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CEAPTER ]
DEFINITIONS

Bg U3ED IN THESE POLICIES AND REGULATIONS, UNLESS THE CONTEXT
INBICATES OTHERWISE;

ARSENCE WEITH PARY: MEANS AN ABSENCE FROM OUTY WHICE HAS BEEN
APPROVED BY THE DEDARTMENT HEAD, AND FOR WHICH COMPENSATION Ib
RECEIVED.

ARSENCE WITHOUT BEAY: MEANS ABSENCE FOR WHICH COMPENSATION 15 NUT
PALL.
ADSENCE WITHOUT LEAVE: MEBNS ARDAENCE FROM DUTY WHICH WAS NOT

AMTHORIZRD OR APPROVED AND FOR WHICE NEITHER A LBAVE REQUEST WAS
NOT MADE OR SUCH BRQUEST WAS DRNIED.

COMPENSATORY TIME: MEANS THAT TIME CREDITED 10 EMPLOYERS [N LIEU
QF  OVERTIME WHEN REQUIRED TO WORK IN BERCESS OF THEIR NORMAL
WORIKERER -

BEPARTMENT MEANS A MAJOR  FUBCTIONAL UNIT oF THE COUNTY
GUVERRMENT

BERALTMENT  HEAD: MEANSZ A PERBON APPOINTED/ELECTED TN ACCORDANCE
WITH THE LAW AND WHO I8 RESPONSIBLE FOR ADMINISTERING THE FUNCTIOHS
OF A DEFARTMENT, '

EMPEOYER dEANE  ART PERION WORHING TN THE PAID BERVICE FoR THE
COUNTY  GOVERNMENT. {ALBG  SEE  FULL-TIME, FPERMANENT, PART-TIME,
TEMPORARY, SEASONAL AND PRODATTIOARY EMPLOYER UNDER DEFINITION OF
EMPLOYEE) |

EMELOTER:  ELECTED OR APPFOINTED COUNTT OFFICIALS AND/OR DELARTMENT
HEADIS

HIRING AUPHORITY: MEANS  THAT OFFICER OH BODY HAVING AUTHORITY
UNDER THE LAWS OF THE COUNTY 0 MAKE APPOINTMENTS TO THE FOSTTIONS.

INJUGRY EEAVE: MEANS THAY I[8AVE WHICH I8 GRANTED TO ANY EMPLOYER
INFUBRED IN THE LINE OF DUTY.

LEAVE DF ABSENCE: MEANS THE ZACUSED ABSHENCE OF AN EMPLOYER FOR A
PERIGD OF TIME DURING WHICH HE HETAINS THE RIGHT TO RETURN TO
HIS/HER POSTTION,

MATERNLTY LEAVE: MEANS THAT TTME TAREN AT EMPLOYER'S DISCRETION IH
CONNECTION WITH PREGNANCY.

LB TME: MEAM: AUTHORIZED TIME WORERDR 1IN EECESS OF A REGULAR
WORKHERK.
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PERFORMANCE Y MEANS THE WAY IN WHICH AN EMPLOYEE EXNCUTES HIS/HER
AERTGHED DUTIES AND RESPONSTIRILITIES.

FOSTTTON: MERNE A GROUP OF CURRENT DUTIED AND HESPONSIBILITIES
ASHTGNED  OR  DESIGNATED BY ARPROERIATE AUTHORITY, RRAIIRING THE
SERVICES OF A FULL-TIME OF PARYT-TIME EMPLOYER,

PROBATIONARY PERIOD: MEANS THAT DESIGNATED PERIOD OF TIME AFTER AR
BAPPLICANT I8 EMPLOYED OR AN EMPLOYEE IS PROMOTED 1N WHICH THE
TMPLOYEE I8 REQUIRED 70 DEMONSTRATE HIS/HZER FITER3E FUR THL
POBTTION 8Y PHE ACTUAL PERPORMANGE OF THE RITIES,

RESIGNATION: MEANS A SEFAHATION FROM PHE COUNTY SERVICER AT THE
HECUEST OF THE EMPLOYEE.

JICE LEAVE: MEANS CTHAT ABSENCE DUE TO ILLNESS ARPROVED BY THE
B PARTMENT HEAD OR SUPERVISOR.

WORK WEER: {EATR LABOR STANDAIDE ACT) AN EMPLOYEE WILL BE PALL A
REGULAR WEEHLY SALARY WHICH COVERS ALL HOURS WORKED UP 70 FORTY
(40} DURIHG EAK @ORK WEEK. 'YHE WORK WEEH WILL BEGIN AT 12;01 AM.
O MONDRY AND ENDY AT MIDNIGHT ON SUNDAY.

DEFINFTION OF EMELOYER

EMPLOYER . ANY PERSON WORMING I'N THE FAID SERVICE OF THE COUNTY
COVERMMENT .

FULE-TTME BRY PERSOH W R TG FlITeds T EME WH WAD
APFQINTED/HIRED/ELECTER  INTO A REGULAR POSITION WHICH REGGIIRES A
NORMAL WORK WEEK AND ANT ADURITIONAL TIME REQUIRED PO FULFILL THE
FUTLES OF THE POBITION HEASHE HOLDS.

PEEMANENT ;.  ANY PERSON HIRED/APPOINTEDR INTPC A REGULAR JOR WHO IN
FULL-TIME CAZRUTTY HAZ COMPLETED A SIX {6} MONTH  EPROBATIONARY
PRRIOD OF SUCCESSEUL WORE.

