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CHAPTER 5
PERSONNEL

ARTICLE I: INTRODUCTION
5-101 Establishment of Rules The following rules and regulations, and other administrative

provisions for personnel administration are hereby declared to constéugersonnel rules
and regulations of Bryan County.

5-102 County Personnel SystemThe Bryan County Personnel Ordinance creates a system of
employment which recognizes that the County employees covered lygtiiem should be
selected and promoted according to their skills, knowledge, and abdigtthat employees
who perform satisfactorily should be retained in their positionsgsds the position exists
and regardless of factors extraneous to their performance and conduct.

5-103 _Establishment The Civil Service Personnel Ordinance has been establishéhe
County Board of Commissioners, and participating Constitutional €éfithat have
included their employees under the system to provide a fair, equitatdeproductive
work environment for those employees covered by the system. Tieensgad these
policies have been enabled by the signatures of the participatingt@oorsal Officers
and by an ordinance adopted by the governing body of the County.

5-104 Purpose The purpose of the Civil Service Personnel Ordinance is talatecpolicies
which shall provide for the fair and equitable treatment of all epejol by Bryan County or
who make application for employment with Bryan County. This ordindagéer
establishes a system of employment that implements andymtigxethe six recognized merit
principles of public employment. Those principles are:

1. Recruiting, selecting, and advancing employees on the basis aétatue ability,
knowledge, and skills, including open consideration of qualified applicantstiar
appointment;

2. Providing equitable and adequate compensation;
3. Training employees, as needed, to assure high-quality performance,;
4, Retaining employees on the basis of the adequacy of their perferncanecting

inadequate performance, and separating employees whose inadequateapedor
cannot be corrected;
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5. Assuring fair treatment of applicants and employees insgkdas of personnel
administration without regard to political affiliation, race, cot@tional origin, sex,
religious creed, age, or handicap and with proper regard for theircyrared
constitutional rights as citizens; and

6. Assuring that employees are protected against coerciparfan political purposes
and are prohibited from using official authority for the purpose offariag with or
affecting the results of an election or a nomination for office.

5-105 Administration. In general, the Constitutional Officers, Elected Officiald Bepartment

5-106

5-107

5-108

Adopted: December 19, 1996 Signed;

Heads are responsible for administering these policies in éspective departments. The
County Administrator is the designated Chief Personnel Officér avierall responsibility
for personnel management. The Commissioners through the County Adsanisitl give
administrative support to the Department in administering theigsliand in certain
instances when budget and funding are concerned, will become directiyeidwohdvising
the Constitutional Officers, Elected Officials and Department Heads.

Coverage. These policies apply to the covered employees in all Departmedés the
administration of the County Commission and the participating ConstititiOfficers.
Federal equal employment law recognizes that neither electeidlsfhor members of their
personal staffs should be covered by legislation creating permandianmsnd Georgia
Code 36-1-21 exempts elected officials or persons appointed to positispeddred terms
form civil service coverage.

Personnel Recordst shall be the policy of Bryan county to ensure that persoriesl fi
are maintained in such a way as to comply with State and Féalesal Personnel files
maintained by the County are subject to inspection and may be disclosed proyided
by applicable law and in accordance with County procedure.

1. All matters dealing with personnel shall be routed through the Couintyrstrator
to the Personnel Clerk, who shall maintain a complete systemsairpe files and
records.

2. No public official may destroy, sell, loan or otherwise dispose of any publicire

except as provided for in local, State or other applicable laws.

Policy Changes.The Board of Commissioners reserves the right to change these policies
at any time, by resolution, if the change does not adversely affect a propenegtiof the
employees.

Donna M. Waters, Clerk
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5-109 Employee Affected The provisions of this ordinance shall be applicable to all employees
except as provided below:

1. Exempted from this Ordinance as "employee", except in degigoatefit sections
where specifically included, are members of the Board of Cosnonisrs, Elected
Officials, Constitutional Officers, designated personal staffCohstitutional
Officers, County Officials appointed by the Board of Commissionaagoa other
governing boards and the County Attorney.
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ARTICLE II: DEFINITIONS

5-201 _Adverse Action.An action taken for cause that results in a disciplinary suspewsihout
pay, disciplinary salary reduction, disciplinary demotion, or disciplinary disiniss

5-202 _Adverse Affect. The results of an action or decision that is not an adverse actishicht
deprives the employee of income or the opportunity to earn more income.

5-203 _County Commissioners.The persons who have, among other authorities, the authority to
appoint and discharge all covered employees. The County CommisHienaispointing
authority in the County.

5-204 County Administrator. The County Administrator is the Chief Administrative Offioér
the County. He has the authority to administer all personnel matters.

5-205 Covered Employees.Employees who work for the appointing authority who are not
members of their personal staff nor policy makers, and whose posit®iecluded in the
classification plan.

5-206 Days When the word "day" is used as a method of counting, it means aatieydainless
stated otherwise.

5-207 Department. This term refers to (1) the different departments under thedBoh
Commissioners, (2) the offices of Constitutional Officers, @)dHe offices of Elected
Officials.

5-208 Department Head. This term refers to the head of a department under the Board of
Commissioners, all Constitutional Officers, and Elected Officials.

5-209 Designee. The person or persons to whom the appointing authorities delegyédm
authority to for the administration of the County Departments.

5-210 Employee Status.

1. Constitutional Officer - An official whose office was created by the dotistn of
the State of Georgia.
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2. Exempt Service shall include the following:

a. All Constitutional Officers, Elected Officials and membetitzens boards
and committees.

b. Positions involving seasonal or part time employment.
C. Volunteer personnel and personnel appointed to serve without compensation.
d. Consultants and counsel rendering temporary professional service.
e. County Attorney
3. Permanent Employee - An employee who has compéditedployment

requirements including the probationary period. The term "permangembt
intended to imply a contract of employment with the County.

4, Probationary Employee - A new employee or an employe® has changed
positions, who is within the probationary period for his/her position.

5. Temporary Employee - An employee selected to fill a positionperiad of 180
days or less shall be considered temporary in nature.

5-211 Handicapped. Any person who has a physical or mental impairment that sub#tantia
limits one or more major life activities, who has a record of such paiiment, or who is
regarded as having such an impairment.

5-212 Hearing Attorney. The attorney retained by the County to conduct appeal hearings and
make recommendations to the appointing authority.

5-213 Hearing Officer. The individual who will hear an employee grievance and make a
recommendation to the appointing authority.

5-214 lllegal Drugs. Any drug (a) which is not legally obtainable or (b) which isalgg
obtainable, but has not been legally obtained. All substances lisheddaderal Controlled
Substance Act or so-called "designer drugs" that have not beededcin the Federal
Controlled Substance Act or the misuse of other non-drug substanbeassglues are
covered by this definition. The term also includes prescribed drggdlylebtained but not
being used for prescriber purposes or as prescribed.
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5-215 Immediate Family. Included are the employee's spouse, child, parent, brother and sister.
The definition is extended to spouse’s child, parent, brother, siségry other person who
resides in the employee's household or who is recognized by lawlegseadent of the
employee. (Revised - 2/1/05)

5-216 Legal Drug Includes prescribed drugs and over the counter drugs which have bdlgn lega
obtained and are being used for the purpose for which they were prescribed or
manufactured.

5-217 May. The word may is conditional, and implies there is discretion abhéther a condition
exists or an act or action will take place.

5-218 Ordered Military Duty . Any military duty performed in the service of the state or of the
United States including but not limited to attendance at anycgesdhool or schools
conducted by the armed forces of the United States by a publicr affieaployee as a
voluntary member of any force of the organized militia or anyrvestrce or reserve
component of the armed forces of the United states pursuant to sslezd by competent
state and federal authority without the consent of such public officer or employee.

5-219 Permanent EmployeeA full-time covered employee who has achieved permanent status
by completing all employment requirements including the probationary period.

5-220 _Public Officer or Employee Every person, by whatever title, description, or designation
known, who receives any pay, salary, or compensation of any kind fronathgastounty
municipal corporation, or any other political subdivision or who is in anyrttepat of the
state, but shall not include persons employed by the state, a countyipausocporation,
or any other political subdivision on a temporary basis.

