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Chapter 1.01 

EQUAL EMPLOYMENT OPPORTUNITY POLICY 

Sections: 

1.01.010 General policy statement. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.01.010 General policy statement. 

It is the policy of the Uintah Animal Control and Shelter Special Service District to be 

fair and impartial in all its relations with its employees and applicants for employment, without 

regard to race, color, religion, sex, age, national origin, ancestry or physical or mental disability.  

To carry out this policy, the District shall adopt policies and procedures that are designed to 

ensure equal employment opportunity in all aspects of employment throughout District service. 

The District pledges its unequivocal support to the purposes and goals of these policies and 

procedures and shall provide the necessary financial and staff support for their complete and 

effective implementation. The District further pledges to work actively to communicate the 

purposes and goals of these policies and procedures and to create a climate of acceptance and 

understanding in all segments of the Uintah Animal Control and Shelter Special Service District.   

The District’s contracted Human Resource office in coordination with the Executive 

Director shall establish, develop and promulgate personnel rules, procedures and policies which 

will effectuate the provisions and intent of this equal employment opportunity policy (EEO) and 

plan. (Adopted 03/15/07, Resolution No. 2007-08, Amended 05/03/07)  
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Chapter 1.02 

EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE PLAN 

Sections: 

1.02.010 Introduction of equal employment compliance plan. 

1.02.020 Designation of responsibility. 

1.02.030 Reserved. 

1.02.040 Implementation. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

  

Section 1.02.010 Introduction of equal employment compliance plan. 

A. The purpose of this introduction is to state the Uintah Animal Control and Shelter Special 

Service District’s Equal Employment Opportunity policies and to describe the District’s efforts 

in promoting equality in employment and career development of its employees. 

B. It is the intent and purpose of the District to assure equality in all phases of the 

employment process.  The District is fully supportive of: 

 1.  Title VI of the Civil Rights Act of 1964. 

 2.  Title VII of the Civil Rights Act of 1968. 

 3.  The Age Discrimination Act of 1975, as amended. 

 4.  The Architectural Barrier’ s Bonuses Act of 1968, as amended. 

 5. Section 504 of the Rehabilitation Act of 1973, as amended. 

 6. Americans with Disabilities Act of 1991. 

 7. Equal Employment Opportunity Act of 1965 

 8. All Utah State Anti-Discrimination Rules and Regulations. 

C. The District is an “Equal Opportunity Employer.” As such, it is the policy of the District 

to follow a concept of non-discrimination in the hiring, recruiting, placement, promotion, 

termination, layoff, recall, transfer, leaves of absence, compensation and training of employees 

without regard to their race, religion, age, sex, color, national origin, disabilities or any non-

meritorious factors.  Evaluation of employment candidates will be made on the basis of 

education, skills, experience and potential for job performance and learning. 

D. The District will not fail or refuse to hire or to discharge any individual employee with 

respect to his compensation, terms, conditions, or privileges of employment because of such 

individual’s race, religion, color, sex, national origin, disability or age.  Also, the District will not 

limit, segregate or classify its employees or applicants for employment in any way which would 

deprive, or tend to deprive, any individual of employment opportunities or otherwise adversely 

affect his status as an employee because of such individual’s race, color, religion, sex, national 

origin, age or disability  
 

Section 1.02.020 Designation of responsibility. 

A. Ultimate responsibility for the development and administration of the Equal 

Opportunity Policy, as herein described, lies with the contracted Human Resource Office, the 

Uintah Animal Control and Shelter Special Service District Board of Directors and the Executive 

Director. The Board and the Executive Director fully support the administration of the policy of 
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the District. 

B. The contracted Human Resource Office shall serve as the Equal Employment 

Opportunity and Americans with Disabilities Act Coordinator for the District. It is the Executive 

Director’s responsibility to report to the District Board and coordinate with the Human Resource 

Office and with the District Department Heads and employees. 

C. The Human Resource office shall perform the duties and ensure compliance with 

the guidelines as described in the remaining sections of this policy and perform such other 

functions as may be assigned from time to time by the District Board. 

D. Dissemination of Policy and Program. On behalf of the District the Human 

Resource Office in coordination with the Executive Director shall ensure that the following 

actions are taken to adequately disseminate and communicate the District’s Equal Employment 

Opportunity Policy: 

1. Distribute to all Department Heads copies of its Equal Employment Opportunity 

Policy Plan to reaffirm the support.  Such copies shall be made available within each department 

for any employee’s review. 

2. See that Equal Opportunity posters are posted at the District’s Shelter Facility. 

3. The District will include the words “An Equal Opportunity Employer” on the District’s 

employment application and recruitment advertising and conduct a thorough discussion of the 

District’s EEO policy in both employee orientations and employee training programs. 

4. The Uintah Animal Control and Shelter Special Service District may distribute the 

District’s Equal Opportunity Policy Statement to all contractors and subcontractors, and reviews 

the preparation of all releases, publications, etc., relating to Equal Employment Opportunity 

which may be issued by the District.   

 

Section 1.02.030 Reserved. 

 

Section 1.02.040 Implementation. 

On behalf of the Uintah Animal Control and Shelter Special Service District the contracted 

Human Resource office, in coordination with the Executive Director shall ensure that the 

following actions are taken to effectively implement the District’s Equal Employment 

Opportunity Policy: 

A. Serve as a focal point for the overall direction of the Equal Employment Opportunity 

Policy by advising and assisting the District department heads and employees in the development 

and implementation of specific EEO goals and objectives for their departments, which are 

consistent with the District’s Equal Employment Opportunity Policy. 

B. Be conversant with all laws, EEO rules and regulations and advise and assist all 

contractors to the District in fulfilling their equal employment opportunity obligations stipulated 

in agreements with the District. 

C. Maintain a file on all District equal employment activities and accomplishments. 

D.  Maintain this EEO policy to comply with all State and federal laws 
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Chapter 1.03 

JOB STRUCTURE AND UPWARD MOBILITY 

Sections: 

1.03.010 Objectives. 

1.03.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.03.010 Objectives. 

The following objectives and action plans concerning job structures and upward mobility 

shall be included as part of the Uintah Animal Control and Shelter Special Service District’s 

General EEO Policy: 

A. Objective:  The contracted Human Resource Office in coordination with the 

Executive Director and the District Board shall ensure that the District’s job classification system 

and position review structure do not include factors which discriminate against anyone, based on 

race, religion, color, sex, national origin, ancestry, age or physical or mental disability. 

 

Section 1.03.020 Action plan. 

Action Plan Items:    

A. Job descriptions shall be periodically reviewed, evaluated and revised, as 

necessary, to assure that entrance requirements are job-related, the minimum needed for 

qualification and without unnecessary restrictions of age, sex, physical characteristics, 

experience or education. 

B. The Uintah Animal control and Shelter Special Service District shall periodically 

evaluate to ensure that adequate levels of job responsibility and promotional opportunities exist.  

Skill in the available labor force shall be assessed relative to duties in order to maximize 

utilization of all personnel. 

C. Both formal and on-the-job training shall be made available to improve the 

employee’s skills, which will make promotional opportunities available to more people.  

Training will be offered to Department Heads and Supervisors annually or as needed. 

D. The District’s wage and classification system shall be kept competitive with other 

local government agency systems, and the private employment market, and consistent efforts 

made to provide opportunities for career education, recognition for quality performance and 

promotional advancement based on competitive merit.   
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Chapter 1.04 

RECRUITMENT 

Sections: 

1.04.010 Objectives. 

1.04.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 
 

  

Section 1.04.010 Objectives. 

The following are the objective and action plans for recruitment, which shall be included as 

part of the Uintah Animal Control and Shelter Special Service District’s Equal Employment 

Opportunity Policy: 

A. Objective:  All recruitment procedures used by the District shall be designed to prevent 

discrimination against anyone based on race, religion, color, sex, national origin, ancestry, age or 

physical or mental disability.  
 

Section 1.04.020 Action plan. 

Action Plan Items:Recruitment programs and projects shall be guided by hiring policies and 

procedures. Maximum effort shall be made to recruit applicants from all categories who are fully 

capable of performing required employment tasks.   The contracted Human Resource office in 

coordination with the Executive Director shall expand recruitment programs to include, but not 

be limited to, the following: 

A. Advertise all job openings in the local print media (e.g. newspapers), on Social Media 

(e.g. Facebook) the State Workforce Services Website, and any other applicable media outlets. 

B. Update and review announcement content and format to include information about the 

District’s Equal Employment Opportunity Policy. 

C. Seek the assistance of local experts and outside sources of funds to aid in the 

development of an effective recruitment program for all departments in the District structure. 

D. Post all job openings at the District Animal Shelter. 
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Chapter 1.05 

SELECTION PROCEDURES 

Sections: 

1.05.010 Objectives. 

1.05.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 
 

Section 1.05.010 Objectives. 

The following are the objectives and action plans for selection procedures which shall be 

included as part of the Uintah Animal Control and Shelter Special Service District’s Equal 

Employment Opportunity Policy: 

 A. Objective:  All selection procedures used by the District shall be designed to 

prevent discrimination against any individual based on race, color, religion, sex, age, national 

origin, ancestry, or physical or mental disability.    

 

Section 1.05.020 Action plan. 

Action Plan Items:  Selection procedures, including all written performance or oral tests, 

education and experience ratings, structured and practical interviews, references and application 

forms shall be: 

A.  Designed and developed in a professional manner so as to measure only relevant job 

qualification requirements. 

B.  Based upon careful job analysis which determines the minimum requirements actually 

needed to do the job at entry level. 

C.  Reviewed periodically to ensure validity and include any new procedures or updates 

available through a systematic appraisal process. 

D.  Administered under standardized conditions with sufficient instructions and 

explanations to ensure comprehension of testing procedures and requirements.    
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Chapter 1.06 

SELECTION PROCESS 

Sections: 

1.06.010 Objectives. 

1.06.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.06.010 Objectives. 

The following are the objectives and action plans for the selection process which shall be 

included as part of the  Uintah Animal Control and Shelter Special Service District’s equal 

employment policy: 

A. Objective:  The selection process shall be supervised by the contracted Human 

Resource Office in coordination with the Executive Director to ensure compliance with all 

applicable legal regulations and requirements, including this policy.  

 

Section 1.06.020 Action plan. 

Action Plan Item:  Interviewers will be instructed prior to oral interviews to assure their 

understanding of the selection process, its requirements and purposes.  Department Heads and 

supervisors making the final employee selections shall actively uphold all the aspects of this 

policy.    
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Chapter 1.07 

APPOINTMENT AND PLACEMENT 

Sections: 

1.07.010 Objectives. 

1.07.020 Action plan. 

1.07.030 Approaches. 

1.07.040 Orientation and follow-up program. 

(Revised July 18, 2014 by Resolution No. 2014-14) 
 

Section 1.07.010 Objectives. 

Appointment and placement objectives and action plans for the Uintah Animal Control 

and Shelter Special Service District’s equal employment opportunity policy shall be: 

Objective:  Maintain a positive program of equality in the appointment and placement 

processes throughout the District.   

 

Section 1.07.020 Action plan. 

Action Plan Items: 

A.   Assure that supervisory personnel with hiring authority are committed to equal 

employment principles and are trained to properly and objectively assess the abilities of all 

candidates. 

B.   Avoid questions during the selection process which are in any way discriminatory 

and not job related. 

C.   Establish and monitor the application of proper suitability requirements for each 

position so as not to preclude the employment of acceptable applicants.     

 

Section 1.07.030 Approaches. 

Objective:  Strive to develop and increase the use of flexible and innovative approaches to 

appointments and placements within the discretion permitted under the District’s personnel 

system.  

 

Section 1.07.040 Orientation and follow-up program. 

Action Plan Items: 

A.   Develop a workable orientation and follow-up program to assure that all 

personnel are properly placed and trained during their first few months of employment. 

B. Seek after other creative ways to conduct the appointment and placement 

procedures which will support the overall aspects of the equal employment opportunity policy in 

personnel administration in District.   
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Chapter 1.08 

WORK ENVIRONMENT 

Sections: 

1.08.010 Objectives. 

1.08.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.08.010 Objectives. 

The work environment portion of the Uintah Animal Control and Shelter Special Service 

District’s equal employment opportunity policy will consist of the following objective and action 

plans: 

Objective:  Establish a healthy work environment and atmosphere which helps improve 

employee productivity. 

 

Section 1.08.020 Action plan. 

Action Plan Items: 

A. Wherever possible, physical job duties and work relationships shall not be assigned on a 

discriminatory or segregated basis. 

B. Ensure that work assignments are meaningful, contribute to the attainment of overall 

organizational goals as well as specific objectives, and offer opportunities for advancement to the 

maximum extent possible.   
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Chapter 1.09 

TRAINING AND EDUCATION OPPORTUNITIES FOR AN EFFECTIVE EQUAL 

EMPLOYMENT OPPORTUNITY PROGRAM 

Sections: 

1.09.010 Objectives. 

1.09.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.09.010 Objectives. 

The Uintah Animal Control and Shelter Special Service District’s equal employment 

opportunity policy includes the following objectives and action plans for training and education.   

Objective:  Provide for employees and supervisors training and education opportunities 

which are essential in establishing and maintaining a climate of acceptance for an effective equal 

opportunity employment program and encourage personal employee development in job related 

skills.   

 

Section 1.09.020 Action plan. 

Action Plan Items: 

A.  Maintain a program of training and education opportunities for District employees 

maximizing the use of existing resources and upgrading skill and adaptability levels of District 

personnel. 

B. Encourage the maximum effectiveness from training efforts and the elimination of 

conditions which are educationally discriminatory. 

C. Establish the basis of selection for training and educational leave in a manner as 

to help assure objectivity and non-discrimination, and bring all training and education 

opportunities to the attention of all District employees. 

D. Ensure that any District conducted internal training is: 

 1. Established at a practical and appropriate literacy level.       

 2 Tailored to the individual to the extent practical and possible. 

 3. Evaluated through the District’s existing Management and Planning 

 systems, and other personnel administration techniques. 
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Chapter 1.10 

TOTAL PROGRAM EVALUATION 

Sections: 

1.10.010 Objectives. 

1.10.020 Action plan. 

(Revised July 18, 2014 by Resolution No. 2014-14) 

                        

Section 1.10.010 Objectives. 

Those objectives and action plans related to other personnel actions and total program 

evaluation shall be as follows: 

Objective:  Maintain a comprehensive non-discriminatory personnel administration 

program and system based on merit and performance. 

 

Section 1.10.020 Action plan. 

Action Plan Items:   

A. Maintain Uintah Animal Control and Shelter Special Service District’s present 

classification plan, and provide fair compensation to employees.   

B. Evaluate the promotion process to include broad basis for selection and 

elimination of discriminatory elements. 

C. Continue a formal exit interview policy which will help isolate reasons for, and 

solutions to, turnover problems within the workplace. 

D.  Assure that no discriminatory situations relative to personnel actions exist by 

conducting a periodic management audit to analyze reasons for transfers, separations, and 

disciplinary actions. 

E. Maintain an “open door” policy and system for grievances and appeals so that 

complaints alleging discrimination will be thoroughly explored and receive an impartial review 

with appropriate corrective action taken as required. 

F. Provide the opportunity for all employees to discuss performance ratings with 

supervisors under the District’s system and periodically review the entire performance and merit 

system to assess its effectiveness and objectivity, making whatever changes are necessary to 

exclude discriminatory procedures in the process.   
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Chapter 1.12 

REVIEW AND EVALUATION  

Sections: 

1.12.010 Objective. 

1.12.020 Summary. 

(Reviewed July 18, 2014 by Resolution No. 2014-14) 

 

Section 1.12.010 Objective. 

Objective: As needed, the Uintah Animal Control and Shelter Special Service District 

shall conduct a thorough, annual review and evaluation of the District’s equal opportunity 

program; conduct and prepare a revision of the program objectives, action plans and specific 

target dates as necessary to keep the overall program current with the District’s equal 

employment opportunity needs.  

  

Section 1.12.020 Summary. 

The objectives and action plans as established herein constitute the Equal Employment 

Opportunity Compliance Policy for the District. The goal and District program of equal 

employment opportunity is a major segment of District government’s ultimate purpose of 

providing general equality of opportunity within the community.  Every effort will be made by 

the District to uphold the intent of this plan and keep the plan current with actual needs for equal 

employment throughout District operations. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Personnel 

200 
 

Title 2 

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT 
PERSONNEL SYSTEM 

Chapters: 

2.01 HUMAN RESOURCE OFFICE 

2.02 PERSONNEL SYSTEM RULES AND REGULATIONS 

2.03 CATEGORIES OF APPOINTMENT 

2.04 COMPENSATION SCHEDULES 

2.05 COMPENSATION/ PAYMENT FOR SERVICES 

2.06 TIME CLOCK POLICY  

(Revised July 18, 2014 by Resolution No. 2014-15) 
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Chapter 2.01 

HUMAN RESOURCE OFFICE 

Sections: 

2.01.010 Responsibilities. 

 

(Revised July 18, 2014, Resolution No. 2014-15) 

 

Section 2.01.010 Responsibilities. 

A. The contracted Human Resource Office of the Uintah Animal Control and Shelter 

Special Service District, in coordination with the Executive Director, has the responsibility and 

accountability for the proper functioning of the comprehensive personnel system of the District. 

This system includes personnel policies, programs and activities which relate specifically to the 

District’s employment activities, as well as other personnel policies, programs and applicable 

State and Federal laws.  

B. In accordance with District policy, the personnel system administered by the 

contracted Human Resource Office in coordination with the Executive Director of the District 

must be based on the following principles and provide for: 

1. A District system of employment free from personal and political considerations. 

2. Equal employment opportunity without discrimination against any employees or 

applicants for employment because of race, color, ancestry, religion, sex, age, national origin, or 

disability. 

3. Just and equitable incentives and conditions of employment established and 

maintained to promote efficiency and economy in the operation of the District government 

4. Positions having similar duties and responsibilities being classified and 

compensated on a justifiable and uniform basis. 

5. Appointments, promotions and all other personnel actions requiring the 

application of the merit principles, based on systematic and validated tests and evaluations. 

6. High morale maintained by the fair and just administration of personnel policies 

and regulations and by every consideration of the rights and interests of employees consistent 

with the best interests of the public and the District. 

7. A formal plan of adopted, published rules and regulations for the appointment,  

dismissal, promotion, demotion, transfer, discipline, classification, compensation, benefits, 

training and all other employment practices, policies and procedures which affect District  

employees.   
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Chapter 2.02 

PERSONNEL SYSTEM RULES AND REGULATIONS 

Sections: 

2.02.010 Adoption of the personnel rules and regulations. 

2.02.020 Administration of the personnel rules and regulations. 

2.02.030 Objectives of rules and regulations. 

2.02.040 Enforcement of rules and regulations. 

2.02.050 Violation of rules and regulations. 

2.02.060 Reference to gender. 

 

(Revised July 18, 2014 by Resolution No. 2014-15) 

 

Section 2.02.010 Adoption of the personnel rules and regulations. 

The following rules and regulations have been adopted by the Uintah Animal Control and 

Shelter Special Service District’s Board by resolution in order to establish equitable and uniform 

procedures for dealing with personnel matters, and to assure that appointments and promotions 

of employees will be based on merit, which will serve to attract to District service the most 

competent persons available. 

 

Section 2.02.020 Administration of the personnel rules and regulations. 

The contracted Human Resource office in coordination with the Executive Director shall 

administer the personnel system.  The Executive Director shall have the power to appoint all 

employees of both District Departments in accordance with District Policy, and remove the same 

for cause, exercising general control and supervision over these employees, subject to the rules 

and regulations established herein.   

 

Section 2.02.030 Objectives of rules and regulations. 

The objectives of these rules are to facilitate efficient and economical services to the 

public, and to provide for a fair and equitable system of personnel management in the District.  

These rules set forth herein detail those procedures which ensure similar treatment for those who 

compete for original employment and promotion, and define many of the obligations arising per 

wages, benefits and prohibitions placed upon all employees in the District service.   

 

Section 2.02.040 Enforcement of rules and regulations. 

In accepting employment with the District, each employee agrees to be governed by, and to 

comply with, the Personnel Rules and Regulations, administrative rules and regulations 

established by the contracted Human Resource office in coordination with the Executive Director 

pursuant thereto, and rules and regulations and directives of the department in which he is 

employed.  Each employee shall be provided a copy of the Personnel Rules and Regulations and 

shall be responsible for reading and understanding such policies and regulations. All employees 
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holding a position in District service on or hereafter the effective date of these rules and 

regulations shall thereafter be subject in all respects to the provisions herein. 

 

Section 2.02.050 Violation of rules and regulations. 

Violation of the provisions of these rules and regulations may be grounds for corrective 

disciplinary action up to and including termination. 

 

Section 2.02.060 Reference to gender. 

Uses of the masculine gender in a text of the Personnel Policies and Procedures includes the 

female gender as well.   
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Chapter 2.03 

CATEGORIES OF APPOINTMENT 

Sections: 

2.03.010 Permanent full-time. 

2.03.020 Reserved. 

2.03.030 Permanent part-time. 

2.03.060 Limited hourly. 

2.03.065 Seasonal Full-time or Part-Time 

2.03.070 Special work programs. 

2.03.085 Volunteers.  

2.03.090 Changes to category of employment.  

(Amended 09/06/07, Resolution No. 2007-14).  

(Revised 11/20/15, Resolution No. 2015-17) 

(Revised 3/17/17, Resolution No. 2017-01) 

 

Section 2.03.010 Permanent full-time. 

Permanent full-time employees are those who have been appointed to an authorized 

budgeted position in the employee compensation plan, having a “monthly salary” or “hourly 

wage” working full-time throughout the entire year (a scheduled 32 to 40 hours per week). The 

Executive Director shall serve as an appointed employee of the District, and shall not be 

considered a merit employee.  

 

Section 2.03.020 Reserved. 

 

Section 2.03.030 Permanent part-time. 

Permanent part-time employees are those who have been appointed to an authorized 

position as provided in the annual budget of the Uintah Animal Control and Shelter Special 

Service District, having an hourly wage and who work at least 20 hours, but less than 30 hours 

per week throughout the entire year. An employee who has been classified as permanent part-

time and does not work 20 hours per week for a sixty (60) day period shall immediately be 

classified as a limited hourly employee. Permanent part-time employees shall be eligible for 

employee benefits as hereinafter provided in the Personnel Rules and Regulations.   

 

Section 2.03.060 Limited hourly. 

Limited hourly employees are those who have been appointed to an authorized position 

as provided in the annual budget of the District, having an hourly wage and who work less than 

(twenty) 20 hours per week throughout the entire year.  Limited hourly employees shall not be 

eligible for employee benefits except as hereinafter provided in the Personnel Rules and 

Regulations.  
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Section 2.03.065 Seasonal Full-time or Part-Time. 

1. Seasonal Full-Time. 

 Seasonal full-time employees are those hired to work 32 to 40 hours per week in a 

position expected to last no longer than six (6) months of a twelve month period and who are 

paid on an hourly basis. 

 

2. Seasonal Part-Time. 

 Seasonal part-time employees are those hired to work at least 20 hours, but less than 40 

hours per week in a position expected to last no longer than one (1) to six (6) months of a twelve 

month period and who are paid on an hourly basis.   

(Added June 4, 2009, Resolution No. 2009-11). 

(Repealed April 18, 2014, Resolution No.2014-08) 

(Reinstated November 20, 2015, Resolution No. 2015-17) 

(Revised March 17, 2017, Resolution No. 2017-01) 

 

Section 2.03.070 Special work programs. 

Special work program employees are those employees whose employment is directly 

associated with special work programs sponsored by independent agencies who direct the terms 

and conditions of the employment relationship with the District, such as the School-to-career 

employee, or older worker employee sponsored by the State of Utah.  Special program 

employees also include community service employees referred to the District to work off fines 

imposed by State authorized courts.  Employees associated with special work programs shall be 

classified as provided in Sections 2.03.010, 2.03.030, 2.03.060 and 2.03.065. 

 

Section 2.03.085 Volunteers.  

Volunteers are those individuals who work without compensation or expectation of 

compensation beyond reimbursement and perform tasks at the direction of and in behalf of the 

District.  A “volunteer” must be officially enrolled by the District prior to performance of tasks 

being assigned.  Unless specifically stated, volunteers shall not be considered as employees of 

the District. Nominal fees for services provided, reimbursement for expenses incurred, and select 

benefits may be provided to volunteers only as more fully provided in these policies. 

 

Section 2.03.090 Changes to category of employment.  

The category of employment of an employee may be changed according to the hours 

worked as defined by the specific categories of appointment as defined in this Chapter.   

Employee benefits will also follow the category of appointment. 

Health insurance benefits will be administered according to the eligibility requirement 

and policy of the health insurance provider. 

 



Personnel 

206 
 

Chapter 2.04 

COMPENSATION SCHEDULES 

Sections: 

2.04.010 Exempt employees. 

2.04.020 General compensation schedule. 

2.04.030 Part-time, limited hourly and special program employees. 

2.04.040 Establishing salary grades and job descriptions. 

 

Section 2.04.010 Exempt employees. 

The exempt compensation schedule shall outline the salary ranges for the following 

employees: 

A. Executive Director 

Section 2.04.020 General compensation schedule. 

The General Compensation Schedule shall consist of a schedule of grades of pay as 

prepared by the Executive Director and approved by the Uintah Animal Control and Shelter 

Special Service District Board.  Each position in the General Compensation Schedule shall be 

assigned an appropriate grade in the schedule. The rules for assigning grades in the General 

Compensation Schedule are outlined herein.  

 

Section 2.04.030 Part-time, limited hourly and special program employees. 

The compensation schedule for part-time, limited hourly and special program employees 

does not include grades as is the case in the General Compensation Schedule. Appropriate 

compensation shall be determined by the Executive Director and approved by the District Board 

and made a part of the annual budget.  

 

Section 2.04.040 Establishing salary grades and job descriptions. 

When recommending the grade to which each position shall be assigned, the Executive 

Director shall give appropriate consideration to the following factors: 

A. Maintenance of equitable relationships between positions based on the relative 

duties and responsibilities of each position. 

B. The level of prevailing rates for comparable work in private and public 

employment. 

C.   Available cost of living information. 

D. Classification of the position dependent on the current job description for the 

position. 

E. Amendments to job descriptions of the District positions shall be approved by the 

Executive Director and the District Board. 

F. Changes in classification of District positions shall be approved by the District 

Board.  
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     Chapter 2.05 

COMPENSATION/ PAYMENT FOR SERVICES  

Sections: 

2.05.005 Determining rate of pay. 

2.05.010 Gross compensation. 

2.05.030 Salaried employees. 

2.05.040 Hourly employees. 

2.05.045 Shift differential. 

2.05.046 Animal Control Officers court compensation policy. 

2.05.060 Allocation of positions. 

(Revised by Resolution No. 2014-12 on July 18, 2014) 

 

Section 2.05.005 Determining rate of pay. 

A. Initial appointments of employees of the Uintah Animal Control and Shelter 

Special Service District to grades or positions within any of the District’s compensation schedule 

shall be made at the beginning of the salary range within the grade or position.  However, the 

Executive Director may approve an appointment to a position at a higher rate of pay when, in his 

opinion and upon the recommendation of the Department Head, it is difficult to obtain qualified 

personnel at the starting pay rate or when it appears that the education or experience of the 

employee is substantially superior to that required in the job description and justifies a beginning 

pay rate in excess of the entry level. 

B. The initial wage of Animal Control Officers shall be determined after taking into 

consideration the prior full-time, successful animal control enforcement experience of the new 

officer.  The new officer shall be given credit for one-half of the full-time successful animal 

control enforcement experience as the initial pay rate is calculated.  Past full-time, successful 

animal control enforcement-related experience shall be reviewed and approved for credit by the 

Executive Director.  The rate of pay shall be calculated by computing a 5% increase, above the 

entry level rate, for every full year of service credit approved by the Executive Director and the 

District Board.  

  

Section 2.05.010 Gross compensation. 

A. The pay rates as set forth in the Exempt Compensation Schedule, the General 

Compensation Schedule, and the Part-Time Compensation Schedule are to be considered the 

gross compensation for work performed. It is meant that any employee covered under the 

Exempt Compensation Schedule or the General Compensation Schedule shall work an average 

of 173.33 hours per month based on a 40-hour work week multiplied by 52 weeks per year and 

divided by 12 months per year. 

B. Employees of the Uintah Animal Control and Shelter Special Service District 

shall be compensated for their work performed by either (1) computing a fixed salary for each 

pay period in which the employees works, or  (2) by the hourly rate of the employee by 

computing the number of hours he/she works per pay period. Salaried employees shall include 

all employees covered under the Exempt Compensation Schedule.   
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Section 2.05.030 Salaried employees. 

The compensation for salaried employees shall be computed as follows:  The monthly salary as 

defined in the exempt compensation schedule multiplied by 12 months and divided by 26 pay 

periods.  This then equals the gross compensation per pay period.   

 

Section 2.05.040 Hourly employees. 

The compensation for hourly employees shall be computed as follows: 

The hourly rate is multiplied by the number of hours worked per pay period, which 

equals the gross compensation per pay period.  Compensation for hours worked as overtime shall 

be calculated as per Section 3.02 of this policy manual.  

 

Section 2.05.045 

(Repealed 1/17/14 Resolution No. 2014-02) 

 

Section 2.05.046 Animal control officers court compensation policy. 

Off-duty FLSA non-exempt Animal control officers will be granted two (2) hours of paid 

time for court preparation as a result of a subpoenaed or summoned appearance in court as part 

of the officer’s official duties.  Court preparation means preparing case documentation, reports, 

evidence and professional appearance for court.  The two (2) hour court preparation 

compensation will be separate from the compensation for actual time spent in court.  Officers 

appearing in court, in an official District capacity may consider such time as hours worked.  

District Animal control officers will be required to submit a copy of their subpoena to be turned 

in with their time sheets and shall remand all court witness fees back to the District. 

 

Section 2.05.060 Allocation of positions. 

The total number of employees of a department and the total number of employees in 

each position within any department shall be approved by the District Board.  Such 

determination shall be consistent with the funds appropriated in any current fiscal year budget.  
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Chapter 2.06 

 

TIME CLOCK POLICY 

 Sections: 

2.06.010 Purpose 

2.06.020 Policy 

(Added by Resolution No. 2013-08, August 16, 2013) 

 

Section 2.06.010 Purpose 

 The use of a time clock enables accurate and on-time payroll functions for 

“Actual Hours” worked as well as recordkeeping. 

 

Section 2.06.020 Policy 

 The following policies shall constitute the District’s Time Clock Policy and 

govern the conduct of all applicable District employees. It shall be the responsibility of each 

employee to ensure individual adherence to these policies. 

