SAN JUAN COUNTY EMPLOYEE HANDBOOK
SUMMARY OF PROPOSED CHANGES
2022

5.1.1. HOURS OF WORK. Added: “The County pays by the quarter hour for regular hours
worked, and rounds to the quarter hour with seven minute increments.”

5 1 3. REMOTE WORK Strlkethrough Deleted Ln%pee&aclrewe&mstanee&asﬁe{emﬂnﬂed—by

Head%Eleeted—QiﬁeraL&r%@eun{y—Manager—Added “Remote work WI|| be aIIowed for certain

positions under certain circumstances. Employees deemed remote work eligible will be required
to follow the policies and procedures outlined in the Remote Work Policy and Procedure,
attached hereto as Appendix A.”

5.9 RESPONSIBILITY FOR COUNTY PROPERTY. Language in RED Added: The
employee is responsible for notifying the employee’s supervisor within 24 hours of any damage,
theft or other loss of County property. If an employee suspects the theft or loss of an electronic
device that has the capability to have county data on it (e.g. cell phone, laptop, etc.) the employee
must report the suspected loss to their supervisor and to the I.S. department immediately. The
cost of repairing or replacing property or equipment not returned at the end of employment or
damaged by negligent or intentional acts of an hourly employee may be deducted from the
employee’s net pay provided the employee has been notified of such deduction, has signed a
written authorization for the deduction, and the deduction will not reduce the employee’s pay
below minimum wage or overtime pay that is due.

5.12 REIMBURSEMENT FOR COUNTY-SPONSORED TRAINING OVER $2,000.
Language in RED added: Any employee approved to attend a training class or program having a
cost to the County of more than $2,000, including lodging, meals, transportation, and tuition,
may be required by the Department Head to sign an agreement requiring the reimbursement of
all costs associated with the training if the employee voluntarily leaves employment within one
year of completion of the training or if the employee fails to complete the training and the
County is unable to receive a refund for costs already paid.

5.17 CRIMINAL ACTIVITY. Added: “Employees have an affirmative duty to report to
Human Resources any conviction of a felony that is adjudicated after employment begins. Any
employee who engages in criminal activity or fails to report a felony conviction may be subject
to termination.”

5.20 USE OF PHOTOGRAPHS OR LIKENESS. New Paragraph Added: “Photographs may
be taken of any employees while attending public events or meetings or otherwise engaged in
County business. All photographs taken by San Juan County will become the property of San Juan
County and may be copied, published, and distributed for such purposes as publicity, marketing,
and the promotion of the County and its various departments, programs, and projects by means of
various media, including video presentations, television, newsletters, signs, brochures, websites,



social networking sites, or newspapers. Employees are not entitled to any royalties or other
compensation arising from or related to the use of their photograph or likeness. Employees who
do not wish to have their photo taken may stand aside and not pose for photos and inform the
photographer at the time he or she is taking photos, but there is no guarantee that any employee’s
image will not inadvertently be captured and published.

5.21 POST-EMPLOYMENT BACKGROUND CHECK. New section added: “Any current
employee who is offered transfer employment to a secure facility may be required to successfully
undergo post-employment background investigation as a condition precedent to obtaining
transfer employment. Post-employment background checks shall comply with all state and
federal laws and shall be performed on any employee who may be assigned to work at the
Juvenile Services center as required by state or federal law.”

7.2 ACCRUAL. Combined and moved from 7.3 to 7.2 - Language remains the same. “All
employees must utilize the employee self-service portal to access accrual balances, pay stubs, W-
2’s and 1095s (if applicable).” and “Accrual begins at the next highest rate on the third pay
period following the accrual start date. Accrual anniversary is based on hire date.”

7.2.1 Hourly Employees. Language in RED added: An hourly employee accrues vacation time
for each hour actually worked, excluding overtime, and for each hour spent on vacation or
sick leave, up to 40 hours per week (or 106 hours per pay period for FLSA 106 hour
employees) according to the schedule below. If an employee works a full 40 hours per
week (or 106 hours per pay period for FLSA employees), the employee will accrue 2 weeks
of vacation each year of the employee’s first four years of employment, 3 weeks during
years 5 through 9, and 4 weeks beyond 10 years.

