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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 ofthe Uintah Animal Controdnd Shelter Special Service Distriot be
fair and impartial in all its relations with its employees and applicants for employment, without
regard to ace, color, religion, sex, ageational origin, ancestry or physical or mental disability.
To carry aut this policy,the Districtshall adopt policies and procedures that are designed to
ensure equal employment opportunity in all aspects of employment throudistridt service.
The District pledges its unequivocal support to the purposes and goalesd folicies and
procedures and shall provide the necessary financial and staff support for their canglete
effective implementation. Ae District further pledges to work actively to communicate the
purposes and goals of these policies and proceducesoatreate a climate of acceptance and
understanding in all segments of thimtah Animal Control and Shelter Special Service District

The District sontracted Human Resource office in coordination with the Executive
Director shall establish, developnd 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 stdte Uintah Animal Control and Shelter Special
Ser vi c e Efual€mployntent ’Ogportunitpolicies and to describbeD i s t effortst ' s
in pronoting equality in employment and career development of its employees.

B. It is the intent and purpose dhe District to assure equality in all phases of the
employment processlhe Districtis fully supportive of:

1 Title VI of the Civil Rights Act 0f1964.

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

6 Americans withDisabilities Act of 1991.

7. Equal Employment Opportunity Act of 1965

8. All Utah State AntiDiscrimination Rules and Regulations.

C. The Districtis an*“Equal Opportunity Employer.As such, it is the policy of thBistrict
to follow a concept of nodiscrimination inthe hiring, recruiting, placement, promotion,
termination, layoff, recall, transfer, leaves of absence, compensation and trdiimployees
without regard to their race, religion, age, sex, color, national origin, disabilities or any no
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 Districtwill not fail or refuse to hire or to discharge any individual employéh w
respect to his compensation, terms, conditions, or privileges of employment because of such
individual' s race, religion, color, sex, national origin, disability or age. Als®Districtwill not
limit, segregate or classify its employees or apptedor 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 indiadaak, color, religion, sex, national
origin, age or disabty

Section 1.02.020 Designation of responsibility.

A. Ultimate responsibility for the development and administration of the Equal
Opportunity Policy, as herein described, lies wviltle contracted Human Resource Offidbe
Uintah Animal Control and Shelr Special Service Distriddoard of Directors and the Executive
Director. The Board and the Executive Directully support the administration of the policy of
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theDistrict.

B. The contracted Human Resource Offishall serve as the Equal Employment
Opportunity and Americans with iBabilities Act Coordinator fothe District It is the Executive
Di r e adspomsibility to report to thBistrict Boardand coordinatevith the Human Resource
Office andwith the District Department Heads and employees.

C. The Human Resource officghall 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 bybis&ict Board.

D. Disseminationof Policy and Program. On behalf of tli#strict the Human
Resource Office in coordination with the Executive Diredball ensure that the following
actions are taken to adequatdigseminate and communicate he s t Equal Ermpkyment
OpportunityPolicy:

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 employe's review.

2. Seethat Equal Opportunity postease ppstedat he Di strict’'s Shel ter

3. TheDistrict will include the words An Equal Opportunity EmployérontheDi st r i ct ' s
employment application and recruitment advertising and conduct a thorough discussion of the
Di s t EEBOmoblicysn both enmpyee orientations and employee training programs.

4. The Uintah Animal Control and Shelter Special Service Distriay distribute the
Di st Equa Oppartunity Policy Statement to all contractors and subcontractors, and reviews
the preparation of alteleasespublications, etc., relating tBqual Employment Opportunity
which may be issued by tliEstrict.

Section 1.02.030 Reserved.

Section 1.02.040 Implementation.

On behalf of the Uintah Animal Control and Shelter Special Service Didtaatontracted
Human Resource office, in coordination with the Executive Direstwll ensure that the
following actions are taken to effectively implement thei s ts+Equalt Employment
Opportunity Policy:

A. Serve as a focal point for the overall direction of the Equal Employment Opportunity
Policy by advising and assisting tBéstrict department headsd employees in the development
and implementation of specific EEgoals and objectives for theitepartmentswhich are
consistent with th® i s t Equal Empleyment Opportunity Policy.

B. Be conversant with all laws, EEO rules and regulations and advise and assist all
contractors to th®istrict in fulfilling their equal employment opportunity obligations stipulated
in agreements with thgistrict.

C. Maintain a file on alDistrict equal employment activities and accomplishments.

D. Maintainthis EEO polig 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 andction plans concerning job structures and upward mobility

shall be included as part of théi nt ah Ani mal Control and Shel't
General EEO Policy:
A. Objective: Thecontracted Human Resource Office in coordination with the

Executve Directorand theDistrict Boardshall ensure thattHe i s t job ctassification system
and position review structure do not include factors which discriminate against anyone, based on
race, religion, color, sex, national origin, ancestry, age osipalyor 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 amelaodd, the minimum needed for
gualificaion and without unnecessary restrictions of age, sex, physical characteristics,
experience or education.

B. The Uintah Animal control and Shelté&pecial Service Districgthall periodically
evaluateto ensure that adequate levels of job responsibilitypgiachotional 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 osthe-job training shall be made available to improve the
employeés skills, which will make promotional opportunities available to more people.
Training will be offered to Department Heads and Supervisors anruuaky needed

D. TheDi s t wage and dassification system shall be kept competitive with other
local government gency 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
partofthei nt ah Ani mal Contr ol andEq&hEnployment Speci al
Opportunity Policy:

A. Objective All recruitment procedures used te Districtshall 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 Item$Recruitment programs and projects shallgb@led by hiring policies and
procedures. Maximum effort shall be made to recruit applicants from all categories who are fully
capable of performing required employment taskBhe contracted Human Resource office in
coordination with the Executive Direstshall 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 appfiedlaeutlets.

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 effage recruitment program for all departments in Ehstrict structure.

D. Post all job openingatthe 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 th&Jintah Animal Control and Shelter Special Servide s t Equalt ’ s
Employment Opportunity Policy:

A. Objective: All selection procedures used by tbéstrict 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 practiealigws, referenceand application
forms shall be:

A. Designed and developed in a professional manner so as to measure only relevant job
gualification 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 theUintah Animal Control and Shelter Special Servigstri ¢ tequal
employment policy:

A. Objective: The selection process shall be supervised byctmgracted Human

Resource Office in coordination with the Executive Diredimrensure cmpliance with all
applicable legal regulations and requirements, inolgithis 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 thénal 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 foUithah Animal Control
and ShelteEpeci al S e reyguial ereploynerd opportunity paicy shall be:

Objective Maintain a positive program of equality in the appointment and placement
processes throughout tbestrict.

Section 1.07.020 Action plan.
Action Plan ltems

A. Assure that supervisory personnel with hiring authority are committed to equal
employment principles and are trained to properly and objectively assess thiesabfliall
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 édmyment of acceptable applicants

Section 1.07.030 Approaches.

Objective Strive to develop and increase the use of flexible and innovativeab@s to
appointments and placements within the discretion permitted unddd the t mpeérsorinél s
system

Section 1.07.040 Orientation and follow-up program.
Action Plan Items

A. Develop a workald orientation and followp 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 ovitr@spects of the equal employment opportunity policy in
personnel administration mistrict.
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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 th&lintah Animal Control and Shelter Special Service
Di st equat enplogment 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. Whereverpossible, physicgbb dutiesand 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 objectiaes| 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 Ani mal Control a negual &mmmEolyrdnte r Spe
opportunity policy includsthe following objectives and action plans for training and education.

Objective: Provide for employees and supervisors trairang educatioropportunities
which are essential in establishing and maintaining a climate of acceptance for an efteetive e
opportunity employment program and encourage personal employee develapijoéntelated
skills.

Section 1.09.020 Action plan.
Action Plan ltems

A. Maintain a program of training and education opportunitiesDistrict employees
maximizing theuse of existing resources and upgrading skill and adaptability lev@ssiict
personnel.

B. Encourage the maximum effectiveness from training efforts and the elimination of
conditions which are educationally discriminatory.
C. Establish the basis of Isetion for training and educational leave in a manner as

to help assure objectivity and ndiscrimination, and bring all training and education
opportunities to the attention of &listrict employees.

D. Ensure that anRistrict conducted internal traiing is:
1. Established at a practical and appropriate literacy level.
2 Tailored to the individual to the extent practical and possible.

3. Evaluated through théi s t rexistintg’ Management and Planning
systems, and other personnel adminigtratechniques
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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 relatedtteer personnel actions and total program
evaluation shall be as follows:

Objective: Maintain a comprehensive naliscriminatory personnel administration
program and system based on merit and performance

Section 1.10.020 Action plan.
Action Plan ltems

A. MaintainUi nt ah Ani mal Control and pksestl t er
classification plan, and provide fair compensation to employees.

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

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
conductinga periodic maragement audit to analyze reasons for transfers, separations, and
disciplinary actions.

E. Maintain an“open dodi policy and system for grievances and appeals so that
complaints alleging discrimination will be thoroughly explored and receive an impastialw
with appropriate corrective action taken as required.

F. Provide the opportunity for all employees to discuss performance ratings with
supervisors under tHe i s t system ahdsperiodically review the entire performance and merit
system to assesssieffectiveness 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, th&lintah Animal Control and Shelter Special Service District
shall conduct a thorough, aralureview and evaluation of thBi s t requal toppartunity
program; conduct and prepare a revisiorthe program objectives, action plans and specific
target dates as necessary to keep the overall program current with ithe t requalt ’
employment opportunity needs

S

Section 1.12.020 Summary.

The objectives and action plans as established hereinitotsmghe Equal Employment
Opportunity Compliance Policy fothe District. The goal andDistrict program of equal
employment opportunity is a major segment iftrict governmeris ultimate purpose of
providing general equality of opportunity within thenmmunity. Every effort will be made by
theDistrict to uphold the intent of this plan and keep the plan current with actual needs for equal
employment throughouwdistrict operations
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Title 2

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT
PERSONNEL SYSTEM

Chapters:

201 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 contractecHuman Resourc®ffice of the Uintah Animal Conticand Shelter
Special Service Districin coordination withthe Executive Directarhas the responsibility and
accountability for the proper functioning of the comprehensive personnel systemDh$titie.
This system includes personnel policies, progand activities which relate specifically to the
Di st emptoynerd activities, as well as other personnel policies, programapgtidable
State and Federal laws

B. In accordance wittDistrict policy, the personnel system administered bg t
contractedHuman Resourc®ffice in coordination with the Executive Directof 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 opptumity 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
maintainedo promote efficiency and economy in the operatiotheDistrict government

4. Positions having similar duties and responsibilities being classified and
compensated on a justifiable and uniform basis.

5. Appointments, promotions and all other personnetioas 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 aqurarel policies

and regulationsnd by every consideration of the riglaisd interests of employees consistent
with the best interests of the public ahé District.

7. A formal plan of adopted, published rules and regulations for the appointment,
dismissal, promotion, demotion, transfer, discipline, classification, compamsdienefits,
training and all other employment practices, policies and procedures which @fédgct
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 byitah Animal Control and
Shelter Speci al Deresolutianen ofder ® establishtequiabldemdomd
procedures for dealing with personnel matters, and to assure that appointments and promotions
of employees will be based on merit, which will serve to attraddistrict 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 Dirstadr
administer the personnel systerithe Executive Directoshall have the power to appoint all
employees obothDistrict Departnents in accordance witistrict 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 managemenDisttiog
These rules set forth herein detail those procedures which ensure siailarent 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 Didtrect service

Section 2.02.040 Enforcement of rules and regulations.

In accepting employment witthe District,each employee agrees to be governed by, and to
comply with, the Personnel Rules and Regulations, administrative rules and regulations
established by theontracted Human Resource office in coordination wigdEkecutive 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 understansiiep policies and regulations. All employees
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holding a position inDistrict service on or hereafter the effective date of these rules and
regulations shall thereafter be subject in all respects fortwsions herein

Section 2.02.050 Violation of rules and regulations.

Violation of the provisions of these rgl@ndregulations maype grounddor 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 Pers@&uiglies 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 fultime employees are those who have been appointed to an authorized
budgeted position in the employee compensation plan, havimgoathly salary or “hourly
wage working full-time throughout the entire year (a schedd@do 40 hours per week). The
Executive Directorshall serve as arappointedemployeeof the District,and shallnot be
considered a merit emploge

Section 2.03.020 Reserved.

Section 2.03.030 Permanent part-time.

Permanent patime employees are those who bkalkeen appointed to an authorized
position as provided in the annual budgetttud Uintah Animal Control and Shelter Special
ServiceDistrict, having an hourly wage and who workleast 20 hours, but less thad hours
per week throughout the entire yeAn 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-tpag employees shall be eligible for
employee benefitas 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 povided in the annual budget tife District having an hourly wagand 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 fultime employees are those hired to wBgkto40 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 patime employees are those hired to work at least 20 hours, but less than 40
hours per week in a position expected to last no longerai@ril) tosix (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 N0.2014-08)
(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 epioyees 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 wtle District such as the Schous-career
employee, orolder worker employee sponsored by the State of Utah. Special program
employees also include community service employees referred idtret to work off fines
imposed by State authorized courts. Employees associated with special work prograbres shall
classified as provided in Sections 2.03.0203.030.2.03.060and 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 dotiatirof and in behalf ahe
District. A “volunteer” mus tDistia prior tofperformantelofytasksnr o | |
being assigned. Unless specifically stated, volunteers shall not be considered as employees of
the District. Nominal fees foservices 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 maychanged 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 igligitequirement
and policy of the health insurance provider
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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 GeneraCompensation Schedule shall consist of a schedule of grades of pay as
prepared by thd&xecutive Directorand approved by th&intah Animal Control and Shelter
Special Service District BoardEach 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 fmarttime, limited hourlyand special program employees
does not include grades as is the case in the General Compensation Schedule. Appropriate
compensation shall be determined by Executive Directoand approved by thBistrict Board
and made a part of the annual batd

Section 2.04.040 Establishing salary grades and job descriptions.

When recommending the grade to which each position shall be assignécetheive
Directorshall give appropriate consideration to the following factors:

A. Maintenance of equitableelationships 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 theposition dependent on the current job description for the
position.

E. Amendments to job descriptions thie Districtpositions shall be approved by the
Executive Directoand the District Board.

F. Changes in classification d@istrict positions shall b@pproved by théistrict

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 tiie Uintah Animal Control and Shelter
Special Service Distridb grades or positions within any of tbei s t compenhsati®n schedule
shall be made at the beginning of the salary range within the grade or position. However, the
Executive Directomay appree 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 experiémece of t
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 ofAnimal ControlOfficersshall be determined after taking into
consideration therior full-time, successful animal contrehforcement experience of the new
officer. The new officer shall be given credit for dmaf of the fulttime successful animal
control enforcement experience as the initial pay rate is calculaRakt fulttime, succesful
animal controlenforcementelated experience shall be reviewed and approved for credit by the
Executive Directo. The rate of pay shall be calculated by computing a 5% increase, above the
entry level rate, for every full year of service credit appbby theExecutive 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 Aame Compensation Schedule are to be considtdred
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 &hdQr work week multiplied by 52 weslper year and
divided by 12 months per year.

B. Employees ofthe 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 Wsy 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 compengen for salaried employees shall be computed as follows: The monthly salary as
defined in the exempt compensatischedulemultiplied 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 ae shaftim
be calculated as per Section 3.02 of this policy manual.

Section 2.05.045
(Repealed 1/17/14 Resolution No. 2612)

Section 2.05.046 Animal control officers court compensation policy.

Off-duty FLSA norexemptAnimal controlofficers will be grated two (2) hours of paid
time for court preparation as a result of a subpoenaed or summoned appearance in court as part
of the officets official duties. Court preparation means preparing case documentation, reports,
evidence and professional appeararfoe court. The two (2) hour court preparation
compensation will be separate from the compensation for actual time spantrin Officers
appeamg in court, in an officiaDistrict capacitymay consider such time as hours worked.
District Animal contol 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 btk Bastrict

Section 2.05.060 Allocation of positions.

The total number of employees of a department e total number of employees in
each position within any department shall be approved by Dlstrict 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 andine@ payroll functions for
“Actual Hours” worked as well as recordkeepin

Section 2.06.020 Policy

The following policies shall constitut
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. ExemptionsAll District employees shall use the time clock with theeption of
the following:

1. Executive Director
2. Animal Control Officers
3. Volunteers
B. Work shifts and lunchreaks 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 tiraegployeeswho are given

approval to leave the work place during either of the two (2) designated bresk thust punch
out at the start of the break and punch in when they return.

