Committee of the
Whole Meeting

February 3, 2015



NOTICE AND AGENDA
FOR
KALAMAZOO COUNTY BOARD OF COMMISSIONERS’
COMMITTEE OF THE WHOLE MEETING
FEBRUARY 3, 2015

PLEASE BE ADVISED that the Kalamazoo County B
Committee of the Whole meeting on Tuesday, Februar

d of Commissioners has scheduled a
2015, at 4:00 p.m. for the purpose of;

Projected Time For Presentation & Discussion

1.  Review of Transfers and Disbursements (ltem J.} — Tracie Moored 4:00 — 4:05 p.m.
2. Board Retreat — Chair Taylor 4:.05 - 415 p.m.
3.  MAC Legislative Conference (3/30-4/1) — Chair Taylor 4:15—-4:25 p.m.
4.  Property Assessed Clean Energy (PACE) — Chair Taylor 4:25 - 4:40 p.m.
5.  Amendments Personnel Policies — Kristine Cunningham 4:40 — 4:50 p.m.
6. Administrator Search — Kristine Cunningham 4:50 - 5:20 p.m.
7. Any other items

8. Executive Session 5:20-530 p.m.
9. Adjournment — no later than 6 p.m.

The meeting will be held in the County Administration Building, 201 West Kalamazoo Avenue,
Kalamazoo, Michigan, in Room 207A. Questions regarding the meeting may be addressed to the
Kalamazoo County Board of Commissioners, 201 West Kalamazoo Avenue, Kalamazoo, Ml
49007, or by telephoning (269) 384-8111.

Dinag Sutton

Dina Sutton
Office Manager for Administrative Services

JANUARY 28, 2015
MEETINGS OF THE KALAMAZOQO COUNTY BOARD OF COMMISSIONERS ARE OPEN TO ALL
WITHOUT REGARD TO RACE, SEX, COLOR, AGE, NATIONAL ORIGIN, RELIGION, HEIGHT, WEIGHT,
MARITAL STATUS, POLITICAL AFFILIATION, SEXUAL ORIENTATION, GENDER IDENTITY OR
DISABILITY. KALAMAZOO COUNTY WILL PROVIDE NECESSARY REASONABLE AUXILIARY AIDS
AND SERVICES, SUCH AS SIGNERS FOR THE HEARING IMPAIRED AND AUDIO TAPES OF
PRINTED MATERIALS BEING CONSIDERED AT THE MEETING/HEARING, TO INDIVIDUALS WITH
DISABILITIES AT THE MEETING/HEARING UPON FOUR (4) BUSINESS DAYS' NOTICE TO THE
COUNTY. INDIVIDUALS WITH DISABILITIES REQUIRING AUXILIARY AIDS OR SERVICES SHOULD
CONTACT THE COUNTY BY WRITING OR CALLING:

Dina Sutton

Office Manager for Administrative Services

KALAMAZOO COUNTY GOVERNMENT

201 West Kalamazoo Avenue

Kalamazoo, Michigan 49007

TELEPHONE: (269)384-8111

TDD PHONE: (269)383-6464



COUNTY OF KALAMAZOO
RECOMMENDED TRANSFERS AND DISBURSEMENTS

FEBRUARY 3, 2015

DISBURSEMENTS
Claims 2,227,970.56
TOTAL CURRENT CLAIMS 2,227,970.56

RELEASE OF FUNDS

Page 1
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John Faul, Deputy County Administrator
201 West Kalamazoo Avenue » Kalamazoo, Michigan 49007
Phone: (269) 384-81 11 « Fax: (269) 384-8032

TO: Board of Commissioners
FROM: John Faul, Interim County Administrator
DATE: January 28, 2015

SUBJECT: 2015 Board of Commissioners Retreat

At the last Board of Commissioners meeting, you discussed a Board Retreat for such
items as team building, strategic objectives, administrator search, and other
organizational issues.

This topic has been placed on the February 3, 2015 Committee of the Whole for further
discussion. As a point of departure meant to facilitate the conversation, we offer the
following points.

It was stated that it would be desirable to have the Retreat on Saturday, February 28,
2015. It was suggested that the time be longer than four hours but the actual timeframe
was not determined. Administration recommends that it be held in Conference Room
207A for convenience.

Consequently, we offer the following for consideration.

> February 28", Administration Building, Conference Room 207A
» Time from 9 a.m. to 3 p.m. including a continental breakfast and lunch
» Three main points of discussion
o Presentation of Information/Significant Commissioner
Duties/Responsibilities/Processes
o Board Development Presentation from Peter Cohl our Labor Attorney who
conducts similar programs at MAC Conferences
o Open Topics

Again, this is simply meant to be a framework for your conversation and is subject to

feedback and direction from the Board. Your suggestions for “Open Topics” are welcome
and should be part of your Committee of the Whole discussion.

to govern,..to protect...to serve
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HICHIGAN ASSOCIATION OF COUNTIES

Hotel Reservations

Please submit this form when mailing in your overight guestroom reservations. Reservations may also be made by calling 1-8G0-333-3333 and
specifying the association name and dates in tansing, Mich., or by going to www.radisson.com/lansingmi. Use the Promotienal Codes

MACO15 io receive the discounted group rte.

Rescrvations made alter February 27, 2015, will be accepled on a space availability basis only.
Remember to send your hofel reservation DIRECTLY fo the Radisson.

Arrival Date

Departure Date

Checlein is ot 4 PM. Check-oul is ot 12:30 PA.
Valet Parking is $10 per vehicle, per night.

Type of Room Requested

O Single {1 person/1 bed) © O Double (2 persan/1 bed)
0 Double (2 parson/2 bed)] O Quad {3-4 person/2 bed)

Totel Should Confirm This Reseevation To:

*Rate does not include 13% tax. Per State of Michigan Tox guidslines, in order 1o be Tax Exempt, the
roam must be poid for by the exempt anfity, li.e. Countyl. Poyment can be by credit card or check
that is embossed with County name. State of Michigan Tax Exempt form must be pressnted with
County Check or County Credit Cord. This form does not seive as a credit card autharizotion farm
without submitting o phatocopy of the actuol credit eord as well,

Contact Name

Addrass

Phone Number Email Address

Payment Method

Reservaticns must be accompanied by o check for one night's deposit {made out to Radisson Hote!) or guaranteed with a major credit card.

O Check O Visa O Mastercard & Discover

Exp. Date

O American Express

Cardhalder Name

Billing Address

Phone Number Email Address

Cardholder Signature

Reservations not cancelled by & PM on the day of arival will be charged one night's room and tax.

Special requests:
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MICHIGAN ASSOCIATION OF COUNTIES

Conference Reservation Form

The fuli registration includes: a complete conference registralion packet, admission fo all plenary sessions, workshops and programs as
well as Tuesday’s and Wednesday’s full breakfasts, morning coffes breaks and two lunches.

: . Early After Early I
Please Bird | 227715 Bird After 227715
check the Full Conference | 8300 | §325 so5 | sa0
appropriate ' '
} IR One Day $155 $205 *Attendees that are not currently county,
JOX|€5) T T EEUSTRNCIN IENCRER corporate or affiliate members of MAC.
e Sp§_11§e/GueSt*.: 81507 $E9s.
Name
Title
County/Company
Address ‘ City ' State Zip Code
Phone Number Emoil Address
Do you have distary restrictions of require o vegefarian meal2 OYes ONo  Ifyes, please explain:

Payment Methods

O Check enclosed: please make payable 1o Michigan Association of Counfies

O Please bill my credis card: O Visa O Mastercard O Discover
CordNo. _ _ - _ - -__ _ _ bpbDde Security code (3-digit cods):
Cardholder Name

Billing Address

Phone Number Email Address

Cardhalder Signature

You may also register online via credit card payment af www.micounties.org. Thonk you for your sponsarshipl Please return this form with your
payment io MAC by FAX fo [517] 4824599 or by email to shell@micounties.org.

