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BEFORE THE BOARD OF COMMISSIONERS FOR
POLK COUNTY, OREGON

In the Matter of
Personnel Rules Amendments

RESOLUTION NO. 23-14

WHEREAS, the Polk County Code Section I LI l0 requires the Board of Commissioners

annually to review the Polk County Personnel Rules; and

WHEREAS, the Board has disseminated proposed amendments for review and comment

by County employees per Rule 2.1.1, Development of Rules; and

WHEREAS, the Board reviewed the Polk County Personnel Rules on October 3,2023 as

required by Polk County Code Section 1 l.l l0; and

WHEREAS, the Board conducted a public meeting on October 3 2023 on amendments to

the rules listed in Appendix A, a copy of which is attached hereto and incorporated by reference

herein, as required by Polk County Code Section I I . I I 5; now, therefore:

THE POLK COUNTY BOARD OF COMMISSIONERS RESOLVE:

The Polk County Personnel Rules are revised in the manner set out in Appendix A of this

resolution.

DATED October 4,2023 Dallas, Oregon.

POLK COUNTY BOARD OF COMMISSIONERS

U.anan ula
Jeremy

as to Form:

Smith

)
)

County Counsel



(a) Persons employed by contract to render expert services of an occasional or
exceptional character, including those employed by temporary agencies to
perform work for the County.

(b) Volunteer uncompensated personnel.

(c) Members of commissions or boards.

1.2.4 Separabilitv

ln the event that any provision of these Rules is declared invalid by any court or
competent jurisdiction, made illegal through enactment of federal or state law or
through government regulations having the full force and effect of law, all other
provisions not invalidated shall remain in full force and effect. The provision
declared invalid shall be amended as provided for in Rule 2 1.

1.2.5 At-Wll Emplovment

Subject to applicable contractual provisions, employment at Polk County is at-
will, meaning that employment may be terminated at any time, with or without
notice or explanation, for any lawful reason, either by the County or the
employee. All employees are hired for an indefinite period and may resign or be
terminated without cause or notice at any time. This is what is meant by "at-will"

employment. Normally we try to give regular employees (i.e., those who have
successfully completed the probationary period) an opportunity to correct less
serious performance problems before being terminated. ln any given case,
however, we may decide that the nature of the problem and/or the employee's
overall record makes immediate termination appropriate. lf we decide some
form of lesser action is appropriate, we may choose a verbal warning, written
reprimand, probation, eesuspension or another appropriate action..

Poik County Personnel Rules
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RULE 3 - THE CLASSIFICATION PLAN

3 1 - ADOPTION AND MAINTENANCE OF PLAN

Human Resources shafl be responsibre for deveroping and maintaining a positionclassification plan, which shall group all positions in the Classified and Unclassifiedservice, except for positions of erected omliats ano temporary ;pr;y;;; into crassesbased upon their duties, authority, responsibility and qualifications.'

3 2. PURPOSE

The purpose of the crassfficatio_n pran is to provide a comprete and continuousinventory of all positions in classified and Unclasiified service 
".0 

i" pro"ia" accuratedescriptions and specifications for eacn criii ot emptoymeni. ine'*ir"n snarrstandardize titles, each of which shail be indicative of the definite ,"ng" or iuties andresponsibilities and have the same meaning throughout the crassified and uncrassifledService

3.3 - ALLOCATION OF POSITIONS AND CLASSIFICATIONS

Subject to Board of Commissioners, approval , Human Resources shall be responsiblefor ailocating all classifications in Classified and Unclassified Service to specific salaryranges or wage rates on the Compensation Plan and shall be responsible for assigningall positions to classifications Human Resources may conduct, or have conducted,classification studies to determine the proper allocation of classifications to the sa laryranges or position asstgnment to the proper
U

3 3. 1 Classification Soecifications

Each crassification shail incrude the crass tifle, a description of the duties andresponsibirities of the work and a statement of the mi;im; q;;riications aperson shourd possess to perform the work with reasonabte- prospects orsuccess.

The definitions in classification specifications are descriptive and not restrictive.They are intended to indicate the kinds of positions that are ailocated to theseveral classes, and determined by duties and responsibirities,-ind aie not tobe construed as decraring what the duties and r""bon"ioiriii", ; ;.; position
may be, or as rimiting or modifoing the power ot any'suplrvrroito 

"!.bn, 
oir""tand contror the work of emproyees under their'supervision. rn"- J"" ot 

"particurar expression or iilustration as to duties shati not G neil1o-exctuoeothers not mentioned that are of simirar kind or quarity, nor shar any speciRcomission necessarily mean that such factor is not included

(a) ln determining the crassification to which any position shourd be ailocated orassigned, the specification describing each crassiflcation srrairG co-nsideredas a whore. consideration_shail be given to the generar outies, specinctasks, responsibirities, quarification reqiuirements an-d rerationshipi to otherctasses, as a composite description oi *re tino or 
"rprovruniliut,i"n tn"class is intended to embrace.
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(b) fhe minimum qualifications enumerated in a classiflcation specification shall
relate to the reasonable standards of experience and training required at the
time of recruitment and appointment of an employee.

3 3.2 Use of Classification Titles

The classification title shall be the official tifle of every position allocated to the
classification for the purpose of Personnel Actions and records and shall be
used on all official documents referencing positions.

3.3 3 Chanqes to Positions/Classiflcations

Human Resources may recommend to the Board of Commissioners for flnal
approval, the establishment, revision or abolishment of posiilons and
classifications as necessary for the effective and efftcient operation of the
County. When a Department Head desires to establish a new position or
classification, a description of duties, responsibilities and qualifications of the
position or classification shall be submitted to Human Resources with
supporting rationale and recommendation. Human Resources shall review the
recommendation, and if approved, submit it to the Board of Commissioners

3 3 4 classification of Existino Positions, Allocations of Existinq classifications

Employees shall perform duties and be assigned responsibilities consistent with
those outlined in the classification for the position to which they are assigned. lf
a Department Head determines that the duties and responsibilities performed
have altered substantially, they may submit a written request for classification
analysis to Human Resources, who shall make an appropriate recommendation
to the Board of Commissioners.

3 3.5 Effect of Upward Reclassification on lncumbents

When a position is reclassified to a classification at a higher salary range, the
tncumbent employee shall be continued in the position. When an employee is
reclassified, they will receive at least a one-step (four percent) pay increase.
lf the new range does not have a step that is one-step higher, the employee's
salary will be advanced to the next step higher than four percent. lf such
increase is not sufficient to place the salary within the new salary range, the
salary will be advanced to the minimum step of the new range. Department
heads may grant higher promotional increases @

. At no time shall the
increase result in a step that is higher than available in the new salary range.
Employees affected by upward reclassiflcation, as just described, shall retain
the salary review date previously established during their employment with the
County.

(a) lf the incumbent employee of the position is unable to meet the minimum
qualifications of the position as reclassified, the rules governing transfer,
demotion, or layoff may apply. The position may be temporarily under filled
at the discretion of Human Resources if it can be demonstrated that the

Polk County Personnel Rules
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RULE 4 - THE COMPENSATION PLAN

4,1 - PREPARATION AND ADOPTION OF THE COMPENSATION PLAN

Human Resources shall recommend to the Board of Commissioners for adoption a

compensation Plan for all classified and unclassified positions in the county. The

Compensation Plan shall include for each classification a minimum and maximum rate

of pay and such intermediate rates as are considered necessary and equitable Flat

rates may be used in place of salary ranges where appropriate'

The salary range assigned to each classification shall be established to equitably

reflect the differences in the duties and responsibilities between it and other

classifications and shall take into account salary rates and benefits paid by other

employers for similar work in relevant public employment, the county's financial

condition and policies, unusual problems of recruitment and turnover, and other

relevant factors, includinq pav equitv under the law.

4.2 - ADMINISTRATION OF THE COMPENSATION PLAN

Human Resources is responsible for the on-going maintenance and administration of

the Compensation Plan. The following are general requirements of Human Resources

in administering the Compensation Plan:

4.2 1 Salarv Adjustments

Salary range adjustments are to be distinguished from salary increases based

on meritorious performance, as they are not intended to give recognition to

length or quality of service, but are to be based on prevailing rates of pay for the

various classei of work in the County. The rates of pay for incumbents when

these adjustments are made shall be determined pursuant to Rule 3 3 5 and

3 3.6.

4 2.2 Rates of Pav

Each employee shall be paid a rate of pay within the salary range for the

classification in which they are employed. Rates of pay are those contained in

the salary range. The rate of pay shall not be below minimum step or above the

maximum stef of the salary range for the classification in which the employee is

employed The exception io this rule would be the reclassification of a position

to a lower range when the wage could be frozen.

4 2.3 Pav Periods and Pav Dates

(a) Monthlv' ' fmffiees shall be paid on a monthly basis with the payday being the last

busineis day of the month. An employee in regular status may request and

shall receive a pay advance no more than twice in a calendar year if Human

Resources find there is a bona fide emergency. Pay advances will be limited

to half the hours worked, less required taxes and deductions. Forms are

available from Payroll. No payroll advances will be issued after the 20th of

the month. Allow two days for check processing.

