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Introduction

This Manual sets forth policies and procedures forvarious
Trumbull County offices and departments. Becauseop duties
and protocol are unique from department to departmeat, each
department may institute additional policies and pocedures to
ensure the proper functioning of that department.

Personnel affected should note that Trumbull Countyreserves
the right to change, delete from, or add new entrg in this
Manual.

In the event there is a conflict between matters @xessed in
this Manual and applicable laws or Collective Bargaing
Agreements, the applicable law or C.B.A. shall preail and
supercede this Manual.

Employees are advised that the Trumbull County Poties &
Procedures Manual is _NOT an Employment Contract and
should not be considered to be anything more than hat it
purports to be: A guide for the fair and efficient operation of
Trumbull County .

It iIs the responsibility of the employee to understnd
and follow the policies of the Appointing Authority.

Assistance is available through Supervisory persbmin
any questions arise about the policies & procedures
included herein.
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SECTION 1.1  GENDERS AND PLURAL

Whenever the context so requires, the use of thelsvberein in the singular shall be
construed to include the plural, and words in thegb, the singular, and words whether
in the masculine, feminine or neuter genders shallconstrued to include all of said
genders. By the use of either the masculine omfie® genders it is understood that said
use is for convenience purposes only and is nbetmterpreted to be discriminatory by
reason of sex.

SECTION 1.2 ETHICS

All county employees are expected to maintain tighdst possible ethical and moral
standards and to perform within the laws of theeStd Ohio (Section 102 of the Ohio
Revised Code) and other rules and regulations aslmaaset forth by the Appointing
Authority.

For more information, or additional materials oa thio Ethics Law, contact:

OHIO ETHICS COMMISSION

8 East Long Street

10th Floor
Columbus, Ohio 43215-2940
Phone: (614) 466-7090
Fax: (614) 466-8368
www.ethics.ohio.gov

SECTION 1.3 EMPLOYER DEFINITIONS

Contained herein, the terms “Appointing Authorigfid “Employer” mean the Trumbull
County elected officials, boards or commissionhatted by law to make appointments
to the positions of their departments. The AppamtAuthorities for Trumbull County
departments are as follows:

Department Appointing Authority
Commissioners Board of Commissioners
Auditor Auditor

Coroner Coroner

Brookfield Eastern District Court Court Judge

Clerk of Courts Clerk of Courts

Common Pleas Court Court Judge

Court of Appeals Court Judge

Central District Court Court Judge



Family Court

Probate Court

County Engineer

Prosecutor

Recorder

Sheriff

Treasurer

Board of Elections

Board of Health

Building Inspection

Building maintenance & HVAC

Child Support Enforcement Agency

Children’s Services

Data Processing

Dog Warden

GIS Department

Tax Map

Homeland Security

Job and Family Services

Microfilm, Printing & Archives

Office of Elderly Affairs

Human Resources

Planning Commission

Sanitary Engineer

Vehicle Maintenance

Veterans Service Office

Water and Sewer

9-1-1

Geauga-Trumbull Solid Waste
Management District

Soil and Water Conservation District

Trumbull Lifelines

Trumbull County MetroParks

Court Judge
Court Judge
County Engineer
Prosecutor
Recorder
Sheriff
Treasurer
Board of Elections
Board of Health
Commissioners
Commissioners
Commissioners
Children’s Services Board
Auditor
Commissioners
Auditor
Auditor
Emergency Management Board
Commissioners
Recorder
Commissioners
Commissioners
Planning Commission Board
Commissioners
Commissioners
Veteran’s Service Board
Commissioners
Commissioners
Board of Directors

Board ofdaiors
Mental Health Board
Board of Directors

SECTION 1.4 EMPLOYEE DEFINITIONS

A. Classification means a group of positions tmaolve similar duties and
responsibilities, require similar qualifications danwhich are properly
designated by a common descriptive title indicating general nature of
the work. A classification may include only one tios.

B. Classified employees are those who are emplbyetthe County and not
specifically included in the unclassified service.



C. County means the County of Trumbull in the Stdt@©hio.

D. Employer means the Appointing Authority, or tliesignee of the
Appointing Authority, authorized by law to make apgments to
positions.

E. Exempt employees are those who are exempt festais wage and hour
laws, i.e. overtime pay. Usually applies to adstiative, executive,
managerial or professional employees.

F. Non-exempt employees are those who are sulgestige and hour laws
such as overtime pay. Usually applies to non-maraigpersonnel.

G. Position means a group of duties and respoiigbihssigned or delegated
by competent authority to be performed by one perso

H. Job Description is a written statement of dut@sfining essential
functions of the job, percentage of time spenthmsé functions, and bona
fide occupational qualifications.

Supervisor means any individual who has authorio effectively
recommend actions to hire, transfer, suspend, fayrecall, promote,
discharge, reward, discipline and adjust grievanteslirect the work of
employees on a daily basis; to responsibly mandigect, and assign the
work of subordinates.

J. Unclassified employees are those who are spaltyfiexcluded from the
classified civil service by Section 124.11 of thiei®Revised Code.

SECTION15 EMPLOYEE STATUS

All employees of Trumbull County are to be classifias full-time, part-time or
temporary. These terms are defined below:

(1) Full-time employee - an employee who workshturs per week on a
regularly scheduled basis or who works the standaittime work week as
designated by the Appointing Authority, but in naeet fewer than 30 hours per
week on a regular basis.

(2) Part-time employee - an employee who worksefethan 40 hours per
week, or less than the standard, full-time work kvees designated by the
Appointing Authority, but on a regularly scheduleakis.



3) Temporary employee - an employee who works position which is of a
non permanent nature, whether full-time or partetim

4) Student intern employee — a temporary emplayee is regularly a full-
time student in a college or university. Such apoamment may be for longer
than 120 days, but must have a terminal date establ. If the employee ceases
to be enrolled as a student (other than for sehdmmamks or as part of a
cooperative education program), that employee is loager eligible for
employment under this status.

Full-time, permanent employees shall be entitledltdwenefits as provided by Trumbull
County. Part-time and temporary employees shallbeoéentitled to any benefits unless
otherwise specified in this Manual.

Note: See Section 4.7 concerning eligibility for Heth Insurance Benefits.

SECTION 1.6 HOURS OF WORK

The Appointing Authority will establish the scheddlwork hours for each department or
office, depending on the nature of the work, warkgtices and custom.

Employees not exempt from the overtime provisiohshe Fair Labor Standards Act
(FLSA) shall not work outside of their regularlyheduled hours unless authorized to do
So in advance by their supervisor or in emergenogatsons.

Employees whose regular hours of service total/ fodurs per week, or who render any
other standard of service accepted as full-timeth®y Appointing Authority shall be
considered full-time employees for all benefit pases.

Employees shall receive reasonable notice of amyngh in regular work hours when
practicable.

SECTION 1.6.1 LUNCH

Employees may be entitled to a paid or unpaid lupehod as determined by the
Appointing Authority.

Employees who are not exempt under the FLSA, and velteive an unpaid lunch
period, shall not work during their lunch periodcegt with the approval of their
supervisor or in emergency situations.



Employees may also be entitled to paid breaks duhair workday as determined by the
Appointing Authority. Breaks may only be takerhé workload permits.

SECTION 1.6.2 ABSENTEEISM AND TARDINESS

Employees are expected to be present and readgrioattheir scheduled starting times.
Supervisors will document instances of employeet/iag late. Tardiness shall be
grounds for discipline, up to and including disder

An employee who is absent for a scheduled work wl#élyout approved leave may be
subject to discipline, up to and including disclearg

Employees who are not exempt from the FLSA shdllraceive pay for any period of an
unauthorized absence.

Employees who fail to report to work for three oomn consecutive work days without

notifying their department director or supervisbalé be considered to have abandoned
their positions and shall be subject to discipynaction, up to and including discharge.

SECTION 1.7 INTRODUCTORY PERIOD

Newly hired employees shall be subject to an intobory period for the first one
hundred twenty (120) calendar days of their emplayin A full-time employee hired
into a position with a longer introductory periodllvbe notified prior to the start of
his/her employment.

Newly hired employees will receive no paid time affd/or benefits other than wages
until the successful completion of this period.

An employee in his/her introductory period may l&ckarged for cause or no cause at

any time during the introductory period. The Apgoig Authority need give no reason
for discharge.

SECTION 1.8 PERSONNEL FILES

A personnel file is maintained by the appointinghauity for each employee. Personnel
files are public records as defined by O.R.C. 139.7Zhe file shall include, but may not
be limited to: date of hire, job description andsdlification; employment status; payroll
data; attendance records, including vacation aoll lgiave; performance evaluations;



other individual employment data pertaining to rigi promotion, discipline, demotion,
transfer, layoff and termination.

Certain records are confidential and access restric These include: medical records,
adoption, probation, parole, trial preparation rdsp confidential law enforcement
investigatory records and any other records asméeted by State or Federal law.

An employee has the right of reasonable inspedcifaheir official personnel file. Such
inspection shall occur during employee’s non-warket or other mutually agreeable
time.

Employees must advise their immediate supervisoarogf change in name, address,
marital status, telephone number or associationh vany government military
organization.

If an employee believes that material containedthia personnel file is irrelevant,
inaccurate, or obsolete, he/she may submit a writegjuest to the County Human
Resources Director to remove the material fromfilke An investigation will be made
to determine the reasonableness of the requese EnRtployee will be notified of the
results of the investigation and any plans to Heertawith respect to the disputed
information. The employee may submit a statemenbé attached to any disputed
documents.

Employees are not permitted to alter, add or remiseuments or other information
contained in their personnel files without expresstten authorization from the
Appointing Authority. An employee who alters, adds removes documents or
information from his or her personnel file withoptior approval may be subject to
discipline up to and including discharge.

If an employee wishes to have copies of any masefiam their own file, copies will be
provided at the current cost per copy rate.

SECTION 1.9 EEOC COMPLIANCE (AFFIRMATIVE ACTION
PLAN)

Trumbull County is an EEO employer and activelykset® diversify its work force.
Therefore, all qualified applicants, regardlessaafe, color, national origin, religion,
gender, age, disability or veteran status, areagtyoencouraged to apply.

A copy of the Trumbull County EEOC Compliance (Affirmative Action Plan) is
available for inspection upon request to the HumarResources Department.
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SECTION 2.1  ATTENDANCE

It is the intent of the Appointing Authority to nma&in the work force at the highest point
of efficiency and dependability. Employees areested to report to work as scheduled
and to maintain a satisfactory record of on timeratance. Attendance is essential for
the efficient operation of the County All leave mbe authorized by Policy or action of

the employee’s supervisor

Absences from work due to illness (including onieenediate family), personal days,

bereavement leave, jury duty, military leave, amdation must be submitted to, and
approved by, the appropriate appointing authoritydesignee. Extended leaves of
absence (i.e., FMLA or work related injury) will mnsidered for approval only if

verification of the need for such leave is presgnte

The Appointing Authority recognizes the fact thatexgency situations arise that can
cause an employee to be late or be unable to repardrk, i.e., car accidents, fire, etc.,
but these situations are the exception. In the cdsan emergency the employee shall
notify the supervisor as soon as possible and exglee nature of the emergency.
Requests for emergency leave (authorization afterfact) will be considered based on
the merits of the request.

SECTION 2.2 STANDARDS OF CONDUCT

1. Employees shall show every reasonable courtedyetpublic they serve.

2. Employees shall commence duties at the beginniragsijned work periods and
shall continue working until the end of the ass@ymerk period(s).

3. Employees shall not leave the job or work areaeutrauthorization during work
time unless necessary in the performance of duties.

4, Employees shall maintain a neat, clean, sanitamy,safe facility.
5. Employees shall refrain from mischief, horseplayestling, unsafe conduct,
profane or abusive language or any other behakiatris disruptive to the work

environment.

6. Employees shall not intimidate, coerce, or interfewith subordinates,
supervisors, or other employees.

7. Employees shall be courteous and cooperate witkerogmployees and
supervisors.

8. Employees shall use reasonable care of County pyomeuipment, and supplies.

11



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Employees shall observe official safety rules amehimon safety practices.

Employees shall comply with all applicable County jperformance standards,
rules, regulations, and policies.

Employees shall avoid obligating the County for asypense, service, or
performance without prior authorization.

Employees shall report all known accidents, ingir@ equipment damage.

Employees shall attempt to perform the highestityuaf work within a timely
fashion.

Employees shall use the County telephones for basipurposes and shall limit
personal calls.

Employees shall not smoke within County buildingsnarestricted areas.
Employees shall not sleep during work hours.

Employees shall always report to work fit for duty.

Employees shall refrain from possessing, being wiide influence of or using
intoxicants, drugs or other controlled substancasnd work hours, except as

medically permitted.

Employees shall not use County property, facilities equipment without
authorization.

Employees shall not perform private work or perstmaginess on County time.
Employees shall report for overtime work as schedlalr assigned.

Employees shall refrain from solicitation of anydiand/or distribution of non-
county items or paraphernalia in accordance withur@®p policy, with the
exception of non-profit organization’s items, wghor approval.

Employees shall not, in any manner, express falgfamatory, vicious or
malicious statements concerning employees, sumesyisadministrators, the
County or its operations.

Employees shall give factual and honest testimohgrwaccidents or incidents

are being investigated. This shall also apply te-gisciplinary hearings and
complaint or grievance investigations or hearings.

12



25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Employees shall not post, remove or change nobcesgns on bulletin boards
without authorization.

Employees shall not distribute or post any writtenprinted materials of any
description on the Employer’s premises without ati#ation.

Employees shall not be present on the Employersnes during non-work
hours without appropriate reason.

Employees shall not engage in any political agtipitohibited by law.

Employees shall not reveal confidential informatregarding another’s personal
information to families, friends or any other urfawtzed persons.

Employees shall always report off work in accoragawnith County policy for any
absence every scheduled day unless otherwise agtior

Employees shall not use alter another employee® tcard or alter another
employee’s time record.

Employees shall not gamble while on duty.

Employees shall not steal or destroy or damage @Goynty property or the
property of others.

Employees shall not engage in the manufacturepusale of narcotics or other
controlled substances on the premises of the Emeplamyduring business hours or
while on duty.

Employees shall not fight or attempt to cause injorother employees, superiors
or persons.

Employees not so authorized shall not carry or gesdirearms, explosives or
weapons on County property at any time.

Employees shall not knowingly conceal a communigabsease being suffered
by the employee.

Employees shall not misuse or remove County recordsmformation without
express prior authorization.

Employees shall not instigate, lead or participatether curtailment, restriction
or interference of work.

Employees shall be honest and shall not commitdestyonest action. Dishonesty
or dishonest action may include but is not limited theft, pilfering, opening

13



41.

42.

43.

desks assigned to other employees without authmmgzanmaking false claims or
representations to secure employment or any Emplps@vided benefit(s) or
committing any unlawful acts.

Employees shall not refuse to perform assigned wotk comply with written or
verbal instructions of the supervisor so long ashsimstructions are safe and
legal.

Employees shall not physically or verbally abusewowokers, supervisors,
subordinates or any or persons they come in contitt

Sexual harassment in the workplace by any persom @ny form is strictly
prohibited. Note: See Appendix E.

SECTION 2.3  CORRECTIVE/DISCIPLINARY ACTION

PRINCIPLES

2.3.1 The Appointing Authority believes that a clearlyitten Corrective/Discipline

Policy will serve to promote fairness and efficignn the work place and will
minimize potential misunderstandings among emplsyeedisciplinary matters.
Furthermore, they believe that certain basic pples, set forth below, must
consistently be applied in order to effectively dauly correct unsatisfactory job
behavior.

1. Employees shall be advised of expected job behahe general types of
conduct that the County has determined to be upéaicke, and the
penalties for such unacceptable behavior.

2. It is the Employer/Supervisor's responsibility administer discipline.
This means maintaining efficiency, cooperation, praper work conduct
among all employees while protecting the rightsalbfemployees under
their supervision.

3. Immediate attention shall be given to policy infrans. All alleged
misconduct will be investigated so that all penintacts are gathered to
render a fair and reasonable decision.

The employee, at the discretion of the employexy tve placed on paid or
unpaid administrative leave due to an alleged sfenf gross misconduct
until the time discipline is administered.

4, Corrective action/discipline shall be appliedfamly and consistently

throughout the County, and may include counselimg/@ formal
discipline, as warranted, based on the nature ef \vlolation, the

14



employee's record of discipline, and the employexerd of performance
and conduct.

5. Discipline shall normally be progressive and sistent in nature, except
in instances of gross or serious misconduct. ssjve discipline may
include verbal warnings, written warnings, suspemswithout pay,
reduction or discharge from employment.

6. An employee's immediate supervisor shall noynb# responsible for
administering corrective action/discipline.

2.3.2 PROGRESSIVE CORRECTIVE/DISCIPLINE POLICY

Examples of standards of conduct as set forth hena not intended to be all-inclusive,
but serve merely as a guide. Any violation of giek, procedures, work rules or
regulations, either oral or written, may subjecteanployee to Corrective/Disciplinary
action whether specifically delineated or not. Tiaure of the violation will be
determined by the degree to which the County wellnegatively impacted. In cases of
gross or serious misconduct, discipline need notdseective or progressive, and such
misconduct may result in immediate discharge.

No employee shall be reduced in pay or positiospended, discharged or removed
except for just cause.

Disciplinary action may include:

Verbal warning.*

Written warning.

Suspension without pay.
Reduction in pay or position, or
Discharge from employment.

PO T®

*Note: There will be written documentation of ttesuance of verbal warnings placed in
the file of the individual.

Except in extreme instances wherein the employdeuisd guilty of gross misconduct,
discipline will be applied in a corrective prognessand uniform manner.

A. Progressive discipline shall take into accountriature of the violation,

the employee’s record of discipline and the empddserecord of
performance and conduct.

15



All records of disciplinary actions shall ceaseéhtive force and effect two (2) years after
the effective date of the disciplinary action, pd®d that no intervening disciplinary
action for related violations has occurred.

Disciplinary Conference

A.

Whenever the Employer determines that an employee e suspended
or discharged, a pre-disciplinary conference wellscheduled.

No less than five (5) work days prior to the schHedstarting time of the
conference, the Employer will provide to the emplew written outline of
the charges which may be the basis of discipliratyon. The employee
must choose to:

Appear at the conference to present an oral otemrgtatement in his/her
defense;

Appear at the conference and have a chosen repa&gerpresent an oral
or written statement in defense of the employee; or

Elect in writing to waive the opportunity to have pae-disciplinary
conference.

At the pre-disciplinary conference, the Employell agk the employee or
his/her representative to respond to the allegatminmisconduct which
were outlined to the employee.

The employee or his/her representative may presamyt testimony,
witnesses, or documents which explain whether othmalleged conduct
occurred. The Employer shall provide a list ofnggses to the employee
not later than five (5) work days prior to the ghiseiplinary conference.

The employer or his/her representative will be pted to confront and
cross-examine witnesses. A written report will peepared by the
Employer, concluding as to whether or not the ategonduct occurred
and deciding what discipline, if any, is appromiatA copy of this report
will be provided to the employee within seven (@ysl following the

hearing.

The pre-disciplinary conference will be administetey a designee who
will be selected by the Employer and Union fronisainutually agreed to
by both parties provided the designee is not a neerabany bargaining
units of the Employer.

