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SECTION 2
INTRODUCTION, SCOPE, PoLICY RESPONSIBILITY, & TERMINOLOGY

INTRODUCTION

This policy manual is intended to provide Hubbard County (County) administrative and supervisory personnel, as well
as county employees, a guide and resource to Board of Commissioner (Board) approved policies and procedures
regarding employment and personnel issues. The policies and procedures in this manual are intended to ensure
County employees are afforded fair and consistent treatment, and equal opportunity in accordance with applicable law.

The Hubbard County Board of Commissioners expects employees to conform to the policies and procedures defined
within this manual and to accept full accountability while striving for personal productivity, integrity, and professionalism.

THIS MANUAL AND ITS SPECIFIC COUNTENTS, STATEMENTS, AND POSITIONS ARE NOT INTENDED TO
CREATE A CONTRACT BETWEEN THE COUNTY OR ANY OF ITS EMPLOYEES. IT IS UNDERSTOOD THAT
EMPLOYMENT WITH THE COUNTY IS AT-WILL, AND EMPLOYEES MAY TERMINATE THEIR EMPLOYMENT
WITH THE COUNTY AT ANY TIME FOR ANY REASON. THE COUNTY RESERVES THE SAME RIGHT (AT WILL
EMPLOYMENT) REGARDING DISCONTINUATION OF EMPLOYMENT. THE TERMS OF THIS MANUAL ARE
IMPLEMENTED AND APPLIED AT THE SOLE DISCRETION OF THE COUNTY OR ITS REPRESENTATIVE AND
MAY BE MODIFIED OR WITHDRAWN AT ANYTIME. THIS MANUAL SUPERSEDES ANY PRIOR POLICIES, PAST
PRACTICES, OR ORAL REPRESENTATIONS MADE BY THE COUNTY OR ITS DESIGNEES.

SCOPE

Subject to the requirements of state and federal law, and any provision of a collective bargaining unit, the policies within
this manual apply to all employees.

EXPECTED BEHAVIOR

Our main purpose is to provide services, to the public and to each other, with a tone of behavior that manifests respect
and would be perceived as commendable. Each and every employee is expected to show a kind and courteous
demeanor towards the general public and also towards fellow employees. Violent, offensive or rude behavior shall not
be tolerated nor condoned.

POLICY RESPONSIBILITY

Board of County Commissioners - responsible for the approval and revisions of personnel policies; final arbitrator in
guestions of interpretation and application of NON Contract polices.

Personnel Committee - responsible for offering recommendations to the Board of County Commissioners on
personnel policy related issues.

Coordinator: - responsible for the administration of all personnel and benefit policies in the County. (Human Resource
Manager is a subset of the Coordinator)

Department Managers/Supervisors - responsible for the application of personnel policies within departments and for
employees under their immediate supervision; may develop operational departmental procedures.
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SECTION 2
INTRODUCTION, SCOPE, POLICY RESPONSIBILITY, & TERMINOLOGY

TERMINOLOGY

BENEFIT ELIGIBLE: Part-time Non-exempt employees who are regularly scheduled and remain in pay status a
minimum of 20 hours per week or more are eligible for vacation leave (Section 12), sick leave (Section 14), personal
leave (Section 15) and when appropriate a vacation benefit day (Section 14) on a pro rated basis. Those employees
who are working in a recurring twelve month per year position, and remain in pay status a minimum of 32 hours per
week, are eligible for the health insurance benefit (Section 16) and vacation leave, sick leave, personal leave and a
vacation benefit day, per policy, on a prorated basis. Exempt part-time are the same but do not earn a prorated vacation
benefit day incentive. (Section 14) Temporary employees (Section 3) are eligible for holiday pay with on-call employees
(Section 3) receiving no benefits.

CLASS or CLASSIFICATION: All positions sufficiently similar in duties, authority, and responsibility to permit grouping
under a common title with equity of common standards of selection.

COLLECTIVE BARGAINING AGREEMENT (UNION CONTRACT): A contract negotiated between the County and a
union representing a defined group of employees outlining wages, benefits, and terms and conditions of employment.

CONTINUOUS SERVICE: Shall consist of employment with no break in employment. (i.e. not having to be re-hired.)

UNION EMPLOYEE: An employee within a defined bargaining unit and governed by a collective bargaining agreement
(union contract).

DEPARTMENT MANAGER: Those elected or appointed officials who are responsible for management of a
department.

EXEMPT POSITIONS: Those positions that by the Code of Federal Register (CFR) 29 are exempt from overtime and
minimum wage law or requirements. See Addendum V.

FULL-TIME EMPLOYEE: An employee who is regularly scheduled, on an annual basis, to work 40 hours per week and
remains in pay status.

FULL YEAR OF EMPLOYMENT: Non-Exempt - The completion of a minimum of at least 2080 regular, non-overtime
hours in pay status over a twelve month period and Exempt — The completion of a minimum of at least 52 weeks in pay
status over a twelve month period.

GRANT EMPLOYEE: An employee who works for the county under a grant will be considered a county employee
and is eligible for applicable county benefits as allowed by policy or grant.

HIRE DATE: Hire date shall be defined as the date an employee’s employment with Hubbard County begins and
consists of continuous service with the county not to include on-call positions.

INDEPENDENT CONTRACTOR: An individual, firm, or business who provides services for the county under a
purchase of service agreement or other contract, and is not eligible for any county benefits.

KINDRED:

First Degree of Kindred: Spouse, child, parent, parent-in-law, step-parent, step-children and foster children.

Second Degree of Kindred: Sister and sister-in-law, brother and brother-in-law, grandparent, spouse's
grandparents and grandchild.

Third Degree of Kindred: Aunt, uncle, niece, nephew, great-grandparent, and great grandchild (including
spouses third degree of kindred).
See Addendum |

NON UNION EMPLOYEE: An employee who is not represented by a third party or governed by a collective bargaining

Section 2 — Page 2
Effective 05/01/08



SECTION 2
INTRODUCTION, SCOPE, PoOLICY RESPONSIBILITY, & TERMINOLOGY

agreement (union contract).

NON EXEMPT POSITIONS: Those positions that by CFR 29 are not exempt from overtime and minimum wage law
requirements. See Addendum V.

ON-CALL EMPLOYEE: An employee who is hired to work for the county on an intermittent basis, is not regularly
scheduled nor accrues any benefits and whose position is expected not to exceed 30 days of employment in one given
department periodically. (Section 3)

PART-TIME EMPLOYEE: An employee who remains in pay status and is regularly scheduled to work, on an annual
basis, less than 40 hours per week.

POSITION: A group of duties and responsibilities requiring the full-time or part-time employment of one person.
PROBATIONARY PERIOD: A specified period of time during which an employee is required to demonstrate suitability
for the position for which they were hired, with suitability of employee for continued employment to be determined by the

department manager. (Section 4)

PROMOTION: The movement of an employee to a higher rated job position with the consent of the employee and
employer and the completion of a job description for that posted position.

RECLASSIFICATION: The re-rating of an existing job with more or less duties where the essential job functions have
remained in tact. (Section 6)

REGULAR POSITION: A position which is continuous in nature and is more than six (6) months in duration.

TEMPORARY POSITION: A position which is expected to be at least 31 days but does not exceed a continuous 6
months (180 days) in a calendar year, and includes paid holidays. (Section 3)

TOTAL YEARS COUNTY EMPLOYMENT SERVED: Shall consist of total years of employment with the county, with or
without a break in service.

TRANSFER: A change of an employee from one position to another position in the same class or a comparable class in
the same pay range.

VETERAN: Applicants and employees who are entitled to a veteran's preference as outlined in M.S.A. §197.45 - 197-
481. Provisions of this law shall supersede any provisions of the policies outlined this policy manual.

VOLUNTEER: An individual who volunteers to perform services for the county and does not receive compensation of
any kind and such services performed are not the same type of services an individual is employed to perform.

Section 2 — Page 3
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SECTION 3
EMPLOYMENT

|. FULL TIME AND/OR PART TIME REGULARLY SCHEDULED EMPLOYEES

A. POLICY STATEMENT: Itis the Policy of Hubbard County to practice equal opportunity employment in the
recruitment and selection of candidates for position openings. Hubbard County does not discriminate on the basis
of race, color, national origin, gender, religion, age, sexual orientation or handicapped status in employment or the
provision of services. The following statement shall appear on all position vacancy notices and advertisements:
“Hubbard County is an EOE.” THE COORDINATOR MUST BE INVOLVED IN ANY AND ALL HIRING,
DISCIPLINARY, AND TERMINATION PROCEEDINGS.

B. AUTHORIZATION

1.

2.

When a department has a full time or part time position opening to be filled, the department manager or the
Coordinator shall get Board approval in order to fill the position.
If there are changes requested to a vacant position, or creation of a new position, then the Department
Manager must seek Board approval prior to the classification committee rating the position.
If there are changes in a present position refer to Section 6.
a. The effective date of compensation shall be the date the position is filled, following the Board's
acceptance of the classification committee point recommendation (for existing filled positions, see
Section 6 — Position Descriptions & Point Reviews).