Mail: Michigan Association of Counties, 935 N. Washinglon Ave., Lansing, Mi 48506 | FAX: 517-482-4559
Questions: Confact Tammi Connell at 517-29C-3435 or mocconference@cutiook.com
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MICHIGAN ASSOCIATION OF COUNTIES

Agenda At-A-Glance

7:30-8:30 AM
Breakfas*
Conlerence Regisiration™

Opening Remarks*

7:30-9 AM
legislators’ Breakfast*

8:45- 10 AM

8:30 - 8:40 AM
Plerary Session*

Q-10 AM

Plerary Session™

10-10:30 AM

Lunch and Legislative Update *

**Dinner on your own™”
(Not included in your conference fez]

2-4 PM 2-4PM
Preconlerence Managed Care
Educational and M Health Link 1:45- 3:30 PM 1:45 - 3-30 PM
Workshops Pilot IMCMCFC) éonﬂégifgl Spouse rip fo Broad
W;r?;hops* Museum, East Lansing
3-5PM -
Early Conf 2:30 PM
o%gégiz’eﬂnce MCWCF Board of
o Trustees Meeting
Exhibitors Setup™ ) 4-5PM
JN?APéﬁOSSJ PMT  Tours of IS{Tcﬁe
5 PA A uts Coplfq or 545 - 5:30 P |
MAC Board of Direclors Meeting & Bolis Comsrggzgoerlers/ CMCMOEC
Board of
Direct
**Dinner on your own** N\g:;:ifgri
[Not included in your
conference fee)

Netwerking Break with Exhibitors* 10:15 - 11:45 AM
Cancurrent Educational
Woarkshops*
an 11, 10:30-11:45 AM
10:30-11:45 AM Bureau of Health Care
Concurrent Educational Services Und
Workshops* ervices Update _
IMCAMCFC)* 11:45 AM
Box Lunch Provided*
Noon - 1:40 PM

7:30-9 PM
Game Night in Michigan,
benefiting MACPAC

9 P

President's Hospitality Suite

Please make note that * represents that the event will take place af the Lansing Center; all other events will be at the Radisson
unless otherwise noted. [MCMCFC) denotes an event sponsored by the Michigan County Medical Care Facilities Council.




MICHIGAN ASSOCIATION OF COUNTIES

Workshop Descriptions

MONDAY, MARCH 30

2pm-dpm
Pre-conference educational workshops

Polifical Pathways

Michigan’s counfy commissioners represent an immense reservoir of
knowledge, experience and falent in public service. How can those
assets best be deployed to recruit and advise the next generations

of county leaders? In this pre-conference session, we will cover the
issue of recruitment for county government and loster ideas that current
commissioners can use o identify and mentor civicminded neighbors.

You're OQut of Order! Robert's
Rules 1017

" Whether you're a newly elected or seasoned commissioner, this
froining session on Robert’s Rules of Order will be a timely refresher on
the procedures typicatly used for public meetings in our state.

Whet's up with Ml Health Link?

Experts from Resourcetink of Michigan will provide an overview of
the Integrated Care Demenstration for MedicareMedicaid “dudl
eligibles.”

TUESDAY, MARCH 31
10:30am-1 1:45am Workshops

The Devaluation Dilemma of

Dark Stores

Over the past few years, big box refailers (think Home Depot, lowe's,
Target] have faken to challenging their property fox assessments —
and won huge reducfions. While surrounding stafes are averaging
{06 per square foot on values for such retailers, N\ichigun is now
dipping into the mid $20s. Come hear about the recent cases, the
reason these refailers are prevailing at the Michigan Tax Tribunal and
what we can do fo rectify this alarming situation.

Swift end Sure: Alternative Probation Sanction Models
Wiih a recent focus on the criminal justice system by the Legislature,
more options o keep individuals out of jails and prisons are being
discussed. This panel will focus on Michigan’s Swift and Sure

grant program and ways this probation senction model has been
implemented in counfy court systems.

Serving Those Who Served Us: County-based Veterans’
Services

In addition 1o their service to cur fiberty, veterans are an important

part of all Michigan communities. leam how io work with your coungy
veterans’ counselor’s office to ensure your lacal veterans are raceiving
the benefits they deserve. This workshop also will give you guidance on
crealing a local county veterans” office, i you do net already have one.

Large Benefits: The Volue

of Mass Transit

From increased transportation options for constituents fo increased
property values around fransit hubs, mass transit provides an array of
berefits, This panel will explore how an increase in fransit capacity
and ridership can benefit a county.

Bureau of Health Care Services Update [MCMCEC)
Leadership of the Michigan Bureay of Health Care Service will go
over updates to providers as they perfain to the Michigan survey and
regulatory process. An exiensive Q8A session will foliow,




MICHIGAN ASSCCIATION OF COUNTIES

Workshop Descriptions, Cont.

TUESDAY, MARCH 31, Cont.
1:45pm-3:30pm Workshops

Power of 3: Value, Challenges of Three-year Budgeting
Llongterm financial planning crectes a greater sense of security, an
enhanced ability e finance bigger projecis and — usually — a
cushion to adapt fo variations in predicied revenue. Come hear from
practicad expers on how they plan for — and execute — budgels
that cover three years, or even longer.

Going Local: The Local Sales Tax Option

This panel will discuss how Michigan communities, from big cities 1o
fourist meccas, can benefit from the ability o fevy a local sales tax —
something now barred in Michigan. Ye will axplore how other siates
have implemented and used the local sales fax opfion and examine
how those case sfudies could benefit your county.

Eegional Prosperity Initiative: Where do Couniles Fif in?
The Snyder administration launched the Regicnal Prosperity Initiative

in the fiscal 2014 budget with a goa' of streamlining economic
development and service delivery strategies in 10 regions across the
stete. This panel will explore what the BPI has done to date and whet
the project means for counties as in the fulure.

There's no Crying in a Crisis: How to Effeciively Manage
Crisis Communications

Public service brings plenfy of opportunities 1o benefit your community,
and the occasional unpleasant situation. Hear from leading experts in
Michigan on how best to engage with the media and the public when
anything from a simple foulup fo a major disaster strikes your county.

WEDNESDAY, APRIL 1
10:15am-1 1:45am Worishops

The New FOIA Rules

At the end of 2014, lawmakers enacted changes fo the state’s
signature Freedom of Information Act [FOIA). These provisions will
require that each governmental unit prepare and moke public @
description of how they will charge for FOIA requests, penalize
governmental entities for non-complionce, and provide more
exemptions to charges. This panel will discuss those changes and how
counties can efficiently and effectively comply on schedule.

Recognizing and Fighting Human Trefficking in Your
Community .

In 2074, more than 20 bills designed to strengthen human trafficking
lows, crack down on offenders and profect victims became law.
Atfend this panel to hear how nafienal, siate and local experts are
boosting efferts to combat this heinous activity, and which steps you
can fake in your community to unite stakeholders in this fight.

The issues of Taxing Marijuana

The moves by Washington and Colorado fo legalize marijuana and
tox ifs sale have doubled the number of states with legal cannabis.
What have these siates experienced from legalization? learn abour
the toxafion siructure, regulatory issues end economic effects of this
potent policy frend.

Be Prepored: A County Leader’s Responsibilities in an
Emergency .

Do you know what to do or where fo go if a disaster befalls

your courty? From fhis pane!, led by the Michigan Emergency
Nanagement Associafion, find oul what you need o be doing to
prepare yourse\f and your county government fer the worst.
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What is PACE?