Polk County Personnel Rules
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4.2.4 Entrance Salary

Normally an employee will be appointed or re-appointed at the minimum or next

higher step of the range established for the classification. Appointments at

higher steps will be governed by the following procedures:

(a) Procedure
When a Department Head believes that an appointment should be made at

a higher rate than step 52 the Department Head shall present a request in

writing to the-Bead-of-Genqmissie€s'{5H uman Resou rces prior to making

such ippointment. Human Resources shall review the recommendation and

make a recommendation to the Board of Commissioners based on the

information available.

(b) Basis of Approval
The factors to be reviewed in approving an appointment above the minimum

or next higher step are availability of applicants with the qualifications for the

vacant position, qualifications of all available applicants' the resulting pay

relationship with other employees, prior experience of the candidate and the

time available to continue the recrultment process.

425 Part-time Emplovees

Pay for part{ime employees shall be based upon the established hourly rate for

the classification.

4.2.6 Partial Monthlv Pav

when a full-time employee's pay is based on less than a full month of

employment, the employee's wages shall be based on a prorated amount of the

full-time salary based on actual hours worked.

4 3 - SALARY ADJUSTMENTS BASED ON PERFORMANCE APPRAISAL

Salary increases are not automatic, but rather are based on the performance level of

the employee. All salary increases, with the exception of salary increases resulting from

classificatron changes, shall be recommended through the performance appraisal

system described in Rule 9.

4 3.1 Elioibilitv for Merit salarv lncreases Based on Performance Appraisal

Employees hired at the first step in the salary range shall be granted a salary

increase after six full months of continuous service and annually thereafter on

their Anniversary Date if they are not at the maximum step of the salary range of

their classification, and provided their performance is rated satisfactory or higher

as reflected in their performance appraisal. The department head can grant or

deny merit increases io employees rated needs improvement. Employees rated

unsltisfactory shall not receive an increase. (Refer to Rule 9.2 - Denial of

salary lncrease Based on Performance Review.) An employee hired at step 2
or above shall be eligible for a salary increase after 12 full months of continuous

service. The anniversary date shall be the date of receiving the salary increase

under this section.

t?
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Employees can be given more than a one-step increase if their performance is
exceptionally good, the depaftment head recommends it, and the Board
approves it.

4.4 - SALARY ADJUSTMENTS BASED ON CLASSIFICATION CHANGES

4.4.1 Promotion

When an employee is promoted, they will receive at least a one-step (four
percent) pay increase. lf the new range does not have a step that is one-step
higher, the employee's salary will be advanced to the next step higher than four
percent lf such increase is not sufficient to place the salary within the new
salary range, the salary will be advanced to the minimum step of the new range.
Department heads may grant higher promotional increases with approval of the
Board of Commissioners. The employee will be placed on probation to the
position. lf appointed to step 1, then upon satisfactory completion of the first 6
full calendar months of the probationary period, the employee will be eligible to
proceed to the next step ofthe salary range. lfappointed to step 2 or above, the
employee will be eligible to proceed to the next step after 12 full calendar
months of service. lf an employee is serving a probationary period at the time of
promotion, he/she shall be required to serve a 6-month probation in the new
position, or complete the number of months remaining on the initial hire
probationary period, whichever is longer, to commence on the date the
promotron is effective. All employees will be eligible for salary increases
annually thereafter, until they reach the maximum step of the salary range.
Employees must be rated eutstand+ng; above-average.,o+satisfactory or above
on the performance appraisal form to be eligible for the increase.

4.4.2 Demotion

lf an employee is demoted to a classification having a lower salary range, the
salary shall be set as shown below. The employee's Anniversary Date shall
remain unchanged as a result of demotion.

(a) Promoted employees who have been demoted (or who request to be
demoted) to their former lower class shall be put on the step in the lower
range that they would have been on if they hadn't been promoted, taking
into account merit increases they would have earned during time in the
higher class.

(b) Promoted employees who have been demoted (or who request to be
demoted) to a class that is not their former shall be put on the step in the
lower range that is closest to the step they were on prior to the promotion,
taking into account merit increases they would have earned during time in
the higher class.

(c) Employees originally hired into a higher class shall be put on the same
step in the lower class as they were on in the higher class.

4.4 3 Transfer

l3
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Employees shall be eligible for overtime compensation as required by the

Federil Fair Labor Standlrds Act (FLSA).Sworn law enforcement officers of the

sheriffs office with the rank of sergeant, upon request of the sheriff and with

the approval of the Board of commissioners, shall be eligible for overtime

compensation or compensatory time.

4.6 3 Overtime ComPensation

(a) compensation for authorized overtime shall be at the rate of time-and-one-

half ihe employee's regular hourly wage rate. Overtime work shall be

computed daily to the nearest quarter (1/4) hour. compensation shall be

paid in cash or compensatory time as determined by the County

bompensatory 1me off is to be scheduled by the mutual agreement of the

departmentandemployee.Employeesmayaccrueupto6{ohoursof
compensatory time and carry this amount into each new fiscal year.

compensatory time in excess of 640 hours shall be paid at the end of the

next regular PaY Period.

(b) An employee shall not be entitled to multiple overtime compensation on a' ' 
particuiar unit of time, even though more than one of the conditions set forth

in Rule 4.6 '1 may apply with respect to that particular unit of time

(c) For the purpose of computing overtime hours for overtime--eligible
employees, vaeatien leave, eempensatery leave, and sick leave shall not be

regard'ed as hours worked: vacation leave and compensatory leave shall be

reqarded as hours worked.

4,7 - INCENTIVE AWARDS

The Board of commissioners may authorize cash awards in recognition of

meritorious proposals by employees to enhance efficiency and safety'

t5
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RULE 5. CONTINUOUS SERVICE DATE/ANNIVERSARY DATE

5 1 - DATE OF HIRE

The Date of Hire is the first day an employee actually works in an authorized position.

5 '1.'1 Use of Date of Hire

The Date of Hire shall be used for determining length of service with the County

and for determining the Continuous Service Date for each employee. Time in a
temporarv position wrll not be counted toward lenqth of service.

5.1.2 Adiustment of the Date of Hire

Employees who are on leave of absence without pay for more than 14

consecutive calendar days shall have their Date of Hire adjusted the total
number of calendar days that they are on such leave. The Date of Hire shall not

be adjusted if an employee is on military leave, either with or without pay, €r-on
workers' compensation leave without pay or leave covered und
Medical Leave Act, Oreoon Familv Leave Act. or Paid Leave Oreqon.

5.2 - CONTINUOUS SERVICE DATE

The Continuous Service Date is the first calendar day of the first full month worked.

Employees shall receive credit for the first full month worked when initially appointed as

a new hire, if the effective date of the initial appointment is on the first working day of
the month. The Date of Hire will determine the Continuous Servlce Date.

5.2 1 Use of the Continuous Service Date

The Continuous Service Date shall be used for determining eligibility for

employment benefits, which are based on full months of service.

5.2.2 Adiustment of the Continuous Service Date

Adjustment of the Date of Hire can result in an adjustment of the Continuous
Service Date if the Date of Hire adjustment results in that date being moved to a
later month, or later than the first working day of the month.

5.3 - ANNIVERSARY DATE

The Anniversary Date is the date when an employee is eligible for a salary increase

based on performance aPpraisal.

531 AnniversaryDate

The Anniversary Date for new hires of the County hired at step 1 will be the flrst
of the month following the completion of 6 full months of the probationary
period, and annually thereafter. For those hired at step 2 or above, it will be the
first of the month following completion of 12 full months of service, and annually
thereafter.

l6
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RULE 6 - RECRUITMENT AND SELECTION

The purpose of the Recruitment and Selection Processes for the County is to insurethat all position vacancies are fiiled with quarified, competent inoiviJuars'wno are we1suited to perform in the position for which ihey were emproyed. Ail vacancies in regurarpositions shall be filled as provided in this Rule and the Aules on compensation anoclassification.

An aclive recruitment program will be conducted as part of the selection process toprovide for a competitive system of fliling positions in the county. ri, prrpo* is to give
all applicants an equal opportunity for eriployment with the County 

- -- ---

6.2 - NEPOTISM PROHIBITED

No relative sharl be employed where one wourd supervise the other. ,,Rerative,, 
isdefined as husband, wife, brother, sister, mother, faiher, son, daughter, son-in-raw,daughter-in-law, mother-in-raw, father-in-raw, aunt, uncre, niece, nephew, step-chird,qualified domestic partner or any person residing in the same nousenoto in the eventthat two employees become relatives, neither will be required to transfei or terminateunless one wiil supervise the other. rf a transfer or't"-in"trn is reluireo, tneemployees and the responsibre Department Head er a_[_d*Human Resources, asappropriate, will jointly attempt to find an alternative work assigrnment for one of the twoemployees. lf no alternative assignment is available within gO"days, it will be necessary

lo1^one 
of the employees to be ierminated under conditions of rayoff prrr*nt to Rure152

6.3 - PROVISIONS OF THE RECRUITMENT AND SELECTION PROCESS

6 3. 1 Determination to Open Recruitment

Human Resources shail .determine when position vacancies shail be openedand recruitment initiated for the purpose of filling current and prolected
vacancies.