C. RECRUITMENT

1.

2.

A "position vacancy" form shall be submitted to the Coordinator’'s Office by department managers and
posted for all position openings. No transfers or promotions shall be awarded outside of the procedure
described in this policy.

a. The Coordinator’s Office shall be responsible for posting a copy of the "position vacancy" form on the
county website, the bulletin board outside the Coordinator’s Office of the County Courthouse, the
Heritage Living Center, the Hubbard County Public Works Department, the North and South Transfer
Stations and at the Law Enforcement Center. The position vacancy form shall remain posted until the
vacancy closing date listed on the notice.

At the discretion of the department manager and/or Coordinator, the position opening shall be advertised

in the county legal newspaper and other acceptable recruitment methods.

a. Application forms shall be available from the Coordinator’s Office or on the county website
(co.hubbard.mn.us).

b. The Coordinator’'s Office shall maintain all completed applications for one (1) year.

c. The Coordinator’'s Office shall forward appropriate applications to the department manager for review.
All applications shall be returned to the Coordinator’s Office after review has been completed.

d. Inthe event a position is vacated within the original probationary period the Department Manager shall
post the vacated position per proper procedure previously outlined and may consider the original
applications received for that position prior to further advertising. (See Section 4 for Probationary
Period)

D. SELECTION

1.

2.

The department manager and Coordinator shall be responsible for coordinating the screening of applicants

and selecting the best qualified candidate that matches the requirements of the position.

Acceptable selection methods may include personal interviews, verification of educational background and

employment records, validated testing and physical examinations and completion of a criminal background

check.

a. All selection methods shall measure only the criteria required to perform the duties outlined by the job
description and criteria and methods must be applied consistently to all candidates.

Section 3 - Page 1
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SECTION 3
EMPLOYMENT

b. We will make reasonable accommodations to those applicants who request it per the Americans with
Disabilities Act (ADA).
3. Prior to making the final selection, the method of selection must be reviewed and approved by the
Coordinator.

E. NOTIFICATION OF CANDIDATES

1. The Coordinators Department shall be responsible for coordination of the notification of all candidates who
were not selected within (10) working days after the position is filled.

2. The Coordinators Department shall be responsible for the coordination of providing the candidate selected
to fill the position, with a written confirmation of the selection.

a. The notification shall include the job title, starting salary, list of benefits, starting date and time and
date to report upon acceptance of the position. A copy of the notification shall be filed in the
employee's personnel file.

3. The Coordinators Department and the hiring department shall complete an employee orientation with each
new employee.

4. All new employees will be advised of the "Employees Right to Know" Laws and of the county's AWAIR
program.

Il TEMPORARY AND ON-CALL POSITION POLICY

The rate of compensation for Temporary or On-Call positions shall be 80 percent of Step 1 of the position

being filled or if a past county employee, 80 percent of the last wage earned as a county employee or a salary range
of $8.00 minimum to $13.00 maximum with the starting wage to be determined by the Department Manager and
Coordinator at an appropriate rate for those employees who have experience in a similar position or the same as an
existing county position. Exception to rate of pay shall require Board approval depending upon skills, knowledge
and abilities necessary to accomplish the essential job functions of the work required. When a department manager
has a need for a temporary or on-call position, the department manager or the Coordinator shall get Board approval
in order to fill the position.

F.

TEMPORARY POSITION:
1. TERMS OF POSITION
a. A position which is expected to be at least 31 days but does not exceed 6 months (180 days) in a
calendar year and will not receive benefits except for Holiday pay.
b. Temporary position employees are expected to comply with all policies and procedures and meet the
same job performance expectations as regularly scheduled employees.
c. Compensation of a temporary employee will be the responsibility of the department in which the work
is performed.

2. PROCEDURE

a. A “position vacancy” form shall be submitted to the Coordinator’s Office by the department manager
and posted for the temporary position as listed in Section 3,C.1.

1. Inthe event the departmental need is an annual recurring need, the department may contact
previously employed personnel for continued interest in completion of job duties required.

2. Inthe event the need for an on-call employee increases to the need for a temporary employee,
there is no need to post the temporary position but board authorization is required for the increase
to temporary status.

3. EXTENSION OF TEMPORARY EMPLOYMENT: A department manager may request an extension of
employment of temporary employee provided temporary employee was hired to fill a regular employee's
position, who has been granted a leave of absence and has asked for an extension of leave of absence.

a. A department manager may also request an additional 10% compensation for temporary employee
who is asked to extend temporary employment.

Section 3 — Page 2
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SECTION 3
EMPLOYMENT

G. TEMPORARY INTER-DEPARTMENT JOB REASSIGNMENT: A temporary position being filled within or
between the departments shall be compensated with a 10% increase of the employee’s present salary provided
newly assigned temporary position is at a higher classification and of a duration more than 20 days.
1. Temporary inter-department job reassignments may be allowed when employee is reassigned for a
sick/medical leave of more than 20 days.

H. PROCEDURE IN THE EVENT OF EXTENDED EMPLOYMENT: In the event a temporary employee moves
directly into a full time position or part-time position that qualifies for pro-rated benefits, the employee’s temporary
employee hours will count toward completion of 2080 hours required for first lane increase. Benefit accrual or pro-
rated accrual shall commence upon date of qualifying employment. Hire date will be date that continuous service
with Hubbard County commenced in a regularly scheduled position.

I.  ON-CALL POSITION:
1. TERMS OF POSITION

a. An on-call position is one that works on an intermittent basis throughout the year. An on-call position
may be regularly scheduled but not recurring and does not accrue any benefits.

b. An on-call position is not expected to exceed 30 days of continuous employment in any one given
department per occurrence.

c. On-call position employees are expected to comply with all policies and procedures and meet the same
job performance expectations as regularly scheduled employees.

d. Compensation of an on-call employee will be the responsibility of the department in which the work is
performed.

2. PROCEDURE

a. The Coordinators Department will maintain a "pool" of on-call employees who are available to work on
an intermittent basis and meet minimum qualifications.

b. Upon Board authorization the department manager will review the register of on-call employees
consisting of education, work experience, and skills.

c. The department manager will then contact on-call employees viewed qualified for the work to be
completed. Training will be the responsibility of the manager in need of assistance.

d. Upon the request of a Department Manager, the Coordinator shall have the discretionary authority to
approve use of “emergency” on call personnel, for any department deemed necessary, with a follow up
report, by the Department Manager, to the Board at the next Board Meeting for approval.

Il PERA PHASED RETIREMENT OPTION (PRO) Program

J. TERMS OF POSITION

1. Perlegislative action effective 05/23/09, a PRO program is available to members of the Coordinated and
Basic plans.

2. Member must be 62 years of age or older.

3. Members under a PRO program may begin collecting their PERA retirement benefits without a formal
termination of employment.

4. No 30-day break in public service prior to collecting a retirement benefit will be required and there will be
no prohibition against having any agreement to return to work with the current employer.

5. Post-retirement earnings will not be subject to the limits that apply prior to full Social Security retirement
age.

6. Neither the member nor the employer is required to make any further contributions to PERA.

7. No PERA service credits will be earned by the employee, so there will be no future adjustment to the high-
five average salary.

8. The program is scheduled to sunset June 30, 2011.

9. A current retiree cannot participate in the program

10. More information is available on the PERA website along with frequently asked questions.

Section 3 — Page 3
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SECTION 3
EMPLOYMENT

. ADMINISTRATION

1. The County Board has the discretion to determine if it will offer the PRO program to an employee and for
how long.

PERA MEMBER QUALIFICATIONS

1. Be age 62 or older

2. Be eligible for monthly retirement benefit

3. Have worked at least 1044 hours per year for the five years preceding participation in the PRO Program
4. Agree to a reduced schedule, defined as

4 25% or greater reduction in hours and
4 will not exceed 1044 hours of work per year.

. LENGTH OF PHASED RETIREMENT OPTION Program

1. The initial employment option under the PRO program cannot exceed one year in length.

2.  The employment agreement may be renewed annually, but may not extend beyond five years. The
renewal must occur before the employee attains full retirement age.

TERMINATION OF EMPLOYMENT UNDER THE PRO Program

1. Upon completion of the phased retirement, a member must meet the requirements normally applied to

someone who is terminating public service, including the prohibition of any future employment agreement,

and the minimum 30-day break in public service.

If the retiree later returns to PERA-covered employment, the earnings limits would apply.

3. Any Vacation or Personal Leave accrual remaining at the time of a PRO employee termination of
employment shall be paid to the employee. The PRO employee will not be eligible for further severance

pay.

N

PRO EMPLOYEE BENEFITS

1. SEVERANCE AVAILABILTY: a PRO employee shall be entitled to severance pay, as outlined in
Section 11, on the last day of work prior to the effective date of the PRO agreement. In addition,
accrued vacation, as outlined in Section 12, shall be paid to a PRO employee on the last day of work
prior to the effective date of the PRO agreement.