D. Additional break timesEmployees, 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 approvedwarik related reason, must
punch out when they leave and punch in when they return.

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

G. Travel and trainingEmployees who are traveling to and from training must leave
from the District facilities at the start of travel timenlessapproval is given to leavedm an
alternate |l ocation. They shalll document thei
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 ewets off District facilities/propertyWhen 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 atdheasnd 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.

l. Roundng. 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 earlyEmployees will not punch in, until the actual scheduled start of
their work shift, without prior approvatdm the shelter manager or the executive director.
K. Missing punchesEmployees 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 documemntéat ihooruref wlhhe kédctwhich must
manager or director.

L. Falsifying time clock recordEmployees 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 3/0@8 Resolution No. 20082)
(Revised 1/17/14 Resolution No. 26004)
(Revised 11/20/15 Resolution No. 2016)

Section 3.01.010 Objective

The objective of this section is to establish the basic hours of wotkddgdintah Animal
Control and Shelter Spetidervice Districtdepartments, 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 @trol services are required seven days a week. The District Animal
Control & Shelter Departments will both maintain3a to 40 hour work weekfor full-time
personnel20 to30 hourwork week for partime personnel, Faours 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 controgeel will also rotate
“ s t-la n&atus 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 employeeshall be bimonthlyand wages earnedahbe paidon the
5 and 2@" 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 th&Jintah Animal Control and Shelter Special SeeMistrict may elect
to have their bmonthly payroll directly deposited to bank or credit union accounts as they so
desire. TheDistrict is willing to make such direct deposits to multiple accounts for each
employee. Upomire, each employee in writingill 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 loptitractedPayroll Department
one week prior to thpayroll being processed.

Section 3.02.020 Time sheets.

A. All employees, both hourly and sakd, shall fill out a bimonthly time sheet
and/or time cardvhich specifies the number of hours worked each day during the pay period.
Time sheetaind/or ime cardshould be filled out on a daily basis in order that an accurate record
of actual hours worked each day can be maintained. After time sradts time cardare
reviewed and approved by the respective Department Head, they are submittecbtdrtuted
Payroll Department for processing. After being received by the Payroll Department, time sheets
may be altered n|l y wi t h tappeovak mpl oyee’ s

B. Time sheetsnd/or time cardshall besubmitted to theontractedPayroll
Departmen on the 15t and 1% 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
immediatey so that the problem may beorrected as soon as possib(Revised 06/15/12
Resolution No. 2012-05) (Revised 1/17/14 Resolution No. 2014-01)

302



Personnel

Section 3.02.030 Overtime.

A. Policy. It is thepurpose and intent of thigolicy to keepovertime work toa
minimum, consistent with the protection of life and property and the efficient operation of the
departments and activities die District Overtime work shall be authorized only with prior
authorization of the Department Head and shall be defined as

1 Actual hours worked on aftdrours calls for service between 8:00 p.m. to 6:00
a.m.
2. Any time worked beyond the 40 hours in a standarkwveek in accordance

Federal LawFLSA).

All hours, except as noted aboven the employes time sheet associdtevith norrworking,
approved leave shall be excluded in calculating total time worked in determining overtime hours.

(Amended 10/02/08, Resolution No. 2608).
(Additional Amendment 11/06/08, Resolution No. 2409
(Revised 06/15/12, Resolution No. 26002)

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 toeyamkl
hours per standard work weedall be compensated for such overtime work either by payment
at the rate of 1% times his normal rate of pay for the period worked, or through the allowance of
compensatory time off.

C. Compenation 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 thmeé of hire. The allowance of compensatory time off shall be in
compliance with the prosions for compensatory tiradf, found in Section 3.02.030 (D).

D. Compensatory Tim©ff. In lieu of being paid at the rate of 1% times his normal
rate of pay for k overtime work, the Department may require the employee to accrue
compensatory time off at the rate of 1% times the hours worked over the 40 hour standard work
week of the employediowever, 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 permiissdompensatory
time within a reasonable period after making the request, if doing so does not unduly disrupt the
operations of th®istrict.

E. “On-Call” Compensation.

A. Paid Holidays When Di stri ct empl oyees are a
holidays,excepting salaried employees, such employees shall be compensated for a minimum of
two (2) hours at their regular hourly wage for each twéoty (24) hour paid Holiday. If such
empl oyees perform wor k dut i es gedcy call qutgtheyshall c al |

be paid their regular wage. Act ual hours wor Kk
the two (2) hour “on call” compensation all ow
worked during thodAidpn call” status per.i

B. Declared Animal or Agricultural Emergency/Disaster. When District
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empl oyees are asked to be “on call” for a de
excepting salaried employees, such employees shall be compensdbech minimum & four (4)
hours at their regular hourly wage foreachtwentgur (24) hours day they

status. I f such employees perform work duties
out, they shall be paid their regular wage. Actialthr s wor ked during “on cz¢
be subtracted from the four (4) hour “on cal
compensation for hours worked during the *‘on

F. Standby. A District employee who is issued oarries a District cell phone amsl not

requiredto 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 notentittedt o “on cal |l ” pay. An-+bysttus. Contr ol

G. Emergency Call Out Compensatiowhen any District employeexcepting salaried

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

cdl ed back to woblk”wbetHem el i st asnédtus or n
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, regaalless “ act ual ti me”
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 Disimety at any time
determine the necessity to reduce the numbewardking hours for any employee of any
Department othe District Reduction of working hours may be necessary to facilitate budget
cuts or any other purpose deenmextessary by thBistrict Board

B. When working hours are reduced, the employee mayutitizte 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 todastrial accident or illness. In

such <case, the employee’ s time sheet showin
decision of theéDistrict Board Departments to be included in budget reduction of working hours

shall be determined by thzistrict 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 (Igfyear
their date of hire. All animal control officers thereafter will be required to comatetdraining
as neededRefusal or failure to complete the required training certification may be grounds for
immediate disciplinary action up to and including teration. All training will be subject to
budgetary limitations. Such training shall be compensated as hours wakedd¢d 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, 28, by Resolution Nd®201503)
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 emp®yeerk during the
adjustmentperiod of a new employee taheir position, and for rejecting any probationary
employee whose performance does not meet the acceptable standards of work.

B. Original appointments tall District service positions shall be tentative and
subject to a probationary ped of not less than six (6) monthEhe 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 emdagdi@l probationary period.
The employes performance reports shall be completed onUheah Animal Control and
Shelter Special Service Distri@ersonnel Evaluation forms and forwarded to ¢betracted
Human Resource Officelf necessary, the Departmeiiitead 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 ademidway through the extended period.

Section 3.03.030 Termination of probationary employee.

During theinitial probationaryperiod, an employee may be terminated with or without
notice for any reason without any rights to due process, notice, etiptara appeal in
connection with said termination.

Section 3.03.040 Departmental probation.

A. Transfer or Promotion. All appointments as a ltesfia transfer opromotion
shall be subject to a depaental probationary period @ix (6) months. i t he @ppoi nt
performance is not acceptatdaring the probatinary periodthey may be transferred, demoted
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or reassigned toheir previous classification or department, if such vacancy exists. If such
vacancy does not exist, the employee may beitatedin accordance with the provisions of
these policies. The probationary employee shall retain all other rights, privileges and benefits as
regular employees even thoutiey areon probationary status.
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Title 4

EMPLOYEE PERFORMANCE REPORTS AND MERIT INCREASES

Chapters:
401 PERFORMANCE REPORTS
402 “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 appraisaigpfomotions, transfer, or reassign employees
for better use of skills and abilities, and to identify and develop-peoforming
employees.

Section 4.01.020 Scope.

This policy applies to all Uintah Animal Control and Shelter Special Service
District full-time, parttime and limited hourly employees.

Section 4.01.030 Policy and Procedure.
A. Informal Performance Plan

1. Not to be confused with the annya¢rformance evaluatioren
informal performance plan shall be used to help employees to uadérstork
expectations as duted in the job description. Thgerformance plan shall be developed
by Department Heads or the Executive Directorconsultation with theontractedHR
Director, stating expected standards, duties, behaviors, and olgeas/evell as other
objective jobrelated criteria. Personal attributes that do not relate to the job shall not be
considered. Thénformal performance plan make consideredn future disciplinary
action against an employee.

a. The expected standardduties, behaviors, and objectives
contained in thanformal performance plan shall state performance criteria which are
specific, measurable, attainable and reasonable, with & ltmit. Again, the goals
shouldbe consistent with the job description.

b. The comments of the Department Head contained in the
informal performance plan shouloe 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 & 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 educatiorthat may beequired to improve performance, and what assistance the HR
Director will provide n order for the employee to achieve the goals and objectives.

2. The Deartment Head or Supervisor shouldork with the
employee on any changes on tindormal performance plan before the changes are
effective.

3. The Department Heashall provide theemployee with a copy of
the completed plan.

B. The Performance Evaluation

1. The Executive Directorin coordination with the contracted
Human Resource officeill identify and present to the Administrative Control Board for
approval and adoption, aegormance evaluation for and a rating system for use in
evaluatiors of District employees

2. Performance Evaluation is an -going process requiringhé
Department Headnd the employee to meet at least annually and discuss achievements,
review perfomance and identify goals. The process shall culminate in the written

perfor mance eval uati on, whi ch shall occur
anniversary date and then every year thereafter on January 1.
a. The human resource officehall provide otice to he
Department Headh t | east one month prior to the em
evaluation period.
b. Department Headshall evaluate probationary employes
performance at the end of the probationary period.
3. During the evaluation nating, the Department Head widldvise
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 ppare comments to accompany the

performance evaluation and shall sign the evaluation form agreeing documenting receipt,
acknowledgement, and understanding. If the employeee®fies sign the form, the
Department Head will make a notation that the emplogéesed to sign, thand HR
Directorwill 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 signsivithout employees notification

C. Disciplinary Actiorr In accordance with Title 12, Promotion, Demaotion,
Transfer, Recl assificati on and Discipline,
Procedures Manual, the Department Head or Supervisor may take disciplinary action
when an e erfpimangeedeés sot mpeet 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 Hal or Supervisor may note disciplinary actions imposed on the
employee during the evaluation period. Any disciplinary action will follow procedures
outlined inTitle 12.

D. Goals and Training. Following the completion of the performance
evaluation proces the evaluator will be asked to establish S.M.A.R.T., (specific,
measurable, actionable, realistic, thpigased) goals and determine appropriate training
needs for each employee. These goals and training needs are to be completed in the
bottom section othe 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 performameecess 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

APAY FOR PERFORMANCEO 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)

(Sections 4.02.010 thru 4.02.035 Suspended Indefinitely 10/17/14 Resolution Ne. 2014
19)

Section 4.02.010 Purpose.

The purpose ofthipol i cy i s to establish a “Pay fo
process which is adequate to attract and retain qualified employees and to provide
equitable treatment of employeéSuspended Indefinitely)

Section 4.02.020 Scope.

This policy applies to allUintah Animal Control and Shelter Special Service
District full-time, parttime and limiteehourly employeeqSuspended Indefinitely)

Section 4.02.030 Controls.

A. Every year, the Executive Director will recommend to the Uintah Animal
Control and SHet er Speci al Service Di strict Boar
increase/adjustment to the salary schedul e
merit increase. The Executive Director will be responsible for the maintenance of the
performance evaluath 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

systen 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. Theemployee concerns and observations must be brought up and dealt with for
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the system to be successful. Discussions must bgoioig in order to improve the
system for the futurgSuspended Indefinitely)

Section 4.02.035 Performance Pay.

A. Performane 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
“Nesedl mprovement”’
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 gartment before an employee receives a pay increase or a bonus.
4. Appointed and Elected personnel are ineligible for the increase.
B. An empl oyee that receives more than

evaluation factor ratings, will not be eligible teceive 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
retain employment with the District. At sutime, 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 evalwuation of an empl oyee’ s
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 sohat 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 pidrite 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 reexamineh e empl oyee’ s job description
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 & 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 evatigieand 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 thelaym@ 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 outcormid@e employee does reserve the right to
appeal the evaluation which was made. The appeal process shall be administered as
follows:

A. Appeal to theExecutive Directar Within 10 working days following the
date of the completion of the performance euvadumaand signature by the employee
being evaluated, the employee may appeal the final score being given by the evaluator to
the Executive Directar Such request for appeal must be made in writing over the
signature of the employee requesting the appédél exiplanation why the appeal is being
requested and justification as to why the evaluation should be reviewed Byeitative
Director.

B. The Executive Directorshall have 10 working days to respond to the
appeal and shall be given every opportunitggeak to the employee who was evaluated
and the evaluator regarding the evaluation process and the results of the evaluation. The
Executive Directoican agree with the evaluation as completed or may make changes to
the final evaluation score, either up@eor downward, based on information that has
been received for the purpose of assessing the evaluation. The final determination of the
Executive Directoshall be made in writing, with a copy of such determination being sent
to the employee and the evatar within the 10 working day period.

C. Appeal to theUintah Animal Control and Shelter Special Service District
Board If the employee is not satisfied with the decision ofEkecutive Directorfter
an appeal has been made to him, an employdebeigiven the opportunity within 10
working days following the receipt of tftex e c u t i v efindD deciston, tocappead
that decision to th&Jintah Animal Control and Shelter Special Service District Board
Employees who are initially evaluated blyetExecutive Directorand who desire to
appeal their evaluation by thexecutive Directorshall also direct their appeal to the
Uintah Animal Control and Shelter Special Service DistBioard The District Board
shall be given 15 working days to reviewdaassess the evaluation which is being
appealed and shall, within that 15 day period, make its final determination as to the
outcome of the evaluation. Tl#Estrict Boardcan agree with the previous decision or
evaluation of thé&xecutive Directoior maymake 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 emptoyetal evaluator and the
Executive Directar The decision fothe Uintah Animal Control and Shelter Special
Service District Board shll be fin
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Title 5

LEAVE / BREAKS

Chapters:

5.01
5.02
5.04
5.05
5.06
5.07
5.08
5.12
5.14
5.16
5.18
5.20

ANNUAL VACATION LEAVE

SICK LEAVE

FAMILY AND MEDICAL LEAVE ACT “FMLA” POLICY
MILITARY LEAVE
ADMINISTRATIVE LEAVE

JURY DUTY

FUNERAL LEAVE

RESERVED

PERSONAL LEAVE WITHOUT PAY
LUNCH PERIODS

REST PERIODS

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. 201
(Revised February 20, 2015 by Resolution No. 204b

Section 5.01.010 Purpose.

The purpose of anailivacation leave is to alloemployess time to both mentajl
and physicallyrefresh themselves in order that they laegter abé to carry out the duties
of theirwork. To achieve this goal, it is the intenttbe Uintah Animal Control and
Shelter Special Service Distrith have the employees schedule annual vatdéave
duringthe course of theemployment

Section 5.01.020 Eligibility.

All permanent fultime andpermanent paiime employeeshall be eligible to
take vacation leave or be compensated for accrued vacation leave as per Section
5.01.080. The amount of time aadle for an employeés vacation shall be accumulated
through the month immediately preceding the month in which the empsoyaeation
falls.

Section 5.01.030 Accrual of vacation leave.

Except as provided in paragraph F of this section, vacatioe =zall 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 seshiak 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 twentg20) 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 followieg rat
for the month in which they are hired:

Hire Date Accrual Rate
1-15 day of any month 100% of normal accrual rat

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

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

F. Permanent patime employees shall accrue vacation at ¥z of the rate of
permanent fultime enployees.

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 Decerfilwdr 31
each year.

The Executive Director may approup to a sixty (60) day extension period for
the use of annual leave beyond Decembé&w@ien, 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 Resolatio. 201601)

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-diinas scheduled timeff,
except in cases where an empldgesccrued annual leave exceeds the@pmaximum.
In such cases, the employee shall be allowed to utilize accrued annual leave until the
accrued annual leave balance equals th@&&30 maximum, at which time, accrued
compensatory timeoff shall be used

Section 5.01.060 Scheduling.
An employeés vacation shall be, as much as possible, scheduled for the
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employeés convenience. However, vacations must be scheduled through Department
Heads so as not to interfere seriouslith or impair departmental efficiency All
employees shall submit Request for Leave forms before taking any vacation/shs he
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 empldgeeacation for which they
normally would have been excused from work, that day shall not be charged as a day of
annual vacationf an employee écones ill or injured during theiannual 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 8ick leave.

Section 5.01.080 Payment upon termination.