16



An employee may use any and all accruetkave (i.e. sick, vacation, comp time,

personal days, etc.) to cover a period during whiclme is placed on administrative

leave. If the employee is fully or partially exoneted of the Employer’s charges, the

employee shall be made whole. (Example: An empley uses accrued time to cover
a ten (10) day administrative leave. Ultimately, lte punishment warranted is

determined to be three (3) days. Seven days accdukeave will be given back to the
employee).

2.3.3 PRE-DISCIPLINARY CONFERENCE

1. Before any employee can be suspended, reducdidararged without pay, the
Human Resources Director or designee will givedhwloyee written notice, at
least five (5) days in advance, that a pre-disegsly conference will be held.

2. The written notice shall contain a descriptidrinee specific misconduct alleged,
the date and approximate time of the alleged offeasid notification that the
employee has a right to one (1) representativeigihér own choosing. The
neutral will contact the employee to set the daime and place that the
conference will be held.

3. The hearing/conference will be conducted by atrakthird party designated by
the Human Resources Director.

4, The employee must choose to: (a) appear atdhference to present an oral or
written statement in his/her defense; (b) appeathatconference and have a
representative present an oral or written statenmedéfense of the employee; or
(c) elect in writing, to waive his/her rights teetbonference.

5. If the employee opts to waive representatioe,tbutral shall have the employee
so designate, in writing, prior to the commencenudrthe hearing.

6. The neutral may tape the proceeding. All paniist be informed in advance of
the hearing that the proceeding is being taped.

7. To begin the hearing, the neutral shall verbialigrm the employee of the alleged
charges of misconduct against him/her.

8. Following the reading of the alleged charges, ¢imployee shall be given the
opportunity to respond to the charges or to hawhbr chosen representative
respond on his/her behalf (see ltem #4).

9. At the hearing, either party may present anginesy, witnesses, or documents

which explain whether or not the alleged conduatuo®d. The parties shall
provide lists of witnesses to the neutral and opmpsparty through the

17



Administrative Secretary to the H. R. Director,fasin advance as possible, but
no later than two (2) hours prior to the pre-diBogry conference. It shall be the
responsibility of the employee to notify their wasses that they may be requested
to attend the hearing. Either party shall haveritig to cross-examine witnesses.
The neutral shall have the authority to limit widees' testimony to matters
specifically relevant to the alleged charges ofcmigluct and to limit redundant
testimony. Further, the neutral shall have thatrig reasonably limit the length
and extent of such examination.

10.  Within seven (7) working days of conclusiortloé hearing, the neutral will issue
a report to the H.R. Director stating whether arma/'she believes that the alleged
misconduct occurred, and may include in said re@my statement made during
the hearing by the employee or the employee's septative that the neutral feels
supports the findings. A copy of the report shallforwarded to the employee.

11.  Within fifteen (15) working days of the receift the neutral's report, the H.R.
Director shall decide what disciplinary actionaify, will be taken and will notify
the employee in writing of the action.

If the H.R. Director determines that the employe@®stinued employment, prior to the
conference/hearing, poses a danger to personsopeny, or is a threat of disrupting
operations, he/she may suspend the employee with gending the scheduling and
outcome of the pre-disciplinary conference.

2.3.4 COMPLAINT PROCEDURE

The Appointing Authority recognizes that within argrganization there will be
occasional differences and complaints regardingrpmétations of rules or other problems
stemming from conditions of employment. When ddfeces or problems arise,
employees should attempt to resolve the matternmdly through proper channels. In
the event a difference or problem cannot be redolvdgormally, the Appointing
Authority has established the following complainbgedure to provide employees with
an orderly process by which to seek resolutionughdifferences. The employee would
initiate the formal complaint procedure at the sapplicable to their next in authority in
the chain of command.

STEP 1 Any employee having a complaint may file his or bemplaint in writing
with their immediate supervisor. In order for tlkemplaint to be
recognized, it must be filed within five (5) workjrdays after the date the
alleged incident occurred. Within five (5) workidgys after the date the
complainant first presented his or her complaihie supervisor will
attempt to resolve the matter.

18



STEP 2 If the complaint is not resolved in Step 1, thenptainant may pursue the
matter by submitting the complaint in writing teshor her Administrator
within five (5) working days after the reply reced/ in Step 1. The
Administrator shall, if it is deemed necessary, nweieh those concerned
and otherwise attempt to resolve the matter. TheniAistrator, after
review and investigation of all matters of factatale to the complaint,
shall issue his or her decision in writing withent(10) working days after
the date he or she received the complaint.

STEP 3 The complainant may appeal the decision of the iAdstnator by
submitting the complaint in writing to the H.R. Bator or his/her
designee within five (5) working days after thelyepeceived in Step 2.
The Director shall schedule a hearing within te@) (Working days after
the receipt of the complaint. The Direcsirall respond in writing to the
complainant within ten (10) working days after thearing. The
Director's decision shall be final.

In order to insure the prompt resolution of empymmplaints, the prescribed time
limits for each step of the complaint procedureustidoe followed as closely as possible.
However, in the event of extenuating circumstantas,established time limit for any
given step of the complaint procedure may be exédndy mutual agreement of the
parties. Complaints which are not processed toéxt step of the procedure within the
specified time limits, or any written extensionriaf, shall be considered resolved on the
basis of the decision at the previous step.

Complaints not answered by management within thesgoibed time limits shall be
considered to have been answered in the negattvenay be advanced to the next step
in this procedure.

Where the alleged complaint is of a nature thatifigs for appeal under the rules of the
State Personnel Board of Review for non-bargaining employees, the complainant
must appeal through the State Personnel Board wieRen accordance with the rules of
that body, i.e., suspensions of more than thredd$, reductions, layoffs, terminations.

When a group of employees desire to file a complawolving a situation affecting each
employee in the same manner, only one employeetedl®dy such group shall file the
complaint.

A complainant may have an employee representafities@r her choosing present at any

step of the procedure. Employees and employeeseptatives shall not lose pay or
benefits for time spent in complaint hearings raldng their regular work hours.

2.3.5 APPEALS
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Personnel actions such as dismissals, suspensiamsptions and layoffs may be
appealed by an affected employee through the isdh@omplaint procedure outlined in
this manual. If necessary, personnel actions,uekat) a suspension of three (3) days or
less, may be appealed, by an affected employdketState Personnel Board of Review.

Appeals from removal, demotion, or suspension, radfiled within ten (10) days after

receipt of the order, with the State Personnel 8adrReview. Appeals from layoffs

must be filed within ten (10) days after the empleyeceives notice of the layoff or the
date the employee is notified that he or she isghdisplaced (bumped).

The State Personnel Board of Review maintains aiyhtm decide whether an appeal
warrants a hearing. When an appeal is heard, dlaedBnay affirm, disaffirm, or modify
personnel decisions made by the Human Resourcesctbir Board of County
Commissioners, or the Department of Administrafesvices.

2.3.6  GROUNDS FOR DISCIPLINARY ACTION AND PENALTIES

The expectation of discipline may vary by departhieEsed upon the job duties.

Group | Offenses

First offense: Instruction and cautioning

Second offense: Written reprimand

Third offense: Three (3) day suspension withoyt pa
Fourth offense: Fifteen (15) day suspension witho@ayt
Fifth offense: Termination

The following are examples and are not to be camstiito be inclusive:

Discourteous treatment of the public.

Harassment of general public or fellow employees.

Dereliction of Duty.

Circumventing the prescribed chain of command.

Failure to complete tasks in a timely manner.

Failure to commence duties at the beginning ofwbek period, or leaving work
prior to the end of the work period.

e Leaving the job or work area during regular workirayirs without authorization.
e Making preparations to leave work without spegi®r authorization before the
lunch period or for any official break time, or beg the specified quitting time.

e Unauthorized absence from work.

e Creating or contributing to unsanitary or unsafaditions.

e Distracting the attention of others, unnecessargushg, demonstration or
otherwise causing disruption on the job.

e Malicious mischief, horseplay, wrestling or otherdesirable conduct, including
use of profane or abusive language.
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Threatening, intimidating, coercing or interferingth subordinates or other
employees.

Failure to cooperate with other employees as reduiy job duties.

Failure to use reasonable care of County and/onggeroperty or equipment.
Use or possession of another employee’s working ipetgnt without
authorization.

Neglect or carelessness in observance of officéétg rules, or disregard of
common safety practices.

Failure to observe Department policies.

Obligating the Department for any expense, senaceperformance without
authorization.

Failure to report accidents, injury or equipmenndge.

Disregarding job duties by negligence of work oadieg for pleasure during
work hours.

Unsatisfactory work or failure to maintain requirgdndards of performance.
Smoking in County buildings, or vehicles, or regtd areas.

Group |l Offenses

First offense: Instruction and cautioning and t&p @r three (3) day suspension

without pay

Second offense: Fifteen (15) day suspension withayt
Third offense: Termination

Sleeping during working hours.

Reporting for work or working while unfit for duty.

Being in possession of, or drinking alcoholic bexgs on the job.

Conduct violating accepted morality or common degen

Unauthorized use of County property or equipment.

Performing private work on County time.

Willful failure to sign in or out when required.

Willful failure to make required reports.

Solicitation or distribution in violation of Counpolicy.

The making or publishing of false, vicious or malics statements concerning
employees, supervisors, the County or its operation

Refusing to give testimony when accidents are beingstigated.

Failure to maintain all safety equipment on velscle

Failure to report all maintenance problems to Dpant director or designee.
Giving false testimony during a complaint investiga or hearing.

Distributing or posting written or printed matter any description on County
property without prior permission.

Willful disregard of County Policies.

Use of abusive or threatening language toward sigmes, fellow employees or
the public at large.

Unauthorized presence on County property.
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Group Ill Offenses

First offense: Up to and including Termination

e Wanton or willful neglect in the performance ofigegd duties or in the care, use
or custody of any County property or equipment.ugdor deliberate destruction
in any manner of County and/or Department propddgls, equipment or the
property of employees.

e Clocking in or out using another employee’s I.Dxdca

e Falsifying testimony when accidents are being itigased, or falsifying or
assisting in falsifying or destroying any Countydémm Department records,
including work performance reports; or giving faiséormation or withholding
pertinent information called for in making applicat for employment.

e Making false claims or_misrepresentation an attempt to obtain any County
benefit.

e Gambling during working hours.

e Stealing or similar conduct, including destroyimtamaging or concealment of
any property of the County or of other employees.

e The use of non-prescription narcotics or the salecocotics.

e Fighting or attempting injury to other employeagparvisors or any other person.

e Carrying or possession of firearms, explosives eapons on County property at
any time without proper authorization.

e Knowingly concealing a communicable disease whichy nendanger other
employees.

e Misuse or removal of County records or informatwithout prior authorization.

e Instigating, leading or participating in any illégaalkout, strike, sit-down, stand-
in, refusal to return to work at the scheduled tiorethe scheduled shift, or other
concerted curtailment, restriction or interferenegh work in or about the
County’s work stations.

e Dishonesty or any dishonest action.

e Insubordination by refusing to perform assignedknaar refusing to comply with
safe and legal written or verbal instructions stigervisor

SECTION 2.4 COMPLAINT PROCEDURE

Whenever an employee of the Appointing Authority ha a complaint as set forth in this
section, the following procedure is to be followed. It is unacceptable to bypass
supervisory personnel (i.e., taking issue directlio the Board of Commissioners). Such
actions could result in severe discipline, up to ah including termination of
employment.
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A complaint is any disagreement with managemahobut the employment
relationship. A formal complaint exists when aformal resolution to a dispute
cannot be achieved and the employee making thelaorhpas submitted a written
complaint to his/her immediate supervisor.

Complaints are to be settled at the earliessiples step of the procedure. The
employee must proceed through each step of the laothprocedure in proper
order and within the prescribed time limits. Whareomplaint cites issues of law
that the individual hearing the complaint cannadrads, the complaint will be sent
to the Prosecutor's office for an opinion beforecpeding. All time limits stated in
this procedure will be held in abeyance until gpoese from the Prosecutor is
received. A complaint regarding alleged violatiohgivil rights (discrimination on
the basis of race, age, religion, sex, nationgimor disability) should be brought to
the attention of the Human Resources Manager.

Nothing in this policy is intended to deny anptoyee any rights available by law,
including the right to appeal to the State PersbriBmard of Review, State
Employment Relations Board, the Ohio Civil Right®n@nission, the Equal
Employment Opportunity Commission or any court @mpetent jurisdiction.
However, if the employee elects to file a complainta matter over which another
administrative body or court has jurisdiction,sStthe employee's responsibility to
meet the criteria for filing with that administnadibody or court.

A complainant may be accompanied by one (1)ratheployee during any meetings
held to resolve the complaint, except during tiiermal resolution.

A written complaint must state the reason for tlenglaint and the requested
resolution.

Complaints will not be made a part of an employpetsonnel file.
The following procedure will be followed in proceggsa complaint:
1. Informal Resolution Within five (5) workdays of the event promptitie

complaint, the employeenust meet with his/her supervisor or an
appropriate management level employee to try to redve the issue.

2. Step One If the issue is not successfully resolved thiodige informal
resolution step, the employee may, within fivey®ykdays of the informal
resolution meeting, file a written complaint withisher immediate
supervisor. The written complaint must state #eson for the complaint
and the requested resolutiomhe supervisor will reply in writing to the
written complaint within five (5) workdays of iteceipt.

3. Step Two If the Step One response is not acceptableenmaoyee may,
within five (5) workdays of its receipt, appealvmiting to the department
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head. The department head will respond in writwtin ten (10) workdays
of receipt of the appeal.

4, Step Three The decision of the department head may be &apéa the
Appointing Authority within five (5) working days foreceipt by the
employee. The Appointing Authority will conduct srvestigation and may
hear oral testimony from the complainant. The Aptiag Authority will
submit his/her written decision within ten (10) wdays following the
conclusion of the investigation. The decisiontaf Appointing Authority is
final.

H. When management does not respond within theblesttad time limits, the
employee may appeal the complaint to the next.leWghen an employee does not
appeal within the established time limits, the ctzimp is deemed settled with the
last management response. Time limits may be éattionly by mutual written
agreement of the parties due to extenuating cirtamoss.

It is an unacceptable practice for an employeesitiestep these procedures by

appealing to the Appointing Authority directly watht first adhering to the above
steps.

SECTION 2.5 OUTSIDE EMPLOYMENT

Under no circumstances shall an employee have ethpioyment which conflicts with
the policies, objectives and operations of Trumlidiunty offices or the employee’s
specific job descriptions. In addition, no empleyshall use his or her official position
for personal gain, participate directly or inditgah any activity which is in conflict with
his or her official duties, or disclose confidehiisformation regarding the business of
Trumbull County to any private concern for his er personal benefit.

Two common conflicts which may arise are:

A. Time Conflict: defined as when the hours required dutside
employment or activities directly conflict with tlsegheduled work
hours of an employee’s job with the County; or whies demands
of outside employment or activities prohibit adetguast, thereby
adversely affecting the quality standard of the lewyge’s job
performance with the County;

B. Interest Conflict: defined as when an employee gagan “outside
employment” that tends to compromise his or hergfoent,
actions, or job performance with the County, ortththerwise
creates a conflict of interest under applicablecstiiaw, or that
creates the appearance or perception of a cooflioterest.
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When an employee's supervisor and/or the Appoinfinthority has reason to believe
the demands of the outside employment are havingegative impact upon the
employee's job performance or availability, or upbe interest of the County, the
employee will be counseled. If the situation id nesolved, appropriate disciplinary
action may result, up to and including discharge.

Employees are strictly prohibited from engaging an conducting outside private
business during scheduled working hours.

SECTION 2.6 POLITICAL ACTIVITY

The purpose of this policy is to provide Appointidgithorities and employees with
guidelines concerning political activity. Emplogeen the classified service are
prohibited by Section 124.57 of the Revised Codenfengaging in political activity.

(1) “Classified service" means all persons in the diasscivil service of the
County, whether in certified or provisional statusJnless specifically
exempted from the classified service in accordawdé the Revised
Code, an employee shall be considered to be irltssified service for
the purposes of this policy.

(2)  “Political activity” and “politics” refer to partsn activities, campaign,
and elections involving primaries, partisan ballotspartisan candidates.

The following is a non-exhaustive list of examptdspermissible activities for
employees in the classified service:

(1) Registration and voting;
(2) Expression of opinions, either oral or written;
3) Voluntary financial contributions to political caddtes or organizations;

4) Circulating of nonpartisan petitions or petitionsatsng views on
legislation;

(5) Attendance at political rallies;
(6) Signing nominating petitions in support of indivads:;

(7 Display of political materials in the employee'si®or on the employee’s
property;

(8) Wearing political badges or buttons, or the dispéyolitical stickers on
private vehicles;

(9) Serving as a precinct election official under Swmtti3501.22 of the
Revised Code.
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The following is a non-exhaustive list of activiiethat are prohibited to
employees in the classified service:

(1)
)
3)
(4)
(5)
(6)
(7)

(8)

9)
(10)
(11)

(12)
(13)

Candidacy for public office in a partisan ¢iewo;

Candidacy for public office in a nonpartisanngeal election if the
nomination to candidacy was obtained in a partgamary or through the
circulation of nominating petitions identified wighpolitical party;

Filing petitions meeting statutory requiremefus partisan candidacy to
elective office;

Circulation of official nominating petitions f@any candidate participating
in a partisan election;

Service in an elected or appointed office iny goartisan political
organization;

Acceptance of a party-sponsored appointmeantooffice normally filled
by partisan election;

Campaigning by writing for publications, by wlibuting political material,
or by writing or making speeches on behalf of adwdete for partisan
elective office, when such activities are diredimdard party success;

Solicitation, either directly or indirectly, afny assessment, contribution
or subscription, either monetary or in-kind, foryapolitical party or
political candidate;

Solicitation of the sale, or actual sale, olifical party tickets;

Partisan activities at the election polls,s@s solicitation of votes for
other than nonpartisan candidates and non paigsags;

Service as a witness or challenger for anyypar partisan committee;
provided that employees may serve as a precindti@tbe official as
provided in Section 3501.22 of the Revised Code;

Participation in political caucuses of a [gam nature;

Participation in a political action committeehich supports partisan
activity.

An employee in the classified service who engagesny of the activities listed in
paragraphs (I) to (13) of this policy is subjectischarge. The appointing authority may
initiate such removal action in accordance with phecedures in Section 124.34 of the
Revised Code. The Director of the Ohio Departmémdministrative Services may also
institute an investigation or action in case ofcation.

Employees in the unclassified service, who servehat pleasure of the Appointing
Authority, are not prohibited from engaging in pickl activity unless specifically
precluded by federal or state constitutional staguprovisions.
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Classified employees may serve as a precinct efedificial for a primary, special, or
general election, and the employee may, with ther papproval of the appointing
authority, use vacation leave, compensatory tinieoofunpaid leave so to serve.

Service in an appointed or elected position is fmitdd when such position is
subordinate to or in any way a check upon a pasitoncurrently occupied by a
classified or unclassified employee, or when physically impossible for one person to
discharge the duties of both positions, or if s@pecific constitutional or statutory bar
exists prohibiting a person from serving both poss.

If any person holding public office or employmestconvicted of violating the Revised
Code provisions prohibiting abuse of political ughce, such office or position shall
thereby be rendered vacant.