2. WAGE: a PRO employee shall continue at the same rate of pay as he/she was earning as a regular
employee prior to the effective date of the PRO unless negotiated differently at the time of PRO
Agreement approval by the County Board. (See Salary Administration below for duration of PRO
Agreement)

3. VACATION ACCRUAL: A PRO employee shall be eligible for continuation of pro-rated vacation accrual
and it shall be available to the employee as outlined in Section 12.

4. SICK LEAVE ACCRUAL: a PRO employee shall be eligible for pro-rated sick accrual as outlined in
Section 14. In addition, a PRO employee shall be eligible for a pro-rated vacation incentive day as
outlined in Section 14.

5. HOLIDAY ACCRUAL: a PRO employee shall be eligible for pro-rated holidays, named in Section 13,
based on percentage of annual hours scheduled.

6. PERSONAL LEAVE: a PRO employee shall be eligible for pro-rated personal leave, as outlined in
Section 15.

7. SALARY ADMINISTRATION & LONGEVITY PAY: a PRO employee shall be eligible for wage review
and treatment after a full year of employment (completion of 2080 hours) and continuation of service
increment based on anniversary date as outlined in Section 5.

Section 3 — Page 4
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SECTION4
PROBATIONARY PERIOD

A. POLICY STATEMENT: Itis the policy of Hubbard County that employees serve an initial probationary period
of six (6) months for the purpose of demonstrating satisfactory job performance. If the employee fails to
demonstrate satisfactory job performance, they may be dismissed during the probationary period without prior
notice or obligation at the sole discretion of the department manager. After the employee meets the satisfactory six
month review, the employee shall receive an annual performance review based upon the date as defined in Section
5.

B. ELIGIBILITY

1. All employees newly hired or re-hired shall serve a probationary period.

2. An employee promoted or transferred to a vacant position shall serve a probationary period of thirty (30)
working days for that position. These employee’s accrued benefits will remain available throughout the
probationary period. If the employee fails to meet the qualifications of the new position during the
probationary period, the employee may apply for their prior position as a new applicant.

C. PROCEDURE

1. A performance evaluation shall be completed by the Department Manager on each employee prior to the
completion of the probationary period.

2. An employee in any probationary period shall be terminated if the employee has not demonstrated
satisfactory job performance. In all cases, the Department Manager shall discuss the intent to discharge
with the Coordinator prior to the termination to insure consistency and compliance with county policy and
applicable law.

3. The initial probationary period for an employee can be extended upon department manager's
recommendation and/or Board action. The extension shall be in writing with copies going to the employee,
supervisor, and the employee's personnel file.

D. COMPENSATION
1. No raises, for new employees, shall be enacted during any probationary period except for the annual cost-
of-living adjustment approved by the Board of Commissioners.
2. Any increases awarded upon completion of the initial probationary period shall be based upon performance
as determined by the employee's Department Manager and/or Board approval.

E. BENEFITS DURING THE PROBATIONARY PERIOD

1. Health insurance coverage becomes effective the 1% of the month following 30 days employment,
subsequent to all proper paperwork being submitted within the required period. (Refer to Section 16, page
1).

2. Vacation leave is accrued from the most recent hire date but is not available to be used during initial
probationary period. Exception: Section 12, page 1

3. Sick leave is accrued from the most recent hire date and is available to be used during the initial
probationary period however if the employee does not complete his/her initial six (6)months of continuous
employment any sick leave utilized shall be deducted from the employee’s final payroll. (Refer to Section
14, page 1).

4. Holiday pay is available to an employee provided the employee is in pay status the last regular shift to
which the employee would have been assigned prior to the holiday and the first regular shift to which the
employee would have been assigned following the holiday (Refer to Section 13, page 1).

5. A prorated personal leave day is accrued and available for use during the initial probationary period.
(Section 15, page 5)
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SECTION S
COMPENSATION ADMINISTRATION FOR STEP INCREASES & LONGEVITY PAY

A. POLICY STATEMENT: ltis the policy of Hubbard County to provide step increases in increments of a full year of
employment for all employees who have not reached the top of their compensation range. Employees are also
rewarded for their years of continuous service through the addition of longevity pay to the employee’s base pay. An
employee on an approved leave without pay shall not lose prior accrued years toward longevity and benefits.

B. INTRODUCTION

1.

The purpose of this section is to explain the procedures used as the basis for uniform compensation
administration and to provide a guide for supervisors in determining when a step increase and longevity pay are
to be granted.

C. STARTING COMPENSATION

1.

A starting compensation for a new employee is normally the minimum of the compensation grade range. There
may be circumstances when an employee with long term prior experience may be placed within the step
system. Prior approval by the Coordinator and the board is necessary.

An employee promoted to a higher rated position will move across the compensation grade range to the step in
the new position that has a minimum of a 3% increase in compensation. They will then advance as outlined in D.
3.

An employee’s compensation, whose position is eliminated and is transferred to a lower rated position, shall be
frozen until such time as the compensation schedule may or may not afford an upward movement. This
employee’s compensation would be eligible for any applicable cost of living increase (COLA) provided.

D. STEP INCREASES

1.

2.

3.

Wages will be reviewed and treated after the completion of a full year of employment (as defined in Section 2)
of successful performance as stated in F.1 below.

When an employee who is not at the top of their salary grade range completes a full year of employment and
satisfactory service, they will advance to the next step in the salary range of their grade.

Employees will continue to advance annually through the steps upon completion of a full year of employment
and satisfactory performance from the date of last step increase, until they reach the top of their grade.

E. INITIATION AND APPROVAL OF COMPENSATION ADJUSTMENTS

1.

Compensation adjustments require the approval of the department manager and the Coordinator, unless the
adjustment is for a department manager, then the Board and the Coordinator shall sign that.

F. PERFORMANCE MEASUREMENT

1.

Prior to requesting a step increase for a subordinate, a satisfactory employee performance evaluation needs to
be completed and submitted to the Coordinator. The period of employment covered in the performance
evaluation should be the prior full year of employment required for the requested step advancement. The
employee’s evaluation must be completed by their supervisor and approved by the department head.
Employees who are currently receiving step increases and have been receiving step increases on January 1, of
each year, will continue to receive step increases upon completion of a full year of employment until they reach
the top of their grade. Those hired prior to January 1, 1997 have their step increases on January 1; those hired
after January 1, 1997 have their step increases based upon their hire date. Both require a complete year of
employment and a satisfactory annual review by the supervisor and/or department manager.
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SECTION 5

COMPENSATION ADMINISTRATION FOR STEP INCREASES & LONGEVITY PAY

G. LONGEVITY PAY EFFECTIVE DATE: Longevity pay shall be effective at the anniversary date.
H. LONGEVITY SCHEDULE: Longevity pay will be paid according to the following schedule:

Years of continuous service:

Percentage of Longevity pay
added to base pay:

10 years

1%

15 years

2%

20 years

3%

25 years

4%

30 years

5%

35 years

Section 5 — Page 2
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SECTION 6
PosITION DESCRIPTIONS & POINT REVIEWS

A. POLICY STATEMENT: ltis the policy of Hubbard County to maintain current job descriptions. Position descriptions
should be reviewed on an as needed basis to determine if there have been significant changes, increases, or decreases
in the essential job functions, and in job duties associated with a current position.

B. REVIEW TIMELINE: Should monumental internal and/or external situations arise such that there is a significant
change in a position’s essential job functions, the following procedure shall be followed:

»  The Department Manager shall request the Coordinator to review the position to determine reclassification
necessity.

» Ifthe Coordinator agrees there has been significant change in the position to warrant a review, the Department
Manager shall then prepare a revised job description reflecting old and new language and complete an Explanation
of Proposed Changes Form as provided by the Coordinator’s Office.

»  The revised job description and the Explanation of Proposed Changes Form is then included in the Commissioner
packet prior to the meeting at which the request for a Classification Committee review is made.

C. COMPENSATION: The compensation effective date, of a reviewed position, shall be the date the Board authorizes
the Classification Committee review of the requested job description.

If the position is re-rated to greater points than before the approved review, the compensation shall be the next higher
rate of pay within the new range and continue to advance as in Section 5 D.3. If the position is re-rated to fewer points
than before the approved review, the compensation shall remain the same, and be frozen until the new lower range
surpasses the frozen rate. Both increases and decreases shall be entitled to a cost of living increase (COLA) provided.
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REQUEST FOR JOB DESCRIPTION REVIEW
AND
EXPLANATION OF PROPOSED CHANGES

Along with the proposed job description highlighting the actual changes in the position, please
answer the following questions to assist both the Commissioners and the Classification
Committee with their review, if directed by the Board.

1. What increases or decreases in responsibilities have their been for this job position? Please
list those that have been dropped and those that have been added, and any comments on
your perception of the degree of change regarding the net increases/decreases.

2. What increase or decrease has there been regarding the supervision of others for this job
position?

3. What additional areas of expertise or training are required for the changes in the job
description?

4. Summarize the greatest areas of change -- what really changed & why you believe it to be
important. List the most important first, next important 2nd, etc.
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SECTION 7
EMPLOYEE PERSONNEL RECORDS

A. POLICY STATEMENT: It is the policy of Hubbard County to maintain a private personnel file for each
employee in accordance with M.S. 13.01 through M.S. 13.88 (Minnesota Government Data Practices Act).