5-221 Sexual Harassment.Unwelcome sexual advances, requests for sexual favors and other
verbal or physical conduct of a sexual nature constitutes sexwsshant when: 1)
submission to such conduct is made either explicitly or impliaitrm or condition of an
individual's employment; 2) submission to or rejection of such conduct by an individual is
used as the basis for employment decisions affecting such indiv@jsich conduct has
the purpose or effect of unreasonably interfering with an individualk performance, or
creating an intimidating, hostile, or offensive working environment. Easnof sexual
harassment include, but are not limited to, the following:
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1. Sexual comments of a provocative or suggestive nature;

2. Sexual jokes or innuendos intended for and directed to another employee;
3. Suggestive or demeaning looks or leering;

4. Creating an intimidating, hostile or offensive working environment;

5. Making acceptance of unwelcomed sexual conduct or advances or réaussstsal

favors or any nature a condition of employment, employment decisions mnuszht
employment; and

6. Conduct of a sexual nature that has the purpose or effect of unrepsoteataring
with an individual's work performance.

Shall/Will. These terms are unconditional and imply that a condition entista act or

action will take place.

Under the Influence.For the purpose of this policy, that the employee is affectedimga
or alcoholic substance or the combination of a drug and alcohol substangedetectable
manner. The symptoms of the influence are not confined to those ofgdhysmental
ability, such as slurred speech or difficulty in maintaining balantedetermination of
influence can be established by a professional opinion, a scienyifiaid test, and in some
cases such as alcohol, by a lay person’s opinion.

Unlawful Discrimination. Employment practices which are prohibited by state and federal
laws, and which include discrimination because of race, color, sigxonelnational origin,
age, mental or physical handicap, or political affiliation.

Probationary Period. A period of time, usually one hundred and eighty (180) days, during

which a new employee or an employee who has changed positions isvairagezl on job
capability and performance.

Donna M. Waters, Clerk
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ARTICLE Ill: CONDITIONS OF EMPLOYMENT

5-301 _Prohibited Activities. Because public employees are in positions created for the potlic a

funded by the public, the public has the right to expect that the incumbenéspositions

will not abuse the trust placed in them by the public. The emgdogEBryan County are
expected to observe and honor the laws of the State of Georgia anditiaaces of Bryan
County. The following are some of the activities that are specifically prothibite

1.

Adopted:

Political Activities. Because the employees are protected from political patronage
by these policies, the governing authority expects the covered eseplty avoid
public political activities. Neither their position nor county tism@uld be used for
political purposes, nor should the employee actively campaign fdipastisan
candidate

Outside Employment. The individual departments will administer the outside
employment policy for their departments. Any covered employee racsive
permission from the appropriate appointing authority before acceptisgeut
employment.

Gifts and Gratuities. No covered employee should accept any gifts or gratuities
from anyone who might expect to receive return favors from Bryan County.

Conflict of Interest. No Department Head shall hire a relative in positions where
direct or indirect supervision is required. No relative shall b@@yad in positions
where their family interests could conflict with the interest of the Countge&3tf

Use of Intoxicants. Employees shall neither possess, consume or distribute any
illegal intoxicating drug or consume alcohol during work hours, while wcitiray
county business, or while using county vehicles.

Garnishments. Employee indebtedness is a personal concern of the employee, but
multiple garnishments of an employee's salary create adratiistdifficulties that
may lead to disciplinary action.

Abuse and Misuse of Equipment or SuppliesEmployees are entrusted with the

use of public equipment and supplies. The abuse or misuse of county eqaipchent
supplies shall lead to disciplinary action.

December 19, 1996 Signed;
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5-302 Sexual Harassment Sexual harassment will not be permitted in any departmeheof t

county, and a claim of sexual harassment may bypass the narevainge procedure. If
anyone feels that unwelcome sexual advances or language isrimgenath their
productivity or comfort at the work place, or if they feel thay sarms or conditions of
employment depends on sexual favors, the employee should report thatGouty
Administrator immediately. If the claimant feels that heler would be adversely affected
by reporting to the County Administrator, they may report the alaimriting to the County
Attorney, or the County Clerk.

1. Reporting Procedures:

a.

An employee who believes he or she has been sexually harassedrshet
either the immediate supervisor, county clerk, county administrator, county
attorney, or member of the appointing authority. A report will bpare

and forwarded to the County Administrator.

b. Allegations of sexual harassment shall be reportededrately by the
offended employee.

C. Until the complaint is validated, the identities of the involvedquersl shall
be kept confidential.

2. Supervisory Personnel:

a. Be responsible for reporting instances of sexual harassment in writing.

b. Be responsible for initiating immediate disciplinary actiotiéf situation
warrants; and

C. Take immediate action to limit the affected employees &oyfurther work

contact.

5-303 Drug Free Workplace/County Drug and Alcohol Policy All employees shall be notified

in writing of this policy, and as a condition of employment, agreéitteeby the policy on
County premises, while conducting county business or while using countjegehAny
violation by an employee of the policy will result in termioatof employment from the
county. If a county employee voluntarily admits he/she has a substamnee problem, the
County will allow the employee to use accrued sick leave and régane to seek assistance
and rehabilitation. Any evaluation or treatment shall be atthployee’s expense and
completion of a treatment program will not of itself guarantedicued employment. Any
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waiver or deviation from the approved Bryan County Drug and AlcohatyPshall be
approved by the Bryan County Board of Commissioners.

5-304 Violence in the Workplace

The county has a zero tolerance to violence of any type in the wagkpldolence shall
include any physical act or verbal abuse. Any violation by an employee of this pdlicy wi
result in immediate termination of employment.
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ARTICLE IV: EMPLOYMENT PRACTICES

5-401 Objectives. The objectives of establishing the following employment prastce (1) to
comply with the accepted merit principles of civil serviceayst listed in Paragraph 5-102,
and to (2) enhance the employment conditions in Bryan County with théthatiéair and
equitable employment practices lead to greater job satisfaction and productivity

5-402 Affirmative Action.

1. It shall be the policy of Bryan county to select, develop and prormptiegees based
on the individual's ability and job performance. It has been, and shatiwstd be,
the policy of Bryan County to provide Equal Employment Opportunity {mealple
in all aspects of employer/employee relations without discrinoinéecause of race,
color, religion, creed, sex, national origin, age or physical hgndiddis policy
affects decisions including but not limited to, an employee's compamdagnefits,
terms and conditions of employment, opportunities for promotion, training and
development, transfer, and other privileges of employment. It ipdiey of the
County to ensure equality of opportunity through special programsfiomaftive
Action. It is further the policy of the County to comply with the letter and spirit of
applicable local, State and Federal statutes concerning Equploynent
Opportunity and Affirmative Action. If voluntary affirmative actismeeded in any
department in the county, the appointing authority will develop an atfwrenaction
plan and administer the plan for the particular department.

2. Discrimination against any person in recruitment, esation, appointment,
training, promotion, retention, discipline, salary increase, or any agpect of
personnel administration because of race, creed, color, sex, age, Inaiigina
religion, mental or physical handicap, or any other factor not rafatedjuirements
of the position is hereby prohibited.

5-403 Security Clearance.In employment areas such as public safety and finance wiere t
public has a compelling interest in the security of property and life, applicants for
employment, promotion, and transfer will be asked to supply personal atformthat
would not be needed in other employment areas.

5-404 Type of Appointments. The County recognizes two (2) types of appointments that
apply to both original appointments and to promotions. They are non-compatitive
competitive appointments.

Adopted: December 19, 1996 Signed;
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1. Non-Competitive Appointments -1t will be the County's policy to promote from
within whenever possible. Non-competitive promotions shall be consigtariaw
employment practices. This type of appointment applies to tempordiyart-time
employees who are not covered by these policies.

2. Competitive appointments -Competitive appointments are the normal practices of
the County. When a vacancy occurs, a recruitment plan will beapedeland
implemented by the County Administrator. An applicant must be condidere
qualified for the job to be employed and when affirmative actionsgoae been
met, the best qualified applicant will be employed.

5-405 Probationary Period. All employees appointed to or promoted to permanent positions
shall serve a minimum probationary period of one hundred and eighty (1¥€) da
Employees serving the minimum probationary period following initigblegment in a
permanent position shall receive all benefits provided in accordaiticehis personnel
policy with the following exceptions or as otherwise provided:

1. A full-time employee may accumulate personal leave biitrsttabe permitted to
take vacation leave during the probationary period unless the deniahdesve
shall create an unusual hardship. Vacation leave may be grastexthtemployees
only with the approval of the Department Head.