PART-TTIME:  AMY PERBON WEC I8 NORMALLY ASSIGNED 70 WORK LESS THAN A
NORMAL WORK WEEK BUT IS EMPLOYED FOR A MINIMUM OF 51X (6} MONTHS
CONSECUTIVELY IN A TWEIVE {12} MONTH PEWRFOD.

TEMPORARY:  ANY PERSON WHC IN A GIVEN CALENDAR YEAR WORKS LESE PHAN
AR CALRNDAR MONTHS, OR WHG I8 BMPLOYED 10 WORK FULL TIME FOR A
BERAED PERIOD OF TIME WHICH DOES NOT EXCERDR 8IX CALENDAR MONTHS AT A
TIME, OR WHC I8 ENGAGED FOR A BPECIFIC PROJECT IHVOLVING A PERIOD
OF TIME O MORE THAN SIK (&) MONTHS.

FROBATTONARY :  ANY PERSCH HIRED OR APPOINTEDR WHO N A FULL TISE JOR
CAPACITY HAS NOT COMPLETED A SIX {6} MONTH PERIOD QF SUCCESSEUL
FERFORMANCE Al WORK.
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CHAPTER 2

LEAVE POLICIRS

VALCATION P

IF I8 THE POLICY OF BENTON COUNTY T0 PROMOTE EMELOYER EFFICIENCY N
HEALTH AND MORALE THROUGH PERICDIC INTERRUPTION FROM ONEI [RITIES.
ACCURDINGLY, EMPLOYBES SHALL BE GRANTED PAID LEAVE AS FOLLOWS:

ONE YEAR'S EMPLOYMENT. ... ..ot 1 WEEK'S VACATION
TWO YEAR'S EMPLOYMENT...........00 2 WEER'S VACATION
TEN YEAR'S EMPIOYMENT. ... ... ... ... .. 3 WEEX'S VACATION

APTER FIFTEEN YEARS EMPLOYMENT ADDITIONAL VACATION TIME SHALL Bl AT
THE DISCRETION OF THE DEPARTMENT HEAD,

BNNUAL LEAVE MAY BE USED ONLY AT TIMES APFROVED IN AIVANCE RY YR
IMMEDIATE SUPERVIOGR, THE COUNTY WANTS YOU TO TAKE YOUR VAUATION,
BT IF MUST BE TAKEN AY THE CORVENIBNCE OF YOUR DEPARTMENT.

TN S0 FAR AS SERVICE REQUIREMENTS RERMIT VACATION MAY RE TAXEN ANY
Timy TAIREMG THE CALPNDAR YEARR. THE DEPARIMENT HEAD WYLL ENREAVCH
TO SCHEIRIGE VACATION FOR THE CONVENIRNCE CF THE EMPLOYES, BUT THE
NERDE OF THE DREPARTMENT MUST BE THE CONTROLLING FACTOR. RN L
EMELOYERSE DESTIRE THE SAME VACKTION DATES AND THE WOBKLORD IS5 BUCH
THAT BOTH EMPLOYEES MAY MUY BE ABSENY FROM WORH, SENTORITY WILi BB
THE DECIDING FACTOR.

IF THERE T8 ANY VACATION TINE REMATNING AT THE END OF THE CALENDGAR
YEAR, IT SHALL BE AT TPHE DISCRETIN OF THE DEPARTMENT HEAD AZ TO
WHETHER THE PIME SHALL BE CARRIED OVER T0 THE NEXT CALRMDAR TEAR.

L8 AN IMPLOYERE HAS VAUATION TIME THAT BAS NOQT BEEN FAKEN WHEN
LEAVING EMPLOYMENT, 7THE FEMPLOYEE SHALL BE PAID FOR THE REMAINING
YACATION TInE,

VACATION PAY:

PAYCHECKRS POR VACATION BAY SHALL BE COMPUTEDR QN THE REGULAR PATROLL
DAY AND WILL BE AVATLABLE FOR THE RMPLOYEE AT THE WORMAL TIME AND
PLACE, MO CHECES WILL BE  ISSUED (N ADVANCE FOR  VACATIONS,
YACATEION TIME CANNGE BE WOREED FOR PAY IN RDDETECH T REGULAR
SALARY .
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THERE WILL BE EXCEPTIONZ 70 THIE FOR EMPLOYESS AT THE BENTON COUNTY
ATRPORT, THE BENTON COUNTY CONVENIENCE CENTER AND THE BENTON COUNTY
ANIMAL SHELTER DUE TO PHE FACT THAT THEE ARE ONLY ONE TO0 TWO
EMPLOYEERS AT THESLE LOCATIONS.

BICK LEARVE:

SI0K LEAVE IS EARNED AT THE RATE OF ONE (1) DAY PER MONTH TWELVE
(12} DAYS PER YEAH. UNUSED SICK LEAVE MAY B ACCUMMULATED UPR TO A
MPXTRER OF SIXTY (60) DAYS, ACCIRMULATED SICK LEAVE HAS NO  VALUR
EXCETT FOR THE PURDPOSE GRANTED, AND IN THE EVENT OF RETIREMENT OR
SEFARATION, ALL UNUSED  JICK  LEAVE SHALL BE FORFEITED, EXCEFPTY
CONCERNING THE TENNESSEER CONSOQLIDATED REFIREMENT SYSTEM.