B. ACCESS: Employee personnel files are open for inspection and review during office hours by the subject
employee, the employee's authorized representative, the immediate Department Manager, the Coordinator and
his/her deputy, subject to limitations contained in M.S. §13.43.

C. RESPONSIBILITY FOR RECORD KEEPING
1. The employee shall be responsible for keeping personal data current.
2. The Department Manager shall be responsible for submitting employment data.
3. The payroll person shall keep benefit data current as received.
4. The Coordinator shall be responsible for maintaining all active and inactive personnel files including the
review of all items prior to filing. Official personnel records of county employees are held within the
Coordinator’s Office.

D. CONTENTS
1. Personal Data

a.
b.
c.
d.

Employee name

Current address

Telephone number

Person to be contacted in case of emergency

2.  Employment Data

a.

®oo0oT

Application, pre-employment tests, reference checks, and data relevant to decision to hire, when
applicable

Copy of written notification of hire

"Position vacancy" posting leading to transfer or promotion

Official correspondence between a county authority and the employee

Annual Performance evaluations — It is the responsibility of each supervisor and/or department
manager to review every subordinate at least annually and complete an employee evaluation.
Salary changes

Leave requests

Authorization of leave requests

Medical statements and physical examination results - separate file

Documentation of unsatisfactory work performance or behavior

Termination notice

Employee acknowledgment and authorization of reference checks and employment verification
completion (on completed employment application).

3. Benefit Data

PO T

Record of regular hours and overtime worked
Record of vacation accrued and used
Record of sick leave accrued and used
Record of holidays used

Insurance information
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| SECTION 8
PAYROLL

A. POLICY STATEMENT: Itis the policy of Hubbard County to compensate employees bi-weekly. Direct payroll
deposit requests must be in writing at hire and thereafter on an annual basis.

B. PAY PERIODS: A payroll schedule shall be determined annually by the Coordinator’s Office and distributed to
each department prior to the beginning of each year. The Coordinator will provide the schedule to all new

employees.

C. PAYSTUBS/PAYCHECK

Pay stubs shall reflect compensation for regular hours and overtime worked, vacation pay, sick pay,
holiday pay, and other paid leaves.

Bi-weekly pay stubs shall be issued on Friday.

When a payday occurs on a holiday or a weekend, pay stubs shall be issued on the preceding work day.
When an employee terminates whether by resignation or discharge the terminal paycheck shall be issued
in accordance with Minnesota Law.

Direct deposit is mandatory for all employees.

1.
2.
3.
4

5

D. RECORD KEEPING

Time cards or time sheets shall be the official record of hours worked and paid leave hours claimed by all
employees in each pay period. Non-exempt employee’s hours worked and leave taken shall be recorded
to the nearest % hour increment. Exempt employees should record only leave used to the nearest half
day.

1.

a.

The Department Manager shall be responsible for the completion of time cards or time sheets for each

employee in the department.

1. Regular hours and overtime worked and holiday, vacation, sick and other paid leave hours claimed
by each employee must be accurately identified on the time cards or sheets.

2. Completed time cards or sheets must be signed or initialed by the Department Manager and the
subject employee to verify accuracy of the reporting.

3. The Department Manager shall submit the completed and signhed time cards or sheets for the pay
period to the payroll person within two (2) working days after the end of the pay period, whenever
possible.

The payroll person shall maintain a cumulative record of regular hours worked, overtime worked, and

any holiday, vacation, sick and other paid leave hours claimed by the employee.

An employee may be subject to disciplinary action up to and including dismissal for making false claims

of hours worked or leave hours taken.

2. The department manager shall be responsible for providing the Coordinator's Office with current
information regarding new hires, terminations, and changes in salary, job classification, department, and
hours (change in shift or the number of regularly scheduled hours).

a.

b.

New hires - The “Employment Data Changes” form shall be completed by the department manager and
submitted to the Coordinator for review prior to submission to payroll.

Terminations and changes in salary, job classification, department and hours - The "Employment Data
Change" form shall be completed by the department head and submitted to the Coordinator for review
at least five (5) working days before the end of the pay period in which the changes are to become
effective. If the changes are consistent with the approved personnel policies and the classification and
pay schedule, the form shall be forwarded to the payroll person for processing. The form shall be filed
in the employee's personnel file.
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SECTION 9
HoOURS OF WORK & ATTENDANCE

A. POLICY STATEMENT: It is the intended policy of Hubbard County that generally full time employees be
regularly scheduled to work 40.0 hours per week. When possible, a work week shall be five days, measured from
Sunday through the following Saturday. When possible, the normal work day shall be 8:00 a.m. to 4:30 p.m. (8.0
hours) Monday through Friday understanding that normal workday and workweek shall necessarily be adjusted to
accomplish the manpower needs of the County.

B. ATTENDANCE

1.
2.

3.

Assignment of scheduled working hours shall be made by the employee's department head or supervisor.
Employees are to be present at work during all regularly scheduled hours, unless arrangements in
accordance with the leave policies have been made.

Unexcused absence and tardiness shall be subject to disciplinary action up to and including dismissal.

C. LUNCH PERIODS

1.

2.

3.
4,

Any employee working a shift of at least six (6) continuous hours shall be entitled to a thirty (30) minute
lunch period.

Lunch periods are not a compensated part of the work shift. An employee shall not be compensated in
money or time off for refusing to take a scheduled lunch period.

Lunch periods shall be scheduled by the department head or supervisor.

An employee shall be at the assigned work area at the beginning and end of the lunch period.

D. REST PERIODS

1.

2.

3.

An employee is entitled to a fifteen (15) minute rest period during each four (4) hour period of continuous
work.

Rest periods are part of the paid work shift. An employee shall not be compensated in additional money or
time off for refusing to take a scheduled rest period.

Rest periods shall be scheduled by the department head or supervisor.
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SECTION 10
OVERTIME

A. POLICY STATEMENT: It is the Policy of Hubbard County to compensate "non-exempt" employees for time
worked in excess of forty (40) hours, in a regular work week by compensatory time off or in accordance with the
Federal Fair Labor Standards Act (FFLSA). The regular work week is defined in Section 9, Hours of Work and
Attendance, page 1.

B. ELIGIBILITY: All employees of Hubbard County who meet the CFR 29 Part 516.2 criteria and are therefore
non-exempt employees, shall be paid overtime. (See exempt employee list, Addendum V)

C. ASSIGNMENT AND AUTHORIZATION OF OVERTIME

1. Department Managers must obtain prior approval from the Board of County Commissioners in order to
schedule overtime.

2. Department Managers shall be responsible for assigning and authorizing overtime.

3. Overtime shall be distributed as equally as practical among employees in a department. If it has been
established that overtime has not been fairly distributed in a department, future scheduling shall
compensate for past discrepancies until overtime opportunities become equitable.

4. Employees shall be expected to work overtime when requested.

D. CALCULATION AND COMPENSATION

1. For all recorded hours in excess of forty (40) hours per week, in a regular work week, non-exempt
employees shall receive compensatory time or overtime pay equal to one and one half times their regular
pay at the county’s discretion.

2. Compensatory time shall be taken as assigned by the Department Manager. Compensatory time may not
be accrued in excess of 40 hours. The Department Manager is responsible for monitoring booked comp
time and assuring compliance with the 40 hour maximum.

3. When compensatory time off for overtime hours worked is not possible or upon an employee’s request to
receive monetary compensation, the employee shall receive pay at the rate of one and one half times the
employee's regular hourly wage. No request will be considered outside the regular payroll deadlines for
any given pay period. (Refer to Item D.2, this Section).

4. Overtime shall be calculated in fifteen (15) minute periods.

5. Sick leave, Holidays, and Vacation leave shall count toward the calculation of overtime. Comp time can
not be used to exceed the 40 hour work week.

6. Travel time spent by an employee to attend an authorized seminar or conference shall count towards the
calculation of overtime for those hours in excess of the normal work day, as the lessor of:

a. time spent in excess of the employees round trip travel time to their normal work location or
b. travel time spent round trip from their home.
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SECTION 11
SEVERANCE OF EMPLOYMENT

A. POLICY STATEMENT: ltis the policy of Hubbard County to provide terminal benefits to employees, in good
standing, voluntarily terminating employment with proper notice or employees dismissed by the County. An
employee's effective date of severance is the last work day and shall not be considered extended by use of banked
leave. THE COORDINATOR MUST BE INVOLVED IN ANY AND ALL HIRING, DISCIPLINARY, AND
SEVERANCE PROCEEDINGS.

B. VOLUNTARY SEVERANCE
1. Resignation with proper notice: Proper notice shall be defined as department manager’s receipt of written

notification within ten (10) working days unless, due to extenuating circumstances beyond the control of
the employee, he/she is unable to do so and the department manager agrees the circumstances are
extenuating. The signed notice shall state the effective date of severance and the reasons for resignation.

