PURSUANT TO A.R.S. SECTION 38-431.01, THE GILA COUNTY BOARD OF SUPERVISORS WILL HOLD AN OPEN MEETING IN
THE SUPERVISORS’ AUDITORIUM, 1400 EAST ASH STREET, GLOBE, ARIZONA. ONE OR MORE BOARD MEMBERS MAY
PARTICIPATE IN THE MEETING BY TELEPHONE CONFERENCE CALL OR BY INTERACTIVE TELEVISION VIDEO (ITV). ANY
MEMBER OF THE PUBLIC IS WELCOME TO ATTEND THE MEETING VIA ITV WHICH IS HELD AT 610 E. HIGHWAY 260,
BOARD OF SUPERVISORS’ CONFERENCE ROOM, PAYSON, ARIZONA. THE AGENDA IS AS FOLLOWS:

WORK SESSION - TUESDAY, JANUARY 29, 2013 - 10 A.M.

1 Call to Order - Pledge of Allegiance
2 REGULAR AGENDA ITEMS:

A Information /Discussion regarding the proposal submitted by MAXTRAX to
design, construct and manage an automobile race track facility for the
Industrial Development Authority of the County of Gila, Arizona at the Gila
County Fairgrounds. (Fred Barcon)

B Information /Discussion on a draft Curfew Ordinance for future Board of
Supervisors approval. (John Nelson)

C Information /Discussion regarding the proposed revisions made to the Gila
County Merit System Rules and Polices handbook. (Berthan DeNero)

D Information/Discussion on a Travel and Related Expenses Policy for inclusion
in the Countywide Policy Manual. (Don McDaniel & Joe Heatherly)

3 CALL TO THE PUBLIC : Call to the Public is held for public benefit to allow
individuals to address issue(s) within the Board's jurisdiction. Board members
may not discuss items that are not specifically indentified on the agenda.
Therefore, pursuant to Arizona Revised Statute §38-431.01(H), action taken as
a result of public comment will be limited to responding to criticism made by
those who have addressed the Board of Supervisors, may ask staff to review the
matter or may ask that a matter be put on a future agenda for further
discussion and decision at a future date.

IF SPECIAL ACCOMMODATIONS ARE NEEDED, PLEASE CONTACT THE RECEPTIONIST AT (928) 425-3231 AS EARLY AS
POSSIBLE TO ARRANGE THE ACCOMMODATIONS. FOR TTY, PLEASE DIAL 7-1-1 TO REACH THE ARIZONA RELAY SERVICE
AND ASK THE OPERATOR TO CONNECT YOU TO (928) 425-3231.

THE BOARD MAY VOTE TO HOLD AN EXECUTIVE SESSION FOR THE PURPOSE OF OBTAINING LEGAL ADVICE FROM THE
BOARD’S ATTORNEY ON ANY MATTER LISTED ON THE AGENDA PURSUANT TO A.R.S. SECTION 38-431.03(A)((3).

THE ORDER OR DELETION OF ANY ITEM ON THIS AGENDA IS SUBJECT TO MODIFICATION AT THE MEETING.



ARF-1642 2-A
Work Session
Meeting Date: 01/29/2013

Submitted For: Fred Barcon, IDA President Submitted By: Linda
Rodriguez,
Administrative
Manager,
County
Manager

Department: County Manager

Information

Request/Subject

Presentation by the Industrial Development Authority of the County of Gila, Arizona
(IDA) of the MAXTRAX proposal to design, construct and manage a race track facility
for the IDA at the Fairgrounds.

Background Information

This item was first presented to the Board of Supervisors at its November 8, 2011,
meeting. The Board agreed with the concept of using the County Fairgrounds for an
automobile race track and indicated it would look forward to reviewing more specific
information from the IDA at a later date.

Since that time the IDA has engaged MAXTRAX to develop a proposal.

Evaluation

MAXTRAX has formed an operations team with extensive experience in design,
funding and race track management. Their analysis would specify a conservative
approach to construct a race track within the area of the former horse track and to
utilize as much of the existing infrastructure as possible. Because the track would
most often operate in the evening hours, the grandstands and concessions will need to
be replaced with newer facilities that function at a level grade for safety and
aesthetics. The track will need to be lighted and there will be a need for additional
parking. Their preliminary cost estimate for the race facility and improvements would
be approximately $1,600,000. Because of the proximity to surrounding residential
areas, they are recommending a paved surface for the race track to reduce dust as
well as constructing a xeriscaped berm as a landscape buffer to attenuate noise
impacts.

Conclusion
N/A

Recommendation
N/A

Suggested Motion



Information/Discussion regarding the proposal submitted by MAXTRAX to design,
construct and manage an automobile race track facility for the Industrial
Development Authority of the County of Gila, Arizona at the Gila County Fairgrounds.
(Fred Barcon)

Attachments
MAXTRAX Proposal for Race Track at F.G.



MANKTRAN

Interactive ‘Rﬂcby Expeﬁence.r

Industrial Development Authority of the County of Gila, Arizona
Fred Barcon, President

P.0. Box 127

Claypool, Arizona 85532

Re: Proposal to Design, Construct and Manage a Race Track Facility for the Industrial Development
Authority of the County of Gila, Arizona.

Dear Fred,

Thank you for sharing with MAXTRAX, LLC your vision for the addition of a racing facility to the Gila
County Fairgrounds. We have completed a preliminary review of the previous studies and design
materials that have been generated. We believe that the site is suitable for a race track and we would
welcome the opportunity to work with you in the design, funding and operation of such a facility.

Our analysis would specify a conservative approach to construct a race track within the area of the
former horse track and to utilize as much of the existing infrastructure as possible. Because the track
would most often operate in the evening hours, the grandstands and concessions will need to be
replaced with newer facilities that function at a level grade for safety and aesthetics. The track will need
to be lighted and there will be a need for additional parking. Our preliminary cost estimate for the race
facility and improvements would be approximately $1,600,000. Because of the proximity to surrounding
residential areas, we are recommending a paved surface for the race track to reduce dust as well as
constructing a xeriscaped birm as a landscape buffer to attenuate noise impacts.

MAXTRAX has formed an operations team with extensive experience in design, funding and race track
management. Depending upon your decision as to the facility ownership structure, we are prepared to
work with the Authority in bringing this project to fruition. To assist you in determining the financial
feasibility of this concept, we would suggest a phased approach and budget. For your consideration, we
are attaching what we believe is a very competitive fee structure and the associated deliverables:

MAKTRAK, LL€ » 7625 E. Camelback Road, Suite B322 o Scottsdale, AZ 85251  602-524-0041 » www.themaxtrax@msn.com



Phase | - Concept Development - $47,500 (4-6 weeks)
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Develop concept drawings for the race track
Prepare preliminary costs and overall race track budget
Develop a project proforma
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Develop a preliminary Financial Plan
Develop a Race Operations Plan and Preliminary Schedule
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Phase Il - Racetrack Development Fee - $80,000 (3 months design & 5 months construction)

MAXTRAX will oversee the design and construction of the facilities. Fee included in the construction
budget.

Phase Il — Operations — Base Fee of $40,000 (to cover John McGinley salary) annually and 5% (to
MAXTRAYX, Inc.) of the gross revenue. (This does not include all other operation costs/salaries).

Manage race track, scheduling and operations — The overall concept is to have racing one night a week
in the beginning. Until the fan base and car count grows to accommodate racing two nights a week, we
will plan and run other special events including corporate meetings, concerts and weddings. It will take

a significant amount of effort to promote this track to the various racing divisions. The purpose behind
the share of gross revenue is to incentivize all parties to expand the schedule beyond the one day a
week and to cover the overall management effort required by doubling the work. Funding for this effort
would come from track revenue as it grows. Our approach would be to incorporate a non-profit entity
as the owner of the improvements. Revenue over expenses could be used to offset current County
costs associated with operating the Fairgrounds.

Our recommendation would be to enter into a Development Agreement between the parties that would
permit the project to move from feasibility to operations with checks along the way based on funding
and performance. It would be our desire that the Operations contract be for a minimum period of five
years, with automatic renewals based on performance milestones to permit sufficient time to develop
both the racing and fan experience.

Please let us know if we can provide additional information to you, or how you would like to proceed.

Sincerely,
. ﬂ/ 7 f%/[}f/m/ﬂy

John McGinley
Managing Partner
MAXTRAX, LLC



MAKTRAK LLC - E. Camelbac -themaxtrax@m
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The COPPER STATE RACEWAY (working title) is being planned as a top-tier grass-roots
asphalt oval race track and special event venue. Initially, several types of cars that are cost
effective, fun and fan-favorites will be racing on the track. Throughout each season, the facility
will also play host to some of the bigger, more popular race divisions during special event
programs that attract teams from around the state as well as throughout the Southwest.

Sprint cars, pictured below, are examples of the larger, more popular cars. They have a
high power-to-weight ratio, making speeds in excess of 140 miles per hour possible on some
tracks. Engines producing over 800 horsepower are commonplace for these machines. Leading
national corporations are actively involved in the sport and help to bring a “big-time” atmosphere
with their association. Other cars shown are Late Model Stock Cars and Super Modifieds, £0-
karts, Quarter Midgets and Mod Lites.




COPPER STATE RACEWAY will be able to accommodate racing for all ages!




We are excited to also have in the plans several outreach and diversity programs designed to
introduce a brand new educational program to underprivileged and/or minority youth. Reaching
children in these demographics has become a focal point throughout the US racing community,
currently led by NASCAR. We will piggy-back the leading programs and provide a clear path to
the sport allowing the engagement of children that usually has not had the opportunity to get
involved. Up until now, introduction to the sport has been limited to participation in quarter-
midget or go-kart racing, and participation is most often based on family economics.

Grass-root racing has long been considered an important stepping stone for professional racers,
and continues to be so. This is apparent from the list of current and past NASCAR and INDYCAR
drivers, team owners and other officials who are investing in the future of the sport by
purchasing existing tracks or building new ones. Some are even beginning new racing divisions
which include designing and developing the actual cars. These insiders understand the
significance of minor league racing and the role it plays in the development of drivers,
mechanics and, most importantly, new fans.



MAX TRAX, LLC.
John P. McGinley

MAX TRAX, LLC. will be responsible for all operational aspects of COPPER STATE

RACEWAY. Under the leadership of John McGinley, MAXTRAX will take on some of the
familiar aspects of the former Manzanita Speedway and couple them with modern facilities, and
a comprehensive entertainment venue incorporating all spectrums of family entertainment and
professional auto racing. The individuals involved in MAXTRAX have a combined racing
background of over 150 years and were formally involved with marketing and race operations at
Manzanita Speedway as well as being five-time national award winning promoter.

- HOCHUNK ) GG
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True Racers Still Exist

In The United States

HARRISBURG, N.C. Each time we begin to think auto racing has been completely overrun by lawyers,
corporate executives and integrated-marketing communications specialists, we come across someone
who is a true racer. In fact, it happened twice during recent weeks while working on feature stories for
these pages.

Kenny Brown was the first to remind us of the passion that so many have for this sport. Brown is a co-
owner of the Lucas Oil POWRi National Midget Series we profiled in the Feb. 23 issue.

The second was Randy Queensland, the RPM Promoter of the Year. We’'ll share the story of

Queensland and his family in next week’s issue. Both of these men are making their mark on the dirt-
track side of the sport, but racing is not their primary occupations. Just like thousands of racers, Brown
and Queensland fit the definition of a weekend warrior as they spend virtually every minute of their
spare time on the sport. They do it because they love it. We live in an area where racing has become an
industry instead of a sport, and there is an ever-growing number of people who work in racing not
because they love it, but for a paycheck.

They think the NASCAR season has always started at Daytona and they’ve never seen Brett Hearn drive a
modified. The people who make a living in racing but think of it only as a business often frustrate those
of us who got into the sport for a totally different reason. But then all it takes is one conversation with a
true racer to be reminded of the unique passion that so many of us share.

Getting young kids behind the wheel not that
crazy

Newman, Stewart, Gordon all started before age of 10

Raygan Swan

save articie emaill articie print articie R35

One shudders to think of a 5-year-old driving a car at 50 miles per hour, it's
absurd and something you only hear about on the news.

But it's not unheard of. In fact it's encouraged and celebrated, if said 5 year-
old is behind the wheel of a quarter midget at the North Carolina Quarter
Midget Association speedway or a Bandolero at Lowes Motor Speedway's
Summer Shootout.



So what do you do if you're young son or daughter wants to go fast? If they
want to trade their cleats for a fire suit?

NASCAR racing is in the midst of a period where future talents looking to
succeed on the national level are encouraged to begin racing as soon as they
can reach a pedal or fill a driver seat. Cup Series driver Joey Logano, who
began racing quarter midgets at six years old, is certainly an example that
comes to mind but Ryan Newman began sooner that that.

"I started driving when I was four and a half and I started driving quarter
midgets, racing them when I was five," Newman said.

Sanctioning bodies have standards and procedures young racers must go
through and qualifications they must meet -- they have to know where the
brake and gas pedals are of course -- but they also go through novice
testing before they are able to compete and enjoy a lot of the same safety
equipment the Cup stars use.

Still, is it enough?

Tony Stewart, a young beginner as well, said, "You don't want a 12-year-old
kid out there trying to race at Daytona. I think at some of these bigger race
tracks -- you're seeing it now, even the United States Auto Club -- is talking
about bumping up the age of some of the race tracks so that they go to up
to 18 years old."

"It's not that you don't want a 12-year-old kid out there because there are
12-year-old kids that are just as good as we are, but it isn't every 12-year-
old kid that is capable of doing that," Newman added. "When one family
sees the opportunity for a 12-year-old kid to do it and he thinks his kid can
do it, but the kid can't, that's when we get in trouble, and we have to
monitor that."



So how young is too young? Will these future stars face burnout before they
reach the Cup Series and is starting early advantageous or crucial for them
to succeed?

Jeff Gordon seems to believe so.

"I started when I was very young so the first thing you say is to get started
very young," Gordon said.

Kurt Busch said it's a tough and ongoing debate.

"It's up to the family to decide if they want to go and pursue the racing. You
know, it's not like a ball-and-stick sport where you just pick up a baseball
glove and go out and play T-ball with another group of teammates," Busch
said. "A racing family really has to have that commitment from mom and
dad and everybody. That's why it's tough to get involved at the entry level in
racing."

Busch said his start in racing didn't begin until he was 15.

"It just took my dad 15 years to explain to my mom that I'd be OK," Busch
said with a laugh. "So it's having that relationship between the parents and
the child and knowing that the child is ready for racing. Legend car racing is
where I started. Maybe if I did get a chance to start sooner, maybe it would
have helped my career develop quicker, but I couldn't imagine going any
quicker than what I did, starting at 15 and making it to Cup by 22."

If you have a young racer with proven talent, then you're likely well on your
way. Still, the economics of racing is difficult and creates hard decisions for
families to make.

Gordon recalls his young career being quite costly.

"I wish there were more ways out there to get kids started that was more
like soccer, football and baseball that was in school and free," he said.
"That's not the case and so to get started young -- the parents have to
recognize that there's a talent there and then do everything they can to try
to hone those skills. Make sure that they're racing something that is
organized, safe and at a budget level that they can handle."

Busch said Bandoleros, Thunder Roadsters, Legend Cars and INEX have
done a good job creating programs readily available for youngsters and
families to join.

But at the end of the day, like in the big leagues, it still comes down to
sponsorship.

"And how much money the parents want to throw in towards the racing,"
Gordon said. "But if you look around everywhere, there's grass-roots levels
starting up here, there and everywhere to get kids involved in racing. With
our sport so prominent on TV these days, it's real easy for kids to want to
try to get involved."



Stewart, who is a supporter of young midget racers throughout Indiana, said
a way to curb costs would be helpful.

"It would be nice to find a little better way at some of these beginner levels
to control the cost to where it is more attractive for families to get involved.
And I think that can happen pretty easily, just the sanctioning bodies like
USAC has taken over some of the quarter midget stuff, and if they can get
involved and find a way to not necessarily spec everything but to control the
boundaries enough where they can control the costs, that would definitely
make it better and you're going to attract more people that may not have
the finances to do it like some of these teams do it now."

The will for young racers to forsake their baseball bats for racing tires is out
there, some just need help finding the way.

The touring and weekly series make up the grassroots foundation of NASCAR and are supported
by a loyal and passionate fan base. Many of these are the same short-track fans who grew up
with the sport’s stars throughout the years and have a deep connection with NASCAR’s history.
Here 2010 NASCAR Touring and Weekly Series champions come together with significant
drivers in NASCAR’s history

Bobby Allison with NASCAR Whelen Modified Tour champion Bobby Santos at Stafford Motor
Speedway. (Kim Tyler/NASCAR Photo)

Lloyd Dane with NASCAR K&N Pro Series West champion Eric Holmes at Phoenix (Chris
Richards/NASCAR Photo)



Junior Johnson with NASCAR Canadian Tire Series champion DJ Kennington at NASCAR R&D
Center in Concord (Kate Garinder/NASCAR Photo)

Jerry Cook with NASCAR Whelen Southern Modified Tour champion Burt Myers at Bowman
Gray Stadium (Kate Garinder/NASCAR Photo)

Richard Petty with NASCAR Whelen All-American Series champion Keith Rocco at the
NASCAR Hall of Fame (Chris Richards/NASCAR Photo)

David Pearson with NASCAR K&N Pro Series East champion Ryan Truex at Pearson’s farm in
South Carolina (Kate Garinder/NASCAR Photo)
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ARF-1645 2-B
Work Session
Meeting Date: 01/29/2013

Submitted For: John Nelson, Deputy County Submitted By: Janice Cook,
Manager/Clerk Administrative
Services
Manager,
Deputy
County
Manager

Department: Deputy County Manager

Information

Request/Subject

Ordinance establishing curfew for minors.

Background Information

A request has come to Administration from a citizen group to enact a curfew for
minors by way of a County Ordinance. Such an Ordinance would establish a period
of curfew during which it would be unlawful for any minor under the age of eighteen
(18) years to be or remain in, about, or upon any place in the County away from the
dwelling house or usual abode of said minor. The Ordinance would also establish
the circumstances which would constitute exceptions to the curfew, the forms of
enforcement, and the penalties for violation of the Ordinance.

Evaluation

Administration has drafted a Curfew Ordinance which was created by
compiling sections of ordinances currently in effect in other jurisdictions in Arizona.

Conclusion

County resident Sherry Rice attended an underage drinking town hall “Getting
Outcomes” in March of 2012. Her belief is that the consensus of the group was to
have the County adopt a curfew ordinance for the unincorporated areas of the County
that would be consistent with the ordinances that currently exist in the incorporated
communities. We believe the attached ordinance responds to this request.

Staff is proposing to take the attached ordinance to Ms. Rice and ask for her review
and comment prior to bringing it back to the Board for tentative approval at a Regular
Meeting. Since this is an Ordinance, it will require advertising and public hearings to
be officially adopted.

Depending upon comments and input received at this Work Session, and from Ms.
Rice, the Curfew Ordinance would be prepared in final draft and returned to the

Board for approval to advertise and hold a public hearing.

Recommendation



Staff recommends that the Board of Supervisors consider and discuss this draft
Curfew Ordinance and allow a final draft to be placed on a Regular Meeting agenda
with a recommendation to advertise and hold a public hearing at a future date.

Suggested Motion
Information /Discussion on a draft Curfew Ordinance for future Board of Supervisors

approval. (John Nelson)

Attachments

Curfew Ordinance-2013



GILA COUNTY CURFEW ORDINANCE NO. 13-

AN ORDINANCE OF THE GILA COUNTY BOARD OF SUPERVISORS RELATING TO CURFEW HOURS
FOR MINORS IN ORDER TO REDUCE JUVENILE CRIME, PROTECT THE CITIZENS OF GILA COUNTY,
AND REINFORCE PARENTAL AUTHORITY.

PURSUANT TO A.R.S. §11-251 AND §11-251.05, BE IT ORDAINED BY THE GILA COUNTY BOARD
OF SUPERVISORS AS FOLLOWS:

SECTION | — DEFINITIONS:

1.

2.

10.

“Adult” means a person of 18 years of age or older.

“County” means the County of Gila, Arizona, and includes all unincorporated areas of the
County of Gila under the jurisdiction of the County of Gila, and excludes all incorporated
cities, towns and sovereign Indian nations located within the County.

“Emergency” means an unforeseen combination of circumstances or the resulting state that
calls for immediate action. The term includes, but is not limited to, a fire, a national
disaster, an automobile accident or any situation requiring immediate action to prevent
serious bodily injury or loss of life or property.

“GCO 13- ” means Gila County Ordinance No. 13- and its subsections.

“Guardian” means a person who, under court order, has the legal authority and duty to care
for another person because of infancy (having not attained the age of 18 years), incapacity,
or disability. A guardian may be a public or private agency with whom a minor has been
placed by a court.

“Insufficient Control” means failure to exercise reasonable care and diligence in the
supervision of a juvenile.

“Minor means any person under eighteen (18) years of age.

“Parent” means a person who is a natural or adoptive mother or father, or a step-mother or
step-father of at least eighteen (18) years of age who is authorized by a natural or adoptive
mother or father to have the care and custody of a minor.

“Remain” means to linger or stay or fail to leave premises when requested to do so by a law
enforcement officer or by the owner, operator or authorized person in control of the
premises.

“Separate Offense” means an offense arising out of the same event as another offense but
containing some differences in elements of proof. A person may be tried, convicted and
sentenced for each separate offense.



11. “Supervisorial Custody” means being held or kept under the supervision of an adult who is

charged or directed by property authority with holding or keeping a minor under
supervision.

SECTION Il — OFFENSES:

1.

It is unlawful for any minor under the age of eighteen (18) years to be or remain in, about,
or upon any place in the County away from the dwelling house or usual abode of said minor
between the hours of 10:00 p.m. and 6:00 a.m. seven days a week.

It is unlawful for a parent or guardian or an adult having supervisorial custody of a minor to
knowingly permit, or by insufficient control, allow a minor to violate Gila County Ordinance
No. 12-__ (ll) (2).

SECTION Ill — DEFENSES:

It is a defense to prosecution under GCO 13- (ll) (1) or (2) that the minor was:

1.

2.

Accompanied by the minor’s parent, guardian or an adult having supervisorial custody.

With prior permission of the parent or guardian, or an adult having supervisorial custody, in
a motor vehicle involved in interstate travel.

With prior permission of the parent or guardian, or an adult having supervisorial custody, in
an employment activity or going to or returning home from an employment activity without
any detour or stop.

Involved in an emergency.

With prior permission of the parent or guardian, or an adult having supervisorial custody,
attending an official school, religious or other recreational activity supervised by adults and
sponsored by any school district, governmental entity, a civic organization or other similar
entity that takes responsibility for the minor, or going to or returning from without any
detour or stop, an official school, religious or other recreational activity supervised by adults
and sponsored by any school district, governmental entity, a civic organization or other
similar entity that takes responsibility for the minor.

With prior permission of the parent or guardian, or an adult having supervisorial custody,
exercising the First Amendment right of free exercise of religion or freedom of speech
protected by the United States Constitution.

With prior permission of the parent or guardian, or an adult having supervisorial custody,
was engaged in reasonable, legitimate and specific business and/or activity.

Married or had been married, or had disabilities of a minor removed, or emancipation ordered by a
court of competent jurisdiction.



SECTION IV — IGNORANCE NOT A DEFENSE:

It shall not constitute a defense that the parent, guardian or an adult having supervisorial
custody, did not have actual knowledge of the presence of the minor away from the dwelling
house or usual abode of said minor between the hours of 10:00 p.m. and 6:00 a.m. if the
parent, guardian or the adult having supervisorial custody, in the exercise of reasonable care
and diligence, should have known of the presence of the minor away from the dwelling house
or usual abode of said minor between the hours of 10:00 p.m. and 6:00 a.m.

SECTION V — PARENT OR GUARDIAN DUTIES UPON DEMAND FOR CUSTODY:

In addition to any other authority he/she may have, any law enforcement officer who arrests a
minor for violation of any provision of this Ordinance is also empowered to demand that the
parent, guardian or adult having supervisorial custody of a minor take the minor into his/her
custody. If the parent, guardian or adult having supervisorial custody fails to respond or is
unavailable, the officer shall then be empowered to take the minor home; provided, however,
it shall be unlawful for any parent, guardian or adult having supervisorial custody of the minor
to willfully fail or refuse to take the minor into custody after such demand is made upon
him/her.

SECTION VI - ENFORCEMENT:

Before taking any enforcement action under this Ordinance, a peace officer shall ask the
apparent offender’s age and reason for being in a public place. The officer shall not issue a
citation or make an arrest under this Ordinance unless the officer reasonably believes that an
offense has occurred and that, based upon the circumstances, the minor’s responses and
conduct, no defense as provided in GCO 13-__ (lll) (1-8) is clearly present.

SECTION VII — SEPARATE OFFENSE:
Each violation of GCO 13-__ (ll) (1) and (2) shall constitute a separate offense.
SECTION VIII — PENALTIES:

1. First Offense: Any minor found in violation of this Ordinance for the first time shall be
required to perform not more than 10 hours of community service.

2. Second Offense: Any minor found in violation of this Ordinance for a second time shall be
required to perform not more than 20 hours of community service and pay a fine not to
exceed one hundred ($100.00) dollars.

3. Third Offense: Any minor found in violation of this Ordinance for a third or subsequent time
shall be required to perform not more than 20 hours of community service and pay a fine
not to exceed more than three hundred ($300.00) dollars.

4. An adult found in violation of this Ordinance shall be guilty of a petty offense punishable by
a fine of not more than three hundred ($300.00) dollars.



SECTION IX — SEVERABILITY:

If any section, subsection, sentence, clause, phrase or portion of this Ordinance is for any
reason held to be invalid or unconstitutional by the decision of any court of competent
jurisdiction, such decision shall not affect the validity of the remaining portions thereof.

SECTION X — PRESERVATION OF PEACE, HEALTH AND SAFETY:

Whereas, it is necessary for the preservation of the peace, health and safety of the minors and
residents of Gila County, Arizona, this Ordinance shall become effective from and after thirty
(30) days from the date of adoption by the Gila County Board of Supervisors.

PASSED AND ADOPTED by the Gila County Board of Supervisors this day of ,2013.

GILA COUNTY BOARD OF SUPERVISORS:

By:

Tommie C. Martin, Chairman

APPROVED AS TO FORM: ATTEST:

Bryan Chambers, Deputy County Attorney Marian Shepherd, Chief Deputy Clerk
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Information

Request/Subject
Proposed Revisions to the Gila County Merit System Rules and Policies Handbook

Background Information

The Gila County Merit System Rules and Policies handbook is revised from time to
time as state and federal laws change and when there are other issues that need to be
addressed with regard to Gila County employees. The Gila County Merit System
Rules and Policies are intended to provide guidance and direction and are not to be
construed as creating enforceable legal rights.

Evaluation

It has been more than 10 years since the Gila County Merit System Rules and Polices
handbook has undergone a complete review, from cover to cover. In order to remain
up to date with ever changing federal and state laws, Human Resources terms and
policies, implementation of new technology and clarification of sections, the proposed
revisions to the Gila County Merit System Rules and Policies has been reviewed by
the Chief Deputy Attorney, the Administration Team, the Management Team and the
Personnel Commission and it should be examined by the Gila County Board of
Supervisors to be adopted as needed.

Conclusion

The Gila County Merit System Rules and Polices handbook is a tool used by all
employees. The best tools are updated and replaced so that as time goes on they
remain effective and current.

Recommendation

It is recommended that the Gila County Board of Supervisors review and discuss the
proposed revisions to the Gila County Merit System Rules and Polices handbook
during this work session in order for the revision to be officially adopted at a future
Board meeting.

Suggested Motion



Information/Discussion regarding the proposed revisions made to the Gila County
Merit System Rules and Polices handbook. (Berthan DeNero)

Attachments
Proposed Changes to Merit System



Draft

GILA COUNTY MERIT SYSTEM RULES-AND POLICIES

RULE Policy 1 — Definitions

The following words and phrases used in these rules policies have the defined
meanings hereinafter set forth unless clearly indicated otherwise in the context.

1.1

1.2

13

14

1.5

1.6

1.7

1.8

1.9

1.10

1.11

1.12

“Accident”: A collision or similar incident involving an on duty County
employee, County vehicle and/or equipment that results in property
damage, personal injury or death.

“Administrative Leave”: Leave taken at the direction of the Appointing
Authority pending the result(s) of an investigation or in certain emergency
situations.

“Agency”: Any department, board, office, authority, or commission e

governmental-budget-unit operated within the governmental structure of
Gila County.

lacsificat] he basis of the duti | il {rod to. i

“Appeal”: A written request filed with the Commission by an employee
to challenge a suspension, demotion or termination gismissal or to request
relief from certain alleged unfair acts or conditions as set forth by these
policies.

“Appellant”: The employee filing an Appeal with the Commission.
“Applicant”: A person who has filed an application for employment.

“Appointing Authority”: The single administrative or executive head of
a County department, office, or authority er—geveramental-budgetunit
operated within the governmental structure of Gila County, or designee of
same.

“Appointment”: The offer and acceptance by a person of any position in
the County classified service in accordance with these policies rules.

“Armed Forces”: The United States Air Force, Army, Navy, Marine
Corps, Coast Guard, or Arizona National Guard.

“At Will”: Voluntary employment status which is subject to termination
by the employee or Gila County, with or without cause, and with or
without notice, at any time. Nothing in these policies shall be interpreted
to be in conflict with or to eliminate or modify in any way the
employment-at-will status of Gila County employees.

“Board”: The Gila County Board of Supervisors.
1



1.13

1.14

1.15

1.16

1.17

1.18

1.19

1.20

1.21

1.22

1.23

1.24

Draft

“Candidate”: An applicant approved for participation in the selection
process an-examination.

“Certification”: The referral of the names of qualified candidates
ehigibles by the Rersennel Human Resources Bireeter to the Appointing
Authority.