T THE BVENT THE EMPLOTES IS OUY FOR MORE THAN TEREE (3} DBAYS THER
TMMELEASE SUPBRVISOR WILL REQUIRE A PHYSICIAN'S STATEMENT TO VERIEY
THE TEINESS, ABKEE OF S3ICE LEAVE WILL NOT BE TULBRATEDR AND MAY BE
SROVNDES FOR TREMIRATION,

FAMILY & MEDICAY LEAVE FOLICY {FMIA) .

UNDER  THE FREOERAL FAMILY AND MEDICAL LEAVE ACT OF 19353 (FMLAJ
BLIGIBLE COUNTY EMPLOYEES ARE ENTITLED T0 Up TO TWELVE {12} WORK
WEEKD OF UNPAID LEAVE DURING BEACH 12-MONTH PERION BEGINNING JANUARY
I PO THE BIRTH OF A CHILD, THE PLACEMENT OF A CHILD FOR ADOFTION
OR FOSTER CARE, A SERIOUS HEALTH CONDITION OF THE EMPLOYEE THAY
MAKED THE EMFLOYES (NARGE 70 PEREORM THR FUNCTIONS OF HIS OR HER
JUB, OR THE SERICRIS HEALTH COMDITION OF A SPOUSE, SON, DAUGHTER OR
PARENT WHICH REGITRES THE SEMPLOYEE'S PRESENCE. BOTH MALE AND
FEMALE IMPLOYEERS ARE BLIGIRLE FOR LEAVE IN CONNECTIION WITH THR
BIRTE o PLACEMENT OF A CHILD OR A FAMILY YLLNES®, BUT BPECIAL
HULES MAY APPLY IV BOTH HUSBAND AND WIFE ARE COUNTY FMPLOYRES.
SUBJECT  TO  CERTAIN CONDITICHZ, ACCRURD  PATL  LERVE HAY BE
SUBSTLITULED FOR UNBATD FMLA LEAVE,

ELIGERALY EMPLOYERS ARE THOSE WHO HAVE BEEN EMPLOYED BY THR COUNTY
FOR AT LEAST TWELVE {17) MONTHS, AND WHO HAVE WORKED AT LEAST 1,258
HOURD DURING THE TWELVE {12} MOHYH PFRICD IMMEDIATELY BEFORE LEAVE
I8 REQUESTED.

AN EMPLOVER MUST PROVIDE AY LEAST THIRTY {3{) DAYS AINANCE NOTICR
OF THE NEED T0 TARE FMLA LEAVE UNDER NORMAL CTROUMSTARCES,  MERICAL
CERTTFICATION ATSC MAY BE REQUIRED.

I't T3 THE POLICY OF BANTON COUNTY TO GREANT IT3 EMPLOYESS LEAVE INM
ALCORDRNCE WITH THE REQUIREMENTS OF THE ¥AMILY AND MEDICAL LRAVE
ACT,  ALL EMPLOYEERS SHACULD HAVE A COPY OF THE FMLA FACT SHEHT, AND
EMPLOYEES MAY ORTATN ADDITIONAL COFIES OF THE PURLICATION A8 WELL
Ad o ADDTPIGEAL  INFORMATION ARDUT WHE PMLA AND TEEIR RIGHIS AND
UBLIGATIONS UNDEER THAT LAW FROM THEIR SUPERVISOR, OR BY CONTACTING
THE COUNTY EXECUTIVETE OFRICE.
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TN ADDITICE T9 THE FPMLA, TENNESSEE HAS A MATRERENITY LEAVE ILP:E@
.0 A, 4-21-408) WHICH APPLIES TO ALL EMPLOYERS WHC EMELOY 100 OR
MURE FULL-TIME BMPLOYRES AT A JOB SITE OR LOUATION. THIS STATE LAW
ALISWS EMPLOYEES WHO HBAVE BEEN EMPLOYED FOR IWELVE (12) MONTHS T
TERHE  UP PO FOUR {4} MONTHS OQF UNPAID LEAVE FOR  PREGHANCY,
CHILDDIRTE AND NURSING THE INFANT. TO BE ELIGIBLE FOR THIS LEAVE
THE EMPLOYEE MUST GIVE AT LEAYYT THREE {(3) MONTHS ADVANCL NOTICRE
ERCEPT IN CASES OF MEDICAL EMERGENCY. THIS LEAVE WILL RN
CONCURRENTLY WITH ANY LEAVE TO WHICH THE EMPLOYEE MAY BE FENTITLED
UNDER THE FMEA OR OTHERWISE,

ANY EMPLOTEE WHO HAS BERHN EMPLOYED FOR A FULL YEAR WILL BE ELIGIDLE
FOR STN {6) WEEKS 2ATD MATERNITY LEAVE.

MILTPARY LEAVE:

FURL-TIME  EMPLOYRES WHC ARE MEMBERS OF ANY MILITARY REISERVE
COMPONENT WILL BE GRANTED MILITARY TRAINING LEAVE ¥FOR SUCH TIME AL
THEY ARE IN THE MILITARY SERVICE ON FIELD TEAINING OR ACTIVE ITY
FOR PERIGDES NOT TC BEXCEEDR FIFTEEN (153 WORKING DAYS PER CALENDAR
YEAR. THTS TIME MAY NOP BE USEDRD TOR WEEHEND DREILLD. SuCH
FEQUESTED LEAVE SHALL BE SUPPORTED WITH COPIES COF THE ARMED FORCES
CHUIERS .