PACE is Property Assessed Clean Energy, & new and innovative way for conmmerdial prop-
erty owners 1o pay for energy efficiency upgrades, on-site renewable energy projects,
and water conservation measures. PACE funding is fadiitated by 5 local government
for 100% of a project’s costs, and is repald with an assessment over a term of up to
20 years. Local government assessment financing has been used efficiently for decades
throughout the United States to fund improvements to private property that meet a
public purpose,

o PACE financing is available for all types of commercial and industrial properties,
iarge and smafl, and may be available to non-profits as well.

« Financing approvals are simple, but PACE projects riuist be permanently affixed to
the property and save money for the property owner.

» Benchmarking, encrgy nudits and evaluations can be used to ensure that projects
make sense, but PACE is 100% voluntary. In communities that adopt PACE, assess-
mants are anly paid by participating owners, and only for their own projects.

PACE is 2 national initiative, but programs are locally based and tallored o meet local
market needs, Visit Lean & Green Michigan™ website www leanandgresnmicom o

learn more about PACE in your municipality or visit waw pacenoy.org Tor an overview
of the national PACE market,

Enerqy efficiency is the least expensive energy we can buy. In the U.5,, bulldings alone
consume over 40 percent of the energy we use, and roughly 75 porcent of all electricity.
A 2012 study by the Rockefeller Foundation snd DB Ciimate Change Advisors sees
an investment opportunity of nearly 5280 biliien over the next 10 years that would
transiate to over $1 trillion in energy savings, over 3 million jobs, and 600 million fewer
metric tons of carbon emissions per year, PACE is dearly working because [t mests &
market need,

» Property owners see an opportunity to save money and make thelr buildings more
valuable

+ Existing mortgage lenders support projects that meet their ciionts’ objectives and
increase the value of thelr collataral

+ Energy service companies and contractors find PACE can help them make sales

+ Local governments like PACE because it creates jobs, economic activity, and helps
meet energy conservation goals

» Private market investors ke PACE because assessinent liens are a proven, strong
credit

Bapnefits of PACE

PACE financing has many features that can undquely solve barriers to the adoption of
energy efficiency measures.

+ 100% financing requires no up-front ¢ash investment

+ Long-ferm financing (up to 20 years) results in immediate positive cash flow

s Mo payolf upon sale because PACE assessments (and energy savings) remain with
the property

= Assessment costs and savings can be shared with tenants

+ PACE can atiract a wide range of private investors with low interest rates

« PACE may be treated as off batance sheet financing

> Nan-recourse, non-accelerating financing

+ PACE programs are local and communily members are motivated to engage in

putreach and marketing efforts

BACE financing works for
targe and small projects on
just about any commercial
building. Some of the world's
largest  property  owners,
including  Simon  Property
Group and Profogis, inc. have
used PACE to finance energy
efficiency and  renewable
upyrades to their buildings.




Lean & Green Michigan™ brings a break-through, shared-services model of economic
development to Michigan's local governments.

Traditionally, in Michigan and around the country, local governments had two ways to create
PACE districts:

e They could hire more staff to create and maintain the PACE district as part of the
government.

e They could hire a non-profit or for-profit entity to create and maintain a PACE district for
them.

Either way, the local government faced significant financial and procedural hurdles. What is
more, the only method local governments had to fund property owners' PACE projects is by
issuing bonds, which is a complex proposition.

Now, Lean & Green Michigan™ allows municipalities to create a PACE district at no cost, with
no need for new government staff or lengthy RFP processes, with access to private capital --
and to do all of this cooperatively with other counties, cities and townships, building the
regional economy. Consider:

e To create a PACE district with Lean & Green Michigan™, a municipality simply votes to join
by passing a local ordinance. There's no need to hire or train additional staff or go through
lengthy RFP processes. What is more, Lean & Green Michigan™ can be tailored to
incorporate the particular needs of each municipality.

o Legal fees, along with the cost of running Lean & Green Michigan™, are incorporated into
the financing of each PACE project, so the county incurs no cost for legal work.

¢ By joining Lean & Green Michigan™, municipalities allow their constituent property
owners to gain access to banks and other sources of private capital that are part of the
Lean & Green Michigan™ team.

e Lean & Green Michigan™ represents the best kind of "shared services." Counties, cities
and townships give up nothing, but by working together they create one statewide set of
efficient and flexible PACE rules that really work for business, create the kind of common
market that larger companies with multiple facilities need, save money, and avoid
duplication and a blizzard of conflicting rules from place to place.



GO-IT-ALONE PACE

LEAN & GREEN

DISTRICT MICHIGAN™
Start-up Municipality hires new staff | Municipality simply votes to join
or retains outside entity Lean & Green Michigan™ via its
through RFP process normal legislative process
Cost to Jurisdictions have paid None. The cost of running Lean &

municipality

anywhere from $150,000 to
$750,000 to start a district

Green Michigan™ is incorporated
into the financing of each deal

Legal Municipality must pay for Local government pays no cost for
legal counsel, whether inside | PACE counsel and there is no charge
or outside to establish the PACE district

Funding Municipality typically tries to | Lean & Green Michigan™ allows
issue "PACE bonds" to raise | municipalities to bond, but it brings
funds to finance property significant private capital to the
owners' energy projects. table to fund energy projects on a
There is not a track record of ] free market basis
success nationwide.

Regional Each county, city or township | Counties, cities and townships join

cooperation

¢reates its own rules and
funding system, leading to a
patchwork of districts that
don't work together

together to create cne efficient
system that works for small and big
companies alike and attracts big
banks by creating a large pool of
projects to finance

Overall
model

Traditional model of each
local government doing its
own thing

Public-private partnership where
local governments, property
owners, banks and contractors
cotlaborate to create a large market
for energy efficiency and renewable
energy finance




BOARD AGENDA REQUEST FORM

PROPOSED FOR BOARD MEETING OF: February 3, 2015

DEPARTMENT: Human Resources Department

PREPARED BY: Kristine Cunningham, Human Resources Director
SUBJECT: Personnel Policy Changes

SPECIFIC ACTION REQUESTED:
Adoption of the revisions to various Personnel Policy Changes.

DESCRIPTION OF ACTION {dollar amount, purpose):
in an effort to reflect current business practices in the County personnel policies, the following changes
are being recommended:

e 3.03 - Employment Tests e 5.05-Leave of Absence

e 3.05-Job Posting e 5.06 - Personal Leave

e 3.06 - Hiring& Wage Approval e 5,12 —Tuition Reimbursement Policy
e 3.18 — At-Will Employment e  7.08 — Anti-harassment Policy

e 4.06— Pay Policy... e  8.01- Discharge

e 5.02-Sick Leave e  9.00 — Grievance Procedure

e 5.04 — Vacation Policy e 10.00 — Termination of Employment

e 5.05 - Leave of Absence

The updated policies are attached.

TIME FRAME OF ACTION:
Effective 2/4/2015.

FUNDING SQURCE IF REQUIRED (Federal, State, or Local):
N/A

PERSONNEL IF REQUIRED:
(indicate if elimination or creation and list FTE; job title; grade; full-time salary range; account number; and, if known,
position number)

N/A

NEW OR RENEWAL:
N/A

CONTACT PERSON WITH PHONE NUMBER:
Kristine Cunningham, 384-8100 or kdcunn@kalcounty.com

Page 1 of 3



Number - 3.03

Date Approved 07/07/98
Effective Date 01/21/15
‘ Supersedes 08/16/77
3.00 EMPLOYMENT POLICIES
3.03 Pre-Employment Tests

As all tests for employment must be validated for job relatedness and non-
discriminatory effect, the Human Resources Department shall be the only agent of the
County to administer or approve tests for employment or promotion. As any
qualification required of an applicant for employment is considered a test, minimum job
requirements shall be approved by the Human Resources Department and periodically
surveyed by Human Resources Department staff for appropriateness.

on the P S 7((\“ 18

Number - 3.04

Date Approved 09/18/12
Effective Date 01/01/13
Supersedes 07/07/98

3.04 Job Recruitment Policy

The purpose of the job recruitment and employee selection plan is to establish a viable
system by which the County can meet its commitments to Federal, State, and local
laws and regulations, as well as demonstrating to all present and potential future
employees that equal employment opportunities for employment and advancement are
realities within Kalamazoo County.