“Class”: A position or group of positions sufficiently similar in duties
and responsibilities for which that the same requirements for education,
experience, knowledge, ability and other qualifications may be demanded
of the—oeeupants se—that-and the same compensation schedule can be

applied equitably with-eguity.

“Class Specification”: The official description of the type and level of
duties and responsibilities of positions assigned to a class and the
necessary qualifications which a person must have possess in order to for
performing those duties.

“Classification Plan”: The orderly arrangement of positions under
separate and distinct classes on the basis of current duties and
responsibilities.

“Classrfred Servrce” Al pesitions—n-the-Ceunty-service,—except-those

Posrtlons are covered by these policies.
“Commission™: The Gila County Personnel Commission.

“Compensation”: The salary, wage, allowances and all other forms of
valuable consideration earned by or paid to an employee except
reimbursement for necessary expenses which have been authorized and
incurred.

“Compensatory Time”: Time off from work granted to an employee in
I|eu of monetary payment for hours Worked in excess of theeemployee—s

hours ina work week (Hours worked for Sherrff S Offrce IS drfferent)

“Consanguinity”: Having the same ancestry; related by blood or legal
adoption.

“Continuous Recruitment”: Recruitment under which applications are
received continuously after the job announcement has been made—to-that
effect

“Controlled Substances”: A drug or chemical whose manufacture,
possession, or use are regulated by a government. This may include illegal
drugs and prescription medications.

2



1.25

1.26

1.27

1.28

1.29

1.30

1.31

1.32

1.33

1.34

1.35

1.36

1.37

1.38

1.39

Draft

“County”: The Gila County Government.

“Days”: Calendar days unless these policies res otherwise explicitly
provide.

“Demotion”: A change in the assignment of an employee from a position
in one class to a position in another class having a lower range of pay
resulting from disciplinary action or at the request of the employee.

“Department”: A County governmental unit under the control of an
Appointing Authority which has a separate operating budget approved by
the Board of Supervisors.

“Director”: The Gila County Persennel Human Resources Director.
“Disability”: A physicalor mental impairment that substantially limits
one or more major life activities of the individual; a record of such an
impairment; or being regarded as having such an impairment.

“Direct. Threat”: A significant risk to the health or safety of others that
cannot be eliminated by reasonable accommodation.

“Discharge erBismissal”: The involuntary separation of a person from
County employment as a result of unsatisfactory service.

“Eligible”: An employee who has been laid off and is perser-who-has
qualified to be placed on a registry for certification.

“Emergency Appointment”: An appointment made during an actual
emergency to prevent the impairment of public business.

“Employee”: A person who is paid a wage, salary or stipend from public
monies in accordance with official entries on a County payroll.

“Essential Functions™: Activities that are determined by the employer to
be vital to successfully perform a particular job; these activities cannot be
modified.

“Exempt”: A job classification that is not subject to the Fair Labor
Standards Act.



1.40

1.41

1.42

1.43

1.44

1.45

1.46

147

1.48

1.49

1.50

Draft

13 H H 7.

“Full-Time”: The status of an employee who works 30 hours or more per
week.

“Grievance”: A-complaintby-an-employee-ofthe-County-concerning-the

complaint by an employee of the County concernlng unsafe or unhealthy
working conditions, alleged discrimination or alleged improper treatment,
or improper interpretation and application of policies governing personnel
practices and procedures or departmental werk rules.

“Hearing Officer”: An impartial person appointed by the Commission or
its chairman to preside over an appeal or other proceeding before the

Commission. as—a—Hearing—Officer—or—any—member—ofthe—Commission
designated-by-H-or-its-chairman-as-a-Hearing-Officer.

“Incident”: An event that involves injury or accident to an on duty
employee.

“Interactive Process”: A meaningful dialogue with the employee to find
the best means of accommodating a disability.

“Job. Announcement”: The official public notice of the County’s
intention to fill positions as they are, or become, vacant in the County
service.

“Layoff”: The separation of an employee from County service for
reasons which may include ef shortage of funds or work by reason of a
bona fide abolishment of a position, change in duties of the position or
reorganization within the agency.

“Military Leave”: The leave of absence status of a regular status or
probationary employee who temporarily vacates feaves a position in order
to serve in the Armed Forces of the United States or of this state in time of
national emergency or state emergency or for military training and who
has the right under Arizona law statutes relating to reinstatement of a
person after military service to return to his/her position or a like position.

“Non-Exempt”: A job classification that is subject to the Fair Labor
Standards Act.



1.51

1.52

1.53

1.54

1.55

1.56

1.57

1.58

1.59

1.60

1.61

1.62

1.63

1.64

Draft

“Overtime”: Hours worked by an employee in a non-exempt position in
excess of 40 hours per week.

“Part-Time”: The status of an employee who works 29 hours or less per
week.

“Pay Period”: A two (2) calendar week period of time during which an
employee is granted compensation according to the actual time worked.

“Pay Plan: Fhe-Ceunty-Pay-Plan A compensation policy adopted by the
Boardwhich assigns an appropriate salary range to each class of position.

“Payroll Authorization”: A form used by Gila County in order to
document the hiring, status change and termination of all County
employees.

“Policies”: The Gila County Merit System Rules-and Policies as adopted
from time to time by the Gila County Board of Supervisors.

“Position”: A specific office or employment, whether occupied or
vacant, involving duties requiring the services of one person.

“Probation”: A specific period of employment following appointment,
reemployment, transfer, promotion, or demotion. H-is-the-final-step-in-the

is-evaluated-

“Probationary Employee”: An individualwhe-is employed in-a-pesition
and who has not completed his or her period of probation.

“Promotion”: A change in the assignment of an employee from a
position in one class to a position in another class having a higher range of

pay.

“Reasonable Accommodation”: Applies to individuals with disabilities
and may include modifying existing facilities to be readily accessible to
and usable; job restructuring, part-time or modified work schedules, or
reassignment to a vacant position; acquisition of or modification to

5



1.65

1.66

1.67

1.68

1.69

1.70

1.71

1.72

1.73

1.74

1.75

Draft

equipment or devices; appropriate adjustment or modifications of tests,
training materials or policies, providing qualified readers or interpreters,
and other similar accommodations.

“Reasonable Person”: An imaginary person who is used as the legal
standard to determine whether or not an individual exercised appropriate
caution in an undertaking, or whether he/she exhibited negligence by not
taking the precautions that the hypothetical reasonable person may have
taken under the given circumstances, or by doing something that a
reasonable person would not have done.

“Reemployment”: After 90 days, F the return to the County Classified
service of a former employee who resigned in good standing frem-the

lacsifiod Servics.

“Register”: An official list of Eligibles placed in order of seniority for a

particular class or group of classes, placed—in—order—of—excelence
according—to—results—of the—examination, which shall be used by the

Appointing Authority for selection for appointments to positions in the
County Classified-service who were separated by layoff.

“Regular Status”: The status an employee achieves after the successful
completion of the #aitial original probationary period.

“Reinstatement”: The return to the County Classiied service of a former
employee in the County Classified service who was separated by layoff.

“Resignation”: | The voluntary- separation of an employee from
employment.

“Respondent™: The County agency or agencies whose interests are
adverse to those of the Appellant and erwhe witk-be directly affected by
the Commission’s decision.

“Reversion”: The return of an employee on promotional probation to a
position in the class in which the employee held regular status
immediately prior to the promotion.

“Selection Process: The evaluation process used to measure the skills,
abilities and qualifications of candidates.



1.76

1.77

1.78

1.79

1.80

1.81

1.82

1.83

1.84

1.85

1.86

1.87

1.88

Draft

“Separation Without Prejudice”: The removal, without appeal rights,
of an employee from the County service due to a reduction in force, the
lack of a position for an employee requesting to return from leave without
pay, or the inability of an employee to return to work at the conclusion of
a leave without pay.

“Suspension”: The temporary separation of an employee from a position
for disciplinary reasons.

“Temporary Appointment”: Appeintment-to-meeta-temporary-program
need—A short-term or interim assignment to.meet a pressing but
impermanent program need.

“Temporary Status”: A status of employment that is not regular status
and does not receive benefits.

“Termination”:  The involuntary separation of an employee from
employment.

“Transfer”: A change in the assignment of an employee from one
department to another.or from one position to another pesition-in-the-same

: o f her than dise Sl o

“Unclassified”: A position in the County service which has been
designated as unclassified by ARS 11-352 or resolution by the Board of

Supervisors  because—of —the—nature—of—Hs—appointment—and/or
responsibilitieswhich-is-exempt is not covered by these policies from-the
provisions-of- these-pohicies unless otherwise specified.

“Undue Hardship™: Unreasonable difficulty or expense which would
result if an employer took an action in response to a request for some type
of accommodation.

“Vacancy”; An allocated position in the County service which has
become vacant due to the resignation, transfer or termination of an
employee; or a newly allocated position which has not yet been filled.

“Veteran: Any person separated from active duty in the Armed Forces
of the United States (Army, Navy, Air Force, Marine Corps, National
Guard or Coast Guard) under honorable conditions.

“Volunteer”: Any person who works for the County without being paid.

“Wages”: For the purposes of these policies rHes, wages shall be defined
as provided in A.R.S. 8§23-350(5).

“Work Period”: A fixed and regularly recurring period upon which
overtime compensation may be calculated.



Draft
RULE Policy 2 — Declaration of Personnel Policy

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

2.1

2.2

2.3

2.4

Purpose: Basic guidelines for the implementation of personnel policy.

Statement of Intent and Authorities

A

These policies rues, as well as all other expressions of County policy, are not
intended to create any contractual rights or obligations and do not promise or
imply any fixed term or continuation of employment.

No oral agreements or understandings or promises exist, and if such are or
have been made, they are not authorized unless in writing by the Board of
Supervisors. No oral or written statements by any Gila County Elected
Official manager, Department Head, or Supervisor that conflicts with
anything in these policies rules is binding upon the Gila County Board of
Supervisors.

These policies rules are intended to provide guidance and direction and are not
to be construed as creating enforceable legal rights.

Modification by the Board of Supervisors: The policies, practices and procedures
contained herein or elsewhere may be modified or terminated at any time by the
Gila County Board of Supervisors for any reason.

Principles and Policies:  The following personnel principles, policies and
procedures are established by the Gila County Board of Supervisors.

A. No hiring authority other than the Board of Supervisors has any authority to

enter into any agreement for employees for any specified period of time or to
make any employment agreement contrary to these policies rules-except as
ratified by the Board of Supervisors.

Employment in the County workforce shall be based on qualifications and
free of personal and political considerations.

Employment shall comply with the Equal Opportunity Employment Act of
1972, the Fair Labor Standards Act of 1985 as amended, the Immigration
Reform and Control Act of 1986, the Americans with Disabilities Act of 1990
as amended by 2009, the Civil Rights Act of 1991, as well as other Federal
and State laws, rules, regulations and orders, which prohibit discrimination on
the basis of race, sex, color, age, religion, disability, Vietham or disabled
veteran status, national origin and applicable state statutes.

Positions having similar duties and responsibilities shall be classified and
compensated for on an equitable basis.




2.5

2.6

2.7

2.8

2.9

2.10

Draft

Replacement of Prior Policies Rules: These rules polices supersede all previous
rules, policies and procedures, which have applied to employees. All rules,
policies and procedures adopted on a departmental basis will remain in full force
and effect, except to the extent that the same are in conflict with these rules.

Severability: If any provision of these policies rttes or their application to any
persons or circumstances is held invalid, the remainder of the policies rues or the
application of such provisions to other persons or circumstances shall not be
affected.

Conflict with Federal and State Laws, Regulations, Statutes, or Standards: Any
provisions of these policies rules which conflict or are inconsistent with Federal
and State laws, regulations, statutes or standards shall be deemed null and void.

Exemptions: These policies rules shall apply to all classified positions in the
County service. Unclassified positions are not covered by these policies rules
unless otherwise specified. Unclassified positions include but are not limited to:

County Administrator (Manager);
Deputy County Administrator (Manager);
Assistant County Administrator (Manager);
Chief Deputy to Elected Officials;
Department Directors;
Deputy Directors, not to exceed three in each department;
One position in each department that reports directly to the director or deputy
director as designated by the director and deputy director
Clerk of the Board of Supervisors;
Elected Officials;
Administrative Assistants to Directors/Elected Officials;
Executive secretaries;
Undersheriff;
. Deputy County Attorney;
Probationary and temporary employees;

@MMoUOw»

ZICA=T X

Should any position covered by these policies rules become an exempt position
under these policies rules, either by operation of law or amendment done pursuant
to these rules, any employee occupying such position at the time of the change
may elect to remain covered by these policies rules. Such election must be made
in writing and submitted to the Rersennel Human Resources Director within thirty
(30) days of notification of the change in status of the position.

Delegation of Authority: Unless otherwise stated by law or in these policies rules,
an Appointing Authority may delegate any authority granted to the Appointing
Authority in these policies #Hes.

Service of Notice: Unless otherwise provided by law or these policies rules,
whenever any notice, paper or document is to be served upon any person, party or
agency by the Director, such service may be accomplished by any of the
following methods:



COw>

Draft

Personal service;

Service by certified or registered mail,

Service by first class mail;

Service by any other method designated by the Director which will provide
reasonable notice of the matter.

10
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RULE Policy 3 — Personnel Commission

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

3.1

3.2

3.3

3.4

3.5

3.6

Purpose: Is to be in position to hold hearings at the request of classified
employees.

Members of the Commission shall be selected from among the qualified electors
of the County and shall be familiar with the Merit System Rules-and Policies. No
more than three (3) of such members shall be from the same political party.

Each member shall hold office for a term of four (4) years or until his successor is
appointed and qualified. Of the members first appointed, two (2) shall serve for a
two (2) year term, two (2) for a three (3) year term, and one shall serve a four (4)
year term, and such members shall determine, by lot, the length of their terms.
Appointment to fill a vacancy caused by other than expiration of term shall be for
the unexpired portion of the term.

A member of the Commission may be removed by the Board for cause. Any one
of the following shall constitute the resignation of a Commissioner and authorize
the Board to appoint a new member to fill the unexpired term so vacated:

B. Becoming a candidate for any elective public office;
C. Accepting any appointive office or employment in County service.

The Commission shall elect one (1) of its members Chairperson. Three (3)
members shall be present to constitute a quorum for the transaction of business.
A majority of the quorum shall constitute a majority vote.

The Commission shall perform duties as are necessary to carry out the provisions
of these policies rules. In addition to the duties imposed upon it elsewhere, it
shall be the duty of the Commission:

A. To suggest such policies rules as it may find necessary or appropriate for
administration of the Merit System Rules-and Policies;

B. To advise the Board and Director of problems concerning personnel
administration;

C. To advise and assist in fostering the interest of institutions of learning, civic,
professional, and employee organizations in the improvement of personnel
standards in the County service;

D. To make annual-reports-and-sueh special reports as it considers desirable to
the Board regarding personnel administration in the County service and
recommendations for improvements.

11



3.7

3.8

3.9

Draft

Meetings: The Commission shall hold meetings in accordance with the Arizona
Open Meeting Act, A.R.S. §38-431, et.seq.

A. The Commission shall meet at such times and places as shall be specified by
call of a majority of the Commission or Chairperson;

At least one (1) meeting shall be held-treach-guarter-annually;

All meetings shall be open to the public;

At least five (5) days’ written notice of each meeting shall be given by the
Persennel Human Resources Director to each member not joining in the call;
E. Three (3) members shall constitute a quorum for the transaction of business.

OCOw

Agenda: All matters to be presented for consideration by the Commission at a
regular or special meeting shall be placed on the Commission’s agenda without
undue delay. The agenda shall be mailed to each member of the Commission and
shall be posted in accordance with A.R.S. §38-431.02.

Minutes: The Human Resources Director shall provide for the recording of the
official actions of the Commission in its minutes. The time and place of each
meeting of the Commission, the commissioners present, all official acts of the
Commission, and when requested, a commissioner’s dissent and their reasons
shall be recorded in the minutes. The Human Resources Director shall cause the
minutes to be transcribed and presented for approval or amendment at the next
meeting. The minutes or a true copy thereof shall be open to public inspection.

12
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RULE Policy 4 — Discrimination in Employment

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

4.1

4.2

4.3

4.4

4.5

Purpose: Gila County will create an environment free of discrimination,
harassment and retaliation for employees who report acts of harassment and
discrimination, in accordance with Federal and State laws.

Statement of Policy: Gila County shall not discriminate against an individual in
violation of State or Federal law or regulation in terms of race, color, religion,
sex, age, national origin, disability, or Vietnam or disabled veteran status.

Discipline: Any employee found to have subjected another employee, vendor,
contractor or a member of the public to discrimination as defined by this policy
rule shall be subjected to disciplinary action up to and including dismissal
termination in accordance with the provisions of these policies ftes.

Reprisals: Retaliation: An employee shall not take any disciplinary or punitive
action against another employee which impedes or interferes with that employee’s
exercise of any right granted under the law or these policies reles. Any employee
or agency representative who is found to have acted.in reprisal retaliation toward
an employee as a result of the exercise of the employee’s rights may be suspended
without pay for a period not to exceed 30 days or terminated disrissed.

Reporting a Complaint

A. Every employee of Gila County has an affirmative duty to maintain a work
place free of harassment and intimidation. Complaints or reports of sexual
harassment should be taken by an employee directly to the Persenrel Human
Resources Director. Elected Officials, Supervisers Department Heads or
DepartmentHeads Supervisors who receive complaints or reports of sexual
harassment must immediately inform the Rersennel Human Resources
Director of such complaints. While this policy does not create any cause of
action, each Elected Official, Department Head and Supervisor should be
aware that they may be personally named in a lawsuit alleging personal
responsibility and financial liability for complaints or reports of sexual
harassment if they do not immediately inform the Human Resources Director.
The Personnel Human Resources Director will expedite an investigation into
the allegations. Confidentiality of all parties involved in a sexual harassment
charge shall be respected, except to the extent that it does not interfere with
the County’s legal obligation to investigate allegations of misconduct and to
take appropriate action.

B. After investigation, the Rersennel Human Resources Director will issue a
written finding. If a basis is found for the complaint, the Perseanel Human
Resources Director shall make recommendations of disciplinary action up to

13



4.6

Draft

and including dismissal termination of the offending party in accordance with
the provisions of Gila County Merit System Rules-and Policies.

C. If no basis is found for the complaint, the complaining employee shall be
notified in writing. Classified employees may file a grievance in accordance
with Policy Rule 22.1.A to the Personnel Commission within ten (10) days of
receiving such notification. Any such review by the Personnel Commission
shall be conducted according to time limits and other limitations imposed by
the Gila County Merit System Rules—and Policies. Unclassified employees
have no grievance appeal rights.

Sexual Harassment: The purpose of this policy is to clearly establish Gila
County’s opposition to and disapproval of any unwanted actions and advances of
a sexual nature arising out of the work place situation which adversely impacts an
employee’s ability to perform the duties of his/her position. This policy also
provides a mechanism to employees for filing complaints of sexual harassment.

A. All employees of Gila County, regareless-of-sex; have a right to work in an
environment free of unsolicited advances, innuendoes and actions of a sexual
nature which create a hostile or offensive working environment or which
otherwise impair their ability to perform their assigned duties.

B. Sexual harassment is defined as:

1. Unwelcome or unwanted sexual advances which includirge but are not
limited to petting, pinching, brushing up against, hugging, cornering,
kissing, fondling, back rubs or other such behavior, visual sexual
harassment, ribald jokes, flirting, propositions or suggestive compliments,
profanity and obscene gestures, or any physical conduct or contact that is
considered unacceptable by a reasonable person anetherindividual.

2. Unwelcome or unwanted requests or demands for sexual favors, including
subtle or blatant expectations, pressures, or requests for any type of sexual
favor accompanied by implied or negative consequences concerning enes
an employee’s employment status or submission to or rejection of sexual
conduct is used as the basis for employment decisions affecting applicant.

3. Verbal abuse, bantering or teasing that is sex oriented and is considered
unacceptable by a reasonable person anether—individual. This includes
innuendoes, jokes, sexual oriented comments that offend others.

4. Displaying an intimidating, hostile or offensive attitude because of
rejected sexually oriented demands, requests, physical contact or attention.

5. Interfering with a co-worker’s performance by exchanging unwanted
sexual attentions, or sexually oriented conduct that reduces personal
productivity or safety on working time.

6. Condoning a working environment that is not free of sexually oriented
innuendoes or any other actions of a sexual nature that could offend a
reasonable person ethers.

C. Discipline: Any employee found to have subjected another employee, vendor,
contractor or a member of the public to sexual harassment as defined by this
policy shall be subjected to disciplinary action up to and including dismissal
termination in accordance with the provisions of the Gila County Merit
System Rules-and Policies.

14
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D. Responsibility

poliey; to bring sueh alleged harassment to the attention of the Persennel
Human Resources Director.

Elected Officials, Supervisers Department Heads and DepartmentHeads
immediate Supervisors who become aware formally or informally of
situations which could potentially involve sexual harassment must notify
the Rersennel Human Resources Director immediately. While this policy
does not create any cause of action, each Elected Official, Department
Head and Supervisor should be aware that they may be personally named
in a lawsuit alleging personal responsibility and financial liability for
complaints or reports of sexual harassment.f they do not immediately
inform the Human Resources Director. It shall be the responsibility of the
Personnel Human Resources Director to enforce the provisions of this
policy and make such investigations as he/she deems appropriate.
Reprisals, Retaliation in any form, by any employee or immediate
supervisor against any complaining employee or participating witness
shall not be tolerated.

It shall be the responsibility of all Elected Officials, ard Department
Heads and immediate Supervisors to ensure compliance and enforcement
of the provisions of this policy within their respective departments.

Gila County will provide Prevention of Sexual Harassment training on an
annual basis.

Other Harassment and Discrimination: This section is to clearly establish that
Gila County adheres to all Federal and State laws prohibiting unlawful
harassment and/or discrimination. It is the policy of Gila County to treat each
employee equitably, to provide communication channels to resolve harassment
and discrimination concerns, and thereby support a safe and productive work
environment for all County employees.

A. Gila County prohibits discrimination and harassment based upon race, sex,
color, age, religion, disability, Vietnam or disabled veteran status, national
origin and applicable state statutes.

B. This policy shall extend its coverage to all employees in the classified and
unclassified services as defined in the Gila County Merit System Rules-and
Policies without regard to status.

C. The following lists identify some examples of potential harassment or
discrimination covered by this policy. This list is not all inclusive and other
situations not included here may also constitute harassment and/or
discrimination.

1.

2.

Discriminatory employment decisions — in the absence of a bona fide
occupational qualification, or ability to reasonably accommodate, basing
employment decisions such as hiring, promotions, terminations, transfers,
reduction in force, etc., on non-job related criteria.

Jokes, stories, comments, pictures, e-mail, publications, etc., portraying an
individual or group of individuals in a negative light.
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3. Exclusion - in the absence of a bona fide occupational qualification, or

ability to reasonably accommodate; excluding or ostracizing people from
workplace or work related activities.

Hostile Work Environment: This section is to clearly establish that Gila County
adheres to all Federal and State laws prohibiting unlawful harassment. It is the
policy of Gila County to treat each employee equitably, to provide
communication channels to resolve harassment concerns, and thereby support a
safe and productive work environment for all County employees.

A. A hostile work environment exists when an employee experiences workplace
harassment and fears going to work because of the‘offensive, intimidating, or
oppressive atmosphere generated by the harasser:

The anti-discrimination statutes governing hostile-werk environment are
not a general civility code. Thus, Federal law does not prohibit simple
teasing, isolated offhand comments, or isolated inci that are not

extremely serious. Rather, the eonduct musxe SO objecti

to alter the conditions of the individual’s yment. The conditions of
employment are altered only if the harassment culminates in a tangible
employment action or«is sufficiently sever&pervasive to create a hostile
work environment. ;

reporting, discipline and responsibility procedures for any alleged

discrimination or harassment are the same as Policy Rule 4.5 4B-E—and-F C, D
and E.

A
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RULE Policy 5 — Claims of Constructive Discharge (A.R.S. §23-1502)

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

5.1 Purpose: To provide a guideline to employees for a claim of constructive
discharge.

5.2  Asa precondition to the right to bring a constructive discharge claim against Gila
County, employees are required to take each of the following actions before
deciding whether to resign:

A. The employee must notify the Persennel Human Resources Director, in
writing, that a working condition exists that the employee believes is
objectively so difficult or unpleasant that the employee feels compelled to
resign or intends to resign.

B. Following that, Gila County must be given at least fifteen (15) calendar days
to respond in writing to the employee’s written communication. Gila
County’s response is not deemed an admission by Gila County that it
committed any act that gives rise to any claims or cause of action by the
employee.

C. Once Gila County has responded, the employee must read and consider the
response.

5.3  Anemployee may use available annual or compensatory time of up to fifteen (15)
calendar days while waiting for the employer to respond to the employee’s written
communication about the employee’s working condition. If no leave is available,
an employee may take unpaid leave efup to cover the fifteen (15) calendar days.

NOTICE

An employee is encouraged to communicate to the employer whenever the employee
believes working conditions may become intolerable to the employee and may cause the
employee to resign. Under Section 23-1502, Arizona Revised Statutes, an employee may
be required to notify an appropriate representative of the employer in writing that a
working condition exists that the employee believes is intolerable, that will compel the
employee to resign or that constitutes a constructive discharge, if the employee wants to
preserve the right to bring a claim against the employer alleging that the working
condition forced the employee to resign.

Under the law, an employee may be required to wait for fifteen (15) calendar days after
providing written notice before the employee may resign if the employee desires to
preserve the right to bring a constructive discharge claim against the employer. An
employee may be entitled to paid or unpaid leave of absence of up to fifteen (15) calendar
days while waiting for the employer to respond to the employee’s written communication
about the employee’s working condition.
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RULE Policy 6 — Standards of Conduct

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

6.1

6.2

6.3

6.4

Purpose:  To clarify guidelines for Gila County employees conduct and
professional appearance.

General: In addition to statutory prohibited conduct, a violation of the standards
of conduct listed in sub-section 2 6.3, 3 6.4, 6.5 and 4 6.6 below, is cause for
discipline or dismissal termination of a County employee.

Required Conduct- County employees shall:

A

Maintain high standards of honesty, integrity, and impartiality, free from any
personal considerations, prejudice, personal ambition, favoritism, or partisan
demands.

Be courteous, considerate and prompt in dealing with and serving the public.
Conduct themselves in a manner that will not bring discredit or
embarrassment to the County.

Prohibited Conduct- County employees shall not:

A

B.

Use their official position for personal gain or attempt to use, or use,
confidential information for personal advantage.

Permit themselves to be placed under any kind of personal obligation which
could lead any person to expect official favors.

Perform any act in a private compensated capacity related to the employee’s
scope of work at the County which may be construed to be an official act
without prior written approval of the Board of Supervisors.

. Accept or solicit, directly or indirectly, anything of economic value as a gift,

gratuity, favor, entertainment, or loan which is, or may appear to be, designed
to influence the employee’s official conduct. This provision does not prohibit
acceptance by an employee of food, refreshments, or unsolicited advertising
or promotional material of nominal value, i.e. $25.00.

Directly or indirectly use or allow the use of County property of any kind,
including property leased to the County, for other than official activities. All
employees have a positive duty to protect and conserve County property,
including equipment, supplies, and other property entrusted or issued to them.
Engage in outside employment or other activity which is not compatible with
the full and proper discharge of the duties and responsibilities of County
employment, or which tends to impair the employee’s capacity to perform the
duties and responsibilities in an acceptable manner.

Inhibit a County employee from joining or refraining from joining an
employee organization.
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Conflict of Interest

A

Conflict of interest laws (A.R.S. 8§38-501 et.seq.) must be scrupulously
observed. Employees must disclose their interest, if any, in the official
records of Gila County and shall not participate in or vote for any contract,
sale, purchase, or service in which they have an interest.

Dress and Grooming Code

A. Employees are expected to present themselves in a professional, businesslike

image to co-workers and the public in regards to the job function performed.
Appropriate personal appearance is an ongoing requirement of employment
with Gila County. The Appointing Authority reserves the right to determine
what are appropriate standards and attire.

Employees should recognize that some people have sensitivity to and/or are
allergic to various fragrant products. Please use scents conservatively.

All employees should wear their County issued identificati dges while on
duty. Badges should be worn so they are visible it all times.

N

£

\
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RULE Policy 7 — Political Activity

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

7.1

7.2

7.3

Purpose: Prevention of Gila County employees from using their position, work
time or public monies to engage in political activity.

Statement of Policy: Gila County employees have the right to vote as they choose
and to entertain and express personal opinions about political candidates. When
performing their duties on behalf of Gila County, employees must refrain from
political activity while on duty or at public expense. Fhis—policy—covers—all

Scope

A. Prohibitions and Exceptions: No employee of Gila County shall:

1. Use any political endorsement in connection with any appointment to a
position in County service; or

2. Use or promise to use any official authority orinfluence for the purpose of
influencing the vote or political action of any person for any
consideration; or

3. Be a candidate for nomination or election to any paid partisan public
office, or take any part in the management of any political campaign or
recall effort; or

4. Except for expressing his/her opinion or pursuant to A.R.S. 816-402,
engage In activity permitted by this order while on duty, or at public
expense.

B. When an employee, as defined by this policy, publicly declares
himself/herself a candidate, allows himself/herself to be held out as a
candidate, or circulates nomination petitions or allows nomination petitions to
be circulated on his or her behalf, {s}he/she must resign his/her position from
County employment. Public declaration or announcements means making a
statement in the print or electronic media, or at a public meeting or gathering.

C. Any employee during off duty hours may:

1. Attend meetings for the purpose of becoming informed concerning the
candidates for public office and the political issues.

2. Make, solicit, or encourage contributions to candidates, political parties or
campaign committees contributing to candidates or advocating the election
or defeat of candidates.