Vacation Earning Schedule
Hourly Employees

YEARS OF ELIGIBLE VACATION HOURS MAXIMUM*

SERVICE ACCRUED PER HOUR  ANNUAL
OF WORK ACCRUAL

0 thru 4 years inclusive .0385 80 hours

5 thru 9 years inclusive .0577 120 hours

10 years or more .07687 160-hours

*Deleted the Maximum Annual Accrual Column of Vacation Earning Schedule chart.
This is to accommodate the ability for FLSA 106 hour employees to accrue a higher
maximum number of hours to allow them to earn the full 2, 3, or 4 weeks per year to be
equitable with regular hourly employees. (See section 7.2.2 for accrual adjustments.)

7.2.2 FLSA 106 Hour Employees Accrual Adjustments. New section added: Upon being
transferred, promoted, or otherwise reclassified from an FLSA 106 hour position to a
regular hourly or salaried position within the County, or vice versa, the employee’s
accrued leave balances (including vacation, sick, and compensatory time) will be
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adjusted proportionally to the non-FLSA rate that corresponds to the specific FLSA 106
hour position they are leaving or entering.

7.2.4 Sheriff’s Office Lateral Transfer Employees. New section added: “Employees of the
Sheriff’s Office who have made a lateral transfer from another law enforcement agency shall
accrue vacation as determined by Resolution No. 21-22-08, attached hereto as Appendix H.”

8.2 ACCRUAL. Separated this section into the following: Sick leave benefits accrue from the date
of hire. Employees must utilize the employee self-service portal to access accrual balances,
pay stubs, and W-2’s (if applicable).

8.2.1 (Language in RED added.) Each hourly employee accrues sick leave at the rate of 0.0461
hours of sick leave for each hour actually worked up to forty (40) hours per week for regular
employees and up to one-hundred and six (106) hours per pay period for FLSA 106 hour
employees (sick leave does not accrue during overtime work), and at the same rate for each
hour spent on vacation, compensatory time used, or sick leave; provided, however, accrual
of sick leave for regular hourly employees is limited to 1.844 hours each week, and accrual
for FLSA 106 hour employees is limited to 4.886 hours each pay period, notwithstanding
the number of hours actually worked.

8.2.2 Each salaried employee accrues sick leave at the rate of 1.844 hours for each week worked,
and at the same rate for each week spent on vacation or sick leave.

8.2.3 New section added: FLSA 106 Hour Employees Accrual Adjustments. (Refers back to
section 7.2.2)

8.7.2.4 STEP 4 (Relating to donating accrued leave). Changed from: Donation shall be made
in 4 hour increments to: Donation of time shall be made in whole-hour increments with a
minimum of four hours donated.

10.1 PERSONAL LEAVE. Change: “Personal leave must be taken no later than the end of the
last pay period prior to by December 1 of the year of accrual.”

10.2 BEREAVEMENT LEAVE. Changed to allow use not only at the time of an immediate
family member’s death but also at the time of the funeral. Maximum leave per death remains 40
hours.

10.3 MILITARY LEAVE. Military leave will now include travel time to and from the
reporting location. Added: “including travel time to and from the reporting location (travel time
to be determined by the most recent edition of the Rand-McNally road atlas which can be found
at www.randmcnally.com). The employee may use accrued leave for travel time or after
exhausting the fifteen days leave, with the exception of sick leave.”

10.9 FAMILY AND MEDICAL LEAVE. Strikethrough Deleted: Fhe-twehve- {12} weeks-of

vacation— Also added clarification that employees on FMLA leave do not receive holiday pay



unless they choose to use their own accrued leave concurrently with FMLA leave. If an
employee chooses to use accrued leave concurrently with FMLA leave, then benefits will accrue
during the paid leave.

11.1 SAN JUAN COUNTY MEDICAL PLAN. Added: “In the event of an employee’s
separation from employment for any reason other than death, all coverage ends at midnight on
the last day of employment and the County will refund any unearned premium. In the event of an
employee’s death, coverage for any dependents on the plan will remain active through the end of
the next pay period ending date following the employee’s death, and no refund will be given. If a
covered employee dies without any dependents on the plan, a refund shall be given for any
unearned premium.”