C. INVOLUNTARY SEVERANCE

1. Discharge: Refer to Section 4, Probationary Period, and Section 18, Discipline, for policies regarding
discharge of employment.

2. Layoff: Inthe event the Board of Commissioners determine conditions require a reduction of staff, a
method is established to accomplish such reductions in a fair and equitable manner. Considerations are
given to an employee's performance and tenure. Voluntary layoffs will be sought before any involuntary
layoffs.

a.

b.

Within each department and job class selected for a reduction in staff, the order of layoff is determined
by considering the employee’s performance and seniority.

The department manager shall give the employee written notice of any proposed layoff. The notice
shall be submitted to the employee at least fourteen (14) calendar days prior to the effective date of
layoff.

3. Recall From Layoff: Employees who have been selected for layoff will have recall rights for one (1) year

following the effective date of the layoff.

a.

b.

Within each department, employees on recall will be offered open and available positions prior to the
position being posted, provided the employee meets minimum qualifications.

Laid off employees requested to return to work are required to report to work 14 days after accepting a
position.

Laid off employees who do not report to work within 14 days, or who decline a position lose their recall
rights.

Consideration will be given to employees on recall who are interested and qualified as determined by
the County for the open position in another department.

D. TERMINAL BENEFITS
1. Sick Leave: Regular employees who terminate their employment because of disability, retirement, or
written resignation with proper notice accepted by the County, shall be entitled to severance pay pursuant
to the following conditions:

a.
b.

Employee shall have completed at least ten (10) years of continuous service with the County.

The employee, to be eligible for provisions of this section, shall have an accumulation of at least 30
days (240 hours) of sick leave.

The amount of severance pay shall be the mathematical product obtained by multiplying the
employee's hourly rate of pay at the time of severance times the employee's unused accumulated sick
leave hours, not to exceed 1000 hours, according to the following schedule:
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SECTION 11

SEVERANCE OF EMPLOYMENT CONTINUED

After ten (10) total years of service

50% of unused accumulated hours

After fifteen (15) total years of service

60% of unused accumulated hours

After twenty (20) total years of service

70% of unused accumulated hours

After twenty-five (25) total years of service

80% of unused accumulated hours

d. The above severance package of exempt and non-exempt employees leaving employment with
Hubbard County who have a minimum balance of eight hours in their personal leave accrual balance
in the year prior to the year of severance, shall be paid by the County by 100% deposit of their
severance pay to a Minnesota State Retirement System (MSRS) Health Care Savings Plan (HCSP).

e. Exempt and Non-exempt employees leaving employment who have no personal leave balance in the
year prior to the year of severance, shall be paid their severance pay by the county in a lump sum
distribution subsequent to the effective day of severance.

f. Inthe event of death, the severance pay shall be paid to the employee's estate.

g. Employees who voluntarily resign without proper notice, or who are discharged, are not eligible for

severance benefits.

Vacation & Personal Leave: Accrued vacation & Personal Leave shall be paid upon severance including

severance during probationary period.

Health and Life Insurance: The County shall pay for employee coverage through the last day of the
calendar month of the effective date of severance. For continuation of insurance after severance, see

Section 16.
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SECTION 12
VACATION

A. POLICY STATEMENT: It is the policy of Hubbard County to provide employees with paid vacation leave to be
used with the approval of the Department Manager.

B. ELIGIBILITY: Employees must be regularly scheduled and remain in pay status a minimum of twenty (20)
hours per week. Employees who work more than twenty (20) hours per week but less than forty (40) hours per
week shall have their vacation pay prorated

C. ACCRUAL
1. Vacation accrual starts on the employee's most recent hire date.
2. Schedule:
First year of service through fifth year ten (10) working days (3.34 hours/pay period)

Sixth year of service through 10th year fifteen (15) working days (5.00 hours/pay period)

After ten (10) full years of service twenty (20) working days (6.67 hours/pay period)

3. Provisions for accrual:

a. If employee status changes to on-call or (less than twenty (20) hours per week, accrual will discontinue
upon the date of change.

b. If employee status changes from on-call to part time or full time (at least twenty (20) hours per week)
accrual will commence on the date of change.

c. During an unpaid leave of absence vacation is not accrued.

d. During paid leaves vacation is accrued at the normal rate.

e. During the probationary period vacation is accrued.

D. AVAILABILITY

1. Accrued vacation becomes available upon completion of the initial probationary period and thereafter on a
pay period by pay period basis. Absence of a new employee during their probationary period for an event
that was scheduled prior to hire date and discussed with the department manager during the hiring
process may be granted by the department manager with no pay. (No vacation accrual will be reflected on
employee pay stubs in the third pay period of any given month.)

2. Employees shall be allowed to accumulate vacation, vacation benefit day (non-exempt) and personal leave
day up to a maximum of thirty-two (32) working days, (256 working hours). Employees will suffer no loss
of benefit unless over the maximum upon reaching the first pay date of each year, at which point the
maximum shall apply.

3. Inthe event an employee's vacation balance is over the maximum on the first pay date of the new year, the
department manager may approve the excess balance and notify payroll and the Coordinator of the
extension. In the event a department manager is over the maximum on the first pay date of the year, an
extension requires Board approval. If department scheduling prevented the employee from taking
vacation during a particular year the employee shall suffer no loss of benefits.

E. COMPENSATION
1. One hour of vacation pay shall be equal to the employee's regular hourly straight time earnings.
2. Vacation pay shall be on the pay stub issued for the pay period in which the vacation is taken.
3. No vacation shall be paid in lieu of taking time off, unless approved by the County Board, except as
provided for terminating employees
4. Provisions for the calculation of vacation pay:

a. When an illness or disability lasting more than two (2) days occurs during a scheduled vacation, sick
leave may be claimed if the employee submits a physician's written statement verifying the illness or
disability.

b. When an official holiday occurs during a scheduled vacation, the time shall be considered a holiday.
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SECTION 12
VACATION CONTINUED

F. PROVISIONS FOR EMPLOYEES TERMINATING EMPLOYMENT

1. When an employee terminates employment, the employee shall be paid for accrued vacation.

2. When an employee is laid off, the employee shall be paid for accrued vacation.

3. Inevent of the death of an employee, accrued vacation shall be paid to the employee's estate.

4. Terminal vacation pay reflects payment to which an employee is entitled. Terminal vacation pay does not
extend the employee's effective date of termination beyond the last work day.

5. When an employee transfers from one department to another within the County the accrued vacation time
shall be charged back to the department where the vacation time was accrued.

G. SCHEDULING
1. Department Managers are responsible for approving scheduled vacation leaves for employees under
their supervision.
2. Consideration shall be given to seasonal demands and department staffing needs before granting any
vacation leave requests.
a. Preference in scheduling shall be based on the order in which vacation requests are received.
3. Vacation may not be taken in less than one-quarter (1/4) hour increments.
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SECTION 13
HoOLIDAYS

A. POLICY STATEMENT: It is the policy of Hubbard County to provide employees with certain paid holidays.

B. ELIGIBILITY
1. An employee must be regularly scheduled and remain in pay status a minimum of twenty (20) hours per
week. Employees who work more than twenty (20) hours per week but less than forty (40) hours per
week shall have their holiday pay prorated.
2. Employees must be in pay status the last regular shift to which they would have been assigned prior to the
holiday and first regular shift to which they would have been assigned following the holiday.

C. SCHEDULE
1. The following days have been designated as official paid Holidays:

New Year's Day (January 1) Labor Day (1st Monday in September)

Martin Luther King Day (3rd Monday in January) | Veterans' Day (November 11)

President's Day (3rd Monday in February) Thanksgiving Day (4th Thursday in November)
Friday before Easter Day after Thanksgiving
Memorial Day Christmas Day (December 25)

Independence Day (July 4)

n

Changes in this schedule shall be authorized by the Board of County Commissioners.

3. When a holiday falls on a Saturday, the previous Friday shall be designated as the official holiday. When a
holiday falls on a Sunday, the following Monday shall be designated as the official holiday.

4. Official holidays commence at the beginning of the first shift of the holiday and continue for twenty-four (24)

hours.

D. COMPENSATION AND CALCULATION
1. When an eligible employee works an official holiday, the employee shall receive time and one half for
hours worked in addition to regular holiday pay.
When an official holiday falls during a scheduled vacation, the day shall be considered a holiday.
When an employee is sick on an official holiday, the time shall be considered a holiday.
When an official holiday falls during a paid leave of absence, the day shall be considered a holiday.
Paid holiday hours shall count toward the calculation of overtime.

arwbd
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SECTION 14
SICK LEAVE

A. POLICY STATEMENT: ltis the policy of Hubbard County to provide employees with paid sick leave.

B. ELIGIBILITY: An employee must be regularly scheduled to work and remain in pay status a minimum of
twenty (20) hours per week.

C. ACCRUAL

1. Sick leave accrual starts on the employee's most recent hire date.

2. Accrual is at the rate of four hours (4) per pay period per 24 pay periods per year. (No sick leave will be
accrued in the third pay period of any given month.) Eligible employees regularly scheduled to work less
than forty (40) hours per week, but work a minimum of twenty (20) hours per week and remain in pay
status, shall accrue sick leave on a prorated basis.