3.00

3.05

Number - 3.05

Date Approved 09/18/12
Effective Date 01/6121/1
Supersedes 01/1901/

EMPLOYMENT POLICIES

Job Posting

It is the policy of this County to encourage the upward mobility of County employees.

To meet these commitments the following procedures have been established. It is
important that these procedures be carefully followed to avoid violations of
governmental employment regulations and/or grievances filed by employees and
applicants.

Employer Responsibilities

A.

If a position is to be filled by promoting a present employee from within the same
department, it is necessary that the job be posted [ least 2 business days as
internal department only.

If the vacancy is a bargaining unit position it shall be posted for bargaining unit
members according to the bargaining unit agreement. If no bargaining unit
member applies, or such applicants are determined unqualified for the position,
it shall be posted for all County employees for five (5) business days.

If the vacancy is not a bargaining unit position and has not been filled by
department promotion it shall be posted internally for all County employees for
five (5) business days.

In the interest of timely filling of the vacancy with the most qualified candidate,
internal and external posting procedures may occur simultaneously.

All internal applicants whose experience and/or training appear to make them
qualified candidates for the position must be interviewed for the position.
Internal applicants for the County Administrator or Court Administrator positions
are not assured an interview.

County Department managers may review the personnel file, discipline and
attendance records of County employees applying for a transfer.



Number - 3.05

Date Approved 09/18/12
Effective Date 01/01/1215
Supersedes 07 1/071/98 ]

3.00 EMPLOYMENT POLICIES

3.05 Job Posting (cont.)

G.

A selection or non-selection determination must be made for each application
considered by the Department Head or Court Administrator in writing and on the
Transfer Application Form to the employee. (The original shall be sent to the
Human Resources Department for filing and a copy returned to the employee.)

Employee Responsibilities

If a current employee is interested in transferring to another County position, the
following procedures should be carefully followed to assure consideration.

A.

Be aware of opportunities within the County. Discuss your interest in promotion
or transfer with the Managers and Supervisors that will make those decisions in
the areas you are interested.

If a vacancy is posted, submit a Transfer Application Form available from the
Human Resources Department within the five (5) business day posting period.
Failure to submit a Transfer Application Form within the five (5) business day
posting period cancels any advantage as an internal applicant.

Employees who have completed six (6) months of service in their current jobs
may submit transfer bids without their Supervisor's approval. Employees with
less than six (6) months of service may not transfer withou roval from thei



Number - 3.18

Date Approved
Effective Date 01/21/15

3-18 At-Will Employment

All County employees are at will. FEither an employee or the County may end the

employment relationship at any time, with or without cause.

19




Number - 4.06

Date Approved ‘
Effective Date 6409/0 116/
Supersedes 014/0116/13

4.00 WAGE AND SALARY ADMINISTRATION

4.06 Pay Policy for Employee and Position Actions

A

TRANSFER

An employee who transfers into a position that is assigned to the same salary
band as his/her present position shall retain his/her current pay rate and band
date for purposes of determining eligibility for future step increases, which will be
based upon meeting or exceeding expectations.

PROMOTION

An employee who promotes into a position assigned to a higher salary band than
his/her current position shall be placed in the new band at the first step that
represents an increase in pay equivalent to a one-step increase in their former
band, not to exceed the maximum of the new band. In exception to the
standard promotional increase, an employee who demonstrates specifically
applicable prior experience may be placed up to the ‘C’ step of the appropriate
band with the prior approval of the Deputy County Administrator and Finance
and Administrative Services Director; a starting rate above the ‘C’ step must be
approved by the Board of Commissioners. The effective date of the promotion
becomes the employee’s new position anniversary date. Eligibility for future step
increases will be determined using the length of service in the new position, and
will be based upon satisfactory performance.

DEMOTION

Upon demotion, an employee shall retain his/her current position anniversary
date for purposes of determining eligibility for future step increases, which will be
based upon satisfactory performance.

s An employee who voluntarily demotes into a position assigned to a lower
salary band than his/her current position, or is demoted as the result of
documented unsatisfactory performance, shall have his/her pay set
according to the following criteria:

a. An employee whose current pay is greater than the maximum rate
of the new band shall be placed in the new range at the maximum
(H Step) rate.



MNumber - 4.06

Date Approved 94/16/
Effective Date 041/2116/13
Supersedes 0104/016/13

4.00 WAGE AND SALARY ADMINISTRATION
4.06 Pay Policy for Employee and Position Actions (cont.)

b. An employee whose current pay does not meet the criterion set in
4.06 C.1.a., shall be placed in the new band at the first step that
represents a decrease in pay. The employee’s pay shall not be set
less than the minimum of the new band.

2. An employee who is demoted to a position assigned to a lower salary
band than his/her current position as a result of County action and for any
reason other than documented unsatisfactory performance shall retain
his/her current pay rate.

D. RECILASSIFICATION

In accordance with Personnel Policy 4.07 B., positions may be reclassified.
Position reclassification typically will become effective the date on which the
formal request for evaluation from a Department Head or Court Administrator is
received in the Finance Department.

1 An employee whose position is reclassified, resultlng m a higher salary
band a531gnment shall be placed in the new band at the first step that

to—exeeed—the—maximum—of—t . The effectlve date of the
recla551ﬁcat10n becomes the employees new position anniversary date.
Eligibility for future step increases will be determined using the length of
service in the position at the new band level, and will be based upon
satisfactory performance.

2. An employee whose position is reclassified, resulting in a lower salary

band as&gnment shall retain hls/her current pay rate at—+

ployee is eligible for further salary incre The employee shall retain

l'uS/her current posmon annlversary date for purposes of determining

eligibility for future step increases, which will be based upon satisfactory
performance.



Number - 4.06
Date Approved © 13
Effective Date 04 1/2116/13!
Supersedes 9104/016/13
4.00 WAGE AND SALARY ADMINISTRATION
4.06 Pay Policy for Employee and Position Actions (cont.)
3, An employee whose position is reclassified, yet the position remains
assigned to the same salary band, shall retain his/her current pay rate and

position anniversary date for purposes of determining eligibility for future
step increases, which will be based upon satisfactory performance.

E. REINSTATEMENT TO A PREVIOUS SALARY BAND

An employee who promoted and subsequently voluntarily demotes, or is
demoted as the result of documented unsatisfactory performance, within one
year of the promotion, to a position assigned to the pay band from which the
employee promoted shall be placed in the range at the pay step the employee
was being paid or would have attained if the promotion had never occurred.
Likewise, the employee’s position anniversary date shall be reset to the position
anniversary date prior to the promotion for purposes of determining eligibility for
future step increases, which will be based upon satisfactory performance.

s INTERIM APPOINTMENTS

Interim appointments typically should last no longer than three (3) months,
although special circumstances periodically will necessitate a longer interim
appointment period.

1. An employee who is appointed on an interim basis to a position with a
higher salary band than his/her current position shall be placed in the new
band at the first step that represents an increase in pay, not to exceed the
maximum of the new band. In exception to this standard increase, an
employee who demonstrates specifically applicable prior experience may
be placed up to the ‘C' step of the appropriate band with the prior
approval of the Deputy County Administrator and Finance and
Administrative Services Director; a starting rate above the ‘C’ step must
be approved by the Board of Commissioners.