2. The employee, if dismissed during the probationary period shabenentitled to
exercise the right to appeal the dismissal.

3. New employees may be dismissed at any time and witdmyutights of appeal
during the probationary period if the Department Head determingbéhamnployee
is incapable of satisfactorily performing the assigned duties satisfactor

4. Before the end of the probationary period, the Department stedidndicate in
writing to the County Administrator the following:

1. That he/she has discussed with the employee, the employee’s
accomplishments, failures, strengths, and weaknesses;

2. Whether the employee is performing satisfactory work;
3. Whether the employee should be retained in the position;
Adopted: December 19, 1996 Signed;
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4, Whether the employee, if a new employee should be discharged; and or
5. Any other information as required by the County Administrator.

5-406 Job Mobility. It is possible for employees to voluntarily move upward, downward, or
laterally in the organization. It is also possible for the engddg be involuntarily moved
in all three directions.

5-407 Transfers. If a position is open at an equivalent pay grade, an employgeegaest
transfer to that position. If the knowledge, skill, and abilities reguor that job are not the
same as for the present job, the employee will be tested andented for the new position.
The County Administrator may transfer an employee to a posititime aame pay grade, if
the employee is qualified to do the work and if the salary ihahged. The County
Administrator may temporarily transfer an employee to a highkwer position without
a change in salary. A temporary transfer to a higher positepnbe made for up to one
hundred eighty (180) days without giving a salary increase.

5-408 Procedure for Filling Vacant Positions.Recruitment notices to publicize vacancies and
to assist in locating qualified candidates for vacant positionstshphepared by the County
Administrator or his Designee. A copy of the notice will be semiach local newspaper.
When recruiting Department Heads, a copy may be sentderlaretropolitan areas,
depending on the appointing authorities desires.

1. The Department Head is to request in writing and submit to énsoifhel
Department, the position to be advertised. The Department Head ragddbe
announcement for the position shall specify the title, duties, respdresbi
minimum qualification requirements, manner of making application, anidd@te
on which applications will be accepted. All job announcementsstaité that the
County is an "Equal Opportunity Employer". The advertisement must bemran f
minimum of fourteen (14) days. (Revised 2/14/06)

2. Applications may be obtained from the County Commissioners Offtenast be
returned to said office within the time specified in the noti€therwise, the
application will be taken but placed in a six (6) month holding filee dpplication
will require information covering training, experience, and other plated
information. All applications must be signed by the applicant.

3. Current county employees who wish to be considered for anotheriethpsigition

will notify the County Administrator or his Designee and his/heriagpbn will be
reviewed along with all other applications for said position. Whemeaesoccur,

Adopted: December 19, 1996 Signed;

Donna M. Waters, Clerk



18

applications on file in the Commissioner’s Office will be revaemalong with all
new applications for said position. The County Administrator may madbddy
application form at his discretion.

4. It shall be the policy of the County to promote from within wpeasible. The
promotions will be consistent with fair employment practices, andidates for
promotion will be tested and interviewed for the open position.

5. It is the policy of the County to employ according to job relatedfopaions. It is
the policy of Bryan County to use all appropriate means to attpaalified
candidates for employment, and to make such investigations and exans@atare
deemed appropriate to assess fairly the aptitude, education, andeec@eri
knowledge, and skills, character, physical fithness, and other quadiigised for the
position in the service of the County.

5-409 Disqualification of Applicants. After the job application closing date, the County
Administrator may disqualify any applicant who does not meet therezgents for the
position, who practices or attempts to practice fraud or deceptioonipletion of the
application or who has an unsatisfactory past record of employmenappheant may be
required to submit proof of education, military service, necessanydes, or any other such
documentation.

5-410 Selection Procesd he Department Head has responsibility for hiring employeesdibreni
department, and shall not interview less than three qudifiplicants (provided applications
from three qualified individuals have been received). If no qualifiedcgops apply for the
advertised position, the Department Head cannot hire an applicandififerent position
without first advertising the different position for a minimum of fourtelet) ays. Upon
reaching a determination as to the best qualified candidate, themepeHead shall notify
the County Administrator, no candidate can be offered in excess Miiniraum Starting
Pay Rate, unless justified by the Department Head and approved bgotiay
Administrator. Upon receipt of the required paperwork from the Countyiisiimator, the
Personnel Department shall issue a Conditional Offer of Employhetteér pending
required employment screenings. Once notified of satisfactygersing results, the
Personnel Department shall notify the Department Head and theideptiiead shall issue
a Verbal Offer of Employment. The Employee then must provide toP#reonnel
Department a Letter of Acceptance acknowledging the Positia) $alary and Start Date.
Once Letter of Acceptance is received, the Personnel Depaghadhissue the Final Offer
of Employment Letter, at which time the selected candidate megin work on date
specified in the Final Offer of Employment Letter providing alpgravork has been
completed with the Personnel Department. (Revised 2/14/06)
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5-411 Selection Process for Department Head The process will be principally the same

procedures outlined in paragraph 5-408. The County Administrator will screen all
applicants and provide a list of the most qualified for intervielWe dppointing authority
will interview at least three (3) qualified individuals (providedethqualified applicants

apply).

Upon reaching a determination the appointing authority wilfiyntite County

Administrator to offer the job to the selected individual pending medicduation and
drug/alcohol screen.

5-412 Performance Appraisal. Reserved. (Revised 4/4/06)

5-413 Separations. Any employee may voluntarily resign, abandon the job, be separated in
reduction-in-force, or be dismissed for disciplinary reasons as described ie Xitic

1.

Job Abandonment- Employees who are absent from work for two (2) or more
consecutive days without having received leave approval or without halledjioa

to report the absence will be considered as having voluntarily abandoned their job.
The separation will not be in good standing, and shall affect tketexf accrued
benefits.

Reduction-in-Force - A reduction-in-force may be necessary when a position or
group of positions must be closed because of lack of work or funds. Enyplayee
are separated in a reduction-in-force will be treated dseif were on leave-of-
absence for one (1) year and will receive preference in relsinmigid a position for
which they are qualified opens within that year.

Individuals Seeking Re-employment by the County All employees previously
employed by the county, where involuntary separation occurred, thataregre-
employment must be reviewed and approved by the appointing authority before
rehiring.

5-414 Establishment.A classification plan has been established and is maintainedeahih fihe

Office of the County Clerk. The plan is available for review by county employees.

5-415 Basis for Position Classification. Each position shall be assigned or allocated to an

appropriate job classification on the basis of the kind and level oflutes and
responsibilities to the end that all positions in the same dtzdsh shall be sufficiently
alike to permit the use of a single descriptive title, the saste of competence and the same
salary range, thus carrying out the basic principle of claasdit, which is equal pay for
equal work. A job classification may contain one position or a numbaositions. The
County Administrator shall from time to time review the joassifications and submit a

Adopted:
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report thereof to the Commission.

5-416 Changes in Classification Plan.

1.

Adopted:

The classification plan my be amended from time to timethsy County
Commission. Such changes may result from the need of creatingasgions,
changes in organization or changes in assigned duties and responsibilities.

The County Administrator shall review all requests for creatioew positions, the
abolition or consolidation of present positions, reclassification of pasitio
different job classes, or the reallocation of positions to nearysednge. In such
reviews, the County Administrator shall study the current dutiesespdnsibilities

of the position concerned and recommend to the Commission appropriate act
necessary to ensure the correct classification and allocation of the position.

Each Department Head shall report to the County Administratatemges in the
organization or assignment of duties and responsibilities to a gieloyee which
results in changes in the position-classification plan or in tissi@zation of any of
the positions within the department.

December 19, 1996 Signed;
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ARTICLE V: PAY FOR EMPLOYEES

5-501 Pay Plan.The pay for all employees is established by the pay plan fatabe of position
in which they are employed. The pay plan will be amended frora to time at the
discretion of the Commission.

5-502 Pay ScaleFor each class of position, a pay range is assigned, and folasschfgosition
within that range there is a low, median, and high scale. Initial employmearinmglly at
the lower end of the pay range but depending on the employees expeaximhdhe
recommendation of the Department Head and concurrence of the County $tchton, the
employee may be placed higher within the range specified for the position.