(a) Postino of Announcements
t'totice oi-tt postionliGncies will be posted on the official bulletin board of
the county, on ail department builetin boards, and on the couniy weosite. tn
addition, information on position vacancies may be pubrished ai n"""ss"ry
to assure reaching qualified applicants.

(b) Equal Opportunitv Emplover
All job announcements shail indicate that the county is an ,'Equar
Opportunity Employer.',

(c) Recruitment Designation
Recruitment for all position vacancies shall be designated as either open to
competition from all- qualified applicants or for County employees only,except as provided for under Rure 7.5 - Reappointment. tne department
head shail designate the type of recruitmeni with the 

"pprou"i- 
Human

Resources.

6.1 - PURPOSE

I8
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(d) Recruitment Period
Announcement of all position vacancies shall be made for a minimum of 7
full calendar days in advance of the finar crosing date for the ,""eipt ot
applications.

1 ln the event that a position vacancy occurs within 6 months of the
closing date of a previousry advertised position in the same
classification, such position wilr not require announcement again.
Apprications received for the previous position may be considered,

2. lf a sufficient number of quarified apprications, as determined by Human
Resources, are not received for position openings, the position may be
re-announced as many times as necessary.

6.3.2 Apolications

(a) Applv in Writinq
Any appricant, incruding emproyees of the county, must appry in writing
using the county emproyment apprication for'l-prQcgsr_for'announced
position vacancies

(b) Receipt of Apolications
All applications must be received no later than S€€-p.m-the time determined

for-en the closing date on the recruitment announcement.

(c) Application for More than One position
Applicants may appry for more than one position simurtaneousry, provided
such positions are open for accepting apprications and a separate
application is submitted for each position.

(d) Maintenance of Files
All applications submitted for open positions shall be stored for three years.
Applications over three years old may be destroyed, irr accordance with
record retention laws

6.3.3 Qualifications and Screeninq of Aoplicants

(a) Minimum eualifications
Applicants for- appointment, promotion, or transfer must possess the
minimum qualifications stated in the job announcement. Appr+ean+s n+ustbe@

(b) Applicant Screenlno
All applications submitted for a position vacancy shall be reviewed for
evaluation of qualifications based on skills and experience as related to the
position for which they were submitted. rn addition, appricants may be
required to perform job-related tests or exercises either as part of the initial
application process or ofthe screening process.

(c) Approval
All position appointments require the approvar of the Human Resources
Director and ratification of the Board of 

'commissioners. 
should Human

ls
Polk County Personnel Rules
2i2019

Appendix A



Resources, not approve_the appointment, the Department Head may request
review by the Board of Commissioners.

6.3.4 Preference for Countv Emplovees

(a) County Employee is deflned as a fulltime or parHime employee currently
listed on the payrorr roster for the county. Temporary emproyees do not
qualif,T for hiring preference.

(b) Preference for county Emproyees shail mean that county emproyees
submitting applications for vacancies who possess the minimum
qualifications shall be interviewed for the vacant position.

(c) lf a minimum of three county emproyees possess the minimum
qualifications for a vacant position, an internal recruitment and selection

, Rlo-"ess 
may substitute for an open recruitment once approved by Human

i l"_:g!rj": Temporary emptoyees sna+_nsrqLll be considered eiigiOte toI compete in an internal recruitment if thev meet the mini .The recruitment procedure outtinEo in-FEEonnet Rute 63. 1 must be
followed with the exception of publishing the announcement outside of the
County.

6 3.5 Notification of Applicants

, llllcants who are serected to interview shall be contacted by the
I department within three weeks after the closing date of the recruitment. No
I _"9"Irespondence will be sent to those not selecied to interview-+xeept-n+1he
I d_+ta le$e+-o++es#ates
I a+lH€S$eere€,.

2o
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RULE 8. PROBATIONARY PERIOD

8 J . PURPOSE

The probationary period shall be an integral part of the selection and screening
process. lt shall be utilized by supervisors as an opportunity to observe the
employee's work, to train and aid the employee in adjustment to his/her new
position, and to reject any employee whose work performance and/or fit within the
depadment is deemed substandard.

8,2 - DURATION

All entrance appointments, re-appointments, and all promotional appointments in the
classified service shall be tentative and subject to a probationary period. Employees in
designated professional, technical, supervisory, and certified and supervisory law.
enforcement positions shall serve a probationary period of 12 full calendar months.
Promoted employees shall serve a probationary period of 6 full calendar months,
unless being promoted while serving a probationary period, then refer to Rule 44..1.
Employees promoted to a supervisory position shall serve a probationary period of .12

full calendar months. All other employees shall serve a probation period of 6 full
calendar months. Any interruption of service during the probationary period shall not be
counted as part ofsuch period.

8.2 1 Commencement and Completion of the Probationary period

The probationary period shall commence on the employee's Date of Hire, and
shall be completed on the first of the month following either 6 or 12 full
consecutive calendar months of service in accordance with Rule 8.2. The
Department Head may recommend an employee be appointed to regular status
any time before 12 months and after at least 6 months when the employee's
performance clearly demonstrates competence in the job. An employee shall
receive credit for the first full month of service if the employee's Date of Hire is
the first working day of the month.

8.3 - MID-PROBATION PERFORMANCE APPRAISAL AND WORK PtNN

At the mid-point of an employee's probationary period, supervisors shall prepare a
written appraisal of the employee's performance of job duties, willingness and ability to
satisfactorily perform the duties involved, and the employee's work habits and
dependability.@
respens.t fhs
performance appraisal an++*e*4lan-shall be entered into the employee's personnel
file.

8.4 - TMNSFER DURING PROBATIONARY PERIOD

An employee who is transferred to another position in the same classification prior to
completion of the probationary period shall complete the probationary period in the
latter position.

2i
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8.5 - DEMOTION DURING PROBATIONARY PERIOD

A probationary employee serving as a result of promotion, who fails to qualify in the
new position for reasons other than misconduct or delinquency, and who held regular
status immediately prior to this promotional appointment, may be demoted to the
employee's former position, if available, or the policies governing layoff may be
initiated.

8.6 - REMOVAL DURING PROBATIONARY PERIOD

At any time during an employee's probationary period with the county, Human
Resources may remove an employee i{ in the opinion of the Department Head and
Human Resources, the employee is unable or unwilling to perform the duties
satisfactorily, or the employee's work habits, conduct and/or dependability do not merit
continuance in the service.

8.7 - ACTION AT END OF PROBATIONARY PERIOD

At the completion of an employee's probationary period, the assioned Supervisor or
Department Head shall prepare a written appraisal of the employeeb loblerforrnance,
willingness and ability to satisfactorily perform the duties involved, anii tnb employee,s
work habits and dependability. The assiqned Supervisor or Department Head ihail,
through the Performance Appraisal process, recommend one of the following actions:

8 7.1 Reqular Appointment

when the services of the employee have been found to be satisfactory or
above, the Department Head shall recommend that the employee be appointed
to regular status. when the employee has been found to be in need of
improvement, the Department Head may recommend the employee is
appointed to regular status in lieu of proceeding under Rule g.7.2 or g.7.3,

8.7 2 Termination of Emplovment

when the employee has been found to be in need of improvement, the
Department Head may recommend termination, or in the case of a promoted
employee, returned to his/her previous classification if there is a position
available. when the services of the employee have been found unsatisfactory,
the Department Head shall recommend that the employee be terminated, or in
the case of a promoted employee, returned to his/her previous classification if
there is a position available.

8.7.3 Continue Probation

Request that the probationary period be extended for an additional period up to
6 months. Human Resources shall review all requests for probation extension
and approve or deny the request. A denial of the request shall be referred back
to the requesting Department Head for action under Rule g.7.1 or 9.7 .2. Another
performance appraisal will be required at the completion of the e),.tended
probationary period.

Polk County Personnel Rules
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8 8 - FRINGE BENEFIT STATUS DURING PROBATIONARY PERIOD

This section applies only to new employees serving a period of probation to County. lt

does not apply to employees who are serving a period of probation to a position as the

result of a promotion.

I 8 1 Leave

No leave, other than authorized leave without pay, sick leave, bereavement
leave, compensatory time, military leave, or vacation leave approved under
Rule 8.8.2 (b) shall be taken by an employee during the probationary period.

8.8.2 Accrual of Leave

(a) Sick leave benefits are based upon or earned in connection with actual time
worked and may be prorated as such. Sick leave will accrue during an

employee's probationary period. The employee shall be allowed use of sick

leave during his/her probationary period.

(b) Vacation leave benefits are based upon or earned in connection with aclual
time worked and may be prorated as such. Vacation will accumulate during
an employee's first six months of employment. Emplovees will be allowed to
use vacation leave durinq thetr trial service period, but vacation leave shall

not be payable upon termination of emplovment until the completion of six

consecutive months of employment.

(c) Bereavement leave will be granted to probationary employees pursuant to
the applicable collective bargaining agreement or Personnel Rule 11 4.5.

8 8.3 Health lnsurance and Dental lnsurance

Employees serving the initial probationary period to the County are eligible to
participate in the health and dental insurance programs subject to enrollment
requirements.

