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SECTION 1: GENERAL PROVISIONS

1.1  Adoption and Application of Policies

A. The Hanover Countiduman Resources Policisst forth in thislocumensupersedes all
previousHuman Resourcesolcies ThesePolicieshave been approved by the County
Administrator and adopted by the Board of Susems of Hanover County, and shall apply to
all departments, positions, and employees of the County including those of the Community
Services Board. Other employees identified by resolution of the Board of Supervisors may be
included in the coverage of thepolicies

B. Severability: If any part of thegmliciesis held to be unconstitutional, illegal or otherwise

unenforceable, that part shall be deemed severable, and the holding shall not affect the
validity and enforceability of the remainder.

1.2  Purpose ofPolicies

A. To provide equitable conditions of employment for employees of the County.
B. To establish and maintain uniform standards of employment and compensation.
C. To aid supervisors in dealing with personnel issues.

1.3 Amendment of Policies
Thes rules may be changed or amended by resolution of the Board of Supervisors.
1.4  Compliance:

Department heads shall take necessary and prompt action to insure compliance witbltbiese
within their respective departments.

1.5 Avalilability of Policies

TheHuman Resources Policishall be maintained by tHairector ofHuman Resources and a

electroniccopy shalbe maintained n t he Countyod6s website.in A hard c«
the office of each department heatlo has employees withoabmputer acces3hesePolicies

will be available for review by any employee during normal work hours.

1.6 Human ResourceTerms/Definitions

Accident: An unpredictable event in which damage/injury is sustained to equipment/employees.

Active Status: Earning a paychecthroughhours workedor taking approvegaid leave, such as
sick leave, annual leavandcompensatory leavdt does not includeraployeeson shoritermor
long-term disability or on leave without pay status.

Administrative Leave: Leave approved by the County Administrator and not covered by any
other leave provisions. This leave may be with or without pay.

Applicant: An individual who indicates a specific interest in a current job vacancy or a type of
work for which the Countyires; and who provides all essential information on a Hanover County
Employment Application
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Appointing Authority: The Board of Supervisors is the appointing authority for the County
Administrator the County Attorneythe Chief Assessoand the Directoof Internal Audit The
Executive Director of Mental Health/Intellectual Disabilities/Substance Abuse is appointed by the
Community Services Board and the County Administraiepartmenheadsanddeputyand
assistantounty administratorsare appointed by the County Administrator after consultation with
the Board of Supervisors. All other County employees shall be appointed by their respective
department heads. The appointing authority is also the terminating authority.

Appointment: The dacement in or hiring for a specific open position. The appointment may be
in any of the following categories: probationary, seasonal, temporarytjmertor fulktime.

Authorized Absence:eAn absence approved by the employeeds s
natification is given to the supervisor of the reason for absence and estimated length of absence.

Authorized Position: A position listed in the Personnel Complement approved by the Board of
Supervisors and assigned a unique position number.

Benefit-Eligible: A position whereby the employee works at l&ishours/week for a 40 hour
position.

Career Development:A plan developed within a department or organization that provides for
career advancement within a class of position titles.

ClassClassification: A group of jobs or positions sufficiently similar in duties performed,
degree of supervision exercised or required, minimum requirements of education, experience or
skill, and such other characteristics that the same class title, the same tesessf dihd the same
schedule of compensation may be applied. There may be times when a single position
classification is warranted.

Class Specification:A formal written statement of the class, which defines the general
character and scope of the dutied agsponsibilities of positions in the class. This statement is
usually supplemented by examples of work, enumerates knowledge, skills, abilities and other
requirements for successful performance of the work and states minimum education and
experience redeements for positions in the class.

Close Family Member:An empl oyeeds parents, grandparents, g
brothers and sisters or the spousebds parents, gr a
or other persaglivingi n t he empl oyeeds house-meativekoraThi s i ncl uc

person who is legally acting in one of the preceding capacities.

Compensation Plan:A written plan of salary progression, containing the grade placement of
positions, the exempt or naxempt status, and the annual rate of pay for each grade.

Complement: The official authorized list of positions approved by the Board of Supervisors and
maintained by the Departmeoit Human Resources

Conditional Status
a. The1l2mont h period foll owi n¢oaaewpasitopor oyeeds appoi
b. The period followng notification to a full or patime employeehat improvements must

be made in certain areas of the performance dftieerjob to avoid further action

which may include suspension, demotion or dismissals statudypically lasts90 days.
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Continuous County Employment:The total length of time an employee has been employed

with the County. Continuous County employment is defined as beginning with the employment

date as defined below and continues ountyi |l the emp
employment. See Reemployment and Reinstatement.

Contractual Employment: See Independent Contractor.

Controlled Substance: Any drug or substandéestedin Section 54.13401 and Schedules |
through IV of Sections 54-3446 through 54-B456 of the Code of Virginia, as amended, and
Section 202 of the Controlled Substances Act (21 U.§812), as amended, whose manufacture,
distribution, dispensation, user possession is controlled by laWwhe use ofanyprescription

drug prescribed for another pergeralso the illegal use of a Controlled Substance

Demotion: Movement from one class of position to another of a lower pay grade in which the
employee mets the minimum qualification standards.

Department: An administrative unit designated by the Board of Supervisors under the
supervision of the County Administrator; or a constitutional office, the Department of Social
Services, or the Office of the CayrAttorney.

Department Head: The individual responsible for the management and supervision of the
department.

Director of Human Resources: The Director of the Human Resources department, or the
designee of th®irector.

Discipline: Action taken agaist an employee ranging from oral reprimand to dismissal
depending on the severity and frequency of the em

Dismissal:An i nvoluntary termination of an individual d

Drug: Any substanceincluding anycontrolled substangéut excluding alcohotaken into the
body, which may i mpair onedés ment al faculties and

Dual Position: Employment in any capacityithint he County ot her than the e
primary job. An exempt employeis prohibited from working in a neexempt dual position with
the County.

Educational Requirements Any college degree, coursework, or credits required for a

position, including hiring, promotions, transfers, and career development advancements and
placements, shall be from a college or university appropriately accredited by one of the accrediting
associations recognized by the Council for Higher Education Accreditation (CHEA) or high

school equivalency program or correspondence courses approved mmhe6wealth of

Virginia and accepted by Hanover County Public Schools for home schooling.

Employee:An individual who is employed by Hanover County.

Employment: Placement ira fundedvacant position using established recruitment processes.
Employment Date: The effective date of hire. The employment date is used for the purposes of
determining years of service and for calculation of leave accrual. An employee who moves from

the School System or anoth@ountydepartment retains the original employmeatedprovided
there is no break in service in excess of 90 days.
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Essential EmployeeAn employee, as determined by the Department Head and specified in the
position description, whose function is considered essential to the operation of County services
ard who is required to report to work during adverse conditions. Adverse conditions are declared
and defined by the County Administrator.

Exempt Employee:Employees in positions identified by tBérector of Human Resources
whose compensation is not subjaxthe overtime requirements of the Fair Labor Standards Act.

Flexible Work Schedule:Any nonstandard work day or work week granted to an employee
by his/her immediate supervisor that benefits both the County and the employee

Holiday Supplemental Pay: When a norexempt benefieligible employee is required to
work on a holiday, the employee shall be compensated at an additional half of their hourly wage
for the hours worked.

Immediate Family: An e mpl oyee ds hep ohidssiling, brotheih-law, sistef a t
in-law, motherin-law, or fathefin-law and any other person who is a dependent of the employee

Independent Contractor: A person performing services under contract for a specified period
of time for a fixed fe or hourly fee to perform a specific function.

Job Description: A detailed written description of the duties, essential functions, operation,
methods, working conditions, equipment and/or material used, line of authority and other essential
facts about particular job or position.

Liberal Leave: Less restrictive approval of chargeable leave authorized by the Department Head
under extenuating circumstances (i.e. adverse weather, death, etc.) Generally denotes unplanned
leave.

Non-essential employeeAn employee of a department, determined by the department head,
who is not required to work during adverse conditions. Adverse conditions are declared and
defined by the County Administrator.

Non-Exempt: Employees, in positions identified by tBérectorof Human Resourcesvhose
compensation is subject to the overtime requirements of the Fair Labor Standards Act.

Non-probationary Employee: Employees whdave completed their probationary period

Continued employment is contingent on acceptable job performance and compliance with these
Policies.

Part-time Employee:Persons employed to work for less than the standard workweek.

Pay for Performance Appraisal: The procedure for determinationafa e mpl oyeeds | evel
performance in relation to applicable job performance standards.

Pay Grade:The rate of pay assigned to a group of positions and referred to by number. Classes
of positions and pay grades are established by the Board of Supervisors.

Pay Period:Pay Periods begin on the first of the month, extend through the fifteenth; begin on
the sixteenth of the month and extend through the last day of the month.

Performance Appraisal Date:The date on which the job performance of an employee is
evaluatedIn addition to the annual performanagpraisablate, performance is evaluated at the
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end of the probationary perio8pecial performance appraisal dates may be established for
employees whose probationary period is extended for cause, orgtyems placed in
conditional status.

Personnel File or RecordFile including all information pertaining to each employee. This file
is maintained in the Human Resources Department.

Position Number: A unigue number assigned to each position authobiyetie Board of
Supervisors.

Probationary Period: When initially employed, employees are required to satisfactorily
complete a period df2 months in a probationary status. During that period of time, the supervisor
evaluates t he i eibhthepogtionaPrdbationpreperdodsmayebe extended in
unusual circumstances with prior approval of the department head and the Director of Human
Resources. During the probationary period, the employment may be terminated at any time
without employeeacoursehrough the grievance procedure

Reclassification:The change of a position from one classification to another based on a
significant change in the function of the position or a reorganizafitis change must be
approved by the Board of Sup&urs if the resulting grade change is more than 4 grades.
Reclassifications within 4 grades may be approved by the County Administrator.

Re-employment: When aformeremployesds rehired more tharB0 calendadaysafterthe
e mp | o sepaeafion date

Reinstatement: When aformeremployeds hiredwithin 90 calendar daysfthee mp | oy ee 6 s
separatiordate

Resignation:An empl oyeedés voluntary termination of empl

Secondary Employment:Employment in any capacity outside of the County other than the
empl oyeeds primary job.

Senior Management:The CountyAdministrator Deputy andAssistanCounty Administrators
department heads, assistant department heads and attorneys

Separation: The cessation of employment of an employee, by the employee or the County for
any reason.

Separation Date:The date an employee terminates County employment. If an employee is on

approved sick leave orWorlsér Compensati on | e a\wdivewdteewilbes epar at ed,
the actual date of separation notice, and not the last day physically on the job. When the effective
separation date immediately precedes a holiday, the employee shall not be paid for the holiday.

Standard Work Day: A regularly schedied duty day for an employee. It is generally defined
as an 8.0 hour day, Monday through Friday, 8:30 a.m. to 5 p.m. for a 40 hour position, with an
allowance of 30 minutes for lunch, unless otherwise specified in these rules or approved by the
departmenhead.

Standard Work Week: The County standard workweek begins on Sunday at 12:01 a.m. and
ends the following Saturday at midnight.

Supervisor: An employee who has the responsibility for directing and evaluating the work of
other employees, including baobt limited to: scheduling work, recommending disciplinary
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action, providing ofthe-job training, approving leave requests and recommending hiring or
termination

SuspensionA disciplinary action which results in loss of pay and possible loss ofitenef
depending on length of suspension.

Temporary Employee: A full -time or paritime employee hired for a designated time period
not to exceed six months. Temporary employees areligible for benefits.

Transfer: A movement from one position to anettof the same position title or class and same
pay grade. In a transfer the employee is not required to serve a probationary or conditional period
of employment.
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SECTION 2: ADMINISTRATION

2.1  Supervision of County Employees:

A. The County Administratoandthe County Attorneyeport directly to and are supervised by
the Board of Supervisors. The Board of Supervisors is responsible for making all decisions
pertaining to the hiring, supervision, performance appraisal and terminatiorsefbsitions
The Board of Supervisors appoints and terminates the Chief Assessor and Director of Internal
Audit. The Chief Assessor is supervised by a deputy county administrator. The Director of
Internal Audit is jointly supervised by the Finance Committee of thedBobBupervisors and
a deputy county administratoRerformance appraisals, both in person and in writing, shall be
performed at least annually

B. The Executive Directoof Mental Health/Intellectual Disabilities/Substance Abuse Services is
appointed, evalated and terminated by the Community Services Boardha@ounty
Administrator The compensation of thHexecutiveDirector shall beleterminedy the
County Administratorin consultation witithe Community Services Board.

C. Allemployeesinthe Countkt t or ney 6s Office shall be hired,
terminated by the County Attorney.

D. Employees of the constitutional offices are hired, supervised, evaluated and terminated by the
appointing constitutional officer.

E. The general registrar, assist registrars and officers of election are appointed and supervised
in accordance with the Constitution of Virginia, Article Il, Section 8 and Title 24.2 of the
Code of Virginia, as amended.

F. All other employees report to and are supervised by the Céulmtynistrator, deputy county
administratos, assistant county administrators, and department heads. The County
Administrator is responsible for the hiring, supervision, performance appraisal and
termination of department heads, the deputy county admitgisgrand the assistant county
administrators; provided, however, that the County Administrator shall hire and terminate
department heads, deputy county administrators and assistant county administrators only after
consultation with the Board of SupervisimClosed Session. All other County employees
shall be hired, supervised, evaluated and terminated by their respective department heads.

2.2 Chief Personnel Officer

The County Administrator shall be the Chief Personnel Officer for the County ahdisbet the
administration of théluman Resources Policidde/she may delegate to the Director of Human
Resources and to others such ofdri$erduties as her shemay deem appropriate in connection
with the administration of thedeolicies

2.3  Responsibilities of the Director of Human Resources

The Director of Human Resources is the representative of the County Administrator charged with
the responsibility of assisting in the administration ofifuenan Resources Policiaad all other
personnel responsibilities imposed by policy and by law.

A. The Director of Human Resources shall have full authority to interpret and apply these
Policiesto provide fairness and equity among all employees. This authority shall not
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extendto the amendment of these rules nor to the suspension of these rules. The Director
of Human Resources shall establish procedures necessary for the administration of these
Policies

B. The Director of Human Resources shall advise the County Adminisinataatters
concerning personnel administration and shall recommend tadtiety Administrator
appropriate amendments. The Director of Human Resources shall review all requests for
amendment to thegmlicies new classifications, changes in scales gffpa classes of
positions, and reclassification of positions and shall present recommendations to the
County Administrator for action or referral to the Board of Supervisors.

C. The Director of Human Resources shall maintain all personnel recordeuhipel
files relating toCounty employees and positions.

D. The Director of Human Resources shall advise department heads to insure that personnel
administration is done in accordance with thesécies

E. The Director of Human Resources may begrssil additional duties by the County
Administrator.
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SECTION 3: PERSONNEL COMPLEMENT

31 Authorized Established Positions:

The County Administratothrough the Director of Human Resourcglsall maintain a record of
all positions (Personnel Complement), which have been established under the provisions of these
Policies for their respective departments.

3.2 Establishment of Positions:

Additional positions may be established with the appro¥éthe Board of Supervisors.

Additionally, the County Administrator may authorize the establishment of an additional position

if the Board of Supervisors has approved funding for it. When requesting a new position or
reclassification of an existing pdisin, the department head shall submit the request to the Human
Resources Department. The request to the Human Resources Department shall include a
completed Position Request form and Job description describing the duties and responsibilities of
the propoed position. The Human Resources Department shall examine the proposed position and
recommend the proper classification. Any new classifications shall require recommendation of the
Human Resources Department. No person shall be appointed, demoted rednsfgraid in any
position until the position has been first established. Once positions are established as part of the
Board of Supervisorsd adopted budget, such positi
of the County Administrator.

3.3 Pasition Classification and Review:

Positions are placed on the Classification and Compensation Plan based on a comprehensive job
description and a continuing salary range survey of the market value of similar positions in a
predetermined job market area. This review process is completadllgrior all positions. Each
position title shall be reviewed through the market survey process annually. Adjustment of salary
ranges for position titles is approved by the Board of Supervisors.

34 Discontinuance of Authorized Positions:

Department hads shall report to the County Administrator, through the Director of Human
Resources, any authorized position within their respective departments which they desire to
discontinue. After approval, the position shall be removed from the list of approviidnmss

35 Unfunded Positions:

The Board of Supervisors may rescind funding of authorized positions for all or part of a fiscal
year. The County Administrator may require that a funded position remain vacant. In either case,
the Human Resources Departrhamust be notified of such decision for budgetary reasons and for
purposes of maintaining position control.

3.6  Independent Contractors:

There may be times when the County enters into a contractual agreement for certain work to be
performed by a speciabzl company (i.e. construction, consulting, etc). Persons who are
performing those duties on a contractual basis are considered employees of the contracting
company and are not covered by any benefits of Hanover County.
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3.7 Intern Program:

A. Participants:

Participation in this program is limited to students using this program to meet academic
requirements.

With prior approval of the County Administrator, the County will establishwage
intern positions for the duration of the student placement. Perflongsthese positions
will be placed on the County payroll in a Apaid status. This will assure their
consideration a€ounty employees for insurance coverégeworkers' compensation
andin the use of a County owned vehicle. This position will be idened temporary
parttime and will be deleted at tleand of the assignment

B. County Responsibilities:

Department heads accepting a student placement shall comply with all requirements of
the educational institution from which the student will receies<lkredit. Department

heads must explore these requirements and the qualifications of the student to complete
the desired projects for the County before accepting placement.

Department heads must develop a work plan for the student that will meeddse cl
criteria as wel/l as the needs of the County.
are expected to provide a needed service to the Colihty department will establish the

hours to be worked by the intern and submit this schedule to Humanr&esgptior to

the commencement of the assignment.

The Human Resources Department will maintain a personnel file for the. Ifthen

intern is responsible for completing all of the necessary employment forms on or before

his or her first day with the Countf resume, application form or other statement of the

student 6s qualifications should be contained |

C. Performance Appraisal for Stipend:

The Department Head will complete a narrative performance appraisal at the end of the
placement and should include a description of the assigned project(s). This may be in
addition to performance appraisal documents required bgdbheational institution. The
purpose of the internal performance appraisal is to determine the quality and value of the
service rendered to the County by the student intern.

Projects determined to be of significant value to the County or which have been
conducted or completed by the student in an exceptional manner shall be referred to the
County Administrator.

At the discretion of the County Administrator upon recommendation of the Department
Head, the County may pay to the student a stipend not &zéx&1,000.00, provided the
funds are available from the departmental appropriation. To establish the level of
payment the student must have met the following schedule or hours worked in addition to
the performance appraisal.

75%- 100% of available workourseligible for 100% ($1,000)
50%-74% of available work hoursligible for 50% ($500)
less than 50% of available work hoaligible for 25% ($250)
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4.1

4.2

4.3

4.4

4.5

SECTION 4: CLASSIFICATION OF POSITIONS

Classification Plan:

The Classification Plan for the lorized positions in the services of the County provides for the
grouping of all positions in classes based upon the respective duties, authorities, and
responsibilities.

Amendment of Classification Plan:
The Classification Plan may be amended byltgon of the Board of Supervisors.
Class Specifications:

The Director of Human Resources shall maintain and may amend from time to time, the written
specifications of the classes in the Classification Plan. Specifications shall be provided by the
department heads. Each class specification shall describe théassure of the work,

characteristics of positions of the class, with examples where appropriate, and also shall include a
statement of minimum qualifications and the knowledge, skills and abilities necessary to perform
the duties assigned. The clapsdifications shall be considered as descriptive rather than

restrictive. They shall be used to indicate the kinds of positions which should be allocated to the
respective classes and not to prescribe the duties or responsibilities of any positiomaudifjto

the power of a department head or supervisor to assign duties to, or direct, control, or evaluate the
work of any employee.