5-503 Notice to Employees of Pay and Salary Range; Basis for Furthercrease After each
class or position has been assigned to a salary range and thipand rules for its
administration have been adopted by the commission, each employee adalkked of the
applicable pay range and the salary grade to which the positmagtlbeen assigned. When
an employee attains the maximum pay within the salary rangesfposition, said employee
shall not receive further salary increases, unless:

1. The position is reclassified,;
2. The employee is promoted to another position having a higher salary grade;
3. A general salary increase is granted to all employees;

5-504 New Appointments Generally, a new employee will be paid the minimum of the approved
salary range for the position to which the new employee is appoiRss®d on experience
and a recommendation from the Department Head and the concurrenea @dithty
Administrator, a higher salary within the range can be approved.

5-505 Promotions.When an employee is promoted to a position in a higher class, piheyesis
salary shall be increased to the minimum rate for the highgs.cln the case of overlapping
ranges, the promoted employee shall be increased to a salarytabexgloyee's previous
salary.

5-506 Reinstated EmployeesA reinstated employee shall be paid at a salary within theaggr
salary range for the position in which the employee is reinstated.

Adopted: December 19, 1996 Signed;
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5-507 Transfers. The pay of an employee transferred to another position of the same pa
classification shall remain unchanged

5-508 Demotions.An employee demoted to a position of lower range shall be reduaeskdary
within the new range to which the employee was demoted.

Adopted: December 19, 1996 Signed;
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ARTICLE VI: APPOINTMENTS

Vacancies. The Personnel Clerk shall publicize vacancies to be filled, emgequalified
county employees to apply for upward classification, and seek new applicants.

Application for Appointment; Form and Design Department Heads shall examine
applications of applicants for employment and recommend applicantpgornément
vacancies existing within their departments. Appointments bhathade on the basis of
ability, training, and experience without regard to age, racedcregional origin, sex,
religion, or handicapped status.

Types of Appointments

1. Permanent Appointment- Appointment to permanent positions shall be made only
when a vacancy in a permanent classification exists and such apgaisighall be
subject to a probationary period.

2. Temporary Appointment - In the absence of an appropriate list for filling
vacancies, temporary appointments may be made for a period not to exceed twelve
(12) months. No temporary appointment shall be construed to confer teofiresof
by the employee and any temporary appointments may be terminated at any time.

3. Emergency Appointment- When an emergency exists and in order to prevent
stoppage of public service or inconvenience to the public, appointments magée
for a period not to exceed thirty (30) days.

4. Exempt Appointments - Appointment to positions identified by elected County
Officials as personal staff.

Pre-Employment Medical Examination and Drug/Alcohol Screeng. Prospective
employees shall be required to complete a drug/alcohol screeniagcasdition for

employment. Any prospective employee applying for any positior‘sdfaty-sensitive”

nature, including, but not limited to Fire, EMS, Deputy, CDL Holdarled, Detention

Officer, Communication Officer and Transit Driver will be reggirto complete a pre-
employment medical examination, as well as the drug/alcoholnsegeeThe physician to
conduct the examination(s) shall be selected by the county and egp#mnsthe

examination(s) assumed by the same.

Donna M. Waters, Clerk
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ARTICLE VII: TYPES OF EMPLOYMENT

5-701 Full-Time Employment Full-Time employees shall be defined as personnel who regularly
work forty (40) hours or more per week for not less that six (6)eoutive months.
Personal leave and holidays count as time worked for this purpose.

5-702 _Part-Time Employment Part-Time employees are those employees who work thirty-six
(36) hours or less per week.

Adopted: December 19, 1996 Signed;
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ARTICLE VIII: LEAVE

5-801 Personal LeavePersonal leave is based on years of service to the County andoistedm
as follows:

1. All regular full-time employees can earn ten (10) days or 80 lvbypersonal leave
for the first year of employment; fourteen (14) days or 112 hours of peisanal
during the second through fifth year of employment; eighteen (18) dayg ¢vours
of personal leave during the sixth through tenth years of employmemttytfour
(24) days or 192 hours of personal leave during the eleventh through fifteenth year
of employment; twenty-seven (27) days or 216 hours of personal leave th&ing
sixteenth through twentieth year of employment; and thirty (3¢9 da240 hours
of personal leave after twenty years of service. The maxiparsonal leave which
may be earned is thirty (30) days or 240 hours per calendar lyeaore than 30
days are needed during any calendar year, it must be approvedgpidumement
Head and the County Administrator. The maximum personal leave hoatsway
be carried over to a new calendar year is 720 hours. Zero (0) hduys banked.
Leave accumulated over 720 hours during a calendar year must be tatken by
employee, or the employee will forfeit any accumulated persoaaé lever 720
hours. Any full time employee resigning from service of Bryan Govoluntarily
and in good standing, will be paid for all accumulated personal leav® the
maximum of 720 hours. Any full time employee retiring from countyise can be
paid lump sum for accumulated personal leave up to the maximum of 720drours,
the employee may take terminal leave to use the accumulatezh@etsave.
(Revised-6/01/04)

2. When aregularly scheduled holiday occurs during the period of an emipli®zve,
an additional day of leave shall be granted.

3. Employees resigning voluntarily and in good standing from county sevilidee
paid for earned but unused leave. Employees dismissed or not resiggimagli
standing will not be paid for earned but unused leave.

4, Leave shall be scheduled with particular regard to senodetyployees, department
operational requirements and insofar as possible, the request of essploye
Employees shall submit in writing a request for vacation to tiegartment head at
least two (2) weeks prior to the desired leave date. Departiheads shall meet the
same requirement with requests submitted to the County Administrator.
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If an employee does not report to work because of illness, the emphoge, at the
earliest possible convenience on that date, notify the appropriatetidepaHead.
Leave may be withheld unless such a report has been made. A physiagement
will be required for absences of three (3) or more consecutive daghysician’s
statement may at any time be required when absence occurs flegqubabitually,
provided the employee has been warned in writing.

A leave form must be signed by the employee giving the date(sinjpleyee was
absent from work. This must be completed promptly upon the employkets e
work. The Department Head is charged with the responsibilitepdrting the
necessary information to the Personnel Clerk.

5-802 Bereavement LeaveA maximum of three (3) days leave may be used at any onédime

the bereavement of an immediate family member. This leavé WQT be deducted from
employee’s Personal Leave. (Revised - 6/01/04)

5-803 _Civil Leave An employee will be granted civil leave when it is necedsauthe employee
to answer subpoena, perform emergency civilian duty for national dedeisseve on a jury.
The employee will be paid for the difference between the regalary and the fee received
for the services performed upon submission of pay vouchers. In the event theeefaploy
civil leave exceeds usual county pay, there shall be no compensation.

5-804 Military Leave. Georgia law requires that paid leave be granted to memlibessiRéserve

and National Guard under certain conditions, and leave-of-absence is required under other
conditions. These policies are in compliance with the law.

1.

Adopted:

Ordered Duty - In compliance with O.C.G.A. 38-2-279, any employee ordered to
military duty shall be placed on military leave with pay &operiod of time not
exceeding a total of eighteen (18) days in any one calendarngcantiexceeding

18 days in any one continuous period of absence.

Declared Emergency- According to O.C.G.A. 38-2-279, in the event the Governor
declares an emergency and orders any employee to State actias duhember of
the National Guard, the employee shall receive pay for a periodcesding thirty
(30) days in any one calendar year and not exceeding thirty (39)rdayy one
continuous period of active duty service.

Leave-of-Absence- According to O.C.G.A. 38-2-279, any voluntary member of the

Reserve or National Guard shall be entitled to absent himselhalhte deemed to
have a leave-of-absence as an employee while in attendaamgservice school
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conducted by the Armed Forces of the United States for a periodixg@prmonths
during any four (4) year period. Leave-of-Absence may be grantedses of
temporary disability and other emergency situations. A leaadsénce prevents
a break in service, but no benefits such as leave or time towasinett shall
accrue during leave-of-absence.

4, Leave-of-Absence while engaged in performance of ordered litary duty -
According to O.C.G.A. 38-2-279(b), every public officer or employeel deal
entitled to absent himself and shall be deemed to have a leavewntali®m duties
or service as a public officer or employer while engaged irpémormance of
ordered military duty and while going to and returning from such d(Rgvised
8/3/04)

5-805 Maternity Leave. Maternity leave is to be charged to leave to the exteribalaior may,
at the option of the employee, be taken without pay. Employees whotdasok beyond
the sixth (6th) month of pregnancy shall submit a physician'sicatéfstating the employee
is capable of performing her duties and that continued employmenbivdtversely affect
the health of the employee and/or unborn child. An employee shallistated in her
current position, providing she returns to work within ninety (90) days follpwhe
termination of pregnancy.