Employees who terminate employment, and who are eligible for vacation benefits
aspet he Uintah Ani mal Control & Shelter Speci
and Procedure Manyashall bepaid for any accrued vacation. Payment for accrued
vacation upon termination shall be at the employemirrent rate of pay. Voluntary
termination by any employee without at least a-tmaek notice gien by an hourly
employee and a onmonth notice gien by an exempt employee to thédepartment
Head shall be considered just cause to waive the payment of accrued annual leave upon
termination. Theexecutive Directoshall give notice to th®istrict Board.Upon giving
this minimum notice prior to theiroluntary termination, the employee shall be required
to work continually for the maining employment period in theirequired job
assignment, allowing the necessary time for tkeruiting and training for their
replacement. Exceptions to the noticeuisgment may be granted by tlieecutive
Directorin 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, fulltime employee of th®istrict may contribute to another
full-time or paritime District employee who qualifies for vacation leave who has
exhausted all vacation leawad compensatory time off, accrued annual leave for the
purposethat an employee may maintain theagular inome during a period for which
theywould normally need to use vacation leave. An hour of vacation leave donated by
an employee shall constitute an hafrleave which may be used by an employee
receiving thedonated 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 employe’s Department Head and by tBrecutive Directar

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 IlIness 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 coursef their emgdoyment, 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 timéhich they may
recover from theiillness @ injury to the point that they apable of returning to work
and completing job assignments. Sick leave shall be allowed only in case of necessity
and actual personal iliness or disability, medical or dental treatment, or in the case of
emergency illness ithe immediate family. Th&immediate family shall be the spouse,
patent, child, brother or sistegick leave shall not be considered as a privilwbeh an
employee may use at the@wn discretion, but shall be granted only upon the@g of
the Dgartment Head.

Section 5.02.020 Eligibility.

A. All permanent futtime and permanent paitne employees of thé&lintah
Animal Control and Shelter Special Service Distradter completion ofour (4) weeks
of continuous service, shall be eligibletaie 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 yea 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 accruaate

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

D. Permanent pattime employees shall accrue sick leave at ¥ of the rate of
permanent fultime employees.

Section 5.02.040 Accumulation.

Sick leave may be accrued by an employee with nadtion 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” D

Section 5.02.050 Holidays within Sick Leave.

When a recognized holiday falls within an empldgelenefituse 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 whethe employee or a membef theirimmediate
family notifies a supervisor of theabsence prior to, or within, ofi@lf hour d their
scheduled reporting timdn the event of absence of more than one day, additional
reporting as deemed necessary by the Department Head may be reduicesd of sick
leave mayresult 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 safethesf o
employees in the work place. In such case, the employee may use accrued leave or
compensatory timeff.

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
benefis will automatically be forfeited when employment witle Districtterminates.

Section 5.02.090 IlIness 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 thesadisick leave accrued from the current
calendar to annual leave. The conversion shall occur between Decefhizerd 1
December 3% of the current calendar year at the written request of the employee. Cash
payments h a |l | be mad escuréntratelofgpaye mpl oy e e’
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Section 5.02.120  Post employment health care plan (Plan)

A. Conversion of egess sick leave hours to a pesaployment health care
plan (Plan).Upon implementation of this Plan, all sick leave hours accrued by an
employee through May 30,022 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

|l eave hours by thoarly wagegdt the/ tene the corvarsion is made

and such amount being deposited into the plan in one lump sum, upon adoption of this
policy by the District’s Administrative Cont

B. Excess sick leave hours. Beginning January 1, 2013, 100% of aitk
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 payd pafr
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 tamdvantaged medical savingecount. 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 becorbegfit eligible as defined in the plan
document, without federal tax liability. Investment options of the Plan Baghrovided
to the employee and administered in accordance with the plan documents.

D. Termination of employment. Upon termination of eployment, an
empoyee who has a pesimploynent health care plan arnldeir 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 othe District who, at the time of death has a funded post employment health
care plan, funds from the account may conti

eligible dependents as defined by the Internal Revenue Service. If no eligible dependents
exist, emaining 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 congdrto 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)

Section 5.04.010 General leave provisions.

As a supplement to its other leave policteg, Uintah Animal Control and Shelter
Special Service Distriovffers family and medical leaves of absence as provided by the
Federal Family and Medical Leave Act of 199BNILA™).

A. Under the FMLA, an eligile employee may take up to 12 weeks of
unpaid leave during any 4Bonth period for (1) the employeseown 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 serioealth conditionFurther, under the provisions
of and in accordance with Public Law 1181 effective January 28, 2008, an eligible
empl oyee who is a “spouse, son, daughter,
take up to twentgix (26) work week 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 retirést, for a serious injury or iliness.

1. The 12 month period is defined as therm@nth period beginning
on the first day of the employesfirst FMLA leave.

2. A “serious health conditidnis an illness, injury, impairment or
physical or mental catition that involves: inpatient care (an overnight stay) in a medical
facility; or any period of incapaty requiring absence of more than three calendar days
from work or other regular daily activities that also involves continuing treatment by (or
underthe supervision of) a health care provider; or continuing treatment by (or under the
supervision of) a health care provider for a chronic or-@ngn health condition that is
incurable or so serious that, if not treated, would likely result in a periodabaity of
morethan three calendar days, and for prenatal care.
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3. An employee must have been employed byDisrict for at least
one year and hasorked at least 1,250 hours within the previousarighth period to be
eligible for FMLA leave. Suchl250 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 fore@f a spouse,

child or parent with a serious health condition, an employee is required to substitute any
acaued paideave as part of the 2eek leave provided for in the FMLA.

6. If leave is taken based on the empldgeewn serious health
condition an employee is requirgd substitute any accrued pdg&hve 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 istrict and seek leavior 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 reducéehive schedule for medical reasons can be
taken under this policywhen medically necessaty. 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 ceduleave
schedule because of a serious health condition that is foreseeable based on planned
medical treatment, thBistrict may require the employee to transfer temporarily to an
alternative position for which the employee is qualified and that hasaeunivyay and
benefits and better accommodates recurring periods of leave.

2. “Intermittent leave is leave that is not taken consecutively. A
“reduced leave schedllmeans a leave schedule that reduces the usual number of hours
per workweek or hoursgp workday.

Section 5.04.020 Notice by employee.

If the need for leave is foreseeable the employee must give at leasta3p s ’
notice before the leave is to begin. If the situation requires leave to begin in less than 30
days, the employee should prde& such notice as is practicabliethe 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 Dfstiiet and (2) give
at least 30 daysnotice, 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 function#. 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 atDthes t r i ct
expense. If there is a conflict in the two opinions, Dingtrict may pay for a third health
care provider, to be mutually agreed upon byDngrict and the employee, to render a
third and final opinion. Th®istrict may require subsequent decertification every thirty
(30) days

S

Section 5.04.025 Notice by employer.

The employer shall provide awrittenot i ce desi gnaldaveapd an e mp
detailing specific expectations and obligations of the employee who is utilizing FMLA
leave. Except as provided otherwise, this notice shall be provided within twe$sis
days after receiving the employee’ S noti ce
FMLA leave has not been submitted to fistrict by the employee, thBistrict may
designate the leave as FMLA leave prior to the leave being taken if the feaseave
gualifies as FMLA leave. Leave may be designated byDistrict as FMLA leave
retroactively only if theDistrict did not know of the reason for the leave until the
empl oyee’ s Digtricttkmows tlee rreasorf for thé kave, but has yet
confirmed that the condition qualifies under FMLA or awaits medical certification.
Under such conditions, tHeistrict may designate the leave as FMLA leave within two
(2) days after receiving the proper information. In no case can use of paidbeave
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 positionnaitloss of benefits.
As an exception, reins&nent may be denied to certdirk ey ” e mpl oyees unde
circumstances. “Key” employees are sal ari e

the highest paid 10% of all employees of Bhstrict.

Upon retirning 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
uncer 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 taaccrue during the FMLA leavexcept when the employé using paid
annual leave, sick leave or compensatory {ofie
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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 jolmvided the employes 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 @ompensatory leave time payments, the empleyee
contributions will be collecteth the normal manner through payroll deductions. If an
employee is on unpaid leave, the emplogemntributions must be paid at the time they
would have been collected by payroll deduction. If the emplsyeantribution is more
than thirty (30) daysate and théistrict has given the employee written notice at least
fifteen (15) days in advance advising that coverage will cease if payment is not received,
theDi s t obligatiori te maintain insurance coverage shall cease.

2. Supplemental Life Isurance 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 deddcfrom any pay received foceued
vacation, sick leave awompensatory time off. If the employee is on unpaid leave, the
employeés contributions must be paid at the time the contributions would have been
collected by payroll deduction. If the empleyelects to discontinue the insurance,
coverage may be reinstated upon the empleyesturn to work, but reinstatement will
require reapplying for coverage and acceptance by the insurance carrier.

3. Long Term Disability Income Insurance. THeistrict 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. TheD i s t rcontdbutiorss and the employse
contributions to the employee’ S retirement
employee on FMLA leave continues to receive pay from Ehstrict for accrued
vacation, sick leave, acxompensatory timeff. 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 46iitdbutions may reinstate
his contributions to the plamat any time. Service credit for retirement purposes will
continue to accrue during FMLleave, providing the employes on a paid leave status
utilizing annual vacation, sick leave or compensatory time off.

5. Holidays. Holidays occurring during &VLA 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 tHaistrict for accrued vacation, sick leave or compensatory
time off. If a holiday falls during a week oMLA 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 retdcawork date. Employees may requéstalter
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 HM 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 whantentionally furnishes incorrect information in
order to obtain FMLA | eave 1is not protect e
maintenance of health insurance benefit provisions and will be subject to appropriate
disciplinary action, up to and includingteination.

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 fitnestor-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 tiastrict that he / she
does not intend to return to work, the employment relationship shall be deemed
terminated and the empl oyee’t cantinbeMEMLA ent i t | e
leave andistrict funded health and life insurance benefits shall immediately cease.

6. If an employee fails to return to work at the end of thevé2k
period and fails to respond to tliei s t matiae tof termination of employmenthe
empl oyment relationship shall be deemed te

entitlement to reinstatement, continued FMLA leave, Bigdrict funded health and life
insurance benefits shall immediately cease.

7. If an employee fails to return to wofrom a period of FMLA
leave, theDistrict may require him / her to reimburse tBeéstrict for the full costs of
premiums that were paid by tiestrict to maintain benefits during the period of FMLA
leave, unless the failure to return to work was fasoms beyond the control of the
employee

Section 5.04.035 Outside employment.

An employee of theDistrict, while on FMLA leave, shall be prohibited from
performing work for another employer.

Section 5.04.040 Industrial accidents or illnesses.

Time &sent from work for workelated 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 3%-2, all employees othe Uintah Animal Control and
Specal Service Districtvho 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)ospent
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 théDistrict who enlist or are drafted and are recalled to active
service in the Armed Forces of the United States mayd&eay extended military leave
without pay. Such employees shall be permitted tarmeto employment witithe
District pursuant to the coiittbns as outlined in UCA 38-1.

Section 5.05.030 Income or wages received.
(Repealed 11/06/08, Resolution No. 2008
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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 te Executive Directoror their respective Department Head, be granted
administrative leave as consideration for overtime worked. Such leave shall be requested
prior to being taken, on ‘eRequest for Leaveform. Upon termination of employment,
however, skried 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 mayégranted administrative leave with pay pending the outcome
of an investigation undertaken to determine if disciplinary action against the employee is
warranted. Theexecutive Director of the Uintah Animal Control and Shelter Special
Service Districimustgive 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 leatffy the Department
Head ofthe subpoena or summons. TUetah Animal Control and Shelter Special
Senice District will continue to pay the employeepay 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 expeocteeturn to wdt. (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 Ehgtrict for such duty, shall
remit such court compensationtte Districtwithin five (5) working days after reséng
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 cpensated for such services at his
regular rate of pay, providing that any witness fees received by the employee shall be
remitted tothe Districtwithin five (5) working days after receiving such compensation.

Note: A jury duty/witness compensation forprovided 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 himifg has ded, an employeef the
Uintah Animal Control and Shelter Special Service Distriety be granteélneral 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 vemateave. For oubf-state funeral travel,
two (2) additional daysnay be granted. Approval féunerd leave shall be requested
and approvedby the Department Head prior to such leave being taken. (Form in
appendix pages

Section 5.08.020 Family defined.

“Family members include spouse, parents, paremtdaw, guardians,
grandparents, grandchildren, children, brothers, sisters;isdas, daughtersn-law,
brothersin-law and sisterin-law.

Section 5.08.030 Limitation.

No employee shall recs# more than 3 working days of leave (5 if -ofistatg
for funerals within aalendar 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 absenwéhout pay may be granted émmployeef the Uintah
Animal Control and Sh&dr Special Service District Leaves without pay require the
advance approvaif the Department Head and tBsecutive Directorand can only be
considered after annual leave, sick leave and compensatory time has been exhausted.
Factors in approving leawgithout 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 Directbeave 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 arraed 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 therebyRequests for such leaves shall be made in writing, and if
approved by the Department Head andHERecutive Directoif required, shll be filed in
the employees 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 fianirtation, unless the
Department Heads contacted prior to the expiration date in writing. Depatment
Headmust oltain permissiorirom the Executive Directdo 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 benefitsshall cease when personal leave without pay exceeds
thirty (30) calendar days. For any leave past thirty ddlys, employee will be
responsible for paying the cost of insurarpremiums for theeriod they ar@absent on
leave if they wishto retain such insurance coverages. Benefils 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 Depament 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 employeethefUintah AnimalControl and
Shelter Special Service Distrighall eat lunch on their own time and shall not be paid for
such time. The lunch period MWinormally be thirty (30) minutes However, each
department shall schedule lunch periods with the employees toatacdibntinuous 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 otherwisgrovided, each employee dhe Uintah Animal
Control and Shelter Special Service Districay be grantetivo (2) separateest periods
of fifteen (15) minuteseach during each half of an eight hour sHuttt not in conjunction
with the lunch period.The rest period is intended to effa brief rest for the particular
duties of the moment and is to be taken at the job logatidass otherwise approved by
the department headuring the rest perioghelter staff shall use their personal vehicles
if granted permission to leave thdjmcation.

B. Rest periodshall notbe combined or banked to provide an extended rest
or lunch period or shorten the working dayless otherwise approved by the department
head Department heads or their designated representatives shall schedpéioest in
order to facilitate departmental operatiofBevised 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 tpress 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 f«
periods will be given eadime 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 packstore
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. 206D
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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 fultime and permanent paitme employeef the Uintah Animal
Control and Shelter Special Service Distiace given the following paiddiidays each
year:

New Yeats Day, #'of January

Presidents Day,"8Monday in February
Memorial Day, last Monday in May
Independence Day™day of July

Pioneer Day, 24 day of July

Labor Day, Monday in September
Veterans Day, 1Y day of November
Thanksgiving Day, % Thursday in November
Christmas Day, 25day of December
Floating Holiday (of employée choice)

Holidays falling on Sunday will be observed the following Monday; holidays
falling on Saturday wilbe observed the previous Friday.

“ T IOTMMmMmOoOO >

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 empldgeeacation, 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 chgithe pay period when the holiday occurred.

Section 5.20.040 Eligibility.
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A. Permanent fultime employees shall be granted 8 hours paid holiday benefit
for holidays listed under Section 5.20.010.

B. Permanent patime employees shall be grantedufo4) hours of paid
holiday benefit for the holidays listed under Section 5.20.010.

C. Limited hourly and special prograemployees are not eligible to receive
paid holiday benefits.

Section 5.20.050 Floating Holiday.

The floating holiday of the empje€s choice may be taken after approval of the
Department Head.
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Title 6

BENEFITS

Chapters:

6.01
6.02
6.03
6.03
6.04
6.05
6.06

GROUP MEDICAL, DENTAL & LIFE INSURANCE
EDUCATIONAL ASSISTANCE

PAYROLL DEDUCTIONS

PAYROLL DEDUCTIONS

RETIREMENT SYSTEMS

LONG TERM DISABILITY

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-tutie employeesand permanent part
time employeesof the Uintah Animal Control and Shelter Special Service Distviltt
become etiible 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 employés dependents. Employees hired under the Exempt Compensation
Schedule, depiment 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 selct 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 bpiteict;

C. Within thirty (30) calendar days of changes in family stafus. 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 oDisteict. Insurance benié
provided to permanent parime employees shall bequal tothe rate afforded to
permanentfull-time employeesAdditional disability and accident coverage may be
purchased by the employee atminimal monthly premium. Th®istrict 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, thdistrict will compensate such employees $150 per moagion proof of
coverage elselere
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Section 6.01.030 Termination of benefits.