An employee who has a question regarding permesipld prohibited activity shall
contact his immediate supervisor prior to engaginpe activity.

SECTION 2.7  SOLICITATION

The solicitation policy of the Appointing Authoritis to protect the interest of the
Citizens of Trumbull County by ensuring that onRKi@al county business is transacted
in work areas during employee work time. The Appiag Authority limits solicitation
and distribution on its premises as those actwittan interfere with the County’'s
operations, reduce employee efficiency, annoy costs, and pose a threat to security.

The Appointing Authority policy is to prohibit secltation and distribution of literature

on its premises by non-employees and to permitisation and distribution of literature

by employees subject to the restrictions of thisti8a. This policy does not supercede
any provision in an applicable collective bargaghagreement that directly conflicts with
this policy.

Individuals not employed by the County are proleditfrom soliciting funds or

signatures, conducting membership drives, distiniguliterature or gifts, offering to sell
merchandise or services (except by representatiVssippliers or vendors given prior
authority), or engaging in any other solicitatiaffistribution, or similar activity on

County premises.

The Appointing Authority may authorize a limitedmber of fund drives by employees

on behalf of charitable organizations or for empleyifts. Employees are encouraged to
volunteer to assist these drives; however, pagtmop is entirely voluntary.
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The following restrictions apply when employees ayg in permitted solicitation or
distribution of literature for any group or orgaaimn, including charitable organizations:

a. The distribution of literature, solicitation atitt sale of merchandise or services are
prohibited in work areas.

b. Soliciting and distributing literature duringettworking time of either the employee
making the solicitation or distribution or the tatgd employee is prohibited. The term
“working time” does not include an employee’s autbed lunch or rest periods or other
times when the employee is not required to be wgrki

c. Distributing literature in a way that causetetion County property is prohibited.

The Appointing Authority maintains various commuations systems to communicate
County-related information to employees and toafigsate or post notices required by
law. These communications systems (including bullebards, electronic mail, voice
mail, telephones, facsimile machines and persoomapciters) are for business use only
and may not be used for employee solicitation siritiution of literature.

Only persons authorized by the Appointing Authortgy place notices on or take down
material from bulletin boards.

SECTION 2.8  SOCIAL RELATIONS/FRATERNIZATION

2.8.1 Relationships between Managers or Supervisoand Staff

Romantic relationships between an employee andoargisor within the same County

department poses inherent and unavoidable risksoaoflict of interest, damage to

employee morale, disruption of workplace effecte®sy or potential for coercion.

Accordingly, it is always inappropriate for a maaagr supervisor to date or enter into a
romantic relationship with an employee under hisher authority. Therefore, such

relationships are prohibited. This includes, buhdd limited to, those relationships in

which a supervisor may influence directly or indifg the work of the subordinate or be
in a position to influence any decision concernthg terms and conditions of the
subordinate’s employment.

When a manager or supervisor and a subordinate oge®lenter into a romantic
relationship, the Appointing Authority will expetitat either (1) the relationship will be
terminated, or (2) one or both of the employeeslwved will agree to changes in
positions so that they no longer are in a reportietationship, whether through
resignation, transfer, demotion, or reassignmeithé employees involved are not
willing to undertake such a decision voluntarilyen the Appointing Authority may take
whatever steps are necessary to end the repomiiatjonship, including involuntary
transfer, reassignment, demotion, or other appatgrilisciplinary action upon one or
both of the employees involved. Trumbull Countypests managerial and supervisory
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employees to avoid such involvements, and if ongesy to disclose the relationship
immediately to the Human Resources Director sodpptopriate steps may be taken.

2.8.2 Relationships Between Co-Workers Not In Supésor Relationships

Romantic relationships between co-workers wherg¢haeiis involved in a position of
authority over the other do not pose the same anftaisks, and Trumbull County does
not impose a flat prohibition on such relationstopslating between co-workers.

Employees are expected, however, to manage thesompa relationships in such a way
to avoid adverse impact upon the workplace, astich relationships become a problem
in the workplace, Trumbull County managers and agjpm authorities have a legitimate

basis to intervene and take appropriate actiomldoess the problem.

If one employee declines another employee’s inaitafior a date or for other romantic or
sexual involvement or indicates the desire to teat@ a previous personal relationship
with a co-worker, the other employee involved nmespect and accept that decision, and
if the other employee persists in pursuing the enattespite the expressed lack of
interest, he or she is now engaging in unwelcom&lect in violation of this policy.
Such conduct will be subject to disciplinary actiap to and including termination.

SECTION 2.9 APPEARANCE

2.9.1 Employees are to dress in a manner that is nornadbeptable in business

establishments or in a manner that meets the egeints of their duty position. Safety
codes and dress requirements will be met at aé#timGood personal hygiene along with
neat, clean clothing is required at all timesis kxpected that all employees will exercise
good judgment and dress appropriately for theisjob

In cases of flagrant violations of this policy, ttmployee may be required to leave the
worksite, change to proper dress and return tothee in a timely manner. Employees
will not be paid for the time they are away fromrwohanging clothes.

The following articles of clothing, while not indive, are considered to be unacceptable
office attire:

e Shorts, spandex, leggings, sportswear skirts,sskinbrter than three (3)
inches above the knee; halter and strapless drebaéisr, tube, and
midriff tops; T-shirts as outerwear; T-shirts agevwear with no sleeves;
sweatshirts as outerwear with no sleeves; sleevelegs or dresses
without a jacket or sweater; tops with sayings,eotthan the designer
name; denim pants including jump suits and panits,saf any color;
sweat shirts and sweat pants; stirrup pants; spamdgght cotton pants;
bare legs with no hosiery; mini skirts.
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NOTE: Employees working in historically blue-colla classifications shall be
permitted to wear denim pants and sweat shirts. Aurther exception in this
regard is any employer approved “dress down day.”

e Flip-flops, thongs (any type of split-toe sandalj, beach wear are not
permitted at any time.

e Wearing any item of clothing, jewelry or other pmral adornment that
bears objectionable, obscene and/or profane pgtaegicature, writing or
other forms of inappropriate communication (i.ecprpotion of drugs,
alcohol or tobacco) is strictly prohibited.
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SECTION 3.1  CELLULAR PHONE POLICY

County-owned cellular phones may be issued to eyeplif the need for such phones is
verified by the appropriate appointing authority.

An employee who may be eligible for a County-owr@tbne must demonstrate that
he/she requires the phone for work purposes andutte of the phone enhances job
performance to better serve the general public.

REQUEST FOR CELLULAR PHONE

An employee who believes that his/her job dutiegiire a cellular phone shall
make this request to the employee’s depart supervisor. Final approval or
denial is the prerogative of the empksg appointing authority.

The supervisor shall audit the employee’s job dute verify the need for a
cellular phone. Variables to be considered in determination shall include, but
not be limited to, the employees:

A. On-Call status.
B. Regularly being out of the office in the performard duties.
C. Need to be in instant communication with staff.

PAYMENT PLAN

Pricing plans for cellular phone service mhesbased upon the most competitive
and inexpensive plan available. It is the respuolitsi of the department
supervisor to research the various plans and stugpes best plan to the
appointing authority.

CARE AND SAFETY

Any employee issued a County-owned cellular phenesponsible for its proper
care and will ensure that the phone is secure wibéim use. If the phone is lost
or stolen the employee will be held liable for sg@ment costs.

Trumbull County strongly encourages employees famire from using cellular
phones while driving and strictly forbids employefesm placing calls while
operating a motor vehicle. To place a call, thepleyee must pull off the road
before placing the call.

PERSONAL CALLS AND CHARGES

County-owned cellular phones are issued for thegry purpose of conducting
County business; personal calls are restrictedersonal calls are placed or
received, and are listed on the Billing Statem# cost for these calls must be
reimbursed to the County.

Because “Free Minutes” belong to the County, heteamployee, personal call
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minutes that are “Free” shall be considered aansable charge at the currently
establishegber minute rate of the plan.

Roaming and Long-Distance charges resulting froragreal use shall be
reimbursed to the County at the rate establislyatid plan.

The employee’s supervisor shall ensure that thetiip Billing Statement is
submitted for payment immediately upon being nea@i Trumbull County will
not be responsible for paying interest or latenpayt charges due to late
submission of the statement.

V. INDIVIDUALLY OWNED CELLULAR PHONES
Those employees using their own cellular phone€tanty business may submit
the calls for reimbursemewninly up to the total overage chargeshown on the
invoice. The employee must make personal paymernthe provider of the
service prior to submitting reimbursable minuteafges to the County for
payment. Reimbursement requests to the County shall be honed only if a
detailed billing statement (listing all calls placd and received) is submitted.

No portion of the basic, routine monthly chargedervice will be reimbursed.

Trumbull County reserves the right to alter and#vrise this policy following proper
notice to affected departments. This policy sballbinding upon affected departments
and shall supercede any prior regulations reldbrtyis subject.

SECTION 3.2 THE FAMILY AND MEDICAL LEAVE ACT

It is Trumbull County’s policy to follow the Familgnd Medical Leave Act of 1993
guidelines as set forth by the United States Depamt of Labor's Employment
Standards Administration, Wage and Hour Divisiémy questions on the application of
FMLA should be directed to the Human Resourcesceffi Below is the Fact Sheet
outlining FMLA as set forth by the Department ofbloa, Employment Standards
Administration Fact Sheet No. 28.

Fact Sheet #28: The Family and Medical Leave Act df993

The U.S. Department of Labor's Employment StandAdsinistration, Wage and Hour
Division, administers and enforces the Family anedMal Leave Act (FMLA) for all
private, state and local government employeessante federal employees. Most federal
and certain congressional employees are also ab\mrehe law and are subject to the
jurisdiction of the U.S. Office of Personnel Managmt or the Congress. See Fact Sheet
28A.
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The FMLA became effective on August 5, 1993 for trexaployers and entitles eligible
employees to take up to 12 weeks of unpaid, jolbepted leave in a 12-month period for
specified family and medical reasons. Amendmentsh® FMLA by the National
Defense Authorization Act for FY 2008 (NDAA), PublLaw 110-181, expanded the
FMLA to allow eligible employees to take up to 12eks of job-protected leave in the
applicable 12-month period for any “qualifying esigy” arising out of the fact that a
covered military member is on active duty, or hasrbnotified of an impending call or
order to active duty, in support of a contingenpgration. The NDAA also amended the
FMLA to allow eligible employees to take up to 2@eks of job-protected leave in a
“single 12-month period” to care for a covered ggmember with a serious injury or
illness.

EMPLOYER COVERAGE

FMLA applies to all public agencies, including stalocal and federal employers, local
education agencies (schoolajd private-sector employers who employed 50 or more
employees in 20 or more workweeks in the currengreceding calendar year, including
joint employers and successors of covered employers

EMPLOYEE ELIGIBILITY

To be eligible for FMLA benefits, an employewrst:
» work for a covered employer;
» have worked for the employer for a total of 12ntins;
» have worked at least 1,250 hours over the previ@imonths; and
» work at a location in the United States or in a@nyitory or possession of the
United States where at least 50 employees are getbloy the employer within
75 miles.

While the 12 months of employment need not be amutee2, employment periods prior

to a break in service ddevenyears or more need not be counted unless the lseak
occasioned by the employee’s fulfillment of his loer National Guard or Reserve
military obligation (as protected under the Unif@un Services Employment and
Reemployment Rights Act (USERRA)), or a written eggnent, including a collective

bargaining agreement, exists concerning the emptoy@ention to rehire the employee

after the break in servic&ee, special rules for returning reservists under UBBR

LEAVE ENTITLEMENT
A covered employer must grant an eligible employpeo a total ofl2 workweeksof
unpaid leave during any 12-month period for one or morgheffollowing reasons:

« for the birth and care of a newborn child of émeployee;

« for placement with the employee of a son or déerglor adoption or foster care;
* to care for a spouse, son, daughter, or parghtavserious health condition;
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* to take medical leave when the employee is uniableork because of a serious
health conditionpr

« for qualifying exigencies arising out of the fdloat the employee’s spouse, son,
daughter, or parent is on active duty or call tbvacduty status as a member of
the National Guard or Reserves in support of aisgahcy operation.

A covered employer also must grant an eligible eyg¢ who is a spouse, son, daughter,
parent, or next of kin of a current member of thenAd Forces, including a member of
the National Guard or Reserves, with a seriousrynpr illness up to a total 026
workweeks of unpaid leave during a “single 12-month period” to care fire
servicememberSee Fact Sheet 28A for specific information regardinditary family
leave.

Spouses employed by the same employer are limtéigeiamount of family leave they
may take for the birth and care of a newborn clpldcement of a child for adoption or
foster care, or to care for a parent who has asetealth condition to a combined total
of 12 weeks (or 26 weeks if leave to care for aecee servicemember with a serious
injury or illness is also used). Leave for birthdarare, or placement for adoption or
foster care, must conclude within 12 months ofttinth or placement.

Under some circumstances, employees may take FMiaf&el intermittently — taking
leave in separate blocks of time for a single dualy reason — or on a reduced leave
schedule — reducing the employee’s usual weekljady work schedule. When leave is
needed for planned medical treatment, the employest make a reasonable effort to
schedule treatment so as not to unduly disrupethployer’s operation. If FMLA leave
is for birth and care, or placement for adoptioriaster care, use of intermittent leave is
subject to the employer's approval.

Under certain conditions, employees employers may choose to “substitute” (run
concurrently) accruepaid leave (such as sick or vacation leave) to coveresomall of
the FMLA leave. An employee’s ability to substitaecrued paid leave is determined by
the terms and conditions of the employer’s norreavé policy.

“Serious health conditiori means an illness, injury, impairment, or physioalmental
condition that involves either:
* Inpatient carei(e., an overnight stay) in a hospital, hospice, aidential
medical-care facility, including any period of ipegity (.e., inability to work,
attend school, or perform other regular daily at&s) or subsequent treatment in
connection with such inpatient caoe;

 Continuing treatment by a health care providdncl includes:
(1) A period of incapacity lasting more than thamnsecutive, full calendar

days, and any subsequent treatment or period @ipawty relating to the
same condition, thatlsoincludes:
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* treatment two or more times by or under the suipen of a health
care provideri(e., in-person visits, the first within 7 days and tbot
within 30 days of the first day of incapacityy;

* one treatment by a health care providex,(an in-person visit within
7 days of the first day of incapacity) with a cowing regimen of
treatmenté.g., prescription medication, physical therapyy;

(2) Any period of incapacity related to pregnancyar prenatal care. A visit
to the health care provider is not necessary foh edsenceyr

(3) Any period of incapacity or treatment for a ahic serious health
condition which continues over an extended peribtinoe, requires periodic
visits (at least twice a year) to a health carevider, and may involve
occasional episodes of incapacity. A visit to altheaare provider is not
necessary for each absence;

(4) A period of incapacity that is permanent orggarm due to a condition
for which treatment may not be effective. Only suson by a health care
provider is required, rather than active treatment;

(5) Any absences to receive multiple treatmentsdstorative surgery or for a
condition that would likely result in a period efcapacity of more than three
days if not treated.

MAINTENANCE OF HEALTH BENEFITS

A covered employer is required to maintain groupltmeinsurance coverage for an
employee on FMLA leave whenever such insurance pragided before the leave was
taken and on the same terms as if the employeectwaithued to work. If applicable,
arrangements will need to be made for employegmyotheir share of health insurance
premiums while on leave. In some instances, thel@mapmay recover premiums it paid
to maintain health coverage for an employee whis fai return to work from FMLA
leave.

JOB RESTORATION

Upon return from FMLA leave, an employee must saed to the employee’s original
job, or to an equivalent job with equivalent pagnéfits, and other terms and conditions
of employment. An employee’s use of FMLA leave aanresult in the loss of any
employment benefit that the employee earned or evdsled tobefore using FMLA
leave, nor be counted against the employee undaep dault” attendance policy. If a
bonus or other payment, however, is based on thiexament of a specified goal such as
hours worked, products sold, or perfect attendaand, the employee has not met the
goal due to FMLA leave, payment may be denied gniess paid to an employee on
equivalent leave status for a reason that doequadify as FMLA leave.
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An employee has no greater right to restoratioiooother benefits and conditions of
employment than if the employee had been continyamsployed.

NOTICE AND CERTIFICATION

Employee Notice

Employees seeking to use FMLA leave are requirgqutdeide 30-day advance notice of

the need to take FMLA leave when the need is feasle and such notice is practicable.
If leave is foreseeable less than 30 days in adyahe employee must provide notice as
soon as practicable — generally, either the sammexir business day. When the need for
leave is not foreseeable, the employee must pravadiee to the employer as soon as
practicable under the facts and circumstances efprticular case. Absent unusual
circumstances, employees must comply with the epepl® usual and customary notice

and procedural requirements for requesting leave.

Employees must provide sufficient information for e@mployer reasonably to determine
whether the FMLA may apply to the leave requestpddeling on the situation, such

information may include that the employee is incaéed due to pregnancy, has been
hospitalized overnight, is unable to perform thactions of the job, and/or that the

employee or employee’s qualifying family memberuisder the continuing care of a

health care provider.

When an employee seeks leave for a FMLA-qualifyiegson for thdirst time, the
employee need not expressly assert FMLA rightsvenanention the FMLA. When an
employee seeks leave, however, due to a FMLA-gaafif reason for which the
employer has previously provided the employee FMirAtected leave, the employee
must specifically reference either the qualifying reasonleave or the need for FMLA
leave.

Employer Notice

Covered employers must post a notice approved éySerretary of Labor explaining
rights and responsibilities under FMLA. An employeat willfully violates this posting
requirement may be subject to a fine of up to $I@0 each separate offense.
Additionally, employers must either include thisngeal notice in employee handbooks
or other written guidance to employees concerniengefits, or must distribute a copy of
the notice to each new employee upon hiring.

When an employee requests FMLA leave or the emplagguires knowledge that leave
may be for a FMLA purpose, the employer must notiig employee of his or her
eligibility to take leave, and inform the employekhis/her rights and responsibilities
under FMLA. When the employer has enough inforrmatio determine that leave is
being taken for a FMLA-qualifying reason, the enyglomust notify the employee that
the leave is designated and will be counted as FiN&éake.
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Certification

Employers may require that an employee’s requestidave due to a serious health
condition affecting the employee or a covered fgmmtember be supported by a
certification from a health care provider. An enmy@o may require second or third
medical opinions (at the employer's expense) amtbgie recertification of a serious
health condition. An employer may use a health gqamevider, a human resource
professional, a leave administrator, or a managem#icial — but not the employee’s
direct supervisor — to authenticate or clarify adioal certification of a serious health
condition. An employer may have a uniformly-applipdlicy requiring employees
returning from leave for their own serious healtimdition to submit a certification that
they are able to resume work. If reasonable safetcerns exist, an employer may,
under certain circumstances, require such a aatifin for employees returning from
intermittent FMLA leave.

UNLAWFUL ACTS

It is unlawful for any employer to interfere withgstrain, or deny the exercise of any
right provided by FMLA. It is also unlawful for amployer to discharge or discriminate
against any individual for opposing any practice,because of involvement in any
proceeding, related to FMLA.

ENFORCEMENT

The Wage and Hour Division investigates complainifs.violations cannot be
satisfactorily resolved, the U.S. Department of dratmay bring action in court to compel
compliance. Individuals may also be able to bringravate civil action against an
employer for violations.