5-806 Leave Without Pay Upon recommendation of the employee's Department Head, the
County Commission may grant leave without pay for a period not teéxaeety (90) days
when it is in the best interest of the County and the employee. iMad&ave without pay
expires, the employee has the right to be reinstated to the peositated if the position still
exists, or to some other vacant position in the same cléss fosition no longer exists.
Leave without pay may be requested for (1) illness when theogegldoes not have
sufficient accumulated leave, (2) for vacation when the employeendbésive sufficient
accumulated leave, or (3) when the employee prefers to take |&eritwpay to avoid
taking accumulated leave. In addition, an employee may be placedwnwithout pay
when leave is requested without prior approval or when an emplogsest without
notification.

5-807 Holiday Leave.

1. The County observes the following paid holidays each year:
New Years Day (January 1)
Martin Luther King Day (January - Third Monday)
All Presidents Day (February - Third Monday)
National Memorial Day (May - Last Monday)

Adopted: December 19, 1996 Signed;
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Independence Day (July 4)

Labor Day (September - First Monday)
Thanksgiving Day and the following Friday
Christmas Eve and Christmas Day

2. When a holiday falls on Saturday, it is observed on the Friday befatdalld on
a Sunday, it is observed on the following Monday.

3. Uninterrupted continuation of services is required of some County Depds
Consequently, the work schedule of some employees in thesendep@rsometimes
necessitates they work on authorized holidays. Holiday leave &# dmployees
shall be as follows:

A. Employees who work on authorized holidays shall be granted a workday of
leave with pay at a later date. No employee will be authot@sdve more
than 5 holidays in a given year and the holidays must be used yedhe
earned, they can not be carried over to the new year.

B. Employees whose scheduled day off falls on an authorized holiday shall be
granted a workday of leave with pay at a later date. No eeployll be
authorized to save more than 5 holidays in a given year and the hotidstys
be taken in the year earned, they cannot be carried over to the new year.

C. Employees who are required to work on an authorized holiday shalieelec
be paid straight time for the holiday, in addition to their regular payér t
day, or they may take a day off at a later time. Employ&edall under this
category are 911, Sheriff's Department, Jailers, or any empldyeenay be
required to work in an emergency situation.

5-808 Temporary Disability. A disabled employee may exhaust all accrued leave. When paid
leave is exhausted, the employee may be placed on leave-of-abstrug pay (see
paragraph 5-806), depending on the duration of the absence and the nedatpdsition.

A doctor's statement will be required to determine the lengéawtlnecessary. Maternity
and other temporarily disabling conditions associated with pregnalidewieated as any
other disability.

5-809 Family and Medical Leave Act 1993As provided by the 1993 Family and Medical Leave
Act (FMLA), all eligible employees shall be entitled to take upwelve (12) weeks of
unpaid, job-protected leave during any twelve (12) month period for spefafrely and
medical reasons.

Adopted: December 19, 1996 Signed;
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1. Family Leave Eligibility: The FMLA provides up to twelve (12) weeks of unpaid,
job-protected leave everytwelve (12) months to eligibleraat female employees
for certain family and medical reasons. To be eligible, you hays worked for the
County for at least one (1) year, and for 1,250 hours over the previdus (42)
months. There also must be at least fifty (50) employees wdidinige County at
the time of leave request.

2. Covered Family and Medical ReasonsAn eligible employee shall be entitled to
twelve (12) weeks of unpaid leave during a twelve (12) month period for onere
of the following reasons:

€)) the birth or placement of a child for adoption or foster care;

(b) to care for an immediate family member (spouse, child or panettt a
serious health condition;

(© to take medical leave when the employee is unable to work leeobas
serious health condition;

(d) a serious health condition, which shall be defined as an ilbfesserious
and long-term nature resulting in recurring or lengthy absences. Trgatme
of such an illness would occur in an inpatient situation at a hospitaickos
or residential medical care facility, or would consist of contigucare
provided by a licensed health care provider.

(e) A family member who has been called to or is on active dutys armed
forces may take up to 12 weeks of FMLA leave when they expegia
“qualifying exigency”. Qualifying Exigency is defined as: A situation(s) in
which the employee is needed to fulfill family and childcare respiities
for covered service members who have been called to active dutysd&Re
3/4/08)

() Employees who have a family member injured in the line of detgatitied
to injured service member leave if they're the “spouse, son, dauggutent,
or next of kin” of a covered service member who has a serioursy iaf
illness. Qualifying employees are entitled to a combined tbt26 aveeks
of leave (including traditional FMLA leave) in a 12 month period, as ogpose
to the usual 12 weeks. (Revised - 3/4/08)

Adopted: December 19, 1996 Signed;
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An employee may take leave if a serious health condition makesfieyee unable
to perform the functions of his/her position. Employees with questibosta
whether specific illnesses are covered under this policy or und@uotinaty’s sick

leave policy are encouraged to meet with a representative frenfPérsonnel
Department.

Calculation of Leave: Eligible employees can use up to twelve (12) weeks of leave
during any twelve (12) month period. The County will use a rollingvievél 2)
month period measured backward from the date an employee uses anydavéA
Each time an employee uses leave, the County computes the amowavieahie
employee has taken under this policy, subtracts it from the t{ENeaveeks, and

the balance remaining is the amount the employee is entitldcetattthat time. For
example, if an employee has taken five (5) weeks of leave ipastetwelve (12)
months, he or she could take an additional seven (7) weeks under this policy.

(@) Employees who request injured service member leave musthaesgtme
eligibility requirements as employees who seek leave for othpopes, see
3 above. (Revised - 3/4/08)

Maintenance of Benefit An employee shall be entitled to maintain group health
insurance coverage on the same basis as if he/she had continued tat Wk
County. To maintain uninterrupted coverage, the employee will have ioweid
pay their share of insurance premium payments. This paymenbsmadide either

in person or by mail to the County Clerk’s Office by tReldy of each month. If the
employee’s payment is more than thirty (30) days overdue, then thanosur
coverage will be terminated by the County.

If an employee informs the county that he/she does not intend to etwonk at the

end of the leave period, the County’s obligation to provide health benefits e
immediately. If the employee chooses not to return to work for reasonstaher t
a continued serious health condition, the County will require the emptoyee
reimburse the County the full amount of insurance premiums that the yCount
contributed towards the employee’s health insurance during the leave period.

If the employee contributes to a life insurance or disalpliayn, the County will
continue making payroll deductions while the employee is on paid leakide the
employee is on unpaid leave, the County will request that the empgloggeue to
make those payments, along with the health insurance paymetts. etihployee
does not continue these payments, the County will recoveryatigrdas from the
employee at the end of the leave period, in a manner consistent with the law.

December 19, 1996 Signed;
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Other benefits such as the accrual of seniority will not continumglleave.
However, the use of family or medical leave will not be stdered a break in
service when vesting or eligibility to participate in benefit paogs is being
determined.

5. Periodic Reporting: If an employee takes leave for more than two weeks, we
require that the employee reports to us at least every two weetke status and
intent to return to work. Health Insurance: If you are covereaubygroup health
plan, we will continue to provide paid health insurance during FMLA leavine
same basis as during regular employment. If the employee does not return to work
after the leave, the employee will be required to pay back albpsmf the insurance
premiums that the County paid during the leave, unless your faillgtita to work
is beyond the employee’s control.

6. Job Restoration: An employee who utilizes family or medical leave under this
policy will be restored the same job or a job with equivalent stpays benefits and
other employment terms.

The County may choose to exempt certain highly compensated “KBtoyees
from this job restoration requirement and not return them to the sasieilar
position at the completion of FMLA leave. Employees who may be exempted will
be informed of this status at the time FMLA is requestedhelfCounty deems it
necessary to deny job restoration for a key employee on FMLA kba@&punty will
inform the employee of its intention and will offer the employee the opportunity to
return to work immediately.

7. Use of Paid and Unpaid Leavelf an employee has accrued paid leave of less than
twelve (12) weeks, the employee will use paid leave first andh&kemainder of
the twelve (12) weeks as unpaid leave.