8.8.4 Other lnsurance

Employees serving the initial probationary period to the County are eligible to
participate in other insurance programs subject to enrollment requirements.

8.8.5 Retirement Proqram

Employees are not eligible to participate in the Oregon Public Service Retirement
Plan (OSRP) until after 6 full calendar months of employment, or unless
othenruise required by statute.
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RULE 9 - PERFORMANCE APPRAISAL SYSTEM

91-GENERALPOLICY

It is the policy of the County to review the work of each employee regularly to assure
that the employee is meeting the performance standards of the particular position to
which they are assigned. The objectives of performance appraisal are to provide
employees with information relating to how well they are performing their assignments;
to identi[t kaining and job experience needed to improve job-related skills and/or
abilities; to provide a basis for regular appointment and salary increase decisions; to
discuss professional conduct, and to set goals for the employee for the ensuing period

9.1 I Performance Appraisal Ratinos

The County shall establish and make effective a system of performance
appraisal ratings designed to give a fair evaluation of the work performed and of
the efficiency and effectrveness demonstrated by the employee in meeting the
job responsibilities. The performance appraisal system established by the
County shall allow for the rating of employee performance in the following
manner:

(a) Os+standin€-Ra+FeConsistentlv Exceeds H iq h Sta nda rds

req{r+rem€fl+s.€f+e-pe$tienE m p I ovee exceed ed j ob expectatio n s a n d m ade
sionificant contrihritions to Polk (lnr Showed consistent and unusual
initiative, creativitv, oersistence or thorouqhness in several performance
areas.

(b) AboveAveraseExceeds Standa rds.
A+empleyee-exeeeds+h@r+rore-ffi 1e{
or-e+rtreal areasEmplovee exceeded iob expectatiorrs Showed consisteni

hness and oersistence in at leasi one
performance area.

(c) SatistueleryFully Meets Standards:

reFnerEmplovee consiste
performance areas. Performed well and exhibited no sionificant deficiencies.

(d) Needs ltrqBrevel.aentlmprovement Needed in Areas
Employee did not perform to a satisfactory level in at least one Performance
Area and did not perform well enough in the other Performance Areas to
ofbet this rating. Supervisor has informed employee of actions needed and
deadlines to correct deficiencies described.

(d) Unsat+sfaetee**atrneNeeds Siqnifrcant I mprovement.

-EmplSygq 
FJails to meet performance requirements of the position. Work.

performance is either deficient in one or more central areas necessary to
perform the job or overall performance is inadequate. Has not
accomplished previous correciive actions, if anv. Emplovee shall be denied
a merit increase, jf up for one. Supervisor has infonned emplovee of actions

Polk Count_v Personnel Rules
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needed to correct deficiencies. Emplovee has been warned of oossible
disciplinary action.

9. 1.2 Use of Performance Appraisal Ratinos

The performance appraisal rating forms shall be a part of the employee's
personnel file and shall be used as a factor in determining promotion, demotion,
transfer, layoff, salary increases, disciplinary action, and satisfactory completion
of the probationary period
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9.1.3 Frequencv of Appraisal

lnform aporaisals of an emo should'be freouent arrci h Formal
appraisals should adhere to the followinq quidelines

(a) New Hires
New_hires shall be appraised at the mid-point of their probationary period to
the county, at the compretion of their probatronary period to dounty for
attainment of regular status, and at least once annuaily thereafter on iheir
Anniversary Date.

(b) Promoted Emolovees
Promoted employees shall be appraised at the mid_point of their
probationary period to the position and at the completion of their
probationary period to position. Appraisals will occur at least once annually
thereafter on the employee's Anniversary Date.

(c) Reqular Emolovees
Regular employees shall be evaruated at least once annually on their
Anniversary Date.

(d) Chanqe of Emolovee,s Department Head
Upon the change of an emproyee's supervisor or Department Head, the
employee, if he/she has not received an appraisal within a 6-month period,
may request the outgoing supervisor prepare a report of performance
appraisal.

9 2 - DENIAL OF SALARY INCREASE BASED ON PERFORMANCE REVIEW

The Department Head shall give employees notification in writing of the withholding of
their salary increase due to unsatisfactory performance. Such notrfication shali be giien
to the employee not later than the employee's Anniversary Date for salary incrlase
(Rule 4 3 1). The denial of an employee's annual salary increase must be documented
on the performance appraisal form with any performance rating i+ the needs
@below the "Fully Meets Standards" category (Refer to
Rule 9.1.1)

9 3 - SIGNATURE ON PERFORMANCE APPRAISAL

The Performance Appraisal form will be signed by both the Depar.tment Head and the
appraised employee. All Performance Appraisals shall be reviewed and signed by
Human Resources and the Board of commissioners or their designee. rre emltoyee'i
signature on the Performance Appraisal form shall indicate that tlie employee has read
the appraisal, but does not necessarily mean that the employee is in agieement with
the appraisal. lf an employee refuses to sign the performance Appra'isal form, the
Department Head shall note the employee's refusal on the form and forward to Human
Resources for filing.

9 4 - EMPLOYEE DISAGREEMENTWTH RATING

lf an employee disagrees with a performance rating, the employee may file a response
with reasons for disagreement in the employee's personnel Rte. sucn response must
28
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RULE 1O - AfiENDANCE AND WORK SCHEDULES

,10.1 - HOURS OF WORKA/UORKWEEK

The County's regular work schedule shall consist of 4Q-hours of work during a

workweek. The slandard is for personnel to be at work from 8:00 a.m. to 5:00 p.m.,

Monday through Friday, excluding rest periods and lunch breaks. Employees on

approued flexib-le work schedules may have work hours that deviate from the standard,

foi which a PA is required. For overtime purposes, the workweek shall begin al 12.01

a.m. on Monday and end at midnight on sunday. Employees of the sheriffs office

observe a worliweek that shall begin at 12.01 a.m. Sunday and end at midnight

Saturday

10.2 - MEALS AND REST PERIODS

10 2. 1 Meals

All employees shall be granted at least a 30 minute unpaid meal period when

the work period is 6 hours or greater. whenever possible, such meal periods

shall be scheduled in the middle of the workday. In no event shall rest periods

be used to shorten the workday or to earn overtime.

10 2.2 Rest Periods

A rest period of 15 minutes shall be permitted for all classified employees for

each 4-hour work period. whenever possible, such rest periods shall be

scheduled in the middle of the work period. ln no event shall rest periods be

used to shorten the workday or to earn overtime.

10.2.3 Lactation Breaks

a) The County shall Provide unpate-gg-mmute-rest+enees-au+tng €a€h-{eu+

law The County will make reasonable efforts to provide a location other than

l0
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a public restroom in close proximity to the employee's work area.

b) The employee shall provide reasonable notice to the County that the

employee intends to express milk upon returning to work.

c) The employee shall, if feasible, take rest periods to express milk at the same

time as the rest periods or meal periods that are othenruise provided to the

employee.

1O 3. REPORTING TIME

Each employee shall have a fixed time for reporting to work and leaving from work,

however, work schedules may be changed upon 10 days notice, whenever possible or

as a result of an emergencY
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RULE'I 1 . COUNTY-PROVIDED BENEFITS

1 1.1 - HOLIDAYS

The following days shall be recognized and observed as holidays for trial service and
regular employees in the County service working fifty percent (50%) or more of the
equivalent full-time position :

New Year's Day
Martin Luther King Day
Presidents Day
Memorial Day
Juneteenth

January 1

Third Monday in January
Third Monday in February
Last Monday in May
June 19

Christmas Day

Personal Leave Days

July 4
First Monday in September
November 11

Fourth Thursday in November
Fourth Friday in November
On Monday: The whole day.
On Tuesday, Wednesday, Thursday: '1;00

p.m. to 5:00 p.m. or four hours paid leave
depending on the work schedule.
On Friday, Saturday, and Sunday. No paid
time off.
December 25

Employees' choice subject to County
staffing requirements. (Union contract
speciflc)

The floating holidays will be converted to personal leave days each fiscal year on July 1

and must be used by June 30 of the next year. Employees must be in employed status
(as opposed to temporary) on July 1, or the first working day of July if July 1 falls on a
Saturday or Sunday of each year to be eligible for floating days off. Personal leave
days must be taken in full day increments.

Personal Leave Days will be accrued at the following rate based on dates of hire:
. Employees hired on July 1st will receive 4 PLDs

Employees hired between July 42"1!s and Oetebee$eplem_bel +30ihd will
receive 3 PLDs.

lndependence Day
Labor Day
Veterans Day
Thanksgiving Day
Day Afier Thanksgiving Day
Christmas Eve

a

+Employees hired between October lstand JansaqtsDecember 3lstwill
receive 2 PLDs.

Employees hired between January 1st and April 1st will receive 1 PLD

Non-represented employees shall receive five personal leave days. These days must
be used during the course ofthe fiscal year and shall not be carried over for future use.
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Also, any other holiday granted by the Board of Commissioners

'l 1.1.'1 Eliqibilitv for Paid Holidavs and Personal Leave Davs

(a) Employees in regular positions of 4O-hours per week shall receive 8 hours of
pay for each day listed above except Christmas Eve. All employees must be
in paid status both the working day before and the working day after the
holiday to be eligible to receive pay for the holiday.