FULL TIME EMPLOYESS WHO ARE MEMBERS OF A MILYTARY RESERVE UNIT WHO
HAVE COMPLETED THEIR MILITARY TRAINING DUTY FOR THED CALZNDAR VEAR,
AND ARE REACTIVATED FOR ADDITIONAL TRAINING WILL BE ALLIWED AN
AIDITTONAL  FYIFTEEN  (1%)  DAYS MILITARY LEAVE IF THE ADDITIONAL
MILITARY TRATMENG:

1. DCCURS DURING THE SAMF CALENDAR YEAR; BND

4.  PFULFILLS THERE EMPLOYES'S MILTTARY THATNING
CELIGATION FOR THE SURSECUENT CALENDAR YRAR.

DURING SUCH PIME THAT THE EMPLOYER s ON MILITARY TRATNING LRAVE,
THE HMFLOYEE WILL RECEIVE FULL PAY AND AENEFITS TO WHICH HE OR SHE
WOULD OTHERWISE DE ENTITLED,

FUNBERMNL LEAVE:

IN THE CASBE OF A DBEATH IN THE EMELOYER'S DMMEDIATE FAMILY, THE
EMPLOYHE WLL: BE GIVEN UP 10 THREE {3} DAYS LEAVE WITH PAY. THE
TMMEINEATE FAMILY I35 DEFINED TO MEAN HUSHAND, WIFE, PARENT, MOTHER-
IH-LAW, TATHER-IN-LAW,  BROTHER-IN-LAW,  SISTER-IN-LAW,  BROTHER,
BEGYER, CHILDREN, GHRANDFARENTS, GRANDUHITLDREN, SPEP-PARENTI AND
STEP-CHTELDREN OF THE HMPLOYER.  ANY OPHER FAMILY MEMBERS WOULD [
AT THE DIBCRETION OF THE OFFICE HOLDER.
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TW THE EVENT OF "HE LOSE® OF A §POUSE OR CHILD THRE EMPLOYRE WILL BE
GIVEN RN ADDITIONAL TWO {2 DAYS WITH FAY.

THESE DAYS WILL NoT BE TAKEN FROM VACATIUN NOR SICK LEAVE DAIS OF
THE BEMPLOYEE.

COURTHOUSE POLICY FOR FUNBRALS:

WHEN A DRATHE OCCURS %G AN ELECTED OR APPOINYED OFFICIAL THE
COURTIOUISE SHALL CLOGE FOR A FULL DAY

WHEN A BEATE OCCURS TO A MEMBER OF THE COUNTY IEGISIATIVE BCDY THE
COURTHOUSE SHALL CLOSE FOR A HALP DAY OR 4 HOURS.

WHEN A DEATH OCCURS 10 THE SPOUSE, PRRENTS OR CHILDHREN OF Al
ELECTED OR APPQINTED OFFICIAL THE COURIHOURE BHALL CLOSE A HALEF DAY
O 4 HOURE,

WHEN A DEATH OCCURS T0 AN EMPLOYER OR THE IMMEDIATE FAMILY OF AN
EMPLOYEE IT SHALL BE AT THE DISCRETION OF THE DEPARIMENT HEAD.

JURY AND COURT TWITY:

THE EMPLOYER EHCOURRGES ALL EMPLOYERS 10 FULFILL THEIR DUTY TO
JERVE A% MEMRERS OF JURIES COR TO YESTIFY WHEN CRLLED TO ROUAL,
FEDERAL AMD BSTATE COURTSH. THEREFGEE, THE FOLLOWING PROCELDUREL
SHALL APPLY WHEN AN EMPIOYER 15 CALLED FOR JURY DUTY OR SUBPLOE

MAELDY 7O COURT:

1. UPON RECEIVING A SIMMDNS TO HEPRRT PR JURY DY, THE
EMPLOVEDR SHALL ON THE NEXF DAY HE/SHE I3 WORMING, SHOW THE SUMMOTS
TG OHILS/HER SUPERVIDOR,

<.  THE EMPLOYRE WILL BE GRANTEDRD A LEAVE OF ABSENCE WIEN THE
EMPLOYES 13 SUBPOENAED GR DIRECTED BY PROPER AUTHORITY T APPEABR IN
COURT A% A WITNESS OR JURODE.

3. THE FMPLOYER WILL RECEIVE HIZ/HER REGULAR QOMPENSATION
LAFRI NG TIME SERVED ON JURY MY OR WHEH SURPOBNAED AS A WITNEGG
LEss THE AMOUNT RECEIVED BY THE SMPLOYEE FROM THE COURT FOR HIS/HER
SERVICE. COMPENSATION FOR TIME IN COURY DOES HOT APPLY IF EMPLOYER
15 INVOLVED IN FREOVATE LITIGATION.