If an employee uses leave because of his/her own serious mextdalan or the
serious health condition of an immediate family member, the emplalfdest use
all paid vacation, personal or sick leave, and then will be eligible for unpaid leave.

An employee using leave for the birth of a child will use paidlsiake for physical
recovery after childbirth. The amount of sick leave utilized alfftis point will be

decided on a case by case basis. The employee then may usd adigadion,

personal or family leave, and then will be eligible for unpaid |éavéhe remainder
of the twelve (12) weeks.

Adopted: December 19, 1996 Signed;
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An employee using leave for the adoption or foster care of a cHildsei all paid
vacation, personal or family leave first, and then will be eligin@npaid leave for
the remainder of the twelve (12) weeks.

Intermittent Leave and Reduced Work Schedulestn certain cases, intermittent

use of the twelve (12) weeks of family or medical leave ortagbarreduced work

week may be allowed by the County. Employees wishing to use fgavaittently

or to utilize a reduced work week for birth or adoption purposes will toegidcuss

and gain approval for such use from the employee’s department head and the
Personnel Department.

Employees may also use family or medical leave intermijtentls part of a reduced
work week whenever it is medically necessary. If the need leageis foreseeable

and based on preplanned and prescheduled medical treatment, then the esployee
responsible to schedule the treatment in a manner that does not disduy the
County’'s operations. This provision is subject to the approval of thth lezae
provider.

In some cases, the County may temporarily transfer an emplapgantermittent
or areduced work week to a different job with equivalent pay and keihetfiother
position would better accommodate the intermittent or reduced schedule.

Procedure for Requesting LeaveAll employees requesting leave under this policy
must complete the Family/Medical leave for available from He¥sonnel
Department. When an employee plans to take leave under this poliempleyee
must give the County thirty (30) days notice. If it is not possible to give (Bidly
days notice, the employee must give as much notice as iblgossin employee
undergoing planned medical treatment is required to make a reaseffabi¢o
schedule the treatment to minimize disruptions to the County’s operations.

While on leave, employees are requested to report periodicallyet@ounty
regarding the status of the medical condition, and their intent to return to work.

Procedure for Notice and Certification of Serious Health Condion: On
occasion, the County may require the employee to provide notice of édetme
utilize leave (where it is possible to know beforehand) and@y raquire the
employee to provide certification of an employee’s or immediate faneiyber’s
serious health condition by a qualified health care provider. mMiptogee should

try to respond to such a request within fifteen (15) days of the request, or provide a
reasonable explanation for the delay.
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Qualified health care providers include: doctors of medicine or ostggpat
podiatrists, dentists, clinical psychologists, optometrists, and chotmps, nurse
practitioners and nurse-midwives authorized to practice under Baateand
performing within the scope of their practice under State LawCandtian Science
practitioners listed with the First Church of Christ, Scieniist Boston,
Massachusetts.

When seeking certification of a serious medical condition, aploy®e should
ensure that the certification contains the following:

(@) Date when the condition began; expected duration; diagnosis; arel a br
statement of treatment.

(b) If employee is seeking medical leave for his/her own medizadlition,
certification should also include a statement that the empley@able to
perform the essential functions of the employee’s position.

(© For a seriously ill family member, the certification shontdude a statement
that the patient requires assistance and that the employesenpeanvould
be beneficial or desirable.

(d) If taking intermittent leave or working a reduced schedulejfication
should include dates and duration of treatment and a statement of Imedica
necessity for taking intermittent leave or working a reduced schedule.

If deemed necessary, the County may ask for a second opinion. The @itipdy
for the employee to get a certification from a second doctor, which the Gellinty
select. Ifthere is a conflict between the original cedtfon and the second opinion,
the County may require the opinion of a third doctor. The County and theysepl
will jointly select the third doctor, and the County will pay for tipgnion. The third
opinion will be considered final.

5-810 Personal Leave Donation(Revised - 6/01/04) A Leave Bank shall be sanctioned by the
Bryan County Board of Commissioners. Leave Bank days shalsthelished from
employees’ voluntary contribution of accumulated leave. Employeeswvittagraw only
within the guidelines established by the Leave Bank Governing Corarfattese only after
their own personal leave has been exhausted, and only in the event of major illness.

Adopted: December 19, 1996 Signed;
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Purpose -The purpose of the Leave Bank is to allow donations to employees after
their own accumulated leave has been exhausted.

Administration of the Leave Bank -

a. The Leave Bank shall be administered by a Leave Bank Committe
consisting of five (5) employees on a three-year staggereddgation; the
County Administrator, one Elected Official, two Department Headspae
hourly employee. The payroll clerk will also be in attendance ohuttee
meetings, as an ex-officio member. The committee membehs b&ha
appointed by the Chairman of the County Commissioners with the approve
of the Bryan County Board of Commissioners. Reappointment and vacancies
will be handled in the same manner.

b. The committee shall have the responsibility of receiving, wegf and
approving or denying request for Leave Bank withdrawals. The committee
shall elect a chairperson, a vice-chairperson, and a secretary.

(1) The committee shall render a decision on all applicationsnaighi (10)
working days after receiving the request.

(2) The decision must reflect a majority of the entire cotemjtthat is, at
least three (3) votes.

(3) A group of four (4) committee members shall be present to cotiduct
official business of the Leave Bank.

(4) The committee members shall use the following crite@@ministering
the Leave Bank and in rendering their decisions;

Medical evidence of serious illness
Must use all accumulated leave
History of use of leave

(5) The committee chairperson shall prepare an annual report teskatet
to the Commissioners at the February meeting.

(6) The Board of Commissioners in no way obligates itself ornassu

responsibility should the Leave Bank find itself inadequate to respohd to t
needs of the county employees.
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C. All records of the Leave Bank shall be maintained by the P@gpkrtment.
The committee shall inform the Payroll Clerk of all applicatithrey approve
and the amount of additional leave granted by any employee.

3. Procedures for Application for Leave Bank Withdrawals -

a. All full-time employees shall be eligible to make applmatio the Bank
provided that:

(1) He/she has been absent from work, due to catastrophic ilineasjmggcl
but not limited to injury, emergency surgery, or temporary disghditieast
ten (10) consecutive workdays immediately prior to the day Leavedzask
begin. The Leave Bank days will commence after all otheelbas been
exhausted. Other considerations will be made as needed. ERgatmery
and/or pregnancy will not be included.

(2) He/she has exhausted his/her own accumulated leave. Leavéen
applied for within ten (10) working days of the time all other Idaag&been
used.

b. In the event that an employee is physically or mentally unabieat® a
request to the Personnel Committee, a family member or agent may file the
request on the member’s behalf.

C. All requests to withdraw days from the Leave Bank shallilbd in the
payroll office at the Bryan County Board of Commissioners. Thevée
Bank Committee will review up to two (2) times the same reigoesn
employee.

d. The Leave Bank Withdrawal Form shall be accompanied by a physicia
statement verifying illness and attesting to the individual'spacay to
perform assigned duties.

e. An applicant may be required to undergo at his/her own expensgiGaime
review by a physician approved by the Committee.

f. Leave days must be used for personal illness, temporary digadmlit/or the
illness of an immediate family member (see below).
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g. Leave grants from the Bank shall be in units of up to twenty @®ecutive
workdays.
h. Applicants may submit requests for extensions of leave befareptior

grant expires.

I. The maximum number of donated days any member may receive in any
twelve (12) month period is sixty (60) days.

J- All donated leave granted, but no used by the employee, must be reaturned
the donating employee(s) according to percentage given.

k. Substance abuse will be considered as an iliness provided ongoing/mtensi
treatment is occurring.

l. Each employee shall sign an Authorization Form stating thatéhnegsaware
of the provisions of the Leave Bank and also that he/she relieves the
Committee and the Bryan County Board of Commissioners from anltliabi
as a result of actions taken by the Committee.

m. Any fraudulent or misinformation will automatically render aqadion to the
Leave Bank null and void.

n. Additions and/or revisions to the current Leave Bank Policy will daentby
the Committee as the need arises.

0. Application to the Leave Bank due to personal illness requiring
hospitalization will be reviewed on an individual basis. Consecutiye da
absent from work may not always necessary due to personal itimeresore,
each case will be carefully reviewed as to individual need.