 A violation of one or all of the below may lead to a progressive disciplinary 

corrective action, up to and including termination of employment, per Chapter 12.05 Discipline 

of this manual.  

A. Exemptions. All District employees shall use the time clock with the exception of 

the following: 

  1. Executive Director 

  2. Animal Control Officers 

  3. Volunteers 

B. Work shifts and lunch breaks. Required employees shall: 

  1. Punch in at the start of their work shift; 

  2. Punch out at the end of their work shift; 

  3. Punch out at the start of their lunch break; 

  4. Punch in at the end of their lunch break. 

C. Leaving the work place during designated break times. Employees, who are given 

approval to leave the work place during either of the two (2) designated break times, must punch 

out at the start of the break and punch in when they return. 

D. Additional break times. Employees, who are given approval for additional break 

periods must punch out at the time the break period starts and punch in at the end of the break 

period. 

E. Leaving the workplace. Employees who are given approval to leave the 

workplace during their scheduled shift for whatever approved non-work related reason, must 

punch out when they leave and punch in when they return. 

F. Leaving work early. Employees who are given approval to leave work early must 
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punch out when they leave. 

G. Travel and training. Employees who are traveling to and from training must leave 

from the District facilities at the start of travel time, unless approval is given to leave from an 

alternate location. They shall document their “actual time traveled and training hours” on their 

written time sheet upon their return and adhere to policies and procedures outlined in Chapter 

9.07 Employee Travel, of this manual. 

H. Work related events off District facilities/property. When participating in work 

related events which include but are not limited to the following; 

  a. Animal adoption events 

  b. Emergencies and/or disasters 

 Employees must make every effort to punch in and out at the start and end of their 

work shifts. In the event that they cannot, they shall mark on their written time sheet, the reason 

they could not punch in or out and the shelter manager must approve and verify both the reason 

and the “actual hours” worked. 

I. Rounding. The District will round the amount of time for which an employee is 

paid to the nearest five (5) to fifteen (15) minutes. 

J. Punching in early. Employees will not punch in, until the actual scheduled start of 

their work shift, without prior approval from the shelter manager or the executive director. 

K. Missing punches. Employees who miss an entry into the timekeeping system will 

notify the shelter manager or executive director as soon as possible. The employee will do 

written documentation of the “actual hours” worked which must be verified by the shelter 

manager or director. 

L. Falsifying time clock record. Employees cannot request another employee to 

punch their time card in or out for them, or in any way falsify any time card/time sheet records. 

An employee tampering with any time card/time sheet record shall be subject to immediate 

disciplinary action, up to and including termination. 
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Title 3 

STANDARD WORK PERIODS, PAY PERIODS, HOURS WORKED, OVERTIME 

COMPENSATION, ANIMAL CONTROL OFFICER TRAINING HOURS AND 

REDUCTION OF WORK HOURS 

Chapters: 

3.01 WORK PERIODS 

3.02 PAY PERIOD, HOURS WORKED, AND DIRECT DEPOSIT 

3.03 INITIAL PROBATIONARY PERIODS 
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Chapter 3.01 

WORK PERIODS 

Sections: 

3.01.010 Objective 

3.01.020 Work hours. 

(Amended 3/06/08 Resolution No. 2008-02) 

(Revised 1/17/14 Resolution No. 2014-01) 

(Revised 11/20/15 Resolution No. 2015-16) 

Section 3.01.010 Objective 

 The objective of this section is to establish the basic hours of work for the Uintah Animal 

Control and Shelter Special Service District departments, to provide for pay periods and outline 

the policy regarding overtime compensation.  

 

Section 3.01.020 Work hours. 

 The shelter is open five working days a week. The animals must have care and feed seven 

days a week. Animal Control services are required seven days a week. The District Animal 

Control & Shelter Departments will both maintain a 32 to 40 hour work week for full-time 

personnel, 20 to 30 hour work week for part-time personnel, 19-hours and under work week for 

limited-hourly personnel. School to Career personnel hours will be set by the program counselor.  

Both departments may utilize a flexible work schedule, to operate the shelter and maintain the 

animal control field services program. In addition, animal control personnel will also rotate 

“stand-by” status. These schedules will be set by the Department Head and approved by the 

Executive Director. 
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Chapter 3.02 

PAY PERIOD, HOURS WORKED, AND DIRECT DEPOSIT 

Sections: 

3.02.010 Pay periods. 

3.02.015 Payroll direct deposit. 

3.02.020 Time sheets. 

3.02.030 Overtime. 

3.02.040 Reduction of work hours. 

3.02.050 Required training for animal control officers.  

 

Section 3.02.010 Pay periods. 

  Pay periods for all employees, shall be bi-monthly and wages earned shall be paid on the 

5th and 20th of each month.  When a regular pay day coincides with a holiday, paychecks will be 

issued on the workday nearest the holiday.   

 

Section 3.02.015 Payroll direct deposit. 

 Employees of the Uintah Animal Control and Shelter Special Service District may elect 

to have their bi-monthly payroll directly deposited to bank or credit union accounts as they so 

desire.  The District is willing to make such direct deposits to multiple accounts for each 

employee.  Upon hire, each employee in writing will be allowed to designate where such direct 

deposit will be made.  Changes to direct deposits either in dollar amount or accounts may be 

made at anytime, provided notice of changes are received by the contracted Payroll Department 

one week prior to the payroll being processed.   

 

Section 3.02.020 Time sheets. 

 A. All employees, both hourly and salaried, shall fill out a bi-monthly time sheet  

and/or time card which specifies the number of hours worked each day during the pay period.  

Time sheets and/or time card should be filled out on a daily basis in order that an accurate record 

of actual hours worked each day can be maintained.  After time sheets and/or time cards are 

reviewed and approved by the respective Department Head, they are submitted to the contracted 

Payroll Department for processing.  After being received by the Payroll Department, time sheets 

may be altered only with the employee’s approval. 

 B. Time sheets and/or time cards shall be submitted to the contracted Payroll 

Department on the 1st and 15th of each month.  Supervisors and Department Heads are 

responsible for insuring that time sheets submitted to payroll are accurate.  If a problem arises 

with a paycheck, the Supervisor or Department Head should contact the payroll office 

immediately so that the problem may be corrected as soon as possible. (Revised 06/15/12 

Resolution No. 2012-05) (Revised 1/17/14 Resolution No. 2014-01) 

 



Personnel 

303 
 

Section 3.02.030 Overtime. 

 A. Policy.  It is the purpose and intent of this policy to keep overtime work to a 

minimum, consistent with the protection of life and property and the efficient operation of the 

departments and activities of the District. Overtime work shall be authorized only with prior 

authorization of the Department Head and shall be defined as; 

1. Actual hours worked on after-hours calls for service between 8:00 p.m. to 6:00   

 a.m. 

2. Any time worked beyond the 40 hours in a standard work week, in accordance  

Federal Law (FLSA). 

All hours, except as noted above, on the employee’s time sheet associated with non-working, 

approved leave shall be excluded in calculating total time worked in determining overtime hours. 

(Amended 10/02/08, Resolution No. 2008-10). 

(Additional Amendment 11/06/08, Resolution No. 2008-11) 

(Revised 06/15/12, Resolution No. 2012-05) 

 B. Compensation.  Excepting employees who are exempted under the provisions of 

the Fair Labor Standards Act and also those employees included in the Exempt Compensation 

Schedule, an employee who is called by his Supervisor or Department Head to work beyond 40 

hours per standard work week, shall be compensated for such overtime work either by payment 

at the rate of 1½ times his normal rate of pay for the period worked, or through the allowance of 

compensatory time off. 

 C. Compensation for overtime work, either by payment or by the allowance of 

compensatory time off, shall be determined by the Department Head and acknowledged by the 

employee prior to the overtime being worked by the employee and through a written agreement 

signed by the employee at the time of hire.  The allowance of compensatory time off shall be in 

compliance with the provisions for compensatory time-off, found in Section 3.02.030 (D). 

 D. Compensatory Time-Off.  In lieu of being paid at the rate of 1½ times his normal 

rate of pay for all overtime work, the Department may require the employee to accrue 

compensatory time off at the rate of 1½ times the hours worked over the 40 hour standard work 

week of the employee. However, the employee may accrue on his compensatory time off record 

no more than 240 compensatory time hours.  After accruing 240 compensatory time hours, the 

employee must be paid for all overtime worked.  A Department Head may require an employee 

to use any accrued compensatory time off.   An employee shall be permitted to use compensatory 

time within a reasonable period after making the request, if doing so does not unduly disrupt the 

operations of the District.  

 E. “On-Call” Compensation.   

  A. Paid Holidays. When District employees are asked to be “on call” for paid 

holidays, excepting salaried employees, such employees shall be compensated for a minimum of 

two (2) hours at their regular hourly wage for each twenty-four (24) hour paid Holiday. If such 

employees perform work duties during “on call” status, such as an emergency call out, they shall 

be paid their regular wage. Actual hours worked during “on call” shall first be subtracted from 

the two (2) hour “on call” compensation allowance in determining total compensation for hours 

worked during the “on call” status period. And; 

  B.  Declared Animal or Agricultural Emergency/Disaster. When District 
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employees are asked to be “on call” for a declared animal or agricultural emergency/disaster, 

excepting salaried employees, such employees shall be compensated for a minimum of four (4) 

hours at their regular hourly wage for each twenty-four (24) hours day they are on an “on call” 

status. If such employees perform work duties during “on call” status, such as an emergency call 

out, they shall be paid their regular wage. Actual hours worked during “on call” status shall first 

be subtracted from the four (4) hour “on call” compensation allowance in determining total 

compensation for hours worked during the ‘on call” status period. 

F. Stand-by.  A District employee who is issued or carries a District cell phone and is not 

required to remain on District premises or in a fixed position or specific response time, but is 

merely required to notify their Department head and/or the Dispatch Center where and how they 

may be contacted is not entitled to “on call” pay. Animal Control will rotate stand-by status. 

G. Emergency Call Out Compensation. When any District employee, excepting salaried 

employees, having already left the workplace in the expectation that his/her shift is completed, is 

called back to work whether on “stand-by” or “on call” status or not, before the next regularly 

scheduled shift; that employee has been called out. Employees, who are called out, shall be 

compensated for a minimum of two (2) hours of regular pay, regardless of “actual time” worked. 

Time worked over two (2) hours shall be paid accordingly. 

 

Section 3.02.040 Reduction of work hours. 

 A. The Uintah Animal Control and Shelter Special Service District may at any time 

determine the necessity to reduce the number of working hours for any employee of any 

Department of the District.  Reduction of working hours may be necessary to facilitate budget 

cuts or any other purpose deemed necessary by the District Board. 

 B. When working hours are reduced, the employee may not utilize any accrued 

annual leave, sick leave or compensatory time off to make up the difference in pay between the 

total hours normally worked by the employee and the number of reduced hours. 

This provision applies also to any employee on leave due to an industrial accident or illness.  In 

such case, the employee’ s time sheet showing hours worked will be reduced based on the 

decision of the District Board.  Departments to be included in budget reduction of working hours 

shall be determined by the District Board.  

 

Section 3.02.050 Required Training for Animal Control Officers.  

 Required Training for Animal Control Officers. All new hire animal control personnel 

shall be required to complete a minimum of (40) hours of certified training within one (1) year of 

their date of hire. All animal control officers thereafter will be required to complete any training 

as needed. Refusal or failure to complete the required training certification may be grounds for 

immediate disciplinary action up to and including termination. All training will be subject to 

budgetary limitations. Such training shall be compensated as hours worked. (Amended 12/06/07, 

Resolution No. 2007-21) (Revised 8/17/12, Resolution No. 2012-07) (Revised 1/17/14 Resolution 

No. 2014-01 
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Chapter 3.03 

INITIAL PROBATIONARY PERIODS 

Sections: 

3.03.010 Length of probationary period. 

3.03.020 Probationary employee performance reports. 

3.03.030 Termination of probationary employee. 

3.03.040 Departmental probation. 

(Revised February 20, 2015, by Resolution No. 2015-03) 

Section 3.03.010 Length of probationary period. 

A. The initial probationary period shall be regarded as part of the testing process of a 

new employee and shall be utilized for closely observing the employee’s work during the 

adjustment period of a new employee to their position, and for rejecting any probationary 

employee whose performance does not meet the acceptable standards of work. 

B. Original appointments to all District service positions shall be tentative and 

subject to a probationary period of not less than six (6) months. The probationary period of any 

employee may be extended with the approval of the Department Head, for a period not to exceed 

an additional six (6) months, where the Department Head finds that conditions justify such 

extension. (Amended 3/06/08, Resolution No. 2008-01) 

 

Section 3.03.020 Probationary employee performance reports. 

A. A performance report of each probationary employee shall be made by the 

Department Head or the Supervisor before the end of the employee’s initial probationary period.  

The employee’s performance reports shall be completed on the Uintah Animal Control and 

Shelter Special Service District Personnel Evaluation forms and forwarded to the contracted 

Human Resource Office. If necessary, the Department Head may complete performance 

evaluation forms on probationary employees at more frequent intervals during the initial 

probationary period. 

B. In those cases where the initial probationary period is extended, the affected 

employee shall be evaluated at least midway through the extended period.  

 

Section 3.03.030 Termination of probationary employee. 

 During the initial probationary period, an employee may be terminated with or without 

notice for any reason without any rights to due process, notice, explanation or appeal in 

connection with said termination.  

  

Section 3.03.040 Departmental probation. 

 A. Transfer or Promotion.  All appointments as a result of a transfer or promotion 

shall be subject to a departmental probationary period of six (6) months.  If the appointee’s 

performance is not acceptable during the probationary period, they may be transferred, demoted 
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or reassigned to their previous classification or department, if such vacancy exists.  If such 

vacancy does not exist, the employee may be terminated in accordance with the provisions of 

these policies.  The probationary employee shall retain all other rights, privileges and benefits as 

regular employees even though they are on probationary status.  
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Title 4 

EMPLOYEE PERFORMANCE REPORTS AND MERIT INCREASES 

Chapters: 

4.01 PERFORMANCE REPORTS 

4.02 “PAY FOR PERFORMANCE” POLICY 
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Chapter 4.01 

PERFORMANCE REPORTS 

Sections: 

4.01.010 Purpose. 

4.01.020 Scope. 

4.01.030 Policy and Procedure. 

(Amended 12/04/08 Resolution No. 2008-14) 

(Amended 10/17/14 Resolution No. 2014-19) 

 

Section 4.01.010 Purpose. 

 The purpose of the performance evaluation program is to provide the management 

staff and employees a tool to ensure a high quality of work, set organizational goals, 

determine training needs, make appraisals for promotions, transfer, or reassign employees 

for better use of skills and abilities, and to identify and develop non-performing 

employees. 

  

Section 4.01.020 Scope. 

 This policy applies to all Uintah Animal Control and Shelter Special Service 

District full -time, part-time and limited hourly employees.  

 

Section 4.01.030 Policy and Procedure. 

 A. Informal Performance Plan. 

  1. Not to be confused with the annual performance evaluation, an 

informal performance plan shall be used to help employees to understand work 

expectations as outlined in the job description.  This performance plan shall be developed 

by Department Heads or the Executive Director, in consultation with the contracted HR 

Director, stating expected standards, duties, behaviors, and objectives, as well as other 

objective job-related criteria.  Personal attributes that do not relate to the job shall not be 

considered.  The informal performance plan may be considered in future disciplinary 

action against an employee. 

   a. The expected standards, duties, behaviors, and objectives 

contained in the informal performance plan shall state performance criteria which are 

specific, measurable, attainable and reasonable, with a time limit.  Again, the goals 

should be consistent with the job description. 

   b. The comments of the Department Head contained in the 

informal performance plan should be specific to the job requirements and behaviors 

necessary for effective performance. 

   c. The Department Head shall include the time frame in 

which action is to be taken if performance improvement is necessary; The role the 
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Department Head may play in providing assistance to improve performance; the training 

or education that may be required to improve performance, and what assistance the HR 

Director will provide in order for the employee to achieve the goals and objectives. 

  2. The Department Head or Supervisor should work with the 

employee on any changes on the informal performance plan before the changes are 

effective. 

  3. The Department Head shall provide the employee with a copy of 

the completed plan. 

 

 B. The Performance Evaluation. 

  1. The Executive Director, in coordination with the contracted 

Human Resource office will identify and present to the Administrative Control Board for 

approval and adoption, a performance evaluation form and a rating system for use in 

evaluations of District employees. 

  2. Performance Evaluation is an on-going process requiring the 

Department Head and the employee to meet at least annually and discuss achievements, 

review performance and identify goals.  The process shall culminate in the written 

performance evaluation, which shall occur within one month of the employee’s 

anniversary date and then every year thereafter on January 1. 

   a. The human resource office shall provide notice to the 

Department Head at least one month prior to the employee’s anniversary date and 

evaluation period. 

   b. Department Heads shall evaluate probationary employee’s 

performance at the end of the probationary period. 

  3. During the evaluation meeting, the Department Head will advise 

the employee of the following: 

   a. Performance in relation to the expectations (shall use 

performance plan documentation; 

   b. The performance rating; and 

   c. Goals to improve performance. 

  4. The employee may prepare comments to accompany the 

performance evaluation and shall sign the evaluation form agreeing documenting receipt, 

acknowledgement, and understanding.  If the employee refuses to sign the form, the 

Department Head will make a notation that the employee refused to sign, the and HR 

Director will also sign the form attesting that the employee refused to sign. 

  5. The information contained in the performance evaluation shall not 

be altered after the employee signs it, without employees notification. 

 

 C. Disciplinary Action- In accordance with Title 12, Promotion, Demotion, 

Transfer, Reclassification and Discipline, of the District’s Personnel Policies and 

Procedures Manual, the Department Head or Supervisor may take disciplinary action 

when an employee’s performance does not meet the expected standards.  A lower than 
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average overall rating on a performance evaluation may be considered as a form of 

disciplinary action if expectations, goals, and objectives are clearly outlined on the form.  

The Department Head or Supervisor may note disciplinary actions imposed on the 

employee during the evaluation period.  Any disciplinary action will follow procedures 

outlined in Title 12. 

D. Goals and Training.  Following the completion of the performance 

evaluation process, the evaluator will be asked to establish S.M.A.R.T., (specific, 

measurable, actionable, realistic, time-phased) goals and determine appropriate training 

needs for each employee.  These goals and training needs are to be completed in the 

bottom section of the evaluation forms with the employee acknowledging, in writing, his 

commitment to work on these goals and to receive the training. 

E. The Uintah Animal Control and Shelter Special Service District reserves 

the right to change or modify the performance process or forms by which employees are 

rated.  This is to include weighting of factors, adding or deleting factors, and changing 

the appearance of this form.  
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Chapter 4.02 

ñPAY FOR PERFORMANCEò POLICY 

Sections: 

4.02.010 Purpose. 

4.02.020 Scope. 

4.02.030 Controls. 

4.02.035 Performance Pay. 

4.02.040 Appeals process. 

(Amended 12/04/08, Resolution No. 2008-14) 

(Sections 4.02.010 thru 4.02.035 Suspended Indefinitely 10/17/14 Resolution No. 2014-

19) 

 

Section 4.02.010 Purpose. 

 The purpose of this policy is to establish a “Pay for Performance” compensation 

process which is adequate to attract and retain qualified employees and to provide 

equitable treatment of employees. (Suspended Indefinitely) 

  

Section 4.02.020 Scope. 

 This policy applies to all Uintah Animal Control and Shelter Special Service 

District full-time, part-time and limited-hourly employees. (Suspended Indefinitely) 

   

Section 4.02.030 Controls. 

 A. Every year, the Executive Director will recommend to the Uintah Animal 

Control and Shelter Special Service District Board, a cost of living, “COLA” 

increase/adjustment to the salary schedule in conjunction with a “Pay for Performance” 

merit increase.  The Executive Director will be responsible for the maintenance of the 

performance evaluation program and the budgetary control of the program during the 

fiscal year.  

 B. If an employee has reached 100% of his salary range, then no merit 

increase will be afforded.  

 C. The key to the effective administration of this performance evaluation 

system will be communication.  How the system works, what the employee expectations 

are, what the management expectations are, progress report procedures, what the 

performance standards are, etc., must be discussed with the employees on a continual 

basis.  The employee concerns and observations must be brought up and dealt with for 
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the system to be successful.  Discussions must be on-going in order to improve the 

system for the future. (Suspended Indefinitely) 

    

Section 4.02.035 Performance Pay. 

 A. Performance Pay 

  1. The performance evaluation process is a continuous process 

consisting of two parts.  It starts with the job description which identifies job duties and 

ends with the evaluation, which reviews and rates performance as either “Acceptable” or 

“Needs Improvement”. 

  2. Employees may or may not be eligible to receive performance pay 

based upon their performance evaluation ratings by the Department Head or Supervisor. 

  3. A performance evaluation must be completed and received by the 

human resource department before an employee receives a pay increase or a bonus. 

  4. Appointed and Elected personnel are ineligible for the increase. 

 B. An employee that receives more than (3) three “Needs Improvement” 

evaluation factor ratings, will not be eligible to receive a performance pay raise.  The 

employee may be put on probation for not more than (60) sixty days, at the end of which, 

he must receive another evaluation with a rating of “Acceptable” or “Progressing” to 

retain employment with the District.  At such time, the employee may or may not be 

eligible to receive a performance pay raise. 

 C.  The Department Head or Supervisor has the responsibility of making the 

best possible evaluation of an employee’s performance based on job related performance 

criteria.  The Department Head or Supervisor monitors performance and reviews progress 

or lack of progress with the employee during the evaluation period.  The Department 

Head or Supervisor is responsible to ensure the evaluation is conducted in a timely 

manner so that actions are not delayed. 

 D. The HR Director has the responsibility of seeing that the evaluator does 

not make some of the errors which are common to performance evaluations.  The HR 

Director is responsible for the review of both the performance plan and the performance 

evaluation.  The Department Head or Supervisor and HR Director may consult with the 

Executive Director on questionable ratings and scores. 

 E. The HR Director has the responsibility of asking Department Heads or 

Supervisors to reexamine the employee’s job description and performance evaluation if 

there are questions concerning ratings and scores. 

 F. Department Heads or Supervisors will have their performance evaluations 

conducted by the Executive Director. 

 G. The evaluation cycle will be completed by the end of the first quarter of 

each year. (Suspended Indefinitely) 

 

Section 4.02.040 Appeals process. 

 As part of the evaluation process, it is important for the employee to understand 

how he is being evaluated, the factors used to evaluate him, and comments and feelings 
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from the evaluator regarding performance.  It is necessary for the employee to sign the 

evaluation form indicating he has, in fact, been evaluated according to the process that 

has been established.  The signature of the employee does not necessarily constitute 

agreement with the evaluation or any portion of the evaluation.  However, the evaluator 

should make every effort to seek the support of the employee being evaluated and his 

concurrence with the final evaluation outcome. The employee does reserve the right to 

appeal the evaluation which was made.  The appeal process shall be administered as 

follows: 

 A. Appeal to the Executive Director. Within 10 working days following the 

date of the completion of the performance evaluation and signature by the employee 

being evaluated, the employee may appeal the final score being given by the evaluator to 

the Executive Director.  Such request for appeal must be made in writing over the 

signature of the employee requesting the appeal with explanation why the appeal is being 

requested and justification as to why the evaluation should be reviewed by the Executive 

Director. 

 B. The Executive Director shall have 10 working days to respond to the 

appeal and shall be given every opportunity to speak to the employee who was evaluated 

and the evaluator regarding the evaluation process and the results of the evaluation.  The 

Executive Director can agree with the evaluation as completed or may make changes to 

the final evaluation score, either upward or downward, based on information that has 

been received for the purpose of assessing the evaluation.  The final determination of the 

Executive Director shall be made in writing, with a copy of such determination being sent 

to the employee and the evaluator within the 10 working day period.   

C. Appeal to the Uintah Animal Control and Shelter Special Service District 

Board.   If the employee is not satisfied with the decision of the Executive Director after 

an appeal has been made to him, an employee will be given the opportunity within 10 

working days following the receipt of the Executive Director’s final decision, to appeal 

that decision to the Uintah Animal Control and Shelter Special Service District Board.  

Employees who are initially evaluated by the Executive Director and who desire to 

appeal their evaluation by the Executive Director shall also direct their appeal to the 

Uintah Animal Control and Shelter Special Service District Board.  The District Board 

shall be given 15 working days to review and assess the evaluation which is being 

appealed and shall, within that 15 day period, make its final determination as to the 

outcome of the evaluation.  The District Board can agree with the previous decision or 

evaluation of the Executive Director or may make changes to the final evaluation score, 

either upward or downward.  That determination shall be made in writing, with a copy of 

such determination being sent to the employee, the employee’s initial evaluator and the 

Executive Director.  The decision of the Uintah Animal Control and Shelter Special 

Service District Board shall be fin
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LEAVE / BREAKS 
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5.07 JURY DUTY 
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5.12 RESERVED 

5.14 PERSONAL LEAVE WITHOUT PAY  

5.16 LUNCH PERIODS 

5.18 REST PERIODS 

5.20 HOLIDAYS 
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     Chapter 5.01 

ANNUAL VACATION LEAVE 

Sections: 

5.01.010 Purpose. 

5.01.020 Eligibility. 

5.01.030 Accrual of vacation leave. 

5.01.040 Accumulation. 

5.01.050 Use of compensatory time-off before accrued vacation leave. 

5.01.060 Scheduling. 

5.01.070 Holidays & illness within vacation leave. 

5.01.080 Payment upon termination. 

5.01.090 Contributing vacation leave to fellow employees. 

5.01.100 Reserved. 

(Amended February 18, 2010 by Resolution No. 2010-01) 

(Revised February 20, 2015 by Resolution No. 2015-04) 

 

Section 5.01.010 Purpose. 

 The purpose of annual vacation leave is to allow employees time to both mentally 

and physically refresh themselves in order that they are better able to carry out the duties 

of their work.  To achieve this goal, it is the intent of the Uintah Animal Control and 

Shelter Special Service District to have the employees schedule annual vacation leave 

during the course of their employment. 

 

Section 5.01.020 Eligibility. 

 All permanent full-time and permanent part-time employees shall be eligible to 

take vacation leave or be compensated for accrued vacation leave as per Section 

5.01.080.  The amount of time available for an employee’s vacation shall be accumulated 

through the month immediately preceding the month in which the employee’s vacation 

falls.   

 

Section 5.01.030 Accrual of vacation leave. 

 Except as provided in paragraph F of this section, vacation leave shall be accrued 

and credited monthly to all eligible employees and shall be credited to the employee at 

the last working day of each month worked at the following rates upon hire:   

 A.  All employees with less than ten (10) years of continuous service shall earn 

annual leave at the rate of 6.67 hours per month, or ten working days per year. 

 B.  All employees with ten (10) years, but less than twenty (20) years, of 

continuous service shall earn annual leave at the rate of 10 hours per month, or fifteen 
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working days per year.  

 C.  Employees with twenty (20) or more years of continuous service shall earn 

annual leave at the rate of 13.33 hours per month, or twenty days per year.   

 D. Newly hired employees shall accrue vacation leave at the following rates 

for the month in which they are hired: 

 

Hire Date Accrual Rate 

1-15 day of any month 100% of normal accrual rate 

16-31 day of any month 50% of normal accrual rate 

 

 E. A terminated employee shall have accrued vacation leave for the last 

month worked at the following rate: 

 

Termination Date Accrual Rate 

1-15 day of any month 50% of normal accrual rate 

16-31 day of any month 100% of normal accrual rate 

 

 F. Permanent part-time employees shall accrue vacation at ½ of the rate of 

permanent full-time employees.  

 

Section 5.01.040 Accumulation. 

 The maximum annual leave which can be accrued is thirty (30) days or 240 hours.  

Any accrued annual leave in excess of 30 days shall be forfeited on December 31st of 

each year.  

 The Executive Director may approve up to a sixty (60) day extension period for 

the use of annual leave beyond December 31st when, in his/her opinion, the mandated use 

of such leave would create management concerns for any department of the District.  

(Amended February 18, 2010 by Resolution No. 2010-01) 

 

Section 5.01.050 Use of compensatory time-off before accrued vacation leave. 

 Prior to utilizing accrued vacation leave, an employee may be required by the 

Department Head to utilize any accrued compensatory time-off as scheduled time-off, 

except in cases where an employee’s accrued annual leave exceeds the 30-day maximum.  

In such cases, the employee shall be allowed to utilize accrued annual leave until the 

accrued annual leave balance equals the 30-day maximum, at which time, accrued 

compensatory time-off shall be used. 

 

Section 5.01.060 Scheduling. 

 An employee’s vacation shall be, as much as possible, scheduled for the 
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employee’s convenience.  However, vacations must be scheduled through Department 

Heads so as not to interfere seriously with or impair departmental efficiency.  All 

employees shall submit Request for Leave forms before taking any vacation.  As he/she 

deems necessary, a Department Head may require an employee to use any accrued 

vacation leave. (Form in appendix pages)  

 

Section 5.01.070 Holidays & illness within vacation leave. 

 When a recognized holiday falls within an employee’s vacation for which they 

normally would have been excused from work, that day shall not be charged as a day of 

annual vacation. If an employee becomes ill or injured during their annual vacation leave 

and medical attention or hospitalization is required, those days for which proof of such 

medical attention or hospitalization is furnished shall not be charged as annual vacation, 

but shall be charged to sick leave.   

 

Section 5.01.080 Payment upon termination. 

 Employees who terminate employment, and who are eligible for vacation benefits 

as per the Uintah Animal Control & Shelter Special Service District’s Personnel Policy 

and Procedure Manual, shall be paid for any accrued vacation. Payment for accrued 

vacation upon termination shall be at the employee’s current rate of pay.  Voluntary 

termination by any employee without at least a two-week notice given by an hourly 

employee and a one-month notice given by an exempt  employee to their Department 

Head  shall be considered just cause to waive the payment of accrued annual leave upon 

termination.  The Executive Director shall give notice to the District Board. Upon giving 

this minimum notice prior to their voluntary termination, the employee shall be required 

to work continually for the remaining employment period in their required job 

assignment, allowing the necessary time for the recruiting and training for their 

replacement.  Exceptions to the notice requirement may be granted by the Executive 

Director in cases of personal emergency. Payment of accrued annual leave shall be made 

to all employees who are terminated for disciplinary reasons.   

 

Section 5.01.090 Contributing vacation leave to fellow employees. 