3. Sick leave accrued up to the maximum one hundred twenty-five (125) working days (1000 hours), per
calendar year, shall be used to determine severance pay per Section 11, Page 1 of this policy.

4. Additional hours will be allowed to accrue beyond one hundred twenty-five (125) working days (1000
hours) maximum during a calendar year but will be adjusted annually after the last pay date of the year to
the 1000 hour maximum.

5. Sick leave shall not be accrued during a leave of absence without pay.

D. AVAILABILITY: An employee shall be allowed to use accumulated sick leave according to the provisions of
this policy upon hire, however if the employee does not complete his/her initial probationary period, any sick leave
utilized shall be deducted from the employee’s final payroll.

E. AUTHORIZATION OF SICK LEAVE

1. The Department Manager may authorize sick leave for medical or dental appointments, illness, or accident
of employees or Kindred to the Second Degree as defined in the "Degree of Kindred" chart located in
Addendum I. Such absence not to exceed two consecutive days for Kindred except for those kindred
qualifying for an FMLA event whereby the Department Manager may grant more than two consecutive
days.

2. In order for sick leave to be authorized, an employee must contact the Department Manager within thirty
(30) minutes of the start of the employee's scheduled shift. If the Department Manager determines that it
was not possible for the employee to make contact in the allotted time, the department head may
authorize the sick leave.

3. The employee must keep the Department Manager advised of the illness or disability.

4. At any time during the sick leave the Department Manager may request a physician's statement to update
the employee's condition and projected date of return to work.

5. Prior to an employee's return to work from a sick leave, the Department Manager may request a
physician's statement indicating the employee is able to return to work.

F. COMPENSATION AND CALCULATION
1. One hour of sick pay shall be equal to the employee's regular hourly straight time earnings.
2. Sick leave pay shall be shown on the pay stub issued for the pay period in which the sick leave is used to
the nearest ¥ hour increment.
3. Provisions for specific situations:

a. While on a scheduled vacation, an employee shall claim sick leave only if the employee provides a
physician's written statement that the employee was ill or disabled for more than two (2) consecutive
days.

b. While utilizing accumulated compensation time, an employee shall not claim sick leave.

c. Sick leave shall count toward the calculation of overtime.
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SECTION 14
Sick LEAVE CONTINUED

d. After all accrued sick leave is used, vacation leave may be used according to the provisions of the sick
leave policy.

G. PROVISIONS FOR INELIGIBLE EMPLOYEES: Employees ineligible for paid sick leave may request an
unpaid medical leave of absence or an unpaid personal leave of absence.

H. MISUSE OF SICK LEAVE: An employee making a false claim of sick leave shall be subject to disciplinary
action up to and including dismissal.

. PROVISIONS FOR TERMINATIONS AND TRANSFERS
1. For terminal benefits see Section 11, page 1.
2. When an employee transfers from one department to another within the County, the accrued sick leave will
be charged back to the department where the sick leave was accrued.

J. VACATION BENEFIT DAY INCENTIVE: Non-exempt, full time employees who do not use more than twenty-
four (24) hours of sick leave in any annual payroll cycle, consisting of those accruals on the last pay date of
December to December, shall be rewarded with one eight (8) hour vacation day that will be added to the
employee’s vacation balance on the first pay date of the new year. A prorated benefit will be determined for new,
full time employees by use of the following chart, based on time served from their respective date of hire to the last
pay date of the year:

If employee does not use more than 24 hours 18 hours 12 hours 6 hours
specified hours of sick leave:

Date of Hire falls within: January — March | April — June | July — September | October — December
Full time Vacation Benefit Accrued: 8 hours 6 hours 4 hours 2 hours

A new part time, benefit eligible employee, will receive a pro rated Vacation Benefit Day based on the chart above
and a prorated Vacation Benefit Day thereafter.
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SECTION 15
LEAVES OF ABSENCE WITH AND/OR WITHOUT PAY

FAMILY MEDICAL LEAVE ACT

A. POLICY STATEMENT: Itis the policy of Hubbard County that any Family Medical Leave is to run concurrently
with any paid leave available to the employee and be in accordance with state and federal law.

B. ELIGIBILITY: To be eligible, an employee must have been employed by Hubbard County for at least
12 months; have completed at least 1250 hours of service in the last 12 months and should make
an eligible leave request. Eligible leave requests are determined by the following:

Employee needed to care for their spouse, son, daughter, or parent with serious health condition;

Birth of child, placement of child by adoption or foster care; and/or

Serious health condition that makes the employee unable to perform his or her job functions.

AUTHORIZATION

Advance notice of at least 30 days or as far in advance as possible in written form or verbally followed by
written verification is required.

The department manager shall be responsible for approving requests for FMLA leave.

In the event of sick relative care or employee medical leave, a doctor's statement may be required. The
statement must include the dates/duration of the leave. Status reports, upon request, during the absence
may be requested. Hubbard County reserves the right to request further information concerning the care
required at any time during the absence.

4. Parental leave will not be granted more than twelve months after the birth or placement of the child.

a With regard to parental leave, if both parents are employees of Hubbard County their total parental

leave allowed will be no more than 12 weeks.
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D. LENGTH OF LEAVE
1. An employee is entitled to up to 12 weeks in a 12 month period of time for qualifying events as described
above.
2. The twelve month period of time is measured from the date of the first qualifying FMLA leave taken.
3. FMLA leave may be taken in one block of time or intermittently.

E. BENEFITS

1. Hubbard County will continue to provide insurance coverage at the same level and the same cost to the

employee as before the qualifying leave.

a. lItis at the option of the employee whether or not to continue insurance coverage.

b. If the employee does not return to work following the leave, the employer-paid portion of the insurance
premiums will be recovered.

2. As long as the employee remains in pay status by using sick, vacation, and/or personal leave each leave
benefit will continue to accrue during the leave. After each benefit leave availability is exhausted, accrual
will discontinue.

3. All other benefits will be discontinued during this leave.

4. Leave under FMLA will count toward years of service and longevity with Hubbard County.

F. RETURN TO WORK
1. Employees will be returned to his/her previous position or an equivalent position.
a An equivalent position is measured by the following: comparable duties, terms, conditions, pay,
benefits, and/or hours worked before the leave.
2. There is no guarantee the employee will be returned to the exact position as prior to the leave.
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SECTION 15
LEAVES OF ABSENCE WITH AND/OR WITHOUT PAY - CONTINUED

3. If the employee fails to return after a granted, qualifying leave, unless authorized by the County Board, the
employee's employment may be automatically terminated.

4. A doctor's statement will be required in the event of a medical leave to enable the employee to return to
work. The doctor's statement shall state the employee's capability to fully perform the duties of his/her
position and any restrictions necessary.

G. THE "KEY" EMPLOYEE EXCEPTION: Hubbard County may refuse to restore an employee's position that is
in the upper 10% of the county's salaried work-force when that denial is necessary to prevent serious economic
injury to the county.
1. Upon the determination of the county of a resulting serious economic injury, the employee must be notified
they will not be provided a position upon their return.
2. If the serious economic injury occurs after the employee is on leave, the county must notify the employee
and provide the employee a reasonable time to return to work.
3. If after the employee is notified there will not be a position available upon his/her return and the employee
chooses to remain on leave the full amount of time provided, Hubbard County must maintain health
coverage under the same terms and conditions for the leave period.

LEAVES OF ABSENCE WITHOUT PAY

A. POLICY STATEMENT: Itis the policy of Hubbard County to consider the following employee leaves without
pay:

Child Care Leave (In addition to FMLA Leave)
Educational Leave

Medical Leave (In addition to FMLA Leave)
Personal Leave

V'V VY

B. ELIGIBILITY: An employee must be full time or part time in a regular position.

C. AUTHORIZATION
1. The employee shall submit a written request for a leave of absence to the Department Manager at the
earliest possible date.
2. The Department Manager shall be responsible for approving requests for leaves of absence except an
Educational Leave and a Personal Leave in excess of ten (10) working days. Educational Leaves will
be considered only, upon the recommendation of the Department Manager, by the County Board on a
case by case basis and Personal Leaves beyond ten (10) working days require Board approval.

a. Achild care or medical leave of absence shall be considered only if an employee has exhausted all
accumulated sick and vacation leave. An educational or personal leave of absence shall be
considered only if an employee has exhausted all vacation leave.

b. The Department Manager shall consider the circumstances surrounding the request and may, for a
medical leave, require the submission of a physician’s written statement citing that the employee is
unable to work due to a personal, physical or mental iliness or injury or treatment of a chemical
dependency, and the projected date of return to work.

c. The Department Manager shall consider the work load and staffing of the department prior to
approving the request.

d. The Department Manager shall consider the employee's length of employment and attendance record.

e. For a Medical Leave a Department Manager may, at any time during the leave, request a physician’s
statement updating the employee’s condition and projected date of return to work.