Class Title:

The class title of a position shall be used as the official title of the position wherever such position
is designated in any payroll, budget estimate, or other official records or reports. The official class
title is assigned by the Human Resources Department.

Maintenance of Classification:

The County Administrator shall periodically investigate theedutresponsibilities, and

qualification requirements of all classified positions. Whenever there are significant changes in the
job itself it is the responsibility of the department head to request a reclassification study of that
position on the approgie form provided by the Human Resources Department. It is the
responsibility of the department head to notify the County Administrator and the Human
Resources Department whenever a position is no longer needed (see Section 5.4).
Reclassifications within grades andealetion of positions may be approved by the County
Administrator. All requests for other classification action must be reviewed by the Human
Resources Department prior to final action by the Board of Supervisors.
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SECTION 5: FILLING VACANCIES

5.1  Equal Opportunity Employer:

It is the policy of the County to obtain the besialified applicants available for each vacancy,

without regard to sex, race, color, religion, creed, national origin, political affiliation, age,

disability, or other nofmmerit, or norjob-related factors Hanover County will take measures to

emphasize the recruitment of qualified minorities, women, persons with disabilities, and older
persons. Hanover County will take into considerat
as an honorably dischard veteran of the armed forces of the United States provided that such

veteran meets all of the knowledge, skills and eligibility requirements for the available position.

5.2  Recruitment, Hiring and Appointment to New Position Practices:

A. The Human Resouaes Department is responsible for centralized recruitment for Hanover
County. Any tests administered as a condition of employment or to aid in making a selection
shall be approved by the Human Resources Department prior to use. No selection device will
be used without the prior approval of the Human Resources Department. No person will be
hired or appointed into a position unless that position is a vacant funded position. Final
commitments of a job offer, appointment to new position, beginning salaryatidgtdate
are made only by the Human Resources Department. An appointment to a hew position is not
effective until approved by the Human Resources Department and must begin at the
beginning of a paperiod unless otherwise approved by the Director of &luResources.

B. Any interested individual (including County employees) may apply for a posted job vacancy
in accordance with normal procedure. Job announcements will be posted as well as appear in
newspapers and/or professional and trade magazines aseppyothe Director of Human
Resources.

C. Departments having a need to fill an existing position on a temporary basis, or augment staff
on a temporary basis, shall (1) recruit for the positions; (2) contact the temporary services
agency under contract withe County; or (3) contact the Purchasing Office to assure
compliance with procurement requirements in temporary hiring outside of the contract agent
(Section 6.11).

53 Role of the Director of Human Resources in Recruitment and Selection Activities:

A. TheDirector of Human Resources shall be responsible for receiving, processing and
maintaining applications for County employment.

B. The Director of Human Resources will determine the methods by which recruitment is
conducted for approved vacant positions.

C. The level of compensation for all new appointments shall be established in accordance with
Section 4.3.

54  Procedures for Hiring:

For the purposes of this section, a vacant position is defined as any Board approved position which
is not presently filled byn incumbent.
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5.5

5.6

5.7

A. Each time a vacancy occurs and the department head supports the need for filling such a
vacancy, the original Requisition, approved by the department head, will be submitted to the
Human Resources Department. The department head, in authorizing thengodiedfilled,
is certifying the availability of funding for the position.

B. The Director of Human Resources will determine the appropriate method of attracting a
qualified pool of applicants for the vacant position. The Director of Human Resources is not
required to conduct open competitive recruitment programs for those classes of positions for
which recruitment programs have already been conducted within the last 90 days. Sufficient
qualified applicants for employment consideration in that class dfigrosnust remain in that
applicant pool.

C. The department head shall review the qualifications of all applicants. It shall be the
responsibility of the hiring department to maintain supporting documentation on the
methodology used to determine those aglis to be given further consideration for the
vacant position. This process shall be reviewed and approved by the Director of Human
Resources

D. The department head shall submit a list of the applicants interviewed, a recommendation as to
an offer of emplognent, and shall indicate whether the applicant is subject temppéoyment
tests or other procedures. The department shall maintain appropriate documentation of the
screening and interview process.

E. Should post selection, pemployment information, inclling criminal records checkyug
test or physical examination results be required, a provisional offer of employment will be
made to the applicant. Execution of a provisional employment contract may be required.

F. The department head shall also recomntéedcentrance pay rate for the preferred applicant.
Appropriate pay rate approval shall be obtained prior to the offer of employment.

Employment of Relatives:

It is the policy of the County not to employ immediate family members of present employgees in
supervisorysubordinate relationship, or in any other relationship which the department head
considers to be detrimental to the functioning of his or her department

The State and Local Government Conflict of Interest Act (Virginia Code3R02) albws the
employment of immediate family members of County officers or employees, only if the officer or
employee does not exercise any control over the employment or the employment activities of the
family member and the officer or employee is not in atpmsto influence those activities.

Fixing Employment Date:

Employment shall become effective as of the date on which the employee officially begins the
performance of the duties of the position. This shall include new employee orientation and
training. So far as is practical, effective dates shall be established at the beginning of regular pay
periods.

Probation and Conditional Status:

A. All County employees must satisfactorily complete a probationary period immediately
following initial employmem, or reemployment. Current employees who move from one
position classification to another, other than by a transfer or career development program
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5.8

5.9

move, are placed in a conditional status and must serve a 12 month probationary or
conditional period. Proli@nary periods may be extended in unusual circumstances.

The probationary period is an opportunity to determine whether or not the employee is suited
for the job. During this period of employment, employees may be terminated at any time if
thedepartment head determines that the employee is not suited to the position. The
department head shall consult the Director of Human Resources prior to action in such cases.
Current employees in a conditional status, after a move from one position torahatteeno

right to an expectation of continued employment in that position unless satisfactory
performance in the position continues.

Should the probationary or conditional period be insufficient to determine whether or not the
employee can handle his loer new position, this period may be extended with approval of
the Director of Human Resources. A request should be submitted by the department head
specifying the length of extension and the justification.

Re-employment and Reinstatement:

When an emplyeehasseparateé from County employmentaterseeks employment again
with the County, and is hiredhis or heremployment status is determined as follows:

A. Re-employment:

An employee who is remployed will be required to complete all new hire paperwduk.
employee who is remployed within one year of the employee's separation date will receive
credit for prior years of service when the employee's annual leave asxhadéave payout,

and service awards are cdkmed.

B. Reinstatment:

A reinstated employee's service date is not affected by the employee's separation from County
employment.The accrual rate for both annual and sick leave will be reinstated aodhal

ratethat existed at the time of the employee's separatfamnual and compensatory leave
balances had not been paid out to the employee after separation, then those balances wiill
remain upon reinstatemenf. leave balances were paid out up@paration, then fifty

percent (50%) of the uncompensated sick leave balance will be restored upon reinstatement,
however no annual leave, compensatory leave or floating holidays will be reinstated

C. Following Retirement

For retirees who return to wiofor the County within 90 days of retirement, sick leave will be
reinstated at 50 percent of the unpaid sick leave balance for retirees filling {edigddie
positions. For retirees who return to work for the County in alrerefit eligible positionno
sick leave will be reinstated.

Seasonal Hiring:

This section covers employees who are hired for seasonal positions. Once they compete for initial
employment and are employed they may remain on the payroll until such time as the seasonal
assignment is concluded. The department, if the performance @fhleyee has been acceptable

and the employee wants to remain as a seasonal employee, may place the employee in leave
without pay (LWOP) status (see Section 8.7) until such time as the services are again required for
the previous position or similar padsih in the same classification. At this time the department

may reactivate the payroll status of the employee.
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If, at the end of the original appointment or any subsequent appointment the department no longer

requires the services of the employee, thpdmo y e e 6s perf ormance was unacce
employee no longer desires seasonal employment, the department may terminate the employee.

Thereafter, the terminated employee would need to submit a new application for future

employment consideration with ti@ounty.

Employees in seasonal positions are not eligible for employee benefits and do not earn leave.

5.10 Emergency Hiring:

There may be instances where the orderly operation of government may necessitate the hiring of
personnel outside of the norhpaocedure for filling vacancies. Authority from the County
Administrator to hire on an emergency basis shall be requested in writing by the department head,
stating the circumstances and the process to be followed in the emergency hire. To the extent
precticable, the usual employment procedures shall be followed. No employment under this
provision can be committed prior to the approval of the County Administrator.

5.11 Provisional Hiring:

The Director of Human Resources shall review any proposed poaldiiring. The hiring of

personnel on a provisional basis may be accomplished with the recommendation of the department
head in writing to, and approval of, the Director of Human Resources. A provisional hire is the
employment of an individual with cefteprovisions spelled out as a condition of employment that
may or may not adhere strictly to the County Human Resources Policies regarding employment,
classification and compensation. A provisional agreement may be required pending receipt of
physical evluations,drugscreening or criminal records information.

5.12 Temporary Employment Agencies:

There may be times when a department has a need for additional or replacement staff for a short

duration. The County maintains an annual contract for certaipdeary services. An authorized

department representative should contact the contract provider of temporary services for the

County and request the appropriate level of temporary staff needed by the department. All

expenses for temporary services will kel directly to the authorizing department. No

temporary salary is to be paid from the regular payroll line items. Payment shall be made by

payment voucher from the ATemporary Serviceso bud

There may be occasions where the County hasardtacted for the level of position required by

the department. In such instances, depending on the estimated cost of the temporary services,
outside vendors may be contacted to secure telephone quotes. The Purchasing Department should
be contacted in st instances to determine compliance with procurement policies.

5.13 Redeployments:

When a department negi fill a vacant positionbut isunable to recruit and fill the positiatue

to budget restrictionsghe Director of Human Resources and Coundyrnistratormayredeploy,

or temporarily reassign, an employee from one department to another department, or from one
position to another position within the same department.
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5.14

5.15

Criminal Records Check:

The Board of Supervisors has found it necessare interest of public welfare or safety, for all
applicants to be subject to a gmployment criminal records check.

Following a provisional offer of employment, the Director of Human Resources will request a
criminal records check of the prospectemployee from the Department of State Police. Upon
receipt of information which indicates a prior criminal conviction, the Director of Human
Resources will consult with the County Administrator and appropriate department head to
determine if there is a ooection between the crime involved and the job sought. In cases where
the County Administrator determines that the criminal record is incompatible with the nature of
employment, the provisional employment offer shall be withdrawn. The decision of theyCoun
Administrator shall be final. An explanation shall be provided to the applicant that is denied
employment. Criminal history records shall be kept confidential.

Drug-Free Workplace and Substance Abuse Testing Policy:
See Section 15
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6.1

6.2

6.3

SECTION 6: COMPENSATION OF EMPLOYEES

Compensation Plan:

A.

The Compensation Plan for the authorized positions of the County shall be approved by
the Board of Supervisors and shall consist of: (1) the assigned pay grade and (2) rules
providing for application of th scales and fixing the rates of pay for individual

employees within the pay grade.

Persons employed in an authorized position on atjpaetbasis will be paid at a rate
equal to a fultime employee in the same or similar classification.

The salary sdas set forth in the Compensation Plan represent the total salary for a
position without regard to participation by any other entity. In cases where the salary
allowance set forth by such entity is lower than that allowed by the Compensation Plan,
the salay allowed by the Compensation Plan shall govern. An employee in a position
funded by the State Compensation Board shall be compensated at no less than the
minimum of the Compensation Board salary range for that position classification.

Amendment to the Compensation Plan:

The Compensation Plan may be amended by resolution of the Board of Supervisors.

Interpretation and Effect of the Scales of Pay:

A.

Entrance Rate:

The entrance rate payable for any position of any class shall be the lowest or minimum
rate in the pay grade for the position, unless training or experience would qualify the
employee for a higher entrance rate and the higher rate is approved purshant to t

section. Department heads may hire no more than 10% above the minimum with approval
of the Director ofHuman Resourcesliring above midpoint of the salary range (greater

than 35% above the minimum) requires concurrence dbiteetor ofHuman Resoues

and approval of the County Administrator.

Appointment to New Position:

When a current employee is appointed to a new classification with a higher pay grade,
salary shall be established as if the employee was a new hire. New position appointments
do affect the performance appraisal dates. The employee will be placed inteooahdi

status for a period dfvelve months. An acceptable performance appraisal at the end of
thistwelve-month period will provide for continuation in that position, subject to

continued acceptable performance, and the release from conditional stetasntial
performance appraisal dedad any salary increasball beprorated based on the

effective date othe appointment to new positioNo employee shall be eligible for

more than one performantased salary increase in any twelaenth period.

No employee may be appointed to a position where he/she will exercise any control over
the employment or employment activities, or influence the employment activities of
another employee who is an immediate family member.
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C. Demotion:

1. VOLUNTARY DEMOTION

If the demotion is voluntary, placement at the appropriate level within the new
salary grade would be based on experience and prior performance and must be
approved by théepartmenhead andirector ofHuman Resources. In a

voluntary demotion, the performamappraisal date remains unchanged.

2. INVOLUNTARY DEMOTION

If an employee is involuntarily demoted as a result of disciplinary action, for
example, or action related to unacceptable job performance, the rate of pay may
be reduced by at least 2.5% perdgraeduction or by a minimum of 5%, and the
employee will be placed on conditional status for a period of twelve months.
There will be no salary increase at the end of the conditional pefiibe salary

is established in the same manner as for volurdanyotion. A performance
appraisal must be completed wittimelve months of the date of the demotion.

A proficient performance appraisal will result in release from conditional status
and continuation in the position subject to continued satisfactorgrpsahce.

There will be no salary increase at the end of the conditional peFiual.
performance appraisal date shall be established one year from the effective date
of the demotion.

D. Transfer:

When an employee transfers from one position to another of the same position title and
pay grade, there will be no change in salary. The transferring employee will not be placed
on conditional status. The employee will retaon-probationarystatus and wliretain

the original performance appraisal date. All transfers shall be approved Direbtor of
Human Resources. Transfers to a position at a higher pay grade will be considered an
appointment to a new position. Transfers to a position at a lessgrame will be treated

as a voluntary demotion.

E. Reclassification of Position:

If a position is reclassified upward and the incumbent is assigned to the higher level,
salary is established based on 2.5% increase per pay grade advanced or to the minimum
of the new grade, whichever is greater, unless the County Administrator approves a
salary in accordance with the provisions for new appointments (4.3B); however, the
performance appraisal date is not changed. If a position is reclassified downward and the
incumbent is assigned to the lower level position, salary is established as for voluntary
demotion

An incumbent in a position which is reclassified must meet all minimum qualification
requirements for that reclassified position.

F. Career Development Adancement:
Employees participating in a career ladder program must follow the procedures as

specified in the position career laddéy.career ladder advancement is not considered as
an appointment to a new positioA.career ladder advancement is basedo advanced
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skill or credential level of the individual, not on a functional change in duties or
responsibilities.

The Career Development Ladder Program Guidelines, see APPENDIX C, outline the
requirements for the consistent development, implementatidrpractice of career
development plans. Changes to the guidelines require approval by the Board of
Supervisors.

The establishment of all Career Development Plansareer ladder programsquires
approval of theCounty Administrator Each plan @sented must meet the following
criteria:

1. Review for advancement mcareer development plaan occur
anytime during the yearThe effective datavill be the next
available pay cycléollowing approval

2. The department must submitifuman Resourcesritten
documentation that the employee has met all of the requirements
for advancement to the higher level of the career development
plan including educational requirements. This must include copies
of all professional certificates and/or licenses required.

3. To advance in the career development plamleyeeseedan
average score &3 i p r o f )ion thestwotmdst recent
performance evaluations.

4. The employee must be in the current position for at least a year
before becoming eligible to advance in tdaeer development
plan.

Nothing in any career development plan may be interpreted to imply continued
employment as an employee right. Continued employment at any level in a career
development plan is based on employee performance, emmjagégcations, and the
needs of the department.

G. Pay for Performance Salary Increases:

Employees shall be eligible for pay for performance increasekly 1 of each year.

Pay for performance increases are prorated for any employee occupying tto gositi
less than twelve months as of July 1 of any year, incluapppintment to new position

or involuntary demotionSalary increases provided for by movement within a pay grade
shall not accrue solely as a result of the completion of the requirexti mdrservice but
shall be based on factors contained in the performance appraisal doc&mghbyees

shall receive a pay for performance salary increase calculated as a percentage of the
employeés salary The payment percentage is approved annualipheyBoard of
Supervisors for each performance level specified on the appraisal docy®eat.

Sedion 14).

H. Benchmarking:

Benchmarkng is a salary comparison tool for researchimgmarkefor each position

with regard to compensati@ndbenefits. Each position is included imeannuakalary
surveythatcompaes the Couniy s s a Imarket amdsregtortal salariem the

absence of market data for a particular position, an internal analysis is conducted.
Recommendations for adjustments in sakdre based on the survey resuits pay

grade adjustmeris approveds a part of the budget procéssthe Board of Supervisors,
therelatedsalary ncr ease i s based on thepapgradpoi nt of
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The employee must receives@ore of proficient or higher ohis or hemperformance
evaluation in order to receianincrease.Employees hired between July 1 and
December 31 of that fiscal yeahose positions are benchmarkaé eligible for 50% of
the increaseand employees hireafter December 31 of that fiscal year are not eligible
for a benchmark increase.

l. Rates of Pay:

Hanover County publishes a salary scale for offices that require employees to work a
forty (40) hair workweek,2080 work hours per year. All rates in thelssaf pay are
those authorized for a period of twelve months and include compensation for Holidays.

J. Temporary Reassignments:

Department heads, with the approval of the Director of Human Resources, may
temporarily reassign any existing employee for a period not to exceed 90 calendar days to
perform other duties in that department. The County Administrator shall have the
authorityto temporarily reassign employees to other departments.

6.4 Compensatory Leaveand Overtime Pay.

A. Employees imon-exemptpositions are eligible for pay aompensatorieave at one and one
half times their regular rate of pay for any hours worked in excess of forty @@)during their
standard workweek.

1. Overtime is computed with the workweek beginning on Sunday and ending on Saturday,
unless otherwise approved thetDirector of Human Resources. Hours worked up to
forty will be paid at the regular rate of pay.

2. Compensatorjeave may be awarded in lieu of cash wage payments on a time and one
half basis at the written request of the employee on forms provided blpthan
Resources Department, with approval of departmenhead. The maximum
compensatorjeave accrual shall &0 hours after which cash wages, computed at time
and onehalf the hourly rate for hours worked in excess of thedard workweek, must
be mid. Department heads are responsible for knowingtilepensatorjeave balances
of their employees, and must develop a plan to either reduce or maintarensatory
leave balances at or below the maximacarual(80 hours)

3. Up to80 hours ofcompensatry leave may be carried over to the followifigcal year.
Any compensatory leave in excess of 80 hours must be paid out in cash wages at the end
of the calendar year.

4. With respect to fAfire protection employees, 0
section 9.1700, payment of overtime compensation and/or the awardiogmpensatory
leave shall be in accordance with the provisions of Virginia Code sectioiif®.1
through 9.1706.

5. Time associated with attendingquired and/or approvepbb-relatedconferences,
seminars, and the likandrelated travel timeis compensable in accordance with the
requirements of the Fair Labor Standards Act and its implementing regulations.

6. Fornon-exemptemployees working on a holiday, see Sectiéhl.
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B. Employees irexemptpositions,with theexcepion of Senior Managemenare eligible to earn
compensatory leavier hours actually worked in excess of their standard workweek with the
approval of the department head or designee. Compensatory leave isoeeanebwfor-hour
basis and may not excee8D hours. Compensatory leave is computed with the workweek
bedgnning on Sunday and ending on Saturday, unless otherwise approved by the Director of
Human Resource€Exempt employees may not earn compensatory leave for any hours worked
for which they receive other forms of paid leave unless approved by the Countyigtdsmior.

C. Up to 80 hours of compensatory leave may be carried over to the following fiscal year.

D. Hours worked beyond the regularly scheduled workweek must be authorized and must be limited
to emergency, seasonal, or occasional gea#t needs. Its @son a continued basis for
accomplishing regular services is prohibited.