OTHER PROVISIONS

Special rules apply to employees of local educatigencies. Generally, these rules apply
to intermittent leave or when leave is requiredrriea end of a school term.

Salaried executive, administrative, and professi@mployees of covered employers
who meet the Fair Labor Standards Act (FLSA) datéor exemption from minimum
wage and overtime under Regulations, 29 CFR Pdrt &4 not lose their FLSA-exempt
status by using any unpaid FMLA leave. This speeddeption to the “salary basis”
requirements for FLSA’s exemption extends only to“aligible” employee’s use of
leave required by FMLA.

For additional information, visit our Wage and Hour Division Website:
http://www.wagehour.dol.gov_and/or call our toll-free information and helpline,
available 8 a.m. to 5 p.m. in your time zone, 1-868USWAGE (1-866-487-9243).

This publication is for general information andhist to be considered in the same light as
official statements of position contained in thguiations.
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SECTION 3.3 LAYOFF PROCEDURE

In the event that it becomes necessary to lay lasified employees due to a lack of
work, lack of funds, or reorganization, employeei e laid off according to Ohio
Revised Code Section 124.321 through 124.328.

SECTION 3.4  NEPOTISM

Trumbull County will not hire, promote, demote, riséer or effectuate any other
personnel action which would result in the emplogtredf immediate family members as
defined in Ohio Revised Code in any such capacityckv would result in a direct
supervisor/subordinate relationship or in whichyti®uld be in a position to initiate or
participate in decisions involving direct benefite relative.

For the purposes of this section, the term “reddtighall include: spouse, children,
grandchildren, parents, grandparents, siblingsthieran-law, sister-in-law, daughter-in-
law, son-in-law, father-in-law, mother-in-law, stpprents, step-children, step-siblings,
and a legal guardian or other person who stantleiplace of a parent to the employee.

The Appointing Authority will receive employment@jzations from relatives of current
employees, as long has the hiring of that relatlees not meet any of the following
criteria:

a. One relative would supervise or have disciplinartharity over another.

b. One relative would audit the work of another.

C. If a conflict of interest exists between the relatand the employee or the
relative and the County.

d. If the hiring of relatives would result in a cowtliof interest with clients.

If such a situation is created through promotioansfer or marriage, one of the affected
employees must be transferred or discharged, aacanmmodation acceptable to the
Appointing Authority must be established. Termioatis to be a last resort. No
employee who meets current standards of performandedbehavior shall be discharged
if a transfer is practical.

If two employees marry, they will be subject to tbeme rules listed above as other
relatives, unless state law or judicial decisiorgate otherwise. If the two employees
are employed in a direct supervisor/subordinataticgiship, they will decide between
themselves who will resign or transfer.

No person employed by the Appointing Authority prio the adoption of this policy will

be retroactively affected by this policy (exceptcases of marriages which occur after
this policy is adopted).
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The provisions of O.R.C. Sections 102.03 and 2@ tehder it unlawful for a public
official to use influence to obtain a benefit, inding a job, for a relative. Any violation
of these statues may result in criminal prosecuéind/or disciplinary action including
termination.

SECTION 3.5 PHOTO I.D. POLICY

Each employee of Trumbull County will be issuednatp identification card. This card
is to be with the employee and available to disglaging work hours. The card will be
used as not only identification, but also allows #mployee to clock in and out on the
county time clock system.

The initial card will be provided at no cost to termployee. If the I.D. is lost, destroyed,
or stolen, the cost of each replacement will begdto the employee.

Each employee will be held responsible for théi. card. If employment is terminated,

the card is to be returned by the end of the laskwlay. The employee’s supervisor will
be responsible for obtaining the 1.D. card.

SECTION 3.6  SMOKING

Ohio state law (O.R.C. Chapter 3794) prohibits simgpkn all public buildings and
Trumbull County vehicles. Smoking is permitted dasignated areas outside of the
buildings. Failure to follow the directions of tgpointing Authority , or the state law,
could lead to discipline up to and including dissais

If an employee is caught in violation of state l&e/she will be responsible for any fines
incurred.

SECTION 3.7 FAMILY VIOLENCE PREVENTION POLICY

A. Early Intervention and Education Prevention Strateges

It is the policy of Trumbull County to use earlyepention strategies in order to
avoid or minimize the occurrence and effects ofikawiolence in the workplace.
Trumbull County will provide available support aadsistance to the employee
who is a victim, batterer and/or witness to fanvilgience.

o Confidential means for coming forward to help

o Confidentiality
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0 Resource and referral information
o Additional security at the workplace, if applicable

B. Leave Options for the Employee who Experiences Thats of Violence

o At times, an employee may need to be absent fromk \@oe to family
violence. The length of time should be determibgdthe individual’s
situation through collaboration with the employsepervisor, and Human
Resources.

o Employee, supervisor and manager are encouragexkpimre options
which will help the employee cope with a family Mince situation.
Depending on the circumstances, this may include:

i.  Arranging flexible work hours, if possible, so thhe employee
can handle legal matters, court appearance, howsidgchild
care

ii.  Compensatory time, or leave without pay, especiélhequests
are for relatively short periods.

C. Procedures of the Employee with Performance issueRelated to Family
Violence

o While the employer retains the right to disciplihe employee for cause,
Trumbull County recognizes that victims of familjolence may have
performance or conduct problems such as chroniergbsism or inability
to concentrate as a result of the family violencé/hen an employee
subject to discipline confides that the job perfante or conduct problem
is caused by family violence, a referral for apprage assistance should
be offered to the employee.

o The manager, in collaboration with the employee,PEfep, Human
Resource rep, etc. may allow a reasonable amountineé for the
employee to obtain assistance regarding the fanolgnce.

D. Disciplinary Procedures for the Employee who Commits Acts or Threats of
Family Violence

0 Trumbull County is committed to providing a workpéain which the
perpetration of family violence is neither tolechtaor excused. Any
physical assault or threat made by an employeeewdnl the workplace
premises, during working hours, or at an employemsored social event
is a serious violation of county policy. This pyliapplies not only to acts
against another employee, but to acts againsttladir gpersons, including
intimate partners. The employee found to haveawsal this policy will be
subject to corrective or disciplinary action, upattd including discharge.

o The employee convicted of a crime as a result wiilfaviolence may be
subject to corrective or disciplinary action, upatad including discharge,
when such action affects the work performance efaimployee or affects
the normal operation of Trumbull County.
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Family Violence Prevention Procedures

ROLE OF TRUMBULL COUNTY

o Promote the social norm that family violence is agggptable and can be
prevented

o Develop a policy for the occurrence and effect$aatfily violence in the
workplace

o Orientation of each new employee should include ithportance of
advising a supervisor or designee of any potertaiger, specifically
family violence

o Define criteria and process by which a supervisordesignee would
recommend an employee get assistance from the EAfRitside trained
source

o In the event of an incident of family violence imetworkplace, provide
appropriate counseling for every employee who mayehwitnessed the
incident in the workplace

o Impose disciplinary sanctions for batterers whegirthehavior involves
the use of work time, telephone, fax, email or engbile to harass the
victim

ROLE OF SUPERVISORY PERSONNEL/HUMAN RESOURCES

0 The Supervisor's role is the most important in hedpto make the
workplace safe for all employees. It is imperatithat supervisors be
completely sensitized to the issues of family uicke and provide a clear
sense of direction for the employee under theiestipion

o Promote the social norm that family violence is agggptable and can be
prevented

o Participate in family violence training and be asvaof workplace
behaviors that may indicate family violence

o Provide orientation for each employee on the p®desreporting issues
related to family violence

o Explore and encourage options, per workplace mdjcto enhance the
safety of the employee and increase productivithey should include,
but not be limited to: flexible hours, alternaterlwschedules, time off for
medical or legal assistance and/or court appeasarte

o Provide employee with family violence resource &std encourage them
to seek assistance from EAP, if available, andné&chi about family
violence issues, and/or other resources on the list

0 Maintain communication even when the employee baske time off to
take care of the situation

ROLE OF FIRST LEVEL CONTACT PERSON
o Promote the social norm that family violence is agggptable and can be
prevented
0 Attend sensitivity training in all family violendssues
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o

o

Have access to pictures of potential batterer andpy of the Protection
Order

Be trained in a safety plan in the event the batteisits the work site or is
an employee

Screen and route calls from the batterer, as naggsper directive of
immediate supervisor

Be aware of current laws regarding family violeaoe Protection Orders

ROLE OF THE EMPLOYEE ASSISTANCE PROGRAM

(0]

(0]

o

When an employee has been a victim, batterer oneast of family
violence, she/he may experience difficulty in thaerkplace, including, but
not limited to, loss of work time, difficulty conotrating, inability to
perform duties, etc. The Employee Assistance RragEAP) is designed
to provide the employee with information and suppgor meet her/his
needs. EAP personnel must be trained specifieddbut family violence
issues. It is anticipated that, with assistancéh vihe EAP rep, the
employee will be able to begin the process of wagkobn solutions
regarding her/his family and/or work situation aingprove her/his job
performance.

Promote the social norm that family violence is eagggptable and can be
prevented

Provide sensitivity training to new employees relgay family violence
Implement a family violence prevention team to uild Human Resource
personnel, supervisors, security personnel, legedgnnel, and any other
workplace personnel as deemed appropriate

Provide annual in-service training to all employaegarding family
violence. The training should include informatitm all types of and
issues of family violence, available resources, etc

Upon referral, the EAP rep

Determine the employee’s immediate needs

Provide the employee with appropriate informatienrequested by the
employee (i.e., legal, housing, emergency sheltexsnseling, etc)

Assist the employee with the development of a perkseafety plan for
both home and workplace

Provide follow-up services as needed or requestdidemployee

Note: When victims are involved, supervisors shoulde mindful that the effects of
family violence can be severe and may take extendpdriods of time to
address fully. Victim rights and confidentiality shall always be respected.
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SECTION 4.1 BEREAVEMENT LEAVE

In the event of a death of an immediate family memban employee will be entitled up
to five (5) days of bereavement leave, three (Jsad which will be separate and apart
from sick leave. The additional two (2) days may tharged to the employee’s
accumulated, but unused, sick leave time, or mapken as unpaid leave.

For purposes of bereavement leave, immediate fashiil include: Grandparents,
brother, sister, brother-in-law, sister-in-law, dhter-in-law, son-in-law, father, father-
in-law, mother, mother-in-law, spouse, child, stefu; grandchild, a legal guardian,
foster parent, other person who stands in plagepzrent (loco parentis), or a person for
whom the employee stands as a legal guardian place of a parent (en loco parentis),
nieces, nephews, aunts, and uncles.

The County retains the right to require verificatmf bereavement leave (i.e., newspaper,
obituary, church or funeral home notice).

SECTION 4.2 COMPENSATION

4.2.1 Pay Periods

All Trumbull County employees are to be paid evetlyer Friday for the period ending
one (1) week prior to payday. The bi-weekly payiqee for all employees begins at
12:01 a.m. on Sunday and ends at 12:00 midnigth®second Saturday following.

If a payday should occur on a holiday, paycheckkbeiissued on the preceding day.

Employees may choose to either have pay checkssilegalirectly into their accounts,
or receive a physical check.

SECTION 4.3  COMPENSATORY TIME (EXEMPT
EMPLOYEES)

Compensatory (comp) time is time earned by workimgexcess of forty (40) hours
within a week. A non-exempt employee would normabye the option of being paid for
the extra hours at 1.5 times their regular houale ror taking the extra hours off work
(also at an overtime rate of time and one-halfy@apensatory time. Exempt employees
are not paid for overtime, but may take the timfeoofan actual time worked basis under
the following conditions:

1. Department Head must approve both the timeedaas comp time and
when the time is used.
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Comp time is legitimately earned on excess sithat an employee must
work. If an employee chooses of his/her own vatitio work overtime, no
comp time is earned.

No comp time is earned for working in excesseigit (8) hours in a
particular day. An employee must have accumulataty f(40) hours
worked within a work week before any comp timeasned.

Hours paid as sick time and vacation may nanttoward the forty (40)
hour workweek.

Working during a paid lunch hour does not earremployee one (1) hour
of comp time.

Any work performed at home, even if brought leoim the evening, does
not count as potential comp time.

Comp time is never “cashed out” as a monetangeht.
Departments may set a maximum number of come thours earned

within a year. Employees would then have to takeetioff to avoid
earning comp time above the maximum.

SECTION 4.4  TIME MANAGEMENT POLICY FOR

EXECUTIVE AND PROFESSIONAL EMPLOYEES (OVERTIME

EXEMPT)

|. STATEMENT OF PURPOSE

It is the employer’s intent to maintain Trumbull @wy's workforce at high levels of
dependability and efficiency. Cooperation from ®eunty’s executive and professional
employees (as defined by the Fair Labor Standandysig expected in the fulfillment of
this objective. As supervisors in the various cgutgpartments, it is important that these
management employees demonstrate exemplary workshabd, in effect, lead by

Persons employed in this category who display isfaatory work practices, especially
excessive absenteeism, only serve to underminertipoyer/employee relationship and
place their continued employment in jeopardy. Eweore serious is the fact that such
behavior is a disservice to Trumbull County taxpayend the public at large.

The employer will make every effort to apply thigipy in a fair and uniform fashion for
all executive and professional employees. Howeates,recognized that the job duties of
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County employees vary greatly from one job to aeotind some discrepancies in the
application of this policy, while unintentional, gnaccur.

This policy is to be considered a guide for thosected officials and appointed
authorities choosing to adopt the policies conghiherein. These officials retain the
right, both individually and collectively, to moglithis policy at their sole discretion.

Il. ATTENDANCE

Supervisory employees that are classified as eixecot professional are compensated
for a straight forty (40) hours within each workweaegardless of the number of hours
actually worked. However, these employees must warkessthan eighty (80) hours
each pay period to maintain the credibility of sieeve and vacation accrual, which is
based upon hours worked. Work performed at the @yepls residence shall not be
counted toward the minimum hours required unlesk swork is specifically assigned by
the employer.

Executive and professional employees, being overtaxempt, may not convert hours
earned in excess of forty (40) hours (within a weaako compensatory time off at time
and one-half their hourly rate. However, if overins mandatory and meets all other
conditions of this policy, compensatory time off ynee granted on an actual time
worked basis. Thus, if an employee works one (1r hmandatory overtime, he/she is
entitled to one (1) hour of compensatory time off

The employer recognizes that supervisory emplopées are required to work unusual
hours and may also be “on call” due to the natdréh@r occupations. As such, starting
and quitting times may fluctuate on occasion. Sflekibility will still be contingent
upon working the required eighty (80) hour pay peri

Absences from work due to illness (including onieenediate family), personal days,
bereavement leave, jury duty, military leave, amdation must be submitted to, and
approved by, the appropriate appointing authoriytended leaves of absence (i.e.,
FMLA or work related injury) will be considered fapproval only if verification of the
need for such leave is presented.

Leaves of absences not addressed within this palieyleemed as discretionary and will
be approved or disapproved on a case by ease basis.

SECTION 4.5 DISABILITY LEAVE AND SEPARATION

A disability leave is defined as an unpaid leavantgd or required by the Board of
County Commissioners for medical reasons afteethployee has exhausted all accrued
sick leave. The employee may also exhaust all i@acdéave before going on unpaid
disability leave, if the employee so desires.

A maternity leave is a disability leave and is gabjto the same rules that govern all
other disability leaves.
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A disability leave may be granted for periods oftapsix months and may be extended
by increments of up to six months to a total of gear.

During a period of disability leave, the County l§inat pay salary or wages or contribute
toward retirement benefits or provide for the aculation of sick leave or vacation
leave.

An employee on unpaid disability leave may contimuedical and dental coverages by
making employee premium contributions to the Couhtyaddition, the employee may
pay to the County the premium for term life insuwraand long-term disability coverage.

Disability leave is granted by the appointing auitfyo contingent upon a written
statement from the employee's attending physidma the employee is disabled and
prevented from performing his/her usual duties. €hwloyee's accumulated sick leave
shall be exhausted before disability leave is apgnio At the employee's discretion,
vacation leave also may be exhausted before tharbeg of an unpaid disability leave.
The employee may not be paid for vacation hourgadwan unpaid disability leave. If the
employee is hospitalized or institutionalized upxpiration of accumulated sick leave,
the disability leave may be given without examioati

When a supervisor has reason to believe that th@ogee is unable to fulfill his/her
usual duties by reason of disability, the supervisay make a request to the appointing
authority that the employee undergo a physical éxation at the expense of the County.
If the physical examination verifies the inabiliby the employee to fulfill his/her usual
and customary responsibilities, the County willgaglahe employee on disability leave
upon exhaustion of all accrued sick leave. The eygd may also exhaust all vacation
leave before going on unpaid disability leavehd employee so desires.

The County may require that the employee on anacaggr disability leave undergo
periodic physical examinations at the expense ®Gbunty to determine the employee's
fitness to return to his/her usual duties or toaemon disability leave.

The employee may return to work only by submissiba certificate from the attending
physician verifying that the employee is physicable to resume his/her usual duties.

SECTION 4.6 EXPENSE REIMBURSEMENT (TRAVEL)

Trumbull County employees are to be reimburseddasonable expenses as allowed by
the law, in accordance with Trumbull County direes and which are incurred while on
official County business. Claims for reimbursememist be submitted in writing to the
Supervisor or department head for approval and gtdirfor payment.
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All requests for travel must be submitted on theidPApproval for Travel Expense”
form in advance. Employees who fail to obtain adeaapproval may not be reimbursed
for expenses incurred.

Expenses for mileage, parking and tolls shall loalvarsed as follows:

Whenever possible, a County-owned vehicle is tases for travel. Reimbursement for
official business travel will be paid at the ragtadblished by the Internal Revenue Service
(IRS) when required, or approved, to use a privatened automobile. This payment
shall be considered reimbursement for all vehicdated expenses, i.e. gas, oil,
depreciation, etc.

Mileage reimbursement is payable to only one (Iywaf (2) or more employees traveling
on the same trip, and in the same vehicle. The sasheach person traveling together
must be listed on the travel voucher. When it isessary for groups of employees to
attend seminars, training sessions, etc., employédebe required to travel four (4) to a

vehicle.

All employees are required to carry motor vehialbility insurance minimums, as
prescribed by the Ohio Revised Code, in order teebebursed for business travel. Proof
shall be submitted to the Employer upon request.

Employees will be reimbursed for business travehwwi Trumbull County, with the
exception of travel between their home and offise.employee must file an itemized
expense report, on the approved mileage form, sigthie origin and destination of each
trip, in sufficient detail, to account for mileagimed.

Employees who are temporarily assigned to work alifleerent work site will be
reimbursed mileage equivalent to the distance ketwbeir permanent work site and
their temporary work site, or the distance fromirtt®me to the temporary work site, if
that distance is less (including meetings and cenfees).

Parking charges are reimbursable on any day wheangmoyee is entitled to claim

reimbursement for mileage. Receipts for parkingrgbs over one dollar ($1.00) and
receipts for highway tolls are required.

Expenses for travel by plane, train, bus or otr@mmercial transportation while on

official County business will be reimbursed. Howevmisiness travel within the State by
plane may not exceed the cost of ground transpamtaReimbursement for travel by

plane or bus may not exceed the cost of coach fare.