A. Except ashereafter 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 [iev.

B. Effective July 12007, the Districtshall 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 thgistrict 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 mediceld 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 throgh 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 isatdsd by the
insurance company for coverage not being continued.

Section 6.01.040 Medicare health insurance benefits.

Each employee athe District who reaches age 65 is otherwise eligible shall
file an application for Medicare benefits upon eligtgil
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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 coses 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 tbabingne
tuition and required s upon successful completion of the course.

B. Successful completion of a course shall mean:
1. For undergraduate degree programs, the er
higher.
2. For graduate degree programs, B’heorempl oy
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 Wersity Extension program.

Section 6.02.020 Employment agreement.

Employees receiving educational assistance from the District shall be reguired
sign an agreement with the District provi di
employ for one yar 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
thecouses taken and how they would benefit the
availability of funds from the department’ ¢
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 Shelt&pecial Service Districls 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.

Retirement plan loans.
Employee social funds

IRS 125 Plan

Medical insurance premium
457 or 401K retirement pha
Legal services program
Athletic club programs
VernalDistrict utilities

Auto insurance programs
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 othe Uintah Animal Control and Shelter Special Service
District participate in the Utah State Retirement System (Public Employees / Public
Safety Systen)sor ICMA, if exemg from the Utah Retirement System (URS).

Section 6.04.020 Membership in the Utah State Retirement System.

Certain categories of employeestbé Districtare required to become members
of the Utah State Ne@ontributory Retirement System upon hire. Thestegories
include the following:

A. Employees working twenty (20) or more hours per week and receiving
benefits from theDistrict afforded to permanent fulilme and permanent paiime
employees;

B. For purposes of Utah Retirement Systems (URSkrame, the District
classifies all elected/appointed Board Members astipagt Eligibility for retirement
coverage under Utah Retirement Systems shall be administered in accordance with the
statutory rules governing Utah Retirement Systems.

C. Certain @ministrative appointed officials of tH&istrict 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 withe contribution schedule as provided in the
annual budget of thBistrict.
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Section 6.04.040 Vesting.

Under the ICMA Retiremdrplan, an employee may receive retirement benefits
when héshebecomes eligible for such based on'feslength of service witlthe District
(vesting) in accordance with the ICMA Retirement Plan document.

An employee becomes fully vested in the ICMAIreghent system after five (5) years of
service tothe District The folowing shows the percentage wésting rights ofthe
employee:

Years of| Rate of Return
Service

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 e t i r ebenefisst witls the Utah State
Retirement System or the ICMA Retirement Program will be administered in accordance
with the rules and regafions of the Utah State Retirement System or the ICMA plan
respectively. An employee wishing to retire should allow ample time befolteehis
expected retirement date in order to process retirement.forms

Section 6.04.070 Voluntary contributions to retirement plan.

Although a fulltime or parttime employee is not required to make voluntary
contributions to the retirement plan, #shewishes to do so, flghemay makevoluntary
contributions to the ICMA 457 oUtah State 401 K or 457 plarsy furnishng the
contracted Human Resource offiwéh written authorization to make payroll deductions
for highervoluntary contributions. Hehemay stop the payroll deduction at any time, if
he wishes. Amounts allowed for payroll deductions into a retiremantghall 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 Ut ah Pu lsIDisabilityEActpfl 1888 anel 'subsequent legislation provide
for the long term disability program. This program is for all employees ofitiah

Animal Control and Shelter Special Service Distfamt whom retirement contributions

are being made, with costs of the program being paid fahd\District Provisiors 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 ofthe 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 SecugitProgram shall be in addition to those received from the Utah
State Retirement System, or other supplemental retirement programs, inDistictt
employees participate. Any questions regarding Social Security benefits should be
directed to thd®istrict sontracted 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 Distectployees are
covered by Workés Compensation carried throughtheé st r i c ts tompemsatiork e r ’
insurance carrier for personal injuries occurring while on thegjoillnesses acquired
because of jolelated reasons.

Section 7.01.020 Reporting injuries or illnesses.

A. In the event of a job related injury or iliness, however sligigemployee
should report ito the Department Head or immediate sumawvipresent no later than
sixty 60 minutes after thénjury or illness occurs. Ishall then be reported by the
Department Had to thecontracted Human Resource offioe later than by the end of the
next working day. Such reports shall be made on“tiest Report of Injury form
supplied by théistrict.

B. Employees rights under the Work&s Compensation Law will be fully
protected only when accident reports are completed and signed withireifgintyhours
of the occurrence or in the case of ille@gthin forty-eight (48) hours oftte diagnosis of
the illness. If the injury or illness requires more treatment than simple first aid, the
employeés Department Headvill ensure that the employee receives the necessary
medical attention.

Section 7.01.030 Eligibility.

A. All employees are entitled to Worker Compensation benefits even
though they may have been ¢ fob but for a short timeBenefits shall be administered
according to this policy and State law.
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B. Volunteers of theDistrict are ad 0 el i gi b Isecompensatiorwor ker '’
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 beide, onthejob injury or iliness, an
employee must report theimedicd condition to theDi s t rcontactéds Human
Resource officas often as requested by Districtor theD i s t msurarice carrier.

B. An employee must return to work after approval of the attending
physician. An employee who is allowed to rettmnwork in light duty status or other
restricted status may return only upon @wal of theDistrictand theDi st ri cs8’' s wor Kk
compensation insurance carrier. The employee may be requiredfdompéasks not
contained in theicurrent job classificadn for the time period of disability.

Section 7.01.050 Worker’s compensation for employees.

When in fact a permanent fittime or permanent patime employee of the
District is not able to work due to a documentedtlo&job injury or illness and s
disability is documented by a doctemreport indicating such, disability compensation to
the employee shall be provided as follows:

A. From the time that the permanent ftithe or permanent patime
employee becomes disabled, forpariod lasting ndonger thanone (1) monththe
District shall compesgate the injured employee at thearmal rate of pay, as though they
were working on a regular basis. Such compensation shall not include any estimated
overtime compensation. Before receiving any laligg compensation fronthe District,
however, the employee must submit to th2i s t linsucahcé sarrier a request for
wor ker’ S compensation based on all benef |
as provided in the Workexr Compensatiohaw. While receiving compensation frdime
District for the first month of disablement, the employee shall remithe¢oDistrictall
wo r k eampensatiorcpayments paid to thésnthe insurance carrier for that same
period. In no eent shall an emplee receivecompensation fronthe Districtand the
insurance carrier during the same period of disability. Compensation paid to the
employee under the provisions of this Section shall first be approved lEx#oaitive
Directorin writing.

B. For any dsability exceeding oné€l) month, the employee shall receive
di sabil ity compensation from the wor ker
accordance with State statute as provided in the Warkismpensation Law. Disability
compensation frorthe Distict shall cease after the finstonth of disability.

C. For all other employees, disability compensation from the insurance
carrier shall be administered in accordance with State seatste pr ovi deds i n t he
Compensation law.

D. For injuries causig 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 Woeks Compensation Law of the State of Utah.

E. Medical coverage for othejob injuries or illnesses shall be auhistered
accordingtd h e WsoCokgensation law of the State of Utah.
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Section 7.01.060 Use of accrued leave.

After the first month ofdisability caused from an ethe-job injury or iliness, the
disabled employee may utilize atgavebenefits whichthey haveaccrued prior to the
injury, in addition b benefits received through thesurance carrier. The amount of
leave benefits used,ombined with disability payments from the insurance carrier,
however, shall not exceed the empldge@ormal 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 artlomjob injury or illness approved by
theDi st wa rc ks&mripensation 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 -dnegab
injury or illness, all other benefits normally provided to the employee shall continue in
accordance wit h ticWéawsoetine'State of Gtahmp e n s a

Section 7.01.090 Release or settlement.

At the time of final release or settl emer
vacancy exists and, if a reasonable effort which has proven to be unsuccessful, has been
made toplace the employee in another position, Ehstrict 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 employmehich in any manner
interfereswith the proper and effective performance of official duties or which results in
conflicts of interest. It is necessary that an erlygdogive priority to his job withhe
Uintah Animal Control and Shelter Special Service District, sgmbndary employment
should only be undertaken with the knowledge and consent of the enigloyee
Department Head anBlxecutive Directar The employeeshall be required to fill out a
“Secondary Employment Fofnwhich will be kept on file with the department and in the
employeés personnel fileDisapproval of any request of an employee to engage in
secondary employment may be appealed tolistrict Boardwhose 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 th&Jintah Animal Control and Shelter Special Service District
shall not engage in any political activity during work hourdess on approved leave
status nor shall he utilize ariyistrict owned facilities, equipment, or supplies for any
political purpose.Any employee othe Districtwho desires to hold political office while
employed by thé®istrict shall complete and sigan affidavit provided by thBistrict 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 empksy that he or she will conduct
campaigning for the political office during nevorking hours only and off the
employets premises and work locations and that campaigning will not interfere in any
way with the employés performance of his/her duties.

D. Acknowledgment by the employee that he/she will not utilize any item
that is related or belonging tthe District such as vehicles, uniforms, stationery,
telephones, copy machines, etc., for campaign or political purposes.

E. Acknowledgment by the empleg 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
9.02
9.03
9.04
9.05
9.06
9.07
9.08
9.09
9.10
9.11

EMPLOYMENT OF RELATIVES
ACCIDENT REPORTING PROCEDURES
EMPLOYEE RECORDS
UNIFORM ALLOWANCE
RESERVED

RESIDENCY REQUIREMENTS
EMPLOYEE TRAVEL
STANDARDS OF CONDUCT
SAFETY

PAY ADVANCES

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 Distacbgnizes the
sensitive nature of having family members employed within the same department, and in
order to avoid such situations, the followingjipy is established:

A. The Districtmay hire relatives of curremistrict employees if the new
employee works in an entirely different department from his relative.

B. Under no circumstances will thBistrict hire, promote, or transfer a
relative ina manager/subordinate relationship.

C. Under no circumstances will a person in a position, the compensation for
which is paid out oDistrict funds, be allowed to employ, appoint, vote for or recommend
the appointment of a relative to any position or eawplent, when the salary, wages, pay,
or compensation for such appointee is to be paid out ofCastyict funds.

D. “Relative’ for the purposes of this policy, means father, mother, husband,
wife, son, daughter, sister, brother, uncle, aunt, neph@ee nfirst cousin, mothen-
law, fatherin-law, brotherin-law, sisterin-law, sonrin-law, or daughtem-law.

E. In the event two current employees of fstrict, working in the same
department, become atives as defined in Paragraphabove durig the course of their
employment, they both may continue in the employ ofDfstrict. If direct supervision
does occur, the related employees shall acknowledge in writing the fact that such a
relationship exists and submit such acknowledgment t&xleeutive Directorwithin 30
days after the relationship commenced. The employee who exercises supervisory
authority over a relative emploge may not e v a $ jobapereormaénbeeor r el at i
recommend salary increases for the relative.

F. Exceptions to tb 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 fdistrect 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 benddfas any incident where
damage to property, injury to person(s) or possible liability againstihgah Animal
Control and Shelter Special Service Distnoay result.Accidents are not limited to
automobile accidents, but include collision with stadiy objects, individuals fallgnon
stairs or walkways, etc.

Section 9.02.020 Reporting.

For the protection of th®istrict, all accidents must be reported, dilen the
appropriate form, ansubmitted to both the Department Head andgkecutive Diretor.

A. All claims for damages as a result of an accident, either for or against the
District, will be handled byth&E x ecut i ve Director ' sshabrof i ce.
admit or deny liability, sign statements concerning the liability of an antidr accept
any settlement presented ipgurance representatives oty 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 invaivg District vehicles immediately to the
Execut i ve Office, rregardlessr of the amount of damage. Hxecutive
Director will assure that necessary reports are prepared and forwarded to all necessary
paties. (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 ofcihretracted Human Resource office
which shall be comprised of at least three (3) members, cdmone (1) member of the
employeés department, excluding his supervisor, one (1) employee of another
department, andne (1) Sworn Police OfficeThe employees Department Heaghall
observe the proceedings of the Revideard without voting powerdt will be the duty
of the Review Board to review the facts of the empltyeaccident, determine
negligence, if any, and make such report to the Department Head. The results of the
Review Board shall be submitted to ttentracted Human Resource offiaed attached
to the employes personnel folder. An individual involved in two (2) or more accidents
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within a twelvemonth period where the individual is at fault and, in the opinion of the
Accident Review Board, has acted in a negligent manner in the iopecdta vehicle,
may have corrective disciplinary action taken up to and including termination.

Furthermore, employees convicted of a-dntltrun 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 employeeof 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 dil 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 th&xecutive Directar A record of the employ&g written request, the
Departmeh Heads response and tiex e c ut i v eapidval @ disapprovakshall
be included in the employeepersonnel record

Section 9.03.020 Records.

A. Records of Disciplinary Action. If a disciplinary action is rescinded or
disapproved upon appeal,rifios, documents and records pertaining to the case shall be
removed from the employes personnel record. The personnel records held by the
contracted Human Resource offiead the department in which the employee is
employed shall be considered the offlaiecord during any disciplinary proceedings.

B. Personnel and Payroll Records. Personnel and payroll records are
maintained according to State law abdhtah Animal Control and Siter Special
Service Districtregulations A record of those reviewing epsonnel 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 individugdeoimmediate 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. ContractedHuman Resource Offe
D. Time period of data & Information maintenance. Data and information on

individuals are to be storemhly 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 notesisfindividual personnel file, or may have copies made by
the contractedHuman Resources officeExempt personnehay make copies at any time
for administrative purposes. All personnel file information will remain inctir@racted
Human Resource officer in the possession of authorized individuals at all tinTéwere
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 empimnt 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 safguards shall be established for computerized data security of
personnel information.

Section 9.03.050 Expungement and sealing of records.

A. Any employee may petition theontractedHuman Resource officéo
remove any document or documents containingenge 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 empkogetions
or failure to act involving potentiallgrosecutabléssues.

B. No such petition shall be granted unless the Department Headutive

Directorand theDistrict’ Attorney determine that the removal of such information:

1. Will not increase the potentiabf litigation, or

2. Will not jeopardize the interest of théintah Animal Control and

Shelter Special Service District

C. Any such information from an employsepersonnel file, pursuant to an
employeés request, shall be placed in a confidentialleskéile 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 ofState or regulatory agency with the

jurisdiction to investigate the employmenagptices of the District is made, or
4, A joint request of thé&xecutive Directoand theDistrict 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 théistrict Animal Contol 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 sietpproved as part of
the annual budget of théintah Animal Control and Shelter Special Seniustrict.

Section 9.04.020 Shelter personnel.

A. The Shelter Department shall furniskall personnel of theShelterwith
uniform apparelEmployees of th&helterDepartment 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 laeretl by the employee. Uniforstyles and
budgets shall be approved by theecutve Director and th®istrict Boardas part of the
annual budget of thBistrict.

(Amended July 29, 2010 by Resolution No. 2@

Section 9.04.030 Maintenance of uniforms.

If an employee othe Districtwho is either given a uniform or given a mosthl
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.

907



Personnel

Chapter 9.05

Sections:
9.05.010 Reserved.

Section 9.05.010 Reserved.

RESERVED
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Chapter 9.06

RESIDENCY REQUIREMENTS

Sections:
9.06.010 Requirements.

Section 9.06.010 Requirements.

A. After accepting employment witthe Uintah Animal Control and Shelter
Special Service Districemployees filling the following positions shakgin to establish
residency within th&® i s t and/ortUintah Countpoundaries within three (3) months
following the first full working day:

1. Executive Director
2. Animal Control Personnel
3. Shelter Personnel

909



Personnel

Chapter 9.07

EMPLOYEE TRAVEL

Sections:

9.07.010 Purpose.

9.07.020 Policy.

(Amended 07/05/07, Resolution No. 2608).
(Revised 10/17/14, Resolution No. 2622)

Section 9.07.010 Purpose.

Certain travel byUintah Animal Control and Shelter Special Service District
employeess necessary and useful for the accomplishmeiistfict 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
ecoromy and efficiency.

Section 9.07.020 Policy.

All travel and lodging expenses incurred Dystrict employees shall first be
authorized by the employeeDepartment Head. Travel expenses must be included in the
intent of tke 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 Executive Directobefore funds may be
spent. The most economical and practical form of transportation is to be usetheand
Department Head or designated employe# be responsible for making travel
arrangements on an approved carrier.

A. Travel with Spouses Employees may wish to take thepouses on trips.
In such instances, however, tigstrict 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 incurqatdoorto the expense
being incurred.