4. IF THE EMPLOYER I3 RELIBEVED FROM FURY [FIY DURING WORKIHG
HOURE AFTER SERVING LESS THAN THRER HYRS, THE EMPLOYER MURT REPCRT
BACK To THE EMPLOYEE. L¥F THE EMPLOYER 18 RELIEVED FROM JEING A
Eﬂfiﬂ"fﬁéﬂﬁi DURTHNG VICREING HOURS, THE EMPLOYEE WILL REPORT BACR IO ThE
EME LY R,
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TH-BINE-OF-DUTY THAURY LEAVE:

ANY BMPLOYEE SUSTAINING AN INJURY OR AN ILINESS DURING THE COURIE
Ok BCOPE OF HIS OR HER EMPLOYMENY WHICH I35 DETERMINED TO BE
COMPENSARLE UNDER THE PROVISIONS OF ‘FHF WORKERS®™ COMPENIATION Law
SHALL BE ENTITLED 10 HECEIVE TIN-IINE-OF-DUTY INSURY LEAVE, THIS3
LEAVE SHALL NOT BE COUNTED AGATNST ANY ACCRUED SICK LPAVE WwHICH THE
EMPLOYEE Has ACCUMULATED. DENEFITS WHICH ARE RECEIVADLE RBY THE
EMPLOYER WILL BE DETERMINED RBY THR PROVISIONS OF THE WORKERS'
COMPERSATTON LAW.

BOLITHYHS

THE FOLLOWING HOLIDAYS WILL BE DECLARED OFFICTAL HOLIDAYS, ANHD
EMPLOYEES WILL BE EXCUBED FROM WORK WITHOUT CHARGE 10 LEAVE:

NEW TEAR'S DAY JRANUARY 1

MARTIN LUTHER KING, JR. DAY BN OMONDAY N JANUARY
PRESTIDENTS DAY D MONDAY TN FEBRUARY
GOOD FRTDAY

MEMORTAL DAY LAST MON. IN MAY
INBEPENDENCE DAY JULY 4

LABOR DAY 15T MON. IN SEET.
COLERMBUS DAY 29U MERIAY  EN OOTORER
VETERAN'S DAY NOVEMBER 11
YHANKSGIVING DAY 4TH THUORS. IN N,
FRIDAY AFPER THANRSGIVING 4PN BRIDRY TN IOV,
CHRESTMAS BVE DECEMBER 24

CHHTSYMAS DAY DECEMABER 25

WHEN A HOLIBAY FALLS ON SAYURDAY, THE FRIDAY PRIGR TO WHE HOLIDAY
e BUBSTITUTED. WHEN A HOLIDAY FALLS ON  SUNDAY, THE MONDAY
FOLOGOWING  THE HOLIDAY F8  SUBSTITUIED, DN THE  OQUOABLOME  WIHEN
CHRESTMAZ DPAY FALLS ON MONDAY, 9THE CHRISTMAZ EVE HOLIDAY WIL{L BE
ORGERVED OM FRIDAY PRECEDING CHRISTMAS DAY, ON THOSE QQCASIONG WHEN
CHRISTMAS FALLS OM GATURDAY, THE CHRISTMAS HOLIDAY WILL RE OBRIERVED
DN THE SUBSROUENT MONDAY . I THE EVENT THAT CERISTMAS VACATION
FALLE WITHIN THE WEEX IT SHALL BRE LEFY UP 10 THE DESCRETION OF THE
DEPARTMENT HEAD.

EVERY BFFORY WILL BE MADE TO ALLOW ALL EMPLOYERS CFE ON RACH
DESFGHNATED HOLIDAY, IF IT I8 NECESHSARY FOR AN EMUETOYEE T WORE ON
A HOLIDAY, THE EMPLOYER WILL BE COMPENSATED AT A BATE WHICH I3 ONB
AND GNE HALE TIMES THE EMPLOVEE'TS REGULAR RATE OF FAY FOR THE HOURS
ACTUALLY WORKED.
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ARMINISTRATIVE LIEAVE:

ERSGNCE WITH PAT FOR ADMINISTRATIVE PURPOSES MAY BE GRANTEDR BY THE
DEPARTHENT HEAD. SUCH LEAVE MUST BR FOR GOOD CAUSE AZ DETERBENED
WD THE DEPARTMENT HEAL. THIS LEAVE SHALL NOT BE GRANTED UNLESS
TECEPTIONAL CIRCIBSTANCES EXIST. ADMINSTRATIVE LEAVE SHALL TNCIADE
ACTES OF NATURE SUCH AS SNOWSTORMS, ICEITORME, TOHMADOES, ETC.

CHARTER 3
WAGE ANE HOUR POLICIES

WORE, WEEK:

THE WORK WEEM FUOR EMPLOYERS OF BENTON COUNTY BREGING AT 12:01 A.M.
ON BUNDAY AND ENDS AT MIDNIGHT ON SATURDAY FEARCH WESK. THE REGIHLAR
WORK  WEEX FOR DENTON COUNTY BMPLOYERS I8 FORTY {40}  HOURS.
EMPLOYEES WHO ARE PATD ON AN HOURLY BASIS WILL RECEIVE COMPENSATION
abl  THEIR REGULAR BATE OF PAY FOR ALL BOURS WORRED UP 70 AND
INCLUDENG FORTY {40} IN THE WORK WDEH. THE BALRRY PATD PO SATARIED
EMPLOYEES IS5 COMPENSATION POR ARL HOURS WORKED BY SUCH EMPLOYERS UP
1O AND INCLUDING FORTY (40} IN THE WORK WEEK. THE ACTUAL WORK
SCHEDULE: FOR EACH  EMPLOYER WILL: BE ARRANGED BY THAYT BEMPLOYER™S
HIPERRVISOR,

PAYROLL POLICY AS QF JULY 1, 20045:
THERE WILL BE THREE LEVELS OF BEGINIING SALARY:
F1%, O00-BIGH BCHOOL DIPLOMA OR BOUIVALRENT AND BASTC OFFICR SKIHLS

]

17, 0G0-HIGH SCHOOL DIPLOMA OR BQUIVALENT, BASIC OQFFICE AKIELS, 2
TEARD DEPERIENCE.