E. Holiday and County closing due to weather, for purposes of this section, will be considered as
hours actually worked in the calculation of overtime or compensatory |&aealsd.2.C.

F. Earned compensatory leave must be approved in advance by the department head or a designated
representative. Reporting requirements are the sanmefeexemptemployees accruing
compensatorjeave as foexemptemployees.

G. Termination or departnm transfers:

1. Non-exemptemployees with @ompensatorjeave balance at the time of termination
depatment transfer, will receive compensation for ttegimpensatorjeave balance.

2. Exemptemployees with a compensatory leave balance at the time of termination, or
department transfer, will receive compensation for their compensatory leave balance up
to the 80 hour maximum.

3. Non-exemptandexemptemployees who are appointed to a new positiandifferent
department must be paid for their accumulatechpensatory leave as outlined above.

H. Change in employee status:

1. If anon-exemptemployee is moved to axemptemployee status that is ineligible to
earn compensatory leave, thmployee with the consent of his/her Department Head,
has the option of either retainitigeir compensatorieave balancer having their
accumulated compensatory legagd.

2. If appointment to a new position is in a different department, compensatory leate will
paid out by the employeebds former department.

65 AONn Call o0 Pay:

AioOn Call 6 Pay is compensation for those employees
when needed to handle exceptional situations occurring outside standard working hours. It is

available only to those employees determined eligible by the department or agency head and the

Director of Human Resources.

AL AOn Call d time shall be a period when an empl oy
station and is free to engage in pers@uivities, subject only to the understanding that the
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empl oyee will conform to the department or agen
prompt response when necessary.

B. Any department, agency or official subject to theséiciesand r equi Fongt aOhi €aql
shall submit a proposed Plan including designat
response requirements, procedures for schedul in
compensation, to the Director of Human Resources, who shall fothaflan to the County
Administrator with a recommended action. The County Administrator shall then approve or
di sapprove the Plan. Any fA0On Call o pay shall <co
Administrator.

C.Iln general, AOnNn QatHelfollowipgayidelmdsal | conf or m

a. Specific individuals scheduled to be @AOn
rotating basis.

b. Required response periods and any other
service shall be included in the Plan, and shall be comntedita affected
applicants and employees in writing.

c. AiOon Call 06 service requirements shal/l be
affected positions.

D. Inthe event State or federal laws or regulations differ from this policy, the procedures and
compensation required under those laws or regulations shall be included in the Plan submitted
to the County Administrator and those requireme

6.6 Rates of Pay for Temporary and PartTime Employees:

A. Persons employed by the @dy on a partime or temporary patime basis will be paid at
an hourly rate equal to futime employees in a same or similar classification. Persons
employed for a specified period of time or for a specified task will be paid on an hourly rate.
The haurly rate will be determined by the Director of Human Resources based on information
received from the department head regarding the duties to be performed and the skills needed
to accomplish the task.

B. No temporary appointments will be longer than 6 months without a written request and
approval of the County Administrator. Time spent in a temporary status shall not be used to
meet requirements for benefits afforded employees in authorized positionsiwudast
temporary employment immediately preceding employment in an authorized position in the
same class where duties are identical may be used in deterthielegel of compensation.

6.7  Pay for Serving in Acting Capacity:

Whenever an exempt or n@xempt employee is required to work in the capacity of a hitghe
supervisory position for a period exceeding one (1) full pay period, such employee may be paid
additionally for assuming the hightavel duties. Such assumption of duties must be approyed

the department head and County Administrator. A salary supplement in an amount to be
determined by the County Administrator, not exceeding 10% of the regular rate of pay, may be
granted to the employee, in consideration of any additional duties @nséisitities. During the

acting period, the employeeiigligible to receive additional pay for the first full pay period.
Eligibility for acting pay shall start at the beginning of the second pay period. This policy does not
apply to situations where thhemporary absence/vacancy is caused by the use of annual and/or
compensatory leavieunless such leave is related to the serious health condition of the employee
and/ or Family and Medi cal Leave or Military Leave
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writing and in advance to the Director of Human Resources who shall provide the review and
necessary processing. Retroactive requests will not be considered. Exceptions to this policy may
be made by the County Administrator.

6.8 Pay Periods:

For salariecemployees, the pay period is not measured in work hours or workdays. The pay
received on each payday is 1/2sf the annual salary amount. RPtirhe hourly employees are

paid on the basis of authorized time sheets submitted on a schedule establialid in e
department. Overtime is calculated for each standard workweek and is paid in the first payroll
cycle following the period for which overtime is reported.

6.9  Personnel Transactions/Payroll Procedures:

A. Payroll Reporting Sheets/Paychecks

All department heads are responsible for insuring that accurate information is submitted for each
employee through the Payroll Reporting process. All payroll reporting sheestibe signed by
the department head or otlarthorized prson.

Departments areeguired to submit documentation in a form acceptable tDitteetor of Finance,

with appropriate signatures, to support the information submitted on the payroll reporting sheet.
The exact format for this documentation may vary from department to deparased on
department needs; however, each system must be approved by the Finance Department.

Errors and/or omissions of time worked may be corrected through the payroll reporting process for
the next pay cycle or, if necessary, through the manual girecless.

All requests for manual payroll checks must be made by the department head and must be received
in the Human Resources Department prior to 4:30 p.m. of payday. All requests must be submitted
using a form provided by the Finance Department andldhexplain in detail the necessity for the
request. All regasts must carry an authorizeignature. Requests received after the deadline may

be returned to the department for the inclusion in the next regular payroll cycle.

B. Data Submission:

Any inf or mati on affecting an employeebs pay or per
Director of Human Resourceso later than the etent payroll reporting due date. Such changes

include performance appraisals, appointment to new positions, tax statusssadianges,

locations code changes, name changes, etc.

C. Changes in Pay:

With exception of new hires and terminations, any change in the rate of pay must be effective at

the beginning of a pay period. No change in the rate of pay will be made effegating d pay

period.

D. Attendance Records:

Departments must subntitme sheetdor the current pay perioddours worked andelave hours
taken must be recorded on thiene sheet,and approved by thee mpl oyeedsorsuper vi sc

Revised and Adopted lige Hanover Countydoard ofSupervisorg Decemberl4, 2011 Page29



6.10

6.11

6.12

6.13

authorized signorEmployees with questions regarding discrepancies in leave balances should first
contact the departmepayroll fiscal contact

Benefits:

The County offers a comprehensive benefit package to ailtifudl employees in authorized
positions. Specifiplan information is available through the Human Resources Department. See
Section 12.1C for benefits available to patime employees.

Payments Due to Deceased Employees:

The death of an active employee shall be reported to the Director of Hursaurées as soon as

the department is informed. Compensation for hours already worked, annual leave, sick leave and
compensatory leave up to allowable limits, and any refunds or reimbursements due the employee
must be paid in the name of the deceased eraploy

Workers Gompensation:

The County provides workeréompensation insurance coverage at no cost to employees. This
insurance program covers an injury (by accident) or iliness (occupational disease), which arises
out of and in the course of emptognt that requires medical, surgical, or hospital treatment.
Workers dompensation coverage is provided to all regular and temporary employees, both full
and parttime. With the exception of emergency treatment, in order to obtain veotker
compensation carage, the employee must use the services of the phy$ipare selected by

the County.

Employees who are injured while performing their assigned work duties are required to promptly
file a report of accident with their supervisor. (Seeident Repding Program Procedures;
located on the Mrive Safety/Incident Reporting Forms/Incident Reporting Progralg Human
ResourcePepartmentmust receive notice of injuries within 24 hours of the incident, or in the
case of injury on weekends and holidaygthe next workdayl' he Human Resourcd3epartment

will send the employee aemorandumproviding instructions for submittal of medical bills,
information regarding the receipt of wages and reimbursement from the insurance carrier.

If workers dompensation coverage is denied by the insurance carrier, the employee has the right
to appeal that decisionThe Human ResourceBepartmentwill provide information regarding

this process.

An employee unable to work as a result of an approved worledeliajury or illness is eligible to
receive 100% of hisr herregular semmonthly salary for a period not to exceed nine (9) months.
Payments from the Worker@ompensation Insurance Carrier must be delivered to the County for
any period for which 100%alary is paid. Withholding tax adjustments will be made upon receipt

of the funds.

See Section 8.10 for Worlei@ompensation Leave.
Deductions from Salaries of Exempt Employees

A. Circumstances in Which the County May Make Deductions from Pay:

The Fair Labor Standards Act (FLSA) permits the County to make deductions frdm pay
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Q) When an exempt employee is absent from work for one or more full days for
personal reasons other than sickness or disability;

(2) For absences of one or more fulydalue to sickness or disability, including
work-related accidents, if the deduction is made in accordance with a bona fide plan,
policy or practice of providing compensation for the salary lost due to illness;

3) To offset amounts employees receive ag fir witness fees, or for military pay;
or
4) For unpaid disciplinary suspensions of one or more full days imposed in good

faith for workplace conduct rule infractions.

The County may also make partddy orfulld ay deducti ons fr esalarin exempt

Q) In the initial or terminal week of employment;

(2) For penalties imposed in good faith for infractions of safety rules of major
significance; or

3) For weeks in which an exempt employee takes unpaid leave under the Family

and Medical Leavéct (FMLA).

I't is the Countyods policy tLBA. Jlemfpre the@untyh t he requ
prohibits all County department heads or their designees from making any improper deductions

from the salaries of exempt employees. The County doksllow deductions that violate the

FLSA.

B. What To Do If An Improper Deduction Occurs:

If you believe that an improper deduction has been made to your salary, you should immediately
report this to your direct supervisor, department head, or Ditbetor of Human Resources.

Reports of improper deductions will be promptly investigated. If it is determined that an improper
deduction has occurred, you will be promptly reimbursed for the improper deduction.
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SECTION 7: HOURS OF WORK

7.1 Scheduled Hours of Work:

A.

The County Administrator shall establish the scheduled hours of work. The standard
workweek shall b0 hours.

For calculation of overtime wages, the standard workweek begins at 12:01 a.m. Sunday and
ends at 12 Midnight on 8aday.

In departments where normal service requires permanent work schedules other than 8:30 a.m.
to 5:00p.m. Monday through Friday, a work schedule plan shall be filed by the department
head with the Director of Human Resources. Examples might beiageaquiring 2<our
coverage or -day coverage. Such work plan shall include the method of assigning overtime
and oncall response; if applicable to that department.

If the employee is unable to report to work or expects to be late, $teeshall cantact hisor
her cepartmentead or designateslipervisor, no later than the beginniofghis or her
scheduled work period, giving the reason fordriderabsence.

Absences of employees from their regular stations while attending approved meetings or to
perform other duties related to their work shall not be treated as absences from duty within the
meaning of this rule.

Scheduled hours of work of individual employees may be altered by the department head,
with the approval of th®irector ofHuman Resowes, within the established work schedule
of the department as conditions warrant.

Department heads or their designees may approve other temporary occasional work schedule
adjustments, which involve some combination of altered work start and stopttradew
employees to schedule family medical appointments or take care of personal business during
work hours and avoid being charged leave.

Adverse Weather Conditions:

1. If adverse weather causes difficulty in employees traveling to or from worlC amaty
offices are not officially closed, a liberal leave policy will be in effect. This policy
permits noressential employees to use annual leave or compensatory leave to cover their
absence should they not report to work or leave work early. Suchcaissas in the case
for all absences, require approval of the department head ar hésdesignee.

2. Should the County Administrator authorize the closing of County offices because of
adverse weather or emergency conditions;essential employeesilhbe compensated
based on scheduled hours regardless of hours actually worked. Should inclement weather
cause early closing or late opening of County offices, the effect on employees who report
to work will be the same; that is, those County employe#éd@icompensated based on
scheduled hours regardless of hours actually worked. Employees who report to work
prior to the late opening of County offices will not be entitled to additional compensation.
Should a department head require a-essential emplyee to report to work when the
County offices are closed, the employee will be credited with annual leave at a rate of
one hour per hour worked up to a maximum of 8 hdtinsployees who are on approved
leave (annual, sick, or compensatory leave) willbetharged leave hours during an
authorized closing.
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7.2

Employees in positions designated as essential are required to work regardless of adverse
weather conditions/County emergency closings. All such employees shall report to work
as scheduled. Departmédmads shall have the authority to require essential staff to report

earlier than the scheduled shift and/or to work longer than the regular schedule.

Depart ments with fAessentialodo positions should
reporting to the wikplace under advee conditions.

4. Inthe event a natural or mamade disaster requires the Coutttype closed or partially
closed for regular business aad Emergencfode Blue status is declarezhch
department head, biis or herdesignee, will beequired to reporttothEount y 6 s
AdministrativeOperations Center.

I.  Flexible Work Schedule
Non-exempt employeemay notflex hours over a pay periodNon-exempt employees may
only flex their hours during a wor kSomeek, as ap

examples are:

Arrive earlier in the morning and leave earlier in the afternoon.

Arrive later in the morningnd leave later in the afternoon.

Work four 1Ghour days.

Work four 9hour days and onafdour day.

Work some other similar permanent or seasonal scheduling option(s).
Add time to meal break and arrive earlier and leave later.

ouhkwnNE

Other temporary ooccasional flexible work schedules may include some combination of

alteredstart and stop times to allow employees to have medical appointments or take care of

personabusiness during work hours without being charged leawdepartmenhead may

approve fexible work schedules or compressed workweeks on an ongoing basis only after

consultation with th®irector of Human Resources. diepartmentsvhere normal service

requires permanent work schedules other than 8:30 a.m. to 5:00 p.m., work schedules shall b

recommended to the Director of Human Resources féndrisonsideration and approval.
Examples might be found oepartmerd requiring 2#hour coverage orrday coverage. In all
cases work schedules will adhere to the Sunday to Saturday workiegitoyees are
required to accurately report hours worked on their timesheets.

Holidays:

A. All benefiteligible employeesre entitled tahirteenholidays per yeatWhenever a holiday
falls on a Saturday, the holiday will be observed on the preceding Pritfenever a holiday
falls on Sunday, the holiday will be observed on thiefdang Monday.The holidays
authorized to be observed are the following:

leeJackson DayééééFriday Preceding the Third Mc
Martin Luther King, Jr. Dayéééeéééeéée. Third Moni
Me mor i al Day éééééééé éédastMondayin May
Independence Dayéééé.@ebéced&.é .éé .élulys
Labor Dayéééeééeéécéeéeéeéeé. . First Monday in Sept:

Vet erands Dayééééeéecéécééaéewmberdr

,,,,,,,,,,

Thanksgiving DayeéeééeéééeééééFourth Thursday i

Day After Thanksgi vi rDgyafteeTéabksgving €

Christmas EveééééééceéeeééééiDeckdber®e
ChristmadDayé é & 6 é é é¢é é é .é é. & . éDecember 25
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Employees who are scheduled to work, but fail to do so for any reason, are considered to have

observed the holiday. Scheduled work hours in xoé holiday hours must be covered by

use of appropriate leave (annual, sick or compensatory tiBex)efiteligible employees are

granted time off with pay for any days designat
Board of Supervisors. In lieu the above listed holidays, Public Safety personnel may

receive additional pay, except for the Floating Holidagcrued leave may only be used for

scheduled work hours beyond the designated paid holiday hours (8).

All full time employees are eligible fd eighthour Floating Holidag per year All benefit-
eligible, parttime employees in 26 to 34 hour position are eligible fo2 sixhourFloating
Holidays. All benefiteligible, paritime employees in a less thaé hour position are eligible
for 2 four-hourFloating Holidag. Scheduling ofiFloating Holiday shall be approved in
advance by the department head or designee.

To the extenpractical, employees shall be released fedhwork duties oneach holiday
Employeegpaidon a regular salary basis shall be paid for each such day. Essential services
shall be maintained on such days by necessary forces or with reduced hours

Additional holidays may be granteh a one time basisith the approval of the Ciranan of
the Board of Supervisors.

B. In order to be eligibléo be paidor any holiday, an employee must be in an active status.
(Refer toSection 10.6or employees who have separated from County employjment.

C. Compensatory leave cannot be accrued indieHoliday Supplemental Paysee als@ection
4.4D.

D. If an employeeseparates frormamploymentind has not used his/her Floating Holiddks,
employee is not entitled topmyout foranyunusedrloating Holidays. There is no rollover of
a Floating Holiday to the following calendar year. The Floating Holidays for each employee
are to be tracked by the department via timesheets and noted in the appropriate bwmn.
employeesired between Jaiary 1 and April 30 will be provided with two Floating
Holidays. New employeesired between May 1 and September 30 will be provided with one
Floating Holiday. New employees hired between October 1 and December 31 will not

receive Floating Holidaguntil thefollowing calendar year
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8.1

8.2

8.3

SECTION 8: LEAVE OF ABSENCE:

Grants of Leaves of Absence:

Leaves of absence may be granted by department heads unless otherwise specified in this section.
Annual, sick or compensatory leaves of absence with paybeayanted only up to the amount
accumulated to the date of leave. Leave to be subsequently earned may not be anticipated and
used. Leave shall be requested and approved in adudmeever, where the need for or date of

an absence cannot be predicted whédre conditions warrant, the absence may be authorized by

the immediate supervisarithout an advance written request

Leaves of absence shall be granted at the times desired by the employee subject to the needs of the
department.

An employee will beallowed to change leave which has already been approved and taken, to sick
leave or bereavement leawas appropriate.

Kinds of Leaves of Absence:

The following types of leaves of absence may be granted:

Extended Sick Leave

Family and Medical Leave

Leave Without Pay

Military Leave

Sick Leave

Wor kersdé Compensation Leave

Administrative Leave
Annual Leave

Civil Leave
Compensatory Leave
Dock Leave
Educational Leave

Accrual and Eligibility for Leaves of Absence

Sick Leave and annual leaviboavances willaccrue according tthe following chars:

FOR ELIGIBLE FULL-TIME
EMPLOYEES
Annual | Maximum .
. Sick Leave
Years of Service Leave Annual
Accrual
Accrual Leave er Pa
per Pay | Accrual FI)Derio dy
Period (Hours)
Lessthan 1 year | 96 hrsup 120hrs up
96
front front
1 but less than 5 4 192 5
5 but less than 10 5 240 5
10 but less than 15 6 288 5
15 but less than 20 7 336 5
20 or more years 8 384 5
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Accrual Rate per Pay Period (hours)
Holiday | Combined MAar):LTJ;Im Sick Leave)
Years of Service | Annual Leave Annual & Total Accrual
Leave (11 Holiday Factor Leave Leave per Pay
holidays) Leave Accrual Period
(Hours)
FOR ELIGIBLE FUIME FIREFIGHTERS/MEDICS (48 HRS/WEEK OR GREATER)
0 but less than 5 4 3.67 7.67 14 10.74 432 7.5
5 but lesghan 10 5 3.67 8.67 14 12.14 432 7.5
10 but less than 15 6 3.67 9.67 14 13.54 432 7.5
15 but less than 20 7 3.67 10.67 14 14.94 509 7.5
20 or more years 8 3.67 11.67 1.4 16.34 582 7.5
At the time of hire, an siekmpdhnougl eeavamountalailablea ve t he

immediately(except for firefighter/medics)The amounof sick and annual leawbat is front
loadedfor parttime employees is based on the Hithe equivalenpercentagelesignated fothe

e mp | o positerd Fnnual leave must be approved in advance by the supeiwviaocordance
with Sedion 8.6. The maximum allowances specified in ti@rtfor sick and annual leave are
those for full-time employees in authorized positions as defined in Section 1.6. Eligible
firefighterdmedicswho work at least 48 hours per week earn annual leadesick leavat a

factor of 1.4times the 4€hour accrual (see charijpcluding holidays When 40 hour and 48 hour
or greater firefightersnedicschange shifts, a conversion rate of 1.4 will be used to factor leave,
based on shift changén additionto leave accrual changeb,i a f i ¥ enk ddhikt €hanged s
from 40 hours to 48&hecurrent annual leaviealancewill be multiplied by 1.4and if a

firef i ghgsckeduleschardjésra@ms48 hours to 40, the current annualdatareewill be
divided by 1.4 9ck leave balances will remain unchangeddsick leave accrual will change
reflectthe schedule chang®efer to Section 12.D for leave accrual foparttime employees.