B. Procedure. Employees will submit to the Department Head Taavel
Expense & Authorizatiohform explaining the nature, purpose and time schedule for
travel, along with estimated expenditures. Department Headvill review thetravel
expense & authorization form and, after approval, will submit the requisition to the
contractedrinanceOffice at least two (2) weeks prior to the date of the departure, where
possible.

C. Department Head Travel Department Headsitending 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 FanceOffice Review All travel expense & authorization
forms sent to theontraced FinanceOffice 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 AccommodationBeservations foAirline and other travel
accommodations shall be arranged in advance for all employee traveDisEhet shall
either prepay by District credit card, via over the phone or onlipepare a check,
payable to the vendonr issue a District credit card to the employee tragelfor
transportation costs and require receipts from the employee to verify that the employee
has paid this amount to the vendor. Receipts shall be submittedcontinected Finance
Office for such expenses no later than five (5) working days aféeetiployee returns.
Failure to produce receipts in these circumstances will necessitate the deduction of the
amount expended for travel from the empldgemext paycheck unless arrangements are
made with thé&executive Directar

F. Lodging Reservation$or lodging accommodations shall be made prior
to the time of the employee traveling. In such instanced)isteict shall either prepay
by District credit card, via over the phone or onlinepmpare a check, payable to the
vendor, for the lodging aocnmodations. Sth checkor credit card paymerghall be
given to thevendor at the time that the employee checleat ithe hotel or motel facility.

1. Upon checking out of lodging facilities in the State of Utah, the
employee should confirm with the deslerk that no sales tax charge has been added to
the cat of lodging. Verification of h e D isalds tak exéniptgon can be provided by
theDepartment Head or contractEmance Office

G. Receipts for all lodging shall be submitted to ttentracted 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 employees next paycheck, unless arrangements are matiethe Executive
Director.

H. Per Diem Allowance. The following maximum travel allowance shall be
provided to all employees who travel for legitimBlistrict business:

1. Meals: Time period for meal allocation:
a. Breakfast $9.08%:00 a.m. td.2:00 noon
b. Lunch $13.0012:01 p.m. to/:00 p.m.
C. Dinner $2100- 7:01 p.m. to 12:00 p.m.
2. Lodging- $75.00/ night.

l. The employee shall not be required to submit receipts for meal expenses to
the contracted Finance Officdhowever, the mployee may wish to retain all receipts for
personal tax purposes.

J. Travel by privatelyowned automobile IRS rate. (Hor Department Head
approval required).
K. Useof District Vehicles for Travel Employees are to ugastrict vehicles

for travel unless aDistrict 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 thougtbestrict vehicle is available, thBistrict will pay only the
estimated cost of fli¢ghat it would have cost if Bistrict vehicle would have been used.

L. Cost of tuition and registrationfor 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 outof-state rentalehicle expensetaxi or shuttle when required
by the facility or business situatiothat has not been ppaid by the Districtprior to
travel, shall be reimbursed to the employee by documented receipt Bmigloyees
driving a rental vehicle for District Business are expected to limit their use of the rental
vehicle for personal reasons or excursions, unless prior approva¢éragiven 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, travelbigtiict -
owned vehicles within the State oftdh shall purchase gasoline through Utah State
Departmenbf Transportation Credit Cards, whenever possible.

2. District Credit Cards Employees traveling malge allowed to take
with them a DistrictCredit Card, issued by their Department Head @ Executive
Director. Expenditures on the Distri@redit 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 cos associated with any lodging, where the
expense of such lodging exceeds the designated per diem allocation, for such;

C. For outof-state gasoline, oil and associated expenses when
District vehicles are used;

d. For the costs of outf-state rentalvehicle, 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.

Receiptsfor all purchases made via thistrict Credit Card shall be submitted to the
contracted Finance Offiago 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 frahe use of the credit card from the empldgesext
paycheck, unless arrangements are made witlExieeutive Directar In the event the
employee loses credit card receipts or petty cash receipts, the employee shall immediately
report the loss of the reipts to his department head and¢batracted Finance Office

N. Excess Travel Costé\ny travel expenses estimated to be in excess of the
per diem schedule must be approvedtihgir Department Head and/tlie 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 ofthe Uintah Animal Contidcand Shelter Special Service Distriot
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 h e D i Standandscaf Camduct and
govern the conduct of aDistrict 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 doder
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 emplgee 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. Representatian No employee shall represettie Uintah Animal
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Control and Shelter ®gial ServiceDistrict before any other agency, public or private,
except with the express authorization or at the direction of eithdfxtheutive Director
or his delegated and authorized representative ddigigct Board

4. Compensation No eleted official oremployee ofthe District may
receive compensation other than frone Districtfor assisting any person or business
entity in any transaction involvinthe Districtunless he files witla sworn statement
giving the information required byl8-3-1305 of the Utah Code Annotated, and disclose
in an open meeting to the members of Mietrict Board of which he is a member,
immediately prior to the discussion, the information required. The statement required by
810-3-1305 of the Utah Code shable 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 imfoation 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 thppinted or elected official has a substantial interest.

c. A brief description of the transaction through which service is
rendered, or is to be rendere@nd 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 regulatethéyintah
Animal Control and Shelter Special ServiDestrict. Every appointed or elected officer
who is an officer, director, agent, employee or owner of a substantial initerasy
business entity which is subject to the regulatiothefDistrictin 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 agaimgdlanuary or each
year thereafter during which he continues to be an appointed or elected officer. The
Chairpersorshall report the substance of all such disclosure statements to the members of
the governing body, or may provide to the members oftwerning body copies of the
disclosure statement within 30 dayteathe statement is receivegt 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 camed in determining the value of any
such interest.

6. Disclosure of substantial interest in vendors/customershefDistrict.  Every
appointed or elected officer who is an officer, director, agent, employee, or owner of a
substantial interest in anybiness 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 Hect 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 intere8iny personal interest or
investment by any elected or appointed officialtiod Districtwhich creates a conflict
between the officiaé personal interests and his public duties shall be disclosed in open
meeting to the members of the body in the manner required by Secti811306 of the
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Utah Code.

8. Violation of Section 18-1307 of the Utah Codelf any transaction is
entered into in connection with a violation of Section310307 of the Utah Codehe
Uintah Animal Control and Shelter Spectaérvice District may rescind or void any
contract or subcontract entered into pursuant to that transaction without returning any part
of the consideration received by thestrict.

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 benefiDi$titna.

b. Pubic confidence and appearancd&ach employee shall
conduct himself so as to maintain public confidence in his assigned responsibilities
within his occupational area the Districtgovernment and his performance in the public
trust. Each employee shallratuct 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 tws@mt 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 habitsmioate 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 sballmonitored by h e e mpréspegtieee s ’
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 bremitsout prior approvalare
disruptive and place a burden on other employees and on the District.

One or all of theabore and belowmay 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 sheduledthey 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 apprquabr 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 assignesitheduled and such time off was not scheduled/approved in advance as
required by department notification procedure.

3. Accrued annual leave tingannot be usetb make up the time lost
due tounexcusedibsenteeism.
B. Tardiness
1. When an employee fail 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 ¥z hours late.

C. Excessive or habitual tardiness
1. When an emplyee 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 payod. This time must be
verified and made up when either the supervisor is present or the executive director.

3. Employees whose tardinessnot excusedby their supervisowill
noti nclude that time as “Hours Worked?”.
4, Accrued annual leave tin@anrot be usedo 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 d6r “Hours worked
1. Means all hours durg which the employee is authorized or
required, known or reasonably believed by
premises or at a prescribed work place.
2. Includes all travel time, training and meeting time, wait time, on
call time, preparary and concluding timefter arrivingat the workplace.
3. Includes all time worked regardless of whether it is a full hour or
less.
F. Actual ti me odoeshoHioclude;s wor ked?”
1. The thirty (30) minute lunch break
2. Any breaksaftertwo (2) per day
3. Any absences for personal reasons
4. Leaving work early
Section 9.08.050 Personal relationships in the workplace.

ItisnottheDi s t desire to’'discourage friendship among employees, however,
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it is recognized that certain personal telaships 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 moraed 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 favdism.

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 benvise changed into a
position that would violate this policy, the situation should be immediately reported to the
Executive Directarwho will discuss th® i s t concerhs’wgh 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 Disanct its employees
will make all necessary efforts to implement and maintain the highest level of safety and
health practices throughout all departments and in acooedanth adopted safety
manuals of thd®istrict. 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, inading any tag out of any equipment, any area needing lighting, or any
condition in theDistrict which is likely to cause health problems or accidents. Repairs
should be made only with the approval of the Department HeRaemutive Directoor
the Distict Board Should an employee have atcident, it must be reported
immediately to thee mp | & gupazvisor and in accordance with Chapter 9.02 of these
policies and procedures
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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 hispay. ThaJi nt ah Ani mal Control and pdhdies | t er
regarding payroll advances are as follows:

A. No advance of pay can be grantecah 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 wihabsolutely 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 feelst heceive the
advance. After receiving approval from the Department Head, the pay advance must be
approved by th&xecutive Directar

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. 2006)

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 timeme 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 fileemail, 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 Districtssued 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.

Ut ah i s consinagpearretdy tcoontseena ‘'S¢ at e” , and
allows that at least ongarty 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 otthe Uintah Animal Control and Shelter Special Service District
must be allowed to work in an environment free from sexual / gender based harassment,
and all individuad making application for employment withe Districtmust 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 workelated behavior and is a violation of the Standards of Condtiee of
District. All employees of th®istrict are obligated to report any suspected harassme
in the workplace to thExecutive Directar

Section 10.01.020 Defined.

Sexualgender based harassmentédimed as unwanted or unwelcomenduct or
communication of a sexual nature or gender referenced which adversely affects a
persons employmentalationship or working mvironment. Sexual harassmentiudes
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 t@nother person. This conduct must have a negative effect on the’ person
job, wages, chances for advancement, work duties, work environment, tenure, or
conditions of employment. Further, sexual / gender based harassment may include
sexually oriented marerisms, 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 employés employment opportunities or work environment. This includes
sexually oriented ogender based language, jokes, magazines, photographs, or other
forms of communication which are setly 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 hassment shall be subject to disciplinary action up to, and including
termination of employment.

Section 10.01.040  Filing complaints.

A. Step |- process- informal resolution. Employees claiming to be the
victims of sexual / gender based harassmeny ateempt 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 perceivad 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 oifing 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 ahe to provide notice to the offending
employee.
C. Step IlI- formal complaint process.
1. Employees wb are experiencing an unwelcoroe hostile work

environment which is clearly offensive or who have been subjected to any sexual / gender
based hrassment and are seeking a more formal process for reporting and resolving the
harassment, should address that unwelcome behavior / conduct through the Step Il
complaint process.

2. The Step Il 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 anbbcation.
d. The frequency of the offensive behavior.
Damage the victim suffered agesult 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 Directar If the Executive Directois the employee engaging in the offensive
behavior, the formal complaint should be submitted toGhairperson of the District
Board

5. The Executive Director or the contracted Human Resource
Managershall issue a written response to the complaiagkhowledging 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 noticef 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 /ngker based harassment complaint, or
resolution shall be maintained in separate and confidential sexual harassment complaint
files. This information shall not be placedr mai nt ai ned s personkehy e mpl
file.

B. Information contained in the sexuagender based harassment complaint
files shall be released only with written authorization of the victim andcéméracted
Human Resource Manager designee.

C. Participants in any sexual / gender based harassment proceeding /
investigation shall trat 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 shalenmeghired
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 thi®lgy, 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 inclugli 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 mre closely monitored attention to work
performance.

d. Assignment to demeaning duties not otherwise performed
duringther egul ar cour sseduted t he empl oye:

Section 10.01.070  Training.

All employees, supervisors and managenpansonnel shall receive training on
the sexual / gender based harassment policy and complasetpre at the time of hire
andthrough ongoing inservice training
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Title 11

HIRING PROCEDURES

Chapters:

11.01
11.04
11.05
11.06
11.08
11.09

HIRING FOR NEW AND VACANT POSITIONS

EMPLOYMENT APPLICATIONS AND EXAMINATIONS
ESTABLISHMENT OF REGISTERS

CERTIFICATION OF ELIGIBLE CANDIDATES FROM REGISTERS
APPOINTMENTS

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 aposition opens in a departmerdf the Uintah Animal Control and
Shelter Special Service Districy a need arises to create a new position, the Department
Head shall submit a Personnel Requisition form to dbetractedHuman Resource
Office. Notification of such request shall incluthe 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 casesy#itancies shall be
filled by promotion on the basis of merit and qualification, thus enhancing the career
service by providing upward moliif. In any case, the Human Resoufaffice shall
post all job openings where &istrict employees shall be madevare of the opportunity
for promotionthree(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 ottlieds,days after in
house recruitment efforts have been completed. Outside recruitment edffiaits
continue for a peod of time b be determined by the Human Resoufiféce. 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 formespibed by the
contractedHuman Resourc®ffice. 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 pertinfartmation
regarding highertraining and experigce, and in addition, the Uintah Animal control and
Shelter Special Service Distritluman Resourc®ffice may require certification of
his/her physical fithess from one or more licensed physicemd anyother 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 keptlerfdr three monthsfier
submission to the Human Resouf@#ice. Applicants wishing to extend the life of an
application for a longer period may do so upon emtinotification to the Human
Resourceffice.

Section 11.04.020  Review of applications.

After the closing date for receiving applications for a job openingcdhéracted
Human Resource Officeill then review all applications to see who does and who does
not meet the minimum qualifications as specified in the job description. All apglicant
who are eligible for further consideration shall then continue with the selgmbcess as
provided by theHuman Resourc@ffice.

Section 11.04.030  Disqualification of applicants.

The contractedHuman Resourc©ffice may refuse to examine an apalit or,
after examination, may disqualify such applicant or removiadrisame from a register
or refuse to certify any eligible applicant on a register if:

A. He/sheis found to lack any of the minimum requirements established for
the examination of thelass of position.

B. He/shefails any drug testing requirement that is part of the qualifications
for the job.

C. He/shehas made a false statement of matddats in his application, or
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has practiced fraud or deception hig/her examination orin 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 tire limit.

F. He/shehas 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 (determilyegften a
conditional offer of employment, pending the results of a medical examinationeéas b
extended to a job applicant.

H. Has failed to obtain a passing score, if an examination is required.

A disqualified applicant shall be promptly notdieof 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 tdh@slast known address. Such an
applicant may apg, in writing, to the Human Resoer©ffice at any time prior to the
date of the examination.

Section 11.04.040 Examinations.

A. Notice of Examination ThecontractedHuman Resourc@ffice shall give
announcement of examinations at least {&edays in advance of establishing a stgf
and certifying therérom. Examinations may include, but shall not be limited to, written,
practical, medical examinations, psychological examinations and oral interview
examinations. For classes of positions for whiebruitment is difficult, theHuman
ResourceOffice shall in cooperation with the department in which the vacancy exists.
make every responsible effort to attract qualified persamscdampete in these
examinations, by advertising the job opening in the local print media (e.g. nevwgpape
Social Media (e.g. Facebook), the State Workforce Services Website, and any other
applicable media outlets.

B. Character of Examinations Examinations for employment witthe
Uintah Animal Control and Shelter Special Service Distsitall be coducted on an
open competitive basis. Examinations shall be practical and realistic in nature, shall be
so constructed as to reveal the aafyaof the applicant for the particular position for
which hésheis competing, as well as Wiergeneral backgraowd and related knowledge,
and shall be rated objectively.

The District Human Resourc®©ffice shall determine the factors necessary to
develop an examination and shall assign definite weights to such factors-factub
prior to public annourtement ofthe examination. The Human Resouf@#ice shall
make all examinations realistic and jodated to acquire the best qualified personnel to
fill positions forDistrict employment.

C. Conduct of Examin@gons Tests may be conductetherever necessary for
the propermdministration. The Human Resouf@#ice may designate such proctas
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may be necessary to conduct examinations under instructions prescribed oy her
and may also arrange for the use of buildings in which to conduct examinations.

D. Rating Examinations The Human Resourc©ffice shall determine a final
score for eaclapplicant takingan examination computed in accordance with applicable
weights for the several parts as set forth in the announcement. Failure in any factor or
subfactor of examinations as set forth in the announcement shall disqualifyhimer
from participating in subsequent factors or-$attors of the examination. All applicants
for the same position shall be accorded uniform and equal treatment in all phdses
examination procedure.

