the
night following any conference or business function if the business function ends after 4:00
p.m. and is 280 miles or more from the Carbon County Courthouse Building.

Out-of-State Travel



The basic meal allowance for a 24-hour period of travel is $43.00 per day and the same
requirements as in-state travel shall apply.

Alcoholic beverages are not reimbursable.

Employees whose travel requires exceptions to this policy must seek approval from the Carbon
County Commissioners.

The remainder of the Travel Policy shall remain in full force and effect.

DATED this _18th day of May, 2009.

Chairman, Michael S. Milovich
CARBON COUNTY COMMISSION



Employment Application Information Retention Policy

It is the policy of Carbon County to comply with all federal, state, and local laws
governing the selection and hiring of persons for employment with Carbon County,
including the Utah Employment Selection Procedures Act (UESPA), which applies to
obtaining, using, and maintaining personal information of applicants for employment
with Carbon County. Pursuant to the provisions of UESPA, Carbon County’s
Employment Application Information Retention Policy is available for review to
individuals who have applied or who intend to apply to Carbon County for employment.

Guidelines

1. Carbon County will not request an applicant’s restricted personal information at
any time during the application process except when such information is
necessary to obtain, and the applicant has consented to allow Carbon County to
obtain, a criminal background check, credit history, and/or driving record of
applicant. Carbon County will comply with all applicable state and federal laws
in obtaining all necessary criminal background checks, credit histories, and/or
driving records.

2.  Carbon County will not use an applicant’s personal information obtained through
an initial selection process for any purposes other than (1) to determine whether
Carbon County will hire the applicant as an employee, (2) to review the
applicant’s application for another position with Carbon County, (3) to review the
performance of the applicant if he or she has subsequently been hired as an
employee, and (4) to review the applicant’s application for promotion if he or she
has subsequently been hired as an employee. Notwithstanding these provisions,
Carbon County may provide the applicant’s information to a governmental
official at the request of the official.

3. If requested, any applicant may review this policy before being required to
provide information to Carbon County as part of the initial selection process.

4, If an applicant is not hired by Carbon County, Carbon County will not retain the
applicant’s personal information for more than two years after the date on which
the applicant provided such personal information to Carbon County, except as
required by law.
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Definitions

In implementing this policy, Carbon County will be guided by the current definitions
stated in the state statutes and regulations or in case law construing the statutes and
regulations, and applicable federal and local law. In the event of any conflict between the
definitions in the UESPA and the definitions in this policy, the legal definitions found in
the UESPA will control. The following discussion is provided for general guidance of
employees and applicants in understanding the policy.

“Applicant” means any individual who provides information to Carbon County
for the purpose of obtaining employment.

“Personal information” means all information about an applicant obtained by
Carbon County during the initial selection process for the purposes of
considering the applicant for employment. Examples of personal information
include, but are not limited to, name, physical address, mailing address, phone
number, email address, employment history, residence history, references,
personal contacts, and information contained on the applicant’s resume.

“Initial selection process” means the process of obtaining information from an
applicant to be used to determine whether the applicant will be considered for a
second review for the position for which the applicant has applied.

“Restricted personal information” means an applicant’s Social Security number,
date of birth, and/or driver license number.

“Use” means to provide or disclose an applicant’s personal information to a
person other than an employee, agent, officer, or official of Carbon County, or to
provide or disclose an applicant’s personal information for the purposes of
marketing, profiling, reselling of the personal information, or other similar use.

ND: 4836-2748-2627, v. 2
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Carbon County Employee Flower Fund
Policy and Guidelines

Disclaimer: while it is the intent to treat all employees equally, if the Flower Fund Committee is not
informed of an illness, death, birth, or adoption (as indicated below) within 10 days of the event, there
may not be a donation made as outlined below. It is up to the supervisors and the employees working
in the departments, to inform the Flower Fund Committee as soon as possible.

¥ 36 Ne e e

The purpose of the Carbon County Employee Flower Fund is to provide comfort, show concern,
or to say congratulations for those special occasions such as retirement, marriage, birth, or
adoption of a child, or when things are not going well as with an illness or the death of a loved
one. It is comforting to know that our friends at Carbon County care about us. But, with so many
departments and employees, it is hard to be consistent and fair to everyone.

For a small contribution-$1 per pay period — we can let our fellow employees know that we are
thinking about them and sending our best wishes to them during these monumental times of our
lives.

To participate, complete the attached enrollment form and give it to Kourtney Cox in HR. This
allows your contribution to be deducted directly from your paycheck. Every year, a new
enrollment form will need to be completed for continued participation.