Annual leave balances are reduced to the earey maximumwhich is the maximum leave
accrual effective December 31 of each yedite County Administratorat his or her discretion,
may authorize annuddave accruals that exceed those reflected in this, eiatba maximum of

18 daysfor any new employee hired to a Senior Management positidar a current employee
appointed to a Senior Management positidm employee newly hired to aeSiorManayement
positionwho negotiats a leave accrual greater than #rnual leave accrual reflected in this chart
will be entitled to have the negotiated le&romtloaded

Charges for authorized absences of annual leave and sick leave shall be made ah asagetu
basis and rounded to the nearest quarter hour.

No allowance for leave with pay shall be made for any employee holding a temporary or seasonal
appointment or employed by piecework, daily, or weekly rate agreement. Hourly employees must
consisterly work in excess of one half of the work hours in a standard workweek in order to earn
leave. (See Sé&on 12 for application to paitime positions.)

Leave of absence with pay shall not be granted until earned.

In order to accumulate sick or annuaMeaan eligible employee must be in a paid staRaid

status excludes those employseparatingind collectindeave payoutsLeave for an eligible
parttime employee is computed on a peaded basis (see Section 12). No employee shall be
credited withsick or annual leave for any overtime hours or compensatory hours worked, or
during a leave without pay status. Except for compliance with federal or state law, retention of a
position for employees absent for extended periods of time is not assuredaEaahill be

decided on its own merits by reviewing the medical information and the personnel needs of the
department.

In the event oeparatiorwithin the first yearthe employee muse-pay the County foall annual
leave and sick leave taként notearned according to the accrual for employees between one year
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and five years For example, if an employesparates froramployment after six months and has

taken 12 days, then he or she will have to repay 6 dBlyis amount will be deducted from the

empl oyeeds final pay check. Det aiihavexdbout an emp
interview with Human Resources.

8.4 Sick Leave:

A. Sick leave shall bewailableaccording to the chart provided in $ea 8.3 while an employee i
a paid statusvithout a limit on accumulationPaid status excludes those employees terminating
and collecting leave payoutdlewly-hired employeesi | | have tedvenvaifable st year 6s
immediately(except for firefighte/medics)

B. The sick leave allowance of any employee may be used to authorize absences necessitated by
reason of:

1. PERSONAL SICK LEAVE

Personal sick leave is defined as absence for reasons of illness or injury incapacitating the

employee to perform assigned duties; doctor or dental appointments during working

hour s; and exposure to contagiousutdi sease suc|
would jeopardize the health of fellow workers on the job.

2. FAMILY SICK LEAVE

Family sick leave is defined as leave for reasons of illness or injury of a close family
member or any children of an employee requiring the attendance of the empleged. U
sick leave by the employee for this purpose may not ex¢@duburs per calendar year.
The close family of an employee is defined in Section 1.6.

3. BEREAVEMENT LEAVE

An employee may be granted up to three daysaifleave for the death of a clesamily
member. Close family member is defined under Section 1.6.

C. An employee away from work for medical conditions which require absence in exdbeseg8)
daysmay berequired to submit to the department head a written statement from the attending
physician outlining the general nature of the medical condition, stating the earliest approximate
date of return to duty and advising on the ability of the employee to perfoon hésregular
duties. The department head has the prerogative of reqtiimg physi ci anbds | etter wi
content prior to an absencetbfeeormoredays i f i n the department heados
information is necessary. Before returning to work from an extended absence, the employee may
be required by thdepartmenhead to obtain a written statement from the attending physician
advising that the employee may return to regular duties (see Section 8.4D).

D. All medical and psychological information will be considered confidential.

E. If sick leave is exhaustedccumulated annual and/or compensatory leave balances may be
charged for the excess and, if necessary, the employee will be placed on leave without pay by the
department head.

F. Sick | eave may be used for pregnarbeginwpentheposes wi't
doctor states that work must ceadsephysically demanding and hazardous positions,
modifications for the position, such as light dutythe extent availablenay offer an alternative
to sick leave absenceEmployee who are eligibledr leave under thEamily andMedical Leave
Act (FMLA) shouldfollow the provisions of &tion 8.7A. Sick leave for pregnancgn continue
until the date the doctor approvide employee to retuio work. Should an employee desire to
take leave beyond that dathe absence will be charged to anrealle compensatory leave, or
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leave without pay, all of which require papproval of thalepartmentead. The final decision

must be determined based on policy and legal requirementbaeffect the absence would have
on the daily operation of the particular workforce. The employee should consult the Human
Resources Department to take the necessary steps for continuation of applicable benefits while
absent.

G. Employees are not paid ftre total of their accumulated sick leave upon termination. Payment is
made tatheeligible employee in accordance with the following schedule:

Yearsof Service Percentage oAccrued Sick Maximum Payment
Leave

Less han 5 years 0 0

5 but less thanOyears 12.5% $1,500

10 years but less than 15 yea| 25% $3,000

15 years and over 25% $5,000

In the event obeparatiorwithin the first yearthe employee must #igay the County for all sick

leaveand annual leaviakenbut not earned according to the accrual for employees between one

year and five years. For example, if an emploeggarates froramployment after six months and

has taken 12 days, then he or she will have to repay 4.5Tdagsamount will be deductedom

the employeeds final pay check. Deinanekis about an
interview with Human Resources.

H. Employees will not be assigned modified work or light duty, even if authorized by the attending
physician, withouteview and approval in writing by the Director of Human Resources.

8.5 Extended Sick Leave:

A. A nonprobationary employee incurring a nearvice connected injury or iliness or a service
connected injury or illness which is not compensable under th& \War s 6 ensatiomAct may
apply for extended sick leave. Extended sick leave, if approved, provides an employee with pay
up to 75% of the sick leave balance at the onset of the injury or illness. The employee must be
away from the job due to an injuoy iliness for fifteen consecutive workdays and have exhausted
all other leave balances before the extended sick leave benefit is availatdaded sick leave
may be granted if the following criteria are met:

1. The Extended sick leave agreement niigestompleted by the employee and
submitted totheemply e e 6s supervisor .

2. The supervisor will submit the Extended sick leave agreement to the departmefarhead
department head approval no later than tHedey of the employee being away from the
job.

3. The department head submits the Extended sick leave agreement todpiRrimralby

the Director of Human Resources.
Any extended sick leave used to be paid back in one of the following manners:

1. The enployee will receive ondaalf of the monthly accrualntil the balance of the
Extendedsick leave granted is fully restored@he other halbf sick leave accrual will be
applied to reduce the Extended sick leave balance.

2. If the employee should termireaemployment prior to full restitution &xtended sick
leave used, a cash pagnt equal to the balance remaining, times the rate of pay at which
it was used will be deducted from the final paycheck or will be paid back by the
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8.6

8.7

838

employee. Conditions of repayment shall be determined by the Human Resources
Department.

Annual Leave
A. See Section 8.3 for a chart of leave accrual rates and maximum balances allowed.

B. Annual leaveshall be approved in advance I tdepartment head who shallresponsible
for working out a schedule with first concern for the conduct of public business and with
secondary concern for the desires of the employees or hisrdepartment.

C. Upon separation, an employee shall be leatito payment for all unused credited annual
leave up to a maximum accrual allowed based on current rate of pay at time of separation.
(For new hires, see Section8.3)t he event of the death of an
estate shall be entitled payment for any unused balance of annual leave allowances at the
time of death (see Section 4.11).

Civil Leave:

An employee shall be granted leave with full pay for any absence necessary for serving on a jury,
as a subpoenaed witness in courtaiing required tests for fitness including required physical
exams, internal recruitment interviews, tests for County required certification, and tests associated
with appointment to new positions, demotiomgransfers within the County.

If any employe is summoned to serve on jury duty or is subpoenaed to court to appear as a
withessor who, having appeared, is required in writing by the court to appear at any future

hearing, except if the employee is a defendant in a criminal case, civil leave litiyfis

applicable, so long as the employee gives reasonable notice of the jury duty or court appearance to
the department head. On the other hand, if the case is one in which the employee is a criminal
defendant, the time off from the job is of a pemlamature and annual or compensatory leave must

be taken.

Medical Leave of Absence:

Hanover County offers two broad typesumipaidleaveof absenceFamily and MedicalLeave
and Leave WithouPay. Somepoliciesapply equally to both types ohpaidleave, while other
policiesare specific to the type of unpaid leave taken.

A. LeavePur suant to the Family and Medi cal Leave

The County provides eligible employees up to twelve work weeks of unpaid job protected
leave annuallyor certain family and medical reasons. For purposes of determining the
amount of leave available, the annual period shall be a rollingdt#h period. Employees
are eligible if they have worked for the County for at least one year, which must inclu@le 125
hours of work during the twelve months preceding the commencement of the FMLA period
of leave. Unpaid leave will be granted for any of the following reasons:
e For the birth of a son or daughter of
child after lirth, or placement for adoption or foster care;
e To care for the employeebds spouse, soO
health condition; or
e For a serious health condition which makes the employee unable to perform the

empl oyeebs job.
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e For a qualiying exigency(as defined in 29 CFR Part 82&ijsing out othe
empl oyeeds spous e,k b asticerytystatus(or golificaéion or par ent
of animpending calbr order to active dutgtatu3 in the Armed Forces.

In addition, eligible employees apeovided up to 26 workweeks of leato care for a covered
servicanemberor veterarwith a serious injur or illness during a single Zdonth period.

If an employee is eligible for both typessafrvicemembeFMLA Leave within a 1Z2month

period, the leaveeriods will run concurrently and no more than 26 workweeks of FMLA leave
may be taken within a &honth period.This policy shall be interpreted and administered in
accordance with the Family and Medical Leave Act and applicable federal regulaions.
employeeausingFMLA leavewho hassecondary employment and continuesvtok for the
secondary employavhile usingFMLA leavemay be required to obtain a secanddicalopinion.

1. Notice and Certification:

The employee is required to provide thirtyydadvance written notice when FMLA leave is
foreseeablelf the employee fails to provide such notides Employee may be required to

provide an explanation of the reasons why notice was not practiCEideemployee must

provide medical certificatioto support a request for leave because of a serious health condition
of the employee or relative. Tlzrector ofHuman Resources may request recertification at

any reasonable interval, but not more often than every 30 days, unless:

(a) The employee requests extension of leave;

(b) Circumstances described by the original certification have changed significantly

(c) The employer receives information that casts doubt upon the continuing validity of the
certification.

(d) When an employee is unable to return to work d&ftdt.A leave because of the
continuation, recurrence, or onset of a serious health condition.

For leave due to a serious health condition of the employee, certification of the fitness of the
employee to return to job duties is required prior to the retuemployment. This does not
apply to Intermittent Leave.

For FMLA Leave taken because of a qualifying exigency the emploggeberequired to
provideadditional information in accordance wizZ® CFR Section 825.309.

2. Intermittent Leave:

FMLA leave may be taken intermittently or on a reduced leave schedule featiomset forth
above for which FMIA leave is available.

3. Benefit Continuation:
Duringany FMLAle ave, the County wil/ ma i rCtoalinnt ytdltse empl o

group halth plan under the same conditions as coverage would have been provided if the
employee had been continuously employed during the entire leave period. Payments for the

empl oyeeds portion of the premiums fter heal th in
Human Resources Department, payable ¢oTtteasureof Hanover County All employee
premiumpayments must be submitted by th&20f t he month for the foll owi

coverage (i.e. June coverage must be paid by M8y B0the event of nopaynent by the
employee, the County will advance the employee premium cost for one payment, providing a
grace period of thirty days. Coverage will terminate for-pagment if the employee fails to
submitt h e e mpbosshy theehdothe thirtyday graceeriod. The employee must
reimburse the Countynmediately upon requegtr any payments made by the County for the
empl oyeeds por t iThenrCounty wiltchllect flom #eremployeayamounts

the employee doewot reimburse.
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Employees of-MLA leave who are enrolled in benefit programs in whichGloeintypays no

portion of the cost will be required to remit the full payment for those benefits to the Human
Resources Department in the sameremwansforer as for t
health careoverage There will be no thirtyday grace period on any benefit program, in which

the Countypays no portion of the cost. If the employee fails to remit the full payment within the

required time frame, the benefit will terminate.

4. Useof Other Leave:

An employeemay berequiredor may requedb use accrued compensatory hdorsFMLA
leave.During periods oFMLA L eavean employeenay, but is not required, to use other
appropriate accumulated paid leave while on FMLA led¥@n enployee is on FMLA leave
and a holiday occurs, théne holiday is counted as FMLKeave .

5. Forms:

Certification, recertification, and return to duty forms are available from the Human Resources
Office and shall be completed by the physician of angleyee applying for and participating

in FMLA leave as a result of a serious health condition of an eligible relative or of the
employee.

B. LeaveWithout Pay (LWOP)

1. If an unpaid absence is required for reasons other than the birth, adoption or placement of a
child, the serious health condition of a spouse, child or parent, or the serious health
condition of the employee, a written requestlfd?OP may be made to theegartment
head. Unlike the provisions of the FMLA, there is no job protectidWMOP. The
department head must give first consideration to the needs of the department. Department
heads may recommemnd®VOP subject to the approval of tl#rector ofHuman Rsources.
Approval of LWOP is not guaranteed.

2. If adepartment is unable to retain the position for the employ&&\WDP, that employee
may be considered for any similar position for which the employee is qualified, vacant or
anticipated vacant, at thiene the employee desires to return. Although every effort will be
made to assist the employee, there is no employment guarahi®in.

3. Except in emergencies, the written requestd#OP should provide as much notice as
possible, preferably thirtgtays.

4. Benefit Continuation

a. During the period oEWOP, t he County wi |l | covemagenunderi n t he erm
t he C ogroupthgalbhplarat the direction of the employee and with the
remittance of the premium by the employee. The employer matp of the group
health care plapremiumwill continue for a period not to exceed ninety dadfter a
ninety day absence, the employee on LWOP must pay the full premium cost in order
to maintain health care coverage. In LWOP thereisnotlityy agd peri od.
Remittance for the premium payments shall be made in the same manner as for FMLA
leave. (Setion 8.7 A 3) If the employer has paid the employer share for a 90 day
period under the FMA leave, the 90 day employer paid contribution will not be
repeated if the employee continues on regiNaOP.
b. Any other noremployer paid benefits that the employee on LWOP wishes to remain
in effect, must be paid in full by the employee by the 20th of each month for the
following month.
c. Retirement service creadwill not increase during a period b¥VOP unless the
employee is on Military Leavésroup life insurance may continue in force during a
period of LWOP for a period not to exceed twerfyur months unless the employee is
on Military Leavefor which the period of coverage continues while on active duty
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Hanover County pays for this benefit in its entirety and will continue that payment for
a period of ninety day&xcept in the case of Military Leavéfter ninety days, the
employee o WOP must pay the full cost of the insurance premium for the balance of
the LWOP period or 24 months. Should the coverage lapse, the employee will be re
enrolled at the same coverage amount upon return to paid status.

5. The employee will be required to exhaust all compensd¢amehours before
beginning a period of LWOP. The employee may, but is not required to use
accumulated annual or sick leave (if applicable) balances prior to requesting an unpaid
period of leave.

C. ProvisionsApplicableto Both FMLA Leaveand LWOP:

1. Unpaid FMLAleaveandLWOP shall not be considered workdafpr purposes of leave
accrual or for the calculation of compensatory or overtime pay. No annual or sick leave shall
be accrued while in ampaid status.

2. An employee on administrative leave without pay will have leave balances restored in full if
the employee is reinstated.

3. As itrelates to pay for performance salary increases, employees on Esi&andLWOP
will retain their original anniversary date. Therefdfegturring to a prior position, they will
enter the position in the same pay grade and stiatythey held when they began their
FMLA leaveor leave without pay. The employee will be eligible ttoe pay for performance
increase upon hisr herregularly scheduled review date. Should that date fall during the
period of absence, the department head may request that it be extended until the employee
returns to work and is evaluated. As with any peniance appraisal, the department head
may also extend the review date if it is felt that sufficient time has not lapsed to adequately
evaluate the employeeds performance.

4. Although an employee may be considered for appointmeabéw position whileon a
FMLA leaveor LWOP status, the date of the appointment cannot become effective while on
FMLA leaveor LWOP.

89  Military Leave

A. Members of the organized reserve forces of any of the Armed Services of the United States,
National Guard or Naval Militia shatle entitled to a leave of absence not to exceed fifteen
work days up to a maximum of 168 hourser Federal fiscal year with pay and without
loss of seniority or accrued leave. Fifteen workdays is normally meant to be consecutive,
but may be fragmented aon-consecutive if supported by military orders. This paid
military leave may be taken for not only active duty training but also for periods of inactive
duty training as long as the sum of paid military leave does not exceed 15 work days per
Federal fisal year (October-September 30).

If more time is needed beyond what is allowed under thebeies then the employee
must use leave without pay or elect to use annual and/or comperisatalyalances.

Employees must be in a paid status to be fmidilitary leave.

B. Allowances for paid or unpaid military leagball be made foall employees However,
there is no right to reemployment rights and benéfitse position the employee leaves
serve in the uniformed servicisfor a brief, nonregrrent period and there is no reasonable
expectation that the employment would have continued indefinitely or for a significant
period.

C. Any person employed in an authorized position as defined in Section 1.6 who receives
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orders or who elects to repdotr active duty in any of the Armed Forces of the United
States shall be placed on military leave without pay assuming the following actions have
taken place:

1. The employeeds used 15 days paid military leave in the current Federal fiscal year.

2. The emploge requests military leave without pay.

3. The employe@r an appropriate officer (commissioned, warrant, nor non
commissioned officer authorized by the military service concemsigathits to the
department headerbal or written notice that the employee ite to leave the
employment position to perform service in the uniformed servidéisen feasible,
the employee should provide advance notice to the Catéast 30 days prior to
departure for uniformed service. The notice may be informal and doasenbto
follow any particular format.

4. Upon completing service in the uniformed services, the employee must notify the
Countyof his or her intent to return tus or hemposition by either reporting to work
or submitting a timely application for reemploynte Whether the employee is
required to report to work do submit a timely application for reemployment
depends upon the length of service, as follows:

a. If the period of service in the uniformed services was less than 31 days, or

the employee was absent frdns or hemosition for a period of any length for

a purpose of an examination to determine his or her fitness to perform service,

the employee museport back to th€ounty not later than the beginning of

the first full regularlyscheduled work period on the first full calendar day

following the completion of the period of service, and the expiration of eight

hours after a period allowing for safansportation from the place of that

service to the employeebs residence.

b.1f the employeebds period of service in t
than 30 days but less than 181 days, he or she must submit an application for
reemployment (written orerbal) with the County not later than 14 days after

completing service. If it is impossible or unreasonable for the employee to

apply within 14 days through no fault of his or her own, he or she must submit

the application not later than the next fudlendar day after it becomes

possible to do so.

c. |l f the employeebs period of service in t
than 180 days, he or she must submit an application for reemployment (written

or verbal) not later than 90 days after complesagrice. An e mpl oyee 6 s

failure to notify the County of his or her intent to return as outlined above may

result in forfeiture of the employeedbds re
benefitsif the employee fails to meet the requirements of Sectibb 7.

(Scheduled Hours of Work)

5. During military leave without pay status, the same provisions governing sick and
annual leave accrual as set forth in SectioB&C (Leave Without Pay) shall
apply. The employee may make arrangements with the Human Resourc
Department to continue applicable benefits by paying all premiums as required by
the health and benefits contracts currently in force.