 A. Any regular, full-time employee of the District may contribute to another 

full -time or part-time District employee who qualifies for vacation leave who has 

exhausted all vacation leave and compensatory time off, accrued annual leave for the 

purpose that an employee may maintain their regular income during a period for which 

they would normally need to use vacation leave.  An hour of vacation leave donated by 

an employee shall constitute an hour of leave which may be used by an employee 

receiving the donated vacation leave. 

 B. Donated annual vacation leave shall be used in accordance with all other 

provisions of this chapter.  Approval to donate annual vacation leave must be given by 

the employee’s Department Head and by the Executive Director.      

 

Section 5.01.100 Reserved. 
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Chapter 5.02 

SICK LEAVE 

Sections: 

5.02.010 Purpose. 

5.02.020 Eligibility. 

5.02.030 Accrual of sick leave. 

5.02.040 Accumulation. 

5.02.045 Deduction of sick leave. 

5.02.050 Holidays within Sick Leave. 

5.02.060 Physician certification. 

5.02.070 Reporting. 

5.02.080 Forfeiture of unused accrued sick leave. 

5.02.090 Illness in the immediate family. 

5.02.100 Contributing sick leave to fellow employees. 

5.02.110 Annual conversion of sick leave. 

5.02.120 Post Employment health care plan (Plan). 

5.02.130 Conversion of sick leave at employment termination. 

(Revised 04/20/12 Resolution No. 2012-03) (Revised 03/21/14 Resolution No. 2014-

06) 

(Revised 02/20/15 by Resolution No. 2015-04) 

 

Section 5.02.010 Purpose. 

 During the course of their employment, an employee may be injured or become 

ill, requiring a period of time for recuperation, hospitalization or medical treatment.  The 

purpose of sick leave is to provide an employee a period of time in which they may 

recover from their illness or injury to the point that they are capable of returning to work 

and completing job assignments.  Sick leave shall be allowed only in case of necessity 

and actual personal illness or disability, medical or dental treatment, or in the case of 

emergency illness in the immediate family.  The “immediate family” shall be the spouse, 

parent, child, brother or sister. Sick leave shall not be considered as a privilege which an 

employee may use at their own discretion, but shall be granted only upon the approval of 

the Department Head.   

 

Section 5.02.020 Eligibility. 

 A. All permanent full-time and permanent part-time employees of the Uintah 

Animal Control and Shelter Special Service District, after completion of four (4) weeks 

of continuous service, shall be eligible to take sick leave with pay. 
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Section 5.02.030 Accrual of sick leave. 

 A. Except as provided in paragraph D of this section, those employees 

eligible for sick leave shall accrue sick leave upon hire at the rate of 8 hours per month, 

or 12 working days per year.  Sick leave shall be credited to the employee the last 

working day of each month worked. 

 B. Newly hired employees shall accrue sick leave at the following rates for 

the month in which they are hired: 

 

Hire Date Accrual Rate 

1-15 day of any month 100% of normal accrual rate 

16-31 day of any month 50% of normal accrual rate 

 

 C. A terminated employee shall have accrued sick leave for the last month 

worked at the following rate: 

 

Termination Date Accrual Rate  

1-15 day of any month 50% of normal accrual rate 

16-31 day of any month 100% of normal accrual rate 

 

 D. Permanent part-time employees shall accrue sick leave at ½ of the rate of 

permanent full-time employees.  

 

Section 5.02.040 Accumulation. 

 Sick leave may be accrued by an employee with no limitation as to the total 

number of days accrued.  

  

Section 5.02.045 Deduction of sick leave. 

 Deduction of accrued sick leave by the payroll department shall be based on a 

“last hours accrued, first hours deducted” basis.   

 

Section 5.02.050 Holidays within Sick Leave. 

 When a recognized holiday falls within an employee’s benefit use of sick leave 

for which they normally would have been excused from work, that day shall not be 

charged as a day of sick leave.  

 

Section 5.02.060 Physician certification. 

 Any use of sick leave benefits beyond three (3) consecutive days requires a 

doctor’s certificate to verify such illness or injury before payment is approved.  
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Section 5.02.070 Reporting. 

 Sick leave will be paid only when the employee or a member of their immediate 

family notifies a supervisor of their absence prior to, or within, one-half hour of their 

scheduled reporting time. In the event of absence of more than one day, additional 

reporting as deemed necessary by the Department Head may be required.  Abuse of sick 

leave may result in disciplinary corrective action up to and including termination of 

employment. As an inherent right of management, a Department Head may schedule 

time-off for an employee for the purpose of preserving the health and safety of other 

employees in the work place.  In such case, the employee may use accrued leave or 

compensatory time-off.  

 

Section 5.02.080 Forfeiture of unused accrued sick leave. 

 Except as provided in Section 5.02.115 of this Chapter, all unused sick leave 

benefits will automatically be forfeited when employment with the District terminates.  

 

Section 5.02.090 Illness in the immediate family. 

 Sick leave used related to illness in the immediate family will be limited to six (6) 

working days per year.  

 

Section 5.02.100 Contributing sick leave to fellow employees. 

 Any regular, full-time or part-time employee of the District may contribute 

to another full-time or part-time employee of the District who qualifies for sick leave 

benefits who has exhausted all sick leave, vacation leave and compensatory time off, 

a maximum of 40 hours of sick leave per year for the purpose that an employee may 

maintain their regular income during a period for which they would normally need 

to use sick leave, yet has none to use.  Each hour of sick leave donated by an 

employee shall constitute an hour of sick leave which may be used by an employee 

receiving the donated sick leave.  Any employee donating sick leave as provided 

above must be able to maintain a minimum of 120 hours of accrued sick leave at all 

times. Approval of donated sick leave must be given by the employee’s department 

head and by the Executive Director.  Donated sick leave shall be used in accordance 

with all other provisions of this chapter.  (Form in appendix pages).  

 

Section 5.02.110 Annual conversion of sick leave. 

 A current employee who has a minimum of 500 hours of unused accrued sick 

leave may convert 25% of the unused sick leave accrued from the current calendar year 

to a cash payment or may convert 50% of the unused sick leave accrued from the current 

calendar to annual leave.  The conversion shall occur between December 1st and 

December 31st of the current calendar year at the written request of the employee.  Cash 

payments shall be made at the employee’s current rate of pay. 
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Section 5.02.120 Post employment health care plan (Plan) 

 A.  Conversion of excess sick leave hours to a post employment health care 

plan (Plan). Upon implementation of this Plan, all sick leave hours accrued by an 

employee through May 30, 2012 in excess of 500 hours, shall be converted to a post 

employment health care plan, as explained in paragraph C for that employee. 

Conversion of excess sick leave hours shall be computed by multiplying all excess sick 

leave hours by the employee’s current hourly wage at the time the conversion is made 

and such amount being deposited into the plan in one lump sum, upon adoption of this 

policy by the District’s Administrative Control Board. 

 B. Excess sick leave hours. Beginning January 1, 2013, 100% of all sick 

leave hours in excess of 500 hours shall be converted to the plan at the end of each 

calendar year after the conversion of sick leave hours has taken place as provided in 

Section 5.02.110. If termination of employment occurs prior to the last pay period of 

December, all sick leave hours in excess of 500 hours shall be converted to the post 

employment health care plan of the employee. 

 C. Post employment health care plans, as allowed by the Internal Revenue 

Service, is a tax-advantaged medical savings account. The funds contributed to the 

account are not subject to federal income tax at the time they are deposited into the 

account. Funds may be used to pay for qualified medical expenses as allowed by the 

Internal Revenue Code, at any time after becoming benefit eligible as defined in the plan 

document, without federal tax liability. Investment options of the Plan shall be provided 

to the employee and administered in accordance with the plan documents. 

 D. Termination of employment. Upon termination of employment, an 

employee who has a post-employment health care plan and their eligible dependents may 

use deposited funds in the plan account until the funds are exhausted. 

 E.  Death of a plan participant. Upon the death of an employee or former 

employee of the District who, at the time of death has a funded post employment health 

care plan, funds from the account may continue to be used by the former employee’s 

eligible dependents as defined by the Internal Revenue Service. If no eligible dependents 

exist, remaining funds in the plan shall be distributed in accordance with the plan 

documents. 

5.02.130 Conversion of sick leave at employment termination. 

 A. At termination of an employee, 25% of accrued sick leave hours not 

exceeding 500 hours, shall be converted to a cash payment to the employee.  

 B. If the employee has at least 10 years of employment with the District, any 

remaining sick leave hours shall be converted to the post employment health savings plan 

based on the following table: 

Years of Service % Converted to HSP Years of Service % Converted to HSP 

10 years 20% 21 years 64% 

11 years 24% 22 years 68% 

12 years 28% 23 years  72% 

13 years 32% 24 years 76% 
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14 years 36% 25 years 80% 

15 years 40% 26 years  84% 

16 years 44% 27 years 88% 

17 years 48% 28 years 92% 

18 years 52% 29 years  96% 

19 years 56% 30 years 100% 

20 years 60%   
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Chapter 5.04 

FAMILY AND MEDICAL LEAVE ACT “FMLA” POLICY 

Sections: 

5.04.010 General leave provisions. 

5.04.020 Notice by employee. 

5.04.021 Certification. 

5.04.025 Notice by employer. 

5.04.030 Benefits and employment status. 

5.04.035 Outside employment.  

5.04.040 Industrial accidents or illnesses. 

(Amended 11/06/08, Resolution No. 2008-12) 

 

Section 5.04.010 General leave provisions. 

 As a supplement to its other leave policies, the Uintah Animal Control and Shelter 

Special Service District offers family and medical leaves of absence as provided by the 

Federal Family and Medical Leave Act of 1993 (“FMLA”). 

 A. Under the FMLA, an eligible employee may take up to 12 weeks of 

unpaid leave during any 12-month period for (1) the employee’s own serious health 

condition, (2) the birth or placement for adoption or foster care of a child or (3) care of a 

child, spouse or parent who has a serious health condition. Further, under the provisions 

of and in accordance with Public Law 110-181 effective January 28, 2008, an eligible 

employee who is a “spouse, son, daughter, parent or next of kin”, may be permitted to 

take up to twenty-six (26) work weeks of leave to care for a member of the Armed 

Forces, including a member of the National Guard or Reserves, who, is undergoing 

medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 

otherwise on the temporary disability retired list, for a serious injury or illness. 

  1. The 12 month period is defined as the 12-month period beginning 

on the first day of the employee’s first FMLA leave. 

  2. A “serious health condition” is an illness, injury, impairment or 

physical or mental condition that involves: inpatient care (an overnight stay) in a medical 

facility; or any period of incapacity requiring absence of more than three calendar days 

from work or other regular daily activities that also involves continuing treatment by (or 

under the supervision of) a health care provider; or continuing treatment by (or under the 

supervision of) a health care provider for a chronic or long-term health condition that is 

incurable or so serious that, if not treated, would likely result in a period of incapacity of 

more than three calendar days, and for prenatal care. 
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  3. An employee must have been employed by the District for at least 

one year and has worked at least 1,250 hours within the previous 12-month period to be 

eligible for FMLA leave. Such 1250 hours will not include periods of time that the 

employee used paid leave. 

  4. Leave to care for a new child must be taken within one year of the 

birth or placement for adoption or foster care.  

  5. If leave is taken for care of a new child or for care of a spouse, 

child or parent with a serious health condition, an employee is required to substitute any 

accrued paid leave as part of the 12-week leave provided for in the FMLA. 

  6. If leave is taken based on the employee’s own serious health 

condition, an employee is required to substitute any accrued paid leave as part of the 12-

week leave provided for in the FMLA. 

  7. The employee may substitute compensatory time off during FMLA 

leave. 

 B. If spouses are both employed by the District and seek leave for the birth or 

placement for adoption or foster care of a child, to care for a new child after birth or 

placement, or to care for a parent with a serious medical condition, their combined leave 

is limited to 12 weeks. 

 C. Intermittent leave or a reduced leave schedule for medical reasons can be 

taken under this policy “when medically necessary.”  Intermittent leave or a reduced 

leave may not be used to care for a new child after birth or placement. 

  1. If an employee requests intermittent leave or a reduced leave 

schedule because of a serious health condition that is foreseeable based on planned 

medical treatment, the District may require the employee to transfer temporarily to an 

alternative position for which the employee is qualified and that has equivalent pay and 

benefits and better accommodates recurring periods of leave. 

  2. “Intermittent leave” is leave that is not taken consecutively.  A 

“reduced leave schedule” means a leave schedule that reduces the usual number of hours 

per workweek or hours per workday.   

 

Section 5.04.020 Notice by employee. 

 If the need for leave is foreseeable the employee must give at least 30 days’ 

notice, before the leave is to begin. If the situation requires leave to begin in less than 30 

days, the employee should provide such notice as is practicable. If the need is foreseeable 

based on planned medical treatment, the employee must (1) make a reasonable effort to 

schedule treatment so as not to disrupt unduly the operations of the District and (2) give 

at least 30 days’ notice, before the leave is to begin, that the employee intends to take 

leave.  If the situation requires that leave begin in less than 30 days, the employee should 

provide such notice as is practicable.  (Form in appendix pages). 

 

Section 5.04.021 Certification. 

 The District may require that an employee, at his own expense, provide 

certification of a serious health condition upon which a request for FMLA leave is based. 
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Certification must include:  

 A.  Date of onset of condition; 

 B. Expected duration; 

 C. Appropriate medical facts regarding the condition; and  

 D. A statement that the employee is needed to care for a spouse, parent or 

child (and the estimated time required) or a statement that the employee is unable to 

perform his or her job functions. If intermittent leave is requested, the certification must 

also include dates and durations of treatments to be given. 

The District may require that a second opinion be obtained at the District’s 

expense.  If there is a conflict in the two opinions, the District may pay for a third health 

care provider, to be mutually agreed upon by the District and the employee, to render a 

third and final opinion.  The District may require subsequent decertification every thirty 

(30) days.  

 

Section 5.04.025 Notice by employer. 

 The employer shall provide a written notice designating an employee’s leave and 

detailing specific expectations and obligations of the employee who is utilizing FMLA 

leave.  Except as provided otherwise, this notice shall be provided within two business 

days after receiving the employee’ s notice of need for leave.  If a notice requesting 

FMLA leave has not been submitted to the District by the employee, the District may 

designate the leave as FMLA leave prior to the leave being taken if the reason for leave 

qualifies as FMLA leave.  Leave may be designated by the District as FMLA leave 

retroactively only if the District did not know of the reason for the leave until the 

employee’ s return or if the District knows the reason for the leave, but has not yet 

confirmed that the condition qualifies under FMLA or awaits medical certification.  

Under such conditions, the District may designate the leave as FMLA leave within two 

(2) days after receiving the proper information. In no case can use of paid leave be 

credited as FMLA leave after the leave has ended. 

  

Section 5.04.030 Benefits and employment status. 

 A. At the end of an FMLA leave under this policy, an employee is entitled to 

return to his or her previous position or to an equivalent position with no loss of benefits.  

As an exception, reinstatement may be denied to certain “key” employees under certain 

circumstances.   “Key” employees are salaried FMLA eligible employees who are among 

the highest paid 10% of all employees of the District. 

 Upon returning to work, if the employee is unable to perform an essential function 

of the position because of a physical or mental condition, including the continuation of a 

serious health condition, the employee has no right to restoration to another position 

under the FMLA.  

 B. FMLA leave taken under this policy will not result in loss of any seniority 

or employment benefits accrued prior to the leave.  Seniority and accrual of benefits will 

not continue to accrue during the FMLA leave, except when the employee is using paid 

annual leave, sick leave or compensatory time-off. 
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  1. Medical, Life and Dental Insurance.  An employee on FMLA leave 

will receive health insurance benefits while on leave under the same terms and conditions 

as when he or she was on the job, provided the employee’s portions of medical and dental 

insurance premiums are paid in a timely manner.  If an employee is on paid leave due to 

accrued vacation, sick leave or compensatory leave time payments, the employee’s 

contributions will be collected in the normal manner through payroll deductions.  If an 

employee is on unpaid leave, the employee’s contributions must be paid at the time they 

would have been collected by payroll deduction.  If the employee’s contribution is more 

than thirty (30) days late and the District has given the employee written notice at least 

fifteen (15) days in advance advising that coverage will cease if payment is not received, 

the District’s obligation to maintain insurance coverage shall cease.   

  2. Supplemental Life Insurance and Dependent Life Insurance.  An 

employee on FMLA leave has the option to continue or discontinue supplemental life 

insurance and dependent life insurance during the leave.  If the employee elects to 

continue the insurance, premiums will be deducted from any pay received for accrued 

vacation, sick leave or compensatory time off.  If the employee is on unpaid leave, the 

employee’s contributions must be paid at the time the contributions would have been 

collected by payroll deduction.  If the employee elects to discontinue the insurance, 

coverage may be reinstated upon the employee’s return to work, but reinstatement will 

require reapplying for coverage and acceptance by the insurance carrier. 

  3. Long Term Disability Income Insurance.  The District will 

continue to pay the premiums for long term disability income insurance during FMLA 

leave.  If disability occurs during FMLA leave, eligibility for long term disability benefit 

payments shall be in accordance with the long term disability policy. 

  4. Retirement Plan. The  District’s contributions and the employee’s 

contributions to the employee’ s retirement plan will continue to be made as long as an 

employee on FMLA leave continues to receive pay from the District for accrued 

vacation, sick leave, or compensatory time-off.  An employee may, however, elect to 

discontinue his or her retirement contributions made by payroll deduction during an 

FMLA leave.  Any employee who discontinues 401K or 457 contributions may reinstate 

his contributions to the plan at any time.  Service credit for retirement purposes will 

continue to accrue during FMLA leave, providing the employee is on a paid leave status 

utilizing annual vacation, sick leave or compensatory time off. 

  5.    Holidays. Holidays occurring during an FMLA leave will be paid at 

the same rate paid the day before the holiday if the holiday occurs while the employee on 

leave is receiving pay from the District for accrued vacation, sick leave or compensatory 

time off.  If a holiday falls during a week of FMLA leave, the leave still counts toward 

the FMLA 12 weeks.  

 C.  Returning to work following FMLA leave.   

  1. Upon initiating a request for FMLA leave, employees must notify 

their supervisors of their intended return-to-work date.  Employees may request to alter 

this date during the course of the leave period. 

  2. An employee on FMLA leave has no greater right to reinstatement 

or entitlements than if the employee had been continuously working during the period of 

FMLA leave.  Employees returning from FMLA leave are entitled to return to the 
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positions they occupied prior to their leave, or to positions with equivalent benefits, pay, 

and terms of employment, provided they are capable of performing the essential duties of 

the position. 

  3. An employee who intentionally furnishes incorrect information in 

order to obtain FMLA leave is not protected by the FMLA’ s job restoration or 

maintenance of health insurance benefit provisions and will be subject to appropriate 

disciplinary action, up to and including termination. 

  4. Employees returning from a period of FMLA leave for a serious 

personal illness or injury may be required, prior to returning to work, to provide an 

acceptable fitness-for-duty statement from their treating physician stating that they can 

perform the essential functions of their jobs. 

  5. If an employee on FMLA leave informs the District that he / she 

does not intend to return to work, the employment relationship shall be deemed 

terminated and the employee’ s FMLA entitlement to reinstatement, continued FMLA 

leave and District funded health and life insurance benefits shall immediately cease.  

  6. If an employee fails to return to work at the end of the 12-week 

period and fails to respond to the District’s notice of termination of employment, the 

employment relationship shall be deemed terminated and the employee’ s FMLA 

entitlement to reinstatement, continued FMLA leave, and District funded health and life 

insurance benefits shall immediately cease.  

  7. If an employee fails to return to work from a period of FMLA 

leave, the District may require him / her to reimburse the District for the full costs of 

premiums that were paid by the District to maintain benefits during the period of FMLA 

leave, unless the failure to return to work was for reasons beyond the control of the 

employee. 

 

Section 5.04.035 Outside employment.  

 An employee of the District, while on FMLA leave, shall be prohibited from 

performing work for another employer.  

 

Section 5.04.040 Industrial accidents or illnesses. 

 Time absent from work for work-related accidents or illnesses shall be counted as 

FMLA leave provided such injury or illness qualifies as a serious health condition as 

defined herein.      
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Chapter 5.05 

MILITARY LEAVE 

Sections: 

5.05.010 National Guard training or reserve encampment. 

5.05.020 Extended military leave for active service. 

5.05.030 Income or wages received. 

 

Section 5.05.010 National Guard training or reserve encampment. 

 As provided in UCA 39-3-2, all employees of the Uintah Animal Control and 

Special Service District who are members of the organized reserve of the United States 

Armed Forces, including the National Guard of the State of Utah, shall be allowed full 

pay for all time, not in excess of fifteen (15) days per year (8 hours per day), spent on 

duty at an annual encampment or rifle competition or other duties in connection with the 

reserve training and instruction requirements of the respective armed force.  This leave 

shall be in addition to annual leave with pay.  

 

Section 5.05.020 Extended military leave for active service. 

 Employees of the District who enlist or are drafted and are recalled to active 

service in the Armed Forces of the United States may be granted extended military leave 

without pay.  Such employees shall be permitted to return to employment with the 

District pursuant to the conditions as outlined in UCA 39-3-1. 

 

Section 5.05.030 Income or wages received. 

(Repealed 11/06/08, Resolution No. 2008-12) 
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Chapter 5.06 

ADMINISTRATIVE LEAVE 

Sections: 

5.06.010 Administrative leave for exempt employees. 

5.06.020 Limitation. 

5.06.030 Administrative leave pending disciplinary action.  

 

Section 5.06.010 Administrative leave for exempt employees. 

 Exempt employees who are not eligible for overtime compensation may, upon the 

approval of the Executive Director or their respective Department Head, be granted 

administrative leave as consideration for overtime worked.  Such leave shall be requested 

prior to being taken, on a “Request for Leave” form.  Upon termination of employment, 

however, salaried employees who are eligible for administrative leave shall not be 

compensated for administrative leave not used during the calendar year.  Further, 

administrative leave shall not accrue from one year to the next.  (Form in appendix pages)   

 

Section 5.06.020 Limitation. 

 Administrative leave for exempt employees shall be limited to 8 hours in any one 

regular working week and not exceed 48 hours per calendar year.  

 

Section 5.06.030 Administrative leave pending disciplinary action.  

 Any employee may be granted administrative leave with pay pending the outcome 

of an investigation undertaken to determine if disciplinary action against the employee is 

warranted.  The Executive Director of the Uintah Animal Control and Shelter Special 

Service District must give approval of such leave.  
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Chapter 5.07 

JURY DUTY 

Sections: 

5.07.010 Policy. 

5.07.020 Personal lawsuits. 

5.07.030 Jury duty compensation. 

5.07.040 Witness for the Uintah Animal Control and Shelter Special Service  

  District.   

  

Section 5.07.010 Policy. 

 In the event an employee is subpoenaed or summoned for jury duty or is to serve 

as a witness, he must immediately, and in advance of said leave, notify the Department 

Head of the subpoena or summons.  The Uintah Animal Control and Shelter Special 

Service District will continue to pay the employee’s pay rate upon presentation of proof 

of actually being served while absent for jury duty or as a witness.  If released from court 

prior to the end of the working day, the employee is expected to return to work.  (Form in 

appendix pages)  

 

Section 5.07.020 Personal lawsuits. 

 Paid leave under the provisions of this Chapter will not be granted when the 

employee is serving as a plaintiff or defendant in a personal lawsuit.   

 

Section 5.07.030 Jury duty compensation. 

 An employee receiving compensation from the court for jury or witness services, 

while he is continuing to receive compensation from the District for such duty, shall 

remit such court compensation to the District within five (5) working days after receiving 

such compensation.  

 

Section 5.07.040 Witness for the Uintah Animal Control and Shelter Special  

   Service District. 

 In the event an employee is called by the court to serve as a witness for and in 

behalf of the District, such employee shall be compensated for such services at his 

regular rate of pay, providing that any witness fees received by the employee shall be 

remitted to the District within five (5) working days after receiving such compensation.  

Note:  A jury duty/witness compensation form provided by the court is to be filled out 

upon completion of all court proceedings. 
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Chapter 5.08 

FUNERAL LEAVE 

Sections: 

5.08.010 Policy. 

5.08.020 Family defined. 

5.08.030 Limitation.  

  

Section 5.08.010 Policy. 

 Upon documentation that a member of his family has died, an employee of the 

Uintah Animal Control and Shelter Special Service District may be granted funeral leave 

with pay for a period not to exceed three (3) working days.  Funeral absences of more 

than three working days will be charged to vacation leave.  For out-of-state funeral travel, 

two (2) additional days may be granted.  Approval for funeral leave shall be requested 

and approved by the Department Head prior to such leave being taken.  (Form in 

appendix pages) 

 

Section 5.08.020 Family defined. 

 “Family members” include spouse, parents, parents-in-law, guardians, 

grandparents, grandchildren, children, brothers, sisters, sons-in-law, daughters-in-law, 

brothers-in-law and sisters-in-law.   

 

Section 5.08.030 Limitation. 

 No employee shall receive more than 3 working days of leave (5 if out-of-state) 

for funerals within a calendar year.  
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Chapter 5.12 

RESERVED 
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Chapter 5.14 

PERSONAL LEAVE WITHOUT PAY  

Sections: 

5.14.010 Policy. 

5.14.020 Arrangements for Leave. 

5.14.030 Failure to return at designated time. 

5.14.040 Limitation. 

5.14.050 Accrual of benefits. 

5.14.060 Approval. 

(Revised 02/20/15 by Resolution No. 2015-04) 

 

Section 5.14.010 Policy. 

 Personal leave of absence without pay may be granted to employees of the Uintah 

Animal Control and Shelter Special Service District.  Leaves without pay require the 

advance approval of the Department Head and the Executive Director and can only be 

considered after annual leave, sick leave and compensatory time has been exhausted.  

Factors in approving leave without pay will be the urgency of the leave and the ability to 

spare the employee.  Leaves of absence without pay are granted for specific reasons, such 

as personal illness, educational purposes and other reasons deemed justifiable in the 

opinion of the Department Head and the Executive Director.  Leave of absence without 

pay may be administered in accordance with FMLA leave as provided in Chapter 5.04 if 

reasons for leave permit such.   

 

Section 5.14.020 Arrangements for Leave. 

 All leaves must be arranged for in advance unless emergency situations make 

prior arrangement impossible.  Such leaves shall not be regarded as an acquired right by 

employees and shall be granted only when the performance of the department will not be 

adversely affected thereby.  Requests for such leaves shall be made in writing, and if 

approved by the Department Head and the Executive Director if required, shall be filed in 

the employee’s personnel file.  (Form in appendix pages)   

 

Section 5.14.030 Failure to return at designated time. 

 Failure to return from personal leave without pay at the time designated in the 

written approval of such leave will be considered just cause for termination, unless the 

Department Head is contacted prior to the expiration date in writing.  The Department 

Head must obtain permission from the Executive Director to extend the leave of absence.  

 

Section 5.14.040 Limitation. 

 In no instance shall personal leave of absence without pay exceed ninety (90) 
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calendar days unless administered as FMLA leave.  

 

Section 5.14.050 Accrual of benefits. 

 A. Accrual of benefits shall cease when personal leave without pay exceeds 

thirty (30) calendar days.  For any leave past thirty days, the employee will be 

responsible for paying the cost of insurance premiums for the period they are absent on 

leave if they wish to retain such insurance coverages.  Benefits will be reinstated 

immediately upon return from an approved unpaid leave of absence status. 

 B. Uniform benefits terminate when an employee is on leave without pay 

status for a period in excess of thirty (30) calendar days. 

 

Section 5.14.060 Approval. 

 Leave of absence without pay for up to three (3) days will be granted subject to 

Department Head approval only.  Leaves for more than three days must be submitted to 

the Department Head and approved by the Executive Director.  
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Chapter 5.16 

LUNCH PERIODS 

Sections: 

5.16.010 Policy. 

(Revised July 19, 2013, Resolution No. 2013-05) 

 

Section 5.16.010 Policy. 

Excepting as otherwise provided, all employees of the Uintah Animal Control and 

Shelter Special Service District shall eat lunch on their own time and shall not be paid for 

such time.  The lunch period will normally be thirty (30) minutes. However, each 

department shall schedule lunch periods with the employees to facilitate continuous and 

efficient service of their department through the course of the working day.  
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Chapter 5.18 

REST PERIODS 

Sections: 

5.18.010 Policy. 

5.18.020 Lactation Breaks 

 

Section 5.18.010 Policy. 

A. Except as otherwise provided, each employee of the Uintah Animal 

Control and Shelter Special Service District may be granted two (2) separate rest periods 

of fifteen (15) minutes each during each half of an eight hour shift, but not in conjunction 

with the lunch period.  The rest period is intended to offer a brief rest for the particular 

duties of the moment and is to be taken at the job location, unless otherwise approved by 

the department head.  During the rest period, shelter staff shall use their personal vehicles 

if granted permission to leave the job location. 

B. Rest periods shall not be combined or banked to provide an extended rest 

or lunch period or shorten the working day, unless otherwise approved by the department 

head.  Department heads or their designated representatives shall schedule rest periods in 

order to facilitate departmental operations. (Revised July 19, 2013 by Resolution No. 

2013-06) 

 

Section 5.18.020 Lactation Breaks 

 In compliance with federal law which requires the provision of unpaid, 

reasonable break time for an employee to express breast milk, the District subscribes to 

the following policy: 

 A. An employee will be provided an unpaid reasonable break time to 

express breast milk for her nursing child for the first year of the child’s life. These break 

periods will be given each time the employee has need to express breast milk. 

 B. An employee lactation room will be provided as a private and 

sanitary place for breastfeeding employees to express milk during work hours. 

 C. Employees will be required to use their own cooler packs to store 

expressed milk. 

 D. Management and staff will provide an atmosphere of support for 

the breast feeding employee. 

(Amended & Added July 29, 2010 by Resolution No. 2010-06) 
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Chapter 5.20 

HOLIDAYS 

Sections: 

5.20.010 Policy. 

5.20.020 Holidays within leave. 

5.20.030 Compensation. 

5.20.040 Eligibility. 

5.20.050 Floating Holiday. 

 

Section 5.20.010 Policy. 

Permanent full-time and permanent part-time employees of the Uintah Animal 

Control and Shelter Special Service District are given the following paid holidays each 

year: 

A. New Year’s Day, 1st of January 

B. Presidents Day, 3rd Monday in February 

C. Memorial Day, last Monday in May 

D. Independence Day, 4th day of July 

E. Pioneer Day, 24th day of July 

F. Labor Day, 1st Monday in September 

G.         Veterans Day, 11th day of November 

H. Thanksgiving Day, 4th Thursday in November  

I. Christmas Day, 25th day of December 

J. Floating Holiday (of employee’s choice) 

Holidays falling on Sunday will be observed the following Monday; holidays 

falling on Saturday will be observed the previous Friday.  