3. Sign and/or circulate candidate nomination or recall petitions.
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Nonpartisan Political Activity: County employees may be a candidate for and
may serve in a nonpartisan elected or appointed public office, whether paid or
not, including, but not limited to school boards, community college district
governing boards and city or town councils, subject to A.R.S. 838-501 et seq.
However, a County employee shall be prohibited from engaging in any
activity resulting from the nonpartisan election or appointment to public office
that is in any way adverse to or in conflict with the policies or interests of Gila
County.

Penalties: A County employee who violates any provision of these policies

shal may be subject to suspension-of-notless-than-seven{f)-days-hormere
than-thirty (30)-days-or-dismissal-from-County-serviee disciplinary action up

to and including termination.
Protection of Civil Liberties: Nothing contained in these policies shall be
construed as denying any County employee their civil or political liberties as
guaranteed by the United States and Arizona Constitutions.
Employees not Qualified for Exemption:  Employees subject to the Hatch Act
are prohibited from taking active part in political management or in political
campaigns; this includes the holding of the office of precinct committeemen,
ward committeemen, etc., or service on or for any committee of a political
party organization. An employee is subject to the Hatch Act if his/her salary
is paid in whole or part through Federal grants or Federal monies other than
revenue sharing funds.

Precinct Committeemen: Employees in both the classified or unclassified

service who are not subject to the Hatch Act may hold the office of precinct

committeeman or any derivative office.

Retaliatory Conduct Prohibited

1. A person shall not solicit any employee to engage or not engage in
activities permitted by this order with the direct or indirect use of any
threat, intimidation or coercion including threats of discrimination,
reprisal, force or any other adverse consequence including the loss of any
benefit, reward, promotion, advancement or compensation.

2. A person shall not subject any employee engaging in activity permitted by
this order to any direct or indirect discrimination, reprisal, force, coercion,
intimidation or any other adverse consequences including the loss of any
benefit, reward, promotion, advancement or compensation.

3. A person shall not subject any employee who chooses not to engage in any
activity permitted by this order to any direct or indirect discrimination,
reprisal, force, coercion or intimidation or any other adverse consequence
including the loss of any benefit, reward, promotion, advancement or
compensation.

Use of County Resources

1. No County expenditure (direct or indirect) may be used to influence the
outcome of an election. A.R.S. 811-410(A). This prohibition includes
any use of County resources, including but not limited to personnel,
equipment, material, building or other resource on behalf of one candidate
vs. another candidate, or for or against a proposition or measure.

2. No public resources may be expended or directed for private benefit.
(Const. Art. IX, Sec. 7). A partisan campaign is a personal or private
endeavor. Aid, whether by direct or indirect use of County funds or
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resources, to any private or partisan campaign is in violation of the
Constitution. Such a use of County funds or resources directly or
indirectly for a partisan campaign is not within any of the County’s
powers granted by the State. (e.g., A.R.S. 8§11-251 et seq).

K. Electioneering or Influencing the Outcome of an Election

1.

~

Arizona Revised Statutes do not offer specific definitions, but rely on
common sense interpretations of these words and applying them to the
specific fact situation to determine if political activity or electioneering
has occurred, or if the outcome of an election has been influenced.
Nevertheless, even neutral activities can be perceived as advocacy instead
of informational. Neutral activities must be examined on a case by case
basis and may be considered to be political activity or electioneering
depending on the nature, tenor and timing of the activity, the audience
being targeted, and whether or not the activity may bestow an unfair
advantage on one of several competing interests.

Only neutral, factual information on the election may be provided on duty
or using any County resource (including but not limited to telephone,
copiers, vehicles, office, fax, signs, etc.) “Bumper stickers related to an
election may be placed on private vehicles but not on County vehicles.
The County will restrict its public information and advertising (on the
internet web site or telephone voice mail systems) to neutral information
and may distribute 1) the official action of the Board of Supervisors
documenting their actions on the question, calling the election and canvass
of returns; 2) publicity pamphlet; 3) sample ballots; 4) early voting
requests. All of these communication tools will be scripted for neutral
messaging and advising citizens if they are interested in how they can
request any of these materials.

No County offices, resources or property will be used to influence the
outcome of an election.

No petitions for the purpose of collecting signatures will be displayed or
circulated on any County property.

No campaign signs will be placed on any County property.

No advertising or flyers pro or con about an election, candidates or ballot
issues will be available or distributed at any County facility. Advertising,
flyers or campaign signs displayed on any County property or displayed
within 75 feet of the main entrance of an early voting site may be removed
and disposed of without prior notification to any individuals or parties.
The County is not obligated to notify any individuals or parties of the
removal or disposal of advertising, flyers or campaign signs after the
removal has taken place. The County is not obligated to return any
removed advertising, flyers or campaign signs to any individual or party.
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RULE Policy 8 — Employment of Relatives

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

8.1 Purpose: To clarify supervisory and appointment structure.

8.2  Pursuant to A.R.S. 838-481, no official of the County, whether elected or
appointed, shall appoint or vote for the appointment of any person related by
marriage or consanguinity within the third degree or legal adoption.

8.3  Additionally, it shall be the County policy that no person who is related by

marriage or consanguinity within the third degree to another within the County
service shall supervise or be supervised by that person.
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RULE Policy 10 — Brugs-and Alcohol and Controlled Substances

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

10.1 Purpose: Gila County will establish and maintain a safe work environment and
workforce free from the effects of alcohol and controlled substance abuse.

10.2 Statement of Policy

A. The Board of Supervisors of Gila County is committed to programs that
promote safety in the workplace, employee health and well-being, and public
confidence. Consistent with the spirit and intent of this commitment, Gila
County has a zero tolerance pelicy when it comes to the use, possession, or
distribution of drugs—and alcohol or controlled substances on the job by
employees. Employee abuse of drugs—and alcohol or controlled substances
adversely affects job performance and employee morale, jeopardizes employee

safety, and undermlnes publlc confldence 1he4gea:l—ef—th4s—pel+ey—rs—teestabhsh

th&eﬁeet&ef—d&@—and—aleehel—abus&

B. With respect to mandated drug-and alcohol and controlled substance testing of
CDL operators, the provisions of this policy affecting CDL operators complies
with the Omnibus Transportation Employees Drug Testing Act of 1991 and in
accordance with Title 49 Code of Federal Regulations, Parts 40, 382 and 391,
Subpart H.

10.3 Employees Subject to Testing

A. All County employees shall be subject to post-accident/incident and reasonable
suspicion testing. previsions-of this-pohicy-shat-apply-to-aHl-County-employees.
B. Additionally; The positions noted below are designated as “safety sensitive” and
shall be subject to the pre-employment and random testing of this policy.
1. CDL Operator
2. AZ POST certified officers and any employee who is issued a departmental weapon
3. Detention Officer
4. Jail Medical Staff
C. Those positions whose job functions which are listed below shall be designated
as “safety sensitive” and subjected to random testing.
1. Dispatchers/911 Dispatchers
2. Employees routinely assigned to work in close proximity with County/State
inmates
3. Employees working with the Gila Employment and Special Training
program
4. Employees who enter the homes of others
5. Employees who handle money on a regular basis
6. Employees who give shots, such as Nurses
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Employees who have access to tranquilizer supply and guns, such as Animal
Control Workers and Animal Regulations Enforcement Officers

10.4 Prohibitions

A. Employee abuse of alcohol or controlled substances compromises the safety of
employees and the public it serves. Gila County prohibits the manufacture, use,
sale, distribution, presence in the body, and presence on County property of
prohibited controlled substances and alcohol by all employees in the workplace
and further prohibits:

1.

Alcohol concentration: No employee shall report for duty or remain on duty
while having an alcohol concentration of 0.02  or greater. No
manager/supervisor having actual knowledge that an employee has an
alcohol concentration of 0.02 or greater shall permit the employee to
perform or continue to perform work assignments.
Alcohol on-duty use: No employee shall use alcohol while performing work
assignments. No manager/supervisor having actual knowledge that an
employee has used alcohol within the previous four hours shall permit an
employee to perform or to continue to perform work assignments.
Alcohol pre-duty use: No employee shall perform work assignments within
four hours after using alcohol. No manager/supervisor having actual
knowledge that the employee has used alcohol within four hours shall
permit an employee to perform or continue to perform work assignments.
Use following an accident: No employee required to take a post-accident
alcohol test shall use alcohol for eight hours following the accident, or until
he/she undergoes a post-accident alcohol test, whichever occurs first.
Refusal to submit to a required alcohol or controlled substance test: No
employee shall refuse to submit to-a post-accident alcohol or controlled
substances test, a random alcohol or controlled substances test, a reasonable
suspicion alcohol or controlled substances test, or a follow-up alcohol or
controlled substances test. No manager/supervisor shall permit an employee
who refuses to submit to such tests to perform or continue to perform work
assignments. If an employee refuses to submit to the required testing, the
manager/supervisors ‘and/or County official will inform the employee that
refusal to submit to testing shall be considered a failure of the testing
requirement and the employee will be placed on administrative leave with
pay pending a review of circumstances. Barring any extenuating
circumstances, refusal of testing shall result in disciplinary action up to and
including termination. The employee shall be offered transportation home
to prevent additional safety and liability concerns associated with driving
under the influence.
Controlled substances use
a. No employee shall report for duty or remain on duty requiring
performance of work assignments when the employee uses any
controlled substances, except when the use is pursuant to the instructions
of a licensed medical practitioner who has advised the employee that the
substance will not adversely affect the employee’s performance abihity

to-safehyroperate-a-vehicle-orequipment.
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b. No manager/supervisor having actual knowledge that an employee has
used a controlled substance shall permit the employee to perform or
continue to perform work assignments.

c. An employee shall inform the-Persennel-Bepartment Human Resources
of any therapeutic controlled substance drug prescription that may
adversely affect his work performance.

7. Controlled substances testing: No employee shall report for duty, remain on
duty or perform work assignments if the employee tests positive for
controlled substances. No manager/supervisor having actual knowledge that
an employee has tested positive for controlled substances shall permit the
employee to return to duty.

10.5 Required Tests

A. “Safety Sensitive”: Employees and prospective employees ineluding—CBL
operators—whose positions are designated as “safety sensitive” are subject to
alcohol and controlled substances testing under the following circumstances:

1. Pre-employment testing (certain “safety sensitive” positions).
2. Post Accident/Incident testing.

3. Random testing.

4. Reasonable suspicion testing.

B. Non-“Safety Sensitive”: Employees who do not occupy designated “safety
sensitive” positions are subject to alcohol and controlled substances testing
under the following circumstances:

1. Post Accident/Incident testing.
2. Reasonable suspicion testing.

C. Controlled substance testing is conducted based on the analysis of a urine
sample provided by the employee or potential employee. The controlled
substances selected do not have a legitimate medical purpose and are widely
abused. Tests for the following controlled substances and their metabolites
shall be performed but not limited to: Marijuana, Cocaine, Opiates,
Phencyclidine (PCP), and Amphetamines.

D. Alcohol testing shall be conducted by Evidential Breath Test (EBT). The EBT
test identifies the concentration level of alcohol within the body.

10.6 Testing Procedures

A. The procedures and supervisory responsibilities are defined for each required
test as follows:

1. Pre-Employment Testing: Following an offer of employment to a potential
employee for any specific “safety sensitive” positions identified-as—safety
sensitive and prior to the first day of employment, the following shall take
place:

a. The potential employee shall be informed that employment is
conditional pending results of a controlled substance test.

b. The controlled substance test must result in a verified negative. A
potential employee who fails a pre-employment drug controlled
substance screen shall not be hired.
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c. Required pre-employment controlled substances testing shall be
coordinated by Human Resources Persennel.

(Items “d” through “g” below pertain to positions requiring a CDL operator’s permit)

d. In accordance with 49 CFR part 40.25, newly employed CDL operators
must provide the-Persennel-Department Human Resources with written
consent to acquire his/her previous employer(s) information concerning
participation in a drug—and alcohol or controlled substance testing
program for the past two years. This information is only required if the
employee performed safety sensitive functions as a CDL operator for the
previous employer.

e. PRersennel Human Resources must provide to the previous employers of
the past two years a written authorization from the CDL operator for
release of the required information. The release of this information may
take the form of personal interviews, letters or any other method that
ensures confidentiality.  Gila County shall maintain a written,
confidential record with respect to each past employer contacted.

f. The potential employee may not be employed if the information
obtained indicates the potential employee has tested positive for
controlled substances drugs, tested at or above 0.04 breath alcohol
concentration, or refused to test unless it can be established that he/she
has completed the return to duty requirements as set forth in 49CFR part
40 Subpart O.

g. Under no circumstances shall a newly hired operator be allowed to
perform safety sensitive duties for more than 30 days following date of
hire without confirming the information required in paragraphs d, e and f
above.

2. Post Accident/Incident Testing: When any County employee is involved in

an accident/incident acetdent—while—operating—a—County—vehiele, the
employee shall submit to drug-ané alcohol and controlled substance testing

purstant—to—the—following—guidelines.  The testing should be done

immediately, but no later than 8 hours after the accident in the case of
alcohol testing, and 32 hours after the accident for controlled substances.

a. Aeerdenfe&requmng%esm@

b. When a required drug—er alcohol or controlled substance test has not
been administered within four hours, a report stating the reason a test
was not promptly administered shall be written by the
manager/supervisor which may result in disciplinary action up to and
including termination for either/or both the employee and the

manager/supervisor. the-timeframesbelowfollowing-the-accident—the
following actions shall be taken:
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c. The following steps shall be followed by the supervisor in all post
accident testing:
1. All injuries shall be treated first.
2. The employee and the supervisor shall cooperate with all law
enforcement officers.

4. The supervisor will explain to the employee that testing is required
to ensure that drugs—er alcohol or controlled substances were not a
contributing factor in the accident.

it drivi tor the infl .
(b) If the employee agrees to the testing, a

4. The supervisor or someone in authority will transport the employee
to the designated testing facility collection site. The supervisor or
someone in authority will remain at the collection site with the
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employee, but shall not go into the examination room or sample
collection room.

5. After the sample collections are obtalned the supervisor shall
contact-Risk-Management-to-determine-if-the employee may not be
allowed to return to duty and may be placed on administrative leave
with pay pending the results er-provided-with-transpertation-heme.

3. Random Testing: Fhe—Personnel—Department Human Resources shall

conduct unannounced random selection of employees in safety sensitive
positions for both the controlled substance and alcohol testing. A
statistically verifiable computer-generated random selection process shall be
used to select the appropriate percentage of employees from each pool to be
tested. In addition, Persennel Human Resources may also conduct a 100%
test of all eligible individuals all at one time on an annual basis.

b. Any selected employee who is absent from duty on the date designated
for _random testing will not be informed of the selection and will
automatically be added to the following testing period.

c. The testing will be evenly distributed throughout the year. Specimen
collection will be done on different days of the week througheut-the

d. Sample collection for random drug controlled substances testing and
breath alcohol testing will be conducted at one or more designated and
certified collection sites.

4 Reasonable Suspicion Testing: Reasonable suspicion of drug-er alcohol or
controlled substance use by an employee may be established by observation
or report of the employee’s behavior, admission by the employee, and/or
evidence of conduct that shows impairment or shows physical signs of being
under the influence. Upon determining that reasonable suspicion exists, the
employee shall be required to submit to drug—andfer alcohol and/or
controlled substance testing.

a. The decision to require testing for reasonable suspicion will be based
upon objective observation by two or more supervisors or County
officials, at least—one—of which—has—been—trained—to—makesuch—a
determination.  Once a determination has been made that there is
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reasonable suspicion to believe that the employee’s behavior warrants

testing, the following actions must be taken:

1. The supervisors and/or County officials must contact the Risk
Management Safety—Officer or designee prior to any action being
taken.

2. If there is agreement that testing is warranted, the supervisors, and/or
County officials must inform the employee of their observation.
This discussion MUST TAKE PLACE IN A PRIVATE
SETTING. The supervisors and/or County officials are required to
explain that they have reasonable suspicion to believe that this
behavior warrants testing.

b. Refusal to Submit: If the employee refuses to submit to the required
testing, the supervisors and/or County official will inform the employee
that refusal to submit to testing shall be considered a failure of the
testing requirement and the employee will be placed on administrative
suspension with pay pending a review of circumstances. Barring any
extenuating circumstances, refusal of testing shall be considered grounds
for dismissal. The employee shall be offered transportation home to
prevent additional safety and liability concerns associated with driving
under the influence.

c. Agrees-to-submit: H-the-employee-agrees-to-the-testing,—a The supervisor
will transport the employee to the designated testing facility collection
site. The supervisor will remain at the collection site with the employee,
but shall not go into the examination room or sample collection room.

1. If the employee does not cooperate with the testing process, this action
will -be considered as a failure of the testing requirement and the
employee will be placed on administrative suspension leave with pay
pending a review of circumstances. Barring any extenuating
circumstances, refusal to cooperate shall be considered grounds for
dismissal.

2. The employee shall be offered transportation home to prevent
additional safety and liability concerns associated with driving under
the influence.

d. After the sample collection(s) are obtained, the employee shall be placed
on administrative leave with pay pending the results.

e. The supervisor shall document, in writing, the events that led to the
testing and the conversations and events that followed the request.

f. If the results of the testing are negative, the employee will return to work
duties be-reinstated.

g. If the results of the testing are positive, the employee will be placed on
administrative suspension leave with pay pending a review of the
circumstances.  Barring any extenuating circumstances, a positive
controlled substance or alcohol test shall result in termination be

constdered-groundstordismissal.
10.7 Controlled Substance Testing Procedures

A. Urine Sample Collection: The County will contract with an approved laboratory
to perform all urine sample collections. Collection site personnel shall collect
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ALL required samples in accordance with FHWA guidelines as outlined in 49

CFR Part 40.

1. The collection of the specimen shall be accomplished in a private setting
without observation unless direct observation is deemed necessary by
collection site personnel.

a. The collection rest room must be inspected before and after each
collection.

b. Collection site personnel are required to verify employee identification
by requesting to see a valid driver’s license or identification with a
photograph.

c. Employees shall be required to allow collection site personnel to inspect
personal belongings that may have been brought to the site.

d. Collection site personnel may ask the employee to remove any
unnecessary outer garments (jackets, sweaters, coats, etc.) that might
conceal items or substances that could be used to tamper with or
adulterate the urine specimen.

e. The employee will be allowed to take their wallet into the collection
room with them.

2. Consistent with Federal guidelines, the “split sample” method of collection
shall be used.

a. The collection site person shall instruct the employee to provide at least
45 milliliters (ml) of urine under the split sample method into a single
collection bottle.

b. Once an adequate specimen has been collected and verified, the
collection site person shall divide the specimen into two (2) bottles
labeled “Primary” and “Split” specimen.

c. The collection site person shall seal the samples, fill out the required
“Chain of Custody” forms, and forward the samples to the testing
laboratory.

3. Insufficient amount of urine: Upon receiving the specimen from the donor,
the collection site technician shall determine if it has at least 30 milliliters of
urine for the primary specimen bottle and an additional 15 milliliters of
urine for the split specimen bottle. If the employee is unable to provide a
sufficient quantity of urine:

a. The collection site technician shall instruct the employee to drink not
more than 24 ounces of fluids and, after a period of up to two (2) hours,
again attempt to provide a complete sample using a fresh collection
container.

b. The original insufficient specimen shall be discarded and the MRO
notified.

c. Failure to provide an adequate sample will be deemed a failed test unless
the employee provides sufficient information to the MRO to determine
an underlying health related condition is the cause for the insufficient
sample.

4. Failure to comply with the collection site technician directions will be
considered a failure of the testing requirements.

5. Altered or substituted urine specimen: If the collection site person has
reason to believe that an employee may have altered or substituted the urine
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specimen, the Gila County Personnel-Department Human Resources shall be

immediately notified.

a. The employee may be subject to disciplinary action and will be placed
on administrative suspension leave with pay pending a review of
circumstances.

b. The employee shall be offered transportation home.

6. Both bottles of the split sample (primary and split) provided by the
employee shall be shipped in a single shipping container, together with the
appropriate chain of custody forms, to the testing laboratory.

a. The testing laboratory shall log in the split specimen, with the split
specimen bottle seal remaining intact. The laboratory shall store this
sample in a secure location.

b. If the result of the testing of the primary specimen is negative, the
laboratory may discard the split specimen.

c. If the result of the testing of the primary specimen is positive, the
laboratory shall retain the split specimen in storage for sixty (60) days
from the date on which the laboratory acquires it. Following the end of
the sixty (60) day period, if not informed by the Medical Review Officer
(MRO) that the employee has requested a test of the split specimen, the
laboratory may discard the split specimen.

B. Laboratory Testing Procedures: As specified by Federal regulations, all
urinalysis testing shall be conducted by a laboratory that meets the guidelines
that have been established by the Department of Health and Human Services
(DHHS) in full compliance with 49 CFR Part 40.

C. Medical Review Officer (MRO): The MRO is a licensed physician (MD or DO)
selected by the County to review and evaluate the results of verified positive
drug controlled substance test results. The MRO shall have knowledge of
substance abuse disorders and appropriate medical training to interpret and
evaluate test results, including the employee’s medical history and any other
relevant biomedical information.

1. The MRO shall report to the—Personnel-Department Human Resources
whether the test is verified positive or verified negative, and may report the
drug-controlled substance(s) for which there was a positive test.

a. Employee notification of positive results: If the results of the drug
controlled substance testing are positive, the MRO shall make a
determination that the testing process was accurate, and the employee’s
medical history will be reviewed. The MRO shall then contact the
employee directly by telephone, on a confidential basis, to determine
whether the employee wishes to discuss the test results and to provide an
opportunity for the employee to explain why the test result was positive.
Sometimes, a legitimate medical explanation for the results exists,
including legally prescribed medication(s).

(i) If, after making reasonable efforts and documenting
them, the MRO is unable to reach the employee directly,
the MRO shall contact the-Personnel-Bepartment Human
Resources or its designee, who shall contact the
employee’s supervisor to direct the employee to contact
the MRO.
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(i) If, after making all reasonable efforts, the County is
unable to contact the employee, the employee shall be
deemed to have failed the test and shall be subject to
immediate termination dismissal.

2. Split Specimen: In a verified positive test, the MRO shall notify the
employee of the verified positive test. The employee has seventy-two (72)
hours in which to request a test of the split specimen at the employee’s own
expense.

Test Results

the—test—et—the—spt-lt—speetmeh— IliherefeFe—u—Upon notlflcatlon by the MRO

that the primary split speumen results are p05|t|ve the employee WI|| be
terminated pla 3 atiy
Fesutts—ef—the—test—et—the—spht—speermen If testmg of the spllt speumen
results in a negative finding, the employee shall return to work bereinstated
with-back-pay.

2. If the analysis of the split specimen results in a confirmed positive test as
determined by the MRO, the MRO will then notify the County of the results.
The County will then inform the employee that the drug test has returned
positive, and the employee will be dismissed from County employment.

3. Dilute Specimen: If the MRO reports that a pesitive drug controlled
substance test was dilute, the test result will be treated as a verified positive

test. I the MRO reports that a negative test was dilute, the County will
FectFe Il eltalemg.e.l the testenly_ |I'tI|e testwastheresult-of-a-post-accident o

10.8 Alcohol Testing Procedures

A

Alcohol testing may be conducted through the use of a certified Breath Alcohol
Technician (BAT) using an Evidential Breath Testing Device (EBT).
Employees shall be tested for alcohol at locations that prevent unauthorized
persons from seeing or hearing test results. The necessary equipment,
personnel, and materials for breath testing shall be provided at the locations
where testing is conducted.
Exception: Post-accident or other unusual circumstances that require a test to be
conducted at a location and does not fully meet the requirements. In such a
case:
1. The visual and aural privacy shall be provided to the employee to the
greatest extent possible.
2. This test may be conducted by law enforcement personnel. Risk
Management shall acquire a copy of the alcohol testing results.
Prior to and during an EBT: The BAT shall supervise only one employee’s use
of EBT testing device at a time. The BAT shall not leave the alcohol testing
location while the testing procedure for a given employee is in progress.
1. Prior to the test, the BAT shall instruct the employee step by step through
the testing process:
a. The BAT will require the employee to provide positive identification
(drivers license) if the BAT does not know the employee.
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b. On request by the employee, the BAT shall provide identification to the
employee.

c. The BAT shall explain the testing procedures to the employee.

d. An individually sealed mouthpiece shall be opened in view of the
employee and the BAT shall instruct the employee how to attach it to the
EBT testing device.

e. The BAT shall instruct the employee to blow forcefully into the
mouthpiece for at least six (6) seconds or until the EBT testing device
indicates that an adequate amount of breath has been obtained.

f.  The screen test resulting in a breath alcohol concentration of less than
0.02 shall be determined to be negative.

g. The BAT shall show the employee the result of the EBT.

h. The BAT shall transmit the result of less than 0.02 to the-Ceunty Human
Resources in a confidential manner.

D. Confirmation Test: When the first screening test results in an alcohol
concentration of 0.02 or greater, a confirmation test shall be performed. The
purpose of this requirement is to prevent any accumulation of mouth alcohol
leading to an artificially high reading.

E. Transmission of Alcohol Testing Records: The BAT shall transmit all results to
the-CountyPersonnel-Department Human Resources in a confidential manner.
All communications concerning the alcohol testing results of employees shall be
made solely to a designated Seunty Human Resources representative. Such
transmission may be in writing, in person or by telephone or electronic means,
but the BAT shall ensure immediate transmission to the—Ceunty Human
Resources of results that require the County to prevent the employee from
returning to work perferming—a—safety-sensitivefunction(s). All test records
shall be confidential and maintained in an area with controlled access.

F. Refusal to Test: If an employee refuses to cooperate with any part of the testing
process, he/she will be placed on administrative suspension leave with pay
pending a review of circumstances and driven wil-be-effered-aride home. The
BAT shall immediately notify the Ceunty-Persennel Human Resources Director
or designee. Barring any extenuating circumstances, the employee shall be
terminated. The termination of testing will be considered a failure of the
testing requirement and the employee will be subject to termination dismissal
when:

1. The employee refuses to complete and sign the breath testing form; or

2. The employee refuses to provide breath, or does not provide an adequate
amount of breath; or

3. The employee refuses to cooperate with the testing process and prevents the
completion of the test.

G. Test Results: An employee who is found to have an alcohol concentratlon of

ewe&mst&nees—the—empleyee WI|| be d|SC|pI|ned up to and including

termination barring any extenuating circumstances.

10.9 Maintenance of Records
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A. General Provisions: All records are confidential and shall be filed in an area
with controlled access. Except as required by law or unless expressly
authorized by the employee through the provision of a signed release,
designated employee information that is contained in the records shall not be
released.

B. Auvailability and Disclosure of Testing Information
1. Records of Brug Controlled Substance Testing

a.

Contracts with testing laboratories shall require that the laboratory
maintain employee test records in confidence. The contracts shall
provide that the laboratory shall disclose information related to a
positive drug controlled substance test of an employee to the employee,
the employer, or the decision maker in a lawsuit, grievance or other
proceeding initiated by or on behalf of the employee and arising from a
certified positive drug controlled substance test.

An employee who has been subjected to a controlled substances test
conducted under this policy shall, upon written request, have access to
any records relating to that employee’s drug controlled substance test,
and to any records relating to the results of any relevant certification,
review, or revocation of certification proceedings.

The MRO shall not disclose to any third party medical information
provided by the employee to the MRO as part of the testing verification
process. The MRO may disclose such information to Human Resources
the—County, a DOT agency, or other Federal safety agency, or a
physician responsible for determining the medical qualifications of the
employee under applicable regulations.

2. Releasing Records of Alcohol Testing

a.

An employee subject to testing is entitled, upon written request, to
obtain copies of any records pertaining to the employee’s use of
alcohol, including any records pertaining to his/her alcohol test.
Access to all facilities utilized in complying with the requirements of
the regulations shall be made open to all regulatory authority.

When requested by the Secretary of Transportation, any DOT agency
with regulatory authority over the County, or a state agency with
regulatory authority over the County, the County shall make available
copies of all results of County CDL operator alcohol testing conducted
under such requirement and/or authority, and any other information
pertaining to the County’s alcohol misuse prevention program. The
information shall include the name of the specific alcohol test, test
results, records, and reports.

When requested by the National Transportation Safety Board as part of
an accident investigation, the County shall disclose information related
to the County’s administration of any CDL operator post-accident
alcohol tests administered following the accident.

Fhe—County Human Resources shall make records available to a
subsequent employer upon written request from a covered employee.
Disclosure of records to a subsequent employer without a written
request from a covered employee is forbidden.

Fhe-Geunty Human Resources may disclose information pertaining to
a covered employee to that employee or to the decision maker in a
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lawsuit, grievance, or other proceeding initiated by or on behalf of the
employee, and arising from the results of an alcohol test administered
under the requirement of the law, or from the County’s determination
that the employee engaged in conduct prohibited by a DOT agency
regulation. Such information can be released te including, but not
limited to, worker’s compensation, unemployment compensation, or
other proceeding relating to a benefit sought by the employee.

g. FheCeunty Human Resources shall release information regarding a
designated employee’s records as directed by a specific, written
consent of the employee authorizing release of information to an
identified person. Release of such information is permitted only in
accordance with the terms of the employee’s consent.

C. Records Retention: In the case of employees who fail to pass a drug—andlor
alcohol and/or controlled substance test, all collection and test records shall be
retained for five (5) years. Such records will only be retained for one (1) year
for employees who pass the drug—and/or alcohol and/or controlled substance
test.

D. Reporting: Fhe Gila County Personnel Department Human Resources will
maintain information as required and shall submit reports tracking CDL
operator testing as required by Federal regulations to the DOT.