Number - 4.06

Date Approved 94/16/13
Effective Date 04 1/2116/13!
Supersedes 0104/016/13

4.00 WAGE AND SALARY ADMINISTRATION
4.06 Pay Policy for Employee and Position Actions (cont.)
2. At the conclusion of an interim appointment:

An employee who returns to his/her regular position shall be placed in the
band at the pay step the employee was being paid or would have attained
if the interim appointment had never occurred. The employee shall retain
his/her current position anniversary date for purposes of determining
eligibility for future step increases, which will be based upon satisfactory
performance in his/her regular position.

An employee for whom an interim appointment becomes a regular position shall
maintain the salary determined, under Personnel Policy 4.06 F.1., at the
commencement of the interim appointment. The effective date of the interim
appointment, which is being changed to a regular position status, becomes the
employee’s new anniversary date. Eligibility for future step increases will be
determined using the length of service in the new position, and will be based
upon satisfactory performance.

G. CLASSIFICATION SYSTEM AUDIT

In accordance with Personnel Policy 4.07 D., positions may be reviewed
periodically outside the regular reclassification process to ensure proper
evaluation and classification. Pay band reassignments due to a classification
system audit will normally become effective upon completion of the audit and
authorization of the Board of Commissioners.

1. An employee, with satisfactory performance, whose position is reassigned
to a higher salary band as a result of a classification system audit, shall be
placed in the new band at the first step that represents an increase in pay.
The employee shall retain his/her current position anniversary date for
purposes of determining eligibility for future step increases, which will be
based upon satisfactory performance.



Number - 4.06

Date Approved 64/16;
Effective Date 04 1/2116/135
Supersedes 6104/016/13

4.00 WAGE AND SALARY ADMINISTRATION

4.06 Pay Policy for Employee and Position Actions (cont.)

2.

In accordance with Personnel Policy 4.05 D., an employee, with
documented unsatisfactory performance, whose position is reassigned to
a higher salary band as a result of a classification system audit, shall
retain his/her current pay rate until such time that the employee
demonstrates consistently satisfactory performance. Upon
demonstration of consistently satisfactory performance, the employee
shall be placed in the new band at the first step that represents an
increase in pay. The employee shall retain his/her current position
anniversary date for purposes of determining eligibility for future step
increases, which will be based upon satisfactory performance.

An employee whose position is reassigned to a lower salary band as a
result of a classification system audit shall remain at his/her current pay
rate until such time as the employee is eligible for further salary increases.
The employee shall retain his/her current position anniversary date for
purposes of determining eligibility for future step increases, which will be
based upon satisfactory performance.

An employee whose position remains assigned to the same salary band
as a result of a classification system audit shall retain his/her current
position anniversary date for purposes of determining eligibility for future
step increases, which will be based upon satisfactory performance.



Number - 5.02

Date Approved 09/18/12
Effective Date 01/6121/12
Supersedes 071/4401/123

5.00 EMPLOYEE BENEFITS

5.02 Sick Leave

Paid sick leave is a means of insuring that an employee will not suffer loss of income
because of illness. It is not a means by which an employee can earn additional days off.

Sick leave may be used for the illness of an employee or a family member living in the
employee’s home, or when covered by FMLA (see Personnel Policy 5.05E).

Each regular full-time employee of the County shall accrue three (3) hours with pay as
sick leave for each completed bi-weekly pay period of full pay. Part-time regular
employees who qualify and were hired on or before 12/31/2011, who are at least a 0.5
FTE or more and employees who were hired on or after 1/1/2012, who are at least a 0.8
FTE or more, accrue sick leave in proportion to their regular schedule. A full-time
employee, who is placed on a short-term, temporary hour reduction from full-time to
part-time, will be eligible for sick leave accrual based upon the hours worked in each
biweekly pay period.

Sick leave with pay may be taken by regular employees throughout their period of
employment with the County. An employee who is absent because of illness or injury
must use accrued sick leave unless compensated by an outside source. Following the
use of an employee's accrued sick leave, an employee may use accrued compensatory,
personal or vacation leave for additional time lost because of illness or injury. Paid time
off shall be used in an amount equal to the normal daily work hours that the employee
loses as a result of such illness or injury with Department Head or Court Administrator
approval. Sick leave may be accrued throughout the employee's entire period of
classified service.

A health care provider's statement may be requested for verification of illness or injury.

The standard for unscheduled sick leave absences is five (5) occurrences during a
twelve (12) month period.

An employee eligible for sick leave with pay may use such sick leave when arranged for
and approved by the Department Head or Court Administrator, with the concurrence of
the Human Resources Director in the following instances:

A. When it is established to the County's satisfaction that an employee is

incapacitated for the safe performance of his/her duty because of sickness or
injury. A Department Head or Court Administrator may request a physician's
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verification of illness if absences are frequent or suggest possible abuse of sick
leave.

B. When due to exposure to contagious disease by which the health of others
would be endangered by attendance at work. A physician's statement
recommending absence from work shall be required.

C. When death occurs in the employee's immediate family (current spouse,
children, step children, parents, step parents, or foster parents, brothers, sisters,
current mother-in-law, current father-in-law, grandparents, grandchildren, and
any persons for whom financial or physical care is the employee's principal
responsibility).

Employees may use accrued sick leave for health care provider visits. All employees,
especially part- and flex-time employees, are encouraged to use non-work hours for
appointments.

cmployees may use accrued sick leave In fifteen (12) minute increment:

Upon request, All-sick leave used-mustshall be substantiated by written evidence signed
by the employee's immediate Supervisor, Department Head, or Court Administrator,
and by such other evidence as the appointing authority and/or the Human
Resources Director may require. Falsification of such evidence shall be cause for
dismissal.

- An employee before returning to his/her duties from an illness of over five (5)
consecutive working days may be required to submit a statement from his/her physician
certifying his/her ability to return to work. Such statement shall be submitted to the
Human Resources Director.

For employees hired prior to 1986, sick leave hours will be used on a "LIFO" basis, i.e.,
last in, first out.
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Every regular employee in the County service shall be allowed vacation leave at the rate
shown in the following table:

A. Every full-time, regular employee shall be entitled to vacation leave with pay of four
(4) hours for each completed bi-weekly work period of full pay, except that no
employee shall be entitled to utilize such vacation leave until he/she has completed
six months after date of hire. Regular part-time employees who qualify, were hired
on or before 12/31/2011 and who are a 0.5 FTE or more will accrue time
according to regular scheduled hours. A full-time employee, who is placed on a
short-term temporary hour reduction from full-time to part-time, will be eligible for
vacation leave accrual based upon the hours worked in each biweekly pay period.
Those hired after 12/31/11 who are less than a 0.8 FTE are not eligible for vacation
time.

Employees who have completed five (5) years of currently continuous service shall
earn additional or bonus vacation leave with pay according to length of total
classified service as follows:

For five (5) or more, but less than ten (10) years, sixteen (16) hours annually;

For ten (10) or more, but less than fifteen (15) years, thirty-two (32) hours
annually;

For fifteen (15) or more, but less than twenty (20) years, forty-eight (48) hours
annually;

For twenty (20) or more years, sixty-four (64) hours annually;

Mo vacation leave shall be authorized, accrued, or credited in excess of two hundred
eighty (280) hours.

Employees who transfer from one County Department to another shall have their
balance of vacation transferred to the new department.