  

Section 5.20.020 Holidays within leave. 

If a holiday occurs while on paid sick leave, the day will be paid as a holiday and 

not a sick day.  If a holiday falls during an employee’s vacation, it shall not be charged to 

vacation time taken.  

 

Section 5.20.030 Compensation. 

A District employee eligible for the holiday benefit who is required to work on a 

holiday shall be compensated for such time worked in addition to the paid holiday.  Such 

compensation shall be paid during the pay period when the holiday occurred.   

 

Section 5.20.040 Eligibility. 
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 A.  Permanent full-time employees shall be granted 8 hours paid holiday benefit 

for holidays listed under Section 5.20.010. 

 B. Permanent part-time employees shall be granted four (4) hours of paid 

holiday benefit for the holidays listed under Section 5.20.010. 

 C. Limited hourly and special program employees are not eligible to receive 

paid holiday benefits.  

 

Section 5.20.050 Floating Holiday. 

 The floating holiday of the employee’s choice may be taken after approval of the 

Department Head.   
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Title 6 

BENEFITS 

 

Chapters: 

6.01 GROUP MEDICAL, DENTAL & LIFE INSURANCE 

6.02 EDUCATIONAL ASSISTANCE 

6.03 PAYROLL DEDUCTIONS 

6.03 PAYROLL DEDUCTIONS 

6.04 RETIREMENT SYSTEMS 

6.05 LONG TERM DISABILITY 

6.06 SOCIAL SECURITY 
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Chapter 6.01 

 

GROUP MEDICAL, DENTAL & LIFE INSURANCE 

 

Sections: 

6.01.010 Waiting period. 

6.01.015 Selection Time Frame 

6.01.020 Schedule of cost. 

6.01.030 Termination of benefits. 

6.01.040 Medicare health insurance benefits. 

(Revised 10/17/14, Resolution No. 2014-23) 

 

Section 6.01.010 Waiting period. 

 Except as provided below, permanent full-time employees, and  permanent part-

time employees, of the Uintah Animal Control and Shelter Special Service District will 

become eligible for insurance benefits following a waiting period of 30 days after the 

date of employment for group medical, dental and life insurance for both the employee 

and the employee’s dependents.  Employees hired under the Exempt Compensation 

Schedule, department heads and elected officials, will become eligible for said benefits 

upon hire or the first day of taking office.  

  

Section 6.01.015 Selection Time Frame 

 All employees eligible for insurance benefits shall be allowed the following time 

frames to select available insurance coverage for themselves or eligible dependents. 

 A. Within thirty (30) calendar days of hire; 

 B. During the annual open enrollment period as provided by the District; 

 C. Within thirty (30) calendar days of changes in family status, (i.e. marriage, 

birth or adoption of a child, etc.)  

 

Section 6.01.020 Schedule of cost. 

   The District and the employee each contribute to these plans in accordance with 

the cost schedule as defined in the annual budget of the District. Insurance benefits 

provided to permanent part-time employees shall be equal to the rate afforded to 

permanent full -time employees. Additional disability and accident coverage may be 

purchased by the employee at a minimal monthly premium. The District will deduct 

monthly premium costs from employee paychecks for their portion of the insurance 

expense. For those employees eligible for medical insurance benefits, who waive such 

coverage, the District will compensate such employees $150 per month, upon proof of 

coverage elsewhere.  
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Section 6.01.030 Termination of benefits. 

 A. Except as hereafter provided, upon termination of employment, all 

medical, dental and life insurance benefits shall cease to be in effect in accordance with 

the contract provisions of the insurance provider.   

 B. Effective July 1, 2007, the District shall offer continuation of group health 

coverage to employees and/or their dependents upon occurrence of a qualifying event as 

specified in the Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1986.  

Upon hire, all employees of the District will be given a written description of the Act and 

its provisions. 

 C. In addition to the provisions of COBRA, employees who retire or 

terminate with the  District may also be eligible to continue group medical, and dental  

insurance benefits, based on a conversion policy,  if provided by the insurance company, 

with all premiums for such conversion policy being paid by the employee. 

 D. Employees and/or dependents opting to continue health insurance 

coverage through COBRA will be charged 102% of the premium to cover premium and 

administrative costs for such coverage. 

 E. Employees opting not to continue group medical, dental and/or life 

insurance shall be required to return to the employer all identification cards issued by the 

insurance company for coverage not being continued.  

 

Section 6.01.040 Medicare health insurance benefits. 

Each employee of the District who reaches age 65 or is otherwise eligible shall 

file an application for Medicare benefits upon eligibility.    
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     Chapter 6.02 

 

    EDUCATIONAL ASSISTANCE 

 

Sections: 

6.02.010 Reimbursement for approved courses. 

6.02.020 Employment agreement. 

6.02.030 Prior approval and funding. 

 

Section 6.020.010 Reimbursement for approved courses. 

 A. For approved courses from a recognized, certified educational institution, 

which courses directly benefit the District through the employee acquiring new and 

additional skills, the District will reimburse employees at an amount equal to one-half the 

tuition and required fees upon successful completion of the course. 

 B. Successful completion of a course shall mean: 

1. For undergraduate degree programs, the employee must receive a grade of “C” or 

higher. 

2. For graduate degree programs, the employee must receive a grade of “B” or 

higher. 

3. Pluses and minuses will not be considered. 

 C. Employee tuition reimbursement will not exceed the equivalent of six (6) 

hours of credit during any calendar year.  Reimbursement shall be based on resident 

tuition costs of the Utah State University Extension program. 

 

Section 6.02.020 Employment agreement. 

 Employees receiving educational assistance from the District shall be required to 

sign an agreement with the District providing that the employee remain in the District’s 

employ for one year after completing the training, or he will be required to reimburse the 

District for actual educational assistance costs paid by the District if he terminates 

employment before the one year period. 

 

Section 6.02.030 Prior approval and funding. 

 Any employee requesting financial assistance as provided in this Chapter shall 

submit a written request to his department head, indicating the institution the employee 

will attend, courses to be taken, and cost for such courses.  Approval shall be based on 

the courses taken and how they would benefit the employee’s service to the District and 

availability of funds from the department’s budget. Requests shall be submitted and 

approved by the department head and Executive Director prior to the courses being taken. 

(Reinstated 07/05/07, Resolution No. 2007-08). 
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Chapter 6.03 

 

    PAYROLL DEDUCTIONS 

Sections: 

Section 6.03.010 Mandatory or optional payroll deductions. 

 

Section 6.03.010 Mandatory or optional payroll deductions. 

 The Uintah Animal Control and Shelter Special Service District is permitted to 

make payroll deductions authorized by its employees, mandated by Federal or State 

Governments or court order.  The following payroll deductions shall include, but not be 

limited to:  

 A. Mandatory deductions: 

  1. Social Security 

  2. Federal Tax 

  3. State Tax 

 B. Court ordered  

  1. Garnishment of wages.  

 C. Optional deductions.  

  1. Retirement plan loans. 

  2. Employee social funds 

  3. IRS 125 Plan 

  4. Medical insurance premium 

  5. 457 or 401K retirement plans 

  6. Legal services program 

  7. Athletic club programs 

  8. Vernal District utilities 

  9. Auto insurance programs 

  10. Supplemental insurance programs.  
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Chapter 6.04 

RETIREMENT SYSTEMS 

Sections: 

6.04.010 Eligibility. 

6.04.020 Membership in the Utah State Retirement System. 

6.04.030 Contributions. 

6.04.040 Vesting. 

6.04.050 Reserved.  

6.04.060 Retirement benefits / refunds of retirement funds. 

6.04.070 Voluntary contributions to retirement plan. 

(Revised 10/17/14, Resolution No. 2014-23) (Revised 11/18/16, Resolution No. 2016-

07) 

Section 6.04.010 Eligibility. 

 Eligible employees of the Uintah Animal Control and Shelter Special Service 

District participate in the Utah State Retirement System (Public Employees / Public 

Safety Systems), or ICMA, if exempt from the Utah Retirement System (URS). 

 

Section 6.04.020 Membership in the Utah State Retirement System. 

 Certain categories of employees of the District are required to become members 

of the Utah State Non-Contributory Retirement System upon hire.  These categories 

include the following: 

 A. Employees working  twenty (20) or more hours per week and receiving 

benefits from the District afforded to permanent full-time  and permanent part-time 

employees; 

 B. For purposes of Utah Retirement Systems (URS) coverage, the District 

classifies all elected/appointed Board Members as part-time. Eligibility for retirement 

coverage under Utah Retirement Systems shall be administered in accordance with the 

statutory rules governing Utah Retirement Systems. 

 C. Certain administrative appointed officials of the District may be exempted 

from participation in the Utah State Retirement System based on meeting qualification 

requirements for exemption as stipulated by the Utah State Retirement System.   

 

Section 6.04.030 Contributions. 

 Contributions to the Utah State Retirement System and the ICMA Retirement 

Plan will be computed in accordance with the contribution schedule as provided in the 

annual budget of the District. 
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Section 6.04.040 Vesting. 

 Under the ICMA Retirement plan, an employee may receive retirement benefits 

when he/she becomes eligible for such based on his/her length of service with the District 

(vesting) in accordance with the ICMA Retirement Plan document.  

An employee becomes fully vested in the ICMA retirement system after five (5) years of 

service to the District.  The following shows the percentage of vesting rights of the 

employee: 

Years of 

Service 

Rate of Return 

0-1 50% 

1-2 60% 

2-3 70% 

3-4 80% 

4-5 90% 

5and over 100% 

 

Section 6.04.050 Reserved.  

 

Section 6.04.060 Retirement benefits / refunds of retirement funds. 

 Retirement benefits or refunds of retirement’s benefits with the Utah State 

Retirement System or the ICMA Retirement Program will be administered in accordance 

with the rules and regulations of the Utah State Retirement System or the ICMA plan 

respectively.  An employee wishing to retire should allow ample time before his/her 

expected retirement date in order to process retirement forms. 

 

Section 6.04.070 Voluntary contributions to retirement plan. 

 Although a full-time or part-time employee is not required to make voluntary 

contributions to the retirement plan, if he/she wishes to do so, he/she may make voluntary 

contributions to the ICMA 457 or Utah State 401 K or 457 plans by furnishing the 

contracted Human Resource office with written authorization to make payroll deductions 

for his/her voluntary contributions.  He/she may stop the payroll deduction at any time, if 

he wishes.  Amounts allowed for payroll deductions into a retirement plan shall comply 

with all IRS regulations. 
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Chapter 6.05 

 

LONG TERM DISABILITY 

Sections: 

6.05.010 Long term disability plan. 

 

Section 6.05.010 Long term disability plan. 

The Utah Public Employee’s Disability Act of 1983 and subsequent legislation provide 

for the long term disability program.  This program is for all employees of the Uintah 

Animal Control and Shelter Special Service District for whom retirement contributions 

are being made, with costs of the program being paid for by the District.  Provisions of 

the program shall be administered in accordance with Utah State Retirement System 

guidelines.    
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Chapter 6.06 

SOCIAL SECURITY 

Sections: 

6.06.010 Requirement. 

(Revised 10/17/14, Resolution No. 2014-23) 

 

Section 6.06.010 Requirement. 

 All employees of the Uintah Animal Control and Shelter Special Service District 

are required to make contributions to the Social Security System administered by the 

federal government in accordance with Federal statute.  Retirement benefits received 

from the Social Security Program shall be in addition to those received from the Utah 

State Retirement System, or other supplemental retirement programs, in which District 

employees participate.  Any questions regarding Social Security benefits should be 

directed to the District’s contracted Human Resource office.   
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Title 7 

WORKERS COMPENSATION 

Chapters: 

7.01 WORKER’S COMPENSATION 
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Chapter 7.01 

WORKER’S COMPENSATION 

Sections: 

7.01.010 Policy. 

7.01.020 Reporting injuries or illnesses. 

7.01.030 Eligibility. 

7.01.040 Reporting and return to work. . 

7.01.050 Worker’s compensation for employees. 

7.01.060 Use of accrued leave. 

7.01.070 Worker’s compensation and FMLA leave. 

7.01.080 Continuation of benefits. 

7.01.090 Release or settlement. 

(Revised 03/20/15 by Resolution No. 2015-07) 

 

Section 7.01.010 Policy. 

 All Uintah Animal Control and Shelter Special Service District employees are 

covered by Worker’s Compensation carried through the District’s worker’s compensation 

insurance carrier for personal injuries occurring while on the job or illnesses acquired 

because of job-related reasons.  

 

Section 7.01.020 Reporting injuries or illnesses. 

 A.       In the event of a job related injury or illness, however slight, the employee 

should report it to the Department Head or immediate supervisor present no later than 

sixty 60 minutes after the injury or illness occurs.  It shall then be reported by the 

Department Head to the contracted Human Resource office no later than by the end of the 

next working day. Such reports shall be made on the “First Report of Injury” form 

supplied by the District.   

 B. Employees’ rights under the Worker’s Compensation Law will be fully 

protected only when accident reports are completed and signed within forty-eight hours 

of the occurrence or in the case of illness within forty-eight (48) hours of the diagnosis of 

the illness.  If the injury or illness requires more treatment than simple first aid, the 

employee’s Department Head will ensure that the employee receives the necessary 

medical attention.   

 

Section 7.01.030 Eligibility. 

 A. All employees are entitled to Worker’s Compensation benefits even 

though they may have been on the job but for a short time.  Benefits shall be administered 

according to this policy and State law. 
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 B. Volunteers of the District are also eligible for worker’s compensation 

benefits, but only to the extent as allowed by State law.   

Section 7.01.040 Reporting and return to work. . 

 A. While on leave because of a bona-fide, on-the-job injury or illness, an 

employee must report their medical condition to the District’s contracted Human 

Resource office as often as requested by the District or the District’s insurance carrier.   

 B. An employee must return to work after approval of the attending 

physician.  An employee who is allowed to return to work in light duty status or other 

restricted status may return only upon approval of the District and the District’s worker s 

compensation insurance carrier.  The employee may be required to perform tasks not 

contained in their current job classification for the time period of disability.    

 

Section 7.01.050 Worker’s compensation for employees. 

 When in fact a permanent full-time or permanent part-time employee of the 

District is not able to work due to a documented on-the-job injury or illness and such 

disability is documented by a doctor’s report indicating such, disability compensation to 

the employee shall be provided as follows: 

 A. From the time that the permanent full-time or permanent part-time 

employee becomes disabled, for a period lasting no longer than one (1) month, the 

District shall compensate the injured employee at their normal rate of pay, as though they 

were working on a regular basis.  Such compensation shall not include any estimated 

overtime compensation.  Before receiving any disability compensation from the District , 

however, the employee must submit to the  District’s insurance carrier a request for 

worker’ s  compensation based on all  benefits available in accordance with State statute 

as provided in the Worker’s Compensation Law.  While receiving compensation from the 

District  for the first  month of disablement, the employee shall remit to the District all  

worker’ s compensation payments paid to them by the  insurance carrier for that same 

period.  In no event shall an employee receive compensation from the District and the 

insurance carrier during the same period of disability.  Compensation paid to the 

employee under the provisions of this Section shall first be approved by the Executive 

Director in writing. 

 B.  For any disability exceeding  one (1) month, the employee shall receive 

disability compensation from the  worker’ s compensation insurance carrier in 

accordance with State statute as provided in the Worker’s Compensation Law.  Disability 

compensation from the District shall cease after the first month of disability. 

 C. For all other employees, disability compensation from the insurance 

carrier shall be administered in accordance with State statute as provided in the Worker’s 

Compensation law. 

 D. For injuries causing temporary total disability, temporary partial disability, 

permanent partial disability or permanent total disability, injured employees will receive 

disability compensation benefits over a period not to exceed the number of weeks 

established by the Worker’s Compensation Law of the State of Utah. 

 E. Medical coverage for on-the-job injuries or illnesses shall be administered 

according to the Worker’s Compensation law of the State of Utah.   
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Section 7.01.060 Use of accrued leave. 

 After the first month of disability caused from an on-the-job injury or illness, the 

disabled employee may utilize any leave benefits which they have accrued prior to the 

injury, in addition to benefits received through the insurance carrier.  The amount of 

leave benefits used, combined with disability payments from the insurance carrier, 

however, shall not exceed the employee’s  normal rate of   pay  at the time the employee 

became disabled and shall not include any estimated overtime compensation.  

 

Section 7.01.070 Worker’s compensation and FMLA leave. 

 While an employee is on leave due to an on-the-job injury or illness approved by 

the District’s worker’s compensation insurance carrier, Family Medical Leave (FMLA) 

shall run concurrently if qualified under the provisions of FMLA.   

 

Section 7.01.080 Continuation of benefits. 

 During the period of time that an employee is receiving benefits for an on-the-job 

injury or illness, all other benefits normally provided to the employee shall continue in 

accordance with Worker’ s Compensation laws of the State of Utah.  

  

Section 7.01.090 Release or settlement. 

 At the time of final release or settlement of a worker’ s compensation claim, if no 

vacancy exists and, if a reasonable effort which has proven to be unsuccessful, has been 

made to place the employee in another position, the District may terminate the employee 

and pay any accrued benefits due to him.   
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Title 8 

OUTSIDE ACTIVITY 

Chapters: 

8.01 SECONDARY EMPLOYMENT 

8.02 POLITICAL ACTIVITY 
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Chapter 8.01 

SECONDARY EMPLOYMENT 

Sections: 

8.01.010 Policy. 

 

Section 8.01.010 Policy. 

 No employee may engage in additional employment which in any manner 

interferes with the proper and effective performance of official duties or which results in 

conflicts of interest.  It is necessary that an employee give priority to his job with the 

Uintah Animal Control and Shelter Special Service District, and secondary employment 

should only be undertaken with the knowledge and consent of the employee’s 

Department Head and Executive Director. The employee shall be required to fill out a 

“Secondary Employment Form” which will be kept on file with the department and in the 

employee’s personnel file .Disapproval of any request of an employee to engage in 

secondary employment may be appealed to the District Board whose decision will be 

final.   
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Chapter 8.02 

POLITICAL ACTIVITY 

Sections: 

8.02.010 Policy. 

 

Section 8.02.010 Policy. 

 Any employee of the Uintah Animal Control and Shelter Special Service District 

shall not engage in any political activity during work hours unless on approved leave 

status nor shall he utilize any District owned facilities, equipment, or supplies for any 

political purpose.  Any employee of the District who desires to hold political office while 

employed by the District shall complete and sign an affidavit provided by the District that 

shall include the following information: 

 A. The political office for which the employee is seeking election; 

 B The dates of the election (elections) for the political office; 

 C. An acknowledgment by the employee that he or she will conduct 

campaigning for the political office during non-working hours only and off the 

employer’s premises and work locations and that campaigning will not interfere in any 

way with the employee’s performance of his/her duties. 

 D.  Acknowledgment by the employee that he/she will not utilize any item 

that is related or belonging to the District, such as vehicles, uniforms, stationery, 

telephones, copy machines, etc., for campaign or political purposes. 

 E. Acknowledgment by the employee that any violation of political 

campaigning restrictions as provided above shall be grounds for disciplinary action up to 

and including termination of employment.  
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Title 9 

MISCELLANEOUS PROVISIONS 

Chapters: 

9.01 EMPLOYMENT OF RELATIVES 

9.02 ACCIDENT REPORTING PROCEDURES 

9.03 EMPLOYEE RECORDS 

9.04 UNIFORM ALLOWANCE 

9.05 RESERVED 

9.06 RESIDENCY REQUIREMENTS 

9.07 EMPLOYEE TRAVEL 

9.08 STANDARDS OF CONDUCT 

9.09 SAFETY 

9.10 PAY ADVANCES 

9.11 WORKPLACE PRIVACY 
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Chapter 9.01 

EMPLOYMENT OF RELATIVES 

Sections: 

9.01.010 Policy. 

 

Section 9.01.010 Policy. 

 The Uintah Animal Control and Shelter Special Service District recognizes the 

sensitive nature of having family members employed within the same department, and in 

order to avoid such situations, the following policy is established: 

 A. The District may hire relatives of current District employees if the new 

employee works in an entirely different department from his relative. 

 B.  Under no circumstances will the District hire, promote, or transfer a 

relative in a manager/subordinate relationship. 

 C. Under no circumstances will a person in a position, the compensation for 

which is paid out of District funds, be allowed to employ, appoint, vote for or recommend 

the appointment of a relative to any position or employment, when the salary, wages, pay, 

or compensation for such appointee is to be paid out of any  District funds. 

 D.   “Relative,” for the purposes of this policy, means father, mother, husband, 

wife, son, daughter, sister, brother, uncle, aunt, nephew, niece, first cousin, mother-in-

law, father-in-law, brother-in-law, sister-in-law, son-in-law, or daughter-in-law. 

 E.  In the event two current employees of the District, working in the same 

department, become relatives as defined in Paragraph D above during the course of their 

employment, they both may continue in the employ of the District.  If direct supervision 

does occur, the related employees shall acknowledge in writing the fact that such a 

relationship exists and submit such acknowledgment to the Executive Director within 30 

days after the relationship commenced.  The employee who exercises supervisory 

authority over a relative employee may not evaluate the relative’s job performance or 

recommend salary increases for the relative. 

 F. Exceptions to the foregoing provisions shall include circumstances when 

the appointee is the only person available and qualified or eligible for the position, or 

when the employee is a volunteer receiving no compensation for the District for work 

performed.  
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Chapter 9.02 

ACCIDENT REPORTING PROCEDURES 

Sections: 

9.02.010 Accident defined. 

9.02.020 Reporting. 

9.02.030 Accident Review Board. 

(Revised 10/17/14, Resolution No. 2014-22) 

 

Section 9.02.010 Accident Defined 

 For the purpose of this policy, an accident shall be defined as any incident where 

damage to property, injury to person(s) or possible liability against the Uintah Animal 

Control and Shelter Special Service District may result. Accidents are not limited to 

automobile accidents, but include collision with stationary objects, individuals falling on 

stairs or walkways, etc.   

Section 9.02.020 Reporting. 

 For the protection of the District, all accidents must be reported, filed on the 

appropriate form, and submitted to both the Department Head and the Executive Director. 

 A. All claims for damages as a result of an accident, either for or against the 

District, will be handled by the Executive Director’s office.  District personnel shall not 

admit or deny liability, sign statements concerning the liability of an accident or accept 

any settlement presented by insurance representatives for any other party. 

 B. Procedures in reporting vehicle accidents will be as follows: 

  1.  Do not move either vehicle. 

  2.  Call the Police immediately. 

  3. Report all accidents involving District vehicles immediately to the 

Executive Director’s Office, regardless of the amount of damage.  The Executive 

Director will assure that necessary reports are prepared and forwarded to all necessary 

parties.  (Form in appendix pages) 

Section 9.02.030 Accident Review Board. 

 Individuals involved in vehicular accidents shall be subjected to an Accident 

Review Board administered under the direction of the contracted Human Resource office, 

which shall be comprised of at least three (3) members, to include one (1) member of the 

employee’s department, excluding his supervisor, one (1) employee of another 

department, and one (1) Sworn Police Officer. The employee’s Department Head shall 

observe the proceedings of the Review Board without voting powers. It will be the duty 

of the Review Board to review the facts of the employee’s accident, determine 

negligence, if any, and make such report to the Department Head.  The results of the 

Review Board shall be submitted to the contracted Human Resource office and attached 

to the employee’s personnel folder.  An individual involved in two (2) or more accidents 
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within a twelve-month period where the individual is at fault and, in the opinion of the 

Accident Review Board, has acted in a negligent manner in the operation of a vehicle, 

may have corrective disciplinary action taken up to and including termination. 

Furthermore, employees convicted of a hit-and-run offense will be terminated 

immediately.   
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Chapter 9.03 

EMPLOYEE RECORDS 

Sections: 

9.03.010 Employee rights. 

9.03.020 Records. 

9.03.030 Public information. 

9.03.040 Computerized data & maintenance. 

9.03.050 Expungement and sealing of records. 

9.03.060 HIPPA requirements. 

(Revised 10/17/14, Resolution No. 2014-22) 

 

Section 9.03.010 Employee rights. 

An employee of the Uintah Animal Control and Shelter Special Service District 

has the right to review the contents of his personnel record.  He may request correction, 

an amendment to, or may challenge any information in his individual personnel record.  

The employee shall request, in writing, that such changes occur, and if applicable, the 

Department Head shall be given an opportunity to respond.  A final written decision shall 

be made by the Executive Director.  A record of the employee’s written request, the 

Department Head’s response and the Executive Director’s approval or disapproval shall 

be included in the employee’s personnel record. 

 

Section 9.03.020 Records. 

A. Records of Disciplinary Action.  If a disciplinary action is rescinded or 

disapproved upon appeal, forms, documents and records pertaining to the case shall be 

removed from the employee’s personnel record.  The personnel records held by the 

contracted Human Resource office and the department in which the employee is 

employed shall be considered the official record during any disciplinary proceedings. 

B. Personnel and Payroll Records.  Personnel and payroll records are 

maintained according to State law and Uintah Animal Control and Shelter Special 

Service District regulations.  A record of those reviewing personnel records and 

information shall be maintained, together with the reasons for access to the records and 

their intended use.  Data is not to be used for anything but the stated purpose(s), nor 

disclosed to any other person, other than the individual or the immediate family in case of 

death. 

 C. The following shall be exempt from submitting the justification as 

required above, but all information obtained shall be for business purposes only: 

  1. Executive Director  

  2.   Contracted Human Resource Office 

 D. Time period of data & Information maintenance.  Data and information on 

individuals are to be stored only as long as is required by Utah State Law. 
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 E. Copies & Notes of Personnel Files Information.  An employee may 

request to see and take notes of his individual personnel file, or may have copies made by 

the contracted Human Resources office.  Exempt personnel may make copies at any time 

for administrative purposes.  All personnel file information will remain in the contracted 

Human Resource office, or in the possession of authorized individuals at all times.  There 

will be no exceptions.  

 

Section 9.03.030 Public information. 

 Requests for confirmation of employment, dates of employment, classification, 

title, grade, salary range, location of employment and work telephone will be treated as 

public information.  Disclosure of all other information shall be administered in 

accordance with Federal and State laws and local ordinances.   

 

Section 9.03.040 Computerized data & maintenance. 

 Appropriate safeguards shall be established for computerized data security of 

personnel information.  

Section 9.03.050 Expungement and sealing of records. 

 A. Any employee may petition the contracted Human Resource office to 

remove any document or documents containing evidence of adverse employment action 

from the file, provided: 

  1. Such employee has had no adverse personnel action within the last 

year, including the action sought to be purged; 

  2. The action does not relate in any respect to the employee’s actions 

or failure to act involving potentially prosecutable issues. 

 B. No such petition shall be granted unless the Department Head, Executive 

Director and the District’s Attorney determine that the removal of such information: 

  1. Will not increase the potential for litigation, or 

  2. Will not jeopardize the interest of the Uintah Animal Control and 

Shelter Special Service District. 

 C. Any such information from an employee’s personnel file, pursuant to an 

employee’s request, shall be placed in a confidential, sealed file which shall be opened 

only in the event  

  1. Litigation relating to such information occurs 

  2. The consent of the employee is given 

3. An authorized request of a State or regulatory agency with the  

jurisdiction to investigate the employment practices of the District is made, or 

4.  A joint request of the Executive Director and the District Attorney  

is made upon determining that such information is necessary to the interest of the Uintah 

Animal Control and Shelter Special Service District. 
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Section 9.03.060 HIPPA requirements. 
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Chapter 9.04 

UNIFORM ALLOWANCE 

Sections: 

9.04.010 Animal Control personnel. 

9.04.020 Shelter personnel. 

9.04.030 Maintenance of uniforms. 

 

Section 9.04.010 Animal Control personnel. 

 Employees of the District Animal Control Department, upon hire, shall receive 

one annual monetary allowance and following one year of employment with the 

Department a monthly uniform allowance for the purchase and maintenance of the 

uniforms required by the Department. Uniform allowances shall be approved as part of 

the annual budget of the Uintah Animal Control and Shelter Special Service District. 

 

Section 9.04.020 Shelter personnel. 

 A. The Shelter Department shall furnish all personnel of the Shelter with 

uniform apparel. Employees of the Shelter Department will be given uniforms sufficient 

to allow them to wear a laundered uniform each day of the working week.  Uniforms 

provided by the Department shall be laundered by the employee.  Uniform styles and 

budgets shall be approved by the Executive Director and the District Board as part of the 

annual budget of the District. 

(Amended July 29, 2010 by Resolution No. 2010-07) 

   

Section 9.04.030 Maintenance of uniforms. 

 If an employee of the District who is either given a uniform or given a monthly 

allowance to purchase uniforms does not, in the opinion of the Department Head, 

maintain his uniforms in a proper manner, the employee shall be subject to disciplinary 

action.  
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Chapter 9.05 

RESERVED 

Sections: 

9.05.010 Reserved.  

 

Section 9.05.010 Reserved.  
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Chapter 9.06 

RESIDENCY REQUIREMENTS 

Sections: 

9.06.010 Requirements. 

 

Section 9.06.010 Requirements. 

 A. After accepting employment with the Uintah Animal Control and Shelter 

Special Service District, employees filling the following positions shall begin to establish 

residency within the District’s and/or Uintah County boundaries within three (3) months 

following the first full working day: 

  1. Executive Director 

  2. Animal Control Personnel 

  3. Shelter Personnel 
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Chapter 9.07 

EMPLOYEE TRAVEL 

Sections: 

9.07.010 Purpose. 

9.07.020 Policy. 

 (Amended 07/05/07, Resolution No. 2007-08). 

(Revised 10/17/14, Resolution No. 2014-22) 

 

Section 9.07.010 Purpose. 

Certain travel by Uintah Animal Control and Shelter Special Service District 

employees is necessary and useful for the accomplishment of District functions.  It is the 

purpose of this regulation to provide reasonable systematic means by which the cost of 

such travel may be estimated for budget purposes and controlled for the purposes of 

economy and efficiency.  

                                

Section 9.07.020 Policy. 

 All travel and lodging expenses incurred by District employees shall first be 

authorized by the employee’s Department Head.  Travel expenses must be included in the 

intent of the annual budget for each department anticipating travel.  Responsibility for 

keeping within the travel budget lies with the Department Head.  All travel that is not 

routine is to be reviewed and approved by the Executive Director before funds may be 

spent.  The most economical and practical form of transportation is to be used, and the 

Department Head or designated employee will be responsible for making travel 

arrangements on an approved carrier. 