E. Reviewing Records: An employee may request to review their controlled
substance and alcohol test results Substance-Abuse-reeerds per current County
Policy.
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EMPLOYEE ACKNOWLEDGMENT

I acknowledge that Gila County is committed to preventing accidents and injuries
resulting from the misuse of alcohol or illegal or improper use of controlled
substances. Therefore, in compliance with the Federal Drug-Free Workplace Act of
1988, other Federal and State mandates, and in accordance with the County’s own
precepts and philosophy, | further understand that the following behaviors are
punishable offenses up to and including termination:

1. Reporting to work under the influence of a prohibited drug controlled substance
or under the influence of alcohol;

2. The use, consumption, sale, purchase, transfer, or possession of any prohibited
drug controlled substance by any employee during working hours, while on work
assignments, or on County premises; and

3. The consumption of alcohol by any employee during work hours or on County
premises.

Conditions of Employment: As an employee, | understand that | am expected to abide
by the terms of this policy as a condition of employment and to notify the-Personnel
Department Human Resources of any drug statute and/or alcohol related conviction
no later than five (5) days after.such conviction. | understand that every possible
effort shall be expended to hold such information in confidence within the County,
but such information may be required to be reported to a State or Federal agency if a
grant or contract funding for the position is involved, or as otherwise required by law
or regulation.

I acknowledge that | have received a copy of the County Brug—and Alcohol and
Controlled Substance Policy and have been given the opportunity to clarify any
questions | might have. | understand the types of drug—and alcohol and controlled
substance testing | am subject to given my position in the county and | agree that, as a
condition of employment, | will abide by all provisions, conditions, and any
amendments as set forth in this policy.

Employee Printed Name

Employee Signature Date
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RULE Policy 11 — Work Place Searches

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and-Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

111

11.2

11.3

11.4

Purpose: To clarify that employees should have no expectation to a right to
privacy with assigned County provided office equipment and tools

For the mutual convenience of employees and Gila County, employees may be
assigned County provided equipment such as vehicles, lockers, desks, cabinets,
and brief cases work space, telephones, cell phones; laptops, desktop computers
and credit cards. Employees are hereby advised that the retention of any personal
items in such equipment is at the employee’s own risk, and Gila County and any
supervisors will not be responsible for any losses.

Any County provided equipment is subject to entry, search, and inspection by
authorized personnel without prior notice. Any privately owned property
contained in such equipment (including the contents of sealed items/containers)
may also be opened and examined without prior notice and without permission to
investigate work-related misconduct.  This includes any County provided
equipment that is protected by a personally owned lock that an employee may
place on that equipment. Therefore, employees should have no expectation of
privacy when using County provided equipment.

Work place searches must be authorized by Elected Official, the County

Administrator Manager, the Persenanel Human Resources Director, or designee of
same.
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RULE Policy 12 — Workspaces, Food and Chemical Hazards

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

12.1

12.2

12.3

Purpose:  To establish guidelines concerning the use and appearance of
workspaces within Gila County facilities.

Workspaces

. StatementofPolicy: Employees assigned specific workspaces within Gila
County facilities are personally responsible for maintaining such areas in a
manner that will not produce safety hazards to the employee or others and
which produce an image of neatness, orderliness, and efficiency when viewed
by others.

. Seope: Workspace safety and appearance standards are established by the

Gila County Board of Supervisors, Elected Officials, Department Heads and
Division-Direetors Supervisors within their areas of responsibility. Within
such established standards, employees may personalize their individual
workspaces to include photographs, wall hangings, plants and small items of a
personal nature if in keeping with good taste and professionalism expected of
County employees by the public. Employees are particularly discouraged
from eating in public view at their work stations and in the proximity of
computer equipment.

Cleaning Chemicals

A. Ceneept: Employees have both a need and a right to know the hazards and

identities of the cleaning agents they are exposed to when working. This
policy will help to provide a safer workplace by taking steps to reduce
exposures and prevent the occurrence of work-related illnesses and injuries
caused by cleaning chemical products.

B. StatementofPolicy: Under no circumstances will a cleaning chemical that is

not pre-approved by Gila County Facilities Management Department be
brought on to the premises. This includes but is not limited to dish washing
soap, window cleaners, disinfectants, bleach or ammonia agents. Most
cleaning agents used in the workplace have some hazard potential and will be
covered by this policy.

C. Seepe: Chemical manufacturers and distributors are required to provide the

appropriate labels and material safety data sheets (MSDS) when requested.
Gila County requires this information to be on site and available to anyone
that is exposed to the chemical. Proper training in the use and the potential
hazards of using the cleaning chemical will be required before any employee
is allowed to use such a product on County property.
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12.4 Food Sanitation

12.5

A. Ceneept: This policy shall apply only where employees are permitted to

B.

consume food or beverages, or both, on the premises.
Statement—of Policy: Eating and drinking areas: No employee shall be
allowed to consume food or beverages in a toilet room nor in any area
exposed to a toxic material. No food or beverages shall be stored or prepared
in a toilet room. Specimens or evidence shall not be put into a refrigerator
storing food. Waste disposal containers: No food, wrapper, seed shell, peel
or beverage containers will be disposed of in trash receptacles at individual
work stations. Each department will provide receptacles constructed of
smooth, corrosion resistant, easily cleaned, or disposable materials, and used
for the disposal of waste food. The number, size, and location of such
receptacles shall encourage their use and not result in overfilling. They shall
be emptied not less frequently than once each working day, unless unused,
and shall be maintained in a clean and sanitary condition. Receptacles shall
be provided with a solid tight-fitting cover.

Seepe: All facilities and operations shall work in accordance with sound
hygienic principles. Fhefloor—of e Every werkroom workspace shall be
maintained, and kept clean and free of food and debris. Fhispohicy-is-meant

Candles, air fresheners, scented plug-in devices, incense and deodorizer should
not be used in the workspace.
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RULE Policy 13 — Classification Plan

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Policies Manual without regard to regular, temporary, part-
time, probationary or emergency status, although nothing in this policy waives the at will
status of an unclassified employee.

131

13.2

13.3

Purpose: To establish job titles, job descriptions, duties and responsibilities of
Gila County employees.

Nature-ofPlan: The Classification Plan, as approved by the Board of Supervisors,
shall include for each class of positions which fall under these policies rules an
appropriate title and a class specification. The Director shall maintain the official
class specifications in the Classification Plan. The Board of Supervisors may
establish new classifications and divide, combine, alter or abolish existing
classifications based upon the recommendation of the Director. Revisions to a
class specification may be approved by the Director.

Interpretation of Class Specifications

A. Nature and Interpretation of Class Specifications: Class specifications are
descriptive and explanatory and are not restrictive. ~The language of class
specifications is not all inclusive and shall not be construed as limiting or
modifying the authority which Appointing Authorities have to add or delete
duties and responsibilities, so long as such changes fall within the general
guidelines of the classification of the position involved. Changes in the duties
and responsibilities of a position which are not within the general guidelines
of the classification must be reported to the Director by the Appointing
Authority.

B. Title of Position
1. The class specification title of a position shall be used in all financial and

personnel documents.

2. For purposes of internal administration, agency correspondence or for any
other purpose not involving the personnel processes, abbreviations, code
symbols or descriptive adjectival titles may be used in lieu of the class
titles.

C. Minimum Qualifications: Minimum qualifications are statements of the
minimum background as to education, experience, and other qualifications
which will be required in all cases as evidence of any appointee’s potential to
perform the work properly. When minimum qualifications are increased, the
additional qualifications shall not be applicable to incumbents of the class as
to their eligibility for promotion consideration, unless the added qualification
establishes a degree from an educational institution, license, similar added
qualification required by law or the duties of the classification. All
subsequent applicants for the class must qualify under all minimum
qualifications, including those added pursuant to this policy Rule.

D. General Qualifications: All persons applying or holding any position in the
County service shall be required to meet the following general qualifications:
integrity, honesty, dependability, irdustry; thoroughness, accuracy, good
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judgment, initiative, resourcefulness, courtesy, ability to work cooperatively
with others willingness and ability to assume and fulfill the responsibilities of
the employment, good health and physical and mental abilities compatible
with the work assignment. Where the position requires the operation of a
motor vehicle, the applicant or employee must have a valid Arizona operator's
license and shall operate the vehicle in conformance with the applicable motor
vehicle laws. These qualifications shall be deemed to be part of the minimum
qualifications of each class and need not be specifically set forth therein.

13.4 Classification Administration

A.

County positions are allocated to an individual job class, or to a group of
positions having similar duties, levels of skill, and responsibilities based on
the position descriptions developed within each department.  Class
specifications are then developed based on these positions descriptions. The
group of positions allocated to a common class with a set of specifications, or
class description, is then assigned a single pay range within the County
compensation plan.

Elected Officials, the County Manager, Deputy/Assistant County Managers
and Department Directors are responsible for ensuring that the contents and
intent of each classification specification assigned to positions under their
direction correctly reflect the duties and responsibilities being performed in
each position.

Elected Officials, the County Manager, Deputy/Assistant County Managers
and Department Directors shall be responsible for informing the—Persennel
Department Human Resources in writing of changes in a position’s
duties/responsibilities in their office or department that might possibly affect
the classification of such a position.

The Rersennel Human Resources Director may initiate a classification review
to update and modify classification specifications or any component of the
classification as is deemed necessary by the Board of Supervisors and/or the
County Manager.

If any Elected Official, the County Manager, Deputy/Assistant County
Manager, or Department Director desires that a position be reviewed for a
possible reclassification, they will forward a request to the Persennel Human
Resources Director. The request should state the employee’s name, current
classification, requested classification, and the basis for the request.
Reclassitication—reviews-will-be-conducted—annualy- Individuals scheduled
for reclassification review will be required to complete a Gila County Position
Description Questionnaire completed by the incumbent or immediate
supervisor if the posmon is vacant, and reV|ewed and signed by the Elected
OffICIa| VAV
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A reclassification may result in one of four actions: (1) no change; (2) a
change in classification specification with no change made to pay grade; (3)
change in pay grade upward; (4) change in pay grade downward. If a
reclassification results in an increase in pay grade, the Board of Supervisors or
deS|gnee S approval must be obtalned lrf—a—elasaﬂeauen—aenen—msm{s—m—a

13.5 Classification Controls: A position shall have been allocated to a specific class
before final administrative action can be taken by an Appointing Authority on
appointment, transfer, promaotion, demotion or change in compensation rate or
payment of salary with respect to the position.

13.6

Official Copy of Class Specifications

A.

Official Class Specifications: The Director shall maintain a master set of all
approved class specifications. Such specifications shall constitute the official
specifications in the Classification Plan. The copies of the specifications for
each class indicate the date of adoption or the last revision of the specification
for such class.

Issuance of Specifications: The Director shall provide the agency with a set
of class specifications appropriate to that agency. Such class specifications in
the agency office, as well as the master set in the—Personnel-Department
Human Resources, shall be open for inspection by the employees or the public
under reasonable conditions during business hours.
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RULE Policy 14 — Compensation Plan

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

141

14.2

14.3

Purpose: The Compensation Plan shall provide pay ranges and/or other
compensation schedules for the various classes with the salaries consistent with
functions outlined in the Classification Plan to insure equal pay for equal work.
The Compensation Plan is established, controlled, and maintained by authority of
the Board of Supervisors.

Authority:  Pursuant to its jurisdiction under A.R.S. 811-251, et seq.,
compensation of County employees shall be solely within the jurisdiction of the
Board of Supervisors. No other commission, department or Appointing Authority
shall be entitled to make any decisions as to the compensation of County
employees without the express consent of the Board of Supervisors.

Adoption of Compensation Plans: The Board of Supervisors shall adopt as
official County policy a compensation plan.. A copy of such compensation plan
shall be made available to any County employee by the Director upon the
employee’s request, together with any amendments thereto by the Board of
Supervisors.
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RULE Policy 15 — Announcements, Applications and Selection Process

Examinations

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Policies Manual without regard to regular, temporary, part-
time, probationary or emergency status, although nothing in this policy waives the at will
status of an unclassified employee.

151

15.2

153

15.4

Purpose: To define the process for selection for Gila County employment.

Individuals with disabilities may request reasonable accommodation in the

application or testing process through the—Personnel—Department Human

Resources.

Job Announcements

A.

Open Job Announcements: All open jobs arrouncements shall must be by
posted for public notice for no less than five (5) working days or on an open-
continuous basis. Every reasonable effort shall be made to attract qualified
applicants persens-to compete in the-examinationfor-appeintments selection
process.

Promotional Announcements:

1.

3.

County-wide Promotions: =~ Reasonable efforts shall be made to
communicate with County employees concerning promotional
opportunities.

Intra-departmental Promotions: At the determination of the Appointing
Authority, recruitment may be limited to employees of only the
department having the vacancy.

Promotional announcements shall be open for no less than five (5)
calendar days.

Content of Job Announcements

1.

A job announcement shall specify the official classification title, salary
range, description of work to be performed or where this information may
be obtained, the minimum qualifications and any special qualifications,
the final date for receipt of applications or statement of open-continuous
recruitment, and how to apply.

Applications

A. Official Forms: All applications shall be on forms provided by the-Persennel

Department Human Resources.

B. Filing Applications

1.

Applications for other than open-continuous recruitment classifications
must be completed and received in—the by Gila County Personnel
Department Human Resources as designated in the announcement before
5:00 p.m. on the final filing date specified, or postmarked by midnight of
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the specified date.  Applications for open-continuous recruitment
classifications may be filed at any time.

Applicants shall submit such documents or supplemental information as
required by the Director in order to verify and accurately evaluate the
Applicant’s qualifications and background.

Issuance of an application form shall not be construed as incurring an
obligation. In no case shall acceptance of an application constitute
assurance of meeting the minimum qualifications.

C. Qualifications: Examinations The selection process shall be open to all
persons who meet the qualifications and standards provided in the
Examination job announcements and provisions of Policy Rufe 13.2.3.C.and

D.

Additional qualifications shall be added to the announcement if such

qualifications are required under applicable Arizona Revised Statutes or
regulations er-retirement-or-employee-benefitsystems.

D. Disqualification of Applicants: The Director may refuse to examine select an
Applicant, or after the examination selection process, may disqualify a
Candidate if it is found that the individual:

1.

2.

o s

9.

10.
11.
12.

13.
14.

15,5 Nature

Does not meet the minimum qualifications established for the
classification or position;

Is determined to be physically or mentally unable to effectively or safely
perform the essential functions of the elassification job applied for, with or
without reasonable accommodation;

Is-addicted-to-the Uses ef controlled substances or other substances in a
manner which would affect the ability to safely, effectively and
dependably perform the duties of the elassifieation job applied for;

Has made a false statement of material fact in the application process;

Has used, or attempted to use, political pressure or bribery to secure an
advantage in the examination selection process or in the appointment to a
position in County employment;

Has directly or indirectly obtained information regarding any examination
test to which the Candidate is not entitled,

Has failed to submit the completed application correctly or within the
prescribed time limits;

Has taken part in the compilation, administration or any part of the
examination selection process in which he/she is competing;

Has previously been terminated dismissed for a disciplinary reason from a
position.in County employment;

Has been convicted of a crime or has a record of convictions, the nature of
which would affect the Applicant’s suitability for employment;

Has failed to appear for a scheduled examination test or interview;

Has failed any phase of the examination selection process;

Has a record of unsatisfactory performance on previous jobs;

Has been determined by the Director to be unsuitable for employment for
any other job-related reason.

of Testing Examination

A. Applicants may be examined tested to determine if they possess the minimum
qualifications and skills as required in the job announcement. In no case shall
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selection of an applicant as a candidate or admittance to the examination
selection process constitute assurance of a passing rating on any aspect of the
examination testing process.

B. Content and Nature of Testing Examinations

1.
2.

Examinations Tests used in the process shall be job-related.

Tests shall be designed to evaluate the minimum qualifications for the job
a—classification and/or to determine relative suitability among those
qualified and be in compliance with laws and regulations governing sound
selection procedure.

All tests examinations, evaluations, rating, and other selection devices or
items shall be rated impartially.

The method of examinatien testing may be any one, or a combination of
the following:

Written;

Oral,

Demonstration of performance;

Evaluation of experience, educational background, and skills;

Any other method of examination testing as deemed appropriate by the
Director and consistent with Merit System Rules-and Policies.

P00 T

C. Conduetof Testing Examinations

1.

2.
3.

5.

Examinations Tests shall be conducted in such locations in the County as
necessary and required by law.

The Director may designate proctors or examiners as deemed appropriate.
The Director may limit admittance to a examthation test or any portion
thereof to those persons who possess the minimum qualifications and
skills as required in the job announcement.

When an oral board examination is used as part or all of the selection
exarmination process, it is recommended that the panel be comprised of
three (3) or more individuals. If the position available requires
certification by a state regulatory agency, then the Director may require all
members of the panel to have such certification.

This e policy shall also apply to promotional testing examinations.

15.6 Evaluation Results and Rating of Tests Examinations

15.7

15.8

A

B.

Scores may be based upon a single examination test or a composite of scored
tests examinations.

The Director, with approval of the Appointing Authority, shall determine the
minimum rating which must be attained by a Candidate in order to compete in
the next phase of the examination selection process.

Background Checks: The Director may check references and investigate the
Applicant’s education and work history. Gila County reserves the right to deny
employment to an applicant as the result of the background check.

Retaking Examinations Tests and Test Security

A. The Director shall establish procedures and standards relating to the retaking
of tests examinations.
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Upon request of the applicant, candidate, eligible or the requesting
department, rating of training and experience may be re-evaluated and
adjusted by the Director.

A written test shall not be retaken by a candidate for a period of at least ninety
(90) calendar days from the date of the last test examination. In each case of
repeated test, the most recent score achieved shall be used to determine the
eligibility of the candidate. For the Sheriff’s Office it is 180 calendar days.
The Director shall establish procedures and take such precautions as necessary
to safeguard the security and confidentiality of examination testing materials.

Inspection of Written Tests

A. Examination Test answer sheets shall be open to inspection only as provided

B.

by these policies rues.

Request by a candidate to inspect his/her examination test results must be
made in writing to the Director within thirty (30) calendar days after the date
of the test examination.

A candidate may compare his/her answer sheets for any written test with the
scoring key at such location and with such security procedures as may be
designated by the Director for the purpose of determining whether the answers
have been accurately scored. Such inspection shall be under supervision of a
staff member or authorized representative.

Any candidate who reviews his/her answer sheets with a score key must wait
ninety (90) days from the date of review before retaking a written test where
the same test materials are to be used. For the Sheriff’s Office it is 180 days.

Special Tests Examinations: Except in the case of manifest apparent error
affecting the applicant, or in the case of placement of the disabled, handicapped,
no candidate shall be given a special examination test in any manner not afforded
all candidates for the same job elassification.

15.11 Maniest Apparent Error: Should manifest apparent error be established, the

Director may adjust the status of an applicant, candidate, ef eligible or new hire

afa a N N a\ a a a ala NO\A/Q\/Q N a a)
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RULE Policy16 — Appointments

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

16.1 Purpose: To provide a method of appointing staff.

16.2  Appointments- Vacant positions in the Classified Service shalt may be filled by
current employees through promotion, reassignment, or transfer; or former
employees by RIF return or reinstatement and; other qualified applicants.

16.3  Appointments Requiring Special Certification: Where a County employee seeks
to advance to a position requiring certification by a state regulatory agency, such

employee shall undergo the selection process reguired—examination for such a
position and shall obtain the required certification from the regulatory agency in

order to be eligible for appointment to the position.
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RULE Policy 17 — Promotion, Demotion and Transfer

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

17.1

17.2

17.3

17.4

Purpose: To provide guidelines for promoting, demoting and the transfer of
employees.

Promotion

A. Vacancies in County employment may be filled by promotion of a qualified
regular status employee in accordance with these policies fes.

B. An employee who fails to satisfy promotional probation may be separated
without prejudice if the former position is either not vacant or no longer
exists.

Demotion

A. Involuntary

1.

A regular status employee may be demoted for cause by an Appointing
Authority to any regular status position, provided the employee meets the
minimum qualifications for such class.

Before an employee with regular status can be demoted, the Appointing
Authority shall give the employee written notice of the charges, a
summary of the Appointing Authority’s basis for the charges, and an
opportunity for the employee to present a written response. The
employee’s response shall be made not later than three working days after
the employee receives notice of the charges, unless extended in writing by
the Appointing Authority.

Prior to the effective date of the demotion, a written notice containing
specific reasons for the demotion and the employee’s right of appeal shall
be provided to the employee and the Director.

Except as otherwise provided in the Rules, a demoted employee shall not
be required to serve a probationary period in the position to which
demoted.

B. Voluntary

1.

If an employee makes a written request for voluntary demotion within
their department, the Appointing Authority may make the demotion non-
competitively upon eertification verification by the Director that the
employee meets the minimum qualifications. A copy of the employee’s
written request shall be provided to the Director. An employee demoted
under this section shall have no right of A appeal.

Transfer
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A. A-transfer—of An employee may be transferred made—between—comparable
pesitions within a department or from a position in another County

department to a position for which the transferee is qualified.

B. In the event that, by action of the Board or otherwise, part or all of the
functions of one department are transferred to another department, the
affected employees of the transferring department shall be accepted as
transfers by the receiving department at the same pay grade unless the
receiving department has no need for the particular position or positions. In
the latter event, the regulations concerning layoff will apply.
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RULE Policy18 — Ferminations-Separation of Employment

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

18.1 Purpose: To provide a guideline for employees and Appointing Authorities for
resignation, termination, layoff and separation of employment.

18.2

Resignation

A

An employee may terminate employment with the County by submitting a
written resignation to the Appointing Authority at least ten working days prior
to the effective date of the resignation.  Unless the Appointing Authority
determines that the employee had good cause for not giving such notice, an
employee who fails to give such notice shalt may not be eligible for
reinstatement within the County.

If an employee resigns orally, the Appointing Authority shall confirm the
resignation in writing.

An Appointing Authority may refuse to accept a resignation and dismiss an
employee pursuant to Policy Rule 21.2.C.

. A resignation shall be final unless both the Appointing Authority and the

employee agree that the resignation may be withdrawn.

An-employee who is absent for three or more consecutive days without
authorized leave is automatically considered to have abandoned their job and is
subject to termination. “If extenuating circumstances are found to have existed
and the employee is allowed to return to work, such absence may be covered by
leave with or without pay by the Appointing Authority with concurrence of the
Human Resources Director.

18.3 Dismissal-Termination: A-dismissal is-The involuntary termination of an employee
from County employment. The provisions involved in a termination gismissal for a
disciplinary reason are covered in Policy Rule 21, Disciplinary Action.

18.4 Dismissal Termination during Original Probation:  An employee may be
terminated, without the right of Appeal, at any time during the original probationary
period. However, the terminated employee may file an Appeal in accordance with
Policy Rule 22, if discrimination in violation of Policy Rule 4 is alleged.

18.5 Layoff
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. An employee may be laid off from his/her department due to lack of work, lack
of funds, abolition of position or other reasons as determined by the Board of
Supervisors.

. The decision as to which classification shall be affected by layoff and when the
layoff shall be effective shall be made by the Appointing Authority. The
Appointing Authority shall prepare a layoff plan which shall be approved by the
Director before it is effective.

. When any classification is subjected to layoff, non-regular status employees in
that classification in the same department shall be terminated before any regular
status employee is laid off.

. When regular status employees in a classification become subject to layoff, the
Appointing Authority shall determine which employee(s) shall be laid off based
on the performance, conduct, qualifications and seniority of all regular status

employees in that classification in the same department unless-exempted-by-the

Board—of-Superwvisers. The weighing of the criteria shall be stated on the
approved plan submitted by the Appointing Authority.

. When an employee fails promotional probation, and no vacancy in the former
classification exists in the present department, the employee failing probation
shall be laid off as provided in Policy Rule 19.
. The Director shall notify employees to be laid off in writing as soon as possible.
but no later than ten (10) working days prior to the effective date of layoff: The
written notice shall be hand-delivered or sent by certified mail. A copy shall be
sent to the Appointing Authority. The notice shall inform the employee of the
effective date of layoff and of the pre-layoff re-appointment and reinstatement
procedures.

. In each instance, the layoff plan shall state, based on circumstances within the

department, whether or not grant funded employees shall be grouped with other

employees for layoff purposes.

. Pre-Layoff Re-appointment

1. Following receipt of notice of layoff, and before effective date of layoff, an
employee subject to layoff may be considered by any Appointing Authority
in the County having a vacant position for which the employee meets the
minimum qualifications.

2. If the employee wishes to seek a pre-layoff re-appointment, the employee
shall submit a request in writing to the Human Resources Director
speeifying-the—classification of the waeaney position, and the department
having the vacancy of interest, along with a completed application form.

3. If the Director determines that the employee meets the minimum
qualifications for-the-classification of the vaeaney vacant position, then the
Director shall send the name of the employee to the Appointing Authority.
The Appointing Authority shall promptly interview the employee. An offer
of reappointment is at the discretion of the Appointing Authority.

4. Upon a pre-layoff reappointment, the new salary of the employee shall be
determined by the Human Resources Director and Appointing Authority. set

5. A pre-layoff reappointment will be effective on or before the date on which

the layoff would have been effective, so that a break in service does not
occur.
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Upon pre-layoff reappointment, the employee shall serve the—required a
transfer probationary period.

The employee shall retain all accrued sick leave, annual leave and
compensatory time.

If the employee subject to layoff is offered and accepts a pre-layoff
reappointment, then the employee forfeits the right to be placed on the
Reinstatement Register.

If the employee is not offered or does not accept an offer of pre-layoff
reappointment, on or before the effective date of the layoff, then the
employee shall be laid off.

I. Reinstatement Register
1.

o

An employee who is laid off from a County-funded position shall be placed
on the Reinstatement Register for the elassiication—ofthe—position which
he/she last held. The laid off employee shall be placed on the Reinstatement
Register on the first working day following the effective date of the layoff.
Names shall be placed on the Register in order of seniority.

If a request is received for a position for which there is a Reinstatement
Register and such Register contains the names of employees laid off from the
requesting department, the Director shall prepare a seniority listing of
employees who were laid off from that elassHication-within-the-department
position. The Appointing Authority must appoint from the list.

A laid-off employee who has been placed on a Reinstatement Register shall
be eligible for Reinstatement for up to one (1) year from the effective date of
the layoff.

It shall be the laid-off employee’s responsibility to verify with the-Persennel
Department Human Resources his/her current address and phone number, and
to notify the—Persennel-Department Human Resources of any change of

address or phone number.

J. Removal of Names from a Register
1. The Director may remove the name of an Eligible from a Register at any time

for any of the following reasons:

a. When the Eligible cannot be located, despite reasonable efforts by the
Appointing Authority or the Director;

b. Receipt by the Director or the Appointing Authority of any written or

verbal communication from the Eligible that consideration for a position

in the classification is no longer desired, or that the Eligible is no longer

available for the appointment;

Refusal or rejection by the Eligible of an offer of appointment;

Failure to respond to a Reinstatement notice;

e. An-nitial-appeintment-ofan-Ehgible—The Eligible is reemployed with
Gila County.

o o

18.6 Separation

A. A temporary employee may be separated at any time.

B. An employee with regular status who is retired as provided under the State or
Public Safety Personnel Retirement System is deemed to be separated without
prejudice and does not have the right to appeal to the Commission.
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C. An employee whose position is not County-funded may be separated for lack of
funding without the right of appeal.

D. An employee may be separated for inability to maintain te—meet the minimum
qualifications for the position currently held with the right of appeal.

E. An employee who is absent for three or more consecutive days without
authorized leave is automatically considered to have abandoned their job and is
subject to termination

18.7 Rehire: An employee who has left County employment in good standing shall not
be eligible for rehire for a period of ninety (90) calendar days after they have left

County employment, except with the approval of the Board of Supervisors.
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RULE Policy19 — Probationary Period

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

19.1 Purpose: To ensure that new employees, .promoted employees, transferred
employees and employees who are demoted meet the required standards of
performance.

19.3 Types of Probation:  The only types of probation allowed in County service are
orlglnal probatlon promotlonal probatlon and transferal probatlon At the

A. Original Probation: An original probationary period is six (6) months. Upon
request of an Appointing Authority, the Director may establish a longer period
in monthly increments ershorter—period for any class of positions in County

service. a-no-case-will-the probationary-period-for-a—class-be-less-than-ninety

{90)-days-or-more-than-one{1)year- The probationary period for employees of
the Sheriff’s Department Office shall be one (1) year.

1. Completion of Probation:

a. The Appointing Authority shall evaluate a probationary employee and
submit a—+epert a performance appraisal to the Director prior to the
expiration of the employee’s probationary period unless the Appointing
Authority supplies to the Director, in writing, justification for an
extension of the probationary period. If justification is not submitted
prior to the expiration of the employee’s probationary period, the
employee shall be considered to have attained regular status.

b. If the Appointing Authority determines at any time during an original
probationary period that the services of the probationary employee are
no longer required or are unsatisfactory, the employee may be
terminated dismissed without the right of appeal. The Appointing
Authority shall furnish the employee a eepy-of-the letter of termination
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B. Promotional Probation

1. An employee who is promoted shall serve a promotional probationary

period under the same policies rtHes as an original probation, except for
Policy Rule 19.2.A.1.b above.

2. An employee who fails to successfully complete a promotional probation
shall revert to a vacancy in the current employing agency in the class in
which regular status was held immediately prior to the promotion, without
the right of appeal. If such vacancy does not exist, the employee shall be
laid off in accordance with Policy Rule 18.4.5.E. A reversion shall not
preclude the imposition of any disciplinary action.

C. Transferal Probation

1. An employee who is transferred shall serve a transferat probationary period
under the same policies res as an original probation, except that these the
employees retains the right of appeal should they be separated terminated
due to failure to complete of the probationary period.

D. Reinstatement and Reemployment

1. An Appointing Authority may require a former employee who is reinstated
or reemployed to complete a period of original probation.

2. An Appointing Authority shall require a former employee who is reinstated
or reemployed in a job class other than a job class the employee has
previously held to complete original probation.