6. After release from active duty, the employee shall be entitled to reemployment in his
or her former position providettie employee igualified (i.e., able to perform the
essential tasksf that position. If his or her former position has been abolished, the
employee shall be given first consideration for other vacancies for which the
employee is qualified. Employeeseetied to fill vacancies created by persons on
military leave shall be employed on a temporary or provisional basisvhile
working in those vacancies-or all other purposes the same provision as outlined
under Section 8.7B & C will govern.

D. Anemployee may be considered for appointment to new positiadvancement on the
career development laddehile in a military leave without pay statu§the employee would
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have been appointed to a new position had he or she been present they mest tree giffective
date of appointment to new position on that date.

8.10 Educational Leave:

A. The purpose for educational leave is to encourage employees to improve their job related
knowledge and skill leveEducational leaves unpaid Educational leavés limited to a
maximum of up to one continuous year for pursuing a course of study in a field directly
related to hi®r herposition which willenhancea n e mp knowleslge &red skill in his or
her positioras a County employeEducational leave wilbe provided under the following
terms and conditions:

1. The duration of such absences, up to the stated maximum, shall be determined by the
department head.

2. No annual or sick leave shall be accrued during the educational leave period.
Applicable unused leavbalances may be reinstated upon return to County
employment.

3. Health, hospitalization and group life insurance coverage may be continued by
payment of the full premiums by the employee, but no other benefits shall accrue

4. Although an employee may lwensidered for appointment to new position while in
an educational leave status, the date of the appointment cannot become effective
while on leave without pay.

5. Retention of a position for the employee cannot be guaranteed; however, when the
employee desas to return, the County will attempt to locate a comparable position
to that held by the employee as of the date of leave approval (and for which the
employee meets all qualifications).

B Department heads are authorized to adjust work scheduleslenmiegt a flexible work
schedule for an employee taking a course that will be of benefit to both the employee and the
County

C. Adjusted schedules should be implemented only when it can be demonstrated that the
course is not available to the employeeoff duty time and shall be granted for one course
period at a time. Emergency conditions may require the department head to rescind approval
for attendance at a given classroom session.

8.11 Workers Gompensation Leave

Wor ker s® ¢ o mp eeave ectasianed by am-dmj@b injury or bccupational disease

that arises out of and in the course of employment (see Section 4.12). It is the responsibility of the
department head to assess the impact of any employee inactivated by injury or illtress on
department 6s operations and contact the Director
available.

Wor kersd compensation Irepartecctd he <Lpeoi fyibe Wor klee sidn
Compensation provide n t i | t he wor kckim ss approvedop demesl hytthie o n

Countyés insurance carrier, the employeebs absenc
leave. Leave taken must be supported by the medical information which substantiates that the

absence is related to the injwyillness documented on théo r k e r sefsatiGnoepopt.

Wor kersé6 compensation | eave payments are intended
compensation until the Countyds insurance carrier
compensation claim. These payments are not intended to reflect whetheirthis compensable

or the extent of the employeeds disability.

I f the claim is not approved as workers6 compensa
time/monies received from the County while on injury leave. Where the individual has agfgopri
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leave balances (i.e. sick, compensatory, or annual) an adjustment will be made by the Human
Resources Department to cover the time charged to
or no leave balances be available, arrangements with the HumamréessDepartment should be

made to reimburse wages paid that are not covered by leave balances.

8.12 Compensatory Leave:
Reserved. For Compensatory Leave see Section 4.4.

8.13 Dock Leave:

Dock leave (unpaid time) is used to reflect the hours an employee does not work and does not
have an appropriate leave balance to cover the time away from the job. This leave is only used
when the duration is less than the standard workweek and requiyatepartment head approval.
For absences greater than five days, leave without pay is used.

8.14 Administrative Leave:

The administrative leave category is used to record all time an employee misses due to a
disciplinary action or for a pending invesdtgpon. The Human Resources Office must be notified
immediately of all instances of administrative leave.

Administrative leave assigned as a disciplinary suspension must always be without pay and shall
not exceed 10 workdays.

In cases of administrativedve for nordisciplinary reasons (investigation), the leave period may

be with or without pay. The Human Resources Department will review the status of the employee
at each payroll period. Department Heads will be contacted to ensure completion of the
investigation in the shortest practicable time.

8.15 Transfer of Leave Balances:

Annual and sick leave balances for employees who move from one Hanover County department to
another or from the Hanover County Public School System, or the constitutionatofiit have
those leave balances transferred in their entirety.

If an employee is transferred from one Hanover County department to another County department,

andthe transferred employee is terminated from their position within six (6) months of their

transferdatetot he new position, then the employeeds previ
their prarata share of the leave balance payout assuming all leave balances initially transferred are

reduced first by any leave the employee may have tak#dmeinew department.

Compensatory leave balances must be paid by the Hanover County department that initially
authorized the compensatdeaveprior to the employee being transferred.

8.16 Return to Work Program:

The purpose of the Return to Wagskogram is to maintain Hanover County objectives and
productivity, encorage safety and prevention of injury, and whenever possible, provide
reasonable work opportunities for injured workers to return to work. It is also intended to avoid
re-injury through work assignments and effective monitoring. The Return to Work program is
intended to assist the employee in his or her return to a normal work environment in an expedient
manner. Finally, this program ensures that the employee's return to work isphiacee with all
Human Resources requirements.
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Several forms apply to the Return to Work Process. These forms are accessible via the Human
Resourceslepartment and/or the Safety/Risk ManagEneinjured employee, theupervisor the

e mp | o Mealld Gase Provider, Human Resources anddlieu n Sajety/Risk Manager all
haveresponsibilitiess a parof the Return to Work Program.

This program allows the employee to work in an assignineaxtcordance witthe doctor's
restrictions and enswséhat the injured employee follathese restrictionsln the event

alternative assignments are not ,theCountyavbl e i n t he
research whethdight duty assignments are available in a different departnfemtmore
information on this programbs procedural details

Safety/Risk Manager.
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SECTION 9: EMPLOYEE TRAINING

9.1 Orientation of New Employees:

An orientation training program shall be conducted byHhaan Resources Department with

each new County employee during the first weeks of employment. The goal of this training is to
introduce the new employee to County organization, benefits, rights, privileges and other matters
related to employment.

Eachdepart ment is responsible for orienting new emp
and policies.

9.2  Training:

A. Each department head shall be responsible for developing bétte-fob and offthe-job
training programs as required with emphasistentraining of new employees.

B. Department heads and supervisors shall evaluate periodically the knowledge, skills and
abilities of each employee in relation to the duties assigned to the position and shall suggest
informal or formal programs aimed at ingwement or preparing the employee for career
opportunities.

C. The department head may permit or require the employee or group of employees to attend
training courses during working hours when such training is in the best interest of the County.

9.3  Tuition Reimbursement:

It is the policy of the County to reimburse an employee for the cost @&jated coursetoward a
college degree or a collegecredited certificatap to a maximum of three courses in any fiscal
year, approved by the Director dfiman Resources or designee, under the following terms and
conditions:

A. Priority will be given to employees who have not been reimbursed during the current fiscal
year.
B. Courses are related to the employeebesto present p
demonstrate that taking the course will maintain or improve the skills required for the
empl oyeeds current job or meet express requirem
continued employment.
C. Reimbursement is not available or is not bgagl by another source (i.e. VA benefits).
D. Reimbursement is limited to tuition and books or to those tests for certification which are
required before the employee can receive a grade in the course.
E. Reimbursement is on a coufigg-course basis and is dkable to employegin Active status
Auditing of courses does not qualify for reimbursement.
F. Rei mbursement is contingent upon receiving a AC
educational institution, and credit for the course.
G. Proof of grade and payment must be received by Human Resources before reimbursement
can be processed.
H. Requests must be made by completing and submitting the Tuition Reimbursement form to
Human Resourcest least30 daysprior to the day class stamt.
I. The employee must remain in the employment of the County for six (6) months after course
completion or will be required to reimburse the County for the full amount paid.
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J.  The maximum tuition reimbursement shall not exceed three courses in any one fispakyear
employee.

94 Personnel Records:

Upon completion of training or educational course work, the appropriate infornnagiphe

recorded in the employeebs personnel roehero r d . Resp
Department to provide the Ifwan Resources Department with all materials relating to training

and educational accomplishments.
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10.1

10.2

10.3

SECTION 10: SEPARATIONS

Resignation:

An employee desiring to resign from the County in good standing shall submit a letter to the
department head setting forth the reason for leaving County service and with a period of notice of
not less than two weeks. Department heads, deputies, or assistants desiring to resign from the
County in good standing shall submit a letter to the CouudiyiAistrator or appropriate official

setting forth the reasons for leaving with a period of notice of not less than four weeks. The
Human Resources Department will conduct exit interviews with employees leaving County
service when agreed to by the emplay&\ll information received during an exit interview will

not be made a part of the employeeds personnel

Dismissals:

An employee may be dismissed by the department head for neglect of duty; unauthorized
absences; being under the influencerisor alcohol while on duty; insubordination; gross
departure from acceptable behavior; misuse of County property; incompetence; falsification of
information; inability to meet current position requirements; unlawful discrimination (including
sexual harssment); conduct unbecoming to a County employee; conviction of a criminal offense,
if the nature of the offense is related to job duties; extended absences; less than satisfactory
performance; and/or for other good and just causes. Before dismissptrément head or

designee shall give the employee an explanation of the reason for the dismissal and an opportunity
to present the empl o ypeobafionarysemuogee wHo bdlidvesthe t or vy .
dismissal was without cause may seek redressitiin the County Grievance Procedure (see
Appendix).

Reduction in the work force (Layoffs):

The following procedure shall apply to a reduction in the work force of the County caused by
adverse economic conditions, reorganization by and withi€thenty, lack of sufficient work,
abolishment of positions, or by other related incidents directly and solely caused by the County.
Unless specific instructions to the contrary are received from the Board of Supervisors, the
following will serve as the gemal procedure for a reduction in the work force for positions funded
in total by the County.

A. A reduction in the work force will be managed on an individual department basis.
The County Administrator and the department head will identify those orgamiahti
sections, job classifications, positions and individuals affected.

B. In all cases where a reduction in the work force necessitates the actual removal of
personnel, upon identifying position(s) to be affected, the following order of removal
will be followed within the specified position classification:

Temporary or seasonal employees.
Parttime employees.

Probationary employees.

Full-time employees.

PwnpE

C. Nonprobationary mployee performance will be used in order to provide for a
uniform, fair, equitable, rad effective basis for the determination of individuals to be
laid off. Those employees achievia@elow Proficientrating on the last
performance appraisalill be the first considered for layoff. The length of
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continuous County service will provideetisecond level of layoff priority.
Extraordinary circumstances may cause other considerations to be the basis for
determining order of layoff as approved by the County Administrator. Such
considerations may include, but are not necessarily limitedéegbential nature of
the position.

D. In so far as is practical, all employees to be laid off will be provided with a minimum
of two week$®written notice.

E. Employees laid off due to a reduction in the work force will be entitled to all
reinstatement anadkemploynent rights. Additionally, all such employees will be
given first preference consideration in any reinstatement, reemployment or transfer
to a vacant position of the same or lesser classification, provided the individual
meets the minimum qualifations for that position. New hire processes must be
followed for reemployment in a position of a higher classification.

F. Any employee who may be in the process of another administrative procedure (i.e.
grievance, EEO complaint, disciplinary action, eig 3till covered under this
procedure. If such an employee is laid off oneshewill be entitled to continue to
pursue the other administrative procedure ibhsheso chooses. However, it will
be done in the status resulting from the effect ofdleff policy.

10.4 Final Settlement:

The final paycheck may not be released to the terminating employee until all Gounshed
equipment (key, uniforms, 1.D. cards, badges, safety equipment, work tools, equipment of any
kind; and data files, recordst any other work related information) have been returned to or
accounted for by the affected department and all financial accounts with the County have been
settled.

10.5 Notice of Payroll Separation & Change:

When employment is terminated, regardlekseason, the employing department shall forward a
Separation from Employment Form and a copy of the resignation letter, if applicable, to the
Human Resources Department as soon as the termination is known. Complete information
surrounding the reasonsrfeeparation should be included. A Personnel Change Form should be
sent to notify the Human Resources Department of suspensions and leaves of absence. When
requesting termination of acting and/or supplemental papmpleted Personnel Change Form
must ke submitted.

10.6 Separation Date:

If an employee is on approved sick leave, waskéompensation leave, or leave without pay
when separated, the effective date of separation will be the actual date of separation designated by
the employee, and appraley the department head and not the last day physically on the job.

When the effective separation date immediately precedes a holiday, the employee shall not be paid
for the holiday.

Pay for appropriate leave balances to eligible employees shalldeana lump sum basis.
Department leave records must be reconciled with Human Resources leave records prior to
authorizing leave payout amounts.
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SECTION 11: PERSONNEL RECORDS

11.1 Personnel Records:

The Director of Human Resourcesshmlh i nt ai n t he Countyds personnel r
employees. All personnel information shall be placed in the central personnel file. An employee
shall have the right to review his herfile during working hours by contacting the Human

Resources Bpartment. If the employee finds inaccurate informatiomrishemay request in

writing that this be changed appropriately. If the employee gives written notice thaske

wishes to challenge, correct, or explain information aboutdritrerin thepersonnel file, the
procedures as outlined in the Virginia Privacy Protection Act shall be followed.Human

Resources Department shall investigate and record the current status of the information in
question. If, after such investigation, the infotima is found to be incomplete, inaccurate, not
pertinent, not timely nor necessary to be retained, it shall be promptly corrected or purged. If the
investigation does not resolve the dispute, the employee may file a statement not in excess of 200
words tting forth his/her position.

Department heads and supervisors may review the file of any employee or prospective employees
under their direction by contacting the Human Resources Department. Files shall not be removed
from the Human Resources Departen

Requests for verification of employment and requests for references for emplaryegmét

employeesare generalljhandled by the Human Resources Department. The information will be

provided if the employee supplies written and signed authorization for the Human Resources

Department to do so. This insures employee confidentiality. With written authorization ffom th

employee or past employee, departments are permitted to provide prospective employers with

professional conduct and job performance information. Information about professional conduct

mi ght include ethical st and a inbrmationeaboatioe d t o t he em
performance can include the performance appraisals, attendance records, promotion and demotion

records, job descriptions and disciplinary records.

11.2 Employee Identification/Uniforms & Other Equipment:

Employment in certain pasdns will require identification of the employee through use of an
identification card provided at no expense to the employee. The I.D. card will be provided at the
request of the department head as the new employee is hired and will be issued byaghe Hum
Resources Department. Amendments or changes to already issued 1.D. cards shall be initiated by
the Department on behalf of the employee through a memorandum to the Director of Human
ResourcesUpon termination the employee shall return the 1.D. cartigor hersupervisor who

in turn shall return it to the Human Resources Department. Employees will be charged a $5.00
replacement fetor lost or destroyed I.D. cards.

Certain positions may require the wearing of a uniform and/or badge and the ésstiatiter

equipment and/or tools. This equipment is provided to all employees at no cost. Upon
termination or movement into another position thi
immediate supervisor or appropriate person as designatée logpartment. Payment for such

equi pment may be withheld from the employeebs fin
to date of final paycheck.

Department heads must maintain accurate records of all Goumtgd equipment/tools, etc.
issued ® employees.
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11.3

11.4

11.5

Personnel Information:

It is the employeeds responsibility to notify
personal information. Such information as name, mailing address, telephone number, marital
status, residency, namemérson to contact in case of emergency, etc., must be kept up to date. If
such corrections have not been initiated in writing by the employee and sent to the Human
Resources Department, any pr obl-efdeeinfoormatimsi oned
are the responsibility of the employee.

Confidentiality:

All personnel information, including that relating to applicants, is confidential. Any employee not
treating the information as confidential, or releasing the information other than &epréor by

law or thesepoliciesshall be subject to disciplinary action including dismissal. Any disclosure of
information shall be made only in accordance with the requirements Giotvernment Data

Collection and Dissemination Practiokst and disclosure without employee consent may occur

only when compelled by judicial or administrative process or when the information has been
placed at issue in a formal dispute between the County and the employee, all as determined by the
Director ofHuman ResourcesSge Section 13.12

Information System Security:

Security audit programs exist on the County computer systems in an effort to increase system
security. A security violation is the attempt to access data, files, spool/printer quseies,
profiles, job commands, etc., that are not your own and that you are not authorized to access.
Security violations will be handled in accordance with the provisions of Section 13.3.
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SECTION 12: PART-TIME AND TEMPORARY EMPLOYEES

12.1 Part-Time Employees:

Parttime employees are persons employed to regularly work for less than the standard workweek
assigned to the department.

A. Compensation:

Persons employed on a péirhe basis in an authorized position as defined in these
policieswill be paid at an hourly rate equal to that paid to-finle employees in same or
similar classifications. Hourly rates of seasonal and temporaryipertemployees shall

be established at a rate within the appropriate grade range based on thaexpeie

skill level of the employee and shall be approved by the Director of Human Resources.
Employees working a regular pditne schedule may be salaried at the appropriate
percentage of time worked. Seasonal employees returning to the same pastion e
season should be evaluated for above entry level pay rate based on prior performance
appraisals and experience in the position.

B. Pay for Performance:

Employees in pafime positions, other than Temporary and Seasonal, are considered
eligible for annal Pay for Performance salary increases based on the score obtained on
the performance appraisal document.

Seasonal and temporary employees do not qualify for Pay for Performance salary
increases.

C. Benefits:

Parttime employees who are reguladgheduled to work a minimum of oihalf of the
standard work hours per week earn sick, annual, and holiday leave onategrbasis

and may elect County health and dental plan coverage. Employees in Temporary, or
Seasonal positions are not benefit &ligi No partime employee is eligible for
retirement or group life insurance coverage.

D. Leave for Part-Time Employees:

1. Persons employed on a p#me basis in authorized positions, working at least one
half of the work hours in a standard work weekgiee sick leave, annual leave, and
holiday leave in proportion to their actual hours of duty, and the rate of accrual for
annual leave is based on years of service in the same manner as for other eligible
full-time employees. Temporary pdirne or seasaal employeeare not eligible for
leave accrual.

2. Employees eligible for paid leave who transfer from-fuie tobenefiteligible part
time status, working at least chalf of the applicable standard work week, will have
leave balances transferred, vthe exception of compensatory leave. Compensatory
leave balances must béherpaid outat the time of the change in statos retained
with the approval of the department head

3. Employees transferring from a fdlime status to aonbenefiteligible parttime
status working less than ohalf of the standard workweek will be paid for all leave
balances, at the time of transfer, in accordance with Sectién 10.
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4. Exempt @rttime employeeareeligible to accrue a maximum of 40 hours
compensatorieave

E. Change in Job Status:

If an employee changes from temporary, hourly or seasonal status to one that provides for
benefits, it is viewed as a change in job status and is not treated as an appointment to new
position or voluntary demotion. The effectiglate for benefit eligibility is the effective

date of the change in status. There is no retroactive benefit accrual.

F. Payroll Procedures:

I f a temporary, hourly or seasonal empl oyee c|
responsibility to see thalhe employee is scheduled for new employee orientation and

that all proper forms are filled outak forms, retirement forms, hospitalization forms,

etc) and sent to the Human Resources Department along with the Personnel Change

Form.

12.2 Transfer from Full-Time to Part-Time:

I't is the supervisoro6s responsibiHlingy to infol
to a paritime status, of all changes in benefits and leave. This shall be done before the
transfer is initiated.
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SECTION 13: EMPLOYEE RELATIONS

13.1 Performance Appraisal:

Supervisors have the responsibility of assessing the performance of each employee under their
supervision. The supervisorustcommunicate expectations for performance to the employee at
the beginning of the performance appraisal period. Periodically during the performance appraisal
period, the supervisor may discuss performance levels with the employee. Problems in
performancdevels must be documented, shared with the employeeCamdseling Records are

made a part of the personnel record. The performance appraisal of the employee will be
conducted byhe end of the probationary periodhe annual performance appraigall be
conductedrior toJuly I of every year Performancé\ppraisal forms may be obtained from the
Human Resources Department.