Guidelines have been established pending the continued availability of the funds as follows:
Services for all employees not participating in Flower Fund

e Congratulation cards will be sent for the marriage of any employee or the birth or adoption
of a child to any employee.

e Sympathy cards will be sent after the death of an employee’s immediate family member
(spouse, child, mother, father, brother, sister, or their spouse’s mother or father).

e Get well cards will be sent to any employee who is hospitalized and for those who are sick for
more than two (2) weeks.

e Retirement cards will be sent to any employee retiring with ten (10) or more years of service.



Services for all employees participating in Flower Fund
Flowers or Gift Baskets will be sent:

e When an employee who is a member of the Flower Fund is hospitalized overnight or
undergoes same-day surgery. This does NOT include cosmetic or corrective vision surgery,
wisdom teeth extraction, or other elective medical procedures of a non-serious nature.

e For the birth or adoption of a child to an employee who is a member.
e For the death of an immediate family member. (An arrangement will be sent to the

funeral unless the family requests donations in lieu of flowers and the monetary donation
will be sent).

Retirement Recognition:
e Any fund member employee retiring with ten (10) or more years of service will receive

a commemorative plaque and a $50 gift certificate in appreciation for their contribution
to the County.

Thank you for participating.

For more information, please contact: Kellie Payne (636-3290) or Kourtney Cox (636-3708).



Carbon Countyu

Inclement Weather Policy

Purpose: The purpose of this document is to establish an inclement weather policy for Carbon
County.
Scope: This policy applies to all Carbon County employees and is consistent with the Carbon

County Personnel Policies and Procedures and the Fair Labor Standards Act.

Obijective: The objective of this policy is to establish guidelines by which decisions will be made
to delay or close Carbon County’s operations, activities, or events during inclement
weather conditions.

Policy: Carbon County is committed to the safety and security of its employees, citizens,
visitors, and customers. As such, the decision to delay or close operations, activities,
or events is based on the overall concern for the safety and security of Carbon County
employees and the general public. However, it is the practice of Carbon County to
remain open and to conduct business as usual during periods of inclement weather,
except as noted in this policy statement. This policy has four parts: Carbon County
Commissioners Authority to Close or Delay County Operations, Department Head’s
Responsibility, Employee’s Responsibility, and Compensation.

i Carbon County Commissioners’ Authority to Close or Delay County Operations

Any decision to close or delay county operations will be made by the Carbon County
Board of County Commissioners in consultation with the Emergency Management
Director and the Sheriff, and communicated to employees through the Code Red
System, the Carbon County website, and Carbon County Facebook Page.
Communications to employees concerning delays and/or closings of County operations
will be classified as Condition 1, Condition 2, or Condition 3. Each condition denotes
which groups of personnel are required to report for duty. These groups of personnel
are classified as emergency personnel, essential personnel, and non-essential
personnel and are designated as follows:



Condition 1

Emergency Personnel: Carbon County Sheriff’s Office, Emergency Medical Services,

Emergency Management, and Road Department and
Maintenance, Fairgrounds, IT Department.

Condition 2

Essential Personnel: Administration, Clerk/Auditor, Human Resources/Risk
Management, Engineer, Safety Director, Children’s Justice
Center.

Condition 3

Non-essential Personnel: GIS department, Public Lands Director, USU Extension,

Recorder’'s Office, Assessor, Treasurer, Economic
Development, Planning/Zoning, Animal Control, Attorney’s
Office, Justice Court, Senior Center, Recreation, Travel.

Department Head’s Responsibility During Inclement Weather

Each department head is responsible for maintaining, enforcing and communicating

standard operating procedures for times of inclement weather within their division. The
standard operating procedures for each department will contain assignments as to which

positions are required to report for duty and what services (on-site or remote), if any, will
be provided at any given condition level. Whenever possible, Carbon County will advertise
what services are available to citizens during times of inclement weather on the Carbon
County website and Facebook page.

Employee’s Responsibility During Inclement Weather

Unless otherwise directed, all employees are expected to report to work at their regular
time and to remain at work throughout the course of their regularly scheduled workday. If
an employee believes he or she cannot commute safely between his or her home and place
of work during periods of inclement weather, the employee is required to notify his or her
supervisor no later than one hour prior to the regularly scheduled opening of the office of
the department to which the employee is assigned, or must get prior approval from his or
her supervisor to leave work before the normal scheduled workday, will be required to use
accrued paid leave for the time the employee was unavailable for work. Any employee that
is absent from work, whether by leaving early without his or her supervisor’s approval or
absent from work without appropriately notifying his or her supervisor, is using leave
without permission and may be subject to disciplinary action.



iv.