3. If an employee is reemployed within six (6) months of departure in good
standing, sick leave accrual balance will be restored and annual leave will
accrue at the same rate at the time of departure.
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RULE Policy 20 — Performance Appraisal Program ane-MeritPay-System

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

20.1

20.2

20.3

20.4

20.5

20.6

Purpose: Employee appraisals are to be performed once a year for regular status
employees to establish goals and objectives, determine training needs and to
appraise past performance based upon a standard performance review process and
te may provide merit increases as applicable.

 policv T - of .
employees:

Performance Appraisal Program

A. The Performance Appraisal Program applies to all regular status employees
who have completed the required probationary period.

B. All regular status employees who have successfully completed the required
probationary period shall be evaluated under the terms of the Performance
Appraisal Program except for Elected Officials and appointed Chief Deputies.

Administration of System: Fhe-Personnel-Department Human Resources shall be

charged with the administration of the system to include distribution and
collection of appraisal forms, salary administration and the reporting process.

Appraisal Period: At least one official performance appraisal shal-should be
completed for each regular status County employee each year by Becember-31
June 30. Blank performance appraisal forms are available on the Gila County
Intranet. will-be—distributed—by the PersonnelDepartment—to—the—various
Department Heads during November of each year.

A. Performance appraisals are should te be conducted prior to the end of the
probationary period and each year thereafter by Beeember31-June 30.

B. Special appraisals may should be conducted at any time when an employee’s
performance deteriorates and at other times deemed appropriate by the
Appointing Authority Bepartment-Head. Such special appraisals must should
be discussed and approved by the Persennel Human Resources Director. ef
Personnel-staff-member-prior-to-thereview. Should the performance problem
persist, the Appointing Authority should follow the normal progressive action
process.

Appraisal Forms: Two forms will be used utilized in the performance appraisal
system.

A. The “GHa—Ceunty—Employee—Performance—Appraisal” Core Employee

Performance Appraisal form will may be used for all regular status County
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employees regardless of jOb function or classification exeept—for—Elected

i This is a general form which
appraises performance based upon a set of standard skills and traits applicable
to all.

. The *“Supervisory—Skil/Fraits” Supervisory/Administrative Performance

Appraisal form will be used ir—addition—to—A"aboveforal-supervisors;
managers—and-directors. This form appraises leadership, supervisory and

administrative performance against a set of standard supervisory skills and
traits.

. If a different Performance Evaluation form is being used it should be signed

off by the Human Resources Director.

20.7  Appraisal Procedures

A. The immediate supervisor wiH is responsible for completeing the appraisal
form(s) and meeting with the employee to conduct the performance review.
In the course of the review, the employee’s job performance will be evaluated
during the preceding review period. Goals and objectives will be established
as applicable for the coming review period and additional training needs will
be noted

. The employee shall verify that the appraisal has been discussed with him/her

by signing and dating the form. The immediate supervisor must should
inform the employee that his/her signature does not signify agreement with
the appraisal, but only that it was discussed with and seen by him/her. The
employee may request that the appraisal be reviewed at the next higher
supervisory level by so indicating on the form. If the employee refuses to sign
the form, the immediate supervisor shall so note it on the form.

. The completed appraisal form will then be submitted to the Bepartment-Head

Appointing Authority (if not the immediate supervisor) for review. The
sighed completed appraisal form will be returned to the-Persennel Department
Human Resources for processing.

20.9 Appeals Review: Performance appraisals may be reviewed at a higher

superwsory level upon the request of the employee areeappeal&lelemeeeerdanee

An employee who requests a review at the next higher supervisory level must
state on the appraisal form which area(s) they wish to be reviewed.
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B. The appraisal form is then submitted to the next higher supervisory level by the
immediate supervisor.

C. The next supervisory level is then responsible for completing the areas of concern
from the appraisal form that the employee requested to be reviewed and meeting
with the employee.

D. Both completed appraisal forms will then be returned to Human Resources for
processing.

o,
\!
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RULE Policy 21 — Disciplinary Actions and-Administrative-Suspension

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

21.1

21.2

Purpose: To clarify guidelines for repercussions of employee misconduct.

General

A. Any of the following constitute cause for disciplinary actions:

NogakrowhE

10.

11.
12.

13.
14,
15.
16.

17.

18.

19.

Fraud in securing appointment;

Incompetence;

Neglect of duty;

Insubordination;

Sleeping while on duty;

Disorderly conduct;

Malicious gossip or false accusations which tend to destroy friendly
relations between the County and the public or between employees or in
any way hinder County operations;

Dishonesty;

Drunkenness or consumption of alcohol on duty, or when such
consumption affects job performance;

On-duty use of alcohol, marijuana, narcotics or other controlled
substances;

Absence without leave;

Commission or conviction of a felony or misdemeanor involving moral
turpitude which would . affect the employee’s suitability for continued
employment;

Discourteous treatment of the public and/or co-workers;

Willful disobedience;

Engaging in prohibited political activity;

Misuse of government property, computers, cell phones, computer files,
software, mail systems, computing systems or other County owned
equipment;

Possessing—dispensing—or—b Being under the influence of a narcotic,
barbiturate, marijuana, tranquilizing or hallucinogenic drug controlled
substance or other controlled substances on duty, except in accordance
with medical authorization;

Possession, distribution, sale, transfer or use of alcohol or controlled
substances in the workplace, while on duty or while operating County
owned vehicles or equipment.

Seeking to obtain financial, sexual or political benefit from another
employee with his/her consent induced by wrongful use of force or fear, or
under color of official right;
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21.

22,

23.
24,
25.
26.
27.
28.

29.
30.
31.
32.
33.

Draft

Discrimination or harassment based upon race, color, religion, sex, age,
national origin, disability, Vietnam era or disabled veteran status;
Revocation, suspension or loss of Arizona driving privileges where having
an Arizona Driver’s License is a requirement for the position;

Revocation, suspension or loss of certification issued by a governmental
entity where such certification is a requirement for the position;

Engaging in sexual harassment of an employee;

Inefficiency;

Unsatisfactory attendance;

Mishandling of County funds;

Falsification or unauthorized use of County records;

Unauthorized Possession of firearms unless required by your position,
weapons or explosives on County property;

Unsafe actions;

Theft or inappropriate removal or possession of property;

Smoking in non smoking areas;

Falsification of a doctor’s note;
Any other conduct or performance which constitutes cause isciplinary
action.

B. Sworn law enforcement officers employed by the Sheriff’s Department
Office, County Attorney’s Office, Constables Office shall be subject to being
placed on administrative leave with or without pay consistent with these
policies rales upon being formally charged with the commission of a felony
offense.

1.

A law enforcement officer shall not be subject to disciplinary action
except for just. cause in'accordance with A.R.S. 838-1104. Law
enforecement officers who are terminated as the result of an employer or a
pe acting on behalf of ‘an-employer reverses the decision or
recommendation of-a.civil service board or merit commission, a new
hearing may be requested in superior court if the law enforcement officer
believes the termination was without just cause. Law enforcement officer
means an individual,.other than a probationary employee, who is certified
by the Arizona Peace Officer Standards and Training board or who is a

olitical subdivision of this state.

idetention officer or correction officer and who is employed by this state or

IT the superior court finds that just cause for the termination did not exist,
the court:shall order the officer reinstated to the officer’s previous position
with the law enforcement agency and may award to the officer monetary
damages that shall not exceed the officer’s combined total of wages and
benefits lost as a result of the termination.

A good faith effort to complete any investigation of employee misconduct
involving a law enforcement officer within one hundred twenty (120) days
after the employer receives notice of the allegation per A.R.S. 838-1105.

21.3 Progressive Discipline is designed to provide a structured corrective action
process to improve and prevent a recurrence of undesirable behavior and/or
performance issues.
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Q. Gila County reserves the right to combine or skip steps within the
Progressive Discipline process depending upon facts of each situation and
the nature of the offense.

R. Each incident that merits discipline is not considered an isolated incident,
but is considered in totality with other incidents, i.e. each incident does not
get a separate Memorandum of Concern.

21.4  Fypes Documentation of Disciplinary Actions

A. Memorandum of Concern: This may be the first step in progressive
discipline. This memo is used as a follow up to a verbal warning and states
that further disciplinary action will be taken unless the employee’s
behavior or performance improves. A signature is required, however it
does not mean the employee agrees, simply that the employee has received
it. A copy of the memo is to be forwarded to  Human Resources for
placement in the employee’s personnel file.

B. Written Reprimand: A written reprimand may be the second step in
progressive discipline and is a formal notice to an employee regarding the

continued unacceptable behavior that-further-disciplinary—aetion—wit-be
i i i A copy of the

taken unless their behavior or performance improves.
written reprimand is to be forwarded to the-Personnel-Department Human

Resources for placement inte the employee's personnel file.
21.5 Types of Disciplinary Actions

A. Suspension

1. Before an employee with regular status can be suspended, the Appointing
Authority shall give the employee written notice of the charges, a
summary of the Appointing Authority’s basis for the charges, and an
opportunity for the employee to present a written response. The
employee’s response shall be made no later than three working days after
the employee receives notice of the charges, unless extended in writing by
the Appointing Authority.

2. The Appointing Authority may suspend any employee with regular status
for cause, but not before attempting to serve the employee personally or
by registered or certified mail, return receipt requested (addressee only),
with written notice of the specific reasons for suspension in sufficient
detail to inform the employee of the facts, with a copy to the Director.
The Appointing Authority shall include a statement of the employee’s
right to appeal. The action is not effective until one of the following
occurs:

a. The employee signs for receipt of the suspension letter personally
served or served by mail; or

b. Three working days have passed since the letter was mailed to the
employee; or

c. An attempt is made to personally serve the suspension letter, but the
employee refuses to sign for the letter. Such attempt to personally
serve the letter shall be witnessed.
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3. Except as otherwise provided by Statute or Rule, suspensions shall not
exceed a total of thirty working days during any twelve (12) month period.
The twelve (12) month period begins with the first day of the first
suspension.

4. Classified employees exempt from the overtime provisions of the Fair
Labor Standards Act who are suspended must be suspended for a period of
not less than five (5) days unless the infraction is for a gross safety
violation.

B. Demotion

1. A regular status employee may be demoted for cause by an Appointing
Authority to any regular status position, provided the employee meets the
minimum qualifications for such class.

2. Before an employee with regular status can be demoted, the Appointing
Authority shall give the employee written notice of the charges, a
summary of the Appointing Authority’s basis for the charges, and an
opportunity for the employee to present a written response. The
employee’s response shall be made no later than three working days after
the employee receives notice of the charges, unless extended in writing by
the Appointing Authority.

3. The Appointing Authority may demote any employee with regular status
only for cause, but not before attempting to serve the employee personally
or by registered or certified mail, return receipt requested (addressee only),
with written notice of the specific reasons for demotion in sufficient detail
to inform the employee of the facts, with a copy to the Director. The
Appointing Authority shall include a statement of the employee’s right to
appeal. The action is not effective until one of the following occurs:

a. The employee signs for receipt of the demotion letter personally
served or served by mail; or

b. Three working days have passed since the letter was mailed to the
employee; or

c. An attempt is made to personally serve the demotion letter, but the
employee refuses to sign for the letter. Such attempt to personally
serve the letter shall be witnessed.

4. Except as otherwise provided in these policies res, a demoted employee
shall not be required to serve a probationary period in the position to
which demoted.

C. Dismissal Termination

1. Before an employee with regular status can be terminated dismissed, the
Appointing Authority shall give the employee written notice of the
charges, a summary of the Appointing Authority’s basis for the charges,
and an opportunity for the employee to present a written response. The
employee’s response shall be made no later than three working days after
the employee receives notice of the charges, unless extended in writing by
the Appointing Authority.

2. The Appointing Authority may terminate dismiss any employee with
regular status for cause, but not before attempting to serve the employee
personally or by registered or certified mail, return receipt requested
(addressee only), with written notice of the specific reasons for
termination dismissal in sufficient detail to inform the employee of the
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facts, with a copy to the Director. The Appointing Authority shall include

a statement of the employee’s right to appeal. The action is not effective

until one of the following occurs:

a. The employee signs for receipt of the termination eismissal letter
personally served or served by mail; or

b. Three working days have passed since the letter was mailed to the
employee; or

c. An attempt is made to personally serve the termination dismissal letter,
but the employee refuses to sign for the letter. Such attempt to
personally serve the letter shall be witnessed.

3. If an employee is on an approved perted-of leave with pay, the action will
be effective at the end of the approved period-of leave with pay, and the
termination eismissal letter shall be served on the employee in accordance
with this subsection.

4. Dismissal Termination During Probation
a. An employee on original probation may be terminated dismissed

without the right of appeal.
b. An employee on promotional probation may-net-be-dismissed-without
who is terminated has the right of appeal.

D. Administrative Leave: Nothing in this policy rale shall preclude the Appointing
Authority from immediately placing an employee on administrative leave pending
implementation of procedures under this section, but no pay shall be withheld for
such period.
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RULE Policy 22 — Grievance and Appeal Procedure

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

22.1 Purpose: To afford employees a written and systematic means.of obtaining further
consideration of grievances after every reasonable effort has failed to resolve them
through informal discussions initiated with their immediate supervisor.

22.2 Generak: The grievance procedure is a means through which employees may obtain
consideration of grievances or problems in matters over which the Appointing
Authority has complete or partial jurisdiction and for which redress is not provided

elsewhere in these poI|C|es FH-I'GS Ihe—pu#pese—ef—t—he—gﬂe\,ta%e—preeedum—is—te

A. If an employee complaint of unlawful discrimination or harassment based upon
religious affiliation, race, national origin, age, sex, handicapped or veteran’s
status is not resolved through the procedures outlined in Policy Rule 4,
Discrimination in Employment, the employee may file a grievance with the
Commission in accordance with Policy Rede 22.2.

B. If the grievance alleges misinterpretation or misapplication of these policies
rules, departmental work rules, unsafe or unhealthy working conditions, a
grievance may be filed in accordance with Policy Rule 22.3.

C. If an employee complaint alleges improper suspension, demotion, reduction in
pay or dismissal termination on any grounds including alleged unlawful
discrimination, the Appeal Process shall be used.

22.3 Grievance Procedure for Claims of Discrimination or Harassment

A. Within ten (10) calendar days after the employee has been informed of the
remedial action taken in response to an allegation of unlawful harassment or
discrimination filed under Policy Rule 4, the employee may grieve the action by
requesting a review of the determination by the Gila County Personnel
Commission. The employee must request the review and relief requested on the
Gila County Grievance form and submit it to the Director. The Commission
shall designate one of its members to investigate and hear the complaint and
provide the Commission with a report. The Commission shall review the report
on the complaint and issue a final determination in writing upholding or
reversing the report. The Director shall furnish a notice of the final
determination to the employee and the Appointing Authority within ten (10)
calendar days of the determination by the Commission.
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22.4 Grievance Procedure for Other Issues

A. The grievance procedure may not be used:

1.

3.

By employees on original probation, except in cases alleging illegal
discrimination or compelled participation in any election campaign for
public office or partisan political activity.

For matters involving compensation, classification schedules, classes of
positions, personnel records, performance appraisals, reprimands or
employee counseling.

For matters involving termination dismissal, demotion, reduction in pay or
suspension.

B. All time frames specified on the form shall be met. If the immediate supervisor
or department head fail to meet the time frame requirements, the employee has
the right to take the grievance to the next step. If the employee fails to meet the
time requirements, the grievance shall be deemed abandoned.

C. The four steps of the Grievance Procedure are as follows:

1.

Using the “Employee Grievance Form,” the employee shall state the
grievance and the remedy requested. A copy shall be given to the
immediate supervisor and—a—epy sent to the-Director Human Resources
within five (5) working days of the incident giving rise to the grievance.
The immediate supervisor shall respond in the designated portion of the
form and send a copy to the employee and the Human Resources Director
within five (5) working days of receipt.

If the employee disagrees with the supervisor’s response, the Grievance
Form shall be sent to the Appointing Authority within five (5) working days
of the supervisor’s response to Step 1. The Appointing Authority shall
respond by completing the designated section of the form and sending a
copy to the employee and the Director within five (5) working days of
receipt of the employee’s Step 2 grievance. If the employee disagrees with
the Appointing Authority’s response and desires to continue the grievance
process, the specific reason shall be indicated on the form. The employee
may then proceed to Step 3.

Within five (5) working days of receipt of the Appointing Authority’s
response, the employee shall submit the Grievance Form to the Director.
The Director shall complete his/her section of the form by making a
recommendation and return it to the employee, with a copy to the
Appointing Authority, within five (5) working days of receipt of the
employee’s Step 3 grievance. If the employee or Appointing Authority
disagrees with the recommendation of the Director at Step 3, and desires to
continue the grievance process, the employee or Appointing Authority shall
indicate the disagreement on the Grievance Form. An appeal to Step 4 must
be filed within ten (10) working days of receipt of notice of action taken by
the Director.

The Grievance Form shall be resubmitted to the Director who will notify the
Personnel Commission within five (5) working days. The Appointing
Authority or designee shall be considered the respondent and shall be served
with a copy of the form.
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22.5 Appeals

A. Matters That May be Appealed

1. A regular status employee, except as otherwise provided in these policies
rules, may appeal an disciplinary action resulting in dismissal-termination,
involuntary demotion, reduction in pay, or suspension without pay. en-any
grounds—including—aHeged—unlawful—diserimination.  Within ten (10)
calendar days of receipt of written notice of the action, Respondent may
serve an amended notice of disciplinary suspension, demotion, or dismissal
termination prior to the beginning of the Appeal hearing.

2. Matters not specifically stated in this policy fale cannot be appealed.

22.6 Appeal Procedure

A. Filing the Appeal: Appeals to the Commission must be filed with the Director
in writing within ten (10) calendar days of the receipt of written notice of
demetion,—disciplinary—suspension,—er—termination termination, involuntary
demotion, reduction in pay or suspension without pay. In the-event the
prescribed deadline falls on a non-working day, the deadline shall be 5:00 p.m.
of the next regularly scheduled working day of the—Persennel-Department
Human Resources. Failure.to file a timely appeal is a jurisdictional defect and
the Commission will not hear such appeal. The appeal shall state the facts upon
which it is based and the remedy requested. Within ten (10) days of the hearing,
or at the time the names of witnesses are submitted for subpoena, the appellant
shall state the reason each witness is being called and the testimony being
offered. ~The Appellant’s Appointing Authority shall be considered the
Respondent. The Director shall forward a copy of the appeal to the Respondent.

B. Initial Determination of Jurisdiction: -~ The Director, in conjunction with
appointed counsel for the Personnel Commission, shall make an initial
determination of whether or not the Commission has jurisdiction over the appeal
under these policies rutes.

1. If it is determined by the Director that the Commission does not have
jurisdiction, the Director shall so notify the employee in writing.

2. If it is determined that the Commission does have jurisdiction, the hearing
shall be scheduled in accordance with these policies rules.

Any party disputing this initial determination of jurisdiction must file written

notification with the Director within ten (10) calendar days of receipt of the

notice from the Director. The dispute shall be heard in accordance with Policy

Rule-22.5(H)(2).

C. Answer to Appeal: The Respondent need not file an answer to the appeal. If an
answer is filed prior to the hearing, the Director shall send a copy to the
Appellant. Within ten (10) days of the hearing, or at the time the names of
witnesses are submitted for subpoena, the Respondent shall state the reason
each witness is being called and the testimony being offered.

D. Hearing Officers: The Commission or its chair may assign appeals to a
Commission member who shall be the Hearing Officer. When an appeal is so
assigned, the Hearing Officer shall be the authorized representative of the
Commission and is fully empowered to grant or refuse extensions of time, to set
the proceedings for hearings, to conduct the hearing, and to take action in

72



Draft

connection with the proceedings which the Commission itself is authorized to

take by law or by these policies rules other than making the final findings and

decisions. No assignment of an appeal to a Hearing Officer shall preclude the

Commission or its chair from withdrawing it and conducting the hearing itself

or from reassigning an appeal to another Hearing Officer. The Hearing Officer

shall prepare and submit a Hearing Officer’s report. Said report shall be
submitted to the Director for transmittal to the Commission not less than fifteen

(15) working days prior to the Commission meeting during which action on the

appeal is to be taken. Copies of the Hearing Officer’s report shall, upon receipt

by the Director, be mailed to all members of the Commission and to the
employee and the Appointing Authority, and their respective representatives.

Written objections to the Hearing Officer’s report may be submitted no less than

five (5) working days prior to the Commission meeting. The Commission may,

at its discretion, take further testimony or hear arguments at the Commission
meeting.

E. Time for Hearing: Every hearing on an appeal shall commence within twenty
(20) calendar days from receipt by the Director, unless the time is extended by
mutual agreement, or for other good cause as determined by the Commission.

F. Notice of Hearing: Written notice of the time, date, place of hearing, and the
name of the Hearing Officer, may be mailed, faxed, or delivered personally by
the Clerk of the Commission to the Appellant and the Respondent. If the notice
is mailed, it shall be mailed at least ten (10) calendar days before the date of
such hearing to last known address. H-the-notice-is-delivered-personally Once
received, written acknowledgment of the time of receipt by the employee shall
be obtained or verified.

G. Continuance of Hearing
1. Either Respondent or Appellant may request that a hearing set pursuant to

these policies rules be continued. Such a request must be submitted in
writing to the Clerk of the Commission five (5) calendar days prior to the
date set for the hearing. The Clerk of the Commission must send copies to
all concerned parties, together with an Order for Continuance to be signed
by a member of the Commission so designated by the Commission to sign
such orders.

2. Failure to request a continuance in conformance with these policies rues
and subsequent failure by either party to appear at the time and place set for
hearing shall be grounds for dismissal of the case upon motion of either
party or on motion to the Commission or to the Hearing Officer.

H. Nature of Hearing
1. Each hearing shall be held pursuant to A.R.S. §38-431 and shall be closed

unless the Appellant requests an open hearing as provided by A.R.S. §11-
356. Any party may represent him/herself or be represented by legal
counsel. The hearing shall be informal and technical rules of evidence shall
not apply to the proceedings, except that irrelevant, immaterial, incompetent
or unduly repetitious evidence or evidence protected by the rules of
privilege recognized by law, may be excluded. All testimony at the hearings
shall be recorded manually or by mechanical or electronic device. The
Commission shall pay all charges incurred in connection with the presence
of a court reporter or the utilization of mechanical or electronic devices,
excluding, however, the costs of the preparation of all or any part of any

73



Draft

transcript. The party or parties ordering the transcription shall pay the cost
of a copy or copies of any such transcription.

2. On any appeal hearing, in the event that there is a dispute as to the
jurisdiction of the Commission to hear said case, the Hearing Officer or the
Commission shall first take evidence with respect to said jurisdictional
question. If the Hearing Officer or the Commission concludes that the
Commission has jurisdiction to hear the appeal, then they shall proceed to
take evidence on all remaining issues. In the event that the Hearing Officer
or the Commission concludes that the Commission is without jurisdiction,
then they shall terminate said hearing and take no further evidence.

Power of Subpoena: The Hearing Officer or Commission may request the

chairman of the Board of Supervisors to issue subpoenas to compel attendance

of any person and the production of any books, papers or any other evidence
relating to any investigation or hearing authorized by these policies rules in

accordance with the power of the Board pursuant to A.R.S. 811-218.

Exclusion of Witnesses: Upon the motion of any Appellant or Respondent, the

Hearing Officer or Commission may exclude from the hearing room any

witnesses not at the time under examination but a party to the proceedings. The

Appellant, Respondent, their attorneys or other representatives, shall not be

excluded.

. Witness Fees: Witnesses, other than employees, who are subpoenaed to attend

a hearing or investigation, are entitled to the same fee as is allowed witnesses in

civil cases of the State of Arizona. If any Hearing Officer on his/her own

motion subpoenas a witness, fees and mileage may be paid from funds of the

Commission upon presentation of a duly executed claim. If a witness is

subpoenaed upon request of the Appellant or Respondent, the requesting party

shall pay the fees and mileage of the witness. Reimbursements to County
employees subpoenaed as witnesses shall be limited to payment of mileage, if
appropriate, by the party requesting the witness.

. Depositions: If a witness does not reside within Gila County or within one

hundred (100) miles of the place where the hearing or investigation is to be

held, is out of state, or is too-infirm to attend the hearing or investigation, any
party, at its own expense, may cause a deposition to be taken. If the presence of

a witness cannot be procured at the time of the hearing or investigation, the

deposition may be used in evidence by either party or the Commission.

. Proposed Findings of Fact: Both Appellant and Respondent shall have the right

to file with the Commission or its Hearing Officer, at any time prior to the

hearing, proposed findings of fact. The Commission or its Hearing Officer shall
include a ruling upon findings of fact proposed by any party in its findings of
fact.

. Findings of Fact; Conclusions of Law; and Order: The Commission shall make

written findings of fact, conclusions of law and an order within twenty (20)

working days from the conclusion of the hearing. Copies shall be sent to the

Appellant and Respondent at their addresses listed in the Commission records or

to their legal counsel, if any. In the event the Commission orders the Appellant

to be reinstated, it may also award back pay for such periods and in such
amounts as the Commission deems appropriate under the circumstances.
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. Withdrawal of an Appeal: The Appellant may submit a written request to
withdraw the appeal at any time prior to the decision by the Commission. Such
request shall be filed with the Director.

Decision by Commission: If, after the hearing, a majority of the Commission
determines that the appealed action was arbitrary or capricious, the action shall
be reversed. Otherwise, the action shall be affirmed.

. Compliance of Appointing Authority: Within ten (10) working days of a notice
of decision by the Commission revoking or modifying any order of disciplinary
action, the Appointing Authority shall comply with the Commission’s decision,
and shall render a report to the Director.

. Administrative Review: The findings and decisions of the Commission shall be
final and shall be subject only to administrative review as provided in A.R.S.
§12-901, et seq.

Law enforcement officers right to representation, right to evidence on appeal,
and right to change of hearing officer or administrative law judge are in
accordance with A.R.S. 838-1101. Law enforcement officer means an
individual, other than a probationary employee, who is certified by the Arizona
Peace Officer Standards and Training board or who is a detention officer or
correction officer and who is employed by this state or a political subdivision of
this state.

1. A law enforcement officer shall not be subject to disciplinary action
except for just cause in._accordance with A.R.S. 838-1104. Law
enforcement officers who are terminated as the result of an employer or a
person acting on behalf of an employer reversing the decision or
recommendation of a civil service board or merit commission, a new
hearing may be requested in‘superior court if the law enforcement officer
believes the termination was without just cause. This does not apply to a
law enforcement officer as an at. will employee as a Sheriff or the Chief
Deputy Sheriff in alaw enforcement agency.

2. If:the superior court finds that just cause for the termination did not exist,
the court shall order the officer reinstated to the officer’s previous position
with the law enforcement agency and may award to the officer monetary
damages that shall not exceed the officer’s combined total of wages and
benefits lost as a result of the termination.
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RULE Policy 23 — Attendance, Holidays and Leave

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee. Sections 23.8 and 23.13 cover employees in the
unclassified service, although nothing in this policy waives the at will status of an
unclassified employee.

23.1 Purpose: Gila County shall have guidelines pertaining to attendance issues,
holidays and leaves of absence.

23.2 Basic Work Week: Exeeptas-otherwise-provided;t The regular basic work week

of full-time County employees shall be forty (40) hours, normally consisting of
eight (8) hours per day, Monday through Friday. This policy does not entitle
otherwise FLSA exempt employees to get overtime for hours worked in excess of
40 hours per week. Medifications-te-this-provision—t In order to provide essential
County services, modifications to this provision, may be made subject to any
Federal, State or Constitutional limitations relating to hours of work.

23.3 Holidays

A. Employees occupying regular status positions shall be allowed time off with

pay as provided-forby-County—pelicy for those holidays recognized by Gila

County., The employee will not receive holiday pay if the-empleyee-is-net on
leave without pay on the employee’s work days immediately preceding or and

following the day on which the holiday is observed.

B. Employees working a<flexible schedule (e.g. four 10 hour days or a 9/80
schedule) will receive no more than eight (8) hours pay for a Legal Holiday.
Employees can use annual leave time to make up the difference between the
eight (8) hours of pay for the holiday and their remaining scheduled hours.

C. Regular status employees authorized to work a regular work schedule of 20 to
39.99 hours per week will only receive the number of holiday hours they
would have been scheduled to work on that holiday.

D. Employees required to work holidays ir-erderto—provide—essential-services
shall receive for each such holiday worked compensation or compensatory
time off as allowed by Federal or State law or as provided in the-GHa-County
Merit-System-Rules-and-Pelicies.these policies. The holidays recognized by

Gila County are as follows:

1. January 1 New Year’s Day
2. Third Monday in January MLK/Civil Rights Day
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3. Third Monday in February Lincoln/Washington Day

4. Last Monday in May Memorial Day

5. July4 Independence Day

6. First Monday in September Labor Day
+—Second-Meonday-ir-October——Columbus Day

8.7 November 11 Veteran’s Day

9.8 Fourth Thursday in November Thanksgiving Day

9. Fourth Friday in November Day after Thanksgiving Day
10. December 25 Christmas Day

Unless otherwise necessary due to circumstances, County offices shall be
closed on each of the ten holidays listed above. If H holidays (1), (5), (8)(7)
or (10) fall on a Sunday, the holiday shall be observed on the following
Monday. If holidays (1), (5), (8)(7), or (10) fall on a Saturday, the holiday
shall be observed on the preceding Friday.

Regular status employees authorized to.work nineteen (19).hours or less per
week are not eligible to receive holiday pay.

23.4 Leave Time

A—General

A. The purpose of paid leave time is to allow employees to earn wages up to
the amount normally earned by working the employee’s regularly
scheduled work week.

B. Appropriate-types-of Accrued leave will be allowed-to-the-extent-that-wit
used to ensure payment for a forty (40) hour work week.