13.2 Grievance Procedure:

Each nomprobationary employee, except as listed in the County Grievance Procedure, shall be
entitled to use the County Grievance Procedure as set forth in the Appendix gbdiekss

13.3 Discipline:

A. Probationary employees:

All new employees serving a probationary period are considered to be employed in a
Atrial capacity.period, fupervisonsghotlchtake gpecial hatide bfo n
progress made in learning and performing the duties and responsibilities of the position.
If the supervisor and department head determine that the employee is not performing
satisfactorily or not makingapd progress in higr herjob duties, the employee may be
terminated. Circumstances may exi st which wil
probationary period. Such an extension should only be considered when there is
expectation that the additidnaeriod will result in fully satisfactory performance. If an
extension is to be granted, the department head must submit a memorandum to the
Human Resources Department stating the length of the extension and the reason for the
extension.

B. Non-probationary and conditional employees:

In the event that a ngorobationary or conditional employee fails to meet acceptable
standards of performance and behavior, the supervisor may choose one of several
disciplinary actions, depending on the nature and seriousness of the problem. Any action
other than reprimand should be taken only after consultation @fiteetor ofHuman
Resources. Prior to all dismissals and in all other cases when practicable, the employee
shall be given notice of the proposed action, reason for the action, and atuoiypto
respond, prior to the disciplinary action being taken.

It is the responsibility of each supervisor to maintain consistent, fair and high standards of
discipline. The following are several disciplinary actions which may be used in a progressive
manner appropriate to the nature and seriousness of the problem. The following list of
disciplinary actionsncludesexamples of progressive actions. Depending on the nature and
seriousness of the problem the appropriate level of discipline may beeidpithout

consideration to the progression. For example, it is not necessary to issue an Oral or Written
Reprimand if the offense is of such a nature to warrant a suspension or termination. All written
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documents pertaining to an employee are part gpéngonnel record and copies shall be given to
the employee and to the Human Resources Department.

1. ORAL REPRIMAND
The supervisor may or may not document the reprimand.

2. WRITTEN REPRIMAND
The supervisor maigsuethe employee a reprimand in writinging he Counseling
Record Formsigned by the supervisor, documenting the offense and stating a corrective
course of actionCounseling Records are active for at least 12 months, and multiple
active Counseling Records will result in progressive disciplinatigracup to and
including termination.

3. CONDITIONAL STATUS
Thedepartmenhe ad may pl ace the employee in AConditi
reprimandand a Corrective Action Plan. The Plan must have specified time frames for
review. SeeSection14.8 foradditional details.

4, SUSPENSION
Suspension idie removal of the employee from job duties for a determined period of
time. Suspensions must be documented in writing, recommended by the immediate
supervisor, reviewed and approved by the department heddisattor ofHuman
Resources. All disciplinary suspensions are without pay and require completion of a
Personnel Transaction Form submitted to the Human Resources Department. The length
of time will depend on the seriousness of the offense, but magxneed a maximum of
ten workdays.

5. INVOLUNTARY DEMOTION
Involuntary Demotion is the avement from one classification to another with a lower
pay grade approved by the department head and the Director of Human Resources based
on the availability of a lesser positioBee Section 4.3C2.

6. DISMISSAL
If an employee is dismissed, such dismissalll be effective immediately unless there
are extenuating circumstances which the department head determines require that the
effective date of dismissal occur at a later date or time.

Reasons for dismissal may include, but are not limited to thanfiolg:

e Neglect of Duty flagrant or repeated poor performance;scompliance with
applicable rules, laws argblicies loafing or sleeping on the job.

e Unauthorized Absencesbsences so frequent and/or irresponsible as to

seriously impairthe depareaint 6 s functioning and discipld.i

e Intoxication: reporting to work under the influence of intoxicantslougs;
possession or use of intoxicantsdougswhile on duty.

e Insubordination:refusal to perform assigned duties; refusal to comply with a
direct order of a superior; use of physical violence or offensive/profane language
to a superior or the public; open defiance.

e Gross violation of acceptable behavi@amy activities disrupting normal work
routine or creating a risk of danger to the safetgtbérs; provoking, instigating
or participating in a fight on duty or on County property.
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e Fraud and/orritentional waste or misuse of County property or funds
unauthorized use of County property or equipment; intentional abuse or
destruction of Countproperty; theft of County property or of another
empl oyeeds property

e Violation:of t he Countyés privacy policies
and procedures relating to use of information systems.

e Incompetencefailure to attain acceptable levels in the performance of required
job duties.

o Falsification of information:falsification of personnel records, time records, or
any other County and employee record or report.

e Conviction: of a felony, sex offense, feinse involving moral turpitude, or other
related offenses.

e Incapacity: unableto perform prescribed duties in an adequate manner.
e Changes in position requirementshich make it impossible for the employee

to perform satisfactorily and when the HunR@sources Department is unable
to place the employee elsewhere in the County Service.

¢ Unlawful Discrimination: sexual harassment, or any other conduct inconsistent
with sound merit principles.

e Conduct unbecoming a County employaecluding violating he public trust.

e Civil or criminal offense:where merits of the case are reviewed and a
determination is made that there is a reasonable basis to believe that the
employee committed an act incompatible with employment.

e Extended absencesgither with orwithout pay.

e Prdonged below proficienperformance.

Deliberate and intentional misuse of funds will be met with the strongest disciplinary
action. If an employee is criminally convicted or terminated due to misuse of County
property or funds, s/he méde ineligible to receive certain benefits (health insurance
under COBRA, VRS retirement benefits, etc.).

13.4 Job Practices:

A. Secondary employment:

No employeeshall engage in any other employment or activity either on County premises or
to an extent that affects, or is likely to affect, bisher duiesfor the County

An employee wishing to engage in employment, activity, business or profession secondary to
his or herprimary position with the County shall submit a written request torier

department head for approval in advance of such employment. Failure to do so may be cause
for disciplinary action up to and including termination. The departmeict $tell file

approved secondary employment requests with the Director of Human Resources. Once
approved, secondary employment approvals may be rescinded by the department head or
Director of Human Resources for good cause.
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B. No employee shall engage in avate business enterprise nor solicit sales of goods or service
during paid work hours.

C. Political Activity:

A County employee may not use official authority or influence for the purpose of interfering
with or affecting the result of an election or a rioation for office; and may not directly or
indirectly coerce, attempt to coerce, command, or during work hours advise a County
employee to pay, lend or contribute anything of value to a party, committee, organization,
agency or person for political purpss Those employees who are subject to additional
restrictions because of grant agreements or other requirements for a particular project or
program shall be advised of any restrictions by the department head.

D. County vehicles, material, equipment anddopplies used by or assigned to a County
employee are for official County business only. Any unauthorized usage is strictly prohibited
and will be dealt with as thduman Resources Policiaad the law provide.

13.5 Payroll Deductions:

Employee payroll dductions, aside from those which are required by federal or state law, shall be
subject to approval by the Hanover County Board of Supervisors.

13.6 Service Recognition:

The intent of the program is to r esavwgtathz e Hanover
County and its residents; to impress upon each employee tlathesservice to the County
plays an important role in achieving the overall goals of County government and to encourage
career employment in public service with the Countidahover.
A. The following groups of employees are eligible for participation in this program:
1. Employees in all authorized positions as defined in Sectiorfdll&i(ne and part
time).
2. All elected and appointed officialB8¢ard of Supervisors and Constibnal
Officers.
County Elections Registrar.
4. All employees of the Pamunkey Regional Library, Social Services Department and

all other agencies/departments as approved by the Hanover County Board of

Supervisors.
B. Computation:
1. Service for partime works h a | | be credited to an empl oyeec

2. Employees will be eligible to receive awards after the completion of eachdare

interval of service i.e., five years, ten years, etc.
C. Termination of Service:

Credit for previous service shall na¢ lgranted to any employee who is terminated from
the County either voluntarily or involuntarily.
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13.7

13.8

13.9

D. Types of Awards:

Awards given will be those which are determined by the Director of Human Resources,
with the concurrence of the County Administratorb&appropriate.

E. Administration:
1. Service awards shall be presented during ceremonies sponsored by the Human
Resources Department and shall be given to any eligible employee who is still in the
Countyds service at the time of the cer emony
2. The HumarResources Department shall maintain records of those persons eligible to
receive service awards. It shall be the responsibility of the department heads and

appointing authorities to keep the Human Resources Department timely informed of
any conditionsdfect i ng an empl oyeeds service credit.

Gratuities and/or Gifts to County Employees:

The State and Local Government Conflict of Interests Act, ZiBeChapter31 of the Code of

Virginia, prohibits County e mpltdayog sesvicckarom accept.
business or professional opportunity that reasonably tends to influence harin the
performance of hisrhero f f i ci al duties. 0 Questions concerning

other provision of the Act should be diredtto the Director of Human Resources.
Equal Opportunity Employment/Non Discrimination:

Hanover County is an Equal Opportunity Employer. It is committed to the maintenance and
promotion of the policy of nondiscrimination by incorporating sound meiriciples in all aspects
of personnel management affecting its employees and appli¢dnisan Resourceamanagement
shall be free from such prohibited practices as discrimination, sexual harassment, or any other
conduct inconsistent with sound meritmmiples. The Countyshall provide equal employment
opportunity to all employees and all applicants without regard to race, k@igion, national
origin, political affiliation, disability, sex or age, except where such is bona fide occupational
qualification. The adoption of this policy by the Board of Supervisors is a reaffirmation of
adherence to and promotion of the policy of nondiscrimination. Any person employed by the
County of Hanover who fails to comply with this policy is subject to the Godistiplinary
procedures.

Any employee who has a complaint relating to discrimination is encouraged to report the
complaint to the supervisor, department headdicectar of Human Resources or use the
Grievance Procedurelhe County prohibits any forwf retaliationagainst employees for
bringingbona fide complaints relating to discriminati@@xual harassmeat other prohibited
employment practicesr for providing information about such practicééotices ofemployees'
rightsavailable from the Bapl Opportunity Employment Commission shall be posted by the
Human Resources Department.

Conflict of Interests Act and Statement of Ethics:

Employees and members of boards and commissions shall comply with the State and Local
Government Conflict ofriterests Act. Questions concerning interpretation or the application of

the Act should be directed to the department head, Department of Internal Audit or Department of
Human Resources. Employees shall be governed by the Conflict of Interests Act and the
Employee Relations provisions of Sec. 13 of the Human Resources Policy manual.
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A. Overview of Ethics

All Hanover County employees and members of boards and commissions are expected to
represent the County and to carry out their work with professionalisihtimes. They shall

fulfill the responsibilities of their jobs with honesty and integrity and shall make serving the needs
of the constituents of Hanover County their primary goal.

B. Standards of Ethical Conduct:

Employees and members of boards eochmissions shall strive to:

1. Make the needs and concerns of the constituents of Hanover County the primary
consideration in all decisiemaking and actions taken on behalf of the County.
Fulfill their job responsibilities with honesty and integrity.

Avoid using their positions for personal gain.

Adhere to federal, state, and local laws.

Serve withrespect, concern, courtesy, and responsiveness while carrying ouistien,
vision, and goals of Hanover County.

arwn

Employees and members of boards and comarissare expected to engage inadty conduct
that does not tarnish the reputation of Hanover County.

C. Reporting Violations:

Employees shall be alert to possible violations of the County policies and applicable laws and

are expected to report such violations by County employees promptly. Reports shall be made

to the employeebs supervi sor ,entchedpHuhame nt head,
Resources department as appropriate. The Fraud, Waste and Abuse Hotline is a means for

reporting suspected wrongdoing involving fraud, waste & abuse of County and School assets

or resources. The hotline phone numbe&65-6813. More information about this process is

available ahttp://www.co.hanover.va.us/intaudit/reportingfraud.htm

13.10 Workplace Harassment:

It is the policy of Hanover County that &linployees have a right to work in an environment free

of discrimination, which includes freedom from harassment whether that harassment is based on
sex, age, race, national origin, religion, sexual orientation, marital status, disability, or
membership irother protected groups. The County prohibits harassment of its employees in any
form by supervisors, eworkers, customers, or suppliers.

Such conduct may result in disciplinary action up to and including dismissal of the employee who
harasses others tite supervisor or department head who tolerates such conduct. Persons who are
not employees who engage in offensive and/or harassing behaviors or language will be asked by
the supervisor ordepartmenhead to leave the premises.

No supervisor shall thréan insinuateor implyt hat any empl oyeesd submissior
sexual advances wil!/ in any way influence any dec
performance appraisal, wages advancement, assigned duties, shifts, or any other afndition

employment or career development.

Other harassing conduct in the workplace, whether physical or verbal, committed by supervisors
or others is also prohibited. This includes: slurs, jokes or degrading comments concerning sex,
age, race, national ofig religion, sexual orientation, marital status, disability, or membership in
other protected groups; repeated offensive sexual flirtation, advances, or propositions; continual or
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repeated abuse of a sexual nature; graphic verbal comments about amiadivi@ s body; and th
display in the workplace of sexually suggestive objects or pictures.

Employees who have complaints of harassment should report such conduct to their supervisor,
departmentead or to the Dectorof Human Resources. Where investigattmnfirms the
allegations, appropriate corrective action will be taken.

13.11 Workplace Violence:

The purpose of this policy is to educate employees and to reduce the risk of violence.

Violence, threatened violence, and inappropriate behavior conducivalence are prohibited.
Prohibited acts include aggression or threatened aggression, which may be verbal or physical, and
which may include harassment, nanaling, swearing, inappropriate or excessive displays of

anger, verbal or physical intimidah, and physical attack toward persons or property.

Hanover County will not tolerate violence or threatened violence in the work place in any form,
whether directed at another person or displayed at random. Employees shall immediately report
anybehavior or language which threatens the safety of themselves or others to the supervisor,
department head or the Director of Human Resources.

Any Hanover County manager or supervisor who receives a complaint or has knowledge of

violence or threatened Mance occurring in the workplace shall ensure that the matter is
investigated appropriately. I'n instances where ¢
Office shall be notified. Substantiated instances of inappropriate behavior shallmmesult i

appropriate disciplinary action, up to and including termination.

1312 Employee Dress:

During work hours, employees are considered to be representatives of the County and are required
to dress and groom themselves in a manner that portrays a pnad¢gasiage. Department heads

are to determine appropriate appearance and appadghayestablisha formal written
departmenspecific dress policwith the approval of the Director of Human ResourcAsy

manner of dress or personal hygiene that igigisve to the work of the department or to those

being served, shall be considered inappropriate.

Employees issued uniforms or protective clothing are required to wear them while on duty and are
expected to maintain them in a neat, clean and operastatal Jobdescriptions will specify

those jobs where there are special grooming and/or dress requirements imposed to insure the
safety of the employee.

13.13 Confidentiality:

Employees having access to personal information or data in the course dimgy@ounty

services to clientcustomers, and employessall maintain the confidentiality of that information

and shall release that information only in accordance witistheernment Data Collection and
Dissemination Practicesct and any otheregulations which are applicable to specific programs.
Failure to adhere to those requirements and to maintain the confidentiality of personal information
may result in disciplinary action, including dismissaheé Section 11).4
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13.14 Employee HealthService:

There may be times when an employee, or group of employees, by the nature of their job or job
assignments must undergo certain medical examinations and/or tests for their own safety and the
safety of others. Such examinations and/or tests lsdadtstricted to only those which are directly
related to the safe performance of their job and to maintaining the general health abeivgetif

such employee as well as other County employees and the public with whom they are or may have
been in contac The costs for such examination and/or tests will be borne in full by Hanover

County. Should the employee choose another medical resource outside of the referral made by the
County, such costs will then be his/her responsibility. Failure of an engptoyaibmit to such

required examinations and/or test may provide just cause for disciplinary action to be taken against
that employee.

13.15 Occupational Health and Safety:

The County Administrator shall issue regulations, as needed, to prescribeupescaad

precautions to provide for the health and safety of County employees. Such regulations shall
among other things, require the reporting of possible exposure to communicable diseases and
hazardous materials, identification and education of empsoyte may be exposed to

communicable diseases or hazardous materials and precautionary measures to be required of those
employees.

Departmenheads are responsible for the development, maintenance and implementation of
Standard Operating Procedures neagsfor compliance with all Federal, State, and Local safety
and health regulation that pertain to the operation of the department.

13.16 No Smoking Policy:

Employees shall not smoke in the interior of all County owned and operated facilities with the
exception of the following buildings:

Circuit Court Building fo be determined by Judge
General District Courtt¢ be determined by Judge
Fire Stationstp be determined b@hief of Fire * EMS
Rescue Squadso(be determine€hief of Fre * EMS)

13.17 Criminal Charges and Convictions:

All County employees, regardless of position title or status, are required to reparnaibl
charges andonvictionsagainst thento thee mp | o respectivalepartmenheadimmediately.
Failure to reportriminal charges andonvictiors may result in disciplinary action in accordance
with the provisions of Section 13.3
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SECTION 14: PERFORMANCE APPRAISAL

14.1 General Information

The HanoveCountyemployee appraisal procedure has baeveloped to address the following
objectives:

A. To provide a basis for the determination of the level of performance, to involve the employee
in this determination and to identify areas of work which need improvement or which exceed
the expectations of éhposition.

B. To provide a performanedeased evaluation for the award of compensation increases based on
performance levels.

C. Toimprove communication between supervisors and employees, and generally with the
County Administration.

Employees in all reguldull-time and partime positions are considered eligible for annual Pay

for Performance salary increases based on the performance appraisal document. Seasonal and
temporary employees do not qualify for Pay for Performance salary incre8sesSédctiofh2.1)

A performance appraisal shall be completed for seasonal employees, prior to the end of each
seasonal tenure, to establish the compensation level for the following season.

14.2 Job Description:

The basis for evaluating performance is the job detsgnip Department heads have the
responsibility of assuring that job descriptions for positions in their departments are accurate and
reflect essential functions. It is recognized that employees are accountable for performing all
aspects of the job desption in a proficient manner. Performance Appraisal ratings qualify the
eligible employee for a performanbased salary increase in accordance with the rules and
policiesset forth in this manual.

14.3 Standards of Performance:

These standards expectafcan employee have to be established and communicated by the
department head or supervisor prior to the appraisal process. The performance appraisal program
fulfills its purpose of improving job performance when the employee

(1) participates in establishirtge criteria by which hisr herperformance is to be
judged.

(2) helps to plan future improvements in that performance; and

€)) discusses openly with hig hersupervisor their mutual responsibilities and

expectations with respect to improving job performance.
14.4 Initial Conference:

The immediate supervisor should arrange a time with the employee at the beginning of each
performance appraisal cycle for the following purposes:

A. Areview of the job description to assure that it is accurate. Any necessaignevs
essential functions should be recommended to the Human Resources Department, in the form
of a revised job descriptionSignificant revisions may result in the need for the department
to request reclassification of the positipn.
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14.5

14.6

14.7

B. Performance statards should be established for each of the essential functions. The
responsibilities of the employee and the expectation of the supervisors should be identified
and clearly defined during this meeting.

C. Obijectives for the employee may be establishedgusie Department Work Plan as a base.
This is intended to be an annual setting of objectives which may be used to establish a basis
for the performance rating.

Interim Processes:

During the performance appraisal cycle, the supervisor may arraimge sotmeet with the
employee for the following purposes:

A. Review progressThe supervisor should share with the employee any performance problems
that have been noted and outline measures needed for improvement. Supervisors are
encouraged to schedule a review with those employees who are exceeding their performance
objectivesin order to support their achievements.