(b) Part{ime employees in regular positions working more than 50 percent of a
full{ime position shall receive paid holiday hours for each day listed above
on a prorated basis (actual hours worked each week computed as a
percentage of a 4O-hour workweek).

(€)

(c) ln no case shall an employee receive holiday compensation for both the
actual holiday and the observed.

(d) Temporary employees are not eligible for paid holidays.

1 '1 .1.2 Holidavs Fallinq on Saturday or Sundav

Whenever a holiday observed by the County falls on Saturday, the preeceeding
Friday shall be observed as a holiday Whenever a holiday falls on Sunday, the
following Monday shall be observed as a holiday

1 1.1.3 Holrdav Compensation

(a) An overlime-eligible employee who works on a holiday will be compensated
at a rate of time-and-one-half for all hours worked on the holiday.

(b) Employees on flexible work schedules shall receive the same number of
holidays as employees working a regular workweek according to their
eligibility described in Rule 1 1.1.1

(c) ln no case shall an employee receive holiday compensation for the actual
holiday and the observed holiday.

(d)EmployeesintheclassificationSofSergeant,W

shall receive one day off each
calendar month, or 12 each year, in lieu of holidays. A maximum of 80
hours in lieu of holidays may be accrued.

1 1 .1 .4 Holidav durinq Leave

Should an employee be on an authorized leave with pay when a holiday occurs,
the holiday shall be paid and not charged against sick leave or vacation leave
accumulation. Pay for holidays occurring during leave without pay shall be
prorated.

11.2 - VACATION LEAVE
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For Sheriffs Office non-represented employees, hours accrued in excess of 200
or 250 (per'1 1.2.1 above) shall be forfeited from the employee's accumulation
unless work scheduling by management prevents use of vacation, in which
case the employee shall be compensated in pay for the excess.

11.2.4 Vacation Buvout

Each fiscal year, employees with vacation leave balances of 100 hours or more
may elect during payro{l
periods to cash out up to 40 hours of accrued vacation. gmpbyees-wh€-wish+s

ien
tjrne en their Mareh and/er Aggust timesheet, At no time shall the buyout cause
the employee to drop below 60 hours of accrued vacatlon.
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11.2.5 Vacation Accrual durino probation

(a) New employees serving their
awa{dedaccrue vacation hours

be

1 1.3. 1 Accrual of Sick Leave

probationary period to the County will be
@duringthat

use
enly

(b) Employees who have served at least six full calendar months and are
serving a probationary period to a position as a result of promotion or other
employment action are eligible to accrue and use accrued vacation leave
with pay

1 '1 .2 6 Schedulinq of Vacations

whenever possible, employees shall have the right to determine vacation time;
however, the county reserves the right to schedule vacation time. Requests for
vacation leave shall be reviewed with and approved by the Department Head,
or their desiqnee, in advance so as to ensure continuity of services

1 1,2 7 Vacation Pav on Termination of Employment

An employee who terminates employment during the flrst 6 full calendar months
of the probationary period shall not be entifled to cash compensation for
accrued vacation leave. Those employees who complete 6 full calendar months
of the probationary period, and then separate from the county, shall be entitled
to pay for accrued vacation leave balances, including prorated accruals for time
worked during the final month of employment. prorated accruals shall be
computed in accordance with Rule 11.2.1.|n no case shall payment be for more
than the maximum accumulation allowed. ln case of death-of the employee,
compensation for accrued vacation leave shall be paid in the same manner that
salary due to the decedent is paid.

113-SICKLEAVE

sick leave shall accrue at the rate of g hours for each full calendar month of
service and shall be credited to the employee's leave account the first day of the
month following accrual. Employees having unpaid leave during a cilendar
month shall accrue sick leave in the same manner as vacation leive as stated
in Rule 11 2 2

(a) New employees serving their initiar probationary period in regurar positions
are eligible to accrue and utilize sick leave.

(b) Part{ime regular employees working 50 percent or more of a full-time
position shall accrue sick reave on a prorated basis (computed as a
percentage of a 4o-hour workweek).
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(c) Temporary employees are net-eligible to accrue sick leave_alejale_qlqne
hour of leave for every 30 hours worked, in accordance with Oreqon Sick
Leave law.
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RULE 12 - STAFF DEVELOPMENT AND TRAINING

12.1 - GENERAL TRAINING ACTIVITIES

The County shall encourage the development of training programs designed to meet

personnel needs and to prepare employees for promotion to positions of greater

responsibility.

12.2 - ORIENTATION OF NEW EMPLOYEES

The County shall provide an orientation to familiarize new employees with iheir

obligations and rights and to inform them about the general functions of the County.

12 3 - TRAVEL AND CONFERENCE REGULATIONS

* See stand alone and Per Diem Policv

Aa€a+n+ng-ag{e€me€t-

12 32Definitiens As u
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(e) "Daily private aule expense" means use e@

@

tedgms

@

whiehever is less:
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#
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Payment Voueher and Travel Reimbursement Ferm,

eembined Pelk Geunty Automebile Reimbursemen+ tog and Voueher

ferm,

pe*erme+

(d) ltercized and eriginal reeeipts are required fer alHrave+-€xpefises
'neluding transpeft

1,|r@
(a) Travel advanees require prier wrrtten appreval by the Beard'

es+i{na+ed€osts-

M

This mileage guide may be used fer reimbursem@
ed€m€+eru€adln€is-

Flerenee 1 12 Redmend 1 '14

Grants Pass 208 Salem 15
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i4amath Falls 242 Sunrrver 161

48

Polk County, Persomel Rules
2i20)9

Appendix A



+:-s$l€qdeEE

ns+try+he€€unly+

1, lf physieally abler aeeemplish the fellewing,

the investignting effieer te file a written repert regardless of the
erde€{-€fdam€ge-

eeun+V effi€ral@+ne+ae+s'+*
@

invelved in the aeeident;

o, griver's lieens

4, lnsuranee eempany's name, agent and address, (Polk eocnty is yeur
rnsure+J

@

Vehieles, eeunty Sheriff er Ghief of Peliee within 72 heurs if property

49
Polk County Personnel Rules

2!2019

Appendix A



(s) Unprofessionalism

Failure to conform to generally accepted standards of conduct for a profession

and/or county department. ln this context, "conduct" includes actions,

communications and appearance. Employees are expected, at all times, to

represent Polk County in an approprrate and professional manner.

13 4 - DRUG FREE WORK PLACE

Creating a healthy and safe work environment rs a top priority of the County This policy

reflects our commitment to our employees and our belief that drug or alcohol abuse
poses a serious risk, not only to the individual but also to other employees and the

public. ln addition to emphasizing the County's belief that safety and health are

essential, the policy underscores our firm commitment to a drug-free workplace.

Employees are prohibited, as a condition of employment, from the unlawful

manufacture, distribution, dispensing, possession, use, or being under the influence of

a controlled substance or intoxicant. Additionally, the possession, use, or sale of

alcohol, marijuana or misuse of any legal drugs in the workplace is prohibited.

Employees who come to work under the influence of alcohol, marijuana, misused
prescription druqs or any illegal drug, or consume them during work hours, to include

breaks and lunch hours, will be subject to discipline, up to and including termination.

13.4.1 Emplovees Convicted of Druo Violations

Employees who are convicted under any criminal drug statute for any violation

occurring in the work place shall notify the county in writing within 5 calendar

days. The County shall take one of the following actions within 30 calendar days

after receiving notice of a drug conviction:

(a) Take appropriate personnel action against a convicted employee, up to and

including termination.

(b) Require the convicted employee to participate in and satisfactorily complete

a drug abuse assistance or rehabilitation program approved by the

appropriate agency.

13 5 - DISCIPLINARY ACTION

It is the policy of the County that employee discipline be corrective, progresslve, and

lawful.

13.5.1 Corrective

Disciplinary action shall be corrective in the sense that the employee

understands about the causes and reasons for an employee's deficiencies,

correctsthosedeficienciesandattemptStorestore@to
a productive and positive employment status The object of disciplinary action

is to correct problem situations and mistakes, and to the e)dent possible under

the circumstances, minimize employees' loss of dignity and self-esteem.
Disciplinary action is not punitive in naiure and is not undertaken with the intent

to punish. Disciplinary actions will be handled on a fair and equitable basis.

53
Polk County Personnel Rules

2t2019

Appendix A



RULE ,I6 - CONFLICTS OF INTEREST/RESTRICTIONS ON POLITICAL ACTS

16 1 - CONFLICTS OF INTEREST

The proper operation of the County requires that employees be independent, impartial
and responsible to the people it seryes; that decisions and policy be made in the proper
channels of the County structure; that County employment not be used for personal
gain; and that the public have confldence in the integrity of the County and its
employees.

No employee shall engage in any business or transaction or shall have a financial or
other personal interest. or that of a familv member, direct or indirect, which is
incompatible with the proper discharge of his/her official duties in the County interest or
would tend to impair hrdh€dhq[ independence of judgment or action in the
performance of his/hedhgll official duties. Personal, as distinguished from financial
rnterest, includes an interest arising from blood or marriage relationships or close
business or political association.