Reimbursement for meals will be made as follows:

$40.00 per diem (Reimbursed with 100 minimum male/rd-trip travel)

Out-of-State $60.00 per diem (with receipts)

47



Meals, for which reimbursement is claimed, muslisted on the Travel Expense Report,
including identification as to the date on whicle taxpense was incurred, the type of
meal and the reimbursement rate outlined above.

Employees will be reimbursed for the maximum allblgaexpense of meals, which are
an integral part of a business workshop, trainiagnisar or other working conference
unless the cost of the meal is included in thestegfion fee or room charges.

If the Employer requires an employee to traveladihe County on official business, and
such travel requires an overnight stay, the emgsfaall be reimbursed the cost of the
lodging. Lodging expenses will be reimbursed omih prior written authorization from
the Department Head or designee. Individual lodgeaeipts must he submitted in the
employee’s name.

If an employee chooses to room alone when othetames are attending, the employee
will be reimbursed one-half (1/2) of the rate ofl@uble room plus applicable taxes, or
the state rate, whichever is greater. This optidhrequire approval of the Department
Head.

Expenses incurred for mileage, parking, tolls, mekldging and other costs related to
travel outside the County or the State requirerpajmproval by the Department Head, if
there is an overnight stay.

Personal telephone calls, laundry, entertainmelthhalic beverages, room service
charges and expenses of a spouse traveling witlenaployee, are not subject to
reimbursement.

Upon return from travel, travel Expense Report Ishalfiled by employees detailing all
reimbursable costs, with required receipts attacB&denses cannot he reimbursed if

the required receipts are not provided. Receiptielhwshow employee names must have
the correct employee name (no other employee’s neanebe on the same receipt).
Expenses submitted for any one (1) month which ataatal one dollar ($1.00) or more
shall not be subject to reimbursement.

4.6.1 EXPENSE/MILEAGE REIMBURSEMENT

OUT-OF-COUNTY TRAVEL:

Request for expense reimbursement (mileage, fooi@l,hetc.) for out-of-county travel
must be received no later than ten (10) days #feeexpense was incurred. Requests for
reimbursement received after this will not be paidess the employee can provide
documentation of extenuating circumstances to tgaltment Head.

IN-COUNTY TRAVEL:

Request for in-county mileage reimbursement musteoeived no later than ten (10)
days following the month of incurred expense. Rsttm reimbursements received after
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this time frame will not be paid unless the empyan provide documentation of
extenuating circumstances to the Department Head.

SECTION 4.7 HEALTH INSURANCE

Health insurance benefits will be offered to alloyees who work a minimum of thirty
(30) hours per week. Voluntary reduction of howked to less than thirty (30) per
week will disqualify the employee as eligible foedith insurance if such voluntary
reduction takes place at least three (3) timesaa ye

Newly hired employees will be offered health insw benefits on the first day of the
month following the successful completion of sig®p) work days.

Employees eligible for health insurance benefity cteoose either the Preferred Provider
Plan (PPO) or the Health Maintenance Organizatitti@) as offered by the Employer.

Employee’s share of the premium shall be determimethe Trumbull County Board of
Commissioners.

SECTION 4.8 HOLIDAYS

4.8.1 Holiday Pay

In order to receive holiday pay, an employee mustkwhis last scheduled day prior to
the holiday and first scheduled day after the lalidlo earn holiday pay at eight (8)
hours, the straight time hourly rate. If an emplys off on vacation, extended sick
leave or Workers’ Compensation, he would be eleilolr holiday pay because he was
not scheduled to report and his supervisor was exgiecting him to work. If an
employee is scheduled for work and either faileefwort or phones in sick, he has lost his
holiday pay.

4.8.2 Paid Holidays
Trumbull County recognizes the following paid halg:

New Year’s day (I day of January)

Martin Luther King Jr. Day (8 Monday of January)
President’s Day (3 Monday of February)
Memorial Day (Last Monday of May)
Independence Day {(4day of July)

Labor Day (£ Monday in September)
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Columbus Day (¥ Monday in October)

Veteran's Day (11 day of November)

Thanksgiving Day (& Thursday in November)

Day after Thanksgiving Day

Christmas Eve (2%Day of December)

Christmas Day (28 Day of December)

New Years Eve ($1Day of December) — Four (4) hours (1/2 day)

Weekend observance

In the event that any of the aforementioned hokdésll on Saturday, the Friday
immediately preceding shall be observed as thedagpli In the event that any of the
aforementioned holidays fall on Sunday, the Monaagnediately succeeding shall be
observed as the holiday.

Overtime
Any work performed by an employee on any one ofdigs listed in section 4.2 shall be
paid at the rate of one and one-half (1-1/2) tithesemployee’s straight time hourly rate
in addition to holiday pay provided in section 4.5.
4.8.5 Compensation
Employees shall be paid for eight (8) hours atrteeaight time hourly rate for each of
the holidays listed in section 4.2 when no worlpésformed on such holiday; provided

that the employee shall work his last scheduled piagr the holiday and the first
scheduled day following the holiday.

SECTION 4.9 JURY DUTY

An employee of Trumbull County summoned for jurytydor subpoenaed as a witness
shall be granted a leave of absence for the pefigdry or witness service and will be
compensated for the difference between his regudgrand jury duty or witness pay for
work absences necessarily caused by the jury amesst duty. The employee shall
provide the Employer with a copy of the summonsuopoena when requesting such
leave. All leaves granted by the Employer under pinovisions of this Article will
commence on the date of appearance noted on theausnor subpoena. An employee
granted such leave will notify the Employer immeelia upon completion of the jury
duty obligation.

The employee must present the Employer verificatioiihe amount of compensation
received for the jury duty or witness leave in orde be eligible for the difference
between such jury duty or witness pay and the eyagls regular straight time hourly
rate of pay.
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On days when an employee is released early froin jimy duty obligation, he shall
report to work in order to complete his regularbgigned shift, provided at least four (4)
hours of work remain.

Any employee who is appearing before a court oewthgally constituted body in a
matter in which he is a party may use vacation tondeave of absence without pay.
Such instances would include, but are not limiedctiminal or civil cases, traffic court,
divorce proceedings, custody, or appearing astéidess parent or guardian or juveniles.

SECTION 4.10 LIFE INSURANCE

1. Life insurance benefits will be offered to athgloyees who work a minimum of
thirty (30) hours per week. Voluntary reduction lafurs worked to less than
thirty (30) per week will disqualify the employes aligible for life insurance if
such voluntary reduction takes place at least t{Be&mes a year.

2. Newly hired employees will be covered under @mnty’s life insurance policy
following the successful completion of 90 days wiptdoyment.

3. The amount of coverage shall be determined byTttumbull County Board of
Commissioners and/or Collective Bargaining Agreetsien

4, Upon retirement, the benefit amount is equateto (10) percent of the active
employee coverage as outlined in Section 3.

SECTION 4.11  MILITARY LEAVE

Military leave is governed by Chapter 5903 and iacii24.29 of the Ohio Revised
Code.

1. Employees who are members of the Ohio Nationalr@udne Ohio Defense
Corps, Naval Militia, or members of other resenmmponents of the Armed
Forces of the United States are entitled to ledvabeence from their respective
duties without loss of pay for such time as theyiarthe military service on field
training or active duty periods not exceeding altoff thirty-one (31) calendar
days in one (1) calendar year.

2. The employee is required to submit to the AppaoptAuthority an order or
statement from the appropriate military commandereaidence of such duty.
Upon the submission of such order the Employe siudhorize the military leave
and the employee shall be paid his/her regular oatpay for the normally
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scheduled straight time wages that would have leaened during the period of
the leave. There is no requirement that the servé&cin one continuous period of
time.

Employees who have worked for the Employer longugih to complete their
probationary period will be granted a leave of alssewithout pay to be inducted
or otherwise enter military service.

An appointment may be made to fill a vacancy e@arhen an employee enters
military service. However, if the person fillingeh vacancy also enters military
service, he may be reinstated to the position afierpletion of service only if the
first employee (the original incumbent) fails topap for reinstatement within
ninety (90) days of discharge, or makes a writteaiver of all rights to the
position.

An employee who re-enlists while on active dutyaacommissioned officer who
voluntarily enters on extended active duty beydrat tequired upon accepting a
commission, is not eligible for reinstatement.

Employees who are members of the Ohio National résugill be granted
emergency leave for mob, riot, flood, civil defense similar duties when so
ordered by the Governor to assist civil authoriti€sich leave will be without pay
if it exceeds authorized paid military leave foe tyear. The leave will cover the
official period of the emergency.

A veteran separated or discharged under honorabtalitions must make
application for re-employment to the former positigithin ninety (90) days from
the date of release from service or within nin€Q)(days after release from
hospitalization due to in-service injury or illneskich has not exceeded a period
of more than one (1) year. The following proceguapply:

A. Reinstatement must be accomplished within thirtp) (lays after
application is received by the Appointing Authority

B. A Photostat copy of the discharge or certificate s#rvice must
accompany all requests for reinstatement or reappeint;

C. The veteran must be physically qualified to perfaime duties of the
position. Where a disability sustained in the tarly service precludes
restoration to the original position, the veterat ke placed in a position
of like status and pay compatible with his physmatdition; and

D. The veteran is entitled to all salary benefits thieo advancement accruing
to the position during military absence as follows:
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1. Sick Leave - that amount which had been accumulated
the time of entering service;

2. Vacation Leave - time spent on military leave wiié
counted in determining the employee’s length otWiset
but no vacation credit will be accumulated durihg time
spent on military leave;

3. Automatic salary adjustments; and

4, Any changes in classification or pay range whiobuld
have accrued to the position if the employee haeh kmn
the job.

SECTION 4.12 PAYROLL DEDUCTIONS

Certain deductions are made from an employee’s hgyc as required by law, in
accordance with employee benefit plans, or as stqdeby the employee. These
deductions are itemized on the employee’s payrs&te which accompanies his or her
bi-weekly check. Deductions include:

A.

PERS - Membership in PERS is compulsory upomdp@mployed except those
employees specifically exempted under the provisibrSection 145.03 of the
Ohio Revised Code.

Income Taxes - The Federal, State and City gowents require that taxes be
withheld from each salary payment. The amount of ta be withheld is
determined from tables furnished to the Countyh®y Treasury Department and
the Ohio Department of Taxation and varies accgrdonthe amount of salary
and number of dependency exemptions. Employeesesp@red to complete
withholding tax certificates upon initial employmend to inform the personnel
office of any dependency change whenever such ehaogurs.

Medicare Deductions - Those employees hirecoomfter April 1, 1986, are
required to contribute a percentage of their taxatdome to the federal Medicare
system. This is matched by an equal contributiotheyEmployer.

Garnishment/Child Support Deductions — A caudered legal claim against the
wages of County employees, by a creditor, for naynrpent of a debt, and/or
administrative or court ordered payroll deductiémrschild support served by the
constituted legal authority, are garnishments andtrbe recognized and executed
by the County Auditor.

Union Dues and/or Fair Share Fees - Deductroasdated by the collective
bargaining agreement in amounts certified by tisegaized collective bargaining
agent. Union dues and fair share fees are dedeetdupay.
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F. Deferred Compensation - State and/or Countysmped deferred compensation
savings programs are made available through then@ssioners. The program is
voluntary and subject to payroll deductions.

G. Credit Union - This is an optional payroll detlan plan available through the
Employer. Employees desiring information regardeayings plans, etc. should
contact the credit union directly.

SECTION 4.13 SICK LEAVE/PERSONAL LEAVE

4.13.1 Sick leave credit shall be earned at the rate®hdurs for each eighty (80) hours
of service in active pay status, including paidatam, and sick leave, but not
during a leave or absence or layoff. Part-timasesal and intermittent workers
shall be credited with sick leave at the same ratnused sick leave shall
accumulate without limit. If illness or disabilitgontinues beyond the time
covered by earned sick leave, the employee maydraagl a disability leave or a
personal leave or sick leave without pay.

4.13.2 Uses of Sick Leave.

A. Sick leave shall be granted to an employee uppnozal of the Employer and for
the following reasons:

B. lliness or injury of the employee or a member afimmediate family.

C. Death of a member of his immediate family (sickvieausage limited to a
maximum of five [5] working days). However, thré® days of this bereavement leave
amount shall be paid but not charged to an emplsgek leave.

D. Medical, dental or optical examinations or treatin& employee or a member of
his immediate family, which requires the employew®l avhich cannot be scheduled
during non-working hours. Appointments under théxtion shall be scheduled at the
beginning or the end of the workday if possibleim@ off shall be approved for the
duration of the appointment, including travel time.

E. If a member of the immediate family is afflict&dth a contagious disease or
requires the care and attendance of the employeeyhen through exposure to a
contagious disease, the presence of the employes jab would jeopardize the health of
others.

F. Pregnancy, childbirth, adoption and other condgirelated thereto.

G. Definition of immediate family: grandparents, breth sister, brother-in-law,
sister-in-law, daughter-in-law, son-in-law, fathé&ther-in-law, mother, mother-in-law,
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spouse, child, stepchild, grandchild, a legal gsexdfoster parent, other person who
stands in place of a parent (loco parentis), cgragn for whom the employee stands as a
legal guardian or in place of a parent (en locepas).

4.13.3 Evidence of Sick Leave Usage. The Employer shall require an

employee to furnish a standard written signed stat# explaining the nature of the
illness to justify the use of sick leave. Falsfion of either a written, signed statement
or a physician’s certificate shall be grounds fisciplinary action, including dismissal.

4.13.4 Notification by Employee. When an employee is unable to report to work, he
shall notify his immediate supervisor or other daasted person or use another procedure
established by the Employer (e.g. call off lines\aaring machine, voice mail) at least
one (1) hour prior to the time that he is schedukedeport to work in each day of
absence, unless emergency conditions make it inippessr unless the supervisor has
received a written notice of an extended or comtig@absence.

4.13.5 Abuse of Sick Leave. Employees failing to comply with sick leave rules
and regulations shall not be paid. Application $ark leave with intent to defraud will
result in dismissal and refund of salary or wage.pa

4.13.6 Physician Statement If medical attention is required, the employed w
be required by the Employer to furnish a statenferh a licensed physician that the
employee was unable to perform his duties. Whezk Igiave is requested to care for a
member of the immediate family, the Employer mayuree a physician’s certificate to
the effect that the presence of the employee i®sseey to care for the ill family
member.

4.13.7 Retirement. Any employee having a minimum of ten (10) yearviser
who retires under the applicable pension plan farmmibull County shall at the
time of retirement receive a lump sum payment fmuaulated but unused sick
leave to a maximum of seven hundred twenty (72Q@ysroSuch payment shall be
based on the employee’s rate of pay at the timetoEment.

In the event an employee with ten (10) or more yeadr service with the Trumbull

County dies while employed, the County shall pay deceased employee’s estate the
above-referenced payment.

SECTION 4.14 VACATIONS

Vacations shall be granted to full-time employeesaccordance with the following
schedule:

Less then one year of service none
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More than one year of service but less Eighty {(8Q)rs accruing at the rate of

than seven (7) years of service three and one-t€httD) hours each bi-
weekly pay period

Upon completion of Seven (7) years One hundreshty(120) hours accruing at

or more of service but less than the rate of fand six-tenths (4.6) hours

Fourteen (14) years of service each bi-weeklypenod

Upon completion of Fourteen (14) years One hundretisixty (160) hours accruing

or more of service but less than at the rashoénd two-tenths (6.2) hours
Twenty one (21) years of service each bi-weegkly period

Upon completion of Twenty-one (21) Two hundred (RBOurs accruing at the
years or more of service but less than rate ofrsewd seven tenths (7.7) hours
Twenty seven (27) years of service each bi-wepélyperiod

Upon completion of Twenty-seven (27) Two Hundredyf (240) hours accruing at
or more years of service the rate of nine and ®whs (9.2) hours
each bi-weekly pay period

Vacation leave is earned during the time the eng#dg on active pay status. It is not
earned while on unpaid leave of absence, unpaidamyileave, or while on layoff. Part-
time employee will not be credited with any vacatwhile in that status. Employees
shall not be granted an advance of their vacagawnd.

Vacation is not accumulated while performing ovegiwork, as opposed to sick leave
accumulation.

Days specified as holidays shall not be chargethtemployee’s vacation leave.

A new rate of vacation accumulation will be pickepl on an employee’s anniversary
date, not at the beginning of the calendar year.

Vacation shall be taken in the year accrued anor po the next recurrence of his/her
anniversary date of his/her employment, provided the appointing authority may allow
accumulation and carry-over of vacation up to tl{Bjeyears.

Provided further any employee hired subsequen®t81193 shall be paid vacation only
if he/she is regularly scheduled to work twentyki@8) hours or more per week.

Vacation requests should be given on the apprepfaam as far in advance as possible
in order that the employee’s supervisor can re\saeoh request for approval or denial.

Vacations are granted based on seniority with the nderstanding that staffing

requirements must be met. The employer reserves ¢hright to deny requests for
this and other requested time off.
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Each employee may receive cash payment for up o (® weeks, in one week
increments, of accumulated but unused vacationhatend of each calendar year.
Requests for such payment shall be submitted tenmgoyee’s supervisor no later than
the last pay period in November of each year.

Any employee who retires under the applicable mengian for Trumbull County shall,

at the time of retirement, receive a lump sum paynfer accumulated but unused
vacation leave to the maximum amount allowableg@ry).

SECTION 4.15  WORKERS COMPENSATION

State law provides that every Trumbull County ergpiis eligible to apply for workers’
compensation for injuries or illness arising out af in the course of his or her
employment. General guidelines for administeriraykers’ compensation are set forth
as follows:

If an employee is injured during the course of esgplent with the County, the

injured employee, or if the employee is incapaedatanyone with knowledge of the
incident, must notify a supervisor or Departmenatiaithin forty-eight (48) hours from
the time of injury. For example, if the incidentcors on Friday at 1:00 p.m., the
notification must be before 1:00 p.m. on Sunddytheé employee is unable to speak to a
supervisor or Department Head, the incident mageperted on the Call-in line or voice
mail. An injury report, developed by the Countyrfan Resources Department must be
completed. Such a report shall be given to theaiepent Head and forwarded to the
County Human Resources Department. If an injuaynclis not reported within the time
frame, the employee must use sick time for thd totee not reported.

If the employee’s injury required medical attentianreport of injury from the attending
physician should be forwarded to the Human Ressuigepartment at the earliest
possible date.

It is important for the employee to note that agdiest isequired by the Ohio Bureau of
Workers’ Compensation upon seeking treatment.uFatio do so will result in the denial
of any claims related to the injury.

A Workers’ Compensation certificate is to be postedeach building owned by the
Board of Commissioners of Trumbull County.
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SECTION 4.16  CONVERSION OF SICK LEAVE AND VACATION

In lieu of a portion of the maximum severance plowsed, employees with seventeen
(17) years of PERS credit time may request to cdrilieir vacation and sick leave hours
they accumulate each year to paid wages. The gewlmust have SEVENTEEN (17)

years of PERS Credit Time completed prior to Jantasf the year in which you wish to

begin converting

This shall be limited to a maximum of two hundrexdity (240) hours of vacation per

year, depending upon years of service, and onedredrtwenty (120) hours of sick leave
(vacation and sick leave hours cannot be convedpdrately; they must be converted in
conjunction with each other) less the amount df ave taken. Note that an employee
does not have to convert sick and vacation in egonunts. For example: 120 hours sick
plus 30 hours vacation is acceptable.