E. Training and Experiencdf training and experience comprise atta of
the total examination, the Human Resouf@#ice shall determine a procedure for the
evaluation of the training and experience qualifications @fvirious 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 PreferenceVeterans 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 ad a nonveteran 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 InvestigationsBefore rating the training and experience or prior
certification from the register, the Human ResourCHdfice may investigate the
applicants training and experience to verify the statements contained ihehis
application form and will require evidence regardingh@scharacter and fitness. If this
investigation pocures information affecting the ratirgf training and experience, the
Human Resource Officghall rate or reate the applicaid record accordingly, make the
necessary adjustments in the register and promptly notify the applicant of sathge

H. Oral Examinabns If the contractedHuman Resourc®ffice 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 thne®rer
members appoird by the Human ResourCHfice, in coopeation with the Department
Head. The board manclude one member from the department to which the worker is
applying, onéJintah Animal Control and Shelter Special Senigstrict Boardmember,
and one membeat-large who occupies a position $ian to that being filled. These
membes 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 dor th
oral examnation for the samposition shall be rated by the same oral examination board.

l. Medical Examinations.

1. Medical examinations shall be considered as part of the selection
process for the following positions of tBestrict.
a. Animal controlofficers.

All employees listed above shall successfully pass the medical examination
prescribed by th®istrict and conducted by a physician selected byDistrict. Medicad
examinations shall be paid for by thestrict.
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J. Notice of Examination Bsults Each applicant passing all factors of the
examination shall beatified by mail bythe Human Resourd@epartment of hiterfinal
rating on the register as soon as the rating of the eediomn has been completed aamd
register established. An plcant 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 sixmonth period. Examination scores will remain valid no longer than-a six
month period.

K. Examinaton Records The contractedHuman Resourc®©ffice 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. Eamination 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 sl be filed by applicantand eligible with the Human Resourfdepartment.

L. Examination Announcements When a register is exhausted or is not
sufficiently adequiz to make proper certificatiprthe District Human Resourc®ffice
shall determine whethethereis a needto establish a new register amdl current
applicants shall be so notified. Changes to a completed application already on file in the
District contractedHuman Resourcdepartment may be made by an employee or
another applicant for position in a current examining program.

M. Tests in keyboarding Scores inkeyboarding for open competitive
examinations may be recogei for a period not to excestk months from the date of
the test. Théistrict Human Resourc®ffice may recognizeertificates of proficiency
which have been issued bgputable schools, businessegmployment 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 dutyof the Department Head of each department to notify the
contracted Human ResourGdfice as far in advance as possible of vacancies which may
occur in the departmentThe Human ResourceOffice shall be responsible for
determining the adequacy of existing registersall positions.

Section 11.05.020  Preparation.

At the completion of testing, th&lintah Animal Control and Shelter Special
Service DistricHuman Resourc®ffice shall prepare the registers beginning with the job
candidate who has received the highmshulative score for the job examination. The
final rating given each individual shall be tier 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 registan alphabetical order by last name.

For those clases of positions for which théluman ResourceOffice has
announced continuous receipt of applications and examinations whenever practical, the
names of contestants who have passed the examination shiaebed, 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 geod reason established by thentractedHuman
Resourcéffice why this time allotment should be extended.

At any time during an effective t@rof aneligible register, the Human Resource
Office may add thereto names of weeligible 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 addadd those already on the list.

Whenever a registas exhausted or paced, the Human ResourCHfice shall
notify, in writing, eachDistrict department and each eligible on the register #néutast
known address.
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Section 11.05.040  Removal of names from registers.

The District Human Resourc®ffice may remove the name of any eligible from a
register for the following reasons:

A. For any of the causes shown untigrsqualification of Applicantsin

B. Evidence that the applicant cannot be tedeby postal authorities.

C. On receipt of a statement from the eligible declining an appointment,
stating that hisheno longer desires consideration for a position with the department.

D. If an offer of appointment to the position for which the remgistvas

established has been declined by the eligible.

The District Human Resoure@ffice shall notify the eligible by first class mail to tner
last known address of this action and the reasons therefore.

Section 11.05.050  Reappointment register.

The contractedHuman Resourc®ffice shall maintain a reappointment register of
former fulktime, parttime, and limited hourly employees who terminated in good
standing. The reappointment register ke maintained by the Human Resource
Department and sHahow 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 Digtnet, for
appointment to anposition for which hishehas asked to be considered and is qualified.
Persons whose names appear on this register shall beDtistrset employees who were
separated for reasons other than cause.

If an employee who has terminated employment witiDtisérict in good standing
desires to be included on the reappointment registahdshall submit a written request
for such inclusion with the Human ResourBepartment withinthirty 30 days after
termination.

Names of former employees who appear on teappointment register shall be
considered for reappointment according to the following preference:

A. For available fulitime regular positions:

1. First considered full-time regular employees

2. Second consideredparttime orlimited hourly employees
B. For available paftime positions, equal consideration.

Former employees on the reappointment register shall remain on such register for a
period not to exceed one ydewm 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 occurgn any position in anyJintah Animal Control and Shelter
Special Service Districtlepartment, or if new positions are established and employees
are needed to fillhose positions, a written request may be submitted by the Department
Heal to thecontractedHuman Resourc®ffice 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 ban appoved requisition, the Human Resouf@ice shall certily
and submit in writing to th®epartment Head the names oh#able persons from the
mostcurrent eligible registers. Bne pogion is involved, the Human ResourCHfice
shall certify and submit the top five (5) names from the certified tegestablished as a
result ofthe examination process for that class of positibmore than one position te
be filled, theDistrict Human Resourc®ffice shall, for eaclpositionto 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 certificatiorihbrs
name, addes, telephone maber and final gradéom the examination process for the
register fom which certification was madeAll 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 ldissta if so
requested by thdepartment head. The remaining names on the current register shall be
transferred to a newly established register based on current testing psuwiting that
all elements of the testing process for the new register are the sémepeevious testing
process.

Section 11.06.030  Review by appointing authority.

The department head shall consider for employment g Uintah Animal
Control andShelter Special Servidgistrict any of the five (5) eligible which appear on
the certifie list provided by the Human Resour@epartment. Furthermordhe
department head may wish to interview any or all of the fivgildé submitted by the
Departmenh in order to gain a more complete assessment of the eligible. dibleli
candidate who accepts appointment shall, by such acceptance, authoriZedrisame
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to be removed from anBistrict register on which hiker name appears. An eligible
candida¢ may be onsidered not available by tiuman Resourc®ffice if he/shefails
to reply to a written ingiry to higherlast known addressithin five working days of the
mailing of such inquiry or within 48 hours after transmissionsath 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 fetiime orpermanent patime positions
with the Uintah Animal Control and Shelter Special Servsstrict shall be made
through a request for eligible candidates in accordance with these regulations. Selection
shall be made foraeh position fromthe five (5) highest available names from the
register submitted by thBistrict contractedHuman Resourc©ffice, exclusive of the
names of those persons who failed to answer or declined appointnadrihose persons
to whom the Depament Headoffers an objection in writing based on the reasons for
disqualification of applicants for examination when swtijection is sustained by the
Human Resource OfficéAll persons having exactly the same final grade as the fifth
available personrothe 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 copiesf @applications of those certified and all available
information pertaining tahem on file with the Human Resour&epartment. Final
selection, reports of interview, unavailability of applicants and notification to eligible
shall be reported in writingy the Department Head to the Human ResoWepartment.

Section 11.08.030  Declining employment.

If the eligible candidate selected declines the appointment, evidence of
declination and other such data shadl transmitted to the Human Resou@fice for
permanent recording. An inddual may be considered by tBepartment Head to have
declined appointment if fghefails to reply within five (5) days after the transmission by
mail of a written inquiry or within 48 hos after the transmission of talephone or
electronic fax inquiry. If an eligible accepts an appointment and fails to preséhehim
self for duty at the time and place specified without giving reasonghfordelay
satisfactory to theDepartment Head, Fshe shall be deemed to have teed
appointment and hilsername shall be removed from the appropriate register.

1110



Personnel

Section 11.08.060  Appointments for Classified positions.

Appointments for classified positions can be made from registers for other
classified positions where minimuraquirements 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 Semistrict,
who upon acceptance of employment with 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 (Whodpmgyh) and the
PreExposure 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
jeopardized if the vaccinatios 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 Ceartfor Disease Control and Prevention (CDC).

(2) It may provide protection against unknown exposure to the rabies virus.

(2) The vaccination provides protection in the event that -eggbsure
therapy is delayed.

(3) The preexposure vaccination simpls postexposure 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 hava medical or health facility complete the following
1. Testing of antiboglevels after the initial vaccination series

2. Providesubsequenbooster vaccinationas neededfter an employee
has completed the initial series based on CDC guidedinésndividual antibody testing.

Section 11.09.020 Medical examinations.

A. Preemployment. Upon acceptance of employment withDistrict the
following employees shall be required to submit to and successfully complete a medical
examination at the expense of District and performed by a licensed physician selected
by theDistrict.

1. Animal Control officers.
(Revised September 4, 2008 by Resolution No. ZW038
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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 N0.2015-01)
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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 othe Uintah Ammal Control and Shelter Special Service Distntay be
given proper consideration when a vacancy in a job existscah&actedHuman
ResourceOffice shall post notice of such job vacancies on the bulletin boartseof
District Animal Shelter.Such nate shall contain the vacant jdfltle, 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 emplayeeay, in writing,
apply to theHuman Resoe Office to fill such vacang. TheHuman Resourc®ffice
shall review the applicarg 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 respobisity of the Human Resourc®ffice in coordination with
the Department Heads. All examinations and application reviews shall be impartial, fair
and practical, and designed to test tHatinee qualifications and fitness of applicants to
discharge duties of the particular fims which they seek to fillThe Human Resource
Office shall develop a promotional register, including the applicardsmes and their
ratings as determined by thesults 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) naras 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 whictime 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 employés education and
experience to determiné he/shemees the minimum qualifications for a positiotihe
Human Resourc®ffice shall take into consideration the employgeexperience within a
District Department, when it is specifically related to the duties of the position for which
he/sheis being considered.

D. Priority Applicants- Permanent fultime and parttime employees who
apply from within the department for promotions shall be given priority consideration if
they meet the minimum qualifications.

E. Pay Increase Upon Promotier successful applica for promotion shall
receive an increase in wage or salary computed by alloanngcrease for eachalary
rangeadvancedo.
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F. Unsuccessful Promotion Should an employee fail to meet the
requirements of probation, the employee may:

1. Return tothe 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 positionavailable.
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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 emplaydbe Uintah Animal
Control and Shelter Special Service Distmcay be demoted for inefficiency orhetr
cause justifying disciplining action. The Department Head shall requesbiitected
Human Resourc®ffice to certify that the employee meets the minimum qualifications
for the new position. The performance evaluation date of a demoted employegoshal
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 hisernew 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 Distaietl 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
employeés performance evaluation date shall not change. No change in wage or salary
shall be made for employees who make lateral transfers.
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Chapter 12.04
RECLASSIFICATION

Sections:
12.04.010 Policy.
12.04.020 Temporary reassignment.

Section 12.04.010  Policy.

A Department Head may, updms/her own initiative or at the request of an
employee of th&Jintah Animal Control and Shelter Special Service Distrieguest that
a specific pb be reviewed by the Human Resou@ffice in order to assess whether a
reclasification of the job is in order. TheontractedHuman Resourc®ffice, after once
again reviewing job requirements and duties, shall review the job for reclassificHtion
in thejudgmentof theHuman Resourc©ffice, the reassessment of the jdhssification
justifies reclassification, such job shall only be reclassified to the new pay grade after
approval of theDistrict Board

If areclassification effort of théluman Resourc©ffice justified a lowering of
the pay grade for the position, the eoyde 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 necagsthat héshemeet the minimum requirements of
the position, so long as fsbedoes 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 regulationsy ¢he positionis filled in compliance with these
regulations

1205



Personnel
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 ofthe 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 theyempi@ay do to correct
any misconduct, and what the empldgeeghts are if disciplined.

B. It is the responsibility of all employees to observe rules of conduct
necessary for the proper operatiortreDistrict. Administrative procedures have
been estdished 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 documentatiomoncerning employee disciplinary action imposed

will become part of an employeepersonnel record.

Section 12.05..020 Reserved

Section 12.05.030  Causes for Disciplinary Action.

An employee holding any position witlthe District may be placed on
probatonary 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 theDistrict Personnel policies and procedures as
adopted by resolution of tHgintah Animal Control and Shelter Special Service District
Board
Neglect of duty;

Refusal to obey a reasonable order by any supervisor, either written or
verbal;
Inefficiency or inability to satisfactorily perforassigned duties;
An act hostile to public service;

mo O
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F. Falsification or unauthorized alterationDistrict records;
G, Falsification of employment application;
H. Knowingly marking the time sheet of another employee, authorizing one

time sheetd be marked by an unauthorized employee, or unauthorized alteration of a
time sheet.

l. Carelessness which affects the safety of personnel;

J. Threatening, intimidating, coercing or interfering with fellow employees
on the job, or the public.

K. Theft a removal from the work area or premise without proper authorization
of anyDistrict property or that of any employee.

L. Gambling or engaging a lottery at alDistrict work area.
M. Misusing, destroying or damaging abystrict property or the propéyr 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 ofthe District

P. Intoxication, or being under the influence of alcohol or prohibitivegdr
during work hours or in th&orkplace otthe District

Q. Immoral conduct or indecency affecting job performance or job
effectiveness.

R. Sleeping on the job during work hours.

S. Engagng in conduct that negagly impacts thee mp | o wbdity tos
perform essential functions of his job.

T. Using, threatening or attempting to use personal or political influence in an
effort to secure special consideration &istrict employee.

uU. Faiure to report to work without notification to the Department Head
unless it is impossible to give such notice.
V. Involvement ina vehicular acident involving a District vehiclewhere

negligence has been demonstrated by the employee.
W.  Act of dishonsty 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 explosiveBistrict owned property
or at the work location without supervisory authorization.

DD. Employment discrimination.

EE. Violation of traffic laws while operating Ristrict vehicle.

FF. Violation of the Information Technology Resources provisiohshese
policies and procedures.

Section 12.05.040  Legal and management review required for formal
disciplinary action.

A. Whenever any Department Head, ories designee, feels there is aede
for formal disciplinary action to be taken againdDiatrict employee, that Department
Head must contact thE x e c ut i v e offibel prioe © the prélisciplinary 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, Ex@cutive Diretor
shall approveall 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, excepticgrpéent of
the employee on probationary status, a-giseiplinary 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, ancdmeafor 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 witnredseethe 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 tBsecutive Directoror higher
designee, and shall be held for therpmse 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, allegatoror 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 lomherto the ExecutiveDirector, 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 Directoror higher designee, and themployee shalbe notified in
writing within twenty (20) working days after the hearing. If formal disciplinary action is
imposed, theExecutive Directoror his designee shall provide the employee written
notice of disciplinary action along with a writtexplanation 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 tHexecutive Directaraddressed tthe employee against
whom the disciplinary action is taken, and must advise the employee of the cause for and
the disciplinary action taken, the effective
appeal, if applicable.

On or before the date of diptinary action, the department head, orlesdesignee
shall send a copy of the notice of disciplinarti@ctto the Human Resource Offit be
placed in the employée personnel file. If the employee refuses to sign the ftmm,
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department head, oedignee, 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 morerseaadion 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 sHabe placed in a separate verbal warning
folder in the Human Resource Offiaad is not part of the employsegyersonnel 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 théaye, shall besent to the Human Resource
Office and be placed in the employséersonnel 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 probatioriThe department head, or fisrdesignee,
after approval of theExecutive 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 departmentiead, 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 samrade If in the best
interest of both the employee and thestrict, the department head, or designee, after
consultation with theexecutive Directorand in accordance with the provisions of this
Chapter pertaining to formal disciplinary proceduresy m@mote or reduce in the same
grade, employees for employment performance related reasons.

4, Transfer which may result in reduction in payf in the best
interest of both the employee and thestrict, the department head, or designedter
consulation with theExecutive Directgrand 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 em@oyge.
the Executive Directomay approve the termination of an employee.

Section 12.05.066  Suspension limitation.

No employee may be suspendedth or without pay, for more thaten (10)
working days at one time.
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Section 12.05.070  Reduction in pay in the same grade.

Reduction of an employ&e 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 th&Jintah Animal Control and Shelter Special Service District
excepting theExecutive Directar any department headiewly hired probationary
employee or paitime employee, shall have the right to appeal toQiis¢rict Boardany
disciplinay actions involving dismissal, demotion, reduction in pay, suspension, or
transfer to a position with less remuneration; however, only one hearing before the
District Boardshall be allowed as to any one disciplinary action.

Section 12.06.020  Appeal Board.