Specific conflicts of interest are enumerated below for the guidance of employees.

16.1.1 Preferential Treatment of lndividuals Generallv

Employees shall not grant any special consideration, treatment, or advantage to
any atizen-pe6qn beyond that which is available to every other eitiaenperson.

16 1.2 lncompatible Emplovment

(a) No employee shall engage in or accept private employment or render
services for private interests when such employment or service is
incompatible with the proper discharge of employee's duties or would tend
to impair employee's independence of judgment or action in the
performance of employee's official duties.

(b) Employees shall not independently provrde for a fee to another agency,
organization, employer, or person, services for which the employee is
compensated by County to provide on behalf of the County, unless the
provision of such services is authorized in writing by the Board of
Commissioners

16.1.3 Notification of Outside Emplovment

Employees are required to notify their Department Heads when accepting
secondary, or concurrent employment, outside the service of the County. Such
documentation shall become part of the employee's personnel file, which is
secured in the Human Resources Department.

16.1.4 Disclosure of Confidential lnformation

No employee shall disclose confidential information concerning the property,
government or affairs of the County without proper legal authorization; or, use
such information to advance the financial or other private interest of
@orothers.
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'1 6. 1 . 5 Representinq Pnvate lnterests before the Countv or Courts

No person whose salary is paid in whole or in part by the County shall appear
on behalf of private interests before any county-related activities county
employees shall not represent private interests in any action or proceeding
against the interests of the County in any liiigation to which the County is a
party

An employee may appear before the County and its committees on behalf of
constituents in the course of h+s/hethq duties as a representative of the
County or in the performance of his/hertheir obligations. However, no person
shall accept a retarner or compensation that is contingent upon a specific action
by the County.

'16 1 6 lnterest in Contracts with the Countv

No employee of the County shall have any interest or accrue any benefits from
any contract issued by the County. Employees shall fully disclose any indirect
relationship or financial benefit relating to grants, programs, and contracts
between the County and other organizations and individuals.
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An employee of the County who has a financial or other private interest in any'
project or program being considered by the County shall disclose on the records

of the County or other appropriate authority the nature and extent of such

interest This provision shall not apply if the person disqualifies
nhseLr/h€rsel{hqlEeVeq from any action relating to the program or project All

emolovees havino a real or ootential conflrct of shall notifu their

Deoartment Head and Human Resources, and shall hand off all decision
makino responsibil to their direct suoervisor or an other emnlovee as

determined bv the Department Head.

An employee who has a financial or other private interest and who participates

in discussion with or gives an officlal opinion to the County shall disclose on the
records of the County, or other appropriate authority, the nature and extent of
such inierest.

16.2 - RESTRICTIONS ON POLITICAL ACTIVITIES

16,2.1 lncorporation of ORS 260.432

ORS 260.432 is hereby incorporated into these Personnel Rules

1 6.2 2 P olilical Activities urino Work Hours

No employee - (other than employees in elected positions) including
temporary employees, volunteer, or intern of the County shall solicit any
money, influence, service or other thing of value, or otherwise aid or
promote any political committee or the nomination or election of any
person to public office while on the job during working hours, however,
nothing in this subsection is intended to restrict the right of employees to

express their personal political views.

16.2.3 Use of Position for Political lnfluence

No employee shall promise an appointment to any County position,
favorable treatment or the influence of hislhedlre[ office or other favor or
reward in return for partisan and non-partisan political activity on

n+s/he{heg behalf, or on behalf of any candidate or cause.

16.2 4 Use of Title

No employee - (other than employees in elected positions) - holding an

administrative, management or professional position with the County shall
use hislherlhef working title in any letter to the editor, endorsement or
publication that is an outlet for political advocacy.

16 3 _ APPLICABILITY

When an employee has doubt as to the applicability of a provision of these Rules to a
particular situation, they should request an interpretative decision from Human

Resources. The employee shall have the opportunity to present hts/hedfs[
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RULE,IT - NON-DISCRIMINATION

17.1 - EQUAL OPPORTUNITY POLICY

Polk County is an Equal Opportunity Employer and, as such, states its commitment
to providing equal employment opportunities to all persons in matters affecting, but
not limited to, recruitment, employment, compensation, benefits, promotions,
training, discipline, transfer and layoff practices without regard to a persons race,
color, religion, national origin, sex"_gCnclsl.ldeqljly, age, marital or family status,
association, disability, sexual orientation, injured worker or Veteran's status (except
where age or non-disability are bona fide occupational qualifications).

Polk County does not discriminate on the basis of disability in the admission or
access to or treatment of employment in its programs or activities.

Polk County is committed to providing all employees with a work environment free of
discrimination or harassment of any kind.

Polk Countv is committed to fosterinq an inclusive, diverse and equitable
environment where ail emplovees are valued, respected and empowered. Throuqh
thrs commitment, we can better serve our communitv and our emplovees

Discrimination will not be tolerated in our workplace. lt is aqainst the policies of Polk
County for anv emplovee to discriminate aqainst another emplovee, client or anv
other member of the pubilc. This includes acis of discrimination aqainst anv
applicant durinq the hirino process. aqainst an emplovee durinq disciplinarv
investiqations or throuqh the evaluation process

Anv supervisor or other emplovee found in violation of this policv will be subiect to
discipline up to and rncludinq discharqe

17 2 - HARASSMENT PROHIBITED

It is the policy of Polk County that all employees be able to work in a setting free
from all forms of unlawful discrimination, including harassment, on the basis of
protected class status, including, but not limited to: race, color, religion, gender (sex),
national origin, age, sexual orientation, disability or retaliation. (Examples of
retaliation are opposing discrimination and participating in an investigation of
d iscrimination. )

17.2.'l Harassment

Harassment is verbal or physical conduct that demeans or shows hostility or
aversion toward an individual because of race, color, religion, gender,
national origin, age, sexual orientation, or disability, or that of their relatives,
friends, or associates, and that: (1) has the purpose or effect of creating an
intimidating, hostile, or offensive working environment, (2) has the purpose or
effect of unreasonably interfering with an individual's work performance; or (3)
othenruise adversely affects an individual's employment opportunities.
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Harassing conduct includes, but is not limited to, the following: (1) epithets,
slurs, negative stereotyping, demeaning comments or labels, or threatening,
intimidating or hostile acts that relate to race, color, religion, gender, national
origin, age, sexual orientation, or disability; and (2) written or graphic material
that demeans or shows hostility or aversion toward an individual or group
because of race, color, religion, gender, national origin, age, or disability and
that is placed on walls, bulletin boards, computers or elsewhere on the
employer's premrses, or circulated in the workplace.

Harassment shall also include hehaviors via writfen or sooken
lanquaoe, social media posts, etc.. that have an adverse effect on the
workplace, work environment and work culture.

1 7.2.2 Sexual Harassment

Sexual harassment is a form of
Employment Opportunity Commiss
follows:

gender (sex) discrimination. The Equal
ion has defined sexual harassment as

"Unwelcome sexual advances, requests for sexual favors,
or other conduct of a sexual nature when directed at an individual
because of an individual's gender, and other verbal or physical
conduct of a sexual nature constitute sexual harassment when (1)
submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment, (2) submission to
or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual, or (3) such
conduct has the purpose or effect of unreasonably interfering with
an individual's work performance or creating an intimidating,
hostile, or offensive working environment."

Prohibited sexual harassment may include, but is not limited to, unwelcome
sexual advances; sexual jokes, calendars, posters, cartoons, magazines;
derogatory or physically descriptive comments about or towards another
employee; sexually suggestive comments or demands for sexual favors in

exchange for favorable treatment or continued employment, inappropriate
use of County communications including e-mail and telephone (inappropriate
as viewed by the receiver of the communication), unwelcome touching or
physical contact, flirtations, leering, whistling, obscene comments or gestures;
punishment or favoritism on the basrs of an employee's gender; sexual slurs;
negative sexual stereotypin q: rnaporopriate com about a oerson's
qender.

Harassment will not be tolerated in our workplace. lt is against the policies of
Polk County for any employee to harass another employee. client or anv
other member of the public. This includes acts between supervisors and
employees; it also includes acts between one employee and another.

17.2.3 Complaints of Harassment

lf you believe that you have been harassed, report the harassment
immediately The report should be to either: (1)your supervisor, (2) Human
Resources, or (3) your department head. You may report harassment to
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In compliance with the ADA, H

ADA compliance in all asPects
Services Director will work i

uman Resources is appointed to coordinate
except facilities. The Administrative Ofi€er

n conjunction with Human Resources to

coordinate ADA compliance with respect to County facilities.

17.3.3
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RULE 18 - WORKPLACE VIOLENCE

18 1 . PURPOSE

The safety and security of Polk County employees, customers, vendors, contractors,
and the general public are of vital importance. Therefore, threats and acts of
violence made by an employee or member of the public against another person's
life, health, well-being, family, or property will be dealt with in a zero tolerance
manner by Polk County.

The Oregon Occupational Safety and Health Administration (OR-OSHA) requires
employers provide employees with a safe place of employment, free from
recognized hazards that are causing or are likely to cause death or serious harm to
employees.