The payment for these accumulated hours shall bd#ema the employee’s bi-weekly
pay. All hours converted under this section shal deducted from the maximum
allowed. Employees may choose to only convert dpeof two (2) years, but not more
than three (3) years, accumulation to be paid énsdome manner. The date this benefit is
to begin must be the beginning of a pay periodtardyear shall include twenty-six (26)
pay periods. Thereafter, the request must be mgdeovember 1 of the year prior to
conversion. Changes for current participants migstlae made by this date.

Proof of PERS years of credit outside of your cgwsmhployment must be provided by
the employee on signed letterhead from the formygieyer.

One you begin converting your time, you must remaithe Plan until the following
December 3 unless you provide proof of verifialshamcial hardship. Discontinuing thee
conversion must then be approved by the Appoinfinthority, based upon the claimed
hardship.
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APPENDIXA COBRA-CONTINUATION OF GROUP HEALTH CARE

To: Employee, Spouse, and Dependant Children

A federal law (Public Law 99-272, Title X) Known &0DBRA (Consolidated Omnibus

Budget Reconciliation Act of 1985 as amended) neguihat most employers sponsoring
group health plans offer employees and their fawilhe opportunity for a temporary
extension of health coverage (called “continuattoverage”) at group rates in certain
instances where coverage under the plan wouldwiberend. This notice is intended to
inform you, in a summary fashion, of your rightsdaybligations under the continuation
coverage provisions of the law. This summary ghts should be reviewed by both you
and your spouse (if applicable), retained with othenefits documents, and referred to in
the event that any action is required on your part.

If you are an employee of Trumbull County and cedeby its group health plan, you
have a right to choose this continuation coverdfgou lose your group health coverage
because of a reduction in your hours of employmentthe termination of your
employment (for reasons other than gross miscormlugbur part).

If you are the covered spouse of an employee, ywe Ithe right to choose continuation
coverage for yourself if you lose group health cage for any of the following four
reasons:

2. The death of the employee:

3. the termination of the employee’s employment (feasons other than gross
misconduct) or a reduction in the employee’s hafismployment;

4, divorce or legal separation from the employee; or

5. the employee becomes entitled to Medicare.

In case of a covered dependent child of an emplolieeor she has the right to
continuation coverage if group health coverageos for any of the following five
reasons:

1. The death of the employee;

2. the termination of the employee’s employment (feasons other than gross
misconduct) or a reduction in the employee’s hadismployment;

3. parents divorce or legal separation;

4. employee becomes entitled to Medicare; or

5. the dependent ceases to be a “dependent child’r uhdeterms of the group
health plan.

You also have a right to elect continuation coverdigyou are covered under that plan as
a retiree or spouse or child of a retiree, and taserage within one year before or after
the commencement of proceedings under Title 11 kflo@tcy), United States Code.
Under the law, the employee or a family member tiees responsibility to inform
Trumbull County Human Resources of a divorce, legal separation, or a child losing
dependent status under the plan. This notificatmust be made within 60 days of the
date of the qualifying event which would causesslof coverage.
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The notice must be in writing, and should be sent t

Human Resources Department
160 High St., N.W.
Warren, Ohio 44481
(330) 675-2589

When Trumbull County Human Resources is notifiedt thne of these events has
happened, it will in turn notify you that you hatlee right to choose continuation
coverage. Under the law, you have 60 days fromldter of the date you would lose
coverage or from the date of the notice to eleatinoation coverage. If and when you
make this election, coverage will become effectore the day after coverage would
otherwise be terminated.

If you do not choose continuation coverage, yowugrhealth insurance coverage will
terminate in accordance with the provisions outine your benefits handbook or other
applicable plan documents.

If you choose continuation coverage, your coveragk be identical to the coverage
provided under the plan to similarly situated emgpks or family members. The law
requires that you be afforded the opportunity tomaén continuation coverage for three
years unless you lost group health coverage beadwséermination of employment or a
reduction in hours. In that case, the requiredinoation coverage period is 18 months
(an extension to 29 months is available under ertarcumstances to disabled
persons*). However, the law also provides thatrymuntinuation coverage be terminated
for any of the following reasons:

1. The employer/former employer no longer providesugrbealth coverage to any
of its employees;

2. the premium for your continuation coverage is rantipn a timely manner;

3. you first become, after electing COBRA continuaticoverage, covered under
any other group plan (as an employee or otherwige¢h does not contain any
exclusion or limitation with respect to any presgiig condition;

4. you first become, after electing COBRA continuatiooverage, entitled to
Medicare.

*Note: A Qualified Beneficiary who is determined urder Title 1l or XVI of the
Social Security Act, to have been disabled as of éhdate of termination of
employment or reduction in hours, or within 60 daysof COBRA coverage, may be
eligible to continue coverage for an additional 1inonths (29 total). You must notify
the employer within 60 days of the determination otlisability by the Social Security
Administration and prior to the end of the 18-month continuation period. The
employer can charge up to 150% of the applicable pmium during the 11-month
extension. The disabled individual must notify theemployer within 30 days of any
final determination that he or she is no longer digbled. If the coverage is extended
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to a total of 29 months, extended coverage will cea upon a final determination that
the Qualified Beneficiary is no longer disabled.

You do not have to show that you are insurable lioose continuation coverage.
However, you will have to pay the group rate premiplus a 2% administrative fee for
your continuation coverage. The law also requihes, at the end of the 18-month, 29-
month, or 36-month continuation coverage period) yaust be allowed to enroll in an
individual conversion health plan provided undes turrent group health plan, if the
plan provides a conversion privilege.

If you have any questions about this, please conltecperson or office shown below.
Also, if you have changed marital status, or yooyryspouse, or any eligible covered
dependent have changed address, please notifyitimgyrthe person or office shown
below:
Human Resources Department
160 High Street, N.W.
Warren, OH 44481

If any covered child is at a different addressap&enotifyfHuman Resourcesn writing,
so that a separate notice may be sent.

APPENDIXB COMPUTER USE

TRUMBULL COUNTY PERSONAL COMPUTER AND COMPUTER
EQUIPMENT POLICY
ADOPTED NOVEMBER 7, 1996

It is the intent of the Trumbull County Data Boaehd the Trumbull County
Commissioners to have all who are employed by thembull County government
offices utilize their Personal Computer skills heir best abilities. To achieve that goal,
there are guidelines to be followed to insure ttiegrity of the network of computers and
to maintain the highest levels of professionalisitnese guidelines have been developed
to protect the interest of each employee as wekash client of each office and the
courts in the County.

OWNERSHIP AND PROPERTY RIGHTS
All computer resources utilized in the course ofinibull County government business
are considered government-owned or court-ownedtsasselThese assets, whether

purchased, leased, or internally developed, aresdleeproperty of the Trumbull County
Government which includes the courts, unless sipeagfreements are documented to the
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contrary and approved by the Trumbull County Datacfssing Board. (Exceptions:
ODHS and SETS supplied hardware and software.)

If an employee currently uses a personal computéri@ promoted, demoted, or moved
from one office to another, the employee must lethad personal computer where it

resides. In the case of a laptop that does not dalacking station assigned, it should be
left with their department head. That employeenad allowed to take the personal

computer or laptop with him or her. That emploieaot allowed to take any programs,
data files, or documentation. Personal compwezsnot personal property; they belong

to Trumbull County. (Exceptions: ODHS and SETS siggphardware and software.)

The Data Processing Department, the authorizedvadt vendor, or an authorized

person for the office of the employee will worltlwthe supervisors to place a personal
computer in the employee’s new work area and tearafhy data files that need to be
used in their new place of employment.

COMPUTER USAGE

All computer resources, including but not limited, equipment/hardware, software,
documentation, and data are to be used for Trun@®alinty business or court business
only. Personal use ot allowed. Computer apparatus, modems, software and/or date
set/files are not to be connected to the Trumbolir@y mini computers, or to the local
area network (LAN/WAN) systems, under the TrumkBdunty’s jurisdiction, without

the Data Processing Department's prior consentapptoval. The privacy of mini
computers and the files on the network must beaespg and guarded.

The Data Processing Department retains the rigtéview, audit, or monitor directories,
files and E-Mail that are under the jurisdictionTotimbull County. The aforementioned
right to review, audit, or monitor, shall not bgapable to the Trumbull County Court of
Common Pleas, Probate Court, County Courts, Clé€aurts, Board of Elections, or
Trumbull County Prosecutor’'s Office except upon tten authorization of the
departmental head or other authorized person. rdtse the Courts will be independent
of review, oversight, or interference from the Dd&aocessing Board. The Data
Processing Department will edit, remove, or destmoy of the aforementioned it believes
may be unlawful, illegal, obscene, or otherwiseeobpnable. A written notice will be
given to the department head of said files, softyvar computer equipment that should
be removed and which equipment it should be rehdram. After written approval is
received by the departmental head the data praxedgpartment will help remove the
files, software, or computer equipment in questidrhe department will be notified of
the review or audit in advance, but if the datacpssing department is called to work on
said equipment and finds unauthorized materialyg thid not work on the equipment
until the department head approves the files, softwor hardware be removed.

It is expressly forbidden to change any configwrafiles on a Trumbull County personal

computer either manually or by installing unauthed software. Changes made to the
configuration files by other than a Data Processmployee, or an authorized software

62



vendor, or an authorized employee from their depant, could cause the personal
computer to malfunction on the county wide dataaretwork (LAN/WAN).

It is forbidden to use personal computers, printercomputer equipment for private use
or personal profit.

It is the responsibility of the personal computeithler desktop, mini-tower, or laptop)
user to have their data backed up on a regularkiyemonthly, bimonthly) basis. When
the WAN/LAN that is installed in the County has @gedure in place to back up the
personal computers to backup tapes on the netvibdn this responsibility will be
dissolved. When the network back procedures aebksted it will be the responsibility
of a laptop user to make sure that his or her fapmdacked up if their laptop is out of
the docking station when the backup proceduresuare

LICENSING

Only software and hardware that the Trumbull Coubgata Processing Board and the
Trumbull County Commissioners Office has purchaaad authorized to be installed

may be utilized on the County equipment. (Except©OBHS and SETS supplied

software and hardware.) Copying software, da@osumentation for personal use or for
use on non-Trumbull County computers is prohibligdcopyright and trade secret laws.
Installations of foreign (bootleg) software andidardware is also prohibited. In addition,
it may be entirely illegal according to law to copgftware on more than one computer
without the proper licenses to do so.

The employee assigned to the personal computer hbabr she uses takes full
responsibility to provide to the data processingadBnent employee a copy of the
software license for each program being used bgihgloyee on their assigned personal
computer.

COURT REPORTERS:

It is understood that the court reporters of TruthBounty Courts are caretakers of the
court transcripts and are required to produce, wmadscribe all court matters upon
request. It is further understood that by statoeal rule, case law, the court reporters
shall be compensated for civil transcripts by therspn requesting said transcript.
Therefore, the court reporters may use the compuierprepare transcripts of the
Trumbull County Courts as are required and maydmepensated for services rendered.
Furthermore the court reporters may use laptop cvenp off premises as may be
necessary.

SOLICITATION

Trumbull County employees are not to respond tedtisolicitation by phone, mail, E-
Mail, or otherwise regarding office computer seegc Anyone requiring new or
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replacement hardware or software should submitastguin writing to the Trumbull
County Data Processing Board and the Trumbull GoGammissioners.

Complaints about computer use or abuse will be idiately acted upon. Any misuse or
abuse of this Trumbull County policy may be causedisciplinary action and possible
removal.

RECREATIONAL PROGRAMS

In order to have the highest level of professi@mliwithin the Trumbull County offices
it is imperative that the use of computer gamesidatof the computer training rooms be
prohibited. The use of the computer games inside of the traingnroom is strictly for
learning the mouse. Any other use of recreational programs is prohditethe training
room.

DEMO PROGRAMS

Installing demo programs is prohibited on the peatocomputer that you use in
production. If you have non-production personal paters within your department then
the demo programs can be loaded onto them. Thartegnt head takes responsibility
for these personal computers and will not ask @@ grocessing department to install
these computers on the county network. There amiig rooms and the demo
programs can be reviewed on one of the personapetars in that room. Some demo
programs change the configuration of the persowmahputers and could result in a
malfunction when the employee uses the county métwdn order to assure that each
employee has access to the network it is imper#tiaeall follow these guidelines.

LAPTOP COMPUTERS or COMPUTER EQUIPMENT TAKEN OUTSID E OF
EMPLOYEES NORMAL WORK LOCATION

Each employee that is given a laptop computer $eria their daily work has additional
responsibilities. If a laptop is stolen or lostigtthe responsibility of the employee to
immediately notify in writing to the data processgidepartment the date, time, and
location of such. Please report the incident tongha&rest law enforcement and attach such
report to letter submitted to the data processegadment.

CD-ROM ACCESS
Access to the CD-ROM towers on the county wide aegavork (LAN/WAN) is limited
to county employees only The licensing agreement with our software venlduits

access to county employees only.

FAX SERVER
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The fax server should be used for county business cAny use of the fax server for
personal use is strictly prohibited.

PERSONAL RESPONSIBILITY OF INTERNET

Use of the Internet has great potential to enh#me@roductivity of county employees in

all departments and agencies. At the same times, the case with all county resources
made available to employees, abuse is possiblepldyees must be held accountable for
their use and misuse of government resources, affmdccess to the Internet and other
electronic mail systems are but two examples. fbilewing addresses some, but not
necessarily all, of the uses subject to abuse.e(Nlwait all references to Internet mail
apply to any and all forms of electronic mail uggtcounty employees.)

1. Internet mail (electronic mail) is intended te bsed for
business purposes only. Uses that interfere wathmal
business activities, involve solicitation, are assted with
any for profit business activities, or could potaity
embarrass the County are strictly forbidden.

2. Internet mail (electronic mail) shall not besed for
operating a business for personal gain, sendingncha
letters, or soliciting money for religious and pickl
causes.

3. Internet mail (electronic mail) shall not caint offensive or
harassing statements, including disparagement loéret
based on their race, national origin, sex, sexteahtation,
age, disability, religious, or political beliefs.

4. Internet mail (electronic mail) shall not contancendiary
statements which might incite violence or descrifre
promote the use of weapons or devices associatdd wi
terrorist activities.

5. Internet mail (electronic mail) shall not bgsed to solicit
sexually oriented messages or images.
6. Internet mail (electronic mail) shall not besed to

disseminate or print copyrighted materials (inahgdi
articles and software) in violation of copyrightvia

7. Internet use shall be viewed no differentlgintithe use of
other county equipment, e.g. telephone, facsimde,
copier.

8. County employees shall not provide accesotdidential

information by use of the Internet (electronic maill use
of the Internet (electronic mail) must be done in
compliance with the rules and regulations that yappl
such information.

9. County employees shall not use an accounter(iet,
electronic mail, or bulletin board system) or sigma line
other than their own.
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10. Employees shall take all reasonable meanwdeent the
inadvertent dissemination of anyone else’s inforomavia
the Internet (electronic mail).

11. Employees are prohibited from scripting thusier ID’s and
passwords on desktops used for internet or intraceEdss.

12. Employees are prohibited from scripting thusier ID’s and
passwords on laptops to be used for remote access.

Complaints about Internet use abuse will be imntellisacted upon. Any misuse or
abuse of this policy may be cause for disciplirectton and possible removal.

APPENDIXC DRUG AND ALCOHOL USE POLICY AND
PROCEDURE

SUBJECT: Policy on Drug and Alcohol Use

POLICY: Drug use in the workplace is a danger toluslaimpairs the safety, health and
welfare of all employees, promotes crime and lovpecsluction and quality.

This policy applies to all full and part-time hopdnd salaried employees.

In compliance with the Ohio Bureau of Workers’ Camnpation Drug Free Workplace Program
(DFWP), Trumbull County’s view on substance usasigollows:

STATEMENT OF POLICY

Trumbull County (hereinafter referred to as the d@y”) will not condone and will not tolerate
any of the following workplace related behaviorsitsyemployees:

A The use of illegal drugs;

B. The use of alcohol;

C. The sale, purchase, manufacture, transfer, uspossession of any illicit drugs, or
prescription drugs obtained without a prescription;

D The employee’s presence at work under the infteeof any drug (legal or illegal) or
alcohol to the extent that job performance or gafwy be affected.

The purpose of this policy is to promote safetynyfemployee or applicant whose position
requires testing for specific drugs or alcohol,dshen established thresholds, under any law,
regulation, or policy; who violates this “Drug Frééorkplace Policy” (hereinafter referred to as
the “Policy “) or Collective Bargaining Agreementayn be subject to discipline, up to and
including termination of employment. The implenain of discipline or of sanctions shall be
the sole discretion of the County in compliancehwdipplicable policy or law, but shall not
contradict any Collective Bargaining Agreement tinaty be in effect.

The County will appoint a Designated Employer Repntative (DER) for the “Drug Free
Workplace Program”. This individual may authoratber employees to receive drug and alcohol
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test results. All communications regarding thegpamn must be done through the identified
individual(s). Confidentiality will be maintainedith no information being made available
without a legitimate need to know.

Affected individuals (referred to as “employeesfaighout this policy) include: all regular, full-
time, part-time or temporary employees; all offcend managers; all sub-contractors while
performing work for the County on or off of Counfyremises; and individuals seeking
employment, where applicable.

An employee’s violation of this Policy will not ardhrily be reported to any law enforcement
agency with the exception that all reasonable awtssary measures will be taken to assure the
safety and security of all employees and the Courtgw enforcement may be called only as
required by a regulatory body or criminal statutejn conjunction with a referral for criminal
prosecution.

TESTING FREQUENCIES AND PATTERNS

General expectations of all drug and alcohol tgssituations include: reporting at the designated
testing location upon notification (within 2 houifsan off-site collectionfacility is used),
providing the required specimen(s) within 2 hownsd full compliance with this policy and the
procedures utilized by collections personnel ardilifi@s. In all cases where employee safety
may be an issue, the County will provide or settaesportation to the testing location.

Refusal to comply with the testing requirementufa to provide the required valid specimen(s),
or adulteration or substitution of the specimem(dl) be considered a refusal to test and will be
interpreted the same as a positive test. Any seitisal subjects the individual to the full range
of discipline, up to and including termination afmgloyment or cancellation of an offer of
employment.

A. Post-Offer, Pre-Employment or New Hire Drug Tiegt

Effective immediately upon implementation of thigiBy, all applicants are subject to post-offer,
pre-employment or new hire drug testing that isdumted by a County-approved contractor. The
County will decline to extend an offer of regulan@oyment to any applicant with a verified
positive test result to any illicit drug, or anyusal to test, and this applicant may not reappty f
employment with the County for a period of six mwnt

The applicant will be given a copy of the County3rug Free Workplace Policy” and the
“Consent and Release Form”. The interviewer vt give the applicant an opportunity to ask
any questions he/she may have concerning the Patitiye Consent, and obtain the applicant’s
signature on the “Consent and Release Form”.