C. Leave time will not be used in any manner to generate hours in excess of
the'normal work week.

23.5 Coverage and Administration of Leave

A

Coverage and Exclusions: Employees receiving—original—appointments

occupying regular status positions are eligible to accrue leave with pay from

the date of hire appeintment. Emergency—and Temporary appeintees

employees are not eligible to accrue or use any type of leave with pay. The
following employees shall be eligible for leave as indicated:

1. Employees occupying regular status positions who have completed six (6)
months of continuous service may be allowed to use accrued annual and
sick leave.

2. Employees working authorized to work nineteen (19) hours or less less
than-twenty{20)-heurs per week are not eligible to accrue eruse annual or
sick leave.

3. Employees on leave without pay for one complete pay period do not
accrue annual or SICk Ieave for those periods of leave W|thout pay

Forfeiture of Leave:
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1. Annual leave accruals may not exceed two hundred forty (240) hours per
employee.

2. Original probationary employees who do not complete their probationary
periods shall forfeit all accrued annual and sick leave.

D. Reporting and Recording Leave: The Appointing Authority for each
department shall be responsible for ensuring that all leave used is properly
recorded as established by Human Resources the-Persennel-Department.

E. Leave Requests: Requests to use leave time shall be approved in advance of
usage. Departments should establish procedures for emergency requests for
leave. No unearned leave shall be approved for payment.

F. Disposition of Accrued Leave upon Transfer: Employees who transfer
between departments shall retain any accumulated leave time.

G. Bispesition Disbursement of Accrued Leave upon End of County Service:
For those employees eligible to use leave, accrued leave will be dispesed paid
out ef upon completion of County service as follows:

1. Accrued annual leave will be paid at the employee’s current regular hourly
rate.

2. Unused compensatory time will be paid at'the employee’s current regular
hourly rate.

Annual Leave
A. Rate of Accrual

1. Regular status full-time employees shall accrue annual time leave at the
following rates:

Years of Hours Hours Approximate
Continuous Per Per Days
Service Pay Period Year Per Year
1thru 4 3.08 80 10

5thru 9 4.62 120 15

10 & over 6.16 160 20

2 Elnplelylees N JE”.'EI'IEM : 198 Iaeelumg ;“e“B :“e '(I25) sl_ays_el
or retirement.

3. Regular status part-time employees assigned to work at least twenty (20)
hours per week but less than full time (forty [40] hours per week) shall
accrue annual leave for each two (2) week pay period in which they are in
a pay status as follows:

Regularly Scheduled Percent of
Hours Per Pay Period Regular Accrual
40 but less than 48 50

48 but less than 56 60

56 but less than 64 70

64 but less than 72 80

72 but less than 80 90
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. Use of Annual Leave
1.

Employees eligible to accrue annual leave should request leave far enough
in advance of the desired time off to allow the employee’s department to
schedule around such time off so as to meet the needs of the department.
Appointing Authorities have the authority to approve or disapprove annual
time leave requested.

Annual leave shall not be charged against an employee’s accrued leave
balance for an authorized holiday which occurs while an employee is

utilizing annual Ieave The employee should notify the Personnel

. Leave Donation: Donation of leave may be made among all levels of County
employment and is based on the dollar value of the leave donated. Only
annual leave and compensatory leave are subject to donation.

1.

An employee is eligible to receive donated leave under the following

circumstances:

a. All sick leave, annual leave, and compensatory time have been
exhausted and,;

b. The employee is not eligible to receive benefits through a the short
term disability or long term disability insurance program obtained
through Gila County and,

c. The employee is not eligible to receive payments from the retirement
system of which they are a member and;

d. The employee is not eligible to receive payments from social security
and;

e. The employee is not eligible for any publicly funded financial
assistance program for disability i.e. Medicare.

f. “The employee or immediate family member (spouse, child, and
parents of employee) as-defined-under-the FMEA)—and must have a
serious health condition such as an illness, injury, impairment or
physical or mental condition involving either inpatient care or
continuing treatment by a certified health care provider. as—defined
underthe FMLA:

The emplaoyee is not receiving benefits from worker’s compensation.
The dollar ratio of donated leave will be adjusted proportionately to the
salaries of the donor and recipient. Fhe Gila County PRersennel
Department Human Resources is responsible for making such
determination. The recipient is under no obligation to repay the donated
hours or monies.

The maximum amount of annual leave that may be donated during any

fiscal year is limited to forty (40) hours. The amount of compensatory

leave that may be donated is unlimited. The disabled employee recipient
may receive donations from any number of donor employees.

If the recipient of the donated hours has a serious health condition, he/she

must currently be on an approved medical leave of absence without pay

and possess a doctor’s eertification note specifying that the recipient is not
yet able to return to work full time. The recipient must deliver the
doctor’s eertification note to his/her Appointing Authority. Fherecipient
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5. In the event that the leave is to care for an immediate family member with

a serious health condition, the recipient must deliver documentation

substantiating this leave to his/her Appointing Authority.

Procedure

a. To initiate this process, the employee must notify the Appointing
Authority that they are requesting donated leave.

b. The employee may complete a “Name Disclosure Authorization”
form, found on the Gila County Intranet and send to Human
Resources.

c. The Appointing Authority prepares a memo for. distribution to all
departments requesting donation be made. The employee’s specific
physical condition or ailment cannot and should not be mentioned.

d. To initiate the transfer of leave, the donor must veluntarily reguest
complete the “Donation of Leave” form found on the Gila County
Intranet. The leave may not berevoked once it has been.credited to the

recipient’s leave balance. frem thePersonnel-Department. He/she
ll. -- a Q alal Q e‘l 'l= alala =ll= ajya ala’ !=l= okd 1

he f | | he d , - : Labili
perform—current—duties:  The completed form is then sent to the
Persennel-Department Human Resources for approval.

f. The Personnel Department-will-then—verify-the-doctor’s—certification
it i i After

{addittonal—nformation—may—be—reguested—as—necessary)
approval, the original copy of the form is kept by the—Personnel
Department Human Resources. Copies will then be forwarded to the
Finance Department, the recipient, recipient’s department, the donor
and the donor’s department.

g. If not approved, the-Persennel-Department Human Resources will se
indicate reason for disallowance on the form and copies will be
distributed to the appropriate parties.

23.7 Sick Leave

A. Rate of Accrual

1.

no

Regular status full-time employees shall accrue sick leave at the rate of ten
(10) days per year (three and eight one-hundredths [3.08] hours per pay
period). Maximum accrual is unlimited.

Accrued sick leave will not be paid at the completion of County service.
Employees retiring with at least one thousand (1,000) hours of unused sick
leave will be eligible entitledte for a $3,000.00 sick leave benefit-bonus.
Employees hired after August 1, 2012 will not be eligible for the
$3,000.00 sick leave benefit.

Regular status part-time employees shall accrue sick leave at the following
rates:
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Regularly Scheduled Percent of
Hours Per Pay Period Regular Accrual
40 but less than 48 50
48 but less than 56 60
56 but less than 64 70
64 but less than 72 80
72 but less than 80 90

B. Sick Leave: Employees eligible to accrue sick leave may use sick leave only

as provided in these policies rtles. Sick leave may include any period of

absence with pay of an employee under the following conditions:

1. HlIness or injury;

2. Medical or dental care;

3. Quarantine or exposure to contagious disease which might be reasonably
suspected of endangering others by the attendance of the exposed
employee;

4. lllness or injury of a member of the immediate family which requires the
presence of the employee for assistance or care.

5. For the purposes of Sick Leave, Immediate Family is defined as spouse,
child, adopted child, stepchild, ward, mother, father, brother, sister, and
grandparents,—er—grandchildren, or an individual who stands or stood in
loco parentis of either employee or spouse. For the purposes of this policy,
references to brother, sister, mother, father; grandparent or grandchildren
will include those that are step or in-law.

. Verification of Need for Sick Leave: The Appointing Authority may require

an employee requesting sick leave to submit documentation substantiating the
need for sick leave which.has lasted longer than three consecutive work days.
Failure.to provide required documentation from a medical provider may be
grounds for disciplinary action up to and including termination. Once obtained
by the Appointing Authority, this documentation must be sent to Human
Resources.

. “After five work days of illness, the employee must provide documentation to

Human Resources to be able to return to work.

. Sick Leave without Pay: In cases where the employee does not have sufficient

leave sick time accrued te—cover—disability, such employee must use any
accrued annual leave. In the event all accrued leave time has been exhausted,
the employee may request unpaid leave.

Family and Medical Leaves of Absence: The purpose of the Family and Medical
Leave Act of 1993 (hereinafter referred to as Family Leave) is to entitle
employees to take up to twelve (12) workweeks of leave during any twelve (12)
month period for adoption or childbirth, the placement of a child with the
employee for adoption or foster care, or to care for a seriously ill child (son or
daughter), parent, spouse or the employee’s own illness.

A. Eligibility
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1. All County employees are eligible for Family Leave if they have been
employed with Gila County for:

a. At least twelve (12) months; and

b. For at least 1,250 hours (156 days) of service with the County during
the previous twelve (12) month period.

2. Under certain circumstances, the highest paid 10% of the work force may
be denied Family Leave if such leave would cause an economic hardship
for Gila County.

3. Military Family Leave Provisions
a. Qualifying Exigency Leave: An employee may take up to twelve (12)

workweeks of FMLA to handle certain non-medical exigencies arising
from the fact that the employee’s spouse, son, daughter, or parent in
the National Guard or Reserve is on active‘duty or called to active duty
status. There are eight qualifying exigencies that merit this type of
leave:

Short-notice deployment

Attending military sponsored functions

Counseling

Rest and recuperation

Post-deployment activities

Making.appropriate financial/legal arrangements

Arranging for alternative childcare

additional . activities not encompassed in the previous

categories that arise out of the covered military member’s

active duty ‘or call to active duty status to which the
employee and county agree
b. Military Caregiver Leave: Family members and next of kin of covered
service members may take up.to- 26 workweeks of leave in a “single 12
month period” to.care for a covered service member with a serious
illness or injury in‘the line of duty.

B. Requirements
1. Anemployee shall be entitled to a total of twelve (12) workweeks of leave

during any twelve (12) month period for any of the following reasons or

combination of the following reasons:

a. The birth of a child and in order to care for such child.

b. Because of the placement of a child with an employee for adoption or
foster care.

c. Inorder to care for the spouse, child or parent of the employee.

d. Due to a serious health condition that makes the employee unable to
perform the duties of the position held.

2. Family Leave may be taken intermittently or on a reduced schedule if so
requested in advance by the employee and approved by the Appointing
Authority.

3. For the purposes of this policy Rule, a “serious health condition” shall be
defined as “an illness, injury, impairment or physical or mental condition”
involving either inpatient care or continuing treatment by a certified health
care provider. This is for a period of three (3) consecutive days or more.

C. Paid/Unpaid Leave

N~ WNE
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exhaust-any-acerded-sick—and-annual-time. If the employee has accrued
annual leave, sick or compensation time, they must use that accrued leave
while on Family Leave.

Any paid leave (i.e. annual or sick) granted during a Family Leave period
shall be counted towards the annual total twelve (12) workweeks of
Family Leave.

a¥ faYda ala a aa Q Q A alallla alda¥a allialan
O vigIvivyae v y var A v, 1o

D. Employee Notice

1.

If the necessity for Family Leave is foreseeable by an employee (i.e.

expected childbirth, adoption) an employee must provide their Appointing

Authority with not less than thirty (30) days notice before the date the

leave is to begin.

If Family Leave is based on foreseeable and/or planned medical treatment

of a spouse, child (son and/or daughter), parent, or an employee’s own

treatment, an employee must:

a. Make a reasonable effort to schedule such treatment as to not disrupt
essential operations of the department;

b. Provide their Appointing Authority with not less than thirty (30) days
notice before the date the leave is to begin.

E. Husband and Wife — Both County Employees: If a husband and wife are both
employed by Gila County, the total aggregate number of workweeks of
Family Leave will be limited to twelve (12) total workweeks during any
twelve (12) month period for the purposes of caring for a new child or a sick
parent.

F. Medical Certification

1.

In order for an employee to be granted Family Leave due to medical
treatment of a spouse, child (son and/or daughter), parent or an
employee’s own treatment, a certificate from the health care provider is
required. The certificate must include:

a. The date on which the condition commenced.

b. The appropriate medical facts of the condition.

c. If the Family Leave is to be granted for the care or assistance in the
recovery from an illness of a child, parent, or spouse, a statement that
the employee is needed to provide the care.

d. If the Family Leave is to be granted for an employee’s own treatment,
a statement that the employee is unable to perform the duties of his/her
position.

e. For planned employee intermittent leave or reduced work schedule, the
dates and duration of each period, what treatment is expected, and a
statement of the medical necessity.

f. A statement that the leave is necessary for planned intermittent or
reduced work schedule time for the care or assistance in the recovery
from illness of a child, parent, or spouse.

Statements from health care providers shall be given to thePersennel

Department Human Resources for review and approval.

Gila County reserves the right to have the employee obtain a second

opinion, or third opinion if necessary, at Gila County’s expense, regarding

certifications by providers.

83



23.9

Draft

4. Employees on Family Leave are required to inform their Appointing
Authority at least every thirty (30) days as to their status and possible
return to work. Gila County reserves the right to require an employee to
obtain subsequent re-certification(s) from a health care provider on a
reasonable basis as deemed necessary by the Appointing Authority and
after review by the Director.

Replacement during Family Leave: Gila County reserves the right to replace

an employee, on a temporary or permanent basis, while such employee is on

Family Leave.

Return From Family Leave

1. As a condition of restoration, an employee returning from Family Leave
must provide his/her Appointing Authority with a certification from the
attending health care provider that they can return to work. The
certification must outline what duties and restrictions the returning
employee can assume (i.e. normal duties, can lift only 10 pounds, etc.).

2. An employee returning from Family Leave shall be:

a. Restored to the same position held when the leave commenced, or;

b. Restored to a comparable position with equivalent benefits, pay, etc.

Health Benefits

1. Employee Coverage
a. For an employee .on Family Leave, Gila County shall maintain and

continue to pay for the employee’s medical coverage under the Gila
County employee health plan.

b. If the employee is released by his/her health provider and fails to
return from Family Leave after the period of leave expires, all
premiums paid for group health coverage during the period of unpaid
Family Leave may be recovered from the employee.

2. Medical Insurance Premiums: Employees on Family Leave who have
health coverage shall bear the responsibility to maintain and continue to
pay for medical coverage if the employee so chooses. Arrangements to
pay for medical coverage are to be made with the-Personnel-Department
Human Resources prior to the commencement of the Family Leave.

Leave Accruals: Annual and sick leaves shall not accrue during-a—period-of

uppatdFamiy-Leave recelvmg donated leave on Family Leave.

Twelve Month Period is a “rolling” twelve (12) month period measured

backward from the date an employee uses any leave under the Act.

Leaves of Absence with Pay: Employees may be granted leaves from work with
pay under the following provisions. Pay granted shall not be charged to the
employee’s accrued sick, a, or compensatory leave credits.

A

Regular status County employees called to serve upon a jury during their work
hours. Any Federal jury pay (excluding reimbursement for miles traveled,
food, and/or lodging) received by such employee must be turned over to the
Treasurer’s Department Office and a Treasurer’s receipt furnished to the
Persennel-Department Human Resources. County jury pay is mileage only.

Leave with pay up to three (3) hours of duty time may be utilized for voting
by an employee who is qualified to vote on primary and general election days.
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. Leave with pay to attend trade, professional, or other meetings which directly
relate to official duties may be granted with approval from the Appointing
Authority.

. An Appointing Authority may authorize an employee to be absent with pay on
administrative leave during a state of emergency declared by the Governor, or
in other emergency situations such as extreme weather conditions, fire, flood,
or malfunction of publicly-owned or controlled machinery or equipment.

. An Appointing Authority may grant administrative leave to relieve an
employee of duties temporarily during the investigation of alleged
wrongdoing by the employee.

. Bereavement Leave: The purpose of this leave is so.that the employee can
arrange/attend services for the deceased. In the event of the death of a member
of the immediate family, up to twenty-four (24) hours, three (3) days, of paid
leave may be granted. Up to forty (40) hours, five (5) days of paid leave may
be allowed for circumstances requiring substantial out of s travel. This
does not include temporary or probationary employees.

. For the purposes of Bereavement Leave, Immediate Family means is defined
as an employee’s spouse;.mother, father, grandparent, child, stepchlld foster
chlld ward, adopted chlld grandchlld brother S|ster , ,

g#andeh#d%en or an |nd|V|duaI who stands or stood in Ioco parentls of e|ther
employee or spouse. For the purposes of this policy, references to brother,
sister, mother, father, grandparent or grandchildren will include those that are

step or in<law.

Upon a&proval of the Appointing Autherity, an eligible employee may use his

or her annual leave,.compensatory time or sick time when additional

bereavement time Is needed.

Bereavement leave shall not be counted as hours worked for the purposes of

computing overtime.

. Victim Leave: The purpose of this leave is so that an employee can take time
ff without pay for an unlimited amount of time under the provisions of the

An a Victim Leave Law. ARS 8-420 and 13-4439, if the employee is a

“victim” of a crime

. The leave of @absence shall be granted for the employee to attend all court

proceedings involving the perpetrator(s) of the crime(s) against the employee.
. Exception: an employee’s time may be limited if it creates an undue hardship,
as defined by the statute, for the County.

. The employee shall maintain all seniority rights while absent from

employment under these provisions.

. All records regarding an employee’s victim leave shall be considered

confidential and maintained in a separate department personnel file.

. Eligibility: to be eligible for victim leave, an employee must have been the

victim of a juvenile offense or adult crime.

1. “Victim” is defined as a person against whom the delinquent act or
criminal offense has been committed, or if the person/victim is killed or
incapacited, the person’s immediate family or lawful representative.
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2. “Immediate family” means a victim’s spouse, parent, child, sibling,
grandparent or lawful guardian.

3. “Lawful representative” means a person who is designated by the victim
OR appointed by the court to act in the best interests of the victim.

Q. Exception: A family member not entitled to take victim leave that is in
custody for an offense or is the accused.

R. Employee’s option for pay: Victim leaves are unpaid, unless the employee
elects to use accrued sick and/or annual leave, or compensatory time, none of
which need to be exhausted before victim leave begins.

S. Department requirements: At the conclusion of the leave period, the
department shall assign the employee to the same or an.equivalent position
with the same pay, benefits and working conditions.<An employee has no
greater right to restoration or to other benefits than if the employee had been
continuously employed during the leave period:

T. Leave request procedure: An eligible employee shall provide the Department
with the following documentation beforewictim leave is granted. A copy of
the notice from law enforcement or the prosecutor regarding the employee’s
status as a crime victim; AND a copy, if applicable, of the notice of.any
scheduled proceeding is required.

23.10 Leaves of Absence Without Pay

A. Educational Leave: Leave without pay may be granted for reasonable periods
of time (normally not exceeding one [1] year) to enable employees to attend
work-related education and training courses. Educational leave without pay
may be granted by the Appointing Authority after the Persennel Human
Resources Director has certified that such leave is in the best interest of the
County.

B. Personal Leave: Up to six (6) months leave without pay for personal reasons
may be granted upon approval of the Board of Supervisors and with
concurrence of the Appointing Authority when fully justified in writing by the
employee.

C. Return from Leave without Pay: An employee’s right to return from leave
without pay to a position in the County service shall be conditioned upon the
availability of an appropriate position and sufficient appropriation. Any
unused accruals shall be reinstated at the time of return to duty. Employees on
leave without pay for one complete pay period do not accrue annual or sick
leave for those periods of leave without pay.

23.11 Military Leave: An employee who requests absence with pay on military leave
pursuant to A.R.S. §26-168, 26-171, or 38-610, shall submit a copy of the orders
for duty with the request for military service.

23.12 Absence Without Leave

A. Any unauthorized absence of an employee from duty shall be considered an
absence without leave and deduction of pay may be made for such absence.

B. Any unauthorized absence shall constitute grounds for disciplinary action up
to and including termination dismissatl.
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C. Any employee who is absent for three (3) or more consecutive days without
authorized leave is automatically considered to have abandened-the—position
resigned. When extenuating circumstances are found to have existed and the
employee is allowed to return to work, such absence may be covered by leave
with or without pay by the Appointing Authority with concurrence of the
Persennel Human Resources Director.

23.13 Workers Compensation Leave

A. Use of Leave

1.

5.

An employee who sustains a job-related “medical only” injury that is
compensable under the Workers’ Compensation Law, Title 23, Chapter 6,
A.R.S., or who is returned to modified or light duty, shall be required to
use any available sick or annual leave when receiving medical treatment
during the employee’s normal working hours unless the employee has
been directed by the County to report to the treatment facility (as in the
case of an independent medical examination). In this case, the employee
will be paid his/her regular wage from the department budget.

An employee who sustains a job-related lost time injury that is
compensable under the Workers’ Compensation Law, Title 23, Chapter 6,
A.R.S., shall be placed on sick leave unless the employee has an available
compensatory time balance.

The employee may elect to use compensatory leave, if available. Once
available compensatory leave is exhausted or the employee chooses to no
longer draw from the account, the employee will be placed on sick leave
and finally annual leave until these leave accounts have been exhausted.

If eligible, the employee will be placed upon Family Medical Leave.
Note: FMLA will not be charged against any time off in which the
employee is using accrued compensatory time.

After all leave accounts are exhausted, the employee shall be placed on
leave without pay.

B. Supplemental Benefits Plan, pursuant to ARS 838-961 for Public Safety
Employees.

1

For the purposes of this section, “Public Safety Employee” means an

individual who is a member of the Public Safety Personnel Retirement

System or the Corrections Officer Retirement Plan or a Probation Officer

or Juvenile Detention Officer.

Public Safety Employees can apply for the Supplemental Benefits Plan if

the following criteria are met:

a. They are a full-time regular status Public Safety Employee.
Volunteers or part-time employees are not eligible for the plan

b. They have an accepted workers’ compensation claim processed by
Risk Management.

c. They are placed on an off work status for 30 calendar days or more.

They remain in an “active” employment status.

e. The off work status is not due to an unrelated or pre-existing
condition.

f. Medical documentation is supplied that documents the medical
necessity for the off work status.
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g. The injury was not incurred as a result of gross negligence or policy or
law violation on the part of the employee.

. For Public Safety Employees who are approved and enrolled in the Plan, the

County will:

1. Continue to pay the employee’s paycheck with no reduction as a result of
the work-related injury. This includes continuation of:

a. The employer portion of enrolled health care benefits.

b. The employee’s contribution to the appropriate State Retirement
System or Plan as applicable, and shall continue to pay the employer
contribution to the respective Retirement System or Plan.

2. Not reduce the employee’s paid leave balances while on an off work status
for the term of the disability or maximum under the Plan.

. ARS 838-961 allows for an employee to receivebenefits for an initial period

of six months:

1. The employee must be on an off work status for 30 calendar days or more.

2. The plan begins and/or becomes retroactive to the first day the employee
is placed on an off work status by a health professio
work related injury.

3. The initial six month period cannot be combined or run concurrent with
any prior or subsequent injury.

4. Family Medical Leave (FMLA) will run
enrolled in the Plan.

. Plan benefits cease upon one of the following:

1. The employee is released to regular duty or a temporary modified position.

2. The employee refuses to accept.a modified duty assignment.

3. The employee has received benefits forﬁ calendar days from the first

ed on an off work status.

4. Th ee is no longer considered an employee of the County.

If the employee hasbeen placed on an off work status for more than 180

calendar days, they may submit‘aﬁquest for an extension in writing to the

Human Resources Director. It is at the employer’s discretion whether or not

to extend benefits. Part of this determination may include a Fitness for Duty

r Independent Medical Exam. If benefits are extended, they cannot exceed a

imum of an additional 180 days.

employee is not off work for the entire initial 180 calendar days, any

ortion of the “Plan” can be applied to a future off work period, as

e.employee’s workers’ compensation claim remains open and it is
related to the initial injury.

1. The unused portion cannot be applied if the employee’s workers’
compensation claim is closed and reopened at a future date.

2. No portion of unused extended benefits shall be applied to any future off
work period or any reopening at a future date.

Once Risk Management receives information regarding an injury to a public
safety employee, they will establish a file:

1. If the claim is accepted and it is unclear the extent of the off work status,
the County’s Risk Management will notify Human Resources when the
employee has been off work for more than 30 days. Human Resources
can then provide a Supplemental Benefits Application to the employee.

current while the employee is
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2. If the claim is accepted and it is apparent the employee will be off work
for more than 30 days, Human Resources can provide a Supplemental
Benefits Application to the employee immediately.

3. If the claim is under investigation, Risk Management will notify Human

Resources when a decision has been made and whether benefits will be
initiated retroactively.

All checks for total temporary disability will be sent to the County directly.

When the employee is released to modified or regular duty, Risk

Management will notify Human Resources.

6. Human Resources can request a Fitness for Duty or Independent Medical
Exam prior to extending Supplemental Benefits beyond the initial 180
days.

K. The County will make reasonable efforts to provide the employee with
modified duty. Workers’ Compensation wage benefits will be eliminated if an
employee refuses a light duty assignment that they are qualified for and have
been medically released to perform. For-Public'Safety Employees who refuse
to return to work in a modified capacity, participation in the. Supplemental
Benefits Plan will be terminated.

L. Payments
1. An employee shall use leave in an amount necessary to receive total

payments (leave payments plus Workers’ Compensation payments) not to
exceed the gross salary of the employee.

2. If the employee receives a retroactive Workers” Compensation payment
for the initial five day period of industrial injury, and for that period has
received leave payments, the employee shall reimburse the County for five
days of Workers’ Compensation payments, and the equivalent value of
leave shall be restored to the employee’s appropriate leave account.

3. The employee may use vacation/annual, sick or compensatory leave in
lieu of the Workers’.Compensation wages. IF the employee chooses this
option, the employee will be required to endorse their Workers’
Compensation check over to the County.

M. Modified or Light Duty: In the event of an industrial injury that prevents an
individual from performing their regular duties, modified or light duty may be
offered at the discretion of the-Ceunty Risk Management, Elected Official,
Department Director. Fhe-Ceunty Risk Management, Elected Official, or the
Department Director will first attempt to place the employee on modified or
light duty within his/her originating department. If no modified or light duty
is available in the originating department, the-Ceunty Risk Management may
place the employee in another department. Regardless of the department the
employee is placed in, wages will be paid from the originating department’s
budget. An employee who is offered modified or light duty who is currently
on Family Leave will not be required to accept the modified or light duty.
However, they may forfeit future workers compensation payments. All light
duty positions are temporary in nature to be reviewed every thirty (30) days.

N. Restriction: Sick leave with pay or leave without pay shall not be granted to
an employee who fails to accept compensation available pursuant to the
industrial injury and disease provisions of A.R.S. §23-901 to 23-1091.

O. Health Benefit Plan Participation

SRR
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1. An employee who is on leave without pay due to an industrial disability
may continue to participate in the Health Benefit Plan for a maximum of
six months by paying the employee contribution.

2. At the end of this six month period, an employee who remains on leave
without pay due to industrial disability may continue to participate in the
Health Benefit Plan by paying both the employer and employee
contributions, until the employee returns to work or is determined to be
eligible for Medicare coverage or Long Term Disability, whichever occurs
first.

Disability Income Insurance Plan Participation: An employee who is on leave

without pay may continue to participate in the Disability Income Insurance

Plan by paying the premium.

Termination: The insurance coverage of an individual on leave without pay

who allows payment of the premiums or contributions to become delinquent

shall terminate at 11:59 p.m. on the last day of the period covered by the last
premium or contribution paid.

Accrual of Leave: An employee shall continue to accrue full leave credits as

long as the employee is using two or more hours of leave each day.
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RULE Policy 24 — Overtime Pay and Compensatory Leave

This policy covers all employees in the classified service as defined in the Gila County
Merit System Policies Manual without regard to regular, temporary, part-time,
probationary or emergency status, although nothing in this policy waives the at will status
of an unclassified employee.

24.1

24.2

24.3

24.4

245

24.6

24.7

24.8

Purpose: Provide a guideline for compensatory time accrual and overtime.

Gila County takes appropriate action to ensure compliance with the Fair Labor
Standards Act (FLSA). All positions are identified as exempt from coverage or
non-exempt from coverage as provided by law and in accordance with prescribed
FLSA guidelines. Elected Officials and their Chief Deputies are not covered by the
FLSA.

FLSA-EXEMPT employees are those ‘who are exe from the provisions of the
Fair Labor Standards Act that obligate employersto pay overtime for time worked
in excess of forty (40) hours in a workweek. A paosition that meets the standard test
for executive, administrative, professional or c ter employment may be
classified as exempt. :

FLSA-NON-EXEMPT positions that must be paid-overtime for time worked in
excess of forty (40) hours in a workweek. Thesﬁovisions include standards for
minimum wage; equal pay and overtime pay.

Positions within Gila.County.may be changed from one category to another as the
requirements. of the law change orras the nature and scope of duties and
responsibilities of particular jobs change. Existing and newly established positions
will be evaluated and assigned to.the appropriate category by the Human Resources

Exempt positions are paid on a salaried basis. Situations will occur
t employee will work more than forty (40) hours in a workweek and
will not normally” result in compensatory time or additional compensation.
Exceptions must be approved in writing by the Board of Supervisors. Exempt
employees will not complete a timesheet; however they will track time used for sick
leave, annual leave and holidays.

Employers in the public sector are allowed to make partial day deductions from the
pay of exempt workers if the public entity has a policy or practice of making such
deductions for reasons of public accountability.

Complaints or reports of improper pay deductions should be taken directly to the
Human Resources Director. The Human Resources Director will expedite an
investigation into the complaint. After an investigation, the Human Resources
Director will issue a written finding. If a basis is found for the complaint, the
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Human Resources Director shall make recommendations to rectify the improper
pay deduction. If no basis is found for the complaint, the complaining employee
shall be notified in writing.

24.9 Approval of Overtime Work: All work in excess of 40 hours per week or in excess
of an established work period must be approved by the Appointing Authority.