18.2 - DEFINITIONS

18.2.1 Zero Tolerance:

Employees who display any violence in the workplace or threaten violence in

the workplace, or use social medi
whether created durinq work hours or after work hours, are subject to
disciplinary action up to and including the possibility of termination of
employment. Members of the pubhc who display any violence in the workplace
or threaten violence in the workplace shall be reported to law enforcement
officials.

18.2.2 Violence:

Physically harming another, shoving, pushing, intimidating, coercion,
brandishing weapons, and/or communicating threats or talk of violence in
written, electronic, physical, or verbal form.

183-GENERALPOLICY

This policy applies to, but is not limited to all employees, contractors, and volunteers
of Polk County.

18.3.1 The followinq is prohibited bv Polk Countv:

(a) Any act or threat of violence made by an employee against another
except in the performance of the employee's official job duties.

(b) Any act or threat of violence, including, but not limited to, intimidation or
coercion.

(c) Any act or threat of violence, which endangers the safety of employees
customers, vendors, contractors, or the general public.

(d) Any act or threat of violence made directly or indirectly by words,
gestures, or symbols
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(fl Anv threai of violence through a social media platform with an expectation'

of such threat takinq place at work or aqainst an emplovee

while certain employees of Polk county may be required as a condition of

their work assignment to possess or are permitted to carry, as authorized by

law, firearms, weapons, or other dangerous devices, it is Polk county policy

that employees are to use them only in accordance with departmental

operating procedures and all applicable State and Federal laws'

Employees are expected to report to their supervisors, department head or

Human Resources any behaviors that compromise this policy and the

County's ability to maintain a safe work environment.

18 4 - POLICY GUIDELINES/PROCEDURES

(e) @|Use or possession of a weapon in any County building, except by law

enforcement officials.

18 4.1 Reoort threats of violence

Each employee of Polk county and every person on Polk county property are

encouraged to report incidents of threats or acts of violence of which slhe

rsthev are aware.

ln cases where the individual is a county employee, the report should be

made to the individual's immediate supervisor, a management level or

supervisory employee, if the immediate supervisor is not available, or to the

Board of commissioners, Human Resources, Administrative services

Director or the Administrative Officer (Risk Manager).

lf the threat is immediate, the supervisor should call 91'l or contact the

sheriffs office at 503 623-9251. Each supervisor shall promptly refer the

matter to the Board of Commissioners or to Human Resources. Concurrently,

with the initiation of any investigation leading to a proposed disciplinary
action, the county shall report the incidents of threats or acts of violence

promptly to the appropriate law enforcement agency

ln cases where the reporting individual is NOT a County employee, the report

should be made to the appropriate law enforcement agency

Nothing in this policy alters any other reporting obligation established in these

Personnel Rules or in State, Federal, or other applicable law'
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18 5 - INVESTIGATION PROCEDURE

A confidential investigation will be conducted immediately. Anonymity and

confidentiality for the employee reporting the threat or act will be maintained to the

degree possible.
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1 9.3 - RESPONSIBILITIES

Supervisors are responsible for the safety of their employees. Safety suggestions
are encouraged, and will be objectively evaluated by the supervisor, senior
management, and/or the area Safety Committee for necessary action. lf employees
have any questions about safety, or the safe way to do something, they should ask
questions. Employees should not take unnecessary chances. Only through an

intensive, cooperative effort between management and employees can we be

assured of a successful County that provides a safe and stable workplace.

19 4 - PROCEDURES FOLLOWNG AN ACCIDENT

(a) EMPLOYEE:
lmmediately notify supervisor, no matter how small the accident,
Complete an AccidenVlncident Reportfava*ab1e f+em- . This form
must be filled out on any accident no matter how minor. The Accident
Report is retained by Payra4lHutun R"torr."t, it is not sent to the
County's workers' compensation insurance carrier. Do not fill out Form
801, unless the accident requires medical treatment or time loss from
work-

(b) SUPERVTSOR/DEPARTMENT HEAp:
Fo ruva rd com p leted Supew+so+-Accide nVl n cr d e nt hevesttg€ti€nlE o rm to

@a+ang-with the employee neeeen+*epe+-anA
The

applicable safety committee will review the accident and conduct an

accident investigation if indicated.

(c) FOR ACCIDENTS REQUIRING MEDICAL TREATMENT AND/OR TIME
LOSS FROM WORK:

1 EMPLOYEE:
Must complete the worker's section of Form 801 €vatlab+,e-+sn+

edia{elybv callinq RaPid Care
at (855\959-2741.

2 S$PEI+VI€€RHUMAN RESOURCES:
rs-a+e-+eg

te forward Ferm 801 te Payrell within five days of the injcry with the

@A Human Resources representative will
comolete the emolover oortion of e online RO1 form after receivino it
from SAIF
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This document provides rnformation to employees applying for or being placed on

family and medical leave under the terms of the federal Family and Medical Leave

Act (FMLA) and/or Oregon Family Leave Act (OFLA); and

Establishes a policy that allows employees to take up to 12 weeks of protected leave

in a 12-month period for: their own serious health condition; for the birth or adoption

of a child, for the placement of a foster child; for the care of a child with a non-

serious health condition; for the care of a spouse, parent, child, grandparent,

grandchild; parent-in-law or same-sex domestic partner who has a serious health

condition; for an exigency leave related to a spouse, child or parent who is a service

member in the National Guard or Reserves and who is on active duty or called to
active duty; for the care of a spouse, child, parent, or next of kin of a covered service

member with a serious injury or illness; and

Provides that upon certification by a medical practitioner, the employee shall utilize

leave on an incremental (hourly) or full time basis. lf an employee has two (2) or

more qualifying events during a 12-month period, the employee is still only eligible

for a total of 12 weeks of leave benefits (with the exception of parental leave and

some pregnancy disability).

294 2 - ELIGIBILITY

OFLA: Employees must have been employed by Polk County for a minimum of 180

days and worked an average of 25 hours per week in the preceding 180

days to qualify for state family leave (20 hours/week for military family leave

- OMFLA) Employees taking leave to care for a newborn, adopted, or

newly-placed foster child only have to meet the l80 day employment
requirement (regardless of the number of hours worked).

FMLA: Employees must have been employed by Polk County for a minimum of 12

months (need not be consecutive) and worked a minimum of 1,250 hours in
the preceding 12 months.

I zg+ s - QUALIFYING PURPOSES

Under federal law (FMLA), employees are entitled to leave in the following

situations:

(a) when the employee is unable to perform ihe essential functions of the 1ob

because of a serious health condition, including pregnancy-related conditions

ln some situations, additional leave may be available for a pregnancy-related

disability, and/or

(b) ln ihe event of a birth or adoption of a child underthe age of '1 B (including the

placement of a foster child under age 18) within 12 months of the eveni;

and/or

(c) To care for a spouse, parent, or child under age 18 who has a serious health

condition or a mentally/physically impaired child aged '18 or over; and/or

(d) For a qualifying exigency related to a spouse, child or parent who is a

covered service member and who is on active duty or called to active duty
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(for members of the National Guard or military reserves, the call to active duty

must be to a foreign country); and/or

(e) up to 26 weeks of leave in a 12-month period to care for a spouse, child,

parent, or next of kin who is a covered service member who incurred a

serious injury or illness on active duty in the Armed Forces. Employee is

entitled to utilize this leave for up to five years after service member's

separation from military service.

ln addition, employees are entitled to take Family and Medical Leave in the following

situations under Oregon law (OFLA):

(a) To provide home care for a child under age '18 with a non-serious health

condition, provided another family member is not able or willing to care for the

child; and/or

(b) To care for a child age 18 or over, grandparent, grandchild, parent-in-law,

same,sex domestic partner, or child or parent of a same-sex domestic partner

who has a serious health condition.

(c) An additional 12 weeks of intermittent sick child leave for those employees

who take a full 12-week block of family leave as parental leave, provided the

child does not have a serious health condition (OFLA)

(d) oregon Military Family Leave Act (OMFLA). An employee who is the spouse

of a member of the Armed Forces of the United states, National Guard or

military reserve forces and who has been notified of an impending call/order

to active duty or who has been deployed is entitled io a total of 14 days of

unpaid leave per deployment prior to military spouse's deployment and/or

when the spouse is on leave from deployment

(e) Bereavement Leave Up to two weeks of leave within a twelve month period

to deal with the death of a covered family member for: attending the funeral or

alternative to a funeral of the family member; making arrangements

necessitated by the death of the family member; or grieving the death of the

family member. Leave must be completed within 60 days of the date the

employee receives notice of the death. Employee must provide verbal notice

within 24 hours of commencing the leave and written notice within three days

of returning to work. The two weeks is included in the 12-week oFLA annual

entitlement. Employee may use any type of accrued leave to cover the time

off outside the three days of bereavement leave provided by the county'

201.4 - GENERAL PROVISIONS

(a) Twelve-week leave period. The county may designate, or the employ^ee shall

requestJtp to 12 weeks (480 hours) of leave during any "rolling" 12-month
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period for qualifying family or medical reasons. A rolling year means that the

12-month eligiOiiity period starts when the leave begins and continues-for the

nexl 12 conslcutive months. rhe 12 weeks of leave will be pro-rated for part

timeemployees.Leavemaybeauthorizedbythemedicalpractitionertobe
taken iniermittently (except ior parental leave) or as a solid block of time For

riLitary caregiver-leave, employees are entitled to iake up to 26 weeks of

leave'during'a 12-month period Family and medical leave is counted from

the first day of absence under the qualifying purpose'

(b) Paid leaves and leave

leave where allowed bY

law

the-€mpteye$ Sick leave shall be used consistent

under Personnel Rule 11.3 or collective bargaining
with ihe sick leave PolicY.

agreements. Leave undet

oFLA runs concurrently with leave under FMLA in most circumstances.