B. Reasonable Suspicion Testing

Reasonable suspicion testing will be performed wpewperly trained County management
and/or supervision determines that an employee lmeaynder the influence of an unacceptable
substance (i.e., drugs and/or alcohol). Thisngsthay be ordered at any time after this Policy
has been in effect for thirty (30 ) days, and aftgr all participating County management and/or
supervision have been trained. The suspicions beigbcumented in writing within 24 hours of
the event or prior to the release of the test figdj and will be provided to the County’s Medical
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Review Officer (MRO) for consideration when reviewitest results. Reasonable suspicion
testing may be based upon, among other things:

1. Observable phenomena which may include but are limited to: direct
observation of drug or alcohol use or possessianphysical symptoms of being
under the influence of a drug or alcohol; the odibalcohol or other prohibited
substances;

2. An abnormal pattern of conduct or erratic betiawhich may include repeated
examples of deteriorating job performance, unexpldipatterns of absenteeism,
tardiness, recurrent accidents, repeated violatidrsstablished safety or work
rules, etc., which are not attributable to othemkn factors:

3. Conviction of or plea (including no contestrmto contendre) to a drug-related
offense, or the identification of an employee ag flocus of a criminal
investigation into illegal drug possession, mantufee; use or trafficking. The
employee is responsible for notification of the @guwithin five (5) working
days of any drug-related conviction or plea.

4. Newly discovered evidence that the employeddmapered with a previous drug
or alcohol test.

Although reasonable suspicion testing does notireqcertainty, mere “hunches” are not
sufficient to meet this standard. To prevent thissupervisors will be trained in the recognition
of drug and alcohol related signs and symptoms,valmite testing may only be requested by at
least one trained supervisor with the concurrerfca second individual (preferably a second
trained supervisor) is required, except in the adsan immediate threat to the health and well-
being of the Employee.

All employees are responsible for obtaining andvigiog a release to the County, prior to
performing their regular job duties, if they areg#d on any medication that may impair their
normal functioning. The employee must ask the iglenvto clarify and provide documentation of
any restrictions regarding their safety in perforgniheir regular duties.

The first priority of the County is to remove thengoyee suspected of abusing controlled
substances of alcohol from the work environmenhisBhall be done to prevent the employee
from causing harm to himself or herself, othervwudlials in the workplace, or anyone else.

A trained supervisor or County official shall ingit the employee under suspicion to accompany
him/her to a private area that is removed fromititvidual employee’s co-workers, and any
transportation required for testing will be thep@assibility of the County. If the employee is sent
home, he/she must call someone for a ride or heemliiome from the County property. If the
employee attempts to drive self home, the polidebeiinformed for the employee’s, and others,
protection.

The employee will be paid for the time off for @senable cause test, if the test is negative. The
employee will not be paid if the test is positivdth the exception that Collective Bargaining
Agreement language shall take precedence in suttensia

C. Post Accident Testing
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An accident, for the purposed of this policy, magliude but is not limited to: an unplanned,
unexpected, or unintended event that occurs diinegmployee’s workday and in relation to the
County’s business. In addition to personnel, itymavolve personal or business
property/equipment or vehicles used in the perforceaof the employee’s job.

Effective thirty (30) days after implementation this Policy, post accident drug and alcohol
testing is mandatory in all cases for all individuasho may have caused or contributed to an
“on-the-job” accident which meets any of the follag criteria:

1. A fatality results from the accident;

2. An employee is at fault in an employment-relagedident that causes bodily
injury requiring off-site medical treatment of ttmployee or another person;

3. An employee is at fault in an employment relatetident that results in
significant property damage, exceeding $1000.00; or

4. An employee is cited in an employment relateldiardar accident that results in
damage that exceeds $1000.00.
* Refusal to submit to a test does not impact idtrof an employee to file a

workers’ compensation claim.

Specimen collection is to occur as soon as possiltde a need has been determined, and any
necessary medical attention has been rendereacordance with C-(1) through C-(4) above.
Every reasonable effort shall be made to assutdhbdotal elapsed time before a drug specimen
has been collected does not exceed thirty-two [R)s. Alcohol testing will be performed
within eight (8) hours of the employment-relatedidlent, or not performed, but documentation
of the reason for non-testing is required.

Any employee at fault or cited in an employmentated accident expressly grants unto the
County, its officers and management, the rightaguest that attending medical personnel or
collection personnel obtain appropriate speciménsath/blood and/or urine) for the purpose of
conducting alcohol and/or drug testing. Employesguired to undergo post-accident testing
expressly grant unto the Designated Employer Reptatve, access to any and all medical
information that may be relevant in conducting anptete and thorough investigation of the
employment-related accident, to include but notitkch to, a full medical report from the
examining physician(s) or other healthcare prodder

The refusal of an employee to allow the collectadrihese specimens, any attempt to block the
release of the results of any substance abusea&sts, or failure to report a work- related
accident, will be considered and managed the saragefusal to test.

Employees are specifically required to timely @léFirst Report of Injury” (FROI) with the
County for any injury related to their employment gompliance with our on-the-job injury

policy.

D. Voluntary Random Drug Testing

NOTE: This section shall apply, on a voluntary bais, to non-union classified employees.
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The County has contracted with a collection comtraco perform the periodic selections of

employees under the jurisdiction of the Commisgisrieom the employment pool to be tested.
The non-County testing entity will ensure thateathiployees have an equal statistical likelihood
of being selected for random testing. After thididy has been in effect for a minimum of thirty

(30) days, and in accordance with Ohio Bureau ofk&is’ Compensation level 1 requirements,
for state funded projects, the random drug tegpeigentage established will be a minimum of
five percent (5%) per job site. When Level 2 igaified by the County, the drug testing
percentage will be at least ten (10%) of the averagnber of employees annually. When Level
3 is obtained, the drug testing percentage wilinoeeased to at least twenty-five percent (25%)
the average number of employees annually.

In order to implement random drug testing, the @puwill provide employee identification
information to the contractor for use in the randsetection database. The contractor will, in
turn, furnish the County with a list of individuais be tested at the beginning of each selection
period.

Prior to implementation of random testing, all Deeent Heads under the jurisdiction of the
Commissioners may submit to an initial drug scregni As non-classified employees,
department heads shall be placed in the random stmggning database, and shall be subject to
all applicable provisions of random screening.

All Trumbull County Boards, Commissions, Agenciesl &lected Officials are encouraged to
adopt this section for employees under their resperisdictions.

E. Follow-Up Testing

Effective immediately upon implementation of thiglipy, certain employees will be subject to
follow-up testing prior to being permitted to raiuto work. Employees who test positive for
prohibited substances will be subject to no-nota®w-up testing at any time for a period not
exceeding two (2) years from

the date of the initial positive test. A minimurhfour follow-up tests will be required within the
first year following the negative return-to-dutyste A positive result on any of these follow-up
tests may result in the employee being immedia&tyinated from the County for cause.

Other employees that may be subject to this testinoyde those individuals who have self-
reported a drug abuse problem, received substdnedreatment and are released to return to
work.

DRUG TESTED / CUT OFF LEVELS
The testing procedures will seek to identify thegaence of the following controlled substances

that may be present. (A negative screening testJTEM other form of immunoassay, is
considered a negative test)

Drug Class Screening Confirmation Confirmation
Test Level Test Level Method
Amphetamines 1000 ng/mL 500 ng/mL GC/IMS
Barbiturates 300 ng/mL 300 ng/mL GC/MS
Benzodiazepines 300 ng/mL 300 ng/mL GC/MS
Cocaine metabolites 300 ng/mL 150 ng/mL GE&/M
Marijuana metabolites 50 ng/mL 15 ng/mL GC/MS
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Methadone 300 ng/mL 300 ng/mL GC/MS

Opiates 2000 ng/mL 2000 ng/mL GC/IMS
Phencyclidine 25 ng/mL 25 ng/mL GC/MS
Propoxyphene 300 ng/mL 300 ng/mL GC/MS

These detection thresholds consistent with avalabthnology have been established by the
Department of Health and Human Services (DHHS) / the Substance Abuse and Mental Health
Services Administration (SAMHSA) for each of the drug groups listed abovEhese detection
thresholds will be used uniformly in the interpteta of all drug screens/drug confirmations,
whether for a post-offer, pre-employment or neve ldikamination; random examination; post —
accident examination, reasonable suspicion exammabr follow-up examination. Only
Department of Health and Human Services, DHHS/SAMHE8ertified laboratories will be
utilized for drug confirmations.

Alcohol testing will be conducted by the contractdilizing only certified equipment and/or
testing methods and personnel. Alcohol concentratexceeding 0.02 gm% on the screening
test will require a breath alcohol confirmationtteé breath alcohol confirmation result equal to
or greater than 0.04 gm/210 liters of breath wdldonsidered a verified positive result. In the
event of an accident where an employee has a “whlwed” alcohol drawn at a medical
treatment facility, a result equal to or greatemtl®.04 gm% shall be considered to be a verified
positive result.

The County also expressly reserves the right tocadtblete substances on the list set forth in the
“Drug Tested / Cut Off Levels” section of this Ryfiif mandated by changes in existing Federal,
State, or local regulations or legislation.

An Individual who tests positive for drugs:

- Must be evaluated by a substance abuse profegsion
- Must comply with all treatment recommendations.
- Must under go a “return to duty drug test resgltin a negative test result prior
to returning to the job.
- Must receive follow-up tests as determined bytthatment facility with no less than four
(4) tests the first year.

An Individual who tests positive for alcohol:
(Test results for alcohol 0.02 BAL or greater, lagis than .04 BAL)

- Shall not be permitted to work until the emplogeeext scheduled duty period,
but not less than 24 hours following the test.

(Test results for alcohol 0.04 BAL or above)

- Must be evaluated by a substance abuse profegsion

- Must comply with all treatment recommendations.

- Must undergo a “return to duty” alcohol test figag in a test level of less than
0.02.

- Must be randomly tested as determined by thénreat facility with no less than
four (4) random tests the first year.
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NOTE: Employees using a prescribed medicationrtieat impair the performance of job duties,
either mental or motor functions, must have a ‘@stfor Duty Slip” from their doctor showing
that they are capable of performing their assigrastts. For the safety of all employees, the
County will consult with you and your physician determine if a reassignment of duties is
necessary. However, if a reassignment is not blessiou will be placed on a temporary medical
leave until released as fit for duty by the prdsing physician. Reassignment of duties will not
be done where it conflicts with a Collective Bargag Agreement. The County will not condone
the inappropriate and/or misuse of legal presanigior over the counter drugs.

SPECIMEN COLLECTION PROCEDURE

The drug and alcohol testing for the County shelldone only by trained collection personnel
who meet quality assurance and chain-of-custodgdstas for urinecollection procedures,
alcohol testing and strict confidentiality requiremts.

Any individual subject to testing under this Pollyall be permitted to provide urine specimens
in private, but subject to controls designed toimire any invalidity in the testing process such
as alteration or substitution of the specimen mtedi In the event that the collector feels the
collection process has been compromised, a witdegsiel will be conducted utilizing a same

gender witness. Alcohol testing will likewise beng in an area that affords the individual
privacy. In all cases, there will only be one indual tested at a time.

A. Employee’s Rights Related to an Initial Positivest Results:

In the event that an employee tests positive fgrdrngs or alcohol as prohibited in this Policy,
the employee will be given an opportunity to expltie findings to the Medical Review Officer
(MRO) prior to the issuance of a report of a pusitiest result to the County.

Accordingly, upon receipt of a confirmed positiveding, the MRO shall contact, or attempt to
contact, the employee by telephone or in persbooritact is made by the MRO, the MRO shall
inform the employee of the positive findings andegthe employee an opportunity to rebut or
explain the findings.

The MRO can request information on recent medigsibty and on medication taken within the
last thirty (30) days by the employee. In the éxtbat the MRO finds support in the explanation
offered by the employee, the employee may be akptbvide documentary evidence to support
the employee’s position (for example, the namesgreating physicians, pharmacies where
prescriptions have been filled, etc.) A failure the part of the employee to provide such
documentary evidence will result in the issuanceagbositive report by the MRO with no
attendant medical explanation. A medical disqigaifon of the employee will result.

If the employee fails to contact the MRO withinglr(3) days of having been instructed to do so,
the MRO will issue a positive report to the Couriince no contact with employee was possible,
no medical explanation can be provided and the eyepl shall forego the right to offer a defense
to the positive test finding. A medical disqualiftion shall result, subject to re-test provisions
set forth in the MRO'’s report.

B. Split Specimen:

An Employee wishing to request a re-test must davisoin three (3) days of learning that the
first test was positive. Employees will be reqdite pay for the cost of the re-test before the
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specimen is shipped to a different DHHS / SAMHS/Aer@ied Laboratory than the one that

analyzed the first specimen. Our Medical ReviewWid®f determines to which Lab the split

specimen will be sent. If the result comes baclatiee, the Employer will reimburse the

employee for the cost of the test that the emplqyeid prior to the test. The same paperwork
and procedure protections used for the first tefitbve utilized for the split specimen. The

Laboratory that collects the initial screen is mspble to split the specimen.

C. Report of Results:

All test results will be reported to the MRO priorthe results being issued to the County. The
MRO will receive from the DHHS /SAMHSA testing latadory a detailed report of the findings
of the specimen. Each drug for which the individuas tested and alcohol will be listed along
with the results of the testing. The County wdteive a summary report, and this report will
indicate that the employee passed or failed thg/dieohol test.

All of the above procedures are intended to beisterg with the most current guidelines for the
Medical Review Officer (MRO) that are published the Federal Department of Health and
Human Services.

D. Confidentiality:

All parties to this policy and program have onlg thterests of employees in mind and therefore
encourage any employee with a substance abusesprdblcome forward and voluntarily accept
the County’s assistance program in dealing witk thness. An employee assistance program
will provide guidance and direction for you duriypgur recovery period.

All actions taken under this policy and programlw# confidential and disclosed only to those
with a “need to know”.

The program will be in compliance with all federatate and local laws or regulations. An
Employee’s violation under the DFWP Policy shalt be reported to law enforcement officials
unless required by a regulatory body or by crimlaal provisions. Law enforcement authorities
may be contacted and requested to come onto thatfsuyremises, when appropriate, in
conjunction with a referral for criminal prosecutio

When a test is required, the specimen will be ifiedtby a code number -- not by name -- to
insure confidentiality of the donor. Each specincentainer will be properly labeled and made
tamper proof. The donor must witness this procedur

Unless an initial positive result is confirmed asifive, it shall be deemed negative and reported
by the laboratory as such.

The handling and transportation of each speciméhbsi properly documented through strict
chain of custody procedures.

The County will bear the cost of all testing prosexs with the exception of a retest. An
employee that tests positive for any drug as pitgdbherein has the right to have a retest done
on the original split specimen. This retest may éwhorized by the MRO only with the
employee’s written request received within thregsdaf their notification of a positive result.
The employee is responsible for the prepaid expan#®e provider’'s current rate, and the testing
must be performed by a DHHS / SAMHSA certified lediory. Retesting will not delay the
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report of the positive result to the County and bsult of the retest will also be released to the
County.

To protect the confidentiality of the employee, @tords of drug and alcohol testing will be
stored separate and apart from the employee’s glepersonnel documents. Access to these
records shall be limited to designated County @ffic The information contained in these files
shall be utilized only to properly administer tifislicy and to provide to auditing or certifying
agencies for review as may be required. Thosegydat@d County officials that shall have access
to these records are charged with the respongilafitmaintaining the confidentiality of these
records. Any breach of confidentiality with regaodsaid records may be a terminable offense.
Any employee tested under this Policy has the righteview and/or receive a copy of their test
results.

E. Discipline:

1. Each employee will be required to sign a consemnt chain of custody form,
assuring proper documentation and accuracy. Kraployee refuses to sign a
consent form authorizing the test, employment lgyGounty may be terminated.

2. No employee shall refuse to submit to a pre-eympent, post-accident,
reasonable suspicion, or follow-up test. Refusay mesult in termination.

3. If the Employee fails to complete the requiretmenf the rehabilitation program
and is removed from the program or fails any pebtbilitation or subsequent
drug or alcohol test, the employee may be termthate

4, Any employee attempting to manipulate the ddegfel testing process, such as
trying to adulterate, modify or substitute a spesmimnwill be discharged. The use
of masking agents is prohibited and may resukeimination.

5. Any employee convicted of violating a criminalud statute must inform the
DER of such conviction (including pleas of guiltpdanolo-contendre) within
five (5) days of the conviction occurring. Failueinform the County subjects
the employee to disciplinary action, up to an idabg termination for the first
offense.

0. An individual that tests for alcohol between 12 and <.04% Level will receive
progressive discipline as follows:

First Offense — Will be off for 24 hours.
Second Offense — Will be suspended without pagfdays.
Third Offense — Will be terminated.

Note: progressive discipline as listed in any male Collective
Bargaining Agreement shall supercede the above.

7. Failure to report use of a prescribed medicatiwat impairs the safety of an
individual and co-workers will be considered a Husitest.
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REHABILITATION

The County will grant a one (1) time only paiddidcrued time is available) leave of absence so
that an employee can participate in a medicallpgaized rehabilitation program. If the County
is able to provide an Employee Assistance ProgrB®Pj, we will assist the employee in
obtaining information concerning providers of assise services and will update this
information as changes occur. The County will sisthie employee in determining the coverage
provided for these services by their insurancegmicable. In those cases where an employee
successfully completes a mandated rehabilitatiagnam, the County shall retain the right to
perform no-notice follow-up drug or alcohol testiag recommended by the treating substance
abuse professional and as agreed to in the empdoyeteirn-to-work agreement. In all cases,
there will be at least 4 (four) follow-up teststhe first calendar year following their return to
work. Any refusal by the employee to undergo resfiifollow-up drug or alcohol testing will
result in their immediate termination for cause.

TERMINATION NOTICES

Generally, any release of information related togdand alcohol testing and the results of that
testing beyond the MRO or DER require the informedtten consent of the individual. In those
cases where drug and alcohol testing results irtehmination of an employee, all termination
notices will list “misconduct” as the reason fornténation. Termination shall be deemed “for
cause”, and may limit the individuals right to un@ayment or workers’ compensation
eligibility. However, suspensions, leaves of alssemr terminations based on violations of this
policy may require that this information be preseinfas evidence for the County in actions
related to benefits payments without being considier violation of confidentiality.

EDUCATION

The County recognizes the pervasive nature of aobstabuse in today’s society and desires to
provide its employees with information pertainimgthis problem. As such, all employees will
be required to participate in the County-spons@@acation programs. These programs will be
provided for all employees and attendance shathedatory. All training will be conducted by
appropriately credentialed educators who will comergram, policy and practice considerations
of Bureau of Workers’ Compensation drug testing. atldition, as they become available, the
County will endeavor to provide educational matsria its employees.

All employees will take part in the two (2) houitial training, prior to program implementation
or within four (4) weeks of hire on the policy, tHesease model for alcohol and drugs, signs and
symptoms of substance use/abuse, and the effeatenmfnonly used drugs in the workplace.
Additionally, all affected employees are requiredattend two (2) hours annual refresher training
provided by the County with no loss of pay.

All supervisors and designated union officials atelvards will receive an initial four (4) hours
of informational, problem recognition, policy adngitmation and skill building training, and will
be included in the two (2) hour employee trainidgew supervisors will receive at least two (2)
hours of initial training within six (6) weeks ofgmotion or hire into the position and prior of
being involved in testing responsibilities. Allmarvisors and designated union officials and
stewards will then receive two (2) hours of supswirefresher/update training and participate in
the two (2) hour employee annual refresher training
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ADMINISTRATION

The Human Resources Director (or Designee) willrégponsible for the administration and
enforcement of this policy. As such, he/she wdlthe DER referenced in the policy. The DER
will not be changed by the County without noticalicaffected County employees.