 A.   Travel with Spouses.  Employees may wish to take their spouses on trips.  

In such instances, however, the District will pay only for those expenses which the 

employee would normally incur when traveling alone.  Expenses for the spouse will be 

paid by the employee either at the time the expense is incurred or prior to the expense 

being incurred. 

 B.  Procedure.  Employees will submit to the Department Head a “Travel 

Expense & Authorization” form explaining the nature, purpose and time schedule for 

travel, along with estimated expenditures.  The Department Head will review the travel 

expense & authorization form and, after approval, will submit the requisition to the 

contracted Finance Office at least two (2) weeks prior to the date of the departure, where 

possible. 

 C. Department Head Travel.  Department Heads intending to travel should 

include in the travel expense & authorization form the name of the person to be in charge 

of the department during their absence. 

 D. Contracted Finance Office Review.  All travel expense & authorization 

forms sent to the contracted Finance Office will then be reviewed to verify all estimated 

expenditures according to the policy per diem schedule, and shall be initialed as to the 
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availability of the funds. 

 E. Transportation Accommodations. Reservations for Airline and other travel 

accommodations shall be arranged in advance for all employee travel.  The District shall 

either pre-pay by District credit card, via over the phone or online, prepare a check, 

payable to the vendor, or issue a District credit card to the employee traveling, for 

transportation costs and require receipts from the employee to verify that the employee 

has paid this amount to the vendor.  Receipts shall be submitted to the contracted Finance 

Office  for such expenses no later than five (5) working days after the employee returns.  

Failure to produce receipts in these circumstances will necessitate the deduction of the 

amount expended for travel from the employee’s next paycheck unless arrangements are 

made with the Executive Director. 

 F. Lodging.  Reservations for lodging accommodations shall be made prior 

to the time of the employee traveling. In such instances, the District shall either pre-pay 

by District credit card, via over the phone or online, or prepare a check, payable to the 

vendor, for the lodging accommodations.  Such check or credit card payment shall be 

given to the vendor at the time that the employee checks in at the hotel or motel facility. 

  1. Upon checking out of lodging facilities in the State of Utah, the 

employee should confirm with the desk clerk that no sales tax charge has been added to 

the cost of lodging.  Verification of the District’s sales tax exemption can be provided by 

the Department Head or contracted Finance Office.   

 G. Receipts for all lodging shall be submitted to the contracted Finance 

Office for such expenses no later than five (5) working days after the employee returns.  

Failure to produce receipts will necessitate deduction of the amount of all lodging costs 

from the employee’s next paycheck, unless arrangements are made with the Executive 

Director. 

 H.   Per Diem Allowance.  The following maximum travel allowance shall be 

provided to all employees who travel for legitimate District business: 

  1. Meals: Time period for meal allocation: 

   a. Breakfast $9.00-6:00 a.m. to 12:00 noon 

   b. Lunch $13.00- 12:01 p.m. to 7:00 p.m. 

   c. Dinner $21.00 - 7:01 p.m. to 12:00 p.m. 

  2. Lodging - $75.00 / night. 

 I. The employee shall not be required to submit receipts for meal expenses to 

the contracted Finance Office; however, the employee may wish to retain all receipts for 

personal tax purposes. 

 J.   Travel by privately-owned automobile:  IRS rate. (Prior Department Head 

approval required). 

 K. Use of District Vehicles for Travel.  Employees are to use District vehicles 

for travel unless a District vehicle is unavailable.  In that event, the Department Head 

may approve the use of personal vehicles.  If an employee voluntarily desires to use a 

personal vehicle, even though a District vehicle is available, the District will pay only the 

estimated cost of fuel that it would have cost if a District vehicle would have been used.   

 L. Cost of tuition and registration for special schools, workshops, 
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conferences and conventions that are approved are to be paid in advance, directly to the 

vendor.  Meals included in the registration fee shall be deducted from the per diem 

allowance. 

 M. Cost of out-of-state rental vehicle expense, taxi or shuttle, when required 

by the facility or business situation, that has not been pre-paid by the District, prior to 

travel, shall be reimbursed to the employee by documented receipt only. Employees 

driving a rental vehicle for District Business are expected to limit their use of the rental 

vehicle for personal reasons or excursions, unless prior approval has been given by their 

Department Heads for such. 

 N.   Credit Cards.   

  1.   Utah State Department of Transportation Credit Cards: All 

employees, excluding those employees utilizing leased vehicles, traveling in District -

owned vehicles within the State of Utah shall purchase gasoline through Utah State 

Department of Transportation Credit Cards, whenever possible.   

  2.    District Credit Cards: Employees traveling may be allowed to take 

with them a District Credit Card, issued by their Department Head or the Executive 

Director.  Expenditures on the District Credit Card, however, shall only be allowed for 

the following reasons: 

   a. For the costs associated with emergency lodging, where 

prior reservations or arrangements could not be made; 

   b. For the costs associated with any lodging, where the 

expense of such lodging exceeds the designated per diem allocation, for such; 

   c. For out-of-state gasoline, oil and associated expenses when 

District vehicles are used; 

   d. For the costs of out-of-state rental vehicle, taxi or shuttle 

service, when required by the facility or business situation; 

   e. For any emergency situations where unforeseen expenses, 

which would normally be paid by the District are incurred.  

Receipts for all purchases made via the District Credit Card shall be submitted to the 

contracted Finance Office no later than five (5) working days after the employee returns.  

Failure to produce receipts in these circumstances will necessitate the deduction of the 

amount of all expenses incurred from the use of the credit card from the employee’s next 

paycheck, unless arrangements are made with the Executive Director.  In the event the 

employee loses credit card receipts or petty cash receipts, the employee shall immediately 

report the loss of the receipts to his department head and the contracted Finance Office. 

 N. Excess Travel Costs. Any travel expenses estimated to be in excess of the 

per diem schedule must be approved by their Department Head and/or the Executive 

Director 
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Chapter 9.08 

STANDARDS OF CONDUCT 

Sections: 

9.08.010 Purpose 

9.08.020 Policy 

9.08.030 Appearance 

9.08.040 Attendance and punctuality. 

9.08.045 Procedure  

9.08.050 Personal relationships in the workplace. 

 

Section 9.08.010 Purpose 

 It is a policy of the Uintah Animal Control and Shelter Special Service District to 

maintain Standards of Professional Conduct for all its employees.  These standards guide 

employee conduct and facilitate organizational obligations to observe high standards of 

public service and trust.   

 

Section 9.08.020 Policy 

 The following policies shall constitute the District’s Standards of Conduct and 

govern the conduct of all District employees.  It shall be the responsibility of each 

employee to ensure individual adherence to these standards. 

 A. Conflict of Interest. 

  1. Gifts.  No employee shall directly or indirectly solicit any gift or accept 

or receive any gift, the value of which is $50 or more, whether in the form of money, 

services, loan, travel, entertainment, hospitality, promise or any other form under 

circumstances in which it could be reasonably inferred that the gift was intended to 

influence him in the performance of his official duties, or was intended as a reward for 

any official action on his part. 

  2.  Confidential information.  No employee shall disclose to others, or use 

to further his own personal interest, confidential information acquired by him in the 

course of performing his official duties. 

  3.  Representation.  No employee shall represent the Uintah Animal 
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Control and Shelter Special Service District before any other agency, public or private, 

except with the express authorization or at the direction of either the Executive Director 

or his delegated and authorized representative or the District Board. 

  4.  Compensation.  No elected official or employee of the District may 

receive compensation other than from the District for assisting any person or business 

entity in any transaction involving the District unless he files with a sworn statement 

giving the information required by §10-3-1305 of the Utah Code Annotated, and disclose 

in an open meeting to the members of the District Board of which he is a member, 

immediately prior to the discussion, the information required.  The statement required by 

§10-3-1305 of the Utah Code shall be filed ten (10) days prior to the date of any 

agreement between the elected or appointed officer and the person or business entity 

being assisted, or ten (10) days prior to the receipt of compensation by the business 

entity.  The statement is public information and shall be available for examination by the 

public.  The statement and disclosure shall contain: 

   a.   The name and address of the officer. 

   b.   The name and address of the person or business entity being or 

to be assisted, or in which the appointed or elected official has a substantial interest. 

   c.  A brief description of the transaction through which service is 

rendered, or is to be rendered,  and of the nature of the service performed or to be 

performed. (Amended 09/06/07, Resolution  No. 2007-14) 

  5. Disclosure of substantial interest in business regulated by the Uintah 

Animal Control and Shelter Special Service District. Every appointed or elected officer 

who is an officer, director, agent, employee or owner of a substantial interest in any 

business entity which is subject to the regulation of the District in which he is an elected 

or appointed officer shall disclose the position held and the precise nature and value of 

his interest upon first becoming appointed or elected, and again during January or each 

year thereafter during which he continues to be an appointed or elected officer.  The 

Chairperson shall report the substance of all such disclosure statements to the members of 

the governing body, or may provide to the members of the governing body copies of the 

disclosure statement within 30 days after the statement is received by him.  This shall not 

apply to instances where the value of the interest does not exceed $2,000, and life 

insurance policies and annuities shall not be considered in determining the value of any 

such interest. 

6.  Disclosure of substantial interest in vendors/customers of the District.   Every 

appointed or elected officer who is an officer, director, agent, employee, or owner of a 

substantial interest in any business entity which does, or anticipates doing, business with 

the District, in which he is an appointed or elected officer, shall publicly disclose to the 

members of the body of which he is a member or to which he may have the ability to 

influence or to affect the outcome of the decision, immediately prior to any discussion by 

such body matters relating to such business entity, the nature of his interest in that 

business entity.  The disclosure statement shall be entered in the minutes of the meeting. 

  7. Disclosure of personal or investment interest.  Any personal interest or 

investment by any elected or appointed official of the District which creates a conflict 

between the official’s personal interests and his public duties shall be disclosed in open 

meeting to the members of the body in the manner required by Section 10-3-1306 of the 
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Utah Code. 

  8.  Violation of Section 10-3-1307 of the Utah Code.  If any transaction is 

entered into in connection with a violation of Section 10-3-1307 of the Utah Code, the 

Uintah Animal Control and Shelter Special Service District may rescind or void any 

contract or subcontract entered into pursuant to that transaction without returning any part 

of the consideration received by the District. 

  9. Full Service Dedication. 

   a. Use of Duty Time.  Each employee shall, during his hours 

of active duty, devote his whole time, attention and efforts to his office or employment, 

and he may not be required to perform any service except for the benefit of the District. 

   b.   Public confidence and appearance.  Each employee shall 

conduct himself so as to maintain public confidence in his assigned responsibilities 

within his occupational area in the District government and his performance in the public 

trust.  Each employee shall conduct his official affairs in such a manner that he will give 

the clear impression that he cannot be improperly influenced in the performance of his 

official duties. 

Section 9.08.030 Appearance 

 The District reserves the right to expect its employees to present a favorable 

impression during any contact with the public.  All employees are expected to maintain a 

neat and clean personal appearance.  Standards of dress shall be appropriate to the job 

and the tasks being accomplished.  Good hygienic habits to eliminate bad breath, body 

odor and visual lack of cleanliness are required. The appearance and hygiene of the 

employee shall not distract from the professional and business environment of the work 

place. Standards of dress and hygiene shall be monitored by the employees’ respective 

department head.  

 

Section 9.08.040 Attendance and punctuality.  

To maintain a safe and productive work environment, the District expects 

employees to be reliable and to be punctual in reporting for scheduled work. Employees 

will be held accountable for adhering to their workplace schedule. Absenteeism, tardiness 

and taking extended meal breaks or additional breaks without prior approval are 

disruptive and place a burden on other employees and on the District. 

One or all of the above and below may lead to a progressive disciplinary 

corrective action, up to and including termination of employment, per Chapter 12.05 

Discipline, of this manual. 

In rare instances when employees cannot avoid being late for work or are unable 

to work as scheduled, they will notify their supervisor as soon as possible in advance. 

Employees who wish to request an extended meal break or additional break period, must 

notify their supervisor and be granted approval prior to doing so. (Revised July 19, 2013 

by Resolution No. 2013-04) 

 

Section 9.08.045 Procedure. 

A. Absenteeism. 
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 1. When an employee presents a frequent or habitual pattern of 

absence from work and work related duties. 

 2. An employee is deemed absent when he/she is unavailable for 

work as assigned/scheduled and such time off was not scheduled/approved in advance as 

required by department notification procedure. 

 3. Accrued annual leave time cannot be used to make up the time lost 

due to un-excused absenteeism. 

B. Tardiness. 

 1. When an employee fails to arrive or report for work at the 

assigned/scheduled work time. In these instances the manager may need to replace the 

tardy employee for the full shift, if the employee is more than 1 ½ hours late. 

C. Excessive or habitual tardiness.  

 1. When an employee is late for work, or late coming back from 

breaks, or lunch periods more than six (6) times in any thirty (30) day period. 

 2. Employees whose tardiness is excused by their supervisor may be 

given an option to make up the time within the current pay period. This time must be 

verified and made up when either the supervisor is present or the executive director. 

 3. Employees whose tardiness is not excused by their supervisor will 

not include that time as “Hours Worked”. 

 4. Accrued annual leave time cannot be used to make up the time lost 

due to tardiness. 

D. Accurate documentation of time worked. 

 1. District employees are expected to accurately record their actual 

hours worked in a timely manner. 

E. Actual time or “Hours worked”. 

 1. Means all hours during which the employee is authorized or 

required, known or reasonably believed by the employer to be on duty on the employer’s 

premises or at a prescribed work place. 

 2. Includes all travel time, training and meeting time, wait time, on-

call time, preparatory and concluding time, after arriving at the workplace. 

 3. Includes all time worked regardless of whether it is a full hour or 

less. 

F. Actual time or “Hours worked” does not include; 

 1. The thirty (30) minute lunch break 

 2. Any breaks after two (2) per day 

 3. Any absences for personal reasons 

 4. Leaving work early 

  

Section 9.08.050 Personal relationships in the workplace. 

 It is not the District’s desire to discourage friendship among employees, however, 
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it is recognized that certain personal relationships between supervisors and their 

subordinates could lead to actual or perceived conflict of interest, favoritism or sexual 

harassment.  The purpose of this policy is to protect employees from coercive or hostile 

relationships that may damage morale and reduce productivity because of bias, 

favoritism, or harassment. 

 A. Personal relationships are defined to include dating, cohabitation or any 

other relationship that could give rise to an actual or perceived conflict of interest or 

appearance of favoritism. 

 B. A supervisor should not be involved in a personal relationship with a 

subordinate.  Supervisors who have dated or are dating another employee should not 

supervise or evaluate that employee. 

 C. If an employee is hired, promoted, transferred or otherwise changed into a 

position that would violate this policy, the situation should be immediately reported to the 

Executive Director, who will discuss the District’s concerns with the couple.  
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     Chapter 9.09 

 

     SAFETY 

 

Sections: 

9.09.010 Policy. 

 

Section 9.09.010 Policy. 

 The Uintah Animal Control and Shelter Special Service District and its employees 

will make all necessary efforts to implement and maintain the highest level of safety and 

health practices throughout all departments and in accordance with adopted safety 

manuals of the District.  Employees are responsible for the safety and protection of other 

fellow workers and must perform duties carefully.  

 Employees will report immediately to the Department Head any equipment 

needing repair, including any tag out of any equipment,  any area needing lighting, or any 

condition in the District which is likely to cause health problems or accidents. Repairs 

should be made only with the approval of the Department Head or Executive Director or 

the District Board. Should an employee have an accident, it must be reported 

immediately to the employee’s supervisor and in accordance with Chapter 9.02 of these 

policies and procedures. 



Personnel 

919 
 

Chapter 9.10 

PAY ADVANCES 

Sections: 

9.10.010 Policy. 

 

Section 9.10.010 Policy. 

 Occasionally, a situation will arise when an employee will need to get an advance 

on his pay.  The Uintah Animal Control and Shelter Special Service District’s policies 

regarding payroll advances are as follows: 

 A.   No advance of pay can be granted to an employee unless he has actually 

earned the amount of money requested or has accrued annual leave from which pay 

advance can be taken.  No advance will be given for wages which an employee has not 

yet earned. 

 B. Payroll advances will be given only when absolutely necessary. 

 C.   Requests for payroll advances must be in writing and addressed to the 

Department Head for approval.  Said request must indicate the amount requested, when 

the advance is needed and the circumstances why the employee feels he must receive the 

advance.  After receiving approval from the Department Head, the pay advance must be 

approved by the Executive Director. 

 D.  Requests for payroll advances will be considered, approved or denied based 

on the facts of each individual case.   
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Chapter 9.11 

(Added 03/20/15 by Resolution No. 2015-06) 

WORKPLACE PRIVACY 

Sections: 

9.11.010 Purpose 

9.11.020 Workplace search 

9.11.030 Recording conversations and telephone calls 

9.11.040 GPS tracking devices 

 

Section 9.11.010 Purpose. 

 The Uintah Animal Control and Shelter Special Service District is committed to 

safeguarding and providing for the security and integrity of District employees, as well as 

the security of the District itself and its property and facilities. From time to time the 

District may find it necessary to take steps to preserve the security and integrity of the 

District. 

 Section 9.11.020 Workplace search. 

 The District reserves the right to search, with or without notice and at any time, 

any desk file, computer file, e-mail, telephone voice mail, locker, automobile, cabinet, 

office cubicle, or other container or property provided to employees by the District and 

owned by the District, regardless of whether the device or property is secured with a 

personal or District issued lock, combination, or password. Employees should not bring 

anything to the workplace that they would not be willing to have disclosed or found in a 

search. 

Section 9.11.030 Recording conversations and telephone calls. 

 Utah is considered to be a “one-party consent State”, and as such the District 

allows that at least one-party on the recorded call or conversation knows that the call or 

conversation is being recorded. It is illegal to record a conversation or call to which you 

are not a party. 

Section 9.11.040 GPS tracking devices. 

 With or without notice to its employees, the District reserves the right to install 

GPS (global positioning system) tracking systems in any and all of its vehicles or other 

property at any time. 
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Title 10 

SEXUAL/ GENDER BASED HARASSMENT 

Chapters: 

10.01 SEXUAL / GENDER BASED HARASSMENT 
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Chapter 10.01 

SEXUAL / GENDER BASED HARASSMENT 

Sections: 

10.01.010 Policy. 

10.01.020 Defined. 

10.01.030 Regulation. 

10.01.040 Filing complaints. 

10.01.050 Maintaining Complaint Files 

10.01.060 Victim protection. 

10.01.070 Training.  

 

Section 10.01.010 Policy. 

 All employees of the Uintah Animal Control and Shelter Special Service District 

must be allowed to work in an environment free from sexual / gender based harassment, 

and all individuals making application for employment with the District must be allowed 

to do so in an environment free from sexual / gender based harassment.  Sexual / gender 

based harassment is an unlawful activity which violates all employment principles and is 

prohibited as a form of sex discrimination under Title 7 of the Civil Rights Act.  It is 

unacceptable work-related behavior and is a violation of the Standards of Conduct of the 

District.  All employees of the District are obligated to report any suspected harassment 

in the workplace to the Executive Director.  

 

Section 10.01.020 Defined. 

 Sexual/gender based harassment is defined as unwanted or unwelcome conduct or 

communication of a sexual nature or gender referenced which adversely affects a 

person’s employment relationship or working environment.  Sexual harassment includes 

the act of, request for, or threat of sexual relations or bodily conduct.  This may include 

verbal statements, actions, or behavior which are sexually or gender based degrading or 

demeaning to another person.  This conduct must have a negative effect on the person’s 

job, wages, chances for advancement, work duties, work environment, tenure, or 

conditions of employment.  Further, sexual / gender based harassment may include 

sexually oriented mannerisms, language, or behavior which may offend standards of 

good taste or proper behavior if they present a threat or clear implication of adversely 

affecting the employee’s employment opportunities or work environment.  This includes 

sexually oriented or gender based language, jokes, magazines, photographs, or other 

forms of communication which are sexually or gender based oriented.  

 

Section 10.01.030 Regulation. 

 An employee who engages in any type of activity construed as being sexual / 
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gender based harassment shall be subject to disciplinary action up to, and including 

termination of employment.  

 

Section 10.01.040 Filing complaints. 

 A. Step I - process - informal resolution.  Employees claiming to be the 

victims of sexual / gender based harassment may attempt to resolve the situation of 

perceived sexual / gender based harassment with the perpetrator on an informal basis. 

This would include speaking with the perpetrator of the action and requesting that he/she 

discontinue the activity that is perceived as sexual / gender based harassment or giving 

warning that future similar behavior will result in a formal complaint.  If the employee 

feels that a more formal action should be taken, he/she may initiate a complaint in the 

following manner: 

 B. Step II - complaint process. This notification may be: 

  1. Verbally, in person. 

  2. In writing. 

  3. Through a supervisor, verbally or in writing.  The victim may: 

   a. Ask the supervisor for assistance in determining what to  

    say and how to approach the offending employee. 

   b. Request the supervisor to accompany the victim when the  

    victim  gives the offending employee notice. 

   c. Ask the supervisor to give notice to the offending   

    employee, accompanied by the victim.  

   d. Ask the supervisor alone to provide notice to the offending  

    employee. 

 C. Step III - formal complaint process. 

  1. Employees who are experiencing an unwelcome or hostile work 

environment which is clearly offensive or who have been subjected to any sexual / gender 

based harassment and are seeking a more formal process for reporting and resolving the 

harassment, should address that unwelcome behavior / conduct through the Step III 

complaint process. 

  2. The Step III complaint process should be in writing and specify: 

   a. The identity of the victim. 

   b. The identity of the offending employee. 

   c. The offensive behavior that the employee engaged in  

    including dates and location.     

   d. The frequency of the offensive behavior. 

   e. Damage the victim suffered as a result of the offensive  

    behavior. 

  3. The victim will be allowed a reasonable amount of time during 

work to prepare a formal complaint. 

  4. The victim should submit this formal written complaint to the 
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Executive Director.  If the Executive Director is the employee engaging in the offensive 

behavior, the formal complaint should be submitted to the Chairperson of the District 

Board. 

  5. The Executive Director or the contracted Human Resource 

Manager shall issue a written response to the complainant acknowledging the complaint 

and providing notice that an investigation will commence.  The investigation will be done 

promptly, and every effort will be made to complete the investigation in no more than 

thirty (30) days.     

 D. False or bad faith claims.  False or bad faith claims regarding sexual 

harassment shall result in disciplinary action, up to and including termination, of 

employment of the accuser. 

 E. Notice to accused.  Employees accused of sexual harassment shall be 

entitled to receive notice of the potential charges, the complainant, and evidence relating 

to the  potential charges and the opportunity to respond before any disciplinary action 

may be taken.  

 

Section 10.01.050 Maintaining Complaint Files 

 A. Information related to any sexual / gender based harassment complaint, or 

resolution shall be maintained in separate and confidential sexual harassment complaint 

files.  This information shall not be placed or maintained in any employee’s personnel 

file. 

 B. Information contained in the sexual / gender based harassment complaint 

files shall be released only with written authorization of the victim and the contracted 

Human Resource Manager, or designee. 

 C. Participants in any sexual / gender based harassment proceeding / 

investigation shall treat all information related to that proceeding / investigation as 

confidential.  

 

Section 10.01.060 Victim protection. 

 A. Individual complaints, either verbal or written, are confidential. 

 B. Victims of alleged sexual / gender based harassment shall not be required 

to confront the accused outside of a formal proceeding. 

 C. The accused shall not contact the victim regarding the alleged harassment. 

 D. Retaliation or reprisals are prohibited against any employee who opposed 

a practice forbidden under this policy, or who has filed a charge, testified, assisted, or 

participated in any manner in an investigation, proceeding or hearing.  

  1. Any employee engaging in prohibited retaliatory activities shall be  

   subject to disciplinary action up to, and including, termination. 

  2. Retaliation is an additional and separate disciplinary offense. 

  3. Retaliation may consist of, but is not limited to, any of the   

   following: 

   a.  Open hostility or harassment. 
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   b.  Exclusion or ostracism. 

   c.  Special or more closely monitored attention to work   

       performance. 

   d. Assignment to demeaning duties not otherwise performed  

       during the regular course of the employee’s duties.   

 

Section 10.01.070 Training.  

 All employees, supervisors and management personnel shall receive training on 

the sexual / gender based harassment policy and complaint procedure at the time of hire 

and through on-going in-service training.
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Title 11 

HIRING PROCEDURES 

Chapters: 

11.01 HIRING FOR NEW AND VACANT POSITIONS 

11.04 EMPLOYMENT APPLICATIONS AND EXAMINATIONS 

11.05 ESTABLISHMENT OF REGISTERS 

11.06 CERTIFICATION OF ELIGIBLE CANDIDATES FROM REGISTERS 

11.08 APPOINTMENTS 

11.09 VACCINATIONS AND MEDICAL EXAMINATIONS 

 

(CHAPTERS 11.01 THRU 11.08 REVISED BY RESOLUTION NO. 2015-02 ON 

JANUARY 16, 2015)
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Chapter 11.01 

HIRING FOR NEW AND VACANT POSITIONS  

Sections: 

11.01.010 Hiring requests. 

11.01.020 Vacancies filled by promotion 

11.01.030 Outside Recruitment 

  

Section 11.01.010 Hiring requests. 

 When a position opens in a department, of the Uintah Animal Control and  

Shelter Special Service District, or a need arises to create a new position, the Department 

Head shall submit a Personnel Requisition form to the contracted Human Resource 

Office.  Notification of such request shall include the position title that is requested to be 

filled, number of vacancies to be filled and suggested date by which the vacancy should 

be filled.  

 

Section 11.01.020 Vacancies filled by promotion 

 The department heads shall provide, in all practical cases, that vacancies shall be 

filled by promotion on the basis of merit and qualification, thus enhancing the career 

service by providing upward mobility.  In any case, the Human Resource Office shall 

post all job openings where all District employees shall be made aware of the opportunity 

for promotion three (3) days before regular outside recruitment activities are commenced.   

 

Section 11.01.030 Outside Recruitment 

 The community and labor market shall become the object of a recruitment effort 

utilizing local print media, (e.g. newspapers), Social Media (e.g. Facebook), the State 

Workforce Services Website, and any other applicable media outlets, three days after in-

house recruitment efforts have been completed.  Outside recruitment efforts shall 

continue for a period of time to be determined by the Human Resource Office. In any 

event, the length of a recruitment period shall be adequate to permit skilled and qualified 

applicants to apply for the job opening.    
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Chapter 11.04 

EMPLOYMENT APPLICATIONS AND EXAMINATIONS 

Sections: 

11.04.010 Filing applications. 

11.04.020 Review of applications. 

11.04.030 Disqualification of applicants. 

11.04.040 Examinations. 

 

Section 11.04.010 Filing applications. 

 All applications for employment shall be made on forms prescribed by the 

contracted Human Resource Office.  They must be filed on or before the closing date 

specified in the job announcement or postmarked before midnight of that date.  Such 

applications shall include a statement from the applicant of all pertinent information 

regarding his/her training and experience, and in addition, the Uintah Animal control and 

Shelter Special Service District Human Resource Office may require certification of 

his/her physical fitness from one or more licensed physicians and any other information 

that may be deemed necessary. All applications shall be signed and dated by the 

applicant, and the truthfulness of such statements contained therein shall be considered to 

be certified by such signature.  Applications shall be kept on file for three months after 

submission to the Human Resource Office.  Applicants wishing to extend the life of an 

application for a longer period may do so upon written notification to the Human 

Resource Office.   

 

Section 11.04.020 Review of applications. 

 After the closing date for receiving applications for a job opening, the contracted 

Human Resource Office will then review all applications to see who does and who does 

not meet the minimum qualifications as specified in the job description.  All applicants 

who are eligible for further consideration shall then continue with the selection process as 

provided by the Human Resource Office.   

 

Section 11.04.030 Disqualification of applicants. 

 The contracted Human Resource Office may refuse to examine an applicant or, 

after examination, may disqualify such applicant or remove his/her name from a register 

or refuse to certify any eligible applicant on a register if: 

 A. He/she is found to lack any of the minimum requirements established for 

the examination of the class of position. 

 B.  He/she fails any drug testing requirement that is part of the qualifications 

for the job.  

 C.   He/she has made a false statement of material facts in his application, or 
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has practiced fraud or deception in his/her examination or in securing eligibility for 

employment. 

 D. He/she has directly or indirectly obtained information regarding 

examinations to which, as an applicant, he was not entitled. 

 E. He/she has failed to submit his application correctly or within the 

prescribed time limit. 

 F. He/she has taken part in the compilation, administration or correction of 

the examination.  

 G. Is physically or mentally unable to perform the essential duties and 

responsibilities of the position with reasonable accommodations (determined only after a 

conditional offer of employment, pending the results of a medical examination, has been 

extended to a job applicant.)  

 H. Has failed to obtain a passing score, if an examination is required.   

 A disqualified applicant shall be promptly notified of such action, and an 

applicant who is not admitted to an examination because of failure to meet preliminary 

requirements shall be notified, by letter, mailed to his/her last known address.  Such an 

applicant may appeal, in writing, to the Human Resource Office at any time prior to the 

date of the examination.   

 

Section 11.04.040 Examinations. 

 A.  Notice of Examination.  The contracted Human Resource Office shall give 

announcement of examinations at least five (5) days in advance of establishing a register 

and certifying there from.  Examinations may include, but shall not be limited to, written, 

practical, medical examinations, psychological examinations and oral interview 

examinations.  For classes of positions for which recruitment is difficult, the Human 

Resource Office shall in cooperation with the department in which the vacancy exists.  

make every responsible effort to attract qualified persons to compete in these 

examinations, by advertising the job opening in the local print media (e.g. newspapers), 

Social Media (e.g. Facebook), the State Workforce Services Website, and any other 

applicable media outlets.   

 B.  Character of Examinations.  Examinations for employment with the 

Uintah Animal Control and Shelter Special Service District shall be conducted on an 

open competitive basis.  Examinations shall be practical and realistic in nature, shall be 

so constructed as to reveal the capacity of the applicant for the particular position for 

which he/she is competing, as well as his/her general background and related knowledge, 

and shall be rated objectively. 

 The District Human Resource Office shall determine the factors necessary to 

develop an examination and shall assign definite weights to such factors or sub-factors 

prior to public announcement of the examination.  The Human Resource Office shall 

make all examinations realistic and job-related to acquire the best qualified personnel to 

fill positions for District employment. 

 C.  Conduct of Examinations.  Tests may be conducted wherever necessary for 

the proper administration.  The  Human Resource Office  may designate such proctors as 
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may be necessary to conduct examinations under instructions prescribed by him or her 

and may also arrange for the use of buildings in which to conduct examinations. 