B. Review employee concern3he employee may share any problems being experienced which
may be hindering job performance. For example, sometimes equipment or personnel
problems exist that could be corrected by the supervisor, or daily operations have changed to
the point of makingt difficult to accomplish an initially agreed upon objective. At this time
any changes in the initial expectations may be noted. This conference may be requested by
either the supervisor or the employee.

Performance Appraisal Conference:

At leasttwo weeks prior to the review date, the immediate supervisor should schedule a time for
the performance appraisal conference. Before this conference, the supervisor should have
completed the appropriate performance appraisal document and any suporttigen

necessary to clarify the numerical scoring on the performance appraisal and to provide a
description of any corrective actions necessary to achieve satisfactory performance.

The employee should be provided with a copy of the performance appi@isahent prior to the
conference. Discussion between the employee and the supervisor should be related to
performance factors and should deal only withijelated matters.

The employee should be encouraged to submit a response to the performansalapprai
particularly if there are areas of disagreement.

Numerical Rating:

The numerical rating scale is provided on the performance appraisal document. The total score on
the performance appraisal document will determine the overall performancarevel
corresponding merit increase as approved annually by the Board of Supervisors:

Total Score

0.007 1.79 Below Proficient (not eligible for merit increase)

1.801 2.79 Proficient (standard merit increase)

2.8071 3.00 Above Proficient (standard meritdrease and may be eligible for a performance

incentive)

Revised and Adopted lige Hanover Countydoard ofSupervisorg Decemberl4, 2011 Page64



14.8 Corrective Actions:

A written Corrective Action plan must be developed for each employee whose performance
appraisal document indicates performance that is margiredlow proficient andequires

improvement. The plan should clearly identify for the employee the expectations of the supervisor
and should establish a realistic time frame for achievement. If the probationary period is extended
or if the employee is placed on conditionakssa an additional performance appraisal document
(re-evaluation) must be completed at the end of the specified period. Such a performance
appraisal is not the basis for any pay increase.

14.9 Terminations:

If an employee receives an unsatisfactory sooréhe performance appraisal, the supervisor and
thedepartmentead, in consultation with thirector ofHuman Resources, must determine if the
employee is to be offered an extension of the probationary period, placed dfooahdtatus or
terminated If corrective actions are realistic and are potentially achievable by the employee,
continued probationary status or conditional statusimay a vi abl e opti on.

is extremely low and corrective actions appear overwhelming and télyerability of the

employee to achieve, continued probationary or conditional status should not be considered as an
option. In most cases, probationary status should not be extended more than one time.

14.10 Exceptional Performance:

Should the numeri¢acoring completed by the immediate supervisor of an employee indicate
exceptional performance, the performance appraisal must be forwarded through all levels of
supervision to the department head for revimfioreit is discussed with the employee. Iif a
department supervisors, including the department head, agree with the performance appraisal, it
must be forwarded to the County Administrator for review and approval of the pay for
performance salary increas€his approval process must occur prior toany discussion of the
performance appraisal with the employee.

14.11 Pay for Performance Compensation Increases:

Pay for performance salary increases are effectivly 1 of each yeawhen funding is

available and approved by the Board of Supervidorsall eligible employeesPay for

performance salary increase will be prorated for any employee occupying the position for less than
twelve months as of July 1 of any year. ContaetHluman Resources Department for assistance

in the calculation of any prorated salary increase.

The percentage of increase for each performance level will be determined by the Board of
Supervisors as a part of the budget approval process each fiscaDggartments will be advised
of the approved rates in the Classification and Compensation Plan each year.

Revised and Adopted lige Hanover Countydoard ofSupervisorg Decemberl4, 2011 Page65



SECTION 15: DRUG FREE WORKPLACE AND SUBSTANCE
ABUSE TESTING

15.1 Purpose:

The policy of Hanover County is to establish and maintain a safaeaithy workplace free fromirug

and alcohol abuse, and to protect the safety of its citizens by providing the highest quality of services.
To that end, the County is committed, through its Employee Assistance Program, to providing
education, training, adidential counseling and rehabilitation programs for its employees who suffer
from drugand/or alcohol abuse.

The purpose of this policy is to establish guidelines and procedures for the detections and deterrence of
drugand alcohol abuse. This policyts@ut the responsibilities of management and employees, and is
to be construed broadly in order to effect its intended purpose.

Refer to Section 1.6 for the definitions of Adrugo
15.2 Policy Statement:

The policy of the Countis to maintain a safe, healthful and productive work environment for all
employees and to encourage observance of the law. All employees, both supervisory and non
supervisory, have the right to report any violation of this policy without feeeprisalor retaliation.

15.3 Substance Abuse Rules:

Violation of these rules may cause referral to the Employee Assistance Program and disciplinary action
up to and including termination.

All department heads shall take such steps as may be necessary to exguememployee
awareness of the policy and rules and also to ensure maximum compliance with them. In addition, the
Human Resources Department shall distriloliteyawareness information for alountyemployees.

All department heads shall also remain eenaf any current substance abuse requirements imposed on
any of their employees by federal law and shall attempt to comply with same.

NOTICE: Allapplicants and employeshall be aware that violations of the policy may result in
discipline, up to and icluding termination. The County retains the right to search, without employee
consent, all areas and property in which it maintains either joint control with the employee or full
control, including all County vehicles.

A. EMPLOYEE RULES OF CONDUCT

1. General Rquirements.The following responsibilities are imposed on all employees
of the County. Failure to meet these responsibilities may, in the discretion of
management, be the basis for imposing discipline. An employee must:

¢ Not have his/her ability to penfm job duties impaired by alcohol or adsugs
either legal or illegal while, on active duty or on call, while on County property
in an official capacity, or at any time while operating a County vehicle.

e Not be under the influence of illegaitugs or alcdol under any of the
circumstances described in the preceding paragraph. A person is deemed to be
under the influence if his/her behavior and/or appearance are so obviously
affected by alcohol adrugs as to reflect discredit on the County.

e Not use alcohlaat all while on duty or report to work with the odor of alcohol
on his/her breath.
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Not use, possess, sell, distribute, or manufacture ildgab at any time, or
assist another in such aetisany time

Submit to alcohol odrugtesting when requestéd do so by management
pursuant to this policy.

Provide within one day of requestidence of current valid prescription for
anydrugfound to be in his/her possession or identified in a positiug
screen/analysis. Failure to provide that prescnipsioall give rise to a
presumption that the employee did not legally possekgaly use thedrug.

All employees subject to thdotor Vehicle Safety Policghall immediately

report the following to the supervisor who shall consult withciygartment

head as to the appropriate action: (a) all license suspension and revoeaiibns,
(b) all traffic and motor vehicle related charges and convictions.

2. Positiondmpacting Public SafetyAll persons in the following positions are public

safety employees:

e Fire/EMS - all positiors except clerical

e Communications all positions except clerical

e Animal Control- all positions except clerical

e Public Utilities- all operatorsall utility technicians and supervisors that operate
or maintain equipment at the Countyos
and any other positions teminedby the Director of Public Utilitiesin
consultation with the Director dluman Resource$) bea position that impacts
public safety

o Al | positions requiring possE&bldason of
determined by the Federal Transportation Administration of the United States
Department of Transportation.

3. Public séety employees shall be subject to all the rules of conduct set forth in the
preceding section and shall be subject teggmployment physical examinations,
includingdrugscreening. A physical examination, includitigiga screening, for
public safetyemployeegincludingall positions that require possession of a ¢Bs
defined above shall be repeatmtked on the chart beldwallowing initial
employment. EXCEPTION: Those positions requiring@i. shall be subject
only to thedrugand alcohol testg required by the Omnibus Transportation
Employee Testing Act of 199Bee chart below for coverage of testsluding
EVOC( Emer gency Vehi cllieens®lpklerlat or 6s Cour se)

Policy Testing Chart
Random
Annual Drug
and Breath
Alcohol (50% Annual
Pre- of all CDL Hearing
Departments/ Pre- Employment Pre- employees)
Employment Breath Employment (CDL & 1-Year 2-Year 3-Year Conservation
Positions Drug Alcohol Physical EVOC) Follow-up Follow-up Follow-up Exam
Fire/EMS (all pos.
except clerical) X A X A
Animal Control (all pos.
except clerical) X B B D
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Public Utilities (select

Public Safety pos.) X B C B D
Communications (all pos

except clerical) X B B

CDL Drivers X X C X C

A= Physical, Audiometric Exam, Cardiac Stress Teéstpplicable) Chest XRay, Blood Chemistry, Respiratory Cleararideyg Test
B= Physical Drug Screerand Audiometric (selected positions)

C=DOT PhysicalandDrug Screen

D=Audiometric Only (on selected positigns

X=Required

An employee in thigategory who violates any of those rules of conduct shall be forthwith removed
from his/her position. The degree of removal may range from temporary reassignment or suspension
to termination, depending on the circumstances.

4.

B.

Leadership EmployeesAll department heads, deputies, and assistants shall be
under a duty to ensure maximum compliance with these rules by those under their
control and to set an example for other employees. Such an employee who violates
any of the rules of conduct listed in sectidh3 shall be forthwith removed from

his/her position. The degree of removal may range from temporary reassignment
involving other duties to termination, depending on the circumstances. All such
employees shall complete EAP training on the specificeroporaneous physical,
behavioral performance indicators and symptoms of prolehtbipuse.

Supervisory EmployeesA supervisory employee is any employee who supervises
other employees. Supervisory employees shall be under a duty to ensure maximum
compliance with these rules by all employees under their supervision. Knowingly
failing to enforce these rules by a supervisory employee is a disciplinary offense. All
supervisors shall complete EAP training on the specific, contemporaneous physical,
behavioréperformance indicators and symptoms of probablgyuse. This is

mandatory training fosupervisors of CDL employees.

TYPES OF TESTING

1. Preemployment TestingPublic Safety Employees.

e Alljob applicants selected for employment in public safety positions shall
undergo arugtest as part of premployment physical.

e All job applicants selected for employment in a position requiri@dpa shall
be subject to a premploymentdrugand alohol screen.

e Any person testing positive shall be denied employment and shall not be eligible
for employment in any position with the County for a period of one year from
the date of therugtest.

e A drugtest will be conducted when a current employaadfers from a nen
covered position into a covered position listed in this policy. An employee who
previously is separated from a position covered by this policy will be subject to
another preemployment test prior to performing in his herformer posiion or
in any other position covered by this policy.

e All pre-employment job applicants who test positive shall have the right to have
their urine samples rested by a laboratory approved by the Medical Review
Officer at his/her own expense. Employeesisferring into a position requiring
drugtesting who test positive do have the right to have their sampéested.
Employees who fail drugtest will not be hired or transferred to a sensitive
position covered by this policy.
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An employee who transfefeom one covered position to another covered

position, without interruption of service, does not require testing.

Employees working in a position covered by this policy on the effective date of

this policy and who continue to work in the same coverediposgio not

require a test.

2. Reasonable Suspicion Testing (applies to all County positiéthen any

supervisor has a reasonable suspicion that an employee is under the influence of
illegal drugsor alcohol, he/she may instruct the employee to be tegtesaime.
Reasonable suspicion is a belief based on objective and clearly stated facts sufficient
to lead a reasonable prudent supervisor to suspect that an employee is under the
influence ofdrugs or alcohol. By way of example, and without limitationy afithe
following conditions, alone or in combination, may comprise reasonable suspicion:

Unexplained inability to perform normal job functions.

Slurred speech.

Smell of alcohol odrugs on breath.

Any unusual lack of physical coordination or loss of &guum
Unexplained hyperactivity or depression and withdrawal.
Unexplained inability to think
Bizarre unusual or uncharacteristiehavior

Possession of alcohol or illegadugs; or the presence of alcohol, @hol
containers, illegatirugs, ordrugp ar aphernal i a i n
control.

o

an

Information obtained from a reliable person with personal knowledge.

r reason a

ar ea

Any supervisor believing that there is reasonable suspicion to require an employee to submit to a
drugalcohol test shall immediately notify the department head or his/her designee to meet him/her to

observe

t he

procedures shall be promptly followed:

The supervisor shall document in writing the facts constituting reasonable
suspicion that the employee is under the influence of alcohol or itieggs.

This information shall be stated in memo form to tepartmentead.

The supervisor shall arrange to
designated medical service provider for conduct of the necessary tests.

If the employee refuses to be tested, the superstsall remind him/her that
he/she is required to submit to testing under these rules and that refusal to do so
comprises insubordination. If the employee still refuses, he/she shall not be

forced to have a test administered, but shall be immediatelgsdsg from
duty and sent or transported home. The refusal of an employee to submit to a

reasonable suspicion test withimo hours of such a request shall comprise

have

insubordination and may be the basis for the imposition of discipline, up to and

includingtermination.

3. PostAccident Testing.
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(2) Personal injury requiring the transporting of a person to a
hospital for emergency medical attention or inpatient
admission.

3) Property damage requirirgvehicle to be towed.

e Any employee who is involved in an accident while on duty and who is
reasonably suspected to be under the influence of iltrggt or alcohol at
the time of the accident shall be testeddiargs and/or alcohol as soon as
possible but not later thatwo hours after the accident. All reasonable
steps shall be taken by supervisors to follow the procedures established in
the AReasonabl e Suspicion Testingo secti

e All reasonable steps will be taken to obtain a urine and/odtdample
from an employee after an accident. If an employee who is subject to post
accidental testing is conscious, able to urinate normiallthé opinion of
medical professiongland refuses to be tested, that employee shall be
immediately removed frorduty. The refusal of an employee to submit to a
postaccident test withitwo hours of such a request shall comprise
insubordination and may be the basis for the imposition of discipline up to
and including termination.

e Under no circumstances shall a enpsor cause a blood or urine sample to
be taken from an unconscious employee.

4. Return to Duty Testing.

e An employee who tests positive fdrugor alcohol use and who has been
removed from duty and referred to the Employee Assistance Program shall
be subjeted to periodic, unannounced testing while in the EAP program.
Such an employee may be returned to work at the recommendation of the
Countyds Medical Review Officer.

e All employees who have tested positive and subsequently returned to duty
pursuanttoti secti on shall be viewed as fisens
employees shall be subject to randdmgor alcohol tests for a period not
to exceedwenty-four (24) months following the date the employee returns
to work.

5. Random TestingRandom selection fatrugand alcohol testing shall apply only to
positions requiring the possession @RL and EVOC License At least 50% of
these positions must be tested in everyrighth period beginning January 1, 1996.
Random position number sgling will be periodically conducted in each-fr#bnth
period. Employees will be provided no notice and will be tested during regular work
hours or other compensated time.

6. Physical ExaminationsAll public safety employees shall be required to have a
physical examination evergne tothree yearsas indicated in the chart under
15.3.A.3,following the preemployment physical examination. These physicals
shall include testing fadruguse pursuant to this policy. Refusal to take a required
physical shaltomprise insubordination and may be the basis for imposition of
discipline, up to and including termination.

7. Physicals Following An Appointment To A Covered Positidtl persons appointed
to a covered position shall be required to have a physical eatiaminwhich shall
includedrugtesting, provided there has been no such exam in the last 24 months.
Refusal of a person to take a required physical may comprise insubordination and
may be the basis for imposition of discipline, which may include defthko
appointment, and shall be the basis for discipline up to and including termination.
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15.4 Test Procedures and Physical Searches:

A. DRUGTEST PROCEDURES

1. Substances test foAny drugtest conducted pursuant to these rules may test for any
substance which could impair an employeeds ¢
his/her job, including but not limited to:

e Alcohol
e Opiates
e Cocaine

e Phencyclidine (PCP)

e Barbiturates and Benzodigaaes
e Amphetamines

e Marijuana

2. Conduct of testsTests shall be conducted in accordance with established and
reliable clinical procedures. The tests shall include an initial screen, which shall be
followed by a confirmatory analysis for any screen showipgsitive result. Copies
of procedures shall be available on request from the Human Resources Department.

3. Challenges to test result€urrent employees who test positive may challenge the
test results by notifying the Human Resources Department witfee tvorking days
of receiving the test results. The original sample will then be retested by a laboratory
ot her than that of the Countyds medical ser \
Review Officer. All costs associated with the retest are bornkedgerson raising
the challenge.

4. Ledgitimate use ofirugs affecting test resultsA person who is taking drug
legitimately, whether it is a neprescriptiondrugbeing used for a bona fide health
reasons, a prescriptiatugbeing taken pursuant to alid prescription, or arug
being taken under supervision as part of a eappgroved or cowsupervisedirug
rehabilitation program, shall not be deemed to have violated these rules because of
testing positive for thadrug

5. Confidentiality: Laboratoryr e port s or test results shall be
confidential medical file. They may be disclosed to County management on a
strictly needto-know basis and to the employee on request. Otherwise, the only
disclosures which may occur without emypde consent are when compelled by law
or judicial or administrative process, when the information has been placed at issue
in a formal dispute between the County and the employee, in the administration of an
employee benefit plan, or when needed by mégieesonnel for the diagnosis or
treatment of the employee and the employee is not capable of authorizing disclosure.

B. ALCOHOL TEST PROCEDURES

A test for alcohol shall not be required in order to support a finding that an employee has

used alcohol in violédn of these rules; and such a finding may be based on other observed

facts and conditions. If a test is administered, it shall be of a type consistent with those used

by the Sheriffés Department to test persons sus
alcohol, the legal criteria may be one factor used to determine whether a person has used

alcohol in violation of these rules but shall not be dispositive.

C. PHYSICAL SEARCHES

Physical searches by supervisors shabdgect to the following rules:
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1. If a syervisor has reasonable suspicion, as defined in Section 15.3 B 2, he may
request an employee to turn over anygs or alcohol on his/her person or to permit
a search of areas under the employeeds sol e
vehicle. Such sequest may not be made to an employee in the absence of
reasonable suspicion. If the employee clearly, voluntarily, and unequivocally gives
permission, such search may be made; but in the absence of such permission it may
not be made without a warrarRefusal to give permission may not be the basis for
imposition of any discipline.

2. Supervisors shall not physically search employees under any circumstances.

3. Supervisors may search without employee consent all areas and property in which
the County maintameither joint control with the employee or full control. All
Countyvehicles are subject to full search without employee consent.

4. Ifillegaldrugs are found in an employeeds possessio
control, the sheriff will be immediatesummoned and thdrugs will not be touched,
moved, or confiscated. All reasonable efforts short of physical force shall be used to
prevent the employee from disposing of thiags before the law enforcement
personnel arrive.

D. LEAVE DURING TESTING

The following provisions will apply when persons are being testedriags or alcohol, while
searches are taking place, when employees refuse tests and when employees are awaiting
enroliment in the County Employee Assistance ProdiaAP):

1. If a suspension is imped, time will be charged to administrative leave, without pay.

2.1 f an employee refuses to take a test, he st
Empl oyees deemed finot qualifiedd for duty ac
addition to any digiplinary action which may be imposed, shall have their time
charged as an unauthorized absence without pay.

3. When employees are being tested, awaiting tests, awaiting enrollment in the EAP or
are being searched, no leave time is charged.

15.5 Disciplinary Action for Improper Drug/Alcohol Use:

Any employee charged with insubordination for refusing to submitimgand/or alcohol test

shall be subject to discipline involving no less than a suspension without pay for a minimum of
three (3) wok days and up to and including termination. Such an employee shall not be permitted
to return to work until he has submitted to testing and determined to be qualified to return to duty.
Any employee who is found to have improperly used or possesagglor alcohol in violation of

any of these rules shall be subject to the following discipline:

A. FIRST OFFENSE

The employee iy be referred to the & andor given a Last Chance Agreement
Failure to properly participate in and complete the program withmad gause shall
comprise insubordination and may be the basis for discipline up to and including
termination. Any person referred to the FAP following an offense shall be subject to
periodic unannounced testing while in the program.Discipline may, in tk discretion
of managemenalso be imposed. Management may also reassign the employee.
Circumstances may warrant the termination of an employee, even for a first offense.