4. Procedures for Application to the Leave Bank Due to ImmediatEamily Illiness -

Procedures will be the same as listed for personal use wittiltheing exceptions:

a. The maximum number of days any member may receive in any twelve (12)
month period is ten (10) days.

b. Application to the Leave Bank as a result of immediate Yartiiless
requiring hospitalization will be reviewed on an individual basis.
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Consecutive days absent from work may not always be necessaty due
immediate family illness; therefore, each case will be carefullgved as
to individual need.

5-811 Declared Mandatory Evacuation (Revised 10/04/05) In the event the Governor of the
State of Georgia of the Chairman of the Bryan County Board oin@issioners deems it
necessary to call for a mandatory evacuation of Bryan County, @Geoegiain departmental
employees will be required to remain for disaster relief effof he following departments
will be put on stand-by and housed in county facilities, when necessary:

Sheriff's Department (As deemed by the Sheriff)

EMA

EMS

Fire Department

Public Works Department (As deemed by the Director)

Tax Assessor’s Department (Chief Appraiser & Field Appraisers)

Planning and Zoning/Engineering and Inspections (Director, Zoning Adraitais,
Building Inspectors).

The employees required to be on stand-by will be paid for all hours avatkbeir normal
pay structure in accord with the Federal Wage and Hour Laws & Regulations.

Employees not required by their supervisors to be on stand-by should ewsctexjaested
and will be deemed to use their personal leave for all time albsentvork. If an employee
does not have accumulated leave, then the employee will not be comgpehsatg such
absence.
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ARTICLE IX: HOURS OF WORK

Authority of Established Hours of Work. The County Commission shall set forth the

hours of work for each Department, with all offices being openrenmim of forty (40)
hours per week.

Overtime/Compensatory Time - Approval and DesignationOccasionally, employees

may be called on to work overtime. Employees may be allowed conipensae off for
the period worked, or they will be paid at one and one-half thearetatke for all hours
worked over forty (40) hours per week. Law Enforcement employea®odlive over-time
at a rate equivalent to half the regular hourly rate, for all hearked over 171 hours in the
twenty-eight (28) day work period or 86 hours during the fourteen (14) ddypeoiod.
Department Heads and Salaried employees will receive themrah@alary for any work
period.

Compensation for salaried personnel shall be paid regardless rudeaite to selected
employees, which includes employees and department heads. Due tuldbe
responsibilities required of a supervisor, in addition to ensuring thaetessary work is
performed in each department, variations and additions of work hours nmaylie=d
without the benefit of overtime. Any salaried employee will b&lrequired to account for
their personal leave and report used leave to the personnel officealangd employee that
abuses this policy and does not correctly report their perseead, will be subject to
reprimand by the County Administrator. Ultimately, dismissal/mesult from repeated
violations of this breach of conduct. Compensatory time may be giveoutty-waged
employees for hours worked over the minimum number of hours required fticalpajob.
Employee may choose compensatory time in lieu of over-time pay.

Authorization and Conditions Required to Accept Outsid Employment. Employees

are expected to devote primary attention to the requirements pfcthaity jobs. It is
permissible to obtain outside employment if the employee firstsgaritten approval
from the appropriate Department Head and if :
1. there is no conflict in the working hours;

2. the employee's job efficiency is not reduced; and

3. there is no conflict of interests that could cause emisaneag to the county by
employee.

Donna M. Waters, Clerk
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ARTICLE X: RULES AND REGULATIONS

5-1001 Political Activity.

No county employee in the classified service shall actively ativocappose the candidacy
of any individual for nomination or election to any county office. Emplegee encouraged
to exercise their right to vote in county elections; and may ergayy participate in political
activities at other levels of government (other than actual carydalaaffice), provided that
such participation is at no time engaged in during working hours anddpd such
participation does not adversely affect performance as a county employee.

Any employee who qualifies for elective office at the locatestar federal level shall resign
in writing from the county service effective the date of qualification.

Nothing in this section shall be construed to prevent employees frambepor continuing
to be members of any political party, club, or organizationnditg political meetings,
expressing their views in private or political matters outside working hours anouotfyc
premises; or voting with complete freedom is any election.

5-1002_Employment of Relatives A Department Head shall not hire or supervise an immediate
relative. The "immediate relative" shall include: spouse, gbécent, brother, sister. The
definition is extended to spouse’s child, parent, brother, sister orthay gerson who
resides in the employee’s household or who is recognized by lavdegseadent of the
employee. (Revised - 2/1/05)

5-1003 Travel: Reimbursement, Records, and Authorization Required.

On occasion, county employees are required to travel out of the intenacia. Out-of-area
travel must have prior approval in writing of the appropriate Depattidead, County
Administrator or Commission Chairperson. Employees travelitgide the area shall
notify the commission office of their itinerary. When possible, coueltycles will be used.
In the event an employee has to use his personal vehicle to travemphayee will be
reimbursed on a floating scale of: The base reimbursement gatqder gallon with a cost
of fuel rate of $3.00 per gallon and a rate structure change foedtper gallon for cost
of fuel, a $.01 increase or decrease of the reimbursementTraite rate will be reviewed
monthly by the County Administrator and the figures will be based opréwous months
fuel cost. Accurate records of mileage should be kept by the ereplagd submitted to the
Department Head for approval. (Revised 10/4/05)
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Transportation other than by passenger vehicle will be reimbursedamruah cost basis
upon presentation of receipts and shall require approval from the County Administrator.

An employee required to remain out of the county overnight or foxtameed period on
official business will be reimbursed for hotel or motel accommodatiperees on actual
cost basis upon presentation of receipts. Employees should make feaerpearrange
accommodations in hotels or motels with moderate rates. Reimamtsefor meals will
be limited to actual cost of meals. Reimbursements will béenugon presentation of
receipts.

Miscellaneous expenses such as taxi fare, parking charges,ikktoe simbursed on an
actual cost basis. Receipts are not generally required.

5-1004 Central Personnel File.A central file of records on all personnel will be maintainethby
Payroll Clerk. The file will contain for all employees the following:

1. Job application (for those employees on the payroll at the time oi@dopthese
rules, a similar form will be completed for informational purposes).

2. Copies of all positions or pay rate changes.
3. Attendance records, including all leave.
4. Other personnel action notices and personnel data required for the proper

administration of the personnel program.

5-1005 Personnel Record Changes. If at any time, an employee's address, name, phone
number, or other pertinent information changes, the changes should be iteipedia
reported to the Personnel Department.

5-1006 Inter-Department Labor Assistance Requestlf a situation arises in which the work load
of a particular department necessitates the utilization of employee laboother county
departments, a request for such assistance shall be made aptrénient Head level.
Under no circumstances shall the Department Head of a deparemeest or order an
employee of another department to perform work duties outside th@yaplnormal
assigned duties without Department Head approval.

5-1007 _Punctuality and Attendance. Regular attendance and punctuality are essential to
accomplishing the objective of providing efficient services to the pulometimes there
will be a good reason for non-attendance and tardiness. In thesesguadwever, there
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are procedures that should be observed. An employee who is umahiee at work on
time must either notify the supervisor or make arrangementsriteane else to contact the
supervisor as early in the workday as possible. This will ahewiine to rearrange the work
schedule with minimum possible inconvenience.

5-1008_Care of Equipment and Supplies.Equipment and supplies necessary for the proper
performance of work are provided by the County. Misuse of equipment tar efasipplies
result in high cost of governmental services. The serviceableflhost equipment can be
greatly extended through use and preventive maintenance. It is taopeesponsibility
to perform preventative maintenance and to operate equipment inesgafesible manner.
Additionally, no government equipment may be utilized for other than azgidocounty
work and under no circumstances may county equipment be utilized for private purposes.

5-1009 Attitude and Appearance.All county employees shall treat the public with courtesy and
respect, and to the extent possible, will be cooperative and respanigigitimate requests
for assistance from the public. All county employees will diessmanner appropriate to
their position as determined by the department head.

Adopted: December 19, 1996 Signed;

Donna M. Waters, Clerk



42

ARTICLE XI: SEPARATION OF EMPLOYEES

5-1101 Types of Separation.

1. Dismissal- An involuntary separation, except by expiration of term speciie
law, suspension, layoff, or retirement.

2. Suspension Involuntary separation during a limited period of time for disegrly
purposes.

3. Resignation- Voluntary separation.

4, Layoff - Involuntary separation through no fault of the employee, as by reason

lack of funds, organizational changes, completion of temporary tricted
employment, or similar reason will have no adverse effect on riiy@ogee’'s
eligibility for further employment.