Compensation During Inclement Weather

Each full-time employee may be granted up to 24 hours of inclement weather leave on
an annual, non- rolling basis effective January 1% of each year. Inclement weather
leave may only be used when Carbon County offices are closed and/or delayed due to
inclement weather. When Carbon County operations are closed and/or delayed under
this policy, employees are required to use any accrued and unused inclement weather
leave. If an employee’s inclement weather leave is insufficient to cover an employee’s
absence for a closure or delay under this policy, an employee may use at his or her
option, in this order, compensatory time or vacation for the period of time uncovered
by inclement weather leave. If the employee has insufficient inclement weather
leave, compensatory time, or vacation time to cover the absence created by the
closure or delay under this policy, the time missed due to the closure or delay will be
uncompensated.

All Condition One Employees who are required to work on a declared inclement
weather day will be granted administrative leave to be used on another day at a time
approved by their respective supervisors.



II.

Vehicle Use Policy

ASSIGNMENT AND USE OF VEHICLES

A.

The county may allow qualified and authorized employees to use its vehicles
for business purposes. The county alone has the discretion to assign or reassign
vehicles to be operated by employees or employees within certain employment
classifications. Use of a county vehicle is not part of the compensation for any
employment classification nor should the use of a vehicle be used as an
inducement for employment.

All county vehicles are county property and are subject to search by the county
at any time. No employee using a county vehicle should have any expectation
that the assignment or authorized use of a vehicle gives the employee any type
of personal rights in the vehicle, including any privacy rights or rights to store
non-business items in the vehicle. Additionally, county vehicles may be
reassigned solely at the discretion of the county.

Any person operating a county vehicle shall be familiar with and obey all laws,
ordinances, regulations, and rules, whether national, state, or local, governing
vehicle operations in the place they are operating the vehicle.

A county vehicle may be used only by the county employee to whom it is
assigned or a county employee who is authorized to operate that county vehicle.
Employees authorized to use a county vehicle may not authorize or permit any
other person to use the vehicle, including family members, friends, or any other
county employees.

No employee may place any decals, bumper stickers, or other information on a
county vehicle without permission from the County. Additionally, no employee
may remove or in any way tamper with, deface, or destroy any county
information, safety information, or any other information placed in or on the
vehicle by the county.

PERSONAL USE OF COUNTY VEHICLES

A.

An employee may use county vehicles only for county purposes. Personal
business or non-county-related business should not be performed using a county

Carbon County Vehicle Use Policy (Approved: March 3, 2021)
Page 1 of 6



III.

vehicle unless specifically authorized by an employee’s supervisors, managers,
or department directors.

Employees who are assigned a county vehicle will be held responsible for any
accidents or damage when using the vehicle for non-county-related purposes.
The county does not provide automobile liability insurance coverage for any
accidents, claims, demands, suits, or damages occurring or arising out of a non-
county-related use of a county vehicle or for the operation of a county vehicle
in a manner that otherwise violates this policy.

Occasionally, because of the nature of an employee’s duties (such as the
necessity to be able to respond promptly to emergencies with the right
equipment), an employee may be permitted to use a vehicle for personal
purposes. In such circumstances, an employee must have explicit written
authority to use his or her vehicle for personal use. Additionally, an employee
shall be required to show proof of insurance covering the personal use of the
county vehicle. Any such insurance policy must provide at a minimum liability
limits of $100,000/$300,000/$100,000.

EMPLOYEE QUALIFICATIONS

An employee operating a county vehicle shall be a minimum of 21 years of age, unless
otherwise approved by a specific department.

A.

Before an employee may operate a county vehicle, he or she shall be subject to
a background check and shall not, during the last 36 months:

1. been convicted of a felony;

2. been convicted of sale, handling, or use of drugs;

3. had automobile insurance cancelled, declined, or not renewed;

4. been convicted of an alcohol or drug-related offense while driving;
5. been convicted of three or more speeding violations or one or more

other serious violations; and,

6. been involved in two or more automobile accidents for which the
employee was at fault.

An employee must maintain a valid driver’s license issued in the state of
residence for the elass-of vehicle being operated. Additionally, any employee
driving vehicles in a class that requires additional medical certifications or
specialized driver’s licenses or endorsements, such as commercial driver’s
licenses (CDLs) must obtain and maintain those certifications and licenses to
operate those vehicles.
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Iv.

C. In the event the license of an employee who is authorized or assigned to drive a
county vehicle is suspended or revoked or otherwise rendered invalid, the
employee shall (i) immediately cease operation of any vehicle and (ii) report the
suspension, revocation, or invalidity to his or her supervisor. An employee also
shall immediately report to his or her supervisor (iii) any arrest or conviction
for driving under the influence or reckless driving, (iv) any citations related to
his or her driving during the scope of employment, and (v) any traffic accidents
that occurred during the scope of employment. The failure of an employee to
follow these procedures exactly shall be grounds for discipline up to and
including termination.

SEAT BELTS

When driving or riding in a county vehicle, an employee must use his or her seat belt
and must assure that all other passengers are also wearing seat belts. Transporting more
passengers than available seat belts is prohibited.