B. SECOND OFFENSE

A second offense within twenfpur monthss grounds for dismissal and the employee
shall be terminated. If an employee has a second offense over twéniy months since
the first offense, he or she must be referred to the EAP and given a Last Chance
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Agreement.Failure to properly participatin and complete the program without good
cause shall comprise insubordination and may be the basis for discipline up to and
including termination.Any person referred to the EAP following an offense shall be

subject to periodic unannounced testing whilén the program. Discipline may, in the
discretion of management, also be imposed. Management may also reassign the

employee. Circumstances may warrant the termination of an employee

C. ADDITIONAL OFFENSE
If any additional offense occurs at any tithereafter, the employee shall be terminated.
D. CONVICTIONS

See Section 13.3

15.6 Medical Review Officer:

The hospital or physician serving as the provider
shall designate from its staff a qualified individualtobeGheunt y 6 s Medi c al Review C
The Medical Review Officer shall be a licensed physician with knowleddeugfand alcohol

abuse disorders. The Medical Review Officer shall review all laboratory results and determine

alternative medical examinationsr fpositive results. The Medical Review Officer shall cooperate

with the Employees Assistance Program in the education and rehabilitation of County employees,

and shall perform all medical functions related to the implementation of the various types of

testing required by this policy.

15.7 Employee Assistance Program:

The Employee Assistance Program (EAP) shall provide appropriate education to all employees
regarding the use of alcohol and prohibitedgs, and the availability of counseling, rehabilibati

and other employee assistance. EAP shall also provide all supervisory personnel with training on
the physical, behavioral, and performance indicators and symptoms of prdhajlse.
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APPENDIX A: HANOVER COUNTY GRIEVANCE PROCEDURE

Thepurpose of this procedure is to provide a prompt, fair, and orderly method for the
resolution of employee grievances.

Definition of Grievance:

A. A grievance is a complaint or dispute by an employee relating to his or her employment,
including but nonhecessarily limited to:

1. Disciplinary actions, including disciplinary demotions, suspensions, and dismissals
provided that such dismissals result from formal discipline or unsatisfactory job
performance.

2. The application of personnel policiestopedures, rules, and regulations, and the

application of ordinances and statutes.

3. Acts of retaliation taken as the result of utilization of this grievance procedure or the
participation in the formal grievance (under this grievance procedure) tlieano
County employee.

4, Acts of retaliation because the employee has complied with any law of the United
States or of the Commonwealth of Virginia, has reported any violation of such law to a
governmental authority, or has sought any change in lawebéie United States
Congress or the General Assembly of Virginia, or has reported an incident of fraud,
abuse, or gross mismanagement.

5. Complaints of discrimination on the basis of race, color, creed, religion, political
affiliation, age, disabilitynational origin, or sex.

B. County Management Rights and Prerogatives:
The County reserves to itself the exclusive right to manage the affairs and operations of County

government.  Accordingly, complaints involving the following management rights and
prerogatives are not grievable:

1. Establishment and revision of wages salaries, position classification, or general
benefits.
2. Work activity accepted by the employee as a condition of employment, or work

activity which may reasonably be expected to Ipad of the job content.

3. The contents of ordinances, stagiter established personnel policies, procedures,
rules, and regulations.

4. The methods, means, and personnel by which work activities are to be carried on,
including but not necessarily limited to:

a.  The provision of equipment, tools, afattilities necessary to accomplish tasks.
b.  The scheduling and distribution of personnel resources.
C. Training and career development.

5. Termination, layoff, demotion, or suspension from duties because of lack of work,
reduction in force, or job abolition, except where such action affects an employee who
has been reinstated within the previous six months as the result of the final
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determingion of a grievance. In any grievance brought under the exception to this
paragraph, the action shall be upheld upon a showing by the County that:

a. There was a valid business reason for the action, and

b.  The employee was notified of the reasonmvriting prior to the effective date of
the action.

6. The hiring, promotion appointments to new position, transfer, assignment, and
retention of employees in positions within the County service.

7. The relief of employees from duties, or takirgli@n as may be necessary to carry out
the duties of the County in emergencies.

8. Direction and evaluation of the work of County employees.

Il. Coverage of Personnel:

A.  All non-probationary fullitime and partime employees of the County, includiagployees of
the Community Services Board, in authorized positions approved by the Board of Supervisors,
are eligible to file grievances under this procedure with the following exceptions:

1. Appointees of elected individuals or elected groups.

2. Officials and employees who by law serve at the will or pleasure of an appointing
authority.

3. The County Administrator, deputind assistantcounty administratos, and the heads

of separate County agencies or departmenttudingdeputy and ssistantdirectors
except asotherwise provided by law and specified in the job description for the

position
4, Employees whose terms of employment are limited by law.
5. Temporary, limited term, seasonal employees.

B. Employees of the constitutional imfrs are not included within the coverage of this procedure.
C. The County Administrator or his designee shall determine the officers and employees (by

position) excluded from this grievance procedure, and shall maintain a list of such excluded
positiors in the Departmermtf Human Resources

Il Operation of the Grievance Procedure:

A. Step 1- Supervisor Level

An employee who believes he or she has a grievance shall discuss the grievance informally
with the immediate supervisor within twenty calendar days after the occurrence of the event
giving rise to the grievance. If the grievant alleges discriminatioetaliation by the

immediate supervisor, however, the grievance may be initiated with the next level supervisor.

If the issue is not resolved after an informal discussion, the grievant shall complete the Step 1
section of the Grievance form (availablefie Human Resources Department and on the T

drive). Grievability shall be determined by the County Administrator (or designee), in
consultation with the Director of Human Resources. Resolution of the grievance by the
immediate supervisor shall be commuatéd, in writing, to the grievant within ten calendar

days after the date of the discussion. At Step 1, the only persons who may normally be present
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in the meetings are the grievant, the supervisor, and appropriate witnesses. Witnesses shall
only be presnt while actually presenting testimony.

B. Step 2- Department Head Level

If the grievant is not satisfied with and does not accept the Step 1 response, or if the immediate
supervisor fails to respond within the required time period, and the grieishes to advance

to Step 2 of this procedure, the grievalmallcomplete the Step 2 sectiontbé Grievance form

and shall file the completed requdstm with the grievant's department head within ten
calendar days of receipt of the supervisor'sparese or the deadline for that response,
whichever occurs first. The grievant shall specify the issues and state the relief that he or she
expects to gain through the use of this procedure. If there is more than one outstanding
grievance, the DepartmeHead may combine them to be heard in the same Step 2 meeting or
consider them in separate Step 2 meetings. The department head shall immediately forward a
copy of the form to the Human Resources Department. The department head or designee shall
promptly meet with the grievant. The department head or designee shall render a written
response to the grievant within ten calendar days following receipt of the request form and shall
send a copy of the completed form to the Human Resources Department. At thieprdy

persons who may normally be present in the meetings are the grievant, the department head,
and appropriate witnesses. Witnesses shall only be present while actually presenting testimony.

C. Step 3 County Administrator Level

If the grievant is not satisfied with and does not accept the Step 2 written response, or if the
department head or designee fails to respond within the required time period, and the grievant
wishes to advance to Step 3 of this procedure, the grievant shall cothpl&tiep 3 section of

the Grievance form indicating the intent to advance the grievance to Step 3. The form shall be
filed by the grievant with the Human Resources Department within ten calendar days following
receipt of the Step 2 response or the deadtin that response, whichever occurs first. At the

di scretion of the County Administrator (or
grievances can be combined to be heard at the same Step 3 meeting, or considered in separate
Step 3 meetings.

If the County Administrator or designee determines (or has previously determined) that the
complaint is grievable, the Administrator or designee shall meet with the grievant together with
a representative of the affected department and the Human Redoepaesnent, appropriate
witnesses for each side, and such other persons as the County Administrator or designee deems
necessary and appropriate. Witnesses shall be present only while actually providing testimony.
The grievant, at his option, may have q@et a representative of his choice. If the grievant is
represented by legal counsel, the County likewise has the option of being represented by
counsel. The County Administrator or designee shall render a written response resolving the
grievance withinten calendar days following receipt of the Grievance form from the Human
Resources Department. In the event that the County Administrator or designee rules that the
complaint, or a portion of the complaint, is not grievable, the grievant may appeadisair

to the Hanover County Circuit Court as set out in Section V(B) below.

D. Step 4 Final Hearind evel

If the grievant is not satisfied with and does not accept the Step 3 written response, or if the
County Administrator or designee fails to respond within the required time period, and the
grievant wishes to advance to Step 4 of this procedure, the grihalhtomplete the Step 4
section of the Grievance form indicating the desire to advance the grievance to Step 4. The
form shall be filed by the grievant with the Human Resources Department within ten calendar
days following receipt of the Step 3 respwrw the deadline for that response, whichever
occurs first.
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Step 4 final hearings may be heard by an impartial administrative hearing offibgr sor
impartial grievance panel in accordance with Section IV of this procedfuttee grievant and

the County agree, the final hearing will be heard by an administrative hearing officer, appointed
by the Executive Secretary of the Supreme Court of Virginia or by the Department of
Employment Dispute Resolution. The County shall theeycost of the administrative hearing

of ficerds services.

V. Rules ConcerningAdministrative Hearing Officers, Grievance Panels and
Final Hearings:

In the event that the grievant and the County do not agree to have an administrative hearing officer
appointed to hear the grievance, a thpsason grievance panel shall be selected to hear the grievance at the
final hearing, as set forth below:

A.

Selection of Grievance Panel:

Such panel is to consist of one member appointed by the grievantjemnieer appointed by

the County and a third member selected by the first two. In the event that agreement cannot be
reached as to the final panel member, the Judge of the Hanover County Circuit Court shall
appoint such third panel member. The third pameimber shall in all cases serve as
chairperson. All such appointments or selections shall be made within ten (10) days of the
receipt of request for a panel hearing.

Eligibility to Serve on Grievance Panel:

The panel shall not be composed of @ersons having direct involvement with the grievance
being heard by the panel, or with the complaint or dispute giving rise to the grievance.
Managers who are in a direct line of supervision of a grievant, persons residing in the same
household as thaigvant, and the following relatives of the participant in the grievance process

or a participant's spouse are prohibited from serving as panel members: Spouse, parent, child,
descendants of a child, sibling, niece, nephew, and first cousin. No attawieyg direct
involvement with the subject matter of the grievance, nor a partner, associate, employee, or co
employee of the attorney shall serve as a panel member.

The following rules apply to Step ddministrative hearing officers argtievance
parels and the conduct of Stefiidal hearings:

1. The grievant shall bear the reasonable costs and expenses, if any, of the grievant's
panel member.

2. The County shall bear the reasonable costs and expenses, if any, of its panel member
and those ofhe third panel member unless the grievant objects. Upon objection, the
reasonable costs and expenses of the third panel member shall be shared equally
between the County and the grievant.

3. No person shall receive any compensation, whether monetatherwise, for time
spent in serving as a member of a grievance panel. Notwithstanding this prohibition, a
County employee serving as a member of a grievance panel may receive the usual
County salary for the period spent in serving on such a panel.

4, The administrative hearing officer granel shall promptly set the date, time, and
location for hearing théinal hearingand shall notify the parties.

5. The County shall provide tredministrative hearing officer granel with copies of the
grievane recordat least 7 calendar daysior to the hearing, and shall provide the
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grievant with a list of the documents furnished todateinistrative hearing officer or
panel.

6. At the request of the grievant, at least ten calendar days prior to the scHathiled
hearing, the grievant and the grievant's attorney shall be allowed access to and copies
of all relevant files intended by the County to be used by it dirthihearng.

7. The grievant shall furnish to the County copies of all documents, exhibits, and a list of
witnesses the grievant intends to use atfthal hearing seven calendar days in
advance of the hearing. Three calendar days after receiving these ridemghé
grievant, the County shall furnish to the grievant copies of all documents, exhibits, and
a list of witnesses it intends to use atfihal hearing.

8. Both the grievant and the County may be represented by legal counsel or other
representativat thefinal hearing. Such representatives may examine, -exesine,
question, and present evidence on behalf of the grievant or the County before the
administrative hearing officer granel without being in violation of the provisions of
Virginia CodeSection 54.43904.

9. The administrative hearing officer granel shall have the authority to determine the
admissibility of evidence withoutegard to the burden of proof, or the order of
presentation of evidence, so long as full and equal opporiarafforded to all parties
for the presentation of their evidence.

10. All evidence shall be presented in the presence adddh@nistrative hearing officer or
panel and the parties except by mutual consent of the parties.

11. The decision of theadministrative hearing officer gpanel should be renderén
writing as soon as possible, but in any case not later than five calendar days following
the conclusion of the hearing.

12. The administrative hearing officer granel shall have the authgritf it finds, based
on the greater weight of the evidence, that the grievant has been denied a benefit or
wrongly disciplined without just cause (where such cause is required) to reverse,
reduce, or otherwise modify such action and, where appropriaterder the
reinstatement of such employee to his former position with back pay.

a. Back pay may be awarded in an amountabministrative hearing officer or
panel believes equitable, but it shall not exceed pay for time actually lost due to
such suspesion or discharge.

b. Any award of back pay shall be offset by interim earnings the grievant earned
during the period of separation.

C. The administrative hearing officer qranel also has the power to sustain the
County's action.

13. The administrative hearing officer granel shall not have authority to do any of the
following:

a. Formulate policies or procedures.
b.  Alter existing policies or procedures.

C. Circumscribe or modify the rights of the County as outlined in tisgulure.
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d. Exonerate an employee from all discipline when the guilt of the employee is
admitted or is beyond question in view of gm@ministrative hearing officer or
panel.

e. Grant relief greater than that which the grievant has requestib@ irequest
form.

14. Thedecision of the administrative hearing officer or tn@ority decision of the panel,
acting within the scope of its authority, shall be final and binding, and shall be
consistent with existing policies, procedures, and law.

15. The question of whether the relief granted byadministrative hearing officer @anel
is consistent with written policy shall be determined by the County Administrator or
designee, unless the County Administrator or designee has a direct personal
involvement with the event or events giving rise to the grievance, in which case the
decision shall be made by the Attorney for the Commonwealth for the County of
Hanover.

16. Either party may petition the Hanover County Circuit Court for an order reguiri
implementation of thadministrative hearing officer ganel decision.

V. Grievability and Access:

A.

Grievability and access are determined by the County Administrator or designee. Only after
the County Administrator or designee has determined that a complaint is grievable and that the
grievant is eligible to file a grievance may a grievance be advanced through3Sied 4 of

this procedure. When the question of grievability arises at the departmeriBtead) level,

or whenever the question of access to this procedure arises, the grievant or the department head
may request a ruling on grievability or a ruliog access, as the case may be, by the County
Administrator. The County Administrator or designee shall render a decision within ten
calendar days of receipt of the request, and shall send a copy of the decision to the grievant and
the affected departmehead.

Decisions on either grievability or access to this procedure may be appealed to the Hanover
County Circuit Court. Such appeals shall be instituted by the grievant by filing a notice of
appeal with the County Administrator within ten calendaysdfilom the date the grievant
received the decision.

Within ten calendar days after the filing of the notice of appeal, the County Administrator or
designee shall transmit to the Clerk of the Circuit Court a copy of the County Administrator's
decision @ grievability or access to the procedure, a copy of the notice of appeal, and copies of
all exhibits. A list of the evidence furnished to the Court shall be furnished to the grievant.
The appeal will be heard by the Court as provided by law. The alecsithe Court is final

and is not appealable.

VI. Compliance:

A.

After the initial filing of a Grievance form, failure of either party to comply with all substantial
procedural requirements of this procedure without just cause shall result in a decision in favor
of the other party on any grievable issue, provided thgy pat in compliance fails to correct

the noncompliance within five work days of receipt of written notification by the other party of
the noncompliance. Such written notification by the grievant shall be made to the County
Administrator or designee.

The County Administrator or designee shall determine compliance issues. The County
Administrator or designee may require a clear written explanation of the basis for a request for
just cause extensions or exceptions.
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C. Compliance determinations mallg the County Administrator or designee shall be subject to
judicial review which shall be initiated by the grievant filing a petition with the Hanover
County Circuit Court within thirty calendar days of the compliance determination

Procedures for and Caduct of Grievance Hearings

Except as otherwise noted, the following rules apply to all levels of grievance hearings.

A. Role of the Director oHuman Resources
1. The Director of Human Resources or designee shall advise both employees and
supervisors inmatters concerning this grievance procedure.

2. When a grievant appeals to Step 3 or Step 4 level, the Director of Human Resources or
designee shall transmit the grievance record to the County Administrator or designee,
administrative hearing officer grievance panel, as the case may be.

3. During Step 3 and Step 4 hearings, the Director of Human Resources or designee shall
serve as facilitator and advisor on procedural matters.

4, Neither theDirector of Human Reources nor designee shall be present during the
administrative hearing officer @rievance panel's private deliberations and decision
making process.

B. Time intervals specified in Steps 1 through 4 may be extended by mutual consent of the parties.

C. When a deadline falls on a Saturday, Sunday, or County holiday, the next calendar day that is
not a Saturday, Sunday, or County holiday shall be consideredadkléne

D. As far as practical, all grievance meetings and hearings shall be held domingl ICounty
working hours.

E. County employees who are necessary participants at grievance hearings shall not lose pay for
time necessarily lost from their jobs and will not be charged leave because of attendance at
such hearings.

F.  The use of recaling devices or a court reporter is not permitted at Step 1, 2, and 3 hearings.
Only Step 4 hearings may be recorded. When a Step 4 hearing is recorded, it will be the
responsibility of the Director of Human Resources or designee to make the recdrtarg.
will be no other recording permitted. If the grievant desires a transcript of the hearing, he shall
bear the costs thereof.

G. Hearings are not intended to be conducted like proceedings in court and the rules of evidence
do not necessarily apply.

H. At Step 4, thedministrative hearing officer grievance panel shall have the discretion to limit
the attendance at the hearing of persons not having a direct interest in the hearing.

l. At the request of either party, Step 4 hearings shadtibate.

J.  Except in cases involving discipline or in cases whereathministrative hearing officer or
grievance panel determines otherwise, the grievant shall present evidence first.
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K.  Theadministrative hearing officer @rievance panel shall dgmine the propriety of and the
weight to be given the evidence submitted.

L.  Both the grievant and the County may call appropriate witnesses. All witnesses, including the
grievant, shall be subject to examination and eexssnination.

M.  Witnessesizmll be present only while actually giving testimony.

N.  The grievant shall not be entitled to recover more than that which the grievant has lost.

0. When a grievant has obtained partial relief at one level of his grievance procedure but decides
to appeal to the next higher level, the filing of a request form for appeal to the next higher level
shall constitute rejection of, and relinquishment of any claim to, any and all relief granted at the

previous level.

P.  Each party shall bear tloests and expensesto$ or itslegal counsel or representativfeany.
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HANOVER COUNTY

Department of Human Resources
P. 0. BOX 470 HANOVER, VA 230690470 (804) 5376075 FAX (804) 5376334

Employee Grievance Form

Employee's Name:

Employee #

Date of Hire

Home Address

Work Phone

Home Phone

Department

Supervisor

Date of Occurrence Date of Grievance

The issues are: (Disciplinary action; Application of policy/procedure/rule; Retaliation; Discrimination; Other Adverse Action)

The facts supporting this are:

The relief | want is:

Employee's Signature

Date Grievance Filed

Grievances must be filed with your immediate supervisor within twenty days of the event giving rise to the grievance. If you have decided
not to present this grievance to your immediate supervisor because of possible discrimination or retaliation, check here: []

Supervisor's Name & Title Work Phone Date Received
Response:
Supervisor's Signature Date

Employee's Response (check one)

[J1 conclude my grievance and am returning it to Human Resources

Date Received

[J1 advance my grievance to the next step

Employee's Comments (optional)

Employee's Signature

Date
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