12.4 SHORT-TERM DISABILITY PLAN. Added: “In order to receive the benefit, an
employee must contact Human Resources as soon as possible after becoming unable to work to
apply and all requested documentation must be provided by the employee in a timely manner.”

12.8 FITNESS ACTIVITIES. Added: “Sheriff’s Office fitness activities are governed under
Resolution No. 21-22-09, included as Appendix 1.”

14.1.7 ON-CALL AND STANDBY PAY. Fire Department employees and Sheriff’s Office
certified officers are not covered by this policy and are instead governed by resolutions 20-21-01
and 20-21-02, attached as Appendix J.

14.1.7.2 ON-CALL EMPLOYEE. Language in RED added and strikethrough deleted: An
hourly/non-exempt employee who is required to be available to respond to calls and
emergencies, but who, on his or her time off from work is free to use the time as he or
she pleases, is considered an on-call employee. These employees are required to be
response ready for calls for service and must answer all calls that have a potential to
be a call for service. The employee will provide a means of communication by which
the employee may be reached. Department specific procedures and response time
shall be determined by each the-department and approved by the County Manager.
These employees are not entitled to additional-wages-er an overtime premium by
virtue of being on call or waiting to be paged or called to work.-For each seven (7)
consecutive days served on-call, the on-call employee will receive two (2) hours of
straight time pay at their regular rate of pay. Any break in the 7 consecutive days on-
call or an on-call period that lasts less than 7 consecutive days, for any reason, is not
eligible for the 2 hours on-call pay. Failure to comply with department specific
procedures and expectations relating to on-call duties may result in disciplinary action
and/or loss of the 2 hours on-call pay.

In addition to the two (2) hours on-call pay, when an on-call employee is called into
service, that employee’s time on the job shall be compensated as provided in FLSA.
These employees will be compensated for a minimum of two hours of time for every
call out, beginning from the time they leave their residences until their service is
complete. An employee who is able to respond from home will be compensated in
15-minute increments and the two-hour minimum does not apply. Time shall be



compensated at one and one-half times (1 %2) for actual hours worked in excess of
forty (40) hours for regular employees.

14.6.2. PAY. Added: “In the event of an overpayment, that cannot be immediately corrected,
the overpayment shall be deducted from the next payroll following the date the County becomes
aware of the overpayment. No repayment shall result in pay being brought below the minimum
wage. The County may span reimbursement over more than one pay cycle when necessary or
convenient.”

14.6.3 TIME REPORTING. Language in RED added: Time reporting will be done
electronically via timeclocks and/or desktop entry or approved mobile app. Hourly employees
are expected to clock in/out daily to include any personal leave, including lunch, unless auto-
deduct applies to the employee’s specific position. For purposes of pay, time worked will be
rounded to the quarter hour in seven-minute increments: minutes 1-7 round back to the quarter
hour and minutes 8-14 round forward to the quarter hour. Regardless of the rounding rule, the
time keeping system will register the actual time clocked in/out and supervisors may use this
information to determine tardiness.

15.7 MOTOR VEHICLE ACCIDENTS. Added: “An employee operating a motor vehicle
involved in an accident may be subject to drug and alcohol testing pursuant to section 17.3.2 of
this policy.” Some language removed and moved to section 17.3.2 to consolidate all drug and
alcohol testing policies into section 17.

17.3.2 POST ACCIDENT TESTING. New paragraph, (mostly moved from section 15.7):
Any motor vehicle accident, whether in a County vehicle or in an employee’s personal vehicle
while performing their job duties, resulting in injury or in property damage or where the
employee is cited as the party responsible for the accident shall result in drug and alcohol testing
for the employee who was operating the motor vehicle, unless a determination is made by the
County Manager, Claims Manager, Safety and Compliance Manager, or Chief Human Resources
Officer that a drug test is not necessary. Either the Claims Manager, Safety and Compliance
Manager, Chief Human Resources Officer, the employee’s immediate supervisor or another
supervisor designated by one of these individuals, shall transport the employee for testing. Note:
Holders or operators of commercial motor vehicles and/or holders of the CDL license are also
governed by the Drug and Alcohol Policy for the Operation of Commercial Motor Vehicles,
attached as Appendix B.

17.3.3 — CONSEQUENCES OF REFUSING TO SUBMIT TO DRUG OR ALCOHOL
TESTING. Moved to 17.3.5 and added a note that CDL holders are also subject to appendix B.