This New “Drug and Alcohol Free Workplace” Policy was adopted by the Board of
Commissioners on July 21, 2004, and is duly recordan their Journal Volume 121,
Page 10267.

APPENDIX D  PRIVACY STATEMENT

3.9.1 Trumbull County officials are committed to protegfithe information you share
with us and are required by law to maintain the/gmy of your protected health
information. The County holds its employees, cttasis, and insurance carriers
to strict policies and procedures protecting yodorimation. We are required by
law to provide you this Notice of our duties andsacy practices. All employees
must sign confidentiality agreements. In additionr carriers employ various
technologies to prevent unauthorized access to dete Privacy Statement will
explain the type of information we collect, how w&e that information, how we
protect that information, your rights as they rel& your information and our
legal duties and privacy practices.

3.9.2 What Information the County Collects

Trumbull County understands your concerns regardhey confidentiality of
information you share with us. We collect inforioatfrom you on applications
and other transactions with us. This informatiam anclude name, address and
social security number. Under certain conditioms,may also ask you and your
covered dependents for medical history informati@ve also have access to your
information through claims submitted to the Courttgalthcare providers,
information provided by your appointing authoritgdafrom our agents and/or
brokers.

3.9.3 How this Information is Used and Disclosed
We are permitted by law to use your information fmertain purposes including

healthcare payment and healthcare operations. JEranof how we may use and
disclose your information include but are not lieaitto:
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Payment: Trumbull County may use or disclose your informatim pay claims for
covered services or to provide eligibility infornuat to your doctor when you receive
treatment.

Healthcare Operations. Trumbull County may use or disclose your inforroatifor
activities like (1) underwriting, or other actives relating to the creation or renewal of a
health insurance contract; (2) care and diseasageament activities.

As required by law: Trumbull County must allow the U.S. DepartmentHs#alth and
Human Services access to audit its records. litiaddthe County may be required to
release your information to comply with other lawsluding:

e To comply with legal proceedings, such as courermer administrative order or
subpoenas.

e To law enforcement officials for limited law enfement purposes.

e To federal officials for lawful intelligence, cowerintelligence and other national
security purposes.

e To Public Health Authorities for public health poges.

e To comply with workers’ compensation and other amprograms established by
law that provide benefits for work-related or isewithout regard to fault.

Other Uses and Disclosures: Other disclosures that Trumbull County may make:

e To your personal representative appointed by yalesignated by law.

e To appropriate military authorities, if you are amrber of the armed forces.

e To a family member, friend or other person, for fhepose of helping you with
your healthcare or healthcare payment if you aranremergency situation and
you cannot give your agreement for the County t¢hik

e To inform you of other health related benefits ervices that may be of interest
to you.

Uses and Disclosures with your permission:  Trumbull County will not use or disclose

your information for any purpose not outlined imsthotice unless you give your written

authorization to do so. If you give Trumbull Coyrbur written authorization, you may

revoke that authorization at any time unless thanBphas taken action in reliance of
your authorization. To receive an authorizatiomfpplease contact your department
supervisor or the Human Resources Department.

Restriction: You may request that Trumbull County place addai restrictions on the

use and disclosure of your information to carry treatment, payment or healthcare
operations. Trumbull County will send a writtemn&iomation regarding the disposition

at your request.
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Access to your information: You have a right to access your information usetistared
by Trumbull County in its records. For access ¢airyentire medical record, you will
have to contact the proper insurance carrier.

Disclosure:  You have a right to an accounting of certain disates of your information
made by Trumbull County over the last six (6) ygarg not for disclosures made before
April 14, 2 003). Please make written requesth® HHuman Resources Department for
this accounting.

Complaints:  You have the right to complain if you believe fieunty and/or County
Officials have violated your rights. You may fédecomplaint by contacting the Human
Resources Department. Your complaint should beriting with specific allegations
(including dates) listed.

You also have the right to complain to the Secyetdrthe U.S. Department of Health
and Human Services, Hubert Humphrey Building, 288ependence Avenue, S.W.,
Washington, D.C. 20201. Federal law prohibitslraian against you if your chose to
file a complaint.

Contact Information: If you have questions or would like an additional ycab this
notice, please contact the Trumbull County Humasddeces Department.

3.9.4 Effective Date

The effective date of this notice is April 14, 2003rumbull County is required to follow the
terms of this notice until it is replaced. TrumbDbunty reserves the right to change this Privacy
Statement at any time as allowed by law and witifywgou of any changes as required by law.
Trumbull County reserves the right to make the gearapply to all information that it maintains.

APPENDIX E  SEXUAL HARASSMENT

The Appointing Authority strongly condemns and dlyi prohibits the Sexual
Harassment of County employees working in Departeiender the Board’s jurisdiction.
It is illegal under State and Federal law for anmypyee, male or female, to sexually
harass another employee by:

(A.) Making unwelcome sexual flirtations, advances or
propositions;

(B.) Creating an intimidating, hostile, or offensive \iog
environment through verbal abuse or physical conduc
of a sexual nature;

(C.) Threatening or insinuating that an employee’s @fus
to submit to sexual advances will adversely afteat
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employee’s employment, compensation, evaluation, or
promotion.

Any employee who believes that he/she has been witdkzed of Sexual Harassment is
encouraged to immediately report the incident to asupervisory employee
(preferably, but not necessarily, the employee’s gervisor) who will conduct a
thorough and confidential investigation to determire the validity of the allegation.
The Supervisor will report findings to the employee and to the Appointing
Authority within three (3) workdays if at all possible. If the employee is dissatisfied
with the Supervisor’s findings, he/she is encourageto report the incident directly
to the Appointing Authority for immediate review by the Appointing Authorities’
Office. The Appointing Authority’s Office shall, if at all possible, reply to the
employee within five (5) workdays.

Any employee, at either level of the investigatajralleged Sexual Harassment, who has
been found to have sexually harassed another eemlayill be subject to discipline,
which could include termination.

The Appointing Authority recognizes and acknowlesigigat any employee may pursue
appropriate remedial action through State and l¢d@encies.

APPENDIXF  TRUMBULL COUNTY VEHICLE USE POLICY

Purpose
This document is to establish a written policy, evhregulates the purchase, lease, use,
and service of county vehicles. The document afgablishes rules and guidelines for
employees and elected officials who use persoratles on county business.
Any vehicle, leased or purchased, per authorizabyprihe Board of Trumbull County
Commissioners, and designated to be used by anytgZdtiected Official, County
Department Head, or their employees, shall followl e included under the Trumbull
County Vehicle Policy.
l. Statutory Requirements
A. Responsibility of the Board of County Commissos
“Motor vehicles purchased as provided by Sectiod.8D of the Revised Code
shall be for the use of the County Commissionerstiber County officials, their
use to be subject to the regulation of the Boar@ainty Commissioners.”

B. Purchase or Lease of Vehicles:
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“...Whenever the Board of County Commissioners deeamsecessary to
purchase or lease motor vehicles for its use, er ube of any department,
commission, board, office or agency under its disepervision or the use of any
elected official or his employees... the board maycpase or lease such
vehicles...” (O.R.C. 307.41)

C. Use of County Vehicles:

“No official or employee shall use or permit theeusf any such vehicle or any
supplies for it, except in the transaction of palilusiness or work of the county”
(O.R.C. 307.42)

D. Identification of County Vehicles:

“All vehicles shall be plainly and conspicuouslytéeed...” (This is according to
and in compliance with O.R.C. 307.41, Case Noteah#l, 0.R.C. 307.42).

Regulations of the Board of County Commissiones

A. Vehicles are to be provided for those electdttials, department heads,
and employees who require transportation in theseoaf their duties:

. Vehicle assignments, long-term, will be made basedritten request by Elected

Officials or appointing authorities, which must lde documented justification.
Approval will be based on transportation needs,rgery requirements, call out
availability, after hour meetings, cost effectivesieor as otherwise determined by
the Board of County Commissioners.

. Long-term vehicle assignments are to be reviewedialty.
. Short-term vehicle assignments are subject to deyeat head approval.

. Except in the case of extenuating circumstances) thre case of a demonstrated

need to maintain public safety, no vehicle may ineet to the authorized driver’s
residence or domicile following the normal workday.

. All operators of county vehicles must have a vdhthte of Ohio operator’s

license, which includes the specific type of vehidleing operated. If the
employee’s operator’s license is suspended or exathe employee must notify
his/her supervisor of this fact at the earliesthef following:

1. Day of suspension.
2. The next working day.

Failure to report such a suspension will be cawsedisciplinary action as
outlined in the policy. Revocation or suspensiéram employee’s driver’s
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license shall result in termination of county védidriving privileges and in
those cases where an employee’s job class reqiiingsg a county vehicle;
this fact may result in reassignment or termination

6. Trumbull County gasoline credit cards may be useourchase gasoline, oil, etc.,
for county vehicles on official county businessyon{Note_Credit Card Policfor
detailed instructions on card use.)

7. Alcoholic beverages, controlled substances andioegsdof abuse are not to be
used in county vehicles.

b. No person under the influence of alcohol, contrtbBebstances and/or
drugs of abuse is to drive a county vehicle.

c. Alcoholic beverages, controlled substances andiggsdof abuse shall
not be transported or used in or on county vehicles

8. Trumbull County Fuel Management System cards willyde used for gasoline
for county vehicles on official county business.

d. County vehicles must be fueled at County owned $t&ions unless the
driver is returning on authorized business fromssatice in excess of one-
hundred (100) miles; or if the county fuel statisfinoperable.

e. It is the responsibility of the department supewisto monitor
disbursement and retrieval of Trumbull County FM@inagement System
cards. Individual cardholders must turn in theardc upon leaving
employment with the County or transferring to amottiepartment.

9. The transporting of passengers other than Countyiames or those persons
necessary to or engaged in conducting official iess is prohibited.

10. All occupants are required to use seat belts wdrileing or riding in a County
owned or leased vehicle.

B. Vehicle Requisition and Replacement:

1. Vehicles are to be replaced based on a compreleengivicle cost factor
replacement model.

2. The Vehicle Maintenance Department will inspect \ahicles which near
established replacement limits or which have highintenance cost. Based
upon mechanical condition, use data, service repand established need, the
Vehicle Maintenance Supervisor is to determine ifvehicle should be
retained or disposed of, and so recommend to thardBmf County
Commissioners.
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3. When determined to be more cost effective, or fureements justify,
vehicles may be leased or rented.

C. Preventative Maintenance and Service Schedule:

1. Vehicles are to receive preventative maintenanarding to standards
established by the Vehicle Maintenance Department.

a. Officials who have vehicles assigned to thepadtment, office or agency
are responsible for required maintenance sern/ge; user noting service,
safety, or maintenance requirements is respondimenotifying his
department head or supervisor.

b. Operators are responsible for the appearancéeriir and exterior
cleanliness) of the county vehicle, which is assijto them.

c. Vehicle operators shall immediately notify theupervisor should they
detect any unsafe or hazardous condition in ormyncaunty vehicle. The
supervisor is in turn responsible for informing ttiehicle Maintenance

Department of the defect.

2. The Vehicle Maintenance Department will schedahd assure that annual safety
and pollution inspections are performed and th&eahproblems are corrected.

D. Accidents involving county vehicles and traffitations:

1. Accident reports are to be completed and submitiedtie Human Resources
Department within 24 hours of the event. The viehoperator is responsible
to contact the appropriate police agency.

2. Parking, moving violations, and other fines recdideiring the operation of a
county vehicle are the responsibility of the operat

a. Operators of county vehicles who establish poowinlgi records
(accidents or traffic citations while using coumguipment) may be
assigned to defensive driving or other driver’snireg courses.

E. Disciplinary actions: (Board of County Commissers employees only)

1. Recurring traffic violations, failure to comply Witestablished vehicle policies
and procedures and misuse or abuse of county eshacld equipment may result
in any of the following disciplinary actions, degiemg on the severity and
circumstances surrounding the violation(s):

a. Written notice spelling out violations
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b. For recurring traffic violations and accidents, igsment to a
defensive or driver’s education course

c. Loss of driving privileges — not allowed to use otyuvehicles

d. Discharge from county employment

F. Identification of County Vehicles:
1. All county vehicles with county plates will beaetapproved markings:

a. County logos and/or lettering
b. Vehicle number

2. The Sheriff's vehicles are to bear the approvedi8iseStar or be unmarked
as their use dictates.

3. County vehicles with non-county plates, involvedthwiappropriate law
enforcement functions are not required to bear goomarkings.

G. County vehicle regulations will be reviewed ygar at such other times as the
Board of County Commissioners may deem appropriate.

1. Personal Vehicles

A. All elected officials and employees who use thearspnal vehicles on official
county business must comply with the applicableswnd guidelines contained
herein while performing their official duties.

B. Trumbull County’s Insurance Policy will be secondaoverage in excess of the
driver's personal insurance when a personal vehgleperated on authorized
county business. Such personal limits shall Heast $100,000.00 bodily injury
per person, $100,000.00 per occurrence, and $500d0r property damage.
Proof of insurance coverage must be forwarded ® lHuman Resources
Department.

C. Employees and Elected Officials who use personfaicles in the performance of
their duties will be reimbursed on a mileage basithe currently authorized rate
provided that proof of insurance is on file. Thesthation and purpose of each
reimbursable trip must be stated on the proper fasnprovided by the Trumbull
County Auditor. Mileage will be reimbursed to ontyie (1) occupant of the
vehicle if more than one (1) person is in the vighidCommuting miles are non-
reimbursable.

D. Unless specifically authorized by the proper apiwogn authority to do so,
personal vehicles shall not be used, and mileagabtesement will not be
authorized, for county business travel that excéitys(50) miles from point of
origin to destination and return. For trips ofsthiature a county vehicle must be
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used, if available. If no county vehicle is avhiamileage reimbursement may
be requested for use of a personal vehicle.

APPENDIX G  WEAPONS POLICY

3.14.1 Only commissioned County law enforcement officars permitted to bring any
deadly weapon or dangerous ordnance onto Counpegsoor carry any deadly weapon
or dangerous ordinance while on County business.

3.14.2 Except as provided in Section 3.14.1, no Countyleyee shall knowingly
possess, have under the person’s control, conveattempt to convey a deadly weapon
or dangerous ordnance into any building owned asdd by Trumbull County.

Except as provided in Section 3.14.1, no Countyleyge shall knowingly possess, have
under the person’s control, convey, or attemptaiovey a deadly weapon or dangerous
ordnance at any time while conducting County bussnehether on County property or
traveling on County business.

Except as provided in Section 3.14.1, no Countyleyae shall knowingly convey, or

attempt to convey a deadly weapon or dangerousaamnonto a county owned parking
lot, even if it is kept in their own vehicle, ex¢dpr employees with a valid license to
carry a concealed weapon.

a. A County employee with a valid license to carry @encealed
weapon may bring the weapon onto a County ownekiirgatot,
but must leave the weapon in their own locked Jehigither in a
locked glove compartment (or other locked companten the
trunk, or locked inside a gun case.

b. A County employee with a valid license to carry encealed
weapon who is report ting to work may remove thapas from
their own vehicle parked on County property only tloe purpose
of transporting it to and from the trunk of thahiae for storage.

The County will not defend or indemnify an employe&cept as provided in Section
3.14.1, who carries or discharges a personal weapda on County business.
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APPENDIXH WORKFORCE CONFIDENTIALITY
AGREEMENT

Trumbull County has a legal and ethical respongttib ensure that medical information
remains confidential. As a condition of my emplamh with Trumbull County, each
employee must understand and comply with this Agess.

You must understand and agree to:

e not discuss or disclose any confidential medicdormation unless such
disclosure is in compliance with applicable privagoficies and procedures and is
required for the performance of my job.

e not access or view any medical information othantis required to do my job. If
any questions arise about whether access to cartiimmation is required to
complete your job, you will ask my supervisor, heddyour department or the
Privacy Officer for clarification.

e not make inquires about any information on beh&Hry individual or person or
entity that does not have proper authority to hawveh information. If there are
any questions about whether certain persons otieentire permitted access to
certain information, ask a supervisor, head of department or the Privacy
Officer for clarification.

e not discuss any information pertaining to any imlinal’'s medical care in an area
where unauthorized individuals may hear such in&drom, for example: in
hallways, on staircases, on elevators, in the eag&ton public transportation, at
restaurants or at social events. It is never dabépto discuss such information
in public areas, even if specific information, swahan individual’s name, is not
used.

e not make any unauthorized transmissions, copiescladiures, inquiries,
modifications, or expungements of information.

e Not disclose personal access codes, user IDs, sakegs and passwords used to
access computer systems, buildings, records orr o@munty systems or
equipment confidential and secured at all times.

Consequences for Violating this Agreement

Violation of this Agreement may result in:

e Disciplinary action up to and including terminatiohemployment with Trumbull
County and/or suspension, restriction or loss a@filpges in accordance with
Trumbull County policies.

e Potential personal, civil and criminal penalties.

Obligations under this Agreement regarding clienfoimation and organizational
information will continue after the conclusion ahployment with Trumbull County.
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TRUMBULL COUNTY COMMISSIONERS

166 HIGH STREET, N.W.
WARREN, OH 44481-1093
330-675-2451
Fax: 330-675-2462

=

Commissinners Clerk
Frank 5. T'uda Paulette A. Godfrey
Paul E. Heltzel

Danicl ¥ Polivka

January 9, 2008

The following action was taken by the Board of Trumbull County Commissioners on
January 9, 2008, and duly recorded in their Journal Volume 130, page 13182,

FT A E A R Rk E ok d ok ok kR ook ko ook ok ok A b

RE: APPROVE ‘UPDATED’ TRUMBULL COUNTY
POLICIES AND PROCEDURES MANUAIL

MOTTON: Made by Mr. Ieltzcl, seconded by Mr. Fuda, to adopt a Reselution to approve the
*Updated” TRUMBULL COUNTY POLICIES AND PROCEDURES MANUAL for the benefit
of personnel employed in various offices and departments of the County; this action per the
recommendation of James W. Keating, Director of the [luman Resources Department.

NOTE: Policies and Procedures Manual shall be placed on file in the Commissioners’ General
File.

Yeas: Heltzel, Fuda, Polivka
Nays: None

CERTIFICATION

I, Paulcite A. Godfrey, Clerk of the Board of County Commissioners, Trumbull County,
Ohio, do hereby certify that the foregoing is a truc and correct copy of a Resolution adopted by
the Board of Trumbuil County Commissioners on January 9, 2008, and is duly recorded in
Journal Volume 130, page 13182, -7

\,fi{# Lttty /) x/{//wﬁm

Baulette A. Godfre» C lcrk/lnle‘nm Administrator
Board of County Commmsm ers

fkat

ce: Human Resources Director
All Departmeris
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ACKNOWLEDGEMENT

On this date | received a copy of the Trumbull GguPolicy Manual. | understand that |
am responsible to familiarize myself with the inf@tion in these directives and that |
am governed by them. In the event there is a imbmfetween this manual and any other
applicable laws or collective bargaining agreement&ppointing Authority policies, the
applicable law or full text of the written law opltective bargaining agreement shall
prevail.

Since the information in these directives is subjeachange, it is understood that | will
be notified of such through the usual channelssgainination.

Signature of Employee

Printed Name

Department

Date
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