 D.  Rating Examinations.  The Human Resource Office shall determine a final 

score for each applicant taking an examination computed in accordance with applicable 

weights for the several parts as set forth in the announcement.  Failure in any factor or 

sub-factor of examinations as set forth in the announcement shall disqualify him or her 

from participating in subsequent factors or sub-factors of the examination.  All applicants 

for the same position shall be accorded uniform and equal treatment in all phases of the 

examination procedure. 

 E.   Training and Experience. If training and experience comprise a factor of 

the total examination, the Human Resource Office shall determine a procedure for the 

evaluation of the training and experience qualifications of the various applicants based on 

employment applications and resumes received from the applicant.  The formula used in 

the appraisal shall give due regard to the recency, quality as well as quantity of 

experience, and to the pertinence of the training. 

 F.  Veterans’ Preference. Veterans’ examination scores will be computed in the 

same manner as for any other applicant.  No additional points will be added to the 

examination scores of either veterans or disabled veterans.  If, in the final analysis, a 

veteran and a non-veteran come out equal in the combination of examination scores, the 

veteran will be given preference for hiring and appointment to the open position. 

 G.  Background Investigations.  Before rating the training and experience or prior 

certification from the register, the Human Resource Office may investigate the 

applicant’s training and experience to verify the statements contained in his/her 

application form and will require evidence regarding his/her character and fitness. If this 

investigation procures information affecting the rating of training and experience, the 

Human Resource Office shall rate or re-rate the applicant’s record accordingly, make the 

necessary adjustments in the register and promptly notify the applicant of such re-rating. 

 H.  Oral Examinations.  If the contracted Human Resource Office decides an 

oral examination is necessary for screening of applicants, then an oral board will be 

assembled accordingly.  The oral examination board shall consist of three or more 

members appointed by the Human Resource Office, in cooperation with the Department 

Head. The board may include one member from the department to which the worker is 

applying, one Uintah Animal Control and Shelter Special Service District Board member, 

and one member-at-large who occupies a position similar to that being filled.  These 

members shall be technically familiar with the nature of the work and the position for 

which the applicant will be examined.  If at all possible, all applicants qualifying for the 

oral examination for the same position shall be rated by the same oral examination board. 

 I.   Medical Examinations.   

  1. Medical examinations shall be considered as part of the selection 

process for the following positions of the District.  

   a. Animal control officers.   

 All employees listed above shall successfully pass the medical examination 

prescribed by the District and conducted by a physician selected by the District.  Medical 

examinations shall be paid for by the District.   
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 J. Notice of Examination Results.  Each applicant passing all factors of the 

examination shall be notified by mail by the Human Resource Department of his/her final 

rating on the register as soon as the rating of the examination has been completed and a 

register established.  An applicant who fails the examination shall be notified by mail of 

such failure.  Applicants will be permitted to take any one examination no more than 

once in a six-month period.  Examination scores will remain valid no longer than a six-

month period. 

 K. Examination Records. The contracted Human Resource Office shall be 

responsible for the maintenance of all records pertinent to the examination program.  

Applications and other necessary examination information shall be kept during the life of 

the register.  Examination records of appointed employees shall be kept permanently, but 

examination records of other applicants not appointed may be destroyed in accordance 

with the Utah State statutes pertaining to records retention.  All notices of change of 

address shall be filed by applicants and eligible with the Human Resource Department. 

 L. Examination Announcements.  When a register is exhausted or is not 

sufficiently adequate to make proper certification, the District Human Resource Office 

shall determine whether there is a need to establish a new register and all current 

applicants shall be so notified.    Changes to a completed application already on file in the 

District contracted Human Resource Department may be made by an employee or 

another applicant for a position in a current examining program. 

 M. Tests in keyboarding. Scores in keyboarding for open competitive 

examinations may be recognized for a period not to exceed six months from the date of 

the test.  The District Human Resource Office may recognize certificates of proficiency 

which have been issued by reputable schools, businesses or employment agencies as long 

as they are current within the six month time period.   
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     Chapter 11.05 

ESTABLISHMENT OF REGISTERS 

Sections: 

11.05.010 Human Resource Office to establish and maintain. 

11.05.020 Preparation. 

11.05.030 Duration. 

11.05.040 Removal of names from registers. 

11.05.050 Reappointment register. 

 

Section 11.05.010 Human Resource department to establish and maintain. 

 It shall be the duty of the Department Head of each department to notify the 

contracted Human Resource Office as far in advance as possible of vacancies which may 

occur in the department. The Human Resource Office shall be responsible for 

determining the adequacy of existing registers for all positions.  

 

Section 11.05.020 Preparation. 

 At the completion of testing, the Uintah Animal Control and Shelter Special 

Service District Human Resource Office shall prepare the registers beginning with the job 

candidate who has received the highest cumulative score for the job examination.  The 

final rating given each individual shall be his/her final rating throughout the life of the 

register. If two or more eligible have identical final ratings, the names shall be arranged 

on the original register in alphabetical order by last name. 

 For those classes of positions for which the Human Resource Office has 

announced continuous receipt of applications and examinations whenever practical, the 

names of contestants who have passed the examination shall be inserted, according to 

their final ratings, into appropriate places in the last previously established register for the 

class of position.  

 

Section 11.05.030 Duration. 

 Eligible registers shall automatically expire no later than three months after the 

date established, unless there is good reason established by the contracted Human 

Resource Office why this time allotment should be extended. 

 At any time during an effective term of an eligible register, the Human Resource 

Office may add thereto names of new eligible qualified by the giving of another 

examination providing that all elements of the examination are equal to the previous 

examination given.  These new names shall be added and merged with the existing list in 

order of final ratings of those added and those already on the list. 

 Whenever a register is exhausted or replaced, the Human Resource Office shall 

notify, in writing, each District department and each eligible on the register at his/her last 

known address.   
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Section 11.05.040 Removal of names from registers. 

 The District Human Resource Office may remove the name of any eligible from a 

register for the following reasons: 

 A. For any of the causes shown under “Disqualification of Applicants” in  

 B. Evidence that the applicant cannot be located by postal authorities. 

 C. On receipt of a statement from the eligible declining an appointment, 

stating that he/she no longer desires consideration for a position with the department. 

 D. If an offer of appointment to the position for which the register was 

established has been declined by the eligible. 

The District Human Resource Office shall notify the eligible by first class mail to his/her 

last known address of this action and the reasons therefore.  

 

Section 11.05.050 Reappointment register. 

 The contracted Human Resource Office shall maintain a reappointment register of 

former full-time, part-time, and limited hourly employees who terminated in good 

standing.  The reappointment register shall be maintained by the Human Resource 

Department and shall show the name, address, telephone number, department and title of 

the last position held by the former employee.  Such former employee shall be 

considered, prior to any considerations given to other hiring registers of the District, for 

appointment to any position for which he/she has asked to be considered and is qualified.  

Persons whose names appear on this register shall be those District employees who were 

separated for reasons other than cause. 

 If an employee who has terminated employment with the District in good standing 

desires to be included on the reappointment register, he/she shall submit a written request 

for such inclusion with the Human Resource Department within thirty 30 days after 

termination. 

Names of former employees who appear on the reappointment register shall be 

considered for reappointment according to the following preference: 

 A. For available full-time regular positions:            

  1. First considered - full -time regular employees 

  2. Second considered - part-time or limited hourly employees 

 B. For available part-time positions, equal consideration. 

Former employees on the reappointment register shall remain on such register for a 

period not to exceed one year from the date of termination.  
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Chapter 11.06 

CERTIFICATION OF ELIGIBLE CANDIDATES FROM REGISTERS 

Sections: 

11.06.010 Requests for certification. 

11.06.020 Certification method and certification from register. 

11.06.030 Review by appointing authority. 

 

Section 11.06.010 Requests for certification. 

 If a vacancy occurs in any position in any Uintah Animal Control and Shelter 

Special Service District department, or if new positions are established and employees 

are needed to fill those positions, a written request may be submitted by the Department 

Head to the contracted Human Resource Office upon the prescribed form. This request 

shall state the number of positions to be filled in each class, identify class title and other 

pertinent information.   

 

Section 11.06.020 Certification method and certification from register. 

 Upon receipt of an approved requisition, the Human Resource Office shall certify 

and submit in writing to the Department Head the names of available persons from the 

most current eligible registers.  If one position is involved, the Human Resource Office 

shall certify and submit the top five (5) names from the certified register established as a 

result of the examination process for that class of position.  If more than one position is to 

be filled, the District Human Resource Office shall, for each position to be filled, certify 

and submit from each of the above described registers a total number of names equal to 

five (5) times the number of positions to be filled. 

 The certification shall include for each individual on the certification his/her 

name, address, telephone number and final grade from the examination process for the 

register from which certification was made.  All persons having the same final grade as 

the fifth person available shall be certified.  If the most appropriate register to be used 

contains fewer than five (5) candidates for hiring, a new register may be established if so 

requested by the department head.  The remaining names on the current register shall be 

transferred to a newly established register based on current testing results, providing that 

all elements of the testing process for the new register are the same as the previous testing 

process.  

 

Section 11.06.030 Review by appointing authority. 

 The department head shall consider for employment with the Uintah Animal 

Control and Shelter Special Service District any of the five (5) eligible which appear on 

the certified list provided by the Human Resource Department.  Furthermore, the 

department head may wish to interview any or all of the five eligible submitted by the   

Department in order to gain a more complete assessment of the eligible.  An eligible 

candidate who accepts an appointment shall, by such acceptance, authorize his/her name 
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to be removed from any District register on which his/her name appears.  An eligible 

candidate may be considered not available by the Human Resource Office if he/she fails 

to reply to a written inquiry to his/her last known address within five working days of the 

mailing of such inquiry or within 48 hours after transmission of such inquiry by 

telephone or electronic fax to the candidate.  
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Chapter 11.08 

APPOINTMENTS 

Sections: 

11.08.010 Procedure. 

11.08.020 Administrative review. 

11.08.030 Declining employment. 

11.08.060 Appointments for Classified positions. 

 

Section 11.08.010 Procedure. 

 All appointments to permanent full-time or permanent part-time positions 

with the Uintah Animal Control and Shelter Special Service District shall be made 

through a request for eligible candidates in accordance with these regulations.  Selection 

shall be made for each position from the five (5) highest available names from the 

register submitted by the District contracted Human Resource Office, exclusive of the 

names of those persons who failed to answer or declined appointment or of those persons 

to whom the Department Head offers an objection in writing based on the reasons for 

disqualification of applicants for examination when such objection is sustained by the  

Human Resource Office. All persons having exactly the same final grade as the fifth 

available person on the register shall be given consideration for appointment as if they 

were the highest five available names.  

 

Section 11.08.020 Administrative review. 

 In selecting persons from those certified, the  Department Head shall be 

permitted to examine copies of applications of those certified and all available 

information pertaining to them on file with the Human Resource Department.  Final 

selection, reports of interview, unavailability of applicants and notification to eligible 

shall be reported in writing by the Department Head to the Human Resource Department.   

 

Section 11.08.030 Declining employment. 

 If the eligible candidate selected declines the appointment, evidence of 

declination and other such data shall be transmitted to the Human Resource Office for 

permanent recording.  An individual may be considered by the Department Head to have 

declined appointment if he/she fails to reply within five (5) days after the transmission by 

mail of a written inquiry or within 48 hours after the transmission of a telephone or 

electronic fax inquiry.  If an eligible accepts an appointment and fails to present him/her 

self for duty at the time and place specified without giving reasons for the delay 

satisfactory to the Department Head, he/she shall be deemed to have declined 

appointment and his/her name shall be removed from the appropriate register.   
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Section 11.08.060 Appointments for Classified positions. 

 Appointments for classified positions can be made from registers for other 

classified positions where minimum requirements of the position to be filled are met by 

the position for which a current register exists.   
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Chapter 11.09 

VACCINATIONS AND MEDICAL EXAMINATIONS 

Sections: 

11.09.010 Vaccinations.  

11.09.015 Purpose 

11.09.016 Pre-Exposure Rabies Vaccination Series 

11.09.020 Medical examinations. 

(Revised September 4, 2008, Resolution No. 2008-07) 

(Revised July 18, 2014, Resolution No. 2014-13) 

 

Section 11.09.010 Vaccinations.  

 All employees of the Uintah Animal Control and Shelter Special Service District, 

who upon acceptance of employment with the District will be offered the following 

vaccinations at the expense of the District, Such vaccinations shall include but are not 

limited to; Hepatitis A and B,  Tetanus, Annual Flu, Pertussis (Whooping Cough) and the 

Pre-Exposure Rabies Vaccination Series.  

 In the Event the employee chooses not to receive any or all vaccinations offered, 

or it is shown and substantiated by the employee that the employee’s health will be 

jeopardized if the vaccination is administered, then the employee must sign a vaccination 

waiver provided by the District. 

 

Section 11.09.015 Purpose 

 The purpose of this policy is to protect District personnel who regularly come into 

contact with diseases and other on the job hazards. 

 

Section 11.09.016 Pre-Exposure Rabies Vaccination series. 

 This practice is based on the current guidelines for worker safety in animal 

shelters and animal control, and the recommendations of the Immunization Practices 

Advisory Committee (ACIP) of the Center for Disease Control and Prevention (CDC). 

 (1) It may provide protection against unknown exposure to the rabies virus. 

 (2) The vaccination provides protection in the event that post-exposure 

therapy is delayed. 

 (3) The pre-exposure vaccination simplifies post-exposure therapy by 

eliminating the need for Human Rabies Immune Globulin (HRIG) and by decreasing the 

required number of doses of vaccine. 
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 A.  The District shall have a medical or health facility complete the following: 

  1.  Testing of antibody levels after the initial vaccination series. 

  2.  Provide subsequent booster vaccinations as needed after an employee 

has completed the initial series based on CDC guidelines and individual antibody testing. 

   

Section 11.09.020 Medical examinations. 

 A. Pre-employment.  Upon acceptance of employment with the District the 

following employees shall be required to submit to and successfully complete a medical 

examination at the expense of the District and performed by a licensed physician selected 

by the District. 

  1. Animal Control officers. 

(Revised September 4, 2008 by Resolution No. 2008-07) 
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Title 12 

PROMOTION, DEMOTION, TRANSFERS, RECLASSIFICATION & 

DISCIPLINE 

Chapters: 

12.01 PROMOTIONS 

12.02 DEMOTIONS 

12.03 TRANSFERS 

12.04 RECLASSIFICATION 

12.05 DISCIPLINE 

12.06 APPEAL PROCEDURES 

 

(Revised 1/16/15 by Resolution No.2015-01)



Personnel 

1201 
 

Chapter 12.01 

PROMOTIONS 

Sections: 

12.01.010 Policy. 

 

Section 12.01.010 Policy. 

 A.  Method of Making Promotions - In order that all current qualified 

employees of the Uintah Animal Control and Shelter Special Service District may be 

given proper consideration when a vacancy in a job exists, the contracted Human 

Resource Office shall post notice of such job vacancies on the bulletin boards of the 

District Animal Shelter. Such notice shall contain the vacant job title, pay range and 

requirements of said job.  This notice shall remain posted for three (3) working days prior 

to any other formal recruiting activity, during which time employees may, in writing, 

apply to the Human Resource Office to fill such vacancy.  The Human Resource Office 

shall review the applicant’s personnel folder and pertinent information in determining 

that the employee meets or exceeds minimum requirements for the job.   

 B.   Selection of Applicants -   The method of testing and review of each 

applicant shall be the responsibility of the Human Resource Office in coordination with 

the Department Heads.  All examinations and application reviews shall be impartial, fair 

and practical, and designed to test the relative qualifications and fitness of applicants to 

discharge duties of the particular position which they seek to fill. The Human Resource 

Office shall develop a promotional register, including the applicants’ names and their 

ratings as determined by the results of said testing.  The top five (5) names shall be 

referred to the Department Head for final selection.  The promotional register shall be 

exhausted immediately after the promotion has been made.  If a complete register with a 

minimum of five (5) names cannot be provided to the Department Head, the Department 

Head may request that an outside recruitment process be commenced. 

Test results of applicants testing for promotional opportunities shall remain valid for a 

period of six (6) months, after which time the applicant will be required to retest.  

Applicants will not be allowed to retake promotional examinations within that same six-

month period. 

 C. Education and Experience - In rating an employee’s education and 

experience to determine if he/she meets the minimum qualifications for a position, the 

Human Resource Office shall take into consideration the employee’s experience within a 

District Department, when it is specifically related to the duties of the position for which 

he/she is being considered. 

 D. Priority Applicants - Permanent full-time and part-time employees who 

apply from within the department for promotions shall be given priority consideration if 

they meet the minimum qualifications. 

 E. Pay Increase Upon Promotion - A successful applicant for promotion shall 

receive an increase in wage or salary computed by allowing an increase for each salary 

range advanced to.   
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 F. Unsuccessful Promotion - Should an employee fail to meet the 

requirements of probation, the employee may: 

  1. Return to the previous position held if such position is available 

and the employee is in good standing with the department from which he was promoted. 

  2. Be placed in a position of similar classification to the one held 

prior to the promotion if such position is available. 
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Chapter 12.02 

DEMOTIONS 

Sections: 

12.02.010 Policy. 

 

Section 12.02.010 Policy. 

 In accordance with Chapter 12.05, Discipline, an employee of the Uintah Animal 

Control and Shelter Special Service District may be demoted for inefficiency or other 

cause justifying disciplining action.  The Department Head shall request the contracted 

Human Resource Office to certify that the employee meets the minimum qualifications 

for the new position. The performance evaluation date of a demoted employee shall not 

change. 

 Employees who move to positions of a lower grade shall receive a decrease in pay 

rate computed by calculating the percentage of decrease from the grade previously held 

by the employee to his/her new grade.   
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Chapter 12.03 

TRANSFERS 

Sections: 

12.03.010 Lateral transfer policy. 

 

Section 12.03.010 Lateral transfer policy. 

 A transfer shall occur when an employee is transferred from one job to another 

within the Uintah Animal Control and Shelter Special Service District and within the 

same grade.  An employee may be transferred to another position for reason of training, 

shortage of funds, department reorganization, or position vacancy.  A transferred 

employee shall be on probation for a period not to exceed six (6) months.  However, the 

employee’s performance evaluation date shall not change.  No change in wage or salary 

shall be made for employees who make lateral transfers.  



Personnel 

1205 
 

Chapter 12.04 

RECLASSIFICATION 

Sections: 

12.04.010 Policy. 

12.04.020 Temporary reassignment. 

 

Section 12.04.010 Policy. 

A Department Head may, upon his/her own initiative or at the request of an 

employee of the Uintah Animal Control and Shelter Special Service District, request that 

a specific job be reviewed by the Human Resource Office  in order to assess whether a 

reclassification of the job is in order.  The contracted Human Resource Office, after once 

again reviewing job requirements and duties, shall review the job for reclassification.  If, 

in the judgment of the Human Resource Office, the reassessment of the job classification 

justifies reclassification, such job shall only be reclassified to the new pay grade after 

approval of the District Board. 

If  a reclassification effort of the Human Resource Office justified a lowering of 

the pay grade for the position, the employee shall receive no more than a 5% reduction in 

pay pursuant to the reclassification.   

 

Section 12.04.020 Temporary reassignment. 

In case an employee is temporarily assigned to perform the function of a position 

of higher grade or pay, it is not necessary that he/she meet the minimum requirements of 

the position, so long as he/she does not serve longer than six (6) months before either 

qualifying for such a position of higher grade or pay and is regularly promoted under 

provisions of these regulations, or the position is filled in compliance with these 

regulations.                                           
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Chapter 12.05 

DISCIPLINE 

Sections: 

12.05.010 Policy. 

12.05.020 Reserved 

12.05.030 Causes for Disciplinary Action. 

12.05.040 Legal and management review required for formal disciplinary 

action.  

12.05.050 Pre-disciplinary hearing with employee.  

12.05.060 Notice of disciplinary action.  

12.05.065 Types of disciplinary action. 

12.05.066 Suspension limitation. 

12.05.070 Reduction in pay in the same grade. 

 

Section 12.05.010 Policy. 

 A. It is the policy of the Uintah Animal Control and Shelter Special Service 

District that management will inform its employees about what is expected at work, what 

constitutes employee misconduct, what management and the employee may do to correct 

any misconduct, and what the employee’s rights are if disciplined. 

B. It is the responsibility of all employees to observe rules of conduct 

necessary for the proper operation of the District.  Administrative procedures have 

been established for the handling of disciplinary measures when required.  All 

such measures shall follow the presentation of charges to the employee.  

 C. Disciplinary action, up to and including termination, may be imposed for 

misconduct. 

 D. Written documentation concerning employee disciplinary action imposed 

will become part of an employee’s personnel record.  

 

Section 12.05..020 Reserved 

 

Section 12.05.030 Causes for Disciplinary Action. 

An employee holding any position with the District may be placed on 

probationary status, transferred, demoted, reduced in pay, suspended with or without pay, 

or terminated, for any of the following reasons including, but are not limited to the 

following: 

 A. A violation of any of the District Personnel policies and procedures as 

adopted by resolution of the Uintah Animal Control and Shelter Special Service District 

Board; 

B.  Neglect of duty; 

 C. Refusal to obey a reasonable order by any supervisor, either written or 

verbal; 

 D. Inefficiency or inability to satisfactorily perform assigned duties; 

E.  An act hostile to public service; 
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 F.  Falsification or unauthorized alteration of District records; 

 G, Falsification of employment application; 

 H. Knowingly marking the time sheet of another employee, authorizing one’s 

time sheet to be marked by an unauthorized employee, or unauthorized alteration of a 

time sheet. 

 I. Carelessness which affects the safety of personnel; 

 J. Threatening, intimidating, coercing or interfering with fellow employees 

on the job, or the public. 

K.  Theft or removal from the work area or premise without proper authorization 

of any District property or that of any employee.    

 L. Gambling or engaging a lottery at any District work area. 

 M. Misusing, destroying or damaging any District property or the property of 

any employee.     N. Deliberately restricting output. 

 O. Possessing or consuming any alcoholic beverage or unlawfully 

manufacturing, distributing, dispensing, possessing or using a controlled substance in the 

workplace of the District. 

 P. Intoxication, or being under the influence of alcohol or prohibitive drugs 

during work hours or in the workplace of the District. 

 Q. Immoral conduct or indecency affecting job performance or job 

effectiveness. 

 R. Sleeping on the job during work hours. 

 S.  Engaging in conduct that negatively impacts the employee’s ability to 

perform essential functions of his job. 

T.  Using, threatening or attempting to use personal or political influence in an 

effort to secure special consideration as a District employee. 

 U. Failure to report to work without notification to the Department Head 

unless it is impossible to give such notice. 

 V. Involvement in a vehicular accident involving a District vehicle, where 

negligence has been demonstrated by the employee. 

 W. Act of dishonesty related to job performance. 

 X. Misuse of disposed surplus property. 

 Y. Sexual harassment of employees. 

 Z. Using profane language. 

 AA. Displaying insubordinate behavior. 

 BB. Any other misconduct. 

 CC.   Possession of firearms, weapons or explosives on District owned property 

or at the work location without supervisory authorization. 

 DD.   Employment discrimination. 

 EE.  Violation of traffic laws while operating a District vehicle. 

 FF. Violation of the Information Technology Resources provisions of these 

policies and procedures.                                                             
 

Section 12.05.040 Legal and management review required for formal 

disciplinary action.  

 A. Whenever any Department Head, or his/her designee, feels there is a need 

for formal disciplinary action to be taken against a District employee, that Department 

Head must contact the Executive Director’s office prior to the pre-disciplinary hearing 
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with the employee and prior to taking any other action.   

 B. A meeting will be held with the Department Head and appropriate 

members of his / her department to discuss the action of the employee and the proposed 

disciplinary action to be taken in response.  

 C. Excepting for oral warnings or written reprimands, the Executive Director 

shall approve all other disciplinary actions of any employee as provided in Section 

12.05.010and 12.05.060 of this Chapter.  
 

Section 12.05.050 Pre-disciplinary hearing with employee.  

Whenever formal disciplinary measures are anticipated, excepting placement of 

the employee on probationary status, a pre-disciplinary hearing must be held prior to 

imposing disciplinary action. 

 A. The employee shall be given prior notice of the hearing along with an 

explanation of charges, evidence, allegations, and reasons for considering disciplinary 

action and, where termination is being considered, notice that such a measure is being 

considered.  The employee shall be advised that he or she will be given an opportunity to 

respond and may bring any evidence or witnesses to the hearing which the employee 

believes are relevant to the hearing.  The employee shall be given reasonable time to 

prepare for the hearing. 

 B. The hearing shall be conducted by the Executive Director or his/her 

designee, and shall be held for the purpose of allowing the employee to examine the 

reasons for discipline and present any information or evidence the employee believes is 

relevant to the decision. 

 C. The following items should be accomplished at the hearing: 

1. Charges, evidence, allegations or reasons shall be given orally or in 

writing to the employee by the Department Head or other appointing authority. 

2. The employee shall be given a full opportunity to respond and give an 

explanation of the evidence against him or her to the Executive Director, verbally or 

in writing, or both. 

 D. The District will maintain a written record of the conduct of the hearing. 

 E. A decision as to the disciplinary action to be taken, if any, shall be made 

by the Executive Director or his/her designee, and the employee shall be notified in 

writing within twenty (20) working days after the hearing.  If formal disciplinary action is 

imposed, the Executive Director or his designee shall provide the employee written 

notice of disciplinary action along with a written explanation of any employee rights for 

an appeal.    
 

Section 12.05.060 Notice of disciplinary action.  

The notice of disciplinary action is required when imposing formal discipline.  It 

must be in writing, signed by the Executive Director, addressed to the employee against 

whom the disciplinary action is taken, and must advise the employee of the cause for and 

the disciplinary action taken, the effective date thereof, and the employee’s rights for an 

appeal, if applicable.  

On or before the date of disciplinary action, the department head, or his/her designee 

shall send a copy of the notice of disciplinary action to the Human Resource Office to be 

placed in the employee’s personnel file.  If the employee refuses to sign the form, the 
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department head, or designee, will so state.  
 

Section 12.05.065 Types of disciplinary action. 

 A. Informal disciplinary procedures can include the following:  

  1. Oral warning.  Whenever grounds for disciplinary action exist, and 

the department head determines that more severe action is not immediately necessary, the 

deficiency demonstrated may be orally communicated to the employee.  

  a. A memorandum of the date and content of the oral warning shall 

be written by the department head, or designee.   

  b. This memorandum shall be placed in a separate verbal warning 

folder in the Human Resource Office and is not part of the employee’s personnel file.  

  2. Written reprimand.  The department head, or designee, may 

reprimand employees for employment performance related reasons.   

  a. The department head, or designee, shall furnish the employee with 

an employee written reprimand notification setting for the reasons.  

  b. A copy of the employee written reprimand notification, signed by 

the department head, or designee, and the employee, shall be sent to the Human Resource 

Office and be placed in the employee’s personnel file.  If the employee refuses to sign the 

form, the department head, or designee, will so state.  

 B. Formal disciplinary procedures can include the following: 

  1. Placement on probation.  The department head, or his/her designee, 

after approval of the Executive Director, may place an employee on a disciplinary 

probation status for a time period not to exceed a six (6) month period. 

  2. Suspension.  The department head, or designee, after consultation 

with the Executive Director, and in accordance with the provisions of this Chapter 

pertaining to formal disciplinary procedures, may suspend employees with or without 

pay.  

  3. Demotion or reduction in pay in the same grade.  If in the best 

interest of both the employee and the District, the department head, or designee, after 

consultation with the Executive Director and in accordance with the provisions of this 

Chapter pertaining to formal disciplinary procedures, may demote or reduce in the same 

grade, employees for employment performance related reasons.  

  4. Transfer which may result in reduction in pay.  If in the best 

interest of both the employee and the District, the department head, or designee, after 

consultation with the Executive Director, and in accordance with the provisions of this 

Chapter pertaining to formal disciplinary procedures, may transfer employees, except a 

probationary employee, by furnishing the employee with written employee transfer 

notification.   

  5. Termination.  The department head, or designee, after consultation 

with the Executive Director, and in accordance with the provisions of this Chapter 

pertaining to formal disciplinary procedures, may request to terminate an employee. Only 

the Executive Director may approve the termination of an employee.  

 

Section 12.05.066 Suspension limitation. 

No employee may be suspended, with or without pay, for more than ten (10) 

working days at one time.  
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Section 12.05.070 Reduction in pay in the same grade. 

Reduction of an employee’s pay in the same grade, for disciplinary action shall 

not exceed a 5% reduction in pay.  
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Chapter 12.06 

APPEAL PROCEDURES 

Sections: 

12.06.010 Right of appeal. 

12.06.020 Appeal Board. 

 

Section 12.06.010 Right of appeal. 

Any employee of the Uintah Animal Control and Shelter Special Service District, 

excepting the Executive Director, any department head, newly hired probationary 

employee or part-time employee, shall have the right to appeal to the District Board any 

disciplinary actions involving dismissal, demotion, reduction in pay, suspension, or 

transfer to a position with less remuneration; however, only one hearing before the  

District Board shall be allowed as to any one disciplinary action.  
 

Section 12.06.020 Appeal Board. 

The appeal procedure shall be in accordance with UCA §10-3-1106 with the 

District Board serving as the appeals board.   
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Title 13 

RESERVED
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Title 14 

SEPARATION FROM SERVICE 

Chapters: 

14.01 RESIGNATIONS 

14.02 LAYOFFS 

14.03 TERMINATION 
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Chapter 14.01 

RESIGNATIONS 

Sections: 

14.01.010 Policy. 

(Revised 03/20/15 by Resolution No. 2015-08) 

 

Section 14.01.010 Policy. 

An employee of the Uintah Animal Control and Shelter Special Service District 

who resigns shall present the reasons therefore in writing.  A copy of the resignation shall 

be forwarded to and recorded by the employee’s Department Head.  A copy of the 

resignation shall be filed promptly with the District contracted Human Resource Office. 

A personnel action form for resignation shall commence promptly.  Before the final day 

of termination, an exit interview shall be held by the Human Resource Office with the 

resigning employee.  To resign in good standing, an hourly employee must give two 

weeks’ notice and a salaried employee must give 30 days’ written notice of their intent to 

terminate employment with the District.   
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Chapter 14.02 

LAYOFFS 

Sections: 

14.02.010 Purpose 

14.02.020 Scope 

14.02.030 Policy 

14.02.040 Definitions 

14.02.050 Criteria 

14.02.060 Procedures 

(Repealed and Added by Resolution No. 2013-07, August 16, 2013) 

 

Section 14.02.010 Purpose 

The mission of the Uintah Animal Control and Shelter Special Service District is 

to provide for the safe and humane care and control of domesticated livestock, household 

pets, and other animals, within Uintah County, as well as for the enforcement of Federal, 

State, County and Municipal laws and ordinances effectuating the control of said animals 

in the County. The District accomplishes this mission through the effective utilization of 

a knowledgeable and stable workforce. Under certain circumstances, however, it may 

become necessary to eliminate or reorganize functions or reduce staff, because of a lack 

of work or lack of funds. 