When an employee is separated from County service and such employee has
completed a six (6) month employment period, he/she shall be paid at his/her current
rate of pay for his/her unused vacation leave, but in no case in excess of two hundred
eighty (280) hours. Vacation leave shall NOT be allowed in advance of being earned.
Bonus hours are not granted to employees who terminate without returning from an

unpaid leave of absence. Any exception to this policy requires approval of the Human
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Resources Director. Although the County reserves the right fo allocate vacations, it is
agreed that an effort shall be made to schedule vacation leave consistent with the

staffing and workload requirements as determined by the County. An employee may
utilize vacation leave only with the prior approval of the appropriate Supervisor.
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A

Witness & Jury Duty

A regular employee who is summoned for jury duty or subpoenaed to testify as a
witness in an employment related matter subpeenaed-as—a—withess—or—ealled—te
serve-on—a-jury-shall be granted a leave of absence with full pay (less the amount
received by the emplovee for such semce) to serve as requ1red 3Fhe—em|aleyee

A reqgular employee who is subpoenaed to testify as a witness in a non-
employment related matter will be granted a leave of absence but required to use
vacation, PL, comp for their time absent from work: if available, otherwise the
leave of absnce shall be without pay. Leaves-of-absencefor-witness-er-jury-duty
shal-be-with—full-pay—less-the-ameuntreceived-by-the-employeefor—sueh—duty-
Empleyees-rray-enderse-theirjury-pay-to-the-Countyin-lien-of docking—This-dees
netinclude-mileage-pay:

The employee shall be expected to be at work at all reqularly scheduled hours
when not serving. If the employee is excused from serving or testifying with at least

one hour left in the work day, the employee may be required to return to work.

The employee must notify the Employer of such juror duty or witness testimony as
soon as practicable.

Military Leave for Active Duty

Employees who are inducted into the Armed Forces of the United States, or who
join the Armed Forces in lieu of being inducted, under provisions of the Selective
Service Act of 1940 and as amended, shall be entitled to a leave of absence
without pay for the period of service required by such original induction. Upon
their honorable discharge, such employees will be reinstated to their former
positions or one comparable to it provided they make formal application for
reinstatement within ninety (90) days after military discharge.
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.

Military Leave for Reserve Duty

A full-time employee who requests a leave of absence, not to exceed ten (10)
working days, to participate in a branch of the Armed Forces Reserve Training
Program or National Guard, shall be granted such leave upon proper
documentation by the commanding officer. The employee shall be paid by the
County the difference between the amount received for the training and the
regular bi-weekly salary.

Any full-time employee who is called for involuntary active duty by any of the
established Armed Forces Reserve Units or by the Michigan National Guard,
shall be paid a supplement of 100% of the difference between the total monthly
military pay inclusive of all special compensations and allowances (excluding
travel reimbursement), and the gross monthly County base pay (1/12 of
annualized salary) for up to one year of activation. The County will continue the
employee's pension service credit/contribution along with any other statutorily
required provisions. The County will also continue the health insurance benefits
for the activated employee’s family for the active duty leave period (if a plan
similar to the County's group health insurance plan is unavailable). An employee
on active duty leave will not accrue other County benefits while on military leave
unless specifically required by statute.

Administrative or Special Leave

An admmlstratlve or spec1al leave may be granted an employee when approved
by the A r and the
Human Resources D1rector for the purpose of setthng an estate of a member of
the immediate family, for educational purposes when such education will be for
the systematic improvement of the knowledge or skills required in the
performance of their work, or for their personal reasons. All leaves shall be
specific as to their duration and may not be granted for a period of more than
one (1) year.  An employee on unpaid Administrative Leave shall lose benefits.
The employee requesting an administrative or special leave is not guaranteed
reinstatement to the position held prior to the leave.

An employee returning from a leave of absence le-shall contact the Human

Resources Department thirty (30) days prior to the expiration of such leave and
every effort will be made to place the employee in a comparable position. If the
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5.05 Leave of Absence (cont.)
employee has not been reinstated twelve (12) months after the commencement
of the leave, employment status will be terminated.

E. Family and Medical Leave
For purposes of this section of the policy the following definitions apply:
Eligible employee - one, who has regular status, has been employed minimally
for twelve (12) months and worked 1250 hours during the twelve (12) month
period immediately preceding the leave. An eligible employee who takes a leave
under this policy is guaranteed to return to the same or equivalent job, if the
leave time does not exceed twelve (12) weeks in any twelve (12) month period,

measured backward from the date the leave began.

Family member - a spouse, child or parent of the employee.

Serious health condition - an illness, injury, impairment, or physical or mental
condition that involves inpatient care in a hospital, hospice or residential medical
facility; or continuing treatment by a health care provider.

Purpose of Leave

Leave may be granted for any of the following reasons:

1. To care for the employee's child after birth or placement for adoption or
foster care

2. To care for the employee's spouse, dependent son, dependent daughter or
parent who has a serious health condition; or

3. For a serious health condition that makes the employee unable to perform
the duties of his/her job

4. For qualifying exigencies related to a family member’s call-up for or service
on active military duty in the National Guard or Reserves. The law allows
families to take FMLA job-protected leave to manage their affairs. The rules
define “qualifying exigencies” as situations involving:

short-notice deployment

military events and related activities

childcare and school activities

financial and legal arrangements

Ao Do
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counseling

rest and recuperation

post-deployment activities

additional activities where the employer and employee agree to
the leave

@ ™o

5. To care for a family member who has or is recuperating from a serious illness

or injury incurred in any form of military service, including where the
employee is “next of kin” to the injured service member. These family
members are able to take up to 26 work weeks of leave in a 12-month
period.

MNotice and Duration

1.

Advance notice: When the need for leave is foreseeable, employees are
expected to provide thirty (30) days advance notice -
When the need for the leave is not foreseeable, employees are requ1red to
notify their direct superviso ide—netiee-of the need for leave as soon as
practlcable When leave is needed for planned medical treatment, employees
must attempt to schedule treatment so as not to unduly disrupt the
County's operations. Failure to provide appropriate notice may result in the
denial of leave.

Family leave period: Leave for a newborn or newly placed child may be taken
only within twelve (12) months from the date of birth or placement and may
only be taken continuously. If both parents are employed by the County they
may take a combined total of twelve (12) weeks of leave, not twenty-four (24)
weeks.

Intermittent leave: When medically necessary, leave to care for a family
member or for the employee's own serious health condition may be taken on
an intermittent basis or by arranging a reduced work schedule. An employee
may be required to transfer temporarily to a position that can better
accommodate reduced hours or intermittent leave. All time taken will count
toward the employee's twelve (12) week annual entitlement for family and
medical leave.

Notice upon return from leave: If an employee returns from any period of
absence which has not be designated as FMLA leave, and the employee
wishes to have the leave counted as FMLA leave, the employee must notify
the County within two business days of returning to work that the leave was

43



Number - 5.05

Date Approved 09/18/12

Effective Date 01/01/

Supersedes 021/021/1
5.00 EMPLOYEE BENEFITS
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for FMLA reasons. Failure to provide the necessary notice will prevent any
subseguent assertion of FMLA protection for that absence.

Leave Certification

1. Medical Certification

a. Medical certification is required to support a request for a leave because
of serious health condition. A second or third opinion (at the County's
expense) may also be required. When leave is required for a serious
health condition, employees should provide the medical certification as
soon as possible, but not later than fifteen (15) calendar days from the
date the request for leave is made. Failure to provide the necessary
certification will prevent any assertion of FMLA protection for that
absence.

b. The medical certification must include the first anticipated date of
absence from service, a diagnosis, a brief statement describing treatment,
and the expected date of return. The physician must state the employee
is unable to perform the essential functions of the employee's job.

The medical certification to support a leave for family medical reasons
must include a statement indicating that the employee's presence is
necessary or would be beneficial for the care of the family member and
the period of time care or presence is needed.