$18, OUD-HIGH SCHOOL DIPLOMA OR EQUIVATENT, ASSOCTATE OR TECHNICAL
DEGREE

Off NOVEMBER 15% OF BACH YEAR BOHUSES WILL BE GIVEN ACCORDING TO THE
FOLLOWIRG SCHEDULE:

10-20 YEARSE $300.00
21-3{ YRARS 500,00
OVER 30 YEARS SHGA, on
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TEMPORAY /PART-TIME PERSONNEL

WHEN HIRING TEMPORARY/EARY-TIME PRRSONNEL UNYIL THE POBITION I3
FILOED WITH FILL-TIME EMPLOYEE THE SCALE FOR THE TEMPCORARY/PARY-
TIME PERSCONNEL Wili BE AS FOLLOWS:

6,50 BER HR-HIGH BCHOOL DIPLOMA OR EQUIVALENT

.40 PER O HR-HIGH SCROOL  DIFLOMA  OR BOUIVALENT AND 2 TEARS
EXEERIENCE

7.50 PER HE~HIGH SCHOOL DIPLUMA OR EQUIVALENT, 2 TEARS BXPRRIFHCE
AND DEGHEER

CYERTE TME

ALL IEMPLOYEES SHALL BE PATD OVERTIME OR GIVEN COMPENGATURY TIME
(SUBJECY TO ALLOWABLE LIMITS) FOR ALL HOURS WORKED OVER FORTY (40)
IRING THE WOREK WERE,

HOURLY RATE EMPLOYEES WHO WORK OVERTIME Wik RECEIVE OVERTIME PAY
AT A RATE OF ONE AND ONE-HALF THEIR REGULAR PAY. FOR  SATARIED
EMELOYERES, THE EMPLOYER'S ANNUAL  SALARY DIVIDED BY 52 WERBRS
DETEFMINES THE WHEKLY SALARY, THF WEEHLY SALARY I# THEN DIVIDED BY
THE NUMBER OF HOURS IN A NOWMAL WORK WEEK T DETERMINE THE REGULAR
HOURLY HATE OF PAY. THE BATE WILL THEN BE MULTIPLIED BY ONE AND
ONE-BALE 10 DETERMINE YHE (VERTIMED BATE OF PAY. THRE OVERTIME DPATE
FOR RBOTH HOURLY AND SALARTAD EMPLOYEES APPLIES ONLY TOC THOSHE NGRS
WORKEL OVER FORTY (44} IURING A WEEK. FOR SALARIED BEMPLOYERS, HNO
ADBITICMAL COMPENSATEON WILL BE PAID FOR HOURS WORKED UNDER FORTY
(4G . FOR HOURLY RATE EMPLOYEES, THE OVERTIME HATE WILL APPLY ONLY
Tr HOURH WOREED OVER FORTY {(440) AL THE REGFLAR FEATE WILEL AFPLY TO
HOUHS WORKED UNDER FORTY {(44).

EMPLOYEES WHO ARE RRGUFIRED 10 WORE TN EXOESS OF FORTY (4G) HOURS
PER HEEK MAY RECEIVE COMDENSATORY TIME OFF 3N LIBEY OF OGYERTIME,
TEE BECISIGN 70 TRAER OVERTIME OR COMPENSATORY TIMT JHALL BE AT THE
DESCRETION OF THE EMPLOYEE AT THE DATE OF BEMPLOYMEHT OR IF ALREADY
Eﬂf{%’;&;ﬂﬂ]gﬂ]]r THE {DATE THE EMPLOYEE HANDBOOE ACENOWLEDGEMENT FOEM I3
HIGMED,

COMPENSATORY TIME BHALL BE BARNED AT A RATE OF ONE AND ONE-RALF
HOURS FOR BACH HOUR OF BEMPLOYMENT WORKED OVER FORTY {40} HOUHZ PER
WEEHK. AN EMPLOYEE  CANNOT  ACCRUE  MORE  THAN 244 HOURS  OF
COMPENGATORY TIME. ANY EMPLOYEE WHO HAS ACCUMINATED 240 HOURS OF
COMPTRMSATORY TIME SHALL BE PATD FOR ANY ADDITIONAL OVERTIME THAT 1S
WORRKED




RECORDRERPING REQUIRMENTS:

FUR - NONEAEMPY EMPLOYEES THE FLSA  (FATR  LAROR  STANIARDS  RACT)
REQUIRED  THAP CERTAIN PERSCENEL RECORDE BE MAINTAINED SUCH  AS
PEREONAL INFORMATION WHICH INCTUDES NAME, AGE, SEX, ETO.

ALSO REQUIRED AIE TIME RECORDS, RECORDE FOR COMPENSATORY TIME AND
SLUR LRAVE.,  SICK [BAVE RECORDS SHALL BE THE RSPONSIRILITY OF EACH
THDIVIDUAL DEFARTMENT HEAD,

CHESE RECCRDS WILL BRE MAINTAINED IN THE OFFICE OF BACH DEPARTMENT
HERAD OR COUNTY OFFICIAL.