17.3.4.1 PROCEDURE FOR TESTING BASED ON REASONABLE SUSPICION FOR
NON-CDL HOLDERS

STEP 1. Inthe event any County employee has reason to believe an employee may be impaired
by drugs and/or alcohol while on the job, the employee’s supervisor must be notified. Amended
to read: “The employee’s direct supervisor, along with another supervisor trained in recognition
for reasonable suspicion testing, shall observe the employee directly and then make a




determination whether reasonable suspicion testing is warranted. If the supervisors find
reasonable suspicion and choose to order drug and alcohol testing, the supervisors’ observations
shall be documented in writing within twenty-four (24) hours. The Claims Manager, the Chief
Human Resources Officer, and/or the Safety and Compliance Manager will be notified that a test
is being ordered.”

STEP 4. Language in RED added: Following completion of testing, the employee will be placed
on administrative leave with pay until the test results are available. The County shall transport
the employee home or assist in arranging for a friend or relative of the employee to pick them up.

17.3.6  CONSEQUENCES OF A POSITIVE TEST - Added: “Please note: Holders or
operators of commercial motor vehicles and/or employees required to hold a CDL license are
also governed by the Drug and Alcohol Policy for the Operation of Commercial Motor Vehicles,
attached as Appendix B.”

17.3.4.5,17.3.6.1, 17.3.6.3 Added: “in combination with observations made of the employee”
to go along with the results of a drug or alcohol test in determining whether or not an employee
was impaired.

17.6 MOTOR VEHICLE OPERATION AND EMPLOYEE DUI’'S/DWI’S - 1764
DEFINITION. For purposes of this policy, the word “conviction” includes pleas of guilty
and no-contest, “regardless if the sentence is deferred or whether or not adjudicated quilty

by the Court.”

18 HARASSMENT AND DISCRIMINATION - Paragraphs added to definition:

Discrimination occurs when a person or group of people are treated differently from another person
or group of people and is prohibited when the treatment is due to a protected status such as race
(including hair texture, length of hair, protective hairstyles, or cultural or religious headdresses),
sex, religion, national origin, age, sexual orientation, gender identity, or mental or physical

disability, etc.

Harassment is to trouble, worry, or torment someone on a persistent basis; bullying, repetitive
bothering, singling someone out. Harassment behaviors include, but are not limited to, the display
or_circulation of written materials, pictures, or videos, including on social media, unwelcome
sexual advances, and degrading verbal remarks directed at or made in the presence of others.

Quid pro quo sexual harassment is when an employee with supervisory authority makes sexual
advance or demand toward an individual and the submission or rejection of this advance results in
a tangible employment action.

Hostile work environment harassment is created when someone is made to feel unwelcome,
inferior, or is severe and pervasive enough to affect the person’s work environment.

18.3 MAKING A FORMAL CHARGE (of harassment or discrimination) — Added:
“(Emplovees of the Sheriff’s Office shall be subject to the additional terms of the Sheriff’s




Office internal policy and procedures regarding harassment and discrimination, and
investigations will be conducted in accordance with that policy.)”

21.3 RETURN OF COUNTY-PROVIDED COMMUNICATION DEVICES. Any
outstanding debt may be deducted from the employee’s final pay provided the employee has
been notified of such deduction, has signed a written authorization for the deduction, and the
deduction will not reduce the employee’s pay below minimum wage or overtime pay that is due.

24.4 GROUNDS FOR DISCIPLINARY ACTION.
16. Conviction of a misdemeanerorfelony that invelving-meralturpitude so-longas-the-eriminal
cenviction—directly relates to the particular employment, trade, business, or profession.;

26.5 TRANSFER. Any classified employee is eligible to compete for regular, full-time or part-
time positions within the County._Upon submission of an-transfer application; for a new
position, a background investigation may be conducted. In the event an employee accepts
a new position within the County, the employee shall begin a new trial period upon starting
the new position.

28.3 COMPENSATION FOR ACCRUED VACATION AND SICK LEAVE UPON
TERMINATION. (And 28.3.1 and 28.3.2) Changed to define “base rate” for FLSA 106 hour
employees which is: “the employee’s FLSA rate for the position held at the time of termination.”