If the employee plans to take intermittent leave or work a reduced
schedule, the certification must also include the dates and duration of
treatment and a statement of medical necessity for taking intermittent
leave or working a reduced schedule.

An employee’s physician can be contacted to clarify or authenticate a

certification. Contact may not be made by the employee’s direct
supervisor, but rather by a representative of Human Resources.
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require a third opinion, also at the County's expense. However, during the
verification process, the employee is provisionally entitled to FMLA benefits.

If the certifications do not ultimately establish the employee's entitlement to
FMLA leave, the leave shall not be designated as FMLA leave and may be
treated as paid or unpaid leave.

In order to render a sufficient and complete second opinion, the second
opinion health care provider may request all relevant medical information
pertaining to the employee’s serious health condition. If the employee fails to
provide all requested medical information pertaining to their serious health
condition, the employer may deny the FMLA leave.

The County is permitted to designate the health care provider to furnish the
second opinion; however, the selected health care provider may not be
employed on a reqular basis by the County or regularly utilize the services of
the health care provider furnishing the second opinion.

. Recertification

Employees will be required, unless the County waives the requirement, to
recertify the need for the leave at least every thirty (30) days. Employees on
leave must call in and report to their Supervisor on a periodic basis (at least
every two (2) weeks) with respect to their progress, the progress of their
parent, spouse or child, and their anticipated date for return to work.

4. Fitness to Return to Work

Upon return to work from a leave due to the employee's serious health
condition, the employee will be required to provide medical certification of
his/her fitness for duty.

. Certification for New Child Leave

Employees will be required to provide reasonable documentation or
statement of family relationship. This document may be a statement from
the employee, or a child's birth certificate, a court document, etc. The

County is entitled to examine documentation such as a birth certificate, etc.,
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but the employee is entitled to the return of the official document submitted

for this purpose.

Wages and Benefits

1. Leave will be unpaid except as covered by any accrued compensatory,
vacation, sick leave, personal time, disability, or workers' compensation
benefits, if applicable.

2. For up to twelve (12) weeks the County will maintain the employee's benefit
coverage under any group plan. Any employee contributions to the plan
must be maintained during the leave to maintain coverage.

If the employee fails to make such contributions, the County may elect to
either cancel health plan coverage (after 30 days) or to pay for the coverage
and to obtain reimbursement by payroll deduction when the employee
returns to work (see Personnel Policy 5.9). The employee will be given notice
of potential cancellation at least fifteen (15) days prior to the effective date of
cancellation.

3. Employees who fail to return from a leave will be obligated to reimburse the
County for the cost of County-paid health coverage, except when the
employee's failure to return is due to the continuation, recurrence or onset of
a serious health condition which would entitle the employee to medical or
family leave, or other circumstances beyond the employee's control.

Coordination with Other Forms of Leave and Paid Time Off

FMLA leave is coordinated with other existing forms of leave and paid time off as
follows:

1. Work-related serious medical condition: When FMLA leave is used for the
employee's serious health condition which is covered by the Workers'
Compensation Act, the provisions of that act will apply.

2. Other serious medical conditions of employee: When FMLA leave is used for
a serious medical condition of the employee, the employee must use sick
leave. The employee may choose to use compensatory, personal leave and
vacation leave with the approval of their Supervisor. For disability insurance
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3.

5.

to cover any period of the leave, all accumulated sick leave must be used
first.

Serious medical condition of child, spouse, or parent: When FMLA leave is
used to care for a family member with a serious medical condition, the
employee must use sick leave. The employee may choose to use
compensatory, personal leave and vacation leave.

Birth, adoption, foster care of a child: When FMLA leave is taken for
purposes of child care, the employee must use sick leave. The employee
may choose to use compensatory, personal leave and vacation leave.

All time off work which meets the definitions under FMLA will be charged
against the FMLA allowance. For example, whenever workers' compensation
leave, a disability leave, or any other sick leave is due to a serious medical
condition, all time taken will be charged against the employee's FMLA
allowance. This applies even when the employee makes no reference to
FMLA at the time the employee requests or takes time off.

Return to Work

1.

Upon return from FMLA leave, employees will be restored to their original or
equivalent position with equivalent pay, benefits and other employment
terms. The employee will not lose any employment benefit that accrued prior
to the start of the leave.

An employee who is off work for five (5) consecutive days because of his/her
own serious health condition may be required to provide a fitness for duty
certificate verifying that he/she is able to perform the essential functions of
his/her job. Failure to provide that certificate will result in the delay of return
to that employee's job.

Eligibility Year

The amount of FMLA leave available to an employee will be based on the 12-month
period immediately preceding the date the employee uses any FMLA leave. The
available leave will be the balance of the 12-week allowance which has not been used
during the preceding 12 months.
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Termination of FMLA Leave

An employee's FMLA leave and accompanying benefits will cease under the following
circumstances:

1. The employment relationship would have terminated if the employee had not
taken FMLA leave;

2. The employee informs the County of his/her intent not to return from leave;
or

3. The employee fails to return from leave or continues on leave after
exhausting his’her FMLA leave entitlement.

In all respects, leaves of absence under this policy shall be administered and provided

for in a manner consistent with the Family and Medical Leave Act of 1993 and it's
published regulations.
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5.06 Personal Leave

Regular non-union employees are entitled to a maximum of forty (40) personal leave
hours during a calendar year. Part-time employees who qualify, were hired on or before
12/31/2011 and who are at least a 0.5 FTE are given pro-rated personal hours based on
hours worked. Effective 1/1/2012, employees who are less than a 0.8 FTE are not
eligible for personal leave.

New hires may use personal leave hours in accordance with the following schedule; pro-
rated for part-time employees.

Hire Date occurs

Before the 15th of: Personal Leave Hours available:
January 40
February .
March 33
April 30
May 27
June 23
July 20
August 17
September 13
October 10
November 6
December 3

In all cases, the use of personal leave hours must be approved by the Department Head
or Court Administrator and shall not accumulate from one (1) calendar year to the next.
There is no payoff for unused personal leave hours.

It is recognized that many employees are covered by the holiday benefits granted by the
State of Michigan. Since the State recognized holidays differ from the County,
employees of the Circuit, District, and Probate Courts may be entitled to differing
holidays in lieu of personal leave hours.
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5.11 Retirement System

New employees will sign an application to participate in the Kalamazoo County
Employees' Retirement System as provided for in a Resolution adopted by the Board of
Commissioners on May 1, 1960, and as amended. Members of the County Retirement
System may retire if application is made in compliance with the conditions set forth in
the Retirement System Resolution.

Effective January 1, 1978, the Kalamazoo County Employee Retirement System

became a non-contributory plan. Contributions made by employees prior to January 1,
1978, may be refunded when an employee leaves County service.

Number - 5.12
Date Approved ++4844 01/20/15
Effective Date 01/01/15
Supersedes 67/07/9811/18/2014

5.12 Tuition Reimbursement Policy

Eligibility for tuition reimbursement is limited to regular full-time employees.

The County shall pay 75% of tuition to a maximum of $1,0000 a year to County
employees taking approved courses, as outlined in a more detailed policy statement
available from the Human Resources Director. Approved courses shall be those which
provide for the systematic improvement of the knowledge or skills required in the
performance of the employee's work or courses that, for other reasons, will be beneficial
to the employee and the County. All courses shall be approved by the Human
Resources Director prior to issuance of the tuition reimbursement. The employee must
remain in County service for a period of twelve (12) calendar months following
completion of the course, or courses, or pay back the tuition reimbursement.