{12}




CHAPTER 4
HON-DISCRIMINATION AND SEXUAL HARASSMENT POLICIES

RON-DISCRIMINIATTON/RQUAL EMELOYMENT OPPORTUNITY:

I I8 PHE POLICY OF BENTON COUNTY TO PROVIDE EQUAL EMPLOYMENT
OFPORTUNETIRS W0 ALL  INDIVIDUALS REGARDLESS OF  BACE, COLOR,
RELIGION, SBEX, HNATIONAL ORIGIN, AGE, DISABILITY, SYATUS AR A
VIETNAM-ERA VETERAN OR SPRCIAL DISARIEER VRTERAN, OR STATUS IN ANY
OTHER GROUPR FROTECTED BY IAW. THIS BOLICY EXTENDS T0 ALL TERM3 AND
CONDITIONS OF EMPFLOYMENT, INCLURING BUT NOT LIMITED TO, HIRING,
PLACEMERNT, PROMOTION, TIRMINATION, LAVOFF, RECALL, TRANSITR, LEAVE
GF ADSENCE, COMPENSATION AND TRASINING, IT I8 THE POLICY of BENTON
COUNTY T MAKE REASONARLE ACCOMODATIONS FOR QUADIFIED THRDIVIDUALS
WITH ¥NOWN DISARTILITIES WHNLESS HOING S0 WOULD RESULT W UNDUR

HARDEHIY,

EMPLOYEES OR APPLICANTS WITH QUESTIONS OR CONCERNS ABOUT ARY TYPE
OF DISCRIMINATION IN THE WORKPLACE ARE BNCOURARGED TO BRING THESL
TEBUES T THE ATTERTION OF THE IMMEDIATE SUPERVISOR OR DEPARTMENT
HEAL FMPLOYTERS CAN RAISE CONCERND AND MARE COMPIAINTS WiTHOWY
FEAR OF REPRIGAL  AND WITH THE ASSURANCE OF PROTECTION  FROM
HARAZSMENT OR RETALIATION.

ANYONE  FOUND T BE ENGAGING IN ANY TYPE CF URLAWE: DISCRIMINATION
Wili N SURJECT T DISCIPLINARY  ACTION, UP 10O AND  IHCLUDENG
TERMINMATION OF EMPLOYMENT.

HIRING PRACTIUES:

BENTON COUNTY DOBZ NOT DISCRTMINAYE TN TTS HIRTHG PRACYTICES OB THE
BASTS  OF RACE, COLUR, RELIGION, SEX, NATIONAL ORIGIN, AGE,
DISABRLLLITY, STATUS A8 A VIETHAM-ERA VETERAN, ORh SERCTAL BRISARLED
VETERAN CR STATUE IN ANY OVHER GROUF PROTECTED HY L4, IN ORDER TO
GCIVE ALL INTERESTED PARTIES AN OPPOLQTUNITY TO ARPPLY FOR POSITIONS
A THEY BROOME OPEN, JOB OPENTNGS Wi{LIL BE POSTED I THE COURTHOUSE
ON THE MAIN BUDLEFIN JGARD FOR A FERICD OF BIVE (3} WORKING IMYR,
ALL QUALIFIED APPLICANTY ARE URGED TO APPLY. APFLICANTS MUST APPLY
FOR A SPECIFIC JOR OPENING. EMPLOYMENT APPLICATIONS WILL NOT B
ACCERTED UNLESS A SPECIFIC POSITION I8 OFEN AT THE TIME THE
AFPLICATION I8 BUBHITTED. APFLICATIONS ARE NOT BETAINED APFFER THE
FOSITION FOR WHICH THE APPLICATION WAS SUBMITTED HAS RBEEN FILED,
ANYONG  APFLYING  FOR A SUBSEQUENT  OPENING  MUST  SuUsMIT A LW
APPLECATTION,

EMPLOYERS ARE EMPLOYED A7 WILL BY THE EMPLOYER ({ELRCTEDR OR
APPOCINTED OFFICIAL AND/OR DEPARTMENT HEAD).

(13}




THIE WIL{, INCLUDE THE FOLLOWING DEPARTMENTS:

COUNTY BRECUTIVE COUNTY CLERK TRIZITEE
MESESGOR REGISTER OF DERDS CLERK & MASTER
CERCUTT COURT CLERR GENERAL SEFIIONS CT. JUVENTLE QOURT
RIHACTEON COMMISSTON SHERIFE'S DEPT. ANTMAL CONTROL
AIRFORT SEMIGR CETIZENS CENTER CONV., CENTER

URLAWTUL, HARASSMENT IN THE WORKPLACE:

IT IS THE FPOLICY OF HENTON COUNTY TO MATNTAIN A RESPRCTFUL WOHK
ANFUBLIC SERVICE BNVIRONMENT. HBENTON COUNTY PROHIBITE AND WILL NOT
TOLERATE ANY FURQE OF UNIAWFUL BARASSMENT HBY OR TORARDS ANY EMPLOYEER
OR OFFICIAL OF 9HR BASIS OF RACKE, COLOR, RELIGION, SEX, NATIONAL
ORIGIK, AGE, DISARILIYY, HTATUS A8 A VIETHAM-ERA VETERAN OR SPECIAL
DISARIAD VETERAN, OR STATUS IN ANY OTHEE GROUEP PROTECTED BY LAW.
ANY EMPLOYEE OR OFFICIAL WHO HBNSAGES IN SUCH BERAVIOR IS JUBJECT TO
DEFCIPLINARY ACTION, UF TO Al INCILUDING TERMINATION OF EMPpLOYMENT.