(c) Familv and medical leave cannot run concurrentlv with workers'

ComPensation Leave.

(d) lntermittenVreduced schedule leave. lntermittent or reduced schedule leave is

not available for parental leave used for the birth of a child unless pre-

approved by the Board of commissioners However, intermlttent leave is

allowed to effectuate adoption or foster placement of a child ln situations

where rntermittent or reduced schedule leave is necessary, employees may

be temporarily transferred to available alternative positions that better

accommodate intermittent or reduced schedule leave. Leave for the birth,

adoption, or foster care placement of a child must be taken within one year of

the birth or placement of the child

(e) An employee must make a reasonable effort to schedule treatment for

serious health conditions in a manner that does not unduly disrupt County

operations.

(f)Familvbenefit'lftwofamilymembersworkfortheCountyandeachwishto
Gt . family leave for a qualifying purpose, both employees are eligible to take

12 weeks of leave,

(g) continuation of benefits. Employees on leave are entitled to continue health

benefits on the same t,erms and conditions as active employees for up to'12

weeks in a leave calculation year. when leave without pay is necessary'

health insurance premiums and employee-paid optional benefits will be

the responsibility of the employee to pay their portion of the benefit to

the county by the 1"t of each month. Employees should contact Payroll

to discuss their situation prior to taking leave without pay'

TheCountymayrecoverpremiumspaidonbehalfofanemployeewhodoesnot
return to work for reasons other than a serious health condition of the employee or

family member or other circumstances beyond the control of the employee.
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281 5 - REQUEST PROCEDURES

(a) Anticipated situations: An employee must submit an Employee Request for
FMLA/OFLA form at least thirty (30) days in advance of the start of the leave

when the need for leave is foreseeable. Failure to provide timely notice may

reduce the length of leave entitlement. The certification of Health care
Provider form is also required. Failure to provide sufficient information to

support the need for leave will result in leave denial.

(b) Unanticipated Situations: ln unanticipated or emergency situations where

there is no opportunity to give notice and the need for leave is not anticipated,

the employee must provide notification as soon as is practical and complete
the Employee Request for FMLA/OFLA. The certification of Health care
Provider form is also required.

(c) ln instances where the leave is taken for the birth or placement of a child, an

Employee Reguest for FMLA/OFLA form must be submitted in advance

with the anticipated leave dates on it. when the actual birth or adoption

occurs, the employee must notify his or her supervisor or Human Resources

if different than the dates originally submitted.

(d) Bereavement Leave (OFLA only): The employee must submit an Employee

Request for FMLtuOFLA with an explanation of the need for leave within

three days of returning to work.

(e) Human Resources may also, upon receiving information of a qualifying

condition, evoke FMLA,/OFLA without a formal request Human Resources

will notify the employee in writing of any such actton taken

201.6 _ MEDICAL CERTIFICATION

(a) Certification of Need:
1. Certification of the need forfamily and medical leave is required. ln the

event of a serious health condition of the employee or family member, the

certification must be provided by a medical practitioner on the applicable

certification form wrthin fifteen (15) days of the requestfor leave. The due

date is specified on the Notice of Eligibility and Rights & Responsibilities

form that the employee will receive from Human Resources. Failure to

provide the required medical certification may delay the start of the leave

or cause denial of family and medical leave. The employee may be

required to furnish periodic medical reports as frequently as every thirty
(30) days and to complete the full recertification process every six (6)

months

2. ln the event of a request for parental leave to care for a newly adopted

child or a newly placed foster child, the employee is required to provide

verification from the agency.
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1 Prior to allowing an employee to return to work, a Fitness for Dutv

certification must be submitted by an employee who has been off work

Or-,e to nismet own illness or injury This must be completed and signed by

a medical practitioner and submitted to the supervisor or Human

Resources prior to or upon return. lt must indicate that the employee is

able to return to work and what restrictions there are, if any

4. Under Oregon law, employees who use sick child leave on more than

three separate occasions in a 12-month leave period may be required to

provide medical documentation from the child's doctor to verify that the

child was ill and required home care for all subsequent uses of sick child

leave in the 12-month Period.

(b) lntermittent or Reduced Schedule:

.1 . serious Health conditions. lf medically necessary, family and medical

leave may be taken on an intermittent or reduced schedule. The schedule

must be stated by the certifying medical professional on the certification

of Fitness for DutY form.

2. Parental Leave lntermittent leave or a reduced schedule is not allowed

for the birth or adoption of a child, except to accommodate the legal

process leading to the adoption of a child or the placement of a foster

child.

29+.7 - REINSTATEMENT

Generally, an employee returning from leave will be restored to the same or an

equivalent position with equivalent pay, benefits, and other employment terms'

unless the former position has been eliminated for bona fide business or fiscal

reasons, jn which case the employee may have no reinstatement rights Employees

covered by collective bargaining agreements follow the layoff provisions of their

applicable agreement; non-represented employees are covered by the Polk County

Personnel Rules, see Rule 15.2.

Employees who have exhausted all of their paid leave and have extended leave

withoui pay beyond the time available under FMLA,/OFLA are considered to have

resigned. Att nealttr benefit payments made by Polk County will cease at the end of

the FMLAJOFLA leave entitlement period.
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RULE 212 - VICT|MS OF DOMESTIC VIOLENCE,
SEXUAL ASSAULT AND STALKING

2L2 I - PURPOSE

Pursuant to ORS 6594.885, this policy allows an eligible employee to take
reasonable leave from employment to address documented domestic violence,
sexual assault or stalking The parent or guardian of a minor child or dependent who
is the victim of domestic violence, sexual assault or stalking may also take
reasonable leave from employment to address same.

2!2 2 - ELrGrBrLrry

An eligible employee must have worked an average of more than 25 hours per week
for at least 180 days immediately before the date the employee takes this leave for
the purposes stated above.

212.3 - QUALIFYING PURPOSES

(a) An eligible employee may request a reasonable amount of leave as
determined by the department head/supervisor for the following purposes:

a. To seek legal or law enforcement assistance or remedies to ensure the
health and safety of the employee or the employee's minor child or
dependent, including preparing for and participating in protective order
proceedings or other civil or criminal legal proceedings related to domesttc
violence, sexual assault or stalking.

b. To seek medical treatment for or to recover from injuries caused by
domestic violence or sexual assault to or stalking of the eligible employee
or the employee's minor child or dependent.

c. To obtain, or to assist a minor child or dependent in obtaining, counseling
from a licensed mental health professional related to an experience of
domestic violence, sexual assault or stalking.

d. To obtain services from a victim services provider for the eligible
employee or the employee's minor child or dependent.

e. To relocate or take steps to secure an existing home to ensure the health
and safety of the eligible employee or the employee's minor child or
dependent.

212.4 - GENERAL PROVISIONS

(a) Leave Banks. An eligible employee who takes leave pursuant to this policy

may use any paid accrued vacation leave or may use any other paid leave in

lieu of vacation leave during the period of leave.

(b) Any aeerued paid leave' sueh as vaeatien; holiday time; eempensatery tlme'
pe+senal leave days; and siek leave must be exhausted befere unpaid leave
is-takes-Sick leave shall be used conststent with the sick leave policy under
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Personnel Rule 11.3 or collective bargaining agreements. Leave under this
Act runs concurrently with FMLA/OFLA for a qualifying event.

(c) Continuation of benefits When leave without pay is necessary, it will be the
employee's responsibility to pay their portion of health insurance premiums
and optional benefits. Payments shall be submitted to payroll by the lstof
each month. Employees should contact Payroll prior to taking leave
without pay.

(d) Recordkeepinq. All records and information kept on file by polk County
Human Resources are stored separately from the employee's personnel file
and are confidential. No informatlon will be released without the express
written permission of the employee, unless othenruise required by law.

212.5 - REQUEST PROCEDURES

(a) Notice. An eligible employee shall give reasonable advance notice of the
intention to take leave for the qualifying purposes identified above, unless
giving advance notice is not feasible.

(b) certification. The county will require certification, which the employee shall
be required to provide in a timely manner. Certification may consist of: a copy
of a police report, protective order or other evidence from a court or attorney
that the eligible employee appeared in or was preparing for a civil or criminal
proceeding related to domestic violence, sexual assault or stalking;
documentation from an attorney, law enforcement officer, health care
professional, licensed mental health professional/counselor, clergy, or victim
services provider.

Please contact Human Resources for further details.
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22.1 -PURPOSE
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RULE 23 _ PRIVACY

23. I - POLTCY
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