5. Retirement

5-1102 Resignation Procedures.The County Administrator, County Clerk and Department
Heads are required to submit notices in writing to the County Cesiomi at least thirty
(30) days in advance of their intent to resign in order to ldae&dunty service in good
standing. All other employees are required to notify their Degatrdeads in writing
two (2) weeks in advance of their intent to resign in order tcel¢la® county service in
good standing.
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ARTICLE XlI: DISCIPLINARY ACTION

5-1201 Types of Discipline.

1.

Reprimands- An oral or written advisement to the employee that some phtee

employee's work performance is not satisfactory and must betearterevent the
employee from exposure to more severe disciplinary action. irRampis may be
given by the Department Heads.

Suspension Temporary separation from service for disciplinary purposesather
case is not sufficiently grave to merit dismissal. An em@ayay be suspended by
the appropriate Department Head for a period not to exceed thirty (30) days withi
one (1) calendar year.

Demotions- Demotions are necessary in order that employees whose war&thas
been satisfactory, but who do not deserve dismissal, may be retathadsagned
less difficult work. An employee may be demoted by the approprigpament
Head.

Dismissals- Dismissals may be made for inefficiency, insubordination, misconduc
drug/alcohol use on the job, or other just causes. A Department Head may dismiss
a regular full-time employee within said Department Head'ssgistion with
concurrence of the County Administrator or County Commission.

5-1202 _Cause for Reprimand, Suspension, Demotion, or Dismissahn employee may be

Reprimanded, Suspended, Demoted or Dismissed for the following reasons:

(@)
(b)

(€)
(d)
(e)
(f)

Adopted:

Incompetence or inefficiency in the performance of the duties of the position.

Violation of any lawful official regulation or order, and fadup obey any proper
direction made and given by a superior.

Misappropriation, destruction, theft, or conversion of county property.
Falsification of any information required by the county.
Negligence or carelessness resulting in damage to county property or equipme

Offensive conduct or language in public or toward the public, counigialff, or
fellow employees either on or off duty.
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(9) Habitual tardiness and /or absenteeism.

(h) Takes for personal use from any person, any fee, gift, or other valuable thing given
in the hope or expectation of receiving a favor or better treatimemthat accorded
other persons, nor shall the employee accept any bribe, monies omatheraf
value intended as inducement to perform or refrain from performingfacial act.

) Employee subsequently becomes physically or mentally unfivégoerformance of
duties.

()] Absence without leave or failure to give proper notice of absences.
(k) Conviction of a felony or other crime involving moral turpitude.
()] Willful violation of any provision of this policy

An employee will be dismissed for violation of any conditions andards on the Bryan
County Drug and Alcohol Policy.

Disciplinary action against an employee based on sex, age, créedaharigin, race,
religion, handicap status, or for partisan reasons, shall be consideddti@an of these
rules.

5-1203_Appeals Procedure.A written notice shall be given to each employee stating dsons
for the disciplinary action and the date it is to take effette fotice is to be given to the
employee at the time such action is taken and in any event not later than thiveskii3y
days from the date of action.

All regular full-time employees are granted the right of appebhe appeal must be
filed within ten (10) days of the effective date of disciplinatyion. The employee must
file the written appeal with the County Administrator.

The County Attorney, or a licensed Attorney designated by the Coutaiyndy, shall hear
appeals submitted by any regular full-time employee relathay suspension, demotion
or dismissal. The County Attorney or his designee, shall coralidevailable facts and
findings and render a recommendation to the Board of Commissioners. othngyC
Commission shall make a decision based on the information gatheredcanatt®rney's
findings and recommendations. The action shall be the action of ¢hed Bof
Commissioners and considered final. Any person aggrieved by suclialetihe Board
of Commissioners with regards to this Article may appe#hédSuperior Court of Bryan

Adopted: December 19, 1996 Signed;

Donna M. Waters, Clerk



45

County, except, however, that said appeal must be filed within 30 didngsdecision being
appealed. Said appeal shall be based on the record. No party smtitled to a de-novo
appeal. Upon failure to file said appeal within 30 days of the decision being abpleale
decision shall be binding and final upon all parties.

No employee shall be further disciplined or discriminated agairasty way for proper use
of the appeals system.
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ARTICLE XIlll: SUPPLEMENTS AND AMENDMENTS.
5-1301_Supplements.The County Commission or Department Heads, with approval from the
Commission, may establish additional personnel rules and regulatioredeecessary
for the efficient operation of a particular office or department.

5-1302_Amendments. These rules may be amended from time to time as deemedagces
All changes shall be approved by the County Commission.
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ARTICLE XIV: INTERNET USAGE
Adopted 7/11/06

Internet Usage:Internet access to global electronic information resources onaned Wide Web
is provided by the Bryan County Board of Commissioners to assist emeglay obtaining work-
related data and technology. The following guidelines have beenigiséabko help ensure
responsible and productive Internet usage. While Internet usatgnded for job-related activities,
incidental and occasional brief personal use is permitted within reasonalbde limit

5-1401 Data Ownership.

(@)

(b)

(€)

(d)

Adopted:

All Internet data that is composed, transmitted, or recewacur computer
communications systems is considered to be part of the officaid®of the Bryan
County Board of Commissioners and, as such, is subject to disclosiae to
enforcement or other third parties. Consequently, employees should @msaye
that the business information contained in Internet email message®ther
transmission is accurate, appropriate, ethical, and lawful.

The equipment, services, and technology provided to access the Irderaigts at

all times the property of the Bryan County Board of Commissiorn&sssuch, the
Bryan County Board of Commissioners reserves the right to moniéonétttraffic,

and retrieve and read any data composed, sent, or received throughiar onl
connections and stored in our computer system.

Data that are composed, transmitted, accessed, or receivied fiternet must not
contain content that would be considered discriminatory, offensive, obscene
threatening, harassing, intimidating, or disruptive to any employee or othenpers
Examples of unacceptable content may include, but are not limitezexoal
comments or images, racial slurs, gender-specific comments; otteer comments

or images that could reasonably offend someone on the basisepfage, sex,
religious or political beliefs, national origin, disability, sexoakntation, or any
other characteristic protected by law.

The unauthorized use, installation, copying, or distribution of copydghte
trademarked, or patented material on the Internet is expnessiibited. As a
general rule, if an employee did not create material, does nohewights to it, or

has not gotten authorization for its use, it should not be put on the Internet
Employees are also responsible for ensuring that the person sengingterial

over the Internet has the appropriate distribution rights.
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(e) Internet users should take the necessary anti-virus precautionsdmfmteading
or copying any file from the Internet. All downloaded files arbaachecked for
viruses; all compressed files are to be checked before and after decompression.

)] Abuse of the Internet access provided by the Bryan County Boamhofissioners

in violation of law or the Bryan County Board of Commissioners polisi#sesult

in disciplinary action, up to and including termination of employment. Employees

may also be held personally liable for any violations of thiscgoliThe following
behaviors are examples of previously state or additional disciplinary action:

1. Sending or posting discriminatory, harassing, or threatening message
images.

2. Using the organization’s time and resources for personal gain.

3. Stealing, using, or disclosing someone else’s code or password without
authorization.

4. Copying, pirating, or downloading software and electronic files without
permission.

5. Sending or posting confidential material, trade secrets, or pupriet
information outside of the organization.

6. Violating copyright law.

7. Failing to observe licensing agreements.

8. Engaging in unauthorized transactions that may incur a cost to the
organization or initiate unwanted Internet services and transmissions.

9. Sending or posting messages or material that could daheagganization’s
image or reputation.

10. Participating in the viewing or exchange of pornography or obscene
materials.

11. Sending or posting messages that defame or slander other individuals.

12.  Attempting to break into the computer system of another orgamzati
person(s).

13. Refusing to cooperate with a security investigation.

14. Sending or posting chain letters, solicitations, or advertisements retirela
to business purposes or activities.

15. Using the Internet for political causes or activities, religiactivities, or any
sort of gambling.

16.  Jeopardizing the security of the organization’s electronic comatigrns
system.

17.  Sending or posting messages that disparage another organizabdo&pr
or services.

18. Passing off personal views as representing those of the organization.
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19. Sending anonymous email messages.
20. Engaging in any other illegal activities.
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