USE OF CELL PHONES AND OTHER ELECTRONIC HAND-HELD DEVISES.

Employees are prohibited from using cell phones to talk, text, or email while operating
the vehicle. Except in cases of emergency, no call should be made while operating a
county vehicle. Employees are discouraged from using handheld devices and any
functions thereof while conducting county affairs and operating a vehicle. Employees
are expected to utilize the functions of a cell phone before and after driving and to pull
over if the need is so great that a cell phone call or other function must be used while
in transit. If an employee must use a cell phone or other hand-held device while
operating a vehicle because of an urgent or emergent need, an employee must use voice-
enabled functions if available.

OTHER CONDUCT

A. An employee operating any county vehicle shall exercise reasonable care at all
times, obey all traffic laws, and shall be a courteous and responsible driver.

B. No employee who has consumed (a) any alcohol of any amount eight hours
before driving, (b) any illegal drug, or (c) any prescribed or over-the-counter
medication that may interfere in the operation of a vehicle in any way, may
operate a county vehicle.

C. Employees must use, park, store, and operate county vehicles in a way that
avoids damage, neglect, theft, or harm. This includes the duty to operate the
vehicle in a reasonable way, paying attention to vehicle warning lights, to notice
unusual sounds coming from or unusual performance of the vehicle, and to not
drive in a negligent or reckless manner. Vehicles should not be operated with
any defect that would inhibit safe operation during current and foreseeable
weather and lighting conditions.
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G.

An employee may not use a vehicle to pull or haul personal trailers. Any
permitted hauling for county purposes should be done in accordance with the
vehicles designed load capacities and only in a way that will avoid damage to
the vehicle. Additionally, all loads must be properly secured according to the
vehicle and/or trailer manufacturer’s specifications and guidelines.

Using County vehicles, fuel, or credit cards for personal use or gain is strictly
prohibited and will be criminally prosecuted. If an employee is assigned a
county credit card, the employee must submit a copy of any receipt for fuel or
other maintenance items to the County as soon as possible and in accordance
with county reimbursement policies and procedures. An employee is required
to report any error in the usage of fuel or credit cards to his or her supervisor or
to the County Fleet Manager within 48 hours. Any mistaken personal charges
must be reimbursed to the county immediately and an employee may still be
subject to disciplinary action if circumstances warrant.

Before permitting any maintenance on any county vehicle, an employee must
obtain prior approval from his or her supervisor.

No employee may smoke or vape in a county vehicle.

VII. ACCIDENTS

A.

All accidents must be immediately reported to an employee’s supervisor and
County Safety Manager.

If an accident occurs while an employee is operating a county vehicle, and the
employee caused or contributed to the accident, the employece may be
disciplined up to and including termination.

Any employee involved in any way with an accident may be subject to a drug
and alcohol test as detailed in the Carbon County Personnel Policies and
Procedures Manual.

In the event of an accident, an employee shall adhere to the following guidelines:

1. Call the police and obtain a copy of the police report.

2. Do not admit to negligence or liability.
3. Do not attempt settlement, regardless of how minor.
4. Get the name, address, and phone number of any other person involved

and any witnesses if possible.

5. Exchange vehicle identification, insurance company name, and policy
numbers with the other driver.
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6. Take relevant photographs of the scene of the accident if possible.
7. Complete the accident report.

8. Turn all information over to your supervisor and Safety Manager within
24 hours.

VIII. TRAFFIC VIOLATIONS

A.

Fines for parking or moving violations, towing storage, or impoundment are the
personal responsibility of the assigned operator.

Because motor vehicle violations, even for operation of personal vehicles, may
affect a driver’s licensing or insurability status, any employee authorized to
operate a county vehicle must report all moving violations to his or her
supervisor immediately. Failure to report violations will result in appropriate
disciplinary action, including revoking of driver privileges and possible
termination of employment.
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ACKNOWLEDGMENT

I HAVE READ THE VEHICLE USE POLICY. I CERTIFY THAT I FULLY AND
COMPLETELY UNDERSTAND THE POLICY AND WILL COMPLY WITH THE POLICY
AND ITS CONDITIONS. ADDITIONALLY, I ACKNOWLEDGE THAT NOTHING IN
THIS POLICY CREATES ANY CONTRACTUAL RIGHTS, INCLUDING THE RIGHT TO
ANY PROGRESSIVE DISCIPLINE. I ALSO ACKNOWLEDGE AND UNDERSTAND
THAT I HAVE NO PROPERTY INTEREST IN THE COUNTY VEHICLE AND THAT
ANY VEHICLE 1 USE IS SUBJECT TO SEARCH AT ANY TIME.

Employee Signature Date
Employee Name (Printed)
Supervisor Signature Date

Supervisor Name (Printed)
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