3. Authorized Leave requests and medical statements shall be filed in the employee’s personnel file or
appropriate employee medical file.

D. LENGTH OF LEAVE
1. Leaves of absence may be granted for a maximum of six (6) months.

Section 15 — Page 2
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2. One extension of a maximum of six (6) months may be considered, providing the employee requests such
extension, in writing, at least 15 calendar days in advance of the expiration of the original leave.

E. EFFECT ON BENEFITS, LEAVES, AND SENIORITY
1. For continuation of employee insurance benefits, full premium payments to the Auditor's office one month
in advance of the coverage must be made.
2. There will be no Sick leave or vacation accrual, no holidays paid or PERA contributions made during an
unpaid leave of absence.

F. REINSTATEMENT AND TERMINATION DURING A MEDICAL LEAVE OF ABSENCE

1. Prior to returning to work from a medical leave of absence, the employee shall provide a physician's
statement that the employee is able to return to work.

2. An employee returning to work within the authorized leave period shall be reinstated to the original position
or a position in the same classification. The employee shall be reinstated in the same department with the
current hours and pay.

3. An employee exceeding the authorized leave period without giving proper notice shall be dismissed.

4. An employee giving proper termination notice within the authorized leave period shall be eligible for
terminal benefits.

ELECTED OFFICE MEETING ATTENDANCE LEAVE OF ABSENCE WITH OR WITHOUT PAY

A. POLICY STATEMENT: It is the policy of Hubbard County to authorize employee attendance of elected office
meetings per M.S. §211B.10.

B. AUTHORIZATION
1. The Department Manager must receive written notification of intended absence at least 20 days in
advance.

C. COMPENSATION

1. The Department Manager may authorize make-up of hours absent to allow this employee to remain in pay
status, at their own discretion.

MILITARY LEAVE - LEAVE OF ABSENCE WITH OR WITHOUT PAY

A. POLICY STATEMENT: It is the policy of Hubbard County to grant employees a maximum of fifteen(15)
working days off with pay during any calendar year for National Guard, Reserve duty, or militia duty as outlined in
M. S. 8192.26. In addition, a military leave without pay will be granted to an employee engaged in active service
in war time or other emergency in the military or navel forces of the United States in accordance with M. S.
§192.26. Other benefits will be granted per State and Federal law.

B. AUTHORIZATION
1. The employee shall submit a written request for a leave of absence due to military duty to the Department
Manager at the earliest possible date. A copy of the orders shall be presented to the Department
Manager, if possible.
2. The Department Manager shall be responsible for authorizing leaves of absence.
3. The authorized written request shall be filed in the employee's personnel file.

LEAVES OF ABSENCE WITH PAY
APPEARANCE AT GOVERNMENT PROCEEDINGS - LEAVE OF ABSENCE WITH PAY

A. POLICY STATEMENT: ltis the policy of Hubbard County to grant employees a leave of absence with pay for
a subpoenaed appearance before a court, legislative committee, or other body as a witness in a proceeding
involving the federal government, State of Minnesota, or one of its political subdivisions, if the appearance is in
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connection with the employee's official duties.
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B. AUTHORIZATION
1. The employee shall submit a written request for a leave of absence due to a subpoenaed appearance at a
government proceeding to the Department Manager at the earliest possible date.
2. The Department Manager shall be responsible for authorizing leaves of absence.
3. The authorized written request shall be filed in the employee's personnel file.

BEREAVEMENT LEAVE - LEAVE OF ABSENCE WITH PAY

A. POLICY STATEMENT: It is the policy of Hubbard County to grant employees a maximum of three (3) days
with pay in the case of a death in the immediate family of the employee or the employee’s spouse to the second
degree of kindred. The immediate family shall also include others who function as first or second degree of
kindred. Leave may also be taken with respect to the third degree of kindred if such leave is deducted from
employee's sick leave.

B. AUTHORIZATION

1. The employee shall submit a written request for a leave of absence due to death in the immediate family to
the Department Manager at the earliest possible date. If circumstances prevent submission of a written
request, the employee shall contact the department head within thirty (30) minutes of the start of the
employee's scheduled shift.

2. The Department Manager shall be responsible for authorizing leaves of absence and may, at their
discretion, authorize additional utilization of sick leave, on a case by case basis, due to the individual
circumstances.

3. The authorized written request or a notation of the verbal request shall be filed in the employee's personnel
file.

4. Leave to be prorated accordingly for employees working less than 40 hours per week.

C. ELIGIBILITY: An employee must be regularly scheduled to work a minimum of twenty (20) hours per week,
per pay period, in a regular position, to be eligible for this benefit.

JURY DUTY - LEAVE OF ABSENCE WITH PAY

A. POLICY STATEMENT: ltis the policy of Hubbard County to grant employees a leave of absence with pay for
required jury duty.

B. AUTHORIZATION
1. The employee shall submit a written request for leave of absence due to jury duty to the Department
Manager at the earliest possible date.
2. The Department Manager shall be responsible for authorizing leaves of absence.
3. The authorized written request shall be filed in the employee's personnel file.
4. The employee shall return to work if excused or released from jury duty during regular working hours.

C. COMPENSATION
1. An employee, full-time or part-time, summoned to serve on any court jury shall be compensated by the
County at the regular rate of a regular work day, without any reduction of vacation or sick leave time
accumulation. In return therefore, any compensation, other than mileage received by the employee for
serving on jury duty, shall be turned over to Hubbard County and re-deposited in its original fund.
2. If a holiday occurs during jury duty, the employee shall be paid for the holiday.

ELECTION JUDGE - LEAVE OF ABSENCE WITH OR WITHOUT PAY

A. POLICY STATEMENT: Itis the policy of Hubbard County to approve Election Judge leaves of absence with
pay per M.S. §204B.195.
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B. AUTHORIZATION
1. The Department Manager must receive written naotification of intended absence at least 20 days in
advance
2. In addition to the written notice a certification from the appointing entity stating the hourly election judge
compensation must be provided.
3.  No Department Manager can be required to allow more than 20% of the total work force to be absent from
any one work site to serve as election judge.

PERSONAL LEAVE DAY - LEAVE OF ABSENCE WITH PAY

A. POLICY STATEMENT: It is the policy of Hubbard County to grant employees one (1) day off per year with
pay for personal purposes.

B. ELIGIBILITY: An employee must be regularly scheduled to work a minimum of twenty (20) hours per week in
a regular position. Employees who work less than forty (40) hours per week shall have their Personal Leave
Day prorated.

C. AVAILABLITY
1. New, full time employees will have personal leave hours available upon hire and shall be determined per
the following chart, for the first year only: An eligible employee under B of the Personal Leave Day
section, working less than full time, shall accrue a prorated benefit per the following chart:

Date of Hire falls within: January — March | April —June | July — September | October - December

Full time Personal Leave Accrued: 8 hours 6 hours 4 hours 2 hours

Thereafter those employees working less than 40 hours per week, but that are eligible for a Personal Leave

Day, will receive a pro rated benefit.

2. The personal leave hours shall be credited to employees on the first pay date of each year and will be
counted toward the maximum vacation hours allowed per policy (Section 12 D 2).

SICK LEAVE AVAILABLE THROUGH VACATION DONATION PROGRAM

A. DONATION PROCEDURE & AUTHORIZATION

1. When an employee determines their accrued vacation and sick leave has been depleted and they qualify
for sick leave due to a serious health condition, as defined in the County FMLA Leave (Section 16 — Page
1) of the employee or the employee’s spouse or kindred to the second degree, that employee may
approach their department manager for vacation donation. At that time, the department manager may
reguest vacation donations of one (1) hour increments of county employees by notifying county
departments of the employee’s requested need.

2. The donating employee must fill out a Vacation Program Donation Form and notify their Department
Manager of the amount of accrued vacation time they wish to voluntarily donate and name the other
county employee who is to benefit from the donation.

3. Upon approval, the Department Manager shall determine the monetary value of the donated time,
using the gross salary of the employee making the donation.

4. The Department Manager shall transfer the monetary value of the donated vacation time into accrued
sick for the county employee who is to benefit from the donation through the payroll department.

5. A donation of accrued vacation time shall be dated by the payroll department and utilized per pay
period on a first in first out basis.

6. Inthe event there is an unused Vacation Donation balance, due to the employees return to work, the
remaining balance will be redistributed to respective contributing parties.
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VOTING IN NATIONAL AND STATE ELECTIONS - LEAVE OF ABSENCE WITH PAY

A. POLICY STATEMENT: It is the policy of Hubbard County to grant employees a reasonable amount of time off
with pay in the forenoon to vote in any statewide general election or federal general election, in accordance

with M.S. §204C.04.

B. AUTHORIZATION: The Department Manager and employee shall arrange a mutually agreeable time for the
employee to vote.
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Vacation Donation Program Form

I hereby voluntarily donate
(print name)

hours of my accrued vacation to be accredited to

(print name)

for Sick Leave.