24.10Non-Exempt Employees

A. An employee in a non-exempt position who works in excess of 40 hours per
week or in excess of an established work period shall be compensated by either:
1. Additional pay at the rate of one and one-half times the employee’s regular

rate for each excess hour worked, or;
2. Compensatory leave at the rate of one and one-half hours for each excess
hour worked.

B. The Appointing Authority shall determine if the excess hours are to be
compensated by overtime pay or compensatory leave, unless the employee’s
compensatory leave balance has reached the maximum allowed in Subsection
24.11 below, in which case the employee must be compensated by overtime

pay.

24 11Maximum Accumulation: The maximum number of hours of accumulated
compensatory leave is:

A. 160 hours for employees who work in a public safety activity, or
80 hours for employees who work in any other activity
B. Compensatory time that has remained unused for a period exceeding six months
shall be paid to the employee.

24.12Payment Upon Termination of Service:  An employee who has unused
compensatory leave at the time of termination from County service shall receive
compensation for each hour of such compensatory leave at the higher rate of:

A. The average rate received by the employee during the last three years of the
employee’s employment, or;
B. The final rate received by the employee.

24.13Scheduling Compensatory Time

A. Employee requests for compensatory time will be scheduled within a reasonable
period of time so long as they do not unduly disrupt the operations of the
department in which the employee works.

B. An employee who has accrued compensatory time will be required to charge all
scheduled paid time off (with the exception of sick time) against their
compensatory time balance.

C. An Appointing Authority may require employees to take time off to reduce
compensatory time balances.

24.14Transfer
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A. An employee who is transferred to another department within Gila County shall
transfer all accumulated and unused compensatory leave to the employee’s
compensatory leave account in the new department.

B. An employee who is transferred to another funding source within Gila County
shall be paid all accumulated and unused compensatory leave to the employee’s
compensatory leave account in the new department.

C. An employee who changes from non-exempt to exempt status shall be paid the
balance of compensatory time upon transfer.
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RULE Policy 25 — Americans with Disabilities Act as Amended by 2008

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

25.1

25.2

25.3

25.4

Purpose: Gila County will comply with all Federal and State laws concerning the
employment of persons with disabilities, maintains non-discrimination against
qualified individuals with disabilities in regard to application procedures, hiring,
advancement, discharge, compensation, training or other terms, conditions and
privileges of employment.

ADA Non-Discrimination: Gila County ~maintains non-discrimination in
recruitment, employment, job assignment, compensation, benefits, performance
evaluation, promotion, demotion, training, leaves, layoffs, terminations and in other
actions and practices affecting applicants and employees. Also, Gila County does
not discriminate against applicants or employees due to their relationship or
association with an individual with a known disability. Gila County does not
discriminate against employees nor prospective employees with legally protected
disabilities. Legally protected disabilities include:

A. A physical or mental impairment that substantially limits one or more major life
activities;

B. Having a record of such an impairment; or

C. Being regarded as having such an impairment.

Reasonable Accommaodation

A. When it has been determined that an individual(s) with a protected disability is
the best qualified candidate for an open position, but they are unable to perform
one or more of the “essential functions” of the job without reasonable
accommodation, = Gila County will consider requests for reasonable
accommodation which would permit the candidate to perform the assigned
duties.

B. Potential reasonable accommodations(s) will be evaluated based on their
effectiveness in facilitating safe and successful job performance as well as
associated costs of the accommodation(s). All employees are required to comply
with health and safety standards.

C. Gila County will not undertake accommodations(s) that would cause or result in
an undue hardship to Gila County.

D. Applicants who pose a direct threat to the health or safety of other individuals in
the workplace, when such threat cannot be eliminated by reasonable
accommodation, will not be hired.

Reassignment of Current Employees

94



Draft

A. If a current employee is not able to perform their normal job duties subsequent
to a disability, the employee will be considered for other current job openings
for which the employee is qualified and which the employee is able to perform.

B. Current employees who pose a direct threat to the health or safety of the other
individuals in the workplace will be placed on appropriate leave until a decision
has been made in regard to the employee’s immediate employment situation.

C. In the event the employee’s disability is covered under the ADA, reasonable
accommodation(s) will be considered.

D. If reasonable accommodation(s) are not possible, the employee will be
considered for other available positions for which they are qualified and which
the employee is able to perform even if the position is not in the same job
classification and grade.

E. In the event that a position is offered but refused by the employee, the
employee’s employment will be terminated.

25.5 Responsibility: It shall be the responsibility of the Director to assure that this
policy is adhered to.

A. If an employee or prospective employee believes they have a legally protected
disability and feel they have been discriminated against due to that disability, or
feel they have been discriminated against due to their relationship or association
with an individual with a known disability, they are to contact the Gila County
Personnel Human Resources Director, 1400 E. Ash Street, Globe, Arizona
85501.

B. All complaints will be treated confidentially and investigated carefully. Each
employee or prospective employee will be notified as to the outcome of the
investigation and any action that will be taken as a result.

C. An employee or prospective employee will in no way be affected by reporting
their concern to the Director.

25.6 Request for Reasonable Accommodation

A. If an employee or prospective employee has a disability that is covered by the
AADA as Amended by 2008, they may request reasonable accommodation for
four (4) purposes:

1. Tocomplete the pre-employment application process.

2. To take a test an-examination.

3. To perform essential function(s) of the job.

4. To have the same benefits and privileges of non-disabled employees.

5. The employee and employer will engage in the interactive process and
engage in a meaningful dialogue with the employee to find the best means
of accommodating the disability.

B. Requests for reasonable accommaodation should be submitted to the Director.

C. When the—Personnel-Department Human Resources is not involved in the
interviewing process and an applicant requests a reasonable accommaodation for
any reason, Persennel Human Resources should be consulted prior to any
accommodation being given.

D. No reasonable accommodation should be granted by a department before it is
discussed with Rersennel Human Resources.
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E. Some reasonable accommodation(s) may require the approval of the Board of
Supervisors prior to being granted.
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Rule Policy 26 — Workplace Violence

This policy covers all employees in the classified and unclassified service as defined in
the Gila County Merit System Rules—and Policies Manual without regard to regular,
temporary, part-time, probationary or emergency status, although nothing in this policy
waives the at will status of an unclassified employee.

26.1

Purpose: To establish Gila County’s policy on workplace violence, provide a
guideline for reporting workplace violence and disciplinary procedures for
employees engaging in violent workplace behavior.

26.2 Poeliey: It is Gila County’s policy to promote a safe environment for its employees.

26.3

26.4

26.5

Gila County is committed to working with its employees to maintain a work
environment free from violence, threats of violence, harassment, intimidation, and
other disruptive behavior.

Violence, threats, harassment, intimidation, and other disruptive behavior in the
workplace will not be tolerated. All reports of incidents will be taken seriously and
will be dealt with appropriately. Such behavior can include oral or written
statements, gestures, or expressions that communicate a direct or indirect threat of
physical harm. Individuals who commit such acts may be removed from the
premises and may be subject to disciplinary action up to and including termination,
criminal penalties, or both.

Reporting:  If you observe or experience violent, threatening, harassing,
intimidating, or_other disruptive behavior by anyone in the workplace, whether
he/she is a county employee or not, report it immediately to a supervisor or
manager. Elected Officials, Department Heads and Supervisors and-managers who
receive such reports must notify the PersennelDepartment Human Resources
immediately. The Director will expedite an investigation of the incident as deemed
appropriate and initiate appropriate action.

Threats or assaults that require immediate attention by security or police should be

reported first to the Gila County Sheriff’s Office or other law enforcement agency
as appropriate.
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ARF-1388 2-D
Work Session
Meeting Date: 01/29/2013

Submitted For: Don McDaniel Jr., County Manager Submitted By: Don McDaniel
Jr., County
Manager,
County
Manager

Department: County Manager

Information

Request/Subject

Information and discussion on a proposed Countywide Policy, "Travel and Related
Expenses".

Background Information

This is a continuation of the development of the Countywide Policy Manual which was
initiated by staff in 2010. The Manual currently contains Board adopted policies as
shown on the attached Table of Contents.

Each Policy including this one are fully reviewed by the Management Team before
they are placed on a Work Session agenda. After the Board has had the opportunity to
review and discuss the Policies in a Work Session, they are considered for adoption a
Regular Board meeting.

Evaluation

These policies are intended to improve and standardize internal operations in Gila
County. They will help establish consistency and fairness in the key processes that
effect all departments.

Conclusion

Depending upon the comments and input the Travel and Related Expenses Policy will
be prepared in final draft form for Board consideration at a future Regular Meeting.

Recommendation

Staff recommends that the Board consider and discuss the draft Travel and Related
Expenses Policy and allow it to proceed to final draft form and be placed on a Regular
Meeting agenda for approval.

Suggested Motion
Information/Discussion on a Travel and Related Expenses Policy for inclusion in the
Countywide Policy Manual. (Don McDaniel & Joe Heatherly)

Attachments



GC Travel and Related Expense Reimbursement Draft Policy

GC Travel and Related Expense Reimbursement Draft Procedures
Pre Travel Authorization Form-Draft

Travel Cash Advance Request Form-Draft

Travel Request-Private Vehicle Authorization-Draft

Travel Reimbursement Form-Draft

Policy Table of Contents



Gila County Policy Policy Number: BOS-FIN-006 Page
TRAVEL AND RELATED EXPENSE Issued: 04-01-2012 lofl
REIMBURSEMENT Revised: 00-00-0000

l. PURPOSE:

The purpose of this policy is to establish consistent guidelines governing the travel
activities and ensure effective management of travel and business related expenditures.
This policy defines the overall responsibility for overseeing all travel.

This policy with apply to all Gila County Departments and Elected Offices.
POLICY:

This policy along with the attached travel procedures details the guidelines used for
obtaining pre-travel authorizations, cash advances, explanation of legitimate travel
expenditures, requesting expenditure reimbursement, and use of County credit cards.

Gila County will reimburse individuals for reasonable and necessary travel and business
related expenses upon receipt of a properly completed Travel Expense report. In order for
expenditures to be reimbursed, the expenditures must be in conjunction with a valid
business purpose, must be lawful in every respect, and consistent with the highest
standards of business activities and relationships.

Individuals traveling on County business are expected, when possible, to use a Gila
County travel credit card for all travel and business-related expenditures. If necessary, a
cash advance can be obtained for employees that have not been issued a credit card and
are required to travel for County business. The Pre-Travel Authorization form must be
completed and approved by the appropriate Department Head /Elected Official and
forwarded to the Finance Department at least 14 days prior to need of the advance for
processing.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

*See attached Travel and Related Expense Reimbursement Procedures




GILA COUNTY
TRAVEL AND RELATED EXPENSE REIMBURSEMENT PROCEDURES

These procedures support Gila County’s Travel and Related Expense Reimbursement policy
(BOS-FIN-006) which has been adopted to ensure that individuals are able to successfully
complete the reporting of expenditures in a way which both meets normal and reasonable
business travel needs. These related procedures may be changed from time to time.

The County requests that individuals exercise sound business judgment when incurring expenses
that are expected to be reimbursed by the County. Spend County money prudently and actively

seek ways to minimize travel and other business expenses whenever possible. Compliance with

reporting and documentation is required for reimbursement of expenses.

In addition to the above, the following objectives are important to the procedure:

e The County will attempt to gain the most economical cost from vendors. As a result, the
selection of vendors may be revised from time to time as vendor agreements are initiated
or changed.

e Documentation of expenses is required to meet Internal Revenue Service (IRS) and
Arizona Revised Statutes (ARS) reporting and record guidelines.

e Documentation is required to meet the needs of the state of Arizona reporting and
recordkeeping guidelines.

e The expeditious reporting of expenses by travelers and reimbursement by the County of
all properly documented and approved travel expenses.

The County expects individuals to diligently manage travel and business costs and will
reimburse for reasonable expenses in accordance with this procedure. The County objective is to
assist individuals in accomplishing the Gila County business objectives while traveling by
implementing procedures designed to save time and effort, and providing them with appropriate
services at the lowest reasonable cost and the highest level of safety.

The County’s Finance Department is responsible for administration of this procedure. Any
questions regarding these policies and procedures should be directed to the County Finance
Director.

Statement of Procedure

Gila County will reimburse individuals for reasonable and necessary travel and business related
expenses upon receipt of a properly completed Travel Expense Report. In order for expenditures
made by individuals to be approved, the expenditures must be in conjunction with a valid
business purpose, must be lawful in every respect, and consistent with the highest standards of
business activities and relationships.

It is the responsibility of Department Heads/Elected Officials to review travel and business
expenses charged to his/her department/office account codes. If a procedure violation or an
unauthorized expense is identified, it should be immediately reported to the Finance Department
so that funds can be retrieved from the individual. The review of expenses is necessary to ensure
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that non-essential trips are eliminated and costs are contained. In the administration of this
procedure, individuals will be expected to follow these general guidelines:

1. Exercise good judgment with respect to every expenditure when traveling.

2. Check the accuracy of all charges and documents before paying or accepting them.

3. Submit a Travel Expense Report within twenty (20) days of the expenditure or
conclusion of a business trip.

4. Attach all required support documentation to the Travel Expense Report.

Individuals are not to experience financial gain or loss as a result of business related travel. As an
example, individuals cannot derive monetary gain for downgrading their class of travel. The
Finance Department has the responsibility for auditing Travel Expense Reports to assure
compliance with this policy and associated procedure.

Travel Authorizations

A Pre-Travel Authorization form should be completed and approved prior to any overnight travel
(see form PTAO1). However, it is the responsibility of the traveler to secure appropriate approval
prior to making business travel arrangements. Each individual is expected to use good judgment
in determining the need to travel and in exercising strong control over travel and business related
expenditures to ensure the least amount of money is spent. The County assumes no obligation to
reimburse employees for expenses that are not pre-approved by a Department Head/Elected
Official or that are not in compliance with this policy or procedure.

Expense Approval

Gila County does require approval of expenses prior to reimbursement. Individuals should
submit properly approved Travel Expense Reports (see form TERO1) and supporting
documentation directly to the Finance Department for processing. Reimbursement or release of
credit card charges and cash advances should normally be completed within fourteen (14) days
upon receipt and final review by the Finance Department of properly documented and approved
Travel Expense Reports.

Travel Advances

Individuals traveling on County business are expected, when possible, to use the Gila County
travel credit card for all travel and business expenditures. If necessary, a cash advance can be
obtained for employees that did not have a credit card issued and are required to travel for
County business. The Pre-Travel Authorization form along with Travel Cash Advance Request
(see form TCAO1) must be completed and approved by appropriate Department Head/Elected
Official and forwarded to the Finance Department at least fourteen (14) days prior to need of the
advance for processing and generation of a county warrant. A travel advance represents a lien
against wages for the receiving employee.

Flight Scheduling

Air travel reservations will be determined by the employee's required departure and arrival dates,
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not by the traveler's preferences or membership in a frequent flyer program. Travel will be
arranged using lowest practical cost possible even when it is not the most direct routing.

Lowest Logical Airfare

Fares may incorporate flight connections, alternate airports, advance purchases, and/or other
restrictions. Individuals are expected to accept the lowest available fare; exceptions require the
County Manager’s approval prior to ticket issuance.

Class of Service

Individuals are required to travel economy class or to use special fares lesser in amount than
economy class for domestic flights.

Authorized Upgrade

Individuals may use upgrade certificates on preferred carriers earned through a frequent flyer
program or may personally pay for an upgraded class of service. Certain negotiated fares may
not be eligible for upgrade using the frequent flyer certificates. Individuals may not book higher
fare levels in order to use upgrade coupons.

Frequent Flyer Programs

Individuals are eligible for mileage awards under airline frequent flyer programs. Specifying
particular airlines in order to participate in the awards program is prohibited. Under no
circumstances should a higher fare be taken in order to accrue mileage credits. Gila County
considers the return of frequent flyer mileage an employee "privilege." Gila County will not pay
or reimburse travelers for business use of frequent flyer program benefits.

Expense Report Submission

Individuals must submit an appropriately documented expense report within 20 days after an
expense is incurred or the completion of a business trip. Expenses filed more than two (2)
months after they are incurred will not be reimbursed. Exceptions to this policy require approval
by the County Manager.

Individuals must maintain an adequate record of all expenditures, accurately report them on
expense reports, and submit required documentation and approvals for reimbursement.

Requests for reimbursement of business expenses must be submitted on a Travel Expense Report
available at the Finance Department or County website. The Travel Expense Report must include
the business purpose for all expenses for which the employee is requesting reimbursement.
Expenses for breakfast, lunch, and dinner should be reported as meals, not lodging. Original
receipts are required for reimbursement of legitimate expenditures. Gila County pays on actual
cost incurred only, within established spending limits, and has eliminated all per diem payments.
Each individual incurring a business expense must prepare a Travel Expense Report. Except for
lodging and meal expenses, expenses of one employee should not be reflected on the expense
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report of another employee. If an employee purchases an airline ticket, proof of payment in the
form of a credit card statement and the reason for the purchase must be attached to the Travel
Expense Report. Any discount extended to travelers must be passed on to the County. Since
reimbursable travel expenditures must involve an overnight stay and are based on actual costs,
most travel and business expenses should not be taxable.

Air Travel

However air travel is booked, the following points apply:

Airfare will be economy class and/or the lowest airfare available.

The County does not pay for business or first class fares and does not permit “back-to-
back” booking.

First class upgrades, upgrades to other seats, and other premiums are not reimbursable
and should be purchased only at the traveler’s personal expense.

It is often possible to dramatically reduce airfares by traveling at non-peak business
hours. Consider flying during non-peak business hours.

Airfares can often be reduced by accepting connecting flights for your travel and not
using a direct flight.

Make travel arrangements as far in advance as possible to take advantage of the most
economical rate. Discounts are generally available only when tickets are purchased in
advance. Booking early allows a better opportunity for lower fares using this process.
Earned Travel Points - When traveling on County business, the traveler is entitled to
retain all mileage and points that are earned, which are to be used in any way that is
allowed.

Lost Tickets — It is the responsibility of the traveler to promptly notify the airline directly
if a ticket is lost.

Unused Tickets — It is the responsibility of the traveler to track and apply to future travel
any unused tickets whenever possible. Unused tickets that expire create an unnecessary
expense for the County.

Baggage Restrictions — Check with an airline representative or with the ticketing agent at
the airport regarding baggage restrictions. Additional charges may be charged by the
airline. The County will reimburse for reasonable business related charges.
Cancellations/Changes — Remember that in obtaining the lowest fare, penalties can be
charged for cancellation or change. Any costs incurred as a result of a traveler’s personal
preference and not a business necessity will be the responsibility of the traveler.
Employees Traveling Together — Judgment is required when multiple senior
executives/directors/managers are traveling to the same location. To mitigate business
and succession planning risk, judgment should be used when considering who should
travel on the same or different flights.

Use of Personal Airplanes — Employees are not permitted to pilot or use personal aircraft
on County business.

Non-Commercial Aircraft Flights — The County specifically prohibits any employee from
flying on any non-commercial aircraft unless approved by the Gila County Manager.
Airline Clubs — Dues or initiation fees for airline clubs are not reimbursable by the
County.
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Ground Travel

Transportation on the ground and at point of destination should take into consideration the
following points:

Use of a rental car maybe permitted if continuous driving is required.

Reservations should be made with a company that has a corporate rental relationship
agreement with Gila County or the state of Arizona.

Car Size — The County allows the rental of a compact sized car unless 3 or more people
are traveling upon which the rental of an intermediate sized car is allowed.

Return rental cars with a full tank of gasoline to avoid excessive tank-fill charges.

Rental Car Insurance — Current County policy is to NOT accept rental car insurance for
rentals in the United States. The County self-insures for this risk for rentals within the
United States.

Personal use of rental cars is to be paid for by the traveler.

Personal Vehicles — County insurance does not cover personal vehicles used for County
business reasons. Individuals will need to rely on personal insurance. The use of an
individual’s personal vehicle and reimbursement by the County will only be applicable
when a County departmental or fleet pool vehicle is not available and the personal
vehicle usage has been approved on the Pre-Travel Authorization form and the Travel
Request Private Vehicle Authorization (see form TPV01) has been submitted to the
Finance Department prior to the individual departing for his/her trip. All individuals must
have on file with the Finance Department a Certificate of Insurance with coverage at least
to the minimum amount required by Arizona law.

Mileage Reimbursement — The County periodically establishes the mileage
reimbursement rate for the use of personal vehicles. Mileage reimbursement is available
based on odometer miles to commute by the most direct route.

Reasonable Ground Transportation — Buses or shuttle services are usually available for a
reasonable fee to transport passengers between airports and business districts. Taxicabs
and private services are also available at higher rates and therefore taxi and private
services should be used only when there are no other reasonable alternatives. Safety of
travel should be a consideration in any decision.

Parking and Traffic Violations — Any parking, speeding or other moving violations
during business travel are the sole responsibility of the employee and are not
reimbursable.

Personal Vehicle vs. Airfare — If an individual elects to drive instead of fly, the mileage
reimbursement is limited to the lesser of mileage or airfare and other associated travel
expenses.

Accidents—If an individual driving a privately owned motor vehicle on County business
is involved in an accident, regardless of fault, the County will not reimburse the traveler
for any physical damage to the motor vehicle.

Hotel Accommodations

When booking hotel accommodations, the following points apply:

Accommodations are to be used that are convenient, meet business and personal needs,
and offer good value. Generally, suites are not appropriate and should be used only when
approved.
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Individuals may make a “late arrival guarantee” when making reservations. If
individuals must cancel plans, advise the hotel as soon as possible to avoid a “no-show”
billing. If individuals fail to cancel in advance, they will be responsible for all
cancellation fees.

When listing hotel charges on the Travel Expense Report, itemize them to show hotel,
meals, telephone charges, other, etc.

Hotel Phone Surcharges — To avoid excessive hotel telephone surcharges, employees
should always use his/her assigned cell phone.

Telephone Usage — Travelers will be reimbursed for all business calls and for reasonable
personal long-distance calls while away from home. Calls from airplanes will not be
reimbursed unless it is for an emergency.

Personal Incidentals — The County will not reimburse for temporary use of hotel health
clubs, massages, in-room movies or other items of personal comfort.

Original hotel receipts identifying all charges are required.

Meal Expenses

When considering whether and the extent to which meals may be reimbursed, consider the
following points:

Meal expenses are reimbursable only if the traveler’s trip is away from the geographic
area of the traveler’s office or work location and at least one overnight lodging stay is
required.

The individual should show the meals purchased and the type of meal by day on the
Travel Expense Report.

The purchase of alcoholic beverages with meals is a personal expense and is never
reimbursable by the County.

Reasonable Expenses for Meals — Reimbursement will only be made for meal expenses
that are reasonable under the circumstances. The accumulation of expenses for meals for
each day shall not exceed fifty dollars ($50) per day for travel within the state of Arizona.
For travel outside of Arizona, values by individual state locations as outlined in the
Federal Government Travel Guidelines are to be used. Expenses for individual meals
related to travel within the Arizona will be reimbursed on actual receipts not exceeding
the following individual meal amounts of fifteen dollars ($15) for breakfast, twenty
dollars ($20) for lunch and thirty-five dollars ($35) for dinner. This amount includes an
allowance for gratuities, tips. All requests for reimbursement must have receipts to
substantiate the request and may NOT exceed the daily amount.

Tips — Tips should be reasonable and need not be separated from the meal expense to
which it applies.

Business Expenses

The County recognizes that there are circumstances in which business related expenditures are
necessary for meetings or work sessions with clients, vendors or employees which do not involve
travel or overnight stays. A business expense cannot be incurred and will not be reimbursed
without a valid business purpose and must be pre-approved by the County Manager. The
employee is expected to exercise good business judgment in conjunction with such
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determinations. Further, the employee is charged with full documentation of the business
purpose. The following points apply:

e Documentation — All individuals are required to substantiate in detail all business
expenses incurred. This information includes the date of the expenditure, names and
titles (official capacity) of persons involved, business matters discussed, and location of
the expenditure. In addition, itemized receipts supporting each expenditure are required.

e Inaddition to completing the information required on a Travel Expense Report, business
expenses must directly precede, include or follow a substantial and bona fide business
discussion to be considered as “business entertainment” under IRS rules.

e Meals purchased in conjunction with a business activity should be included as
expenditures on the employee’s Travel Expense Report.

e Business expenditures should have a specific business objective and provide a reasonable
expectation of producing a benefit to the County commensurate with the expense.

e The purchase of alcoholic beverages for any employee, other employees or guests is a
personal expense and will not be reimbursed.

o All business expenditures require receipts and justification prior to reimbursement.

Travel Expense Reports

Travel Expense Reports (see form xxxx) should be filed expeditiously. Please be aware of the
following points:

e Individuals should file a Travel Expense Report within twenty (20) days after the
completion of travel.

e Inno case will expenses from a prior fiscal year be reimbursed if the Travel Expense
Report is not submitted within the first two months of the new year.

e Receipts — All requests to Gila County for consideration of reimbursement for travel
related expenditures must be supported by a receipt.

e All receipts should be original receipts and contain date, amount, and sufficient
information to identify the vendor and the nature of the item or service being purchased.
Credit card statements are generally not acceptable receipts.

e These procedures are required for the substantiation requirements of the IRS and ARS
appropriate business practices.

e Commuting expenses to an employee’s office, such as mileage and parking, is a personal
expenses and is not reimbursable.

e Travel Expense Report approvals are as follows:

o0 Inall cases by the appropriate reporting Department Head/Elected Official.

o Travel Expense Reports for Elected Officials must be reviewed by the County
Manager or the Finance Director to ensure compliance with Gila County and ARS
guidelines.

o Travel Expense Reports over $3,000 will be approved by the County Manager

e Reimbursements — Reimbursements will be made approximately fourteen (14) days after
receipt of completed and approved Travel Expense Reports by the County Finance
Department.

e Expenses Not Related to Travel — The purchase of office supplies, memberships, dues,
computer equipment, corporate software, etc. should not be submitted for reimbursement
using a Travel Expense Report. Such purchases, if not acquired via purchase orders,
should be processed via a County procurement (“P”) credit card.
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e Non-Reimbursable Expenses — Although not an all-inclusive list, the following expenses
are considered personal and are not reimbursable under this policy:

o Air phones

Airline clubs

Babysitting

Clothing

Country club dues

Credit card fees

Haircuts

In-room movies

In-flight movies

Laundry and dry cleaning

Mini bar purchases

No-show charges on limo and hotel

Personal entertainment

Traffic fines

OO0O0O0O0O00O0OO0O0O0O0OO0OO0ODO

Expectations

Under no circumstances shall expenses for personal travel be charged to or be temporarily
funded by Gila County or any County Special Taxing District. Any violations will be referred to
the appropriate departmental/elected office authority and are subject to disciplinary action up to
and including discharge.

Travelers who knowingly and willfully submit falsified travel claims shall be referred to the
appropriate departmental/elected office authority and are subject to disciplinary action up to and
including discharge.

Post travel preparation of a Travel Expense Report form should be completed within twenty (20)
days upon return of business trip. Any cash advance and all charges to a County issued credit
card are considered an advancement of County funds and require an explanation of the reason for
travel and receipts for all expenditures. Advances and charges are considered liens on the
employee’s wages and will be released upon completion of a Travel Expense Report with
appropriate receipts and approvals. Failure to complete and have a Travel Expense Report
approved will result in the total amount of the funds advanced deducted from the individual’s
two paychecks following sixty (60) days passed from the date charges are posted.
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GILA COUNTY
TRAVEL AND RELATED EXPENSE REIMBURSEMENT PROCEDURES

These procedures support Gila County’s Travel and Related Expense Reimbursement policy
(BOS-FIN-006) which has been adopted to ensure that individuals are able to successfully
complete the reporting of expenditures in a way which both meets normal and reasonable
business travel needs. These related procedures may be changed from time to time.

The County requests that individuals exercise sound business judgment when incurring expenses
that are expected to be reimbursed by the County. Spend County money prudently and actively

seek ways to minimize travel and other business expenses whenever possible. Compliance with

reporting and documentation is required for reimbursement of expenses.

In addition to the above, the following objectives are important to the procedure:

e The County will attempt to gain the most economical cost from vendors. As a result, the
selection of vendors may be revised from time to time as vendor agreements are initiated
or changed.

e Documentation of expenses is required to meet Internal Revenue Service (IRS) and
Arizona Revised Statutes (ARS) reporting and record guidelines.

e Documentation is required to meet the needs of the state of Arizona reporting and
recordkeeping guidelines.

e The expeditious reporting of expenses by travelers and reimbursement by the County of
all properly documented and approved travel expenses.

The County expects individuals to diligently manage travel and business costs and will
reimburse for reasonable expenses in accordance with this procedure. The County objective is to
assist individuals in accomplishing the Gila County business objectives while traveling by
implementing procedures designed to save time and effort, and providing them with appropriate
services at the lowest reasonable cost and the highest level of safety.

The County’s Finance Department is responsible for administration of this procedure. Any
questions regarding these policies and procedures should be directed to the County Finance
Director.

Statement of Procedure

Gila County will reimburse individuals for reasonable and necessary travel and business related
expenses upon receipt of a properly completed Travel Expense Report. In order for expenditures
made by individuals to be approved, the expenditures must be in conjunction with a valid
business purpose, must be lawful in every respect, and consistent with the highest standards of
business activities and relationships.

It is the responsibility of Department Heads/Elected Officials to review travel and business
expenses charged to his/her department/office account codes. If a procedure violation or an
unauthorized expense is identified, it should be immediately reported to the Finance Department
so that funds can be retrieved from the individual. The review of expenses is necessary to ensure
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that non-essential trips are eliminated and costs are contained. In the administration of this
procedure, individuals will be expected to follow these general guidelines:

1. Exercise good judgment with respect to every expenditure when traveling.

2. Check the accuracy of all charges and documents before paying or accepting them.

3. Submit a Travel Expense Report within twenty (20) days of the expenditure or
conclusion of a business trip.

4. Attach all required support documentation to the Travel Expense Report.

Individuals are not to experience financial gain or loss as a result of business related travel. As an
example, individuals cannot derive monetary gain for downgrading their class of travel. The
Finance Department has the responsibility for auditing Travel Expense Reports to assure
compliance with this policy and associated procedure.