An employee terminated as a result of County action may not be required to pay back
the tuition payment.
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7.08 Anti-harassment Policy

It is the policy of the County that the working environment of every employee,
regardless of position, shall be free from verbal, written, electronic or physical
harassment by other County employees. It is the right of each employee to work in a
non-hostile environment. A violation of this policy shall be considered misconduct and
subject to discipline up to and including discharge.

A Sexual Harassment

Sexual harassment is defined as unwanted conduct or communications of a sexual
nature, which adversely affects the person's employment or working environment. Such
conduct shall include, but not be limited to, an act of, request for, or threat of sexual
relations or baodily contact. Such communication shall include, but not be limited to,
repeated or continual words or actions, which are sexually degrading or demeaning to
the person or persons of that sex.

Such conduct or communication must negatively affect the person's employment,
wages, advancement, tenure, assignment of duties or shifts, conditions of employment,
or working environment.

B. Other Prohibited Forms of Harassment

Prohibited harassment is defined to include, bui not limited to threats, insinuations,
innuendos, slurs, demeaning comments or jokes, or other offensive conduct or
communication based on race, ethnicity, color, national origin, religion, disability, age,
height, weight, marital status, gender identity, sexual orientation, personal attributes,
beliefs or political affiliation directed at an employee, customer, supplier, vendor or other
work association.

Such conduct or communication must negatively affect the person's employment,

wages, advancement, tenure, assignment of duties or shifts, conditions of employment,
or working environment.
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7.08 Anti-harassment Policy (cont.)
G Employee Dignity/Mutual Respect

It is expected that all County employees will deal with each other in a respectful manner.
Personal insults and degradations are not acceptable. To the extent that employees have
disagreements, they are expected to deal with each other in a civil manner.

D, Off-Duty Incidents

This policy necessarily involves conduct between County employees, which has an
adverse impact on the workplace and the work environment. Conduct between
employees that occurs outside of the workplace may also have workplace impact or
contribute to creating a hostile work environment and may be considered when
enforcing this Policy.

E. Reports of Harassment

Each employee is responsible for reporting cases or concerns of harassment. An
employee who believes he or she is being harassed in violation of this policy shall
immediately, and in any event within thirty (30) calendar days report such harassment
to the appropriate supervisor, Department Head/C Administrator or Human
Resources. If for some reason, an employee is not comfortable reportrng to any of
these individuals, s/he is expected to raise it with any other management employee
including if necessary the County Administrator for review. All complaints received
will be properly investigated following the procedures found in the Personnel Policy,
9.00 Grievance Procedure.

Any complaint of harassment will be promptly investigated, and appropriate action will be
taken when such a complaint is determined to be valid. The County will take reasonable
measures to treat complaints discreetly and will respect the personal privacy rights of the
accused party and the person making the complaint. It is the policy of the County to treat
all such expressed concerns seriously and investigate alleged offenses impartially. No
employee will be retaliated against for lodging a complaint made in good faith or for
cooperating with an investigation. \

The employee will be asked to sign documentation of alleged harassment. When an
employee requests that no formal action be taken, administrative discretion may be
used to determine further action. The documentation will be filed in a separate file in the
Human Resources Department.

74



Mumber - 8.00, 8.01

Date Approved 09/18/2012
Effective Date 01/01/4315
Supersedes 01/4701/6613

8.00 DISCIPLINE & EMPLOYMENT SEPARATION
8.01 Discharge

All County employees are at will. Either an employee or the County may end the
employment relationship at any time, with or without cause. Disciplinary measures may
be taken by the County to maintain discipline, efficiency, and a safe work environment.

The County will-generallyrnay apply the concept of progressive discipline. Progressive
discipline may include verbal warnings, written reprimands, suspensions with or without
pay, and termination of employment. However, the County reserves the right to apply
any level of disciplinary action.

In all cases of discipline short of termination, the written notice to the employee shall set
forth why the employee's performance or conduct is unacceptable and what the
Supervisor expects from such employee. When appropriate, this notice will also
include a time period in which the Supervisor expects improvement in the employee's
performance or conduct.

Copies of all notices of reprimand must be placed in the employee's personnel file.
All discharges shall be in writing =/
The Grievance Procedure set forth in Personnel Policy 9.00 does not apply to

discharges except to the extent the employee is claiming a form of unlawful
employment discrimination in connection with the discharge.
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9.00 GRIEVANCE PROCEDURE

Employees of the County may initiate a grievance based upon an alleged violation of the
County Personnel Policies. Employees may also utilize the grievance procedure if they
believe they have been discriminated against because of religion, race, color, sex,
marital status, a person's political affiliation, sexual orientation or gender identity,
national origin, age, height, weight, or disability. Action taken by the County
Administrator that involves concurrence of the County Board of Commissioners is final
and not subject to this Grievance Procedure.

A grievant must contact the EEO Compliance Officer prior to formally initiating the
grievance for advisement purposes and/or explanation of the policy and procedures.
The Compliance Officer does not have the authority or responsibility to resolve a
grievance, but will assist the employee or applicant in following the appropriate
procedures. A grievance must be filed in the following manner:

A. The grievant should complete a standard grievance form and submit it to the
appropriate Supervisor within thirty (30) days of the occurrence of the event upon
which the grievance is based. The Supervisor shall respond in writing within five (5)
working days of the receipt of the grievance, unless it is mutually agreed that a
longer time period is necessary.

B. If the response of the Supervisor is not satisfactory, the grievant may continue the
grievance process and submlt an appeal to the next level of supervision or

Department Head/Court ministrator within five (5) working days of the
employee's receipt of the Supemsors response (Step A). The Supervisor or
Department Head/ Administrator shall have ten (10) working days from the

date the appeal is recelved to respond in writing to the grievance, unless it is
mutually agreed that a longer period is necessary.

C. If the appeal is not resolved at Step "B", the grlevant may contmue the process by
submlttlng the appeal form to the | y—Cer I -ofHuman Re
D w1th1n flve (5) worklng days of the recelpt of the response from Step ”B”
The straterHuman Resources Director shall, within ten (10)
worklng days of the recelpt of the appeal respond in wrltlng to the grievant, unless
it is mutually agreed that a longer time period is necessary.

D. If the grievance is not resolved at Step "C", the grievant may submit the appeal to
the County Administrator. The appeal must be submitted within five (5) working
days of the grievant's receipt of the response from Step "C". The County
Administrator shall, within fifteen (15) working days of the receipt of the appeal,
respond in writing to the grievant, unless it is mutually agreed that a longer time

92



Number - 9.00

Date Approved 09/18/12

Effective Date 01/01/13

Supersedes 08/17/10
9.00 GRIEVANCE PROCEDURE (cont.)

period is necessary. The decision of the County Administrator is final and binding
on all parties.

In an instance in which the County Administrator has been a respondent to a
grievance at Step "A" or "B" of the grievance procedure, the grievant may submit
the appeal to the Chairperson of the Board of Commissioners. The appeal must be
submitted within five (5) working days of the grievant’ receipt of the response from
Step "C". The Chairperson of the Board of Commnissioners or his/her designee
shall respond in writing to the grievance within fifteen (15) working days of the
receipt of the grievance, unless it is mutually agreed that a longer time period is
necessary. The decision of the Chairperson of the Board of Commlssmners or
his/her designee is final and bmdmg on all parties.
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10.00 TERMINATION OF EMPLOYMENT

If an employee voluntarily resigns from County service, the employee must provide
written documentation with the effective date to his/her supervisor to be forwarded to
the Human Resources Department. A minimum two-week notice of an intent to resign
is expected. Department Head/Court Administrators shall process the appropriate
payroll/personnel forms to implement the termination.

Employees should provide notice to the Human Resources Department of any change
of address for W-2 purposes.

Terminating employees must return to Kalamazoo County Government any County

property they may have including keys, equipment, and/or supplies prior to their
termination date.
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