 

Section 14.02.020 Scope 

This policy applies to all regular full-time, part-time, limited-hourly employees 

and at-will employees currently employed. 

 

Section 14.02.030 Policy 

The District recognizes the value of its employees and views them and their 

contributions as assets. There are occasions when circumstances require a “reduction in 

the staff”, “position elimination”’ or “reorganization/restructure” of the workforce, 

collectively referred to as “layoffs”. 

These circumstances may arise due to business reasons, such as restructuring or 

reorganization of a work unit, or job(s), material change in duties and/or financial 

reasons. 

A reduction in staff and/or a reorganization/restructure are the only types of 

terminations for which an employee, at the discretion of the District’s Administrative 

Control Board, may be eligible to receive severance pay, if funds are available. 

Severance pay is a cash payment to an employee who is involuntarily separated from the 

District’s employ and who meets the conditions of eligibility. 

Positions eliminated through a reduction in staff may not be reestablished or filled 

for a period of one (1) year. 

The decision to implement a layoff must be non-discriminatory and must comply 
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with the provisions set forth in this policy. Specifically, race, color, religion, age, national 

or ethnic origin, physical or mental disability, veteran status, marital status, gender, 

sexual orientation, gender identity or expression, or any other category protected by 

applicable federal or state law may not be considered in identifying an employee for 

layoff or in implementing a layoff. 

This policy sets forth criteria and procedures to guide the fair and equitable 

treatment of all District employees in the event of a layoff. 

 

Section 14.02.040 Definitions 

1. Comparable Position: 

 A position that is available within the District for which the employee 

possesses the requisite skills and experience to perform the job with a reasonable amount 

of training. A position will be considered comparable if the pay rate or salary is at least 

90% of the employee’s current full time pay rate or salary and the workweek for the 

position allows the same number of hours as the current position held. 

2. Layoff: 

 The elimination of employment due to a necessary position abolishment 

which results in a reduction in staff, or a reorganization/restructure. 

3. Notice Period: 

 The period of time between formal notification to the employee that 

he/she is being laid off and the last day of employment with the District. During this 

period, the employee is expected to perform his/her job duties in a satisfactory manner. 

4. Restructure/Reorganize: 

 A significant modification to the position, operation or work unit for the 

purpose of making it more productive or better organized for business needs. 

5. Seniority: 

 Seniority is the length of time an employee has worked for the District. It 

is calculated based on total continuous service from date of hire or re-hire date, including 

any approved leaves with or without pay up until the date of termination-layoff. 

6. Severance Pay: 

 A monetary payment which may be available to an employee whose 

employment involuntarily terminated as a result of a layoff. The District has the option, if 

severance pay has been approved by the District Board and the funds are available, to 

make severance payments either in a lump sum or over regular payroll cycles. 

 

Section 14.02.050 Criteria 

The following criteria apply in making layoff decisions: 

 1. The first and most important criterion is the operational needs of 

the District in fulfilling its mission. 

 2. Second, is the work history of an employee.  Decisions to layoff an 

employee or to fill a position subject to a staff reduction, position abolishment or a 
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restructured or reorganized position should be based on job qualifications skill sets, the 

competencies for the position, demonstrated ability, performance and/or productivity 

(including attendance). The employee’s disciplinary records (within the last year of 

employment) may also be considered. 

3. The third and final criterion is the employee’s length of service or 

seniority. In instances in which no meaningful distinctions between the candidates is 

apparent, seniority generally should be used as the deciding factor. 

 The first and second factors should be given more weight than the third 

factor. 

 

Section 14.02.060 Procedures 

1. The Executive Director, under the direction of the District Board will 

identify and determine the number of employees for layoff. 

2. All anticipated layoffs must be reviewed, in advance by the contracted 

Human Resource Director for the District. The review must occur before any proposed 

layoff is announced or implemented. 

3. Affected employees will be provided with written notification of a layoff 

prepared by the Department of Human Resources. The notification will include the 

reason for layoff and the effective date of the layoff as well as any other pertinent 

information.  
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Chapter 14.03 

TERMINATION 

Sections: 

14.03.010 Exit  Interview. 

14.03.020 Final Pay Upon Termination 

 

Section 14.03.010 Exit interview. 

Prior to leaving employment with the Uintah Animal Control and Shelter Special 

Service District, the terminated employee will be requested to fill out an Exit Interview 

Survey, which will record the employees’ reasons for termination and suggestions or 

concerns that the employee may wish to record relative to his employment with the 

District.  This survey will be attached to the terminated employee’s personnel file.  

Each employee who terminates employment with the District will have a separate exit 

interview with the Executive Director.  The purpose of this interview is to give the 

employee an opportunity to discuss his reasons for termination, to identify areas within 

the District where policies and practices may be at fault or could be improved, and to 

make sure that all termination papers have been processed and termination procedures 

have been completed and all property of the District has been returned and accounted for.  

 

Section 14.03.020 Final Pay Upon Termination 

The final paycheck for a terminated employee will be issued no later than one 

working day after all final termination procedures and documents have been completed.  

The final paycheck will be subject to normal deductions and shall include accrued 

vacation benefits, if applicable.  
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Title 15 

REHIRE AND REINSTATEMENTS 

Chapters: 

15.01 REHIRE 

15.02 REINSTATEMENT 
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Chapter 15.01 

REHIRE 

Sections: 

15.01.010 Policy. 

15.01.020 Rate of pay at rehire. 

(Revised February 20, 2015 by Resolution No. 2015-05) 

  

Section 15.01.010 Policy. 

If a regular or probationary full-time, part-time, or limited hourly employee, of the 

Uintah Animal Control and Shelter Special Service District, after having  resigned while 

in good standing or having been separated without prejudices, is certified by the 

contracted Human Resource Office as meeting the current minimum qualifications for the 

class or position, such former employee shall be eligible for rehire provided that they 

have applied for employment within one (1) year after being previously terminated, and  

completed a rehire form at the time of the previous termination. 

Consideration for rehire shall be administered in accordance with the provisions of 

this section.  

 

Section 15.01.020 Rate of pay at rehire. 

The rate of pay of an employee being rehired as provided in this Chapter shall be 

determined in accordance with Chapter 2.05.010 of these policies and procedures, 

notwithstanding, however, that an employee may be rehired at the same rate of pay as 

when they left employment with the Uintah Animal Control and Shelter Special Service 

District, if such rate of pay is within the pay range of the position being filled, and 

further, the employee may retain the same rank, if available, as when previously 

terminated. 
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Chapter 15.02 

REINSTATEMENT 

Sections: 

15.02.010 Reinstatement after “Leave without Pay”. 

(Revised February 20, 2015 by Resolution No. 2015-05) 

 

Section 15.02.010 Reinstatement after “Leave without Pay”. 

A regular or probationary employee of the Uintah Animal Control and Shelter Special 

Service District on leave of absence without pay shall be eligible for reinstatement to 

their former status and class of position in accordance with the FMLA and provisions set 

forth in Section 21.05.050 provided there is an approved job opening for such 

reinstatement. 

A regular employee may be reinstated to a position having a different job 

classification than that of the position formerly occupied if they are certified by the 

contracted Human Resource Office as meeting the current minimum qualifications for the 

class of position for which they are being appointed.  
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Title 16 

GRIEVANCE PROCEDURE 

Chapters: 

16.01 GRIEVANCE PROCEDURES 
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Chapter 16.01 

GRIEVANCE PROCEDURES 

Sections: 

16.01.010 Purpose. 

16.01.020 Informal grievance procedure. 

16.01.030 Formal grievance procedure. 

16.01.040 Grievance procedure - rehabilitation act of 1973. 

(Revised 03/20/15 by Resolution No. 2015-09) 

Section 16.01.010 Purpose. 

 A. Grievance procedures for employees of the Uintah Animal Control and 

Shelter Special Service District are provided herein: 

1. To assure employees that their complaints, grievances and 

recommendations will be considered fairly, rapidly and without reprisal, coercion or 

discrimination. 

2.  To determine what is right rather than who is right, and to provide for the 

objective consideration of the employees’ problems. 

3.  To establish uniform policies and procedures in handling all informal 

employee complaints and formal employee grievances. 

4.  To outline the respective rights and obligations of all employees in hearing 

and resolving complaints and grievances on matters for which an appeal or hearing is 

not provided by other regulations. 

5.  To provide a systematic means of obtaining further consideration of 

problems after every reasonable effort has failed to resolve them through discussion. 

6.  To provide that all complaints and grievances shall be settled as near as 

possible to the point of origin. 

B. Grievance Defined.  A grievance is an employee’s complaint about some 

aspect of their employment which can be remedied by management action.  Excluded 

from the grievance procedure are matters of formal disciplinary action, demotion, 

reduction in pay, suspension, dismissal and placement on probationary status. 

C. Employees Encouraged to use the Grievance Procedure.  Employees of the 

District are encouraged to use the grievance procedure process.  No supervisor, nor peer 

shall in any way interfere or discourage or coerce any employee involved in any way in 

the presentation or resolution of any grievance.  Anyone taking any reprisal action against 

an employee for presenting or participating in the presentation of a grievance may be 

subject to corrective disciplinary action, up to and including termination.  

 

Section 16.01.020 Informal grievance procedure. 

 A. The initial step of the grievance procedure is simply the regularization of 

ordinary working relations between employees of a department and their respective 

supervisors. 

1. An employee with a grievance against another employee will discuss it 

first with their immediate supervisor, unless their relationship with the immediate 

supervisor is the cause of the grievance, in which case they may take it to the next 
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supervisory personnel higher in authority.  Even when this is so, the employee should 

seriously consider discussing the grievance with their immediate supervisor first.  

Direct settlement between them, when possible, both quickly resolves the issue and 

strengthens communication within the department at its most important level. 

2. The employee may be accompanied or represented by a person of their 

choice. 

3. The grievance must be brought within seven (7) working days of its cause.  

A grievance with a continuous or recurring cause may be brought at any time. 

4.  The grievance must be answered within four (4) days.  If the grievant’s 

supervisor lacks authority to redress the grievance, the grievant will be so notified and 

seven (7) additional days allowed to answer the grievance.  In this case, the 

supervisor will go through proper channels to the level where redress for the 

grievance can be made and will elicit a discussion after presenting the facts. 

5. No record of the grievance procedure at this step shall be made, except 

that the supervisor will give the employee a written report of findings and/or opinions 

concerning the employee’s grievance within the above time limits, whichever is 

applicable.  This report, however, shall not become a part of the employee’s 

permanent personnel file. 

6. The supervisor’s report shall contain a minimum of the following: 

a. A brief statement of the employee’s grievance, its cause and 

suggested solution(s). 

b. A brief statement of the supervisor’s evaluation of the grievance. 

c. A brief statement of the supervisor’s suggestions for resolution of 

the grievance, which would include any action that has or will be taken by the 

supervisor to resolve the grievance. 

7.   Where extended time is deemed necessary, time can be extended upon 

agreement of both parties. 

8.  Failure of the aggrieved employee to request such grievance decision as 

provided above shall negate their right to further proceeding in the matter.  Failure of 

the supervisor to hear a grievance upon proper notice may subject the supervisor to 

corrective disciplinary action, up to and including termination.  

 

Section 16.01.030 Formal grievance procedure. 

Formal grievances should be avoided when possible.  They tend to convert normal 

working conditions into matters of contention, thereby creating adversary relationships 

between employees of the District.  It is the responsibility of supervisory personnel to 

minimize the necessity of formal grievances by dealing fairly and candidly with informal 

grievances. 

A.  Any employee whose informal grievance has not been resolved to their 

satisfaction or who has not received a decision within the allotted time, may bring formal 

grievance within four (4) days after the conclusion of the informal grievance procedure. 

B.  The formal grievance procedure will be initiated by forwarding a written 

grievance on a “Formal Grievance” form to the supervisory employee who represents the 

next highest level of administration above that of the supervisor who responded to the 

informal grievance.  A copy will be given to the immediate supervisor for their 

information. 

C. No employee may begin a Formal Grievance procedure without having proceeded 
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through the Informal Grievance process unless a supervisory employee requests that the 

grievance be reduced to writing at the beginning. 

D. The “Formal Grievance” form shall be filled out completely before it is submitted 

to the supervisory employee. 

E. The supervisory employee receiving the written grievance must respond within 

four (4) working days, either by answering the grievance in writing or arranging a 

meeting to be held within seven (7) days of the grievance submission.  The grievant may 

be accompanied or represented by a person of their choice at any such meeting, and may 

call pertinent witnesses.  The grievance must be answered in writing within two (2) days 

of the meeting. 

F.  If the employee is not satisfied with the decision rendered by the supervisory 

employee, the grievant may appeal to the Department Head within five (5) working days.  

The Department Head shall be given five (5) days in which to review and respond to the 

formal grievance as submitted on a formal grievance appeal form. 

G.  If still not satisfied with the decision of the Department Head, the employee may 

appeal in writing to the Executive Director within five (5) working days after receiving 

the decision from the Department Head. 

H.  The Executive Director, within seven (7) working days, shall review the findings 

of the Department Head and formal written grievance of the employee, and shall render a 

decision in writing.  The decision of the Executive Director will be final. 

I.   Where extended time is deemed necessary for any step of the formal grievance 

procedure, time can be extended upon agreement of both parties.   

 

Section 16.01.040 Grievance procedure - rehabilitation act of 1973. 

A. The Uintah Animal Control and Shelter Special Service District has adopted an 

internal grievance procedure providing for prompt and equitable resolution of complaints 

alleging any action prohibited by the Rehabilitation Act of 1973 and the Americans with 

Disabilities Act of 1990   

B. Complaints should be addressed to: The Uintah Animal Control and Shelter 

Special Service District’s Executive Director, 1387 East 335 South, Vernal, Utah 84078, 

(-435)-781-7297, who has been designated to coordinate compliance efforts with the 

Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. 

1. A complaint should be filed in writing or verbally, contain the name and 

address of the person filing it and briefly describe the alleged violation of the regulations. 

2.  A complaint should be filed within ten (10) days after the complainant 

becomes aware of the alleged violation.  (Processing of allegations of discrimination 

occurring before this grievance procedure was in place will be considered on a case-by-

case basis.) 

3. An investigation, as may be appropriate, shall follow a filing of a 

complaint.  The investigation will be conducted by the District’s Attorney.  The 

investigation shall be informal in nature, yet thorough, affording all interested persons 

and their representatives, if any, an opportunity to submit evidence relevant to a 

complaint. 

4.  A written determination as to the validity of the complaint and description of 

resolution, if any, shall be issued by the District’s Attorney to the District’s Board and a 

copy forwarded to the complainant no later than ten (10) days after its filing. 

5.  The contracted Human Resource Office shall maintain the files and records of 
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the Uintah Animal Control and Shelter Special Service District relating to the complaints 

filed. 

6. The complainant can request a reconsideration of the case in instances 

where he or she is dissatisfied with the resolution. The request for reconsideration should 

be made within ten (10) days to the Executive Director.  Said complaints shall be heard 

by the District Board. 

7.  The right of a person to a prompt and equitable resolution of the complaint 

filed hereunder shall not be impaired by the person’s pursuit of other remedies provided 

by Federal law.  Utilization of this grievance procedure is not a prerequisite to the pursuit 

of other remedies.  
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Title 17 

DRUG FREE WORK PLACE COMPLIANCE POLICY 

Chapters: 

17.01 DRUG FREE WORK PLACE 

17.02 DRUG / ALCOHOL TESTING 
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Chapter 17.01 

DRUG FREE WORK PLACE 

Sections: 

17.01.010 Policy Statement. 

17.01.020 Certification. 

17.01.030 Definitions. 

17.01.040 Prohibitive or required conduct. 

(Revised October 17, 2014 by Resolution No. 2014-20) 

(Revised November 21, 2014 by Resolution No. 2014-24) 

Section 17.01.010 Policy Statement. 

A.   The Uintah Animal Control and Shelter Special Service District finds that there must 

exist a healthy and productive work force within the District with safe working conditions free 

from the effects of drugs and alcohol with the ability to provide high quality services to the 

public.  These circumstances are vital to the functioning of District government and safety of its 

employees and the well-being of the general public. 

B.  The District finds that the abuse of drugs and alcohol creates a variety of workplace 

problems including increased injuries on the job, increased absenteeism, increased financial 

burden on health and benefit programs, decreased employee morale and a decline in the quality 

of services rendered to the public.    

C.   In balancing the interest of the Uintah Animal Control and Shelter Special Service 

District and its employees and volunteers with the interest and welfare of the general public, the 

District finds that the implementation of a Drug Free Workplace Policy is in the best interest of 

all parties. 

D.  In adopting this policy, it is the intent and objective of the District to be as comprehensive 

as possible in addressing the issues of safety, confidentiality, privacy, drug and alcohol use, 

education, treatment and the appropriate use of drug testing and alcohol testing as described in 

this policy.  

 

Section 17.01.020 Certification. 

A.  The Uintah Animal Control and Shelter Special Service District hereby certifies that it 

will provide a drug free workplace for all employees of the District and require employees and 

elected officials to refrain from engaging in any unlawful drug related activity and from being 

under the influence of any alcoholic beverage or drug when performing the duties of their job 

functions in the workplace of the District.  

B.  The Uintah Animal Control and Shelter Special Service District further certifies that it 

will provide a drug free workplace by enforcement of the following general policy statement 

regarding employee’s participation in any unlawful drug related activity or being under the 

influence of any alcoholic beverage. 

“An employee or volunteer of the District holding any position may be demoted, reduced in 

pay, suspended, dismissed, or placed on probationary status if it has been determined that the 

employee has been involved in unlawful manufacturing, distribution, dispensing, possession of, 

or use of a controlled substance, or is under the influence or has possession of any alcoholic 
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beverage while at the workplace of the District.” 

Such disciplinary action shall be taken within thirty (30) calendar days from the date of 

receiving notice substantiating such involvement.  All employees of the District shall be notified 

in writing of this policy statement and further the District shall require employees to notify their 

supervisor within five (5) days of any drug or alcohol criminal conviction or drug violation 

occurring in the workplace.  The District hereby certifies that within ten (10) days of receiving 

such notice from an employee, the District will notify any Federal contracting or granting agency 

for which any federal forms have been receipted by the District of such notice. 

C.  The District shall provide ongoing training and education programs to inform employees 

about the dangers of drug and alcohol abuse in the workplace and make employees aware of the 

available drug and alcohol counseling rehabilitation and employee assistance programs which 

might assist employees in overcoming any drug or alcohol abuse problems.      

 

Section 17.01.030 Definitions. 

A.  Alcohol - an intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular 

weight alcohols in methyl and isopropyl alcohol no matter how packaged or in what form the 

alcohol is stored, utilized or formed. 

B. Drug - any controlled substance defined as marijuana (THC), cocaine, phencyclidine 

(PCP), opiates, and amphetamines including methamphetamine or other substances which may 

only be legally obtained and used pursuant to a physician’s prescription. 

C. Drug or alcohol testing, drug or alcohol test - scientific analysis for the presence of drugs, 

metaphylites or alcohol in the human body in accordance with the definitions and terms of this 

chapter. 

D. Employee - any person or officer in the service of the District either for compensation or 

volunteering without compensation. 

E. Periodic testing - the preselected and pre-announced drug testing and alcohol testing of 

employees or volunteers conducted on a regular schedule. 

F. Prospective employee - any person who has made a written or oral application to become 

an employee of the District. 

G. Random testing - the unannounced drug or alcohol testing of an employee or volunteer 

who is selected for testing by using a method uninfluenced by any personal characteristic other 

than job category. 

H. Reasonable suspicion for drug or alcohol testing - an articulated belief based on recorded 

specific facts and reasonable inferences drawn from those facts that an employee or volunteer is 

in violation of this policy. 

I.  Rehabilitation testing - unannounced but preselected drug or alcohol testing done as part 

of a program of counseling, education and treatment of the employee or volunteer in conjunction 

with this policy. 

J.   Safety-sensitive duties. Duties performed by animal control officers.  

K.  Sample - any sample of urine, blood, breath, saliva or hair to be used for drug or alcohol 

testing.  

 

Section 17.01.040 Prohibitive or required conduct. 

A.  Employees of the Uintah Animal Control and Shelter Special Service District shall not 

use, possess, distribute, sell or purchase any illegal drugs or controlled substances. 

B.  Employees of the District shall not use, be under the influence of (0.02 bac) or be in 
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possession of alcohol while on duty, on District premises, or while in District vehicles.  District 

premises include buildings, parking lots, grounds and vehicles owned by the District or personal 

vehicles being used for District business.  An employee who is found to have an alcohol 

concentration of 0.02 bac or greater but less than 0.04 shall not return to work less than twenty-

four (24) hours following the determination of such alcohol content. 

C.  Employees shall not use, be under the influence of, be in possession of, or be in such a 

condition as to test positive for alcohol or drugs while on duty, on District premises or while in 

District vehicles.  Uintah Animal Control and Shelter Special Service District premises include 

buildings, parking lots, grounds and vehicles owned by the District or personal vehicles being 

used for District business. 

D.  Employees of the District shall not use or possess prescription drugs unless such drugs 

are properly prescribed by a licensed physician and are being properly used for the treatment of 

an illness or injury.  If an employee is using any prescribed medication, the employee needs to 

notify his/her supervisor of such and provide written documentation from his/her physician who 

prescribed the medication stating that the employee may perform safety-sensitive functions if 

required to do so. 

E. No employee of the District shall report for a regularly scheduled shift or be on a shift of 

duty while under the influence of any drug or under the influence of alcohol.  

F. No employee of the District shall, while on duty, operate any vehicle while under the 

influence of any drug, or while under the influence of alcohol.  

G. Employees of the District shall not engage in off-duty use of drugs which violates the 

laws of the United States or the State of Utah. 

H.  Employees of the District shall not perform or be allowed to perform any safety - 

sensitive duties within eight (8) hours after consuming any alcoholic beverage.  Employees on 

on-call duty shall not consume alcoholic beverages while on on-call duty.  

I.   Any employee violating this policy may be subject to corrective disciplinary action up to 

and including termination.  
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Chapter 17.02 

DRUG / ALCOHOL TESTING 

Sections: 

17.02.010 General policy guidelines. 

17.02.015 Definitions.  

17.02.020 Testing regulations requirement. 

17.02.030 Test results & conditions. 

17.02.040 Drug testing confidentiality. 

17.02.050 Rehabilitation. 

17.02.060 Self referral. 

17.02.070 Administration. 
(Revised 10/17/14, Resolution No. 2014-20) 

 

Section 17.02.010 General policy guidelines. 

General policy guidelines - Provisions for drug and alcohol testing as provided herein shall 

apply to all employees of the Uintah Animal Control and Shelter Special Service District as 

except as provided otherwise. 

A. The Uintah Animal Control and Shelter Special Service District maintains the right to 

conduct unannounced inspections of District owned property, work stations, equipment, desks, 

cabinets, etc. for the purpose of monitoring compliance with all provisions of this policy.  

B. The District maintains the right to utilize detection methods necessary for the 

enforcement of this policy including blood, urine or other tests and use of electronic detection 

equipment and trained animals. 

C. Failure to cooperate with these detection methods or inspections is grounds for 

disciplinary action up to and including termination of employment. 

D.  Employees of the District shall not refuse to submit a sample for drug or alcohol testing 

purposes when that sample is required for certain provisions of this policy or the Drug Free 

Workplace Policy of the District.  

E. Any employee violating this policy may be subject to corrective disciplinary action up to 

and including termination.     

 

Section 17.02.015 Definitions.  

All  definitions as provided in Section 17.01.030 of these policies shall apply to all drug / 

alcohol testing provisions of this Chapter.  

 

Section 17.02.020 Testing regulations requirement. 

A. Pre-employment testing. All prospective employees of the Uintah Animal Control and 

Shelter Special Service District shall be given a drug/alcohol test as part of the post-offer pre-

employment examination.  Any prospective employee who is found to be a user of an illegal 

drug or who has a blood alcohol content of 0.02 or greater, or has used a prescription drug 

without an authorized prescription, or refuses to take the drug screening test shall be disqualified.   

B.   Post accident investigation. 
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1.  In any circumstances in which: 

a. An employee performing duties requiring a commercial drivers license; 

b. An employee performing safety sensitive duties; 

c. A heavy equipment operator; 

is involved in a vehicular accident in which  a fatality occurs or if the employee receives a 

citation under State or local laws for a moving violation arising from the accident, he or she shall 

be given a drug screening test  and a blood alcohol test as part of the accident investigation.   

The presence of drugs or their metabolites in the drug test or blood alcohol test showing 

blood alcohol content of 0.02 or greater, or the employee or volunteer’s refusal to submit to a 

drug or alcohol test shall result in appropriate disciplinary action.  All accidents shall be reported 

within one (1) hour of their occurrence. 

2. Upon required testing due to an accident, the employee tested shall not engage in 

the operation of any District equipment or engage in any employment related duties which 

his supervisor deems dangerous to himself or others until the results of the tests are received 

and the employee is released back to work by the District. 

3. Employees of the District shall not use alcohol for eight (8) hours following an 

accident requiring a post accident test or until he/she undergoes a post accident alcohol test, 

whichever comes first. 

4. For alcohol tests, if the test is not administered within two (2) hours following an 

accident, the District shall prepare and maintain documentation stating why the test was not 

administered within two (2) hours.  If the test is not administered within eight (8) hours 

following the accident the District shall cease attempts to administer an alcohol test and shall 

prepare and maintain documentation stating why the test was not administered within eight 

(8) hours. 

5.  For drug tests, the test must be administered within thirty-two (32) hours of the 

accident. 

C.  Reasonable suspicion test. 

1.  A supervisor may direct that a 

a.  An employee performing duties requiring a commercial driver’s license; 

b.  An employee performing safety sensitive duties; 

c.  A heavy equipment operator; 

Submit to a drug screening or blood alcohol test under circumstances in which the supervisor 

has a reasonable suspicion that the employee or volunteer is under the influence of drugs or 

alcohol or otherwise in violation of this policy. 

2.  When a designated supervisor determines that there is reasonable suspicion that 

an employee as defined in paragraph C1 of this Chapter, is using, is under the influence of, or is 

in possession of alcohol or controlled substances, the employee shall be subject to drug/alcohol 

testing. 

3.  Circumstances which may constitute a basis for determining a reasonable 

suspicion include, but are not limited to: a pattern of abnormal or erratic behavior, i.e., a 

significant change in absenteeism, the direct observation of the employee or volunteer using 

illegal drugs, possession of illegal drugs at the work site, use or possession of alcohol or the 

noticeable presence of physical symptoms of drug or alcohol use, i.e. dilated or pinpointed 

pupils, unusual speech patterns, restlessness, rapid mood swings, odor of alcohol, staggering, 

bloodshot eyes, unusual euphoria, nodding off, needle marks, unusual, aggressive or bizarre acts 

or hallucinations.  The reliability of the sources of information, the reliability of the facts or 

information, the degree of corroboration, results of inquiry, personal observation, and / or other 
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factors shall be weighed in determining the presence or absence of reasonable suspicion. 

D.  Rehabilitation testing. Employees who are allowed by the Uintah Animal Control and 

Shelter Special Service District to enter into a drug/alcohol rehabilitation program either in 

addition to or in lieu of disciplinary action, shall agree as a condition of rehabilitation to submit 

to such periodic or random drug or alcohol testing as may appear appropriate.  Such drug or 

alcohol testing shall be conducted upon the advice of the rehabilitation treatment provider and 

shall be used to determine if the employee is making adequate progress toward successful 

rehabilitation. 

E. Random testing. 

1.  Employees who  are required to perform  duties requiring a commercial driver’ s 

license (CDL)  shall be subject to a random drug/alcohol test as a condition of employment.  

Such testing will be done in accordance with the drug testing provisions of this policy. 

2.  Employees assigned to or performing safety-sensitive duties as defined herein, are 

subject to random drug and alcohol tests. 

3.  The Uintah Animal Control and Shelter Special Service District has chosen to be 

a member of a drug/alcohol testing consortium for the purpose of conducting required 

drug/alcohol tests.  The consortium will randomly test at least ten (10) percent of employees of 

the consortium pools annually for alcohol and at least fifty (50) percent of employees of the 

consortium pools annually for drugs.  

 

Section 17.02.030 Test results & conditions. 

A. If any alcohol test results show the blood alcohol content of 0.04 or greater, the employee 

shall be removed from, and cannot return to, work, if allowed by the District, until: 

1. The completion of an evaluation by a substance abuse professional and, when 

necessary, rehabilitation; 

2. The determination, by the substance abuse professional, that the employee has 

successfully complied with any required rehabilitation; and 

3.  Completion of a return-to-duty test with the results less than 0.02 bac. 

B. If an employee’s test results show an alcohol concentration of greater than 0.02 but less 

than 0.04, the employee shall not be permitted to perform any work for at least twenty-four (24) 

hours. 

C.  If a drug test result shows that the employee has misused a controlled substance, the 

employee shall be removed from, and cannot perform any work until: 

1. The employee undergoes evaluation by a substance abuse professional, and, 

where necessary and agreed to by the District, rehabilitation; 

2. The substance abuse professional determines that the employee has successfully 

complied with any required rehabilitation; and,  

3.  The employee undergoes a return-to-duty test with a verified negative test result 

for controlled substances. 

D. If through any of these detection methods or on his own initiative, an employee tests 

positive or seeks rehabilitation treatment, the Uintah Animal Control and Shelter Special Service 

District will provide for an initial substance abuse evaluation through its employee assistance 

program.  The District encourages employees to enroll in a counseling or rehabilitation program.  

Upon approval by the District, an employee who is allowed to enter into a drug/alcohol 

rehabilitation program, either in addition to or in lieu of disciplinary action or upon self-referral, 

will be required to sign a document agreeing to the following conditions in order to remain 

employed with full rights and benefits: 
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1. Any employee for whom treatment is recommended will be responsible for costs 

not covered by insurance.  The employee will be required to use accrued comp-time, vacation, 

and sick leave until all leave is expended.  If applicable, the employee shall retain all rights 

normally provided him/her as set forth in the Americans with Disabilities Act or the Family and 

Medical Leave Act, Chapter 9.04 of these policies and procedures. 