ONE  PARTICULAR EIND 0F HARASZING BEEAVIOR I8 IEXUAL HARASSMENT.
SESUAL HARASSMENT, WHICH CAN CONSIST OF A WIDE RANGE OF UNWANTED
AN UNWELCOME SEXUALLY DIRECTRED BEHAVIOR, IS DEFINED AS:

{1y SUBMITTING T THE CONDUCT 18 MADE EITHER EXPLICITLY
OR IMPEICETLY A THRM OR CONDITION OF AN TNDIVIDUAL'S
EMPLOYMENT OR QF CRTATNING PUBLIC SERVICES; OR

{2} SUBMITTING TO OR HEJECTTIHNG THE CONDUCT IS USEDR A3
THE BASIS FOR AN BEMPLOYMENT DECISICH AFFRCTING AR
INDIVEDUAL'S EMPLOYMENT OR PUBLIC BERVICES; OR

{3} SUCH CONDAT HAS THE PURPOSE OR RESULT OF UNRERSONABLY
ENTERFERING WITH AN INODIVIDUAL'S WORK PEREGRMANCE OR
CREATING AN IRTIMIDATING, HOSTILE OR OFFEMIIVE WORKING
BNVIRONMERT .

MEITHER SEXURL HARARSMEINT NOR ANY OFHER PORM OF UNLAWEUIL. HAHASSMENT
WILL BE TOLERATED IN THE WORKPLACE. EMELOYEES ARm URGED TO REPORT
ALIEGED INCIDENTS OF UNLAWFYL HARASSNENT,




DI#CRIMINATION /HARRISMENT COMPLAINT PROCEDURE:

PISCRIMINATION, INCLUDING HARAISMENT, IN THE WORKFLACE ON THE BASESD
OF RACE, COOLOR, RELIGION, SEX, HATIONAL ORIGIN, AGE, DISARILITY,
STATUS AS A VIDTNAM-ERA VETERAN OB SPRECTAL DISANLRD VAEIERAN, OR
STATIS IN ANY OTFTHER ORGP PROTECTED BY AW 15 FLLEGAL. IF RNY
FMELOYEE BELIEVES THAT HE OR SHE HAS BUEN SUBJECTED TO LLLEGAL
DISCRIMINATION OR HARASSMENT BRELATED P00 EMPLOYMENT WITH BENTON
COUNTY, THE EMPLOYER SHOULD REPORY THE INCIDERT PROMETLY TO0 THE
COUNTY  OFFICTIAL COH  DEPARIMENT HEAD UNDER WHOSE DIRECTION THE
EMPLOYREE WORES.

P THE FROBLEM I8 NOT RESOLVED WITHIN A REASONABLE TIME, OR IF FOR
ANY REASON THER BEMPLOYER TBELS UNCOMFORTARLE REPORTING THE PROBLEM
T THE COUNTY OFFICIAL OR DEPARTHMENT HEAD, THEN YHE BEMPLOYER SHOULD
RERPORT THE INCIDENT TO THE COUNTY EXECUTIVE UNLESS THE COUNTY
EXECUTIVE 15 THE OFFENDER, THEN YHE FMELOYEE BHOULD REPORT THE
INCGIDENT TO THE GENERAL OESSTONG JURGE,

MO ADVERGE PERSOHNEL ACTION WILL BE TAREN AGATNST AR FMPLOYEE FOR
REPORTING & DONA FIDE INCIDENT OF DISCRIMINALION OR HARASEMENT OR
FOR,  ASBIFTING THE  INVESTIGATION OF A COMPLAINT. HOWEVEH,
DISCEIPLINARY ACTION MAY BE TAREN AGATNST ANY INGIVIDUAL PROVIDING
FALSE THNFOMMATION IN CONNBCTION WITH A COMPLATNT.

(%)




CHAPIER 5
DREUHS FREE WORKPLACE

RENTON COUNTY RECOSNIZES THAT ALCOHOL AND DRl ABUSE IN  THE
WORKPIACE FAS BECOMS A MAJOR CONCERN., WE BELIEVE THAT BY REDUCING
DRUG AND ALCOHOL USE WE WILL IMPROVE THE SAFETY, HEALFH AND
PRODUCTIVITY OF FMPLOYRES, THE OBJECT OF THE COUNTY'E ALCOHOL AND
DRUG POLICY 18 TO PROVIDE A SAFE AND HEALYHY WORKPLACE FOR ALL
EMPLOYERS, 10 COMPLY WITHE FEDERAL AND STATE HEALTH AND SAFETY

HEGULATTIONS AND TO PREVENT ACCTDENTS.

THE LUGR, POHSESSION, SALE, TRANSFRE, PURCHASE OR BEING UNDER THE
IHFLOENCE  OF INTORICATING LIQRIOR, ILLHEGATL  DRUGSE R OTHER
INTOXICANTS BY EMPLOYEES ANYTIME ON COMPANY PREMISES OR WHILE ON
COMPANY  BUSINESS IS5 PROHIBITED. THE ILLEGAL USE OF ANY DRUG,
NARCOTIC O CONTROLLED SUBRSTANCE I8 PROHIBITER, EMPLOYERS MUST NOT
REFORT FOR DUTY (R BE ON COMPANY PROPERTY WHILE UNDER THE INFLURNCE
0OF, O HAVE IN THEIR POSSES2ION WHILE OF COMPRANY PROPERTY, ANY
INTORTCATING LIQUOR, MARTJUANA OR ILLEGALLY QRTAINED DRUG, NARCOTIC

GR OTHER ILLEGAL SUBSTANCE.