The appeal procedure shall be in accordance with UCA38ITO6 with the
District Boardserving 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 employeeof the Uintah Animal Control and Shelter Special Service District
who resigns shall present the reasons therefore in writing. YAafdpe resignation shall
be forwarded to and recorded by thkemp | o Pepartment Head. A copy of the
resignation shall be filed promptly with tii#Estrict contractedHuman Resource Office
A personnel action form for resignation shall commence prgm@kfore the final day
of termination, an exit interview shall teeld by the Human Resource Offiagth the
resigning employee. To resign in good standing, an hourly employee must give two
weeks notice and a salaried employee must give 30’dagiten notice of theiintent to
terminate employment with tHaistrict.
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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 Wam 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 andable 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 fulime, parttime, limitedhourly employees
and atwill 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 inccasion
the staff”, “position el imination”’ or “re
collectively referred to as “l ayoffs”.

These circumstances may arise due to business reasons, such as restructuring or
reorganization of a work unit, or job(s), maakrchange in duties and/or financial
reasons.

A reduction in staff and/or a reorganization/restructure are the only types of
terminations for which an e mplAdnymeseative at t he
Control Board,may be eligibleto receive sverance payjf 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 conditio

Positions eliminated through a reduction in staff may not be rédissiad or filled
for a period of one (1) year.

The decision to implement a layoff must be +thscriminatory 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 mealt 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 hgoff.

This policy sets forth criteria and procedures to guide the fair and equitable
treatment of all District emplees in the event of a layoff.

Section 14.02.040  Definitions
1. Comparable Position
A position that is available within the District favhich 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 empl oyee’ s cay anaethe workweéklforthe me payy
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 satisfactogrman

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 workedHe District. It
is calcuated based on total continucgeyvice from date of hire or-t@re date, including
any approvd leaves with or without pay up until the date of terminatayoff.

6. Severance Pay

A monetary payment which may be availabée 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 arfdniiiee are availableto
make severance payments either in a lump sum or ovdargmyroll 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 ployee. 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, demonstrateditgbperformance and/or productivity

(including attendance). T hvathinethe pabt gegireok ' s
employment) may also be considered.
3. The third and final criterion S

seniority. In instancesn which no_meaningful distinctionbetween 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 Executre 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 obefwre 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 dabé 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 witthe Uintah Anmal Control and Shelter Special
Service District the terminated employee will be requested to fill out an Exit Interview
Survey, which will record the employeeeasons for termination and suggestions or
concerns that the employee may wish to recordtivelao his employment with the
District. This survey will be attached to the terminated emplaypersonnel file.

Each employee who terminates employment withDistrictwill have a separate exit
interview with theExecutive Directar The purpose othis interview is to give the
employee an opportunity to discuss his reasons for termination, to identify areas within
the Districtwhere policies and practices may be at faulcauld be improved, and to
make sure that all termination papers have beenegsed and mmination procedures
have beemompleted and all property of tiestrict 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. 208p

Section 15.01.010  Policy.

If a regular or pobationary fulitime, parttime, or limited houty employee,of the
Uintah Animal Control and Shelter Special Service Distradter having resigned while
in good standing or having been separated without prejudices, is certified by the
contractecHuman Resourc®ffice as meeting the current minimunaalifications for the
class or position, such former employee shall bgitdé for rehire provided that they
haveapplied for employment within one (1) year after lgepreviously terminated, and
completed a rehire form at the time of the previous teatian.

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 accordanceittv Chapter 2.05.010 of these policies and procedures,
notwithstanding, however, than employeanay be rehired at the rs& rate of pay as
when theyleft employment with théJintah Animal Control and Shelter Special Service
District, if such rate of paysi within the pay range of the position being filled, and
further, the employee may retain the same rahkavailable, 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 employeéthe Uintah Animal Control and Shelter Special
Service Districton leave of absence without pay shall ligilde 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 havindifferent job
classification than that of the position formerly oceapif they arecertified by the
contractedHuman ResourcO®ffice as meeting the current minimum qualifications for the
class of position for which they ab®ing appointed.
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Title 16

GRIEVANCE PROCEDURE
Chapters:
16.01 GRIEVANCE PROCEDURES

1600



Personnel
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 employeestiod Uintah Animal Control and
Shelter Speciabervice Districtare provided herein:

1. To assure employees that their complaints, grievanced
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 employepsoblems.

3. To establish niform 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 aalagphearing 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 griemss shall be settled as near as
possible to the point of origin.

B. Grievance Defined A grievance is an employeecanplaint about some
aspect of theiemployment which can be remedied by management action. Excluded
from the grievance procedure are teeg of formal disciplinary action, demotion,
reduction in pay, suspension, dismissal and placement on probationary status.

C. Employeedncouraged tose the Grievance Proceduremployees ofhe
District are encouraged to use the grievance proceducegso NO supervisonor 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 participatingtlie presentation of a grievance mhg
subject tocorrectivedisciplinary actionup to andncluding 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 grievancagainst another employee will discuss it
first with their immediate supervisor, unless thealationship with the immediate
supervisor ighe cause othe grievance, in which case theay take it to the next
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supervisory personnel higher in authority. Even when this is so, the employee should
seriously consider iscussing the grievance with thammediate supervisor first.
Direct settlemet 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 accompaniedrepresented by a person of their
choice.

3. The grievance must be broughithin 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 grisvant
supervisor lacks authority to redress the grievancegribeant will be so notified and
seven (7) additional days allowed tanswer 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 pres¢hérigcts.

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 grievance within the above time limits, whichever is
applicable. This report, however, shall not become a part of the emidoyee
permanent personnel file.

6. The supervisos report shall contain a minimum of the following:

a. A brief statement of the employee grievance, its cause and
suggested solution(s).

b. A brief statement of the superviserevaluation of the grievance.

C. A brief statement of the supervissrsuggestions 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 theght to further proceeding in the matterailbre of
the supervisor to hear aigvance upon proper notice maybject the supervisor to
correctivedisciplinary actionup to and including termination

Section 16.01.030  Formal grievance procedure.

Formal grievances should be avoided when possifileey tend to convert normal
working conditions into matters of contention, thereby creating adversary relationships
between employees of thgistrict. It is the responsibility of supervisory personnel to
minimize the necessity of formal grievances Iealthg fairly and candidly with informal
grievances.

A. Any employee whose informal grievee 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 afteretltonclusion of the informal grievance procedure.

B. The formal grievance procedure will be initiated by forwarding a written
grievance on &Formal Grievanceform to the supervisory employee who represents the
next highest level of administration abotreat of the supervisor who responded to the
informal grievance. A copy will be given tthe 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 processass a supervisory employee requests that the
grievance be reduced to writing at the beginning.

D. The“Formal Grievanceform shall be filled out copletely before it is submitted
to the supervisory employee.

E. The supervisory employee receiving thetten 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 accompaniedraepresented by a person of thehioice 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 appéo 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 tfe Department Head, the employee may
appeal in writing to th&xecutive Directowithin five (5) working days after receiving
the decision from the Department Head.

H. The Executive Directarwithin 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 tl&ecutive Directowill be final.

I. Where extended time is deemed necessary for any step of the formal grievance
procedure, tira 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 Dishct adopted an
internal grievance procedure providing for prompt aqditable 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 Tdie Uintah Animal Contreland Shelter
SpecialSe r v i c e -Ektusvé Directot 1385 East 335 SoutWernal 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 writg 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. (Prdogssf allegations of discrimination
occurring before this grievance procedure was in place will be considered onla/-case
case basis.)

3. An investigation, as may be appropriate, shall follow a filing of a
complaint. The investigation will be conductéy the Di s t rAttoecney’ sThe
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 thalidity of the complaint and description of
resolution, if any, shall be issued by the s t Attormeyto heDi st ri canda Boar d
copy forwarded to the complainant no later than ten (10) days after its filing.

5. The contracted Human Resource @fBball maintain the files and records of
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the Uintah Animal Control an8helter Special Service Districtlating to the complaints
filed.

6. The complainant can request a reconsideration of the case in instances
where he or she is dissatisfied with thealation. The request for reconsideration should
be made within ten (10) days to tB&ecutive Directar Said complaints shall be heard
by theDistrict Board

7. The right of a person to a prompt and equitable resolution of the complaint
filed hereundeshall not be impaired by the perssmpursuit 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 Disfitts that there must
exist a healthy and productive work force withire Districtwith 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 functioningistrict government and safety of its
employees and the welkeing ofthe general public.

B. The Districtfinds 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, decreasetbgegpmorale and a decline in the quality
of services rendered to the public.

C. In balancing the interest dhe Uintah Animal Control and Shelter Special Service
District and its employees and volunteers with the interest and welfare of the gan#ialthe
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 objectivéhaf Districtto be as comprehensive
as possible in addressing the Bswf 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 Specsarvice Districthereby certifies that it
will provide a drug free workplace for all employeestloé Districtand require employees and
elected officials to refrain from engaging in any unlawful drug related activity and from being
under the influence ddny alcoholic beverage or drug when performing the duties of their job
functions in the workplace dfe District

B. The Uintah Animal Control and Shelter Special Service Distuther certifies that it
will provide a drug free workplace by enforcem of the following general policy statement
regarding employés participation in any unlawful drug related activity orngeunder the
influence of anyalcoholic beverage.

“An employee or volunteer diie Districtholding any position may be demotedjueed 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 infki@m has possession of any alcoholic
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beverage while at the workplacetbé District”

Such disciplinary action shall be taken within thirty (30) calendar days from the date of
receiving notice substantiating such involvement. All employeéseoDistrct shall be notified
in writing of this policy statement and furthiere Districtshall require employees to notify their
supervisor within five (5) days of any drug or alcohol criminal conviction or drug violation
occurring in the workplaceThe Districthereby certifies that within ten (10) days of receiving
such notice from an employga&e Districtwill notify any Federal contracting or granting agency
for which any federal forms have been receiptetheyDistrictof such notice.

C. The Districtshal 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 notterahow 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 physgiamescription.

C. Drug or alcohol testing, drug or alcohol testientific analysis for the presence of drugs,
metaphylites or alcohol in the human body in accordance with the definitions and tdmss o
chapter.

D. Employee- any person or officer in the servicetbg Districteither for compensation or
volunteering without compensation.

E. Periodic testing the preselected and pamnounced drug testing and alcohol testing of
employees or volueers conducted on a regular schedule.

F. Prospective employeeany person who has made a written or oral application to become
an employee athe District

G. Random testing the unannounced drug or alcohol testing of an employee or volunteer
who is seleted for testing by using a method uninfluenced by any personal characteristic other
than job category.

H. Reasonable suspicion for drug or alcohol testiag articulated belief based on recorded
specific facts and reasonable inferences drawn from flagsethat 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 canjunctio
with this policy.

J. Safetysensitve duties. Duties performed kyimal controbfficers.

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 othe Uintah Animal Control and Shelter Special Service Disshetll not
use, possess, distribute, sell or purchase any illegal drugs or controlled substances.
B. Employees othe Districtshall not use, be under the influence of (0.02 lmad)e in
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possession of alcohol while on duty, Drstrict premises, or while iDistrict vehicles. District
premises include buildings, parking lots, grounds and vehicles owntgt istrictor personal
vehicles being used foDistrict business. An enipyee 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 influesfcde in possession of, or be in such a
condition as to test positive for alcohol or drugs while on dutyDistrict premises or while in
District vehicles Uintah Animal Control and Shelter Special Service Dispieimises include
buildings, parkindots, grounds and vehicles owned twe Districtor personal vehicles being
used forDistrict business.

D. Employees othe Districtshall not use or possess prescription drugs unless such drugs
are properly prescribed by a licensed physician and arg peaperly used for the treatment of
an iliness 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 medicationasing that the employee may perform safegysitive functions if
required to do so.

E. No employee othe Districtshall 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 dlcoho

F. No employee othe Districtshall, while on duty, operate any vehicle while under the
influence of any drug, or while under the influence of alcohol.

G. Employees othe Districtshall not engage in offuty use of drugs which violates the
laws ofthe United States or the State of Utah

H. Employees ofthe District shall not perform or be allowed to perform any safety
sensitive duties withiright (8) hours after consuming any alcoholic beverage. Employees on
on-call duty shall not consume aladit beverages while on ezall duty.

I.  Any employee violating this policy may be subjecttorectivedisciplinary actiorup to
andincluding termination.

1703



Personnel
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 guidelinesProvisions for drug and alcohol testing as provided hesball
apply to all employeesf the Uintah Animal Control and Shelter Special Service Distasct
except as provided otheise.

A. The Uintah Animal Control and Shelter Special Service Distnatntains the right to
conduct unannounced inspectionsDoétrict owned property, work stations, equipment, desks,
cabinets, etc. for the purpose of monitoring compliance with aligioms 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 cooperte with these detection methods or inspections is grounds for
disciplinary action up to and including termination of employment.

D. Employees othe Districtshall not refuse to submit a sample for drug or alcohol testing
purposes when that sample isuiggd for certain provisions of this policy or tirug Free
WorkplacePolicy ofthe District

E. Any employee violating this policy may be subjecttwrectivedisciplinary actiorup to
andincluding 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. Preemplogyment testing All prospectiveemployees othe UintahAnimal Control and
Shelter Special Service Distrishall be given a drug/alcohol test as part of the-pfist 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 0.02yater, 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 requiringcommercial 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 movinglation 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 cotent of 0.02 or greater, or the employee or voluhgermsfusal 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 &m accident, the employee tested shall not engage in
the operation of anistrict 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 employeeireleased back to work tiye District

3. Employees othe Districtshall 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 alcolol tests, if the test is not administered within two (2) hours following an
accidentthe Districtshall prepare and maintain documentation stating why the test was not
administered within two (2) hours. If the test is not administered within eight (85 ho
following the accidenthe Districtshall 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 administeredirwitiirty-two (32) hours of the

accident.
C. Reasonable suspicion test
1. A supervisor may direct that a

a. An employee performing duties requiring a commendial i Jieemsé; s
b. An employee performing safety sensitive duties;
C. A heavy equipmentperator;

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. Whena designated supervisor determines that there is reasonable suspicion that
an employee as defined paragraph C1 of this Chaptes,using, is under the influence of, or is
in possession of alcohol or controlled substances, the employee shall be sutjegtdlcohol
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 observatioheoemployee 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 tlessness, 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 testingEmployees who are allowed Itlye Uintah Aimal Control and
Shelter Special Service Districto 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 alcbbesting 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. Empl oyees who are required to perform
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 testmggions of this policy.

2. Employees assigned to or performing safsgysitive duties as defined herein, are
subject to random drug and alcohol tests.

3. The Uintah Animal Control and Shelter Special Service Didtiast chosen to be
a member of a drdglcohol 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 th
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 allowethéyistrict, 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 rehabilitatiord an

3. Completion of a returto-duty test with the results less than 0.02 bac.

B. If an employeks test results show an alcohol concentration of greater than 0.02 but less
than 0.04, the employee shaditrbe permitted to perform anyork for at least twey-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 byDisdrict, rehabilitation;

2. The substance abuse professional determines that the employee has successfully
complied with any required rehabilitation; and,

3. The employee undergoes a rettwrduty test with a verifiechegative 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 treatmehg Uintah Animal Control and Shelter Special Service
District will provide for an initial substance abuse evaluation through its employee assistance
program. The Districtencourages employees to enroll in a counseling or rehabilitation program.
Upon approval by theDistrict, an employee who is allowed to enter into a druglait
rehabilitation program, either in addition to or in lieu of disciplinary action or uponefelfral,
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 employegfor whom treatment is recommended will be responsible for costs
not covered by insurance. The employee will be required to use accruediommpacation,
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
employeés positon 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 workhimDistrictshall be
subject to followup drug/alcohol testing for a period of not less than one/gaj and not to
exceed sixty (60) months.

1. Employees subject to followp 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 d 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 suchrmer 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 personnefith an immediate need to knombout those procedures and results.
Testing procedures and results may be made available and communicateeded 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 théeSiaUtah

Section 17.02.050 Rehabilitation.

A. When appropriate and approved by istrict, rehabilitation of employees who
violate this policy may be pursued. Rehabilitation services may be sought thheugtntah
Animal Control and Shelter Speaii Service Districtemployee 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 discretiadheof
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. Eachemployee 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 assiciated
drug/alcohol abuse.