Travel Authorizations

A Pre-Travel Authorization form should be completed and approved prior to any overnight travel
(see form PTAO1). However, it is the responsibility of the traveler to secure appropriate approval
prior to making business travel arrangements. Each individual is expected to use good judgment
in determining the need to travel and in exercising strong control over travel and business related
expenditures to ensure the least amount of money is spent. The County assumes no obligation to
reimburse employees for expenses that are not pre-approved by a Department Head/Elected
Official or that are not in compliance with this policy or procedure.

Expense Approval

Gila County does require approval of expenses prior to reimbursement. Individuals should
submit properly approved Travel Expense Reports (see form TERO1) and supporting
documentation directly to the Finance Department for processing. Reimbursement or release of
credit card charges and cash advances should normally be completed within fourteen (14) days
upon receipt and final review by the Finance Department of properly documented and approved
Travel Expense Reports.

Travel Advances

Individuals traveling on County business are expected, when possible, to use the Gila County
travel credit card for all travel and business expenditures. If necessary, a cash advance can be
obtained for employees that did not have a credit card issued and are required to travel for
County business. The Pre-Travel Authorization form along with Travel Cash Advance Request
(see form TCAO1) must be completed and approved by appropriate Department Head/Elected
Official and forwarded to the Finance Department at least fourteen (14) days prior to need of the
advance for processing and generation of a county warrant. A travel advance represents a lien
against wages for the receiving employee.

Flight Scheduling

Air travel reservations will be determined by the employee's required departure and arrival dates,
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not by the traveler's preferences or membership in a frequent flyer program. Travel will be
arranged using lowest practical cost possible even when it is not the most direct routing.

Lowest Logical Airfare

Fares may incorporate flight connections, alternate airports, advance purchases, and/or other
restrictions. Individuals are expected to accept the lowest available fare; exceptions require the
County Manager’s approval prior to ticket issuance.

Class of Service

Individuals are required to travel economy class or to use special fares lesser in amount than
economy class for domestic flights.

Authorized Upgrade

Individuals may use upgrade certificates on preferred carriers earned through a frequent flyer
program or may personally pay for an upgraded class of service. Certain negotiated fares may
not be eligible for upgrade using the frequent flyer certificates. Individuals may not book higher
fare levels in order to use upgrade coupons.

Frequent Flyer Programs

Individuals are eligible for mileage awards under airline frequent flyer programs. Specifying
particular airlines in order to participate in the awards program is prohibited. Under no
circumstances should a higher fare be taken in order to accrue mileage credits. Gila County
considers the return of frequent flyer mileage an employee "privilege." Gila County will not pay
or reimburse travelers for business use of frequent flyer program benefits.

Expense Report Submission

Individuals must submit an appropriately documented expense report within 20 days after an
expense is incurred or the completion of a business trip. Expenses filed more than two (2)
months after they are incurred will not be reimbursed. Exceptions to this policy require approval
by the County Manager.

Individuals must maintain an adequate record of all expenditures, accurately report them on
expense reports, and submit required documentation and approvals for reimbursement.

Requests for reimbursement of business expenses must be submitted on a Travel Expense Report
available at the Finance Department or County website. The Travel Expense Report must include
the business purpose for all expenses for which the employee is requesting reimbursement.
Expenses for breakfast, lunch, and dinner should be reported as meals, not lodging. Original
receipts are required for reimbursement of legitimate expenditures. Gila County pays on actual
cost incurred only, within established spending limits, and has eliminated all per diem payments.
Each individual incurring a business expense must prepare a Travel Expense Report. Except for
lodging and meal expenses, expenses of one employee should not be reflected on the expense
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report of another employee. If an employee purchases an airline ticket, proof of payment in the
form of a credit card statement and the reason for the purchase must be attached to the Travel
Expense Report. Any discount extended to travelers must be passed on to the County. Since
reimbursable travel expenditures must involve an overnight stay and are based on actual costs,
most travel and business expenses should not be taxable.

Air Travel

However air travel is booked, the following points apply:

Airfare will be economy class and/or the lowest airfare available.

The County does not pay for business or first class fares and does not permit “back-to-
back” booking.

First class upgrades, upgrades to other seats, and other premiums are not reimbursable
and should be purchased only at the traveler’s personal expense.

It is often possible to dramatically reduce airfares by traveling at non-peak business
hours. Consider flying during non-peak business hours.

Airfares can often be reduced by accepting connecting flights for your travel and not
using a direct flight.

Make travel arrangements as far in advance as possible to take advantage of the most
economical rate. Discounts are generally available only when tickets are purchased in
advance. Booking early allows a better opportunity for lower fares using this process.
Earned Travel Points - When traveling on County business, the traveler is entitled to
retain all mileage and points that are earned, which are to be used in any way that is
allowed.

Lost Tickets — It is the responsibility of the traveler to promptly notify the airline directly
if a ticket is lost.

Unused Tickets — It is the responsibility of the traveler to track and apply to future travel
any unused tickets whenever possible. Unused tickets that expire create an unnecessary
expense for the County.

Baggage Restrictions — Check with an airline representative or with the ticketing agent at
the airport regarding baggage restrictions. Additional charges may be charged by the
airline. The County will reimburse for reasonable business related charges.
Cancellations/Changes — Remember that in obtaining the lowest fare, penalties can be
charged for cancellation or change. Any costs incurred as a result of a traveler’s personal
preference and not a business necessity will be the responsibility of the traveler.
Employees Traveling Together — Judgment is required when multiple senior
executives/directors/managers are traveling to the same location. To mitigate business
and succession planning risk, judgment should be used when considering who should
travel on the same or different flights.

Use of Personal Airplanes — Employees are not permitted to pilot or use personal aircraft
on County business.

Non-Commercial Aircraft Flights — The County specifically prohibits any employee from
flying on any non-commercial aircraft unless approved by the Gila County Manager.
Airline Clubs — Dues or initiation fees for airline clubs are not reimbursable by the
County.
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Ground Travel

Transportation on the ground and at point of destination should take into consideration the
following points:

Use of a rental car maybe permitted if continuous driving is required.

Reservations should be made with a company that has a corporate rental relationship
agreement with Gila County or the state of Arizona.

Car Size — The County allows the rental of a compact sized car unless 3 or more people
are traveling upon which the rental of an intermediate sized car is allowed.

Return rental cars with a full tank of gasoline to avoid excessive tank-fill charges.

Rental Car Insurance — Current County policy is to NOT accept rental car insurance for
rentals in the United States. The County self-insures for this risk for rentals within the
United States.

Personal use of rental cars is to be paid for by the traveler.

Personal Vehicles — County insurance does not cover personal vehicles used for County
business reasons. Individuals will need to rely on personal insurance. The use of an
individual’s personal vehicle and reimbursement by the County will only be applicable
when a County departmental or fleet pool vehicle is not available and the personal
vehicle usage has been approved on the Pre-Travel Authorization form and the Travel
Request Private Vehicle Authorization (see form TPV01) has been submitted to the
Finance Department prior to the individual departing for his/her trip. All individuals must
have on file with the Finance Department a Certificate of Insurance with coverage at least
to the minimum amount required by Arizona law.

Mileage Reimbursement — The County periodically establishes the mileage
reimbursement rate for the use of personal vehicles. Mileage reimbursement is available
based on odometer miles to commute by the most direct route.

Reasonable Ground Transportation — Buses or shuttle services are usually available for a
reasonable fee to transport passengers between airports and business districts. Taxicabs
and private services are also available at higher rates and therefore taxi and private
services should be used only when there are no other reasonable alternatives. Safety of
travel should be a consideration in any decision.

Parking and Traffic Violations — Any parking, speeding or other moving violations
during business travel are the sole responsibility of the employee and are not
reimbursable.

Personal Vehicle vs. Airfare — If an individual elects to drive instead of fly, the mileage
reimbursement is limited to the lesser of mileage or airfare and other associated travel
expenses.

Accidents—If an individual driving a privately owned motor vehicle on County business
is involved in an accident, regardless of fault, the County will not reimburse the traveler
for any physical damage to the motor vehicle.

Hotel Accommodations

When booking hotel accommodations, the following points apply:

Accommodations are to be used that are convenient, meet business and personal needs,
and offer good value. Generally, suites are not appropriate and should be used only when
approved.
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Individuals may make a “late arrival guarantee” when making reservations. If
individuals must cancel plans, advise the hotel as soon as possible to avoid a “no-show”
billing. If individuals fail to cancel in advance, they will be responsible for all
cancellation fees.

When listing hotel charges on the Travel Expense Report, itemize them to show hotel,
meals, telephone charges, other, etc.

Hotel Phone Surcharges — To avoid excessive hotel telephone surcharges, employees
should always use his/her assigned cell phone.

Telephone Usage — Travelers will be reimbursed for all business calls and for reasonable
personal long-distance calls while away from home. Calls from airplanes will not be
reimbursed unless it is for an emergency.

Personal Incidentals — The County will not reimburse for temporary use of hotel health
clubs, massages, in-room movies or other items of personal comfort.

Original hotel receipts identifying all charges are required.

Meal Expenses

When considering whether and the extent to which meals may be reimbursed, consider the
following points:

Meal expenses are reimbursable only if the traveler’s trip is away from the geographic
area of the traveler’s office or work location and at least one overnight lodging stay is
required.

The individual should show the meals purchased and the type of meal by day on the
Travel Expense Report.

The purchase of alcoholic beverages with meals is a personal expense and is never
reimbursable by the County.

Reasonable Expenses for Meals — Reimbursement will only be made for meal expenses
that are reasonable under the circumstances. The accumulation of expenses for meals for
each day shall not exceed fifty dollars ($50) per day for travel within the state of Arizona.
For travel outside of Arizona, values by individual state locations as outlined in the
Federal Government Travel Guidelines are to be used. Expenses for individual meals
related to travel within the Arizona will be reimbursed on actual receipts not exceeding
the following individual meal amounts of fifteen dollars ($15) for breakfast, twenty
dollars ($20) for lunch and thirty-five dollars ($35) for dinner. This amount includes an
allowance for gratuities, tips. All requests for reimbursement must have receipts to
substantiate the request and may NOT exceed the daily amount.

Tips — Tips should be reasonable and need not be separated from the meal expense to
which it applies.

Business Expenses

The County recognizes that there are circumstances in which business related expenditures are
necessary for meetings or work sessions with clients, vendors or employees which do not involve
travel or overnight stays. A business expense cannot be incurred and will not be reimbursed
without a valid business purpose and must be pre-approved by the County Manager. The
employee is expected to exercise good business judgment in conjunction with such
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determinations. Further, the employee is charged with full documentation of the business
purpose. The following points apply:

e Documentation — All individuals are required to substantiate in detail all business
expenses incurred. This information includes the date of the expenditure, names and
titles (official capacity) of persons involved, business matters discussed, and location of
the expenditure. In addition, itemized receipts supporting each expenditure are required.

e Inaddition to completing the information required on a Travel Expense Report, business
expenses must directly precede, include or follow a substantial and bona fide business
discussion to be considered as “business entertainment” under IRS rules.

e Meals purchased in conjunction with a business activity should be included as
expenditures on the employee’s Travel Expense Report.

e Business expenditures should have a specific business objective and provide a reasonable
expectation of producing a benefit to the County commensurate with the expense.

e The purchase of alcoholic beverages for any employee, other employees or guests is a
personal expense and will not be reimbursed.

o All business expenditures require receipts and justification prior to reimbursement.

Travel Expense Reports

Travel Expense Reports (see form xxxx) should be filed expeditiously. Please be aware of the
following points:

e Individuals should file a Travel Expense Report within twenty (20) days after the
completion of travel.

e Inno case will expenses from a prior fiscal year be reimbursed if the Travel Expense
Report is not submitted within the first two months of the new year.

e Receipts — All requests to Gila County for consideration of reimbursement for travel
related expenditures must be supported by a receipt.

e All receipts should be original receipts and contain date, amount, and sufficient
information to identify the vendor and the nature of the item or service being purchased.
Credit card statements are generally not acceptable receipts.

e These procedures are required for the substantiation requirements of the IRS and ARS
appropriate business practices.

e Commuting expenses to an employee’s office, such as mileage and parking, is a personal
expenses and is not reimbursable.

e Travel Expense Report approvals are as follows:

o0 Inall cases by the appropriate reporting Department Head/Elected Official.

o Travel Expense Reports for Elected Officials must be reviewed by the County
Manager or the Finance Director to ensure compliance with Gila County and ARS
guidelines.

o Travel Expense Reports over $3,000 will be approved by the County Manager

e Reimbursements — Reimbursements will be made approximately fourteen (14) days after
receipt of completed and approved Travel Expense Reports by the County Finance
Department.

e Expenses Not Related to Travel — The purchase of office supplies, memberships, dues,
computer equipment, corporate software, etc. should not be submitted for reimbursement
using a Travel Expense Report. Such purchases, if not acquired via purchase orders,
should be processed via a County procurement (“P”) credit card.
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e Non-Reimbursable Expenses — Although not an all-inclusive list, the following expenses
are considered personal and are not reimbursable under this policy:

o Air phones

Airline clubs

Babysitting

Clothing

Country club dues

Credit card fees

Haircuts

In-room movies

In-flight movies

Laundry and dry cleaning

Mini bar purchases

No-show charges on limo and hotel

Personal entertainment

Traffic fines

OO0O0O0O0O00O0OO0O0O0O0OO0OO0ODO

Expectations

Under no circumstances shall expenses for personal travel be charged to or be temporarily
funded by Gila County or any County Special Taxing District. Any violations will be referred to
the appropriate departmental/elected office authority and are subject to disciplinary action up to
and including discharge.

Travelers who knowingly and willfully submit falsified travel claims shall be referred to the
appropriate departmental/elected office authority and are subject to disciplinary action up to and
including discharge.

Post travel preparation of a Travel Expense Report form should be completed within twenty (20)
days upon return of business trip. Any cash advance and all charges to a County issued credit
card are considered an advancement of County funds and require an explanation of the reason for
travel and receipts for all expenditures. Advances and charges are considered liens on the
employee’s wages and will be released upon completion of a Travel Expense Report with
appropriate receipts and approvals. Failure to complete and have a Travel Expense Report
approved will result in the total amount of the funds advanced deducted from the individual’s
two paychecks following sixty (60) days passed from the date charges are posted.
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GILA COUNTY
REQUEST FOR PRE TRAVEL AUTHORIZATION

(Form PTAO1)

REQUEST FOR TRAVEL: DATES OF TRAVEL:
DEPARTMENT: START:
REQUESTOR:

OTHERS: END:

TRAVEL DESTINATION
FROM:

TO:

ESTIMATED COST (per traveler)
TRANSPORTATION:
HOTEL:
REGISTRATION:
MEALS:
OTHER:

TOTAL S

REASON FOR TRAVEL:

EXPECTED BENEFITS OF TRAVEL:

SPECIAL NEEDS:

RESERVE COUNTY VEHICLE: YES NO
DATE OUT: DATE IN:
REQUEST FOR TRAVEL FUNDS ADVANCE:
DATE REQUIRED: AMOUNT
REQUESTOR:
NAME: DATE:
APPROVALS:
DEPARTMENT HEAD: DATE:
COUNTY MANAGER: DATE:

Note: Attach this form to any expense reimbursement requests.




GILA COUNTY
TRAVEL CASH ADVANCE REQUEST

(Form TCAO01)
Employee: Employee ID No.:
Department: Account Code No.:
Date: Amount: S
Dates of Travel: From To

Attach Pre-Travel Authorization Form - Properly Completed and Approved

NOTE TO EMPLOYEE :

If travel cash advances made by Gila | hereby authorize Gila County to assign my travel claim, or claims,
County to an employee are not to the Finance Department Travel Advance Fund as repayment of
reimbursed or a Travel Expense Report the travel advance given to me. | further agree that if the amount
has not been completed within 20 days of the claim is less than the amount advanced to me, | will return
after completion of travel, such the difference to the Travel Advance Fund within 20 days from the
advances may be deducted from any date on which travel was completed.

salary or wages or travel expense
reimbursement due to the employee.

Employee Signature Date

| hereby certify the above named employee will be traveling
on authorized county business.

Department Head/Elected Official Signature Date

Finance Department:
Check/Warrant No.

Amount S

Finance Department Signature Date



Gila County
TRAVEL REQUEST - PRIVATE VEHICLE AUTHORIZATION
(Form TPVO1)

Name of Requestor :

Date of Request :

Dates of Travel :

Department :

Vehicle License Plate Number :

Requestor's Driver's License Number : Expiration Date :

Name of Insurance Company :

Policy Number : Expiration Date :

| certify that if a privately owned vehicle is used, it is covered by minimum liability insurance as
required by statute.

Employee Signature : Date :

Department Head / Elected Official Signature : Date :

Finance Department Signature : Date :




Gila County
TRAVEL REQUEST - PRIVATE VEHICLE AUTHORIZATION
(Form TPVO1)

Name of Requestor :

Date of Request :

Dates of Travel :

Department :

Vehicle License Plate Number :

Requestor's Driver's License Number : Expiration Date :

Name of Insurance Company :

Policy Number : Expiration Date :

| certify that if a privately owned vehicle is used, it is covered by minimum liability insurance as
required by statute.

Employee Signature : Date :

Department Head / Elected Official Signature : Date :

Finance Department Signature : Date :




TRAVEL EXPENSE REPORT

(Form TERO1)

Requestor: Department: Duty Post: License Plate #:
Completed Pre-Travel Authorization Yes No Driver's License #:
Travel Elapsed Time Odometer Reading Mileage Transpor- | Other Total
Date From To Depart |Arrive Start End Total | $ 0.51 | Meals (A) Lodging tation (B) | Exp (C) Expense
0 |$ - $ - $ - $ -
0 |$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
These amounts were necessary in discharging the official business of the _ _ _ _ _
County; the distances for which | have specified above were actual miles 1.Total Exp 0 $0.00 | $ $ $ $ $
traveled for County business; any amount advanced or charged or prepaid |2. Less Cash Advances $ -
on the above trips is listed at the right. Under perjury, | declare that this .
claim has been examined by me and to the best of my knowledge is a true, 3. Less Amount Charged to County Credit Card $ Z
correct, and valid claim. 4. Amount Due Individual / (Amount Due County) $ -
(A) Meals: Breakfast, Lunch, and Dinner Not to exceed Daily Limit
(B) Transportation: examples; airfare, taxi, shuttle, bus, gas Requestor Signature Date
(C) Other Expenses: examples; telephone, registration, misc.
Include explanations for (A), (B) and (C) on page 2 of 2.
Department Head / Elected Official Approval Date
County Manger Date Finance Approval Date
Coding of Expenditures
GL Account Code Project Number Amount

Total

*%

Revison Date: 7/10/2012

*%
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Date Purpose of Travel and/or explanation of Expenses
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TRAVEL EXPENSE REPORT

(Form TERO1)

Requestor: Department: Duty Post: License Plate #:
Completed Pre-Travel Authorization Yes No Driver's License #:
Travel Elapsed Time Odometer Reading Mileage Transpor- | Other Total
Date From To Depart |Arrive Start End Total | $ 0.51 | Meals (A) Lodging tation (B) | Exp (C) Expense
0 |$ - $ - $ - $ -
0 |$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
$ - $ - $ - $ -
These amounts were necessary in discharging the official business of the _ _ _ _ _
County; the distances for which | have specified above were actual miles 1.Total Exp 0 $0.00 | $ $ $ $ $
traveled for County business; any amount advanced or charged or prepaid |2. Less Cash Advances $ -
on the above trips is listed at the right. Under perjury, | declare that this .
claim has been examined by me and to the best of my knowledge is a true, 3. Less Amount Charged to County Credit Card $ Z
correct, and valid claim. 4. Amount Due Individual / (Amount Due County) $ -
(A) Meals: Breakfast, Lunch, and Dinner Not to exceed Daily Limit
(B) Transportation: examples; airfare, taxi, shuttle, bus, gas Requestor Signature Date
(C) Other Expenses: examples; telephone, registration, misc.
Include explanations for (A), (B) and (C) on page 2 of 2.
Department Head / Elected Official Approval Date
County Manger Date Finance Approval Date
Coding of Expenditures
GL Account Code Project Number Amount

Total

*%

Revison Date: 7/10/2012

*%



TRAVEL EXPENSE REPORT Page 2

Reguestor Name:

Date Purpose of Travel and/or explanation of Expenses

Revison Date: 7/10/2012



GILA COUNTY

Please note: Policies in black have been adopted by BOS on date noted
Policies in red are pending-number and name may change

SECTIONS: 003 - 010
BOARD OF SUPERVISORS POLICIES

TABLE OF CONTENTS

Approved

ADMINISTRATIVE-003
BOS-ADM-001-DEVELOPMENT, REVIEW & APPROVAL OF POLICIES & PROCEDURES
BOS-ADM-002-ELECTRONIC MEDIA ISSUANCE & USE
BOS-ADM-003-COMPUTER & INTERNET USE
BOS-ADM-004-SOCIAL MEDIA USE
BOS-ADM-005-COUNTY VEHICLE USE & TAKE HOME ADMINISTRATION

CLERK OF THE BOARD-004
BOS-COB-001-BOARD MEETING AGENDAS& MINUTES
BOS-COB-002-BOARDS, COMMISSIONS &COMMITTEES

BOS-1-2005-REQUEST FOR PUBLIC RECORDS(News# BOS-COB-003 & name change to ACCESS TO PUBLIC RECORDS)12/13/05
BOS-COB-003-ACCESS TO PUBLIC RECORDS

BOS-1-2009-CALL TO THE PUBLIC (being revised & new# BOS-COB-004).............vurervrioiearsnesisinrarsesneesisnionas 02/17/09

BOS-COB-004-CALL TO THE PUBLIC

FINANCE-007
BOS-FIN-001-DEPARTMENTAL BANK ACCOUNTS.......cooiitiiiiiieii e 09/20/11
BOS-FIN-002-PROCUREMENT CONTRACTS.......cociiiiii i 09/20/11
BOS-FIN-003-PROCUREMENT PURCHASING .......ccccooiiiiiiiiiiii i s 09/20/11

BOS-FIN-004-(VACANT)

BOS-FIN-005-CAPITALIZATION OF FIXED ASSETS........cooiieiiieiir et 08/20/12

BOS-FIN-006-TRAVEL & RELATED EXPENSES
BOS-FIN-007-CREDIT CARD ISSUANCE & USE

BOS-FIN-008-FUNDS TRANSFER ..ot e 08/20/12
BOS-FIN-009-FUND BALANCE .........ooiiiiit it s 08/20/12
BOS-FIN-010-CASH RECEIPT &DEPOSITS ......ccoiiiiiiiici s 08/20/12

BOS-FIN-011-MILEAGE REIMBURSEMENT
BOS-FIN-012-(Vacant #)



BOS-FIN-013-MEMBERSHIPS IN PROFESSIONAL ASSOCIATIONS REIMBURSEMENT
BOS-FIN-014-DISPOSAL OF FIXED ASSETS& INVENTORY .......coooiiiiiiiiiiiiinr e 08/20/12

BOS-3-2005-ACCEPTING AND ADMINISTERING GRANTS(name change to GRANTS MANAGEMENT & new#B0s-FIN-015)12/13/05
BOS-FIN-015-GRANTS MANAGEMENT
BOS-FIN-016-COMMUNITY AGENCY & ECONOMIC DEVELOPMENT FUNDING

HUMAN RESOURCES-009
BOS-HRS-001-TEMPORARY EMPLOYEES
BOS-HRS-002-EMERGENCY EMPLOYEES
BOS-HRS-003-VOLUNTEERS
BOS-HRS-004-NEW EMPLOYEE ORIENTATION
BOS-HRS-005-PAYROLL TIME REPORTING
BOS-HRS-006-PAYROLL AUTHORIZATIONS ..ottt i 09/20/11

BOS-HRS-007-DISCLOSURE OF CONFLICT OF INTEREST .......cooiiiiiiiiiiiiii i 08/20/12
BOS-HRS-008-PREVENTION OF WORK PLACE VIOLENCE

BOS-HRS-009-AUTHORIZED POSITION LIST
BOS-HRS-010-Vacant

SAFETY, SECURITY & EMERGENCY-010
BOS-SSE-001-NOTIFICATION IN EMERGENCY SITUATIONS
BOS-SSE-002-FACILITIES SECURITY PLAN
BOS-SSE-003-DISASTER EVACUATION PLAN
BOS-SSE-004-INCIDENT REPORTING
BOS-SSE-005-BOMB THREATS
BOS-SSE-006-DISASTER DRILLS
BOS-SSE-007-HOSTILE INTRUDER
BOS-SSE-008-VACANT
BOS-SSE-009-BUILDING ACCESS-KEY & CARD ISSUANCE
BOS-SSE-010-HAZARDOUS MATERIAL CONTROL
BOS-SSE-011-HANDICAPPED ACCESSIBILITY

ELS-001-ELECTION SECURITY AND INTEGRITY ...ocoiiiiiiiiii i 06/05/12



GILA COUNTY

Please note: Policies in black have been adopted by BOS on date noted
Policies in red are pending-number and name may change

SECTIONS: 003 - 010
BOARD OF SUPERVISORS POLICIES

TABLE OF CONTENTS

Approved

ADMINISTRATIVE-003
BOS-ADM-001-DEVELOPMENT, REVIEW & APPROVAL OF POLICIES & PROCEDURES
BOS-ADM-002-ELECTRONIC MEDIA ISSUANCE & USE
BOS-ADM-003-COMPUTER & INTERNET USE
BOS-ADM-004-SOCIAL MEDIA USE
BOS-ADM-005-COUNTY VEHICLE USE & TAKE HOME ADMINISTRATION

CLERK OF THE BOARD-004
BOS-COB-001-BOARD MEETING AGENDAS& MINUTES
BOS-COB-002-BOARDS, COMMISSIONS &COMMITTEES

BOS-1-2005-REQUEST FOR PUBLIC RECORDS(News# BOS-COB-003 & name change to ACCESS TO PUBLIC RECORDS)12/13/05
BOS-COB-003-ACCESS TO PUBLIC RECORDS

BOS-1-2009-CALL TO THE PUBLIC (being revised & new# BOS-COB-004).............vurervrioiearsnesisinrarsesneesisnionas 02/17/09

BOS-COB-004-CALL TO THE PUBLIC

FINANCE-007
BOS-FIN-001-DEPARTMENTAL BANK ACCOUNTS.......cooiitiiiiiieii e 09/20/11
BOS-FIN-002-PROCUREMENT CONTRACTS.......cociiiiii i 09/20/11
BOS-FIN-003-PROCUREMENT PURCHASING .......ccccooiiiiiiiiiiii i s 09/20/11

BOS-FIN-004-(VACANT)

BOS-FIN-005-CAPITALIZATION OF FIXED ASSETS........cooiieiiieiir et 08/20/12

BOS-FIN-006-TRAVEL & RELATED EXPENSES
BOS-FIN-007-CREDIT CARD ISSUANCE & USE

BOS-FIN-008-FUNDS TRANSFER ..ot e 08/20/12
BOS-FIN-009-FUND BALANCE .........ooiiiiit it s 08/20/12
BOS-FIN-010-CASH RECEIPT &DEPOSITS ......ccoiiiiiiiici s 08/20/12

BOS-FIN-011-MILEAGE REIMBURSEMENT
BOS-FIN-012-(Vacant #)



BOS-FIN-013-MEMBERSHIPS IN PROFESSIONAL ASSOCIATIONS REIMBURSEMENT
BOS-FIN-014-DISPOSAL OF FIXED ASSETS& INVENTORY .......coooiiiiiiiiiiiiinr e 08/20/12

BOS-3-2005-ACCEPTING AND ADMINISTERING GRANTS(name change to GRANTS MANAGEMENT & new#B0s-FIN-015)12/13/05
BOS-FIN-015-GRANTS MANAGEMENT
BOS-FIN-016-COMMUNITY AGENCY & ECONOMIC DEVELOPMENT FUNDING

HUMAN RESOURCES-009
BOS-HRS-001-TEMPORARY EMPLOYEES
BOS-HRS-002-EMERGENCY EMPLOYEES
BOS-HRS-003-VOLUNTEERS
BOS-HRS-004-NEW EMPLOYEE ORIENTATION
BOS-HRS-005-PAYROLL TIME REPORTING
BOS-HRS-006-PAYROLL AUTHORIZATIONS ..ottt i 09/20/11

BOS-HRS-007-DISCLOSURE OF CONFLICT OF INTEREST .......cooiiiiiiiiiiiiii i 08/20/12
BOS-HRS-008-PREVENTION OF WORK PLACE VIOLENCE

BOS-HRS-009-AUTHORIZED POSITION LIST
BOS-HRS-010-Vacant

SAFETY, SECURITY & EMERGENCY-010
BOS-SSE-001-NOTIFICATION IN EMERGENCY SITUATIONS
BOS-SSE-002-FACILITIES SECURITY PLAN
BOS-SSE-003-DISASTER EVACUATION PLAN
BOS-SSE-004-INCIDENT REPORTING
BOS-SSE-005-BOMB THREATS
BOS-SSE-006-DISASTER DRILLS
BOS-SSE-007-HOSTILE INTRUDER
BOS-SSE-008-VACANT
BOS-SSE-009-BUILDING ACCESS-KEY & CARD ISSUANCE
BOS-SSE-010-HAZARDOUS MATERIAL CONTROL
BOS-SSE-011-HANDICAPPED ACCESSIBILITY

ELS-001-ELECTION SECURITY AND INTEGRITY ...ocoiiiiiiiiii i 06/05/12
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