2. If a required treatment or rehabilitation program involves confinement, the 

employee’s position may be held in accordance with the provisions of the Family and Medical 

Leave Act. 

F. Employees who have violated this policy and continue to work for the District shall be 

subject to follow-up drug/alcohol testing for a period of not less than one (1) year and not to 

exceed sixty (60) months. 

1.  Employees subject to follow-up testing will be tested a minimum of six (6) times 

in the first twelve (12) months following their return to duty. 

2.  Follow-up testing beyond one (1) year shall be based on a need assessment 

provided by a substance abuse professional.     

 

Section 17.02.040 Drug testing confidentiality. 

A.  All drug testing and sample collection procedures under this policy shall be performed 

under reasonable and sanitary conditions and in such a manner as to ensure the privacy of the 

individual being tested. 

B.  In all drug and alcohol testing and sample collection procedures, any transmittal or 

reporting of test results shall be conducted with due respect for confidentiality.  Drug and alcohol 

test activities and results and resulting reports may be made available only to supervisors and 

management personnel with an immediate need to know about those procedures and results.  

Testing procedures and results may be made available and communicated as needed for the 

purposes of any disciplinary action or criminal investigation or prosecution. Records regarding 

test results are generally considered protected documents under provisions of the Government 

Records Access and Management Act (GRAMA) of the State of Utah. 

 

Section 17.02.050 Rehabilitation. 

 A. When appropriate and approved by the District, rehabilitation of employees who 

violate this policy may be pursued.  Rehabilitation services may be sought through the Uintah 

Animal Control and Shelter Special Service District employee assistance program. The 

determination whether to proceed with discipline, rehabilitation in addition to discipline or 

rehabilitation in lieu of discipline for violations of this policy shall be within the discretion of the 

District.  Consultation with vendors of rehabilitation services is encouraged in making that 

determination.  

1.  The District must inform the employee about resources available to him to 

evaluate and resolve problems associated with drug/alcohol abuse. 

2. Each employee who engages in prohibited conduct and will receive alcohol / drug 

rehabilitation counseling must be initially evaluated by a substance abuse professional who 

determines what, if any, assistance the employee needs in resolving problems associated with 

drug/alcohol abuse. 

3. The District is not required to, but may provide evaluation and rehabilitation for, 

employees who have engaged in prohibited conduct, either by a substance abuse professional 

under contract with the District or by one not associated with the District. 
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 B. Any rehabilitation in lieu of, or in addition to, any disciplinary action should be 

undertaken in accordance with the terms of written memorandum of understanding or in 

agreement between the District and the employee.  The memorandum should set out the 

expectation which the employee must satisfy including successful completion of a rehabilitation 

program, appropriate waiver of confidentiality to permit communication between supervisors 

and rehabilitation service providers as needed, periodic rehabilitation drug testing as determined 

appropriate and acknowledgment that failure to successfully complete rehabilitation will lead to 

appropriate disciplinary action, and such further conditions as may be necessary and appropriate.   

 

Section 17.02.060 Self referral. 

Employees are encouraged to refer themselves for drug or alcohol rehabilitation services to 

be provided by either the District’s employee assistance program or any other outside contracted 

provider or other certified rehabilitation service provider.  Employees who enter drug or alcohol 

rehabilitation as self referrals are encouraged to communicate this information to the District and 

to the appropriate supervisor(s) to determine whether drug or alcohol use or rehabilitation 

activities will adversely affect the job performance of those employees.  Supervisors are 

encouraged to cooperate and work with employees who are participating in self-referred 

rehabilitation programs in order to assist in the successful completion of that rehabilitation.  The 

status of employees in safety-sensitive positions as defined herein must be carefully screened in 

order to determine that the rehabilitation activity shall have no potential adverse effect on job 

duties. Self-referral for drug or alcohol rehabilitation shall not be, in itself, grounds for 

disciplinary action to be taken against an employee.  Further, the District shall take appropriate 

steps to respect the privacy of the employee who refers himself/herself for drug/alcohol 

rehabilitation.   

 

Section 17.02.070 Administration. 

Administration of these policies and procedures is provided through the District Executive 

Director’s office.  Employees may direct questions regarding this policy to the Executive 

Director. 
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Title 18 

USE OF UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE 

DISTRICT FACILITIES, EQUIPMENT ETC. 

Chapters: 

18.01 USE OF DISTRICT FACILITIES, VEHICLES, EQUIPMENT & 

BUILDINGS 

18.02 USE OF TELEPHONE 

18.03 USE OF DISPOSED DISTRICT PROPERTY 

18.04 INFORMATION TECHNOLOGY RESOURCES ACCEPTABLE USE 

POLICY 

18.05 CLAIMS HANDLING POLICY 
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Chapter 18.01 

USE OF UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE 

DISTRICT FACILITIES, VEHICLES, EQUIPMENT & BUILDINGS 

Sections: 

18.01.010 Unauthorized Use. 

18.01.020 Vehicles assigned to employees. 

18.01.025 Driver qualification policy 

18.01.030 Vehicle fueling.  

(Amended by Resolution No. 2014-03, March 21, 2014) 

 

Section 18.01.010 Unauthorized Use. 

There is to be no unauthorized personal use of Uintah Animal Control and Shelter Special 

Service District facilities, vehicles and or equipment by District employees.  This includes, but is 

not limited to, cars, trucks, tools, equipment, gas, parts or materials. No employee shall use any 

of the District buildings for personal use, either during working hours or off hours, without 

permission of their supervisors and the executive director.  Violation of this policy will be cause 

for disciplinary action.   

 

Section 18.01.020 Vehicles assigned to employees. 

A. Department Heads, staff or other employees with assigned vehicles. District vehicles 

assigned to any department employee are to be used for District business only and not for 

personal use.  These District vehicles are not to be taken outside the District and/or Uintah 

County limits without Department Head approval.  Only District employees are to occupy and/or 

use District vehicles and equipment.  Exceptions to this policy will be District Board members, 

or any sworn law enforcement personnel within Uintah County, all others must be approved by 

the Executive Director in writing in order that proper insurance coverage for non-employed 

personnel may be maintained. A waiver of liability form will also be required for any member of 

the public. 

B. Any employee of the Uintah Animal Control and Shelter Special Service District, while 

operating a District vehicle or while being a passenger in a District vehicle shall always wear a 

seat belt, obey all traffic laws of the State and possess a valid Utah driver’s license.  

 

Section 18.01.025 Driver qualification policy. 

 Safety is critical to the operation of the District, therefore all employees or volunteers 

operating District owned vehicles or who operate any vehicle while conducting business for or 

on behalf of the District must be qualified as an “Acceptable” driver per this Driver Qualification 

policy prior to operating said vehicles on any public roadway. 

 Drivers’, or potential drivers’ motor vehicle record (MVR) will be screened prior to being 

hired and monitored thereafter. Drivers will be qualified as “Acceptable”, “Borderline”, or 

“Unacceptable”. Drivers whose qualification is “Borderline” will require approval from the 

Executive Director before operating a vehicle on public roadways while conducting, or traveling 

for District business. Drivers with a “Borderline” qualification who are authorized by 
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management to drive may do so on a probationary basis. Such employees may also be placed on 

a disciplinary probationary status after review by the supervisor and Executive Director. Drivers 

with an “Unacceptable” qualification may not be allowed to operate District owned vehicles or 

any vehicle while conducting, or traveling for District business after review by the supervisor 

and Executive Director. Such status may result in further disciplinary action of the employee up 

to and including termination of employment.  

 All drivers must possess a current, valid Drivers’ License with endorsements appropriate 

for the vehicles to be operated. The driver qualification evaluation will be based on the driver’s 

MVR and other work-related motor vehicle incidents, whether or not the incident is reported to 

the Driver’s License Division of the State of Utah or any other State and recorded on the driver’s 

MVR. All violations or incidents recorded on the MVR, whether they occurred on the job or not, 

are include in the driver qualification evaluation. 

 

1. “Acceptable”, “Borderline” and “Unacceptable” qualification will be determined using 

the following criteria: 

 A. Moving Violations within the last one (1) year 

  0-1  Acceptable 

  2  Borderline 

  3 or more Unacceptable 

  

B. At-Fault Accidents within the last two (2) years 

 0-1  Acceptable 

 2  Borderline 

 3 or more Unacceptable 

 

Any single major violation may result in an “Unacceptable” qualification as determined 

by the Executive Director. Major violations include the following or equivalent. 

A. Driving under the influence of alcohol/drugs. 

B. Failure to stop/report an accident. 

C. Reckless driving/speeding contest. 

D. Driving while impaired. 

E. Making a false accident report. 

F. Vehicular homicide, manslaughter or assault. 

G. Driving while license is suspended/revoked. 

H. Careless driving. 

I. Attempting to elude a police officer. 

J. Other violations as determined by management.  

 

Section 18.01.030 Vehicle fueling.  

If an employee of the District is issued a District fuel card, that card shall only be used to fuel 

vehicles as authorized by the employee’s Department Head.  Unauthorized use of the fuel card 

shall be grounds for disciplinary action up to and including termination of employment from the 

District. 
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Chapter 18.02 

USE OF TELEPHONE 

Sections: 

18.02.010 Policy. 

18.02.020 Long distance calling cards.  

 

Section 18.02.010 Policy. 

Uintah Animal Control and Shelter Special Service District Office telephones are to be used 

for office business only, except in cases of emergency, extreme or unforeseen immediate 

importance or need.  Discretion should be used at all times when telephones are used for 

emergency or unforeseen personal use.   

 

Section 18.02.020 Long distance calling cards.  

Long distance calling cards issued to an employee by the District are to be used for District 

related business and not for personal use.    



Personnel 

1804 
 

Chapter 18.03 

USE OF DISPOSED DISTRICT PROPERTY 

Sections: 

18.03.010 Disposed surplus property. 

18.03.020 Policy. 

 

Section 18.03.010 Disposed surplus property. 

Periodically, property belonging to the Uintah Animal Control and Shelter Special Service 

District becomes no longer usable to any department of the District due to wear and tear or 

damage.  After determining that such property would generate no revenue to the District through 

surplus sale of such, the property is disposed of permanently at the District/County Landfill.   

 

Section 18.03.020 Policy. 

Any property belonging to the District, having once been declared as no longer usable to the 

District and having no value at a surplus property sale administered by the District, shall be 

permanently disposed of at the District/County Landfill.  Such property shall not be retrieved by 

any District employee for personal use or gain. 

A. Exceptions to this policy shall only be approved in writing by the Executive Director. 

B. Infractions of this policy by Uintah Animal Control and Shelter Special Service District 

personnel shall result in suspension or termination of employment.   

 



Personnel 

1805 
 

Chapter 18.04 

INFORMATION TECHNOLOGY RESOURCES ACCEPTABLE USE POLICY 

Sections: 

18.04.010 Purpose. 

18.04.020 Privacy issues and legal implications. 

18.04.030 Retention/ disposition of electronic records. 

18.04.040 Warnings/ corrective actions. 

18.04.050 Responsibilities. 

18.04.060 Unacceptable use of IT resources: 

(Amended 5/20/10, Resolution No. 2010-04) 

(Revised 5/16/14, Resolution No. 2014-09) 

 

Section 18.04.010 Purpose. 

A. Purpose of Uintah Animal Control and Shelter Special Service District Information 

Technology Resources:  The purpose of Information Technology (IT), herein defined as E-mail, 

Social Media outlets, which include but are not limited to; website pages, blogs, podcasts, 

discussion forums, RSS feeds, video sharing (e.g. YouTube, Instagram), microblogging sites 

(e.g. Twitter), and social networking sites (e.g. Facebook, LinkedIn, Google+, MySpace), 

facsimile, the Internet, cellular and text communication, and future information technologies, is 

to improve District government in general.  These resources are intended to assist in the efficient 

and effective operations of District’s departments, including the exchange of information and 

public access to public information. 

B. Purpose of this Policy:  The intent of this policy is to assure that: 

1. The use of the District’s IT resources are related to, or for the benefit of, District  

  government. 

2. District provided IT resources are used productively. 

3. Disruptions to District activities, because of inappropriate use of District provided 

  IT resources, are avoided. 

4. The District employees are informed about confidentiality, privacy, and 

acceptable use of District provided IT resources as defined in this policy. 

5. The purpose is to create an environment where communications can flow freely. 

6. Employees of the District are not discouraged from using IT resources.   

 

Section 18.04.020 Privacy issues and legal implications. 

The Uintah Animal Control and Shelter Special Service District has the right to access and 

disclose the contents of all electronic and cellular phone files, as required for legal, audit, or 

legitimate management purposes.  Do not transmit personal information about yourself or 

someone else using District supplied IT resources without prior authorization.  The 

confidentiality of such material cannot be guaranteed.  E-mail, Social Media outlets, and other 

electronic files may be accessible through the discovery process in the event of litigation.  Each 

of these technologies may create a “record” and therefore are reproducible and subject to judicial 

use.   
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The District has the right to monitor any and all aspects of its computers, social media 

outlets, and electronic communication system and cellular phone(s) utilized for employment 

related purposes. Including, but not limited to, documents stored on any District computers 

and/or network, social media outlets and  monitoring sites visited by employees on the internet, 

reviewing material downloaded or uploaded by employees to and from the internet, and 

reviewing e-mail, social media outlets, text messages and voice mail sent and received by 

employees. This includes blocking access to certain web sites for which access is deemed to be 

in conflict with District policy. Such monitoring may be conducted without prior notice. Use of 

any District computers, social media outlets, and other electronic communication systems as well 

as cellular phones either owned by the District or where monthly payment for cellular service is 

partially or fully paid by the District, shall constitute consent for such monitoring. The District 

reserves the right to access and monitor e-mail, social media outlets, and any other computer or 

electronic related transmissions, as well as stored information, created or received by District 

employees with District equipment and resources under the following circumstances; 

A.  Performance monitoring or problem solving purposes; 

B.  Necessary in the course of an investigation for possible violation of District policies; 

C. Where there is reasonable suspicion that an employee has committed, or is committing a 

 crime against the District or for which the District could be liable; 

D. Random or automated monitoring to ensure that content is in compliance with the 

 District’s established policies; 

E.  Request for monitoring is made by appropriated authority; 

F.  Required to do so by law; 

The reservation of this right is to ensure that public resources are not being wasted and to ensure 

the District’s information systems are operating as efficiently as possible in order to protect the 

public’s interests. 

 

Section 18.04.030 Retention/ disposition of electronic records. 

As with other government records, electronic records are retained or disposed of in 

accordance with Government Records Access and Management Act (GRAMA).  Refer to 

GRAMA or seek legal counsel from the District’s records manager for guidance in this area.  

 

Section 18.04.040 Warnings/ corrective actions. 

The Uintah Animal Control and Shelter Special Service District will review complaints or 

instances of unacceptable use brought to its attention.  Violators are subject to corrective action 

and discipline, including immediate dismissal, and may be prosecuted under state and federal 

statutes.  

  

Section 18.04.050 Responsibilities. 

A. Access only files, data, and protected accounts that are your own, that are publicly 

available, or to which you have been given authorized access. 

B. Use IT resources efficiently and productively.  Refrain from monopolizing systems, 

overloading networks with excessive data, or wasting computer time, connect time, disk space, 

printer paper, or other IT resources. 

C. Be responsible for the use of your computer. 

1. Under no condition shall you give your passwords to another person. 
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2. Guard yourself against unauthorized access to your computer. 

3. It is recommended that you change your passwords with regular frequency, at a 

minimum once every one hundred and eighty (180) days.  

4. When you are away from your desk, take precautions to protect access to your 

computer. 

D. Report to the Executive Director or designee if you: 

1. Receive or obtain information to which you are not entitled (also notify the owner 

or sender of such information as well). 

2. Become aware of breaches of security, or 

3. Know of any inappropriate use of IT resources provided by the District. 

E. Seek the advice of the authorized person responsible for the District provided IT 

 resources if you are in doubt concerning your authorization to access that resource. 

F. Maintain an appropriate social media atmosphere:  

  1. Official social media accounts. Are accounts that are created for the purpose of 

officially representing and/or promoting the District’s animal control and shelter services, 

programs, and activities that is maintained by current employee’s. 

  2. Removal of content from third parties. Official District accounts reserve the 

right to remove any inappropriate content, comments, messages, statements or photos that violate 

this policy or that are unrelated to a thread, self-promoting or advertorial. Such content may be 

deleted at the discretion of District social media administrators. 

 

Section 18.04.060 Unacceptable use of IT resources: 

The first and foremost rule for using these technologies is: 

Do not say, do, write, view, or acquire anything that you would not be proud to have 

everyone in the world learn about if the electronic records are laid bare. 

Any use of Uintah Animal Control and Shelter Special Service District provided IT resources 

for inappropriate purposes, or in support of such activities, is prohibited.  The following list is 

currently considered unacceptable use of the District provided IT resources: 

A. Illegal Use.  Any District provided IT resources for illegal purposes, or in support of such 

activities.  Illegal activities shall be defined as any violation of local, state, or federal laws. 

B. Commercial Use.  Any use for commercial purposes, product advertisements, or “for 

profit” personal activity. 

C. Appropriate Content. Uintah Animal Control and Shelter Special Service District’s 

official social media outlets are to be regarded as a public forum. No District employee shall 

post, distribute, use, view, transmit, retrieve, save, or print any inappropriate content, comments, 

messages, statements or photos related to or based upon the following, which includes but is not 

limited to; national origin, racism, sexual orientation, gender, age, disability, religious or political 

affiliations/beliefs, pornography, sexually explicit, or derogatory, harassing, disparaging, 

offensive, threatening, obscene, profane, hate directed or incendiary language, which might 

promote or incite violence or describe or promote the use of weapons or devices associated with 

terrorist activities, from these outlets or any other District IT resources. 

D. Religious or Political Lobbying.  Any use for religious or political lobbying, such as 

using E-mail or Social Media to circulate solicitations or advertisements. 

E. Copyright Infringement.  Duplicating, transmitting, or using software not in compliance 

with software license agreements. Unauthorized use of copyrighted materials or another person’s 
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original writings. 

F. Unnecessary Use of IT Resources.  Wasting IT resources by intentionally: 

1. Placing a program in an endless loop. 

2. Printing unnecessary amounts of paper. 

3. Disrupting the use or performance of District provided IT resources or any other 

 computer system or network (for example, unauthorized world wide web pages, chat 

 lines, recurrent mass communications, such as blanket e-mails or chain letters), or 

4. Storing any information or software on District provided IT resources which are not 

 authorized by District Administration. 

G. Security Violations. 

1. Accessing information or accounts within or outside the District’s computers and 

 communications facilities for which you are not authorized or do not have a business 

 need. 

2. Copying, disclosing, transferring, examining, renaming, or changing information or 

 programs belonging to another user unless you are given express permission to do so by 

 the user responsible for the information or programs. 

3. Violating the privacy of individual users by reading e-mail or private 

 communications unless you are specifically authorized to maintain and support the 

 system. 

4.    Representing yourself as someone else, fictional or real. 

H. Viruses.  Knowingly or inadvertency spreading computer viruses.  “Computer viruses” 

 are programs that can destroy valuable programs and data.  To reduce the risk of 

 spreading computer viruses, do not import files from unknown or disreputable sources. 

I. Junk Mail.  Distributing “junk mail”, such as chain letters, advertisements, or 

 unauthorized solicitations, or spam emails. 

J. Confidential Information.   

  1. Transmitting classified information under the GRAMA Act without proper 

security. 

  2. No one shall post confidential information about District employees or 

Administrative Control Board members or members of the public with whom the District 

conducts official transactions or business with. When posting materials, applicable federal 

requirements such as FERPA and HIPPA, as well as NCAA regulations, and all applicable 

District confidentiality policies, must be followed at all times. 

 

Use caution when sending classified information.  Always display “CONFIDENTIAL” 

on the screen when sending classified information.  Confirm that encryption has been 

enabled.  Inform the recipient of the information’s classification, their responsibility to 

keep it private, and their responsibility to dispose of it in a secure manner at the end of its 

retention period. 

K.  Web 2.0 Social Networking. 

 1. Definition: Blogging and social networking sites such as, Facebook, Twitter, Myspace, 

 LinkedIn, YouTube, etc. 

 2. Limited and occasional use of the District’s systems to engage in blogging and social 

 networking is acceptable, provided that it is done in a professional and responsible 

 manner, does not other wise violate the District’s policies, is not detrimental to the 

 District’s best interests, and does not interfere with an employee’s regular work duties. 
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 Such use is also subject to monitoring and public disclosure.  

 3. Employees may also not attribute personal statements, opinions or beliefs in these 

activities. The employee may not, expressly or implicitly, represent themselves as a employee or 

representative of the District. Employees assume any and all risks associated with Web 2.0 

activities. 

L. Emerging Technologies: this policy does not address the specific details of information 

technologies yet to be invented or implemented within the Uintah Animal Control and Shelter 

Special Service District for use by its employees.  This policy should be sufficient to allow you 

to determine the acceptable use of any new or emerging technology.  If you have any questions 

regarding appropriate use of a particular technology not specifically covered in this policy, 

please contact the appropriate individual in the District’s administration. 
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Chapter 18.05 

CLAIMS HANDLING POLICY 

Sections: 

18.05.010 Purpose 

18.05.020 Reporting of threatened legal action or claims for damages. 

18.05.030 Admission of liability prohibited. 

18.05.040 Release of information to litigation must be cleared. 

18.05.050 Claims procedures. 

18.05.060 Claims files by the District as the claimant.  

(Amended Resolution No. 2007-14) 

 

Section 18.05.010 Purpose 

The purpose of this policy is to: 

A. Establish a systematic method of handling claims or potential claims against the Uintah  

 Animal Control and Shelter Special Service District. 

B. Ensure timely response to all claims. 

C. Protect the assets and interests of the District, its officers, employees and volunteers.  

 

Section 18.05.020 Reporting of threatened legal action or claims for damages. 

A. The Executive Director, or in his absence, the Chairperson of the District Board or the 

District Attorney, shall be promptly notified by the employee(s) involved if: 

1. Written or verbal threats of legal action or a claim for damages are 

received; or 

2. An incident occurs for which the District may be liable for property 

damages and or bodily injury (whether or not a claim is filed). 

B. In addition, the involved employee(s) should complete an Incident Report Form.  

C. The Executive Director shall see that the appropriate Notice of Occurrence or Notice of 

Claim Form is completed and submitted to the District, liability insurance carrier, and the 

District Attorney along with a copy of related information within two business days. 

D. An occurrence claims file of each incident shall be created under the direction of the 

Executive Director.   

 

Section 18.05.030 Admission of liability prohibited. 

No official or employee shall admit or indicate in any manner that he or she, or the District, 

is at fault or has any liability in any incident that may result in a claim or lawsuit.  No official or 

employee shall make any commitment or promise to claimants unless specifically authorized to 

do so by the Executive Director. 

 

Section 18.05.040 Release of information to litigation must be cleared. 

Information relating to litigation or pending litigation involving the District shall not be 

released by  District employees unless cleared through the Executive Director, Chairperson of 
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the District Board, the District Attorney’ s office, or the District’s liability insurance carrier.   

 

Section 18.05.050 Claims procedures. 

A. Any person desiring to make a claim against the District will be directed to the Executive 

Director’s office to provide the necessary information required.  

B. All information pertaining to the claim must be provided to enable proper review by the 

District staff and or their agents.  Each claim must be signed by the claimant.  

C. The Executive Director shall record receipt of the claim and provide it to the Insurance 

Company for review, after which the Staff will set up a file for the claim.  The Staff shall also fill 

out a Notice of Claim form as required by the District’s insurance carrier and send it to them 

along with any other supporting documents within two (2) business days of receipt of the claim.  

The Executive Director shall coordinate the investigation of claims and may refer the 

investigation of any claim to the District’s liability insurance carrier.  (Amended 09/06/07, 

Resolution No. 2007-14). 

 

Section 18.05.060 Claims files by the District as the claimant.  

No officer, employee or representative of the Uintah Animal Control and Shelter Special 

Service District acting in their official capacity shall file, or cause to be filed, or assert any claim, 

complaint, proceeding or legal action against any non District entity or person with any court, 

regulatory agency or other body, whether public or private, without first submitting the proposed 

claim, complaint, proceeding or legal action to the District Attorney for his review and 

recommendations to the Executive Director regarding the advisability of instigating or filing 

such proceeding, claim, complaint, or action. 

Upon receiving authorization from the Executive Director, the claim, complaint, proceeding, 

or legal action may be instigated and filed by the District’s Attorney on behalf of any officer, 

employee or representative of the District acting in their official capacity.   
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Title 99 

APPENDIX 

Chapters: 

99.01 APPENDIX 
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Chapter 99.01 

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT 

APPENDIX 

Sections: 

99.01.010 ACCIDENT / INCIDENT REPORT FORM 

99.01.020 ACCIDENT / INCIDENT FIRST AID REPORT ONLY 

99.01.030 ACCIDENT / INCIDENT FIRST REPORT OF INJURY AND 

SUPERVISOR’ S REPORT OF INJURY OR ILLNESS 
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Section 99.01.010 ACCIDENT / INCIDENT REPORT FORM 

 
 
 

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT 
ACCIDENT / INCIDENT REPORT FORM 

 
Ã VEHICLE ACCIDENT (Complete sections 1 & 2) 
Ã OTHER ACCIDENT / INCIDENT (Complete sections 1 & 3) 
 

SECTION 1: 
NAME:                                                               ADDRESS:                                                      
DATE OF ACCIDENT/ INCIDENT:  __________________________________________________ 
TIME OF ACCIDENT / INCIDENT:  __________________________________________________ 
 
LOCATION OF ACCIDENT / INCIDENT:                                                                                  Any Injuries:  Ã 

Yes Ã  no   If yes, who was injured, type of injury: 

 
Any Property Damage  ? Yes ?  no If yes, type of property damage:  

 
SECTION 2: 

VEHICLE INFORMATION:   Make:                                Model:  Year: #:               
DESCRIPTION OF ACCIDENT: ___________________________________________________ 
POLICE REPORT ς Department / Officer Taking Report: _________________________________ 
Citations Issued:  Ã  Yes  Ã  no If yes, to who and type: 

SECTION 3: 
TYPE OF ACCIDENT / INCIDENT: ___________________________________________________ 

ό²ƻǊƪŜǊΩs compensation, etc.) 
Description of how accident occurred:  

__________________________________________________ 
Description of injury: 

_________________________________________________________________ 
Any Treatment Provided Ã  Yes Ã  No  If yes, who provided: 

Safety Equipment Provided  Ã  Yes Ã  No  
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Section 99.01.020 ACCIDENT / INCIDENT FIRST AID REPORT ONLY 

 
ACCIDENT / INCIDENT 
FIRST AID REPORT ONLY* 
 
UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT 
1387 EAST 335 SOUTH 
VERNAL, UT 84078 
 
________________________________ ________________________________ 
EMPLOYEE NAME SOCIAL SECURITY # 
 
________________________________ ________________________________ 
ADDRESS DISTRICT, STATE, ZIP 
 
________________________________ ________________________________ 
DATE OF BIRTH WAGE  
 
________________________________ ________________________________ 
DATE OF HIRE DATE OF INJURY 
 
________________________________ ________________________________ 
DEPARTMENT OCCUPATION 
 
___________________________ ____________________ _________________ 
CAUSE LOCATION FIRST AID GIVEN 
 
DESCRIPTION OF ACCIDENT/ INCIDENT:   
 
 

 
RETURN FORM TO PERSONNEL OFFICE IMMEDIATELY 
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Section 99.01.030 ACCIDENT / INCIDENT FIRST REPORT OF INJURY AND 

SUPERVISOR’ S REPORT OF INJURY OR ILLNESS 

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT 
ACCIDENT / INCIDENT 

 
CLw{¢ w9thw¢ hC LbW¦w¸ !b5 {¦t9w±L{hwΩ { w9thw¢ hC LbW¦w¸ hw L[[b9{{ 

²!wbLbDΥ ά²hwY9wΩ { /hat9b{!¢Lhb Lb{¦w!b/9 Cw!¦5 L{ ! /wLa9 t¦bL{I!.[9 .¸ [!²Φέ 
 

EMPLOYEE 
 

Location of Accident / Incident: _______________________________________ Date:____________________ 
 

Employee name: ____________________________  Date of Birth: _____________  Phone #: ______________ 
 

Address: ___________________________________ District: ___________________ State: _____ Zip: ______ 
 

Social Security #: _______________    Married:  Yes Ã    No Ã       Sex: Male Ã  Female Ã    Age: _______ 
 

Job Title: _____________________ Length of Service with the  District: (Years) ____ Hourly wage: $_________ 
 
Job Being Performed at Time of Injury: 

_________________________________________________________________________________________ 
 
Description of Accident / Incident: 

_________________________________________________________________________________________ 
_______________________________________________________________________________________ 
_________________________________________________________________________________________ 

 

 
RELEASE OF MEDICAL INFORMATION 
I certify that the above information is true to the best of my knowledge and I authorize the release to my 

employer and to LWP Claims Solutions Inc.  all records relevant to my disability and my claim for disability or 
worker’ s compensation benefits, including but not limited to medical diagnosis, prognosis, treatment, and 
periods of hospitalization.  It is understood that the District will use the information to verify my disability and 
determine my eligibility of appropriate benefits.  This authorization applies to physicians and other health care 
providers, hospitals and clinics, insurance companies and workers’ compensation carriers and organizations 
administering benefit programs.  This authorization will remain in effect throughout my claim for worker’s 
compensation benefits.  A photocopy of this authorization will be as valid as the original.  

EMPLOYEE SIGNATURE: ______________________________________ DATE: ____________________ 
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SUPERV I SOR 
 

Date of Incident: ________________Time of Incident: __________________ Date Reported: ______________ 
 

Shift:   Graveyard    Ã Days  Ã   Afternoon   Ã Other Was employee on overtime?  Ã Yes  Ã No  
 
Time shift commenced: ________Incident location: (specific area) __________________________________ 
 
Witness(s) to Incident: ______________________________________________________________________ 
 
Did employee lose time due to injury?    Ã Yes  Ã No First Aid given?   Ã Yes  Ã No 

 
Complete if applicable:  
 
Worker taken to medical facility: ______________________________ Doctor: ________________________ 

 
Follow up appointment scheduled?   Ã Yes Ã No           Was time off authorized by physician?   Ã Yes Ã No 
 
Treatment given:  Ã Prescription Ã Brace Ã  Ace bandage Ã irrigation  Ã cast  Ã tetanus shot  Ã other 

 
Part of body injured: ________________________ Safety equipment provided?   Ã  Yes  Ã No   

 
Describe what worker was doing when injury occurred: ____________________________________________ 
 
________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 

 
 

 
 
 