3. The Districtis 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 wittthe Districtor by one not assaatied withthe 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 betweethe District and the employee. The merandum 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 resedoeriodic 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 h e D i emplayae adsistasice program or any other outside contracted
provider or other certified rehabdition service provider. Employees who enter drug or alcohol
rehabilitation as self referrals are encouraged to communicate this informatenRdstrictand
to the appropriate supervisor(s) to determine whether drug or alcohol use or rehabilitation
actvities will adversely affect the job performance of those employees. Supervisors are
encouraged to cooperate and work with employees who are participating -irefeetd
rehabilitation programs in order to assist in the successful completion oftihatlitation. The
status of employees in safetgnsitive 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. Selreferral for drug or alcohotehabilitation shall not be, in itself, grounds for
disciplinary action to be taken against an employee. FutthemDistrictshall 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 througbisitiect Executive
Di r e cdfficer 'Employees may direct questions regarding this policy toEtkecutive
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

1800



Personnel

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 usbinfah Animal Control and Shelter Special
Service Distret facilities, vehicles andr equipment byistrict employees. This includes, but is
not limited to, cars, truckgools, equipment, gas, parts or materidi® employee shall use any
of the District buildings for personal use, either during working Isoar off hous, without
permission of their supervisors and the executive diredflation of this policy will be cause
for disciplinary action.

Section 18.01.020  Vehicles assigned to employees.

A. Department Heads, staff or other loyees with asgned vehiclesDistrict vehicles
assigned to any department employee are to be usebDidtiict business only rad not for
personal use. Thedgistrict vehicles are not to be taken outside fistrict and/or Uintah
Countylimits without Department Heaabproval. OnlyDistrict employees are to occupyd/or
useDistrict vehicles and equipment. Exceptions to this poludy be District Board members,
or any sworn law enforcement personnel within Uintah County, all othess be approved by
the Executive Directorin writing in order that proper insurance coverage for-employed
personnel may be maintaine waiver of liability form will also be required for any member of
the public.

B. Any employee othe Uintah Animal Control and Shelter Special Ssr\District while
operating aDistrict vehicle or while being a passenger iDigtrict vehicle shall always wear a
seat belt, obey all traffic laws of the State and possess a validiUtah Vieemsé. s

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 muperthisbeverQuaklfitatiohi ed a
policy prior to operating said vehicles on any public roadway.

Drivers’ , or potenti al dri ver s’ mot or vehi
hired and monitored thereaftere” DriBerderwiilni
“Unacceptable”. Drivers whose qualification
Executive Director before operating a vehicle on public roadways while conducting, or traveling
for Di strict busi nesse” Dyuavleirfsi cawitti lon awh do @&ad
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management to drive may do so on a probationary basis. Such employees may also be placed on
adisciplinary probationary status after review by the supervisor and Executive Director. Drivers
wi t h an “ Un aificatienpnayanbt|be dllowgdumdperate District owned vehicles or

any vehicle while conducting, or traveling for District business after review by the supervisor
and Executive DirectoiSuch status may result in further disciplinary action of the emplogee

to and including termination of employment.

All drivers must possess a current, valid
for the vehicles to be operated. The driver q
MVR and other workelated motor vehicle incidents, whether or not the incident is reported to
the Driver’s License Division of the State of
MVR. All violations or incidents recorded on the MVR, whether they occurreti®job or not,
are include in the driver qualification evaluation.

1. “Acceptabl e”, “Borderline” and “Unacceptab
the following criteria:
A. Moving Violations within the last one (1) year
0-1 Acceptable
2 Borderline

3 ormore  Unacceptable

B. At-Fault Accidents within the last two (2) years
0-1 Acceptable
2 Borderline
3 ormore  Unacceptable

Any single major violation may result in a
by the Executive Directo Major violations include the following or equivalent.
Driving under the influence of alcohol/drugs.

Failure to stop/report an accident.

Reckless driving/speeding contest.

Driving while impaired.

Making a false accident report.

Vehicula homicide, manslaughter or assault.
Driving while license is suspended/revoked.
Careless driving.

Attempting to elude a police officer.

Other violations as determined by management.

CTIEOMMOUOWP

Section 18.01.030  Vehicle fueling.

If an employee of th®istrictis issued district fuel card, that card shall only be used to fuel
vehiclesas aut hor i z e ds Oepartmeit leack nupdutboyized use of the fuel card
shall be grounds for disciplinary action up to and including termination of employroenthe
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 Distiffice telephones are to be used
for office busings 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 byikeict are to be used fdistrict
related business and not for personal use.
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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 tine Uintah Animal Control and Shelter Special Service
District becomes no longer usable to any department oDikgict due to wear and tear or
damage. After determining that symtoperty would generate no revenudhe Districtthrough
surplus sale of such, the property is disposed of permanentlyRisthiet/ County Landfill.

Section 18.03.020  Policy.

Any property belonging tthe District having once been declared as owger usable to the
District and having no value at a surplus property sale administered yigtrect, shall be
permanently disposed of at tBestrict/County Landfill. Such property shall not be retrieved by
anyDistrict employee for personal use @ig.

A. Exceptions to this policy shall only be approved in writing byEkecutive Directar

B. Infractions of this policy byJintah Animal Control and Shelter Special Service District
personnel shall result in suspension or termination of employment.
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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 ofUintah Animal Control and Shelter Special Service Distiiformation
Technology Resources: The purpose of Information Technology (IT), herein definetas E
Social Media outlets, which include but are not limited to; website pages, blogs, podcasts,
discussion forums, RSS feeds, video sharing (e.g. YouTube, Instagracndblogging sites
(e.g. Twitter), and social networking sites (e.g. Facebook, LinkedIn, Google+, MySpace)
facsimile, the Internetellular and text communicatioand future information technologies, is
to improveDistrict government in general. Tée resources are intended to assist in the efficient
and effective operations @i s t dapartments, 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. Theuseof h e DilBresourcestare selated to, or for the benefiDagtrict
government.

2. District provided IT resources are used productively.

3. Disruptions toDistrict activities, because of inappropriate us®ddtrict provided
IT resources, are avoided.

4. The District employees areinformed about confidentiality, privacy, and
acceptable use @istrict provided IT resources as defined in this policy.

5. The purpose is to create an environment where communications can flow freely.

6 Employees of th®istrict are not discouraged from using IT resources.

Section 18.04.020  Privacy issues and legal implications.

The Uintah Animal Control and Shelter Special Service Distnas$ the right to access and
disclose the contents @il electronicand cellular phondiles, as required for legal, audit, or
legitimate management purposes. Do not transmit personal information about yourself or
someone else usindistrict supplied IT resources without prior authorization. The
confidentiality of such material cannot be guaranteedmdil, Social Media outletsand other
electronic files may be accessible through the discovery process in the event of litigation. Each
of these technol ogies may cr e atnesubjecttajeicia r d”
use.
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The District has the right to monitor any and all aspects of its conspstesial media
outlets,and electronic communication system and cellular phone(s) utilized for employment
related purposes. Including, but not limiteml documents stored acany District computes
and/or networksocial media outlets andhonitoring sites visited by employees on the internet,
reviewing material downloaded or uploaded by employees to and from the internet, and
reviewing email, social medh 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 withanigr notice. Use of
any District computes, social media outletandotherelectronic communication systsras 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 consemtsuch monitoring. The District
reserves the right to access and monitaradl, social media outlet@nd any other computer or
electronic related transmissions, as well as stored information, created or recededrioy
employees with District egpment 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 @mepl 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
Di st estalolishédyolicies;

E. Request for monitoring imade 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 arcetheoper at
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 fromh e D i records managerdor guidance in this area.

Section 18.04.040  Warnings/ corrective actions.

The Uintah Animal Control and Shelter Special Service Diswilltreview complaints or
instances of unacceptahlse 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 proteaieaccounts that are your own, that are publicly
available, or to which you have been given authorized access.

B. Use IT resources efficiently and productivelyRefrain from monopolizing systems,
overloading networks with excessive data, or wasting compinte, 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 youhange 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 prateeiss to your
computer.

D. Report tothe Executive Diretor 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 providethbyDistrict

E. Seek the advice of the authorized person responséisleghe 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 account#re accounts that are created for the purpose of
of ficially representing and/or promoting the
programs, and activities that i s maintained b
2. Removal of content fronthird parties Official District accounts reserve the
right to remove any inappropriate content, comments, messages, statements or photos that violate
this policy or that areinrelated to a threadelfpromoting oradvertorial. Such content may be
deleta 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 proucvi® h
everyone in the world learn about if the electronic records are laid bare

Any use ofUintah Animal Control and Shelter Special Service Dispiovided IT resources
for inappropriate purposes, or in support of such activities, is prohibited. Towifg list is
currently considered unacceptable usthefDistrictprovided IT resources:

A. lllegal Use. Any District provided IT resources for illegal purposes, or in support of such
activities. lllegal activities shall be defined as any violatiolocédl, state, or federal laws.

B. Commercial Use.Any use for commer ci al pur poses,
profit” personal activity.
C. Appropriate Content Ui nt ah Ani mal Control and Shel

official social media outls 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 indlislestb
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, hatecttd 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 Email or Social Medido circulatesolicitations or advertisements.

E. Copyright Infringement.Duplicating, transmitting, or using software not in compliance
with software licese agreementklnautorized use of copyrighted materials or another pésson
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original writings.

F. Unnecessary Use of IT Resourc&¥asting IT resources by intentionally:
1. Placing a program in an endless loop.
2. Printing unnecessary amounts of paper.
3. Disrupting the useor performance oDistrict provided IT resources or any other
computer system or network (for example, unauthorized world wide web pages, chat
lines, recurrent mass communications, such as blarnketile or chain letters), or
4. Storing any informatioror software orDistrict provided IT resources which are not
authorized byDistrict Administration.

G. Security Violations.
1. Accessing information or accounts within or outsidh e D i corhputers and s
communications facilities for which you aretrnauthorized 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 infaation or programs.
3. Violating the privacy of individual users by reading-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. Knowi ngly or inadvertency spreading co¢

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.
. Junk Mail. Di stributing “junk mai | ", such as
unauthorized solicitation®r spam emails.
J. Confidential Information.
1. Transmitting classified information under the GRAMA Act without proper

security.

2. No one shallpost confidential information about District employees or
Administrative Control Board members arembers of the public with whom the District
conducts official transactions or business with. When posting materials, applicable federal
requirements such aSERPA and HIPPA, as wehs NCAA regulations, and alpplicable
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 20 Social Networking.
1. Definition: Blogging and social networking sites such as, Facebook, Twitter, Myspace,
LinkedIn, YouTubeegtc.

2 . Limited and occasional use of t he Distr
networking is acceptable, quided that it is done in a professional and responsible

manner , does not ot her wi se violate the L
District’s best i nterest s, and does not i
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Such use is also subject to monitoring and public disclosure.

3. Employeesmay also nofattribute personal statements, opinions or beliefs in these
activities. The employee may not, egpsly or implicitly, represethemselves as a employee or
representative of the Distti Employees assume any and rdks associated with Web 2.0
activities.

L. Emerging Technologieghis policy does notddress the specific details wiformation
technologies yet to be invented or implemented withinlhgah Animal Control and Shelte
Special Service Distridior 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 fegalyi covered in this policy,
please contact the appropriate individual ih e D i adntinisiraton ' s
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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 purposef this policy is to:
A. Establish a systematic method of handling claims or potential claims agaihkttiie
Animal Control and Shelter Special Service District
B. Ensure timely response to all claims.
C. Protect the assets and interests ofdlrict, its officers, employees and volunteers.

Section 18.05.020  Reporting of threatened legal action or claims for damages.

A. The Executive Directaror in his absence, thehairperson of the District Boamt the
District Attorney, shall be promptly niied 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 th®istrict may be ilable for property

damages andr bodily injury (whether or not a claim is fidg

B. In addition, the involved employee(s) should complete an Incident Report Form.

C. The Executive Directoshall see that the appropriate Notice of Occurrence or Notice of
Claim Form is completed and submitted to istrict, liability insurance carer, and the
District Attorney along with a copy of related information within two business days.

D. An occurrenceclaims file of each incident shall be created under the direction of the
Executive Directar

Section 18.05.030  Admission of liability prohibited.

No official or employee shall admit or indicate in any manner that he or she, Disthet,
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 promisaddonants unless specifically authorized to
do so by thdxecutive Directar

Section 18.05.040  Release of information to litigation must be cleared.

Information relating to litigation or pending litigation involving tiastrict shall not be
released byDistrict employees unless cleared through Ehecutive Directgr Chairperson of
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the District Boardthe DistrictAt t or ney’ ®i & ft fiabiltyinsusamae catribre

Section 18.05.050  Claims procedures.

A. Any person desiring to make &itn against thé®istrict will be directed to th&xecutive
Di r e ooffice to previde the necessary information required.

B. All information pertaining to the claim must be provided to enable proper revidineby
District staff and or their agents. &aclaim must be signed by the claimant.

C. The Executive Directorshall record receipt of the claim and provide it to liurance
Companyfor review, after which th&taffwill set up a file for the claim. Th8taff shall also fill
out a Notice of Clen form as required by thBi s t msu@ncé carrier and send it to them
along with any other supporting documents within two (2) business days of receipt of the claim.
The Executive Directorshall coordinate the investigation of claims and may refer t
investigation of any claim to th®istrict’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 the Uintah Animal Controland Shelter Special
ServiceDistrict acting in their official capaty shall file, or cause to be filed, or assert any claim,
complaint, proceeding or legal action against any D@trict entity or person with any court,
regulatory agency or other bodyhether public or private, without first submitting the proposed
claim, complaint, proceeding or legal action to thestrict Attorney for his review and
recommendations to thExecutive Directoregarding the advisability of instigating or filing
such proeeding, claim, complaint, or action.

Upon receiving authorization from tiixecutive Directgrthe claim, complaint, proceeding,
or legal action may be instigated and filed byEhe s t Atiorody bnsbehalf of any officer,
employee or representativetbg District acting in their official capeaity.
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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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Section99.01.010 ACCIDENT / INCIDENT REPORT FORM

UINTAH ANIMAL CONTROL AND SHELTER SPECIALBERVMICE

ACCIDENT / INCIDENT REPORT FORM

A VEHICLE ACCIDENT (Complete sections 1 & 2)
A OTHER ACCIDENT / INCIDE{®mplete sections 1 & 3)

SECTION 1:
NAME: ADDRESS:
DATE OF ACCIDENT/ INCIDENT:

TIME OF ACCIDENT / INCIDENT:

Any Injuries: A

LOCATION OF ACCIDENT / INCIDENT:

Yes A no If yes, who was injured, type of injury:
Any Property Damage ? Yes ? no If yes, type of property damage:
SECTION 2:
VEHICLE INFORMATIONMake: Model:_Year:#:

DESCRIPTION OF ACCIDENT:

POLICE REPORDepartment / Officer Taking Repart

Citations Issued: A Yes A no If yes, to who and type:

SECTION 3:
TYPE OF ACCIDENT / INCIDENT:

6 2 2 N cémMpEnsation, etc.)

Description of how accident occurred:
Description of injury:
Any Treatment Proided A Yes A No If yes, who provided:

Safety Equipment Providedd Yes A No
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Section99.01.020 ACCIDENT / INCIDENT FIRST AID REPORT ONLY

ACCIDENT / INCIDENT
FIRST AID REPORT ONLY*

UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT
1387 EAT 335 SOUTH
VERNAL, UT 84078

EMPLOYEE NAME SOCIAL SECURITY #

ADDRESS DISTRIGTSTATE, 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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Section99.01.030 ACCIDENT / INCIDENT FIRST REPORT OF INJURY AND
SUPER/I SOR”’ S REPORT OF I NJURY OR | LLNESS
UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT
ACCIDENT / INCIDENT

CLw{¢ w9t hw¢ hC LbW w, !'b5 {lt9wxL{hwQ {
21 wbLbDY da2hwY9OwQ { /hat9ob{!¢Lhb Lb{,) w!'bV/DodL

EMPLOYEE
Location of Accident / Incident: Date:
Employee name: Date of Birth: Phone #:
Address: District: State: Zip:
Social Security #: Married: YesA No A Sex: Male A Female A 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

| certify that the above information is true to the best of my knowledge and | 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 | SOR

Date of Incident: Time of Incident: Date Reported:

Shift: Graveyard A Days A Afternoon A Other  Was employee on overtime? A Yes A No

Time shift commenced: Incident location: (specific area)

Witness(s) to Incident:

Did employee lose time due to injury? A Yes A No  First Aid given? A Yes A No

Complete if applicable:

Worker taken to medical facility: Doctor:

Follow up appointment scheduled? A Yes A No Was time off authorized by physician? A Yes A No
Treatment given: A Prescription A Brace A Ace bandage A irrigation A cast A tetanus shot A other

Part of body injured: Safety equipment provided A Yes A No

Describe what worker was doing when injury occurred:
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