EMPLOYEE'S SIGNATURE: DATED:

DEPARTMENT USE ONLY

Received: Implemented: Returned:
Hourly Rate x Hour = Monetary Value
Monetary Value/ Hourly Rate = Hours

DEPARTMENT MANAGER'S APPROVAL:

DATE APPROVED:
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SECTION 16
HEALTH INSURANCE

A- POLICY STATEMENT: It is the policy of Hubbard County to offer eligible employees health insurance coverage.
The County contributes towards our Cafeteria Plan based on the employee’s choice of either a single, single plus
children, or family health plan. The county contribution is derived from a combination of the CMM 500 plan and the
annual health benefit percentage increase. Please see Addendum VII for the current contribution.

B. ELIGIBILITY: An employee who is working in a position expected to recur annually and remains in pay status a
minimum of 32 hours per week during those 52 weeks.

C. COVERAGE
1. Summary of Coverage: Comprehensive Hospitalization

Medical - Surgical

Major Medical
Dates of Coverage: Coverage becomes effective the first of the month following 30 days of employment.
Coverage remains effective as long as an eligible employee is benefit eligible. Coverage for an employee
not maintaining benefit eligibility shall be effective through the last day of the calendar month in which the
employee is benefit eligible.

D. OPTIONS TO CONTINUE COVERAGE: Payment of full premiums for continued coverage must be made in the
Auditor’'s Office one month in advance of the desired coverage.

1.
2.
3.

An employee not in pay status has the option to continue coverage per current state and federal law.

A terminating employee that is PERA annuity eligible may continue their insurance coverage indefinitely.

A county employee who terminates after ten or more years of service is eligible to continue coverage on the
group plan indefinitely.

A terminating employee that is not PERA annuity eligible may continue coverage per COBRA

guidelines.

Terminating or retiring enrollees can choose to enroll in a different health plan from the county offered
plans, only during an open enrollment period.

Please see the Auditor/Treasurer’s Office or County Coordinator for complete COBRA coverage requirements.
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SECTION 17
EXPENSE REIMBURSEMENT

POLICY STATEMENT: It is the policy of Hubbard County to reimburse employees for meals, lodging and mileage
expenses incurred while performing duties required by the employer. Lodging expenses to be reimbursed by the
county, require receipts.

A. EXPENSE REIMBURSEMENT
1. Mileage incurred while using private transportation for county business will be reimbursed at the rate
established in January of each year by the County Board. Personnel will be required to furnish their own car if
a county car is not available. Employees will be required to provide proof of auto insurance to the Auditor’s
Office prior to payment of personal mileage expenses. Mileage incurred while traveling between the
employee's residence and normal work location is not reimbursable. This includes repeat trips back to the
normal work location for work related responsibilities. Mileage will be reimbursed based on the following:
a. The actual miles traveled when driving from the normal work location to another work site(s), and back
again.
b. The miles driven in excess of the employees normal commute if stopping at a work site while traveling
between the employees residence and normal work location.
c. The miles driven in excess of the employee’s normal commute when the employee drives from their
residence, to another work site (e.g. a conference), and then returning to their residence.
2. Fare while using public transportation.
3. Lodging will be reimbursed at actual cost when overnight travel is necessary and receipts will be required.
a. Personal expenses such as personal phone calls, movie rental charges, etc. are not reimbursable.
b. Tips and alcohol are not reimbursable and shall not be included on claims.

C. MEAL REIMBURSEMENT
1. Meals while traveling for business purposes, outside of the County whether an overnight stay is required or
not, will be paid for the actual amount of the meal not to exceed the schedule as established by the County
Board in January of each year with said schedule to be reflected in Addendum VI of this policy.
Tips and alcohol are not reimbursable and shall not be included on claims.
Meal receipts are not necessary.
No meal reimbursement is allowed if meal is included with registration fees.
Meal reimbursements are taxable income unless involving an overnight stay.

apr®ODd

D. AUTHORIZATION
1. The Department Manager shall be responsible for authorizing business travel and approving meal
reimbursements per the time requirements established by the Board and listed in Addendum VI.
2. The employee shall be representing the interests of the County.
3. Travel must not be related to union activities.

E. PROCEDURE FOR REIMBURSEMENT
1. The employee shall submit an expense sheet for permitted meal reimbursement(s), receipt not required and
lodging expenses including itemized receipts.
2. The Department Manager shall approve expenses claimed before submitting the bill to the Board of County
Commissioners.
3. A special check shall be issued for overnight expense reimbursement.
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CONFERENCE & SEMINAR EXPENSES

A. POLICY STATEMENT: Itis the policy of Hubbard County to allow regular employees educational opportunities
that are directly related to the employees current position and intending to update and enhance an employees ability
to perform the responsibilities of their current position.

B. ALLOWABLE EXPENSES
1. Fees for seminars, conferences, or conventions, including additional required materials, directly related to the
current position.
2. Travel expenses incurred, per policy.
3. Fees, tuition, or expenses for education opportunities which are not directly related to an employee’s
current position are approved on a case by case basis by the Board of Commissioners.
4. Travel time as defined in Section 10, D,6.

C. AUTHORIZATION
1. Educational opportunities directly related to the employee’s current position, and offered in-state, must be
approved by the Department Manager.
2. Educational opportunities that are either not directly related to the employee’s current position, or are out-of-
state, must receive prior approval by the Department Manager and the Board of Commissioners.
3. Attendance shall not be related to union activities.

EMPLOYEE PER DIEM

A. POLICY STATEMENT: Itis the policy of Hubbard County to reimburse employees while attending committee
meetings when they are Board appointed and when their representation is not related to the employee's Hubbard
County employment.

B. PAYMENT OF PER DIEM
1. Perdiem will be paid, as set annually by the Board, for attendance at committee meetings, as a Board
appointed, non-employee representative, not held during work hours.
2. Attendance of county employees at committee meetings, as a Board appointed, non-employee representative
held during work hours, will be dealt with as follows:
a. Employee attendance at a committee meeting while in Hubbard County employee pay status, will not be
entitled to a per diem.
b. An employee who uses vacation, personal leave, or compensatory time in order to attend a committee
meeting, shall be entitled to per diem.
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SECTION 18
DISCIPLINE

A. POLICY STATEMENT: It is the policy of Hubbard County to administer discipline consistently in an effort
to improve an employee’s performance and/or conduct as needed. THE COORDINATOR MUST BE INVOLVED IN
ANY AND ALL HIRING, DISCIPLINARY, AND TERMINATION PROCEEDINGS.

B. PROCESS: The County will discipline the employees for just cause only. Discipline will be in the form of one
or more of the following:
1. Oral reprimand
2. Written reprimand
3. Suspension
4. Demotion
5. Discharge

Written reprimands, notices of suspension, notices of demotion, and notices of discharge are to become a part of
the employee’s personnel file. Employees will receive notices of such discipline. Written reprimands, notices of
suspension, and notices of discharge that are to become a part of the employee’s personnel file shall be read and
acknowledged by signature of the employee. The signature of the employee does not mean that he or she agrees
with the discipline. The employee shall receive a copy of such discipline.

Prior to any discharge proceedings, the department manager must confer with the Coordinator to review and
confirm all relevant information to determine if discharge is in compliance with county policy and applicable law.

Employees who are being considered for discharge shall be advised in writing of the impending action and the
reasons for it. The employee is then given an opportunity to respond to the charges prior to the decision to
discharge (Loudermill hearing).

Employees who are veterans and qualify for the Veterans Preference Act are allowed additional rights under the
act. Veterans must be provided with a written notice detailing the charges and the right to request a hearing within
60 days consistent with Minnesota Statues §197.46.

In the event of a discharge, the supervisor and/or department manager, and Coordinator will meet with the
employee to be terminated. The reasons for termination will be discussed with the employee and documented on
the county Notice of Discharge form. After all parties have signed the form, the employee and
supervisor/department manager shall receive copies and the original shall be placed in the employee's personnel
file.

A discharged employee will receive their final paycheck including any terminal benefits on the next scheduled
payday unless otherwise requested.
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ADDENDUM V

HUBBARD COUNTY EXEMPT POSITIONS
&
FAIR LABOR STANDARDS ACT OVERTIME EXEMPTION CHARTS - CONTINUED

D. Professional Exemption Decision Chart

Does the employee receive a weekly salary of more than $250?

Does the employee receive a weekly
salary of more than $170?

No

Non-

Exempt

Yes

Does the employee spend more than

No

50 percent of his or her time

working as a professional in either a

learned or artistic profession?

Yes

Does the employee spend more than 50
percent of his or her time working as a
professional in either a learned or artistic

profession?

No

Non-exempt

No

Non-exempt

Yes

Yes

Does the employee
consistently exercise
discretion and

manual, mechanical, or physical?

No

Non-
exempt
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Yes

independent judgement?
No Yes
Does the employee consistently Non-
exercise discretion and independent Exempt Professional
judgement? Exemption Applies
No Yes
Non- Is the employee's work predominantly
Exempt intellectual and varied rather than routine,

Does the employee spend less than 20

percent

of his or her time performing

non exempt work?

No Yes

Non
exempt

Professional
Exemption
Applies












