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INTRODUCTION

20.001 General purpose of Personnel Policy as
defined by LCC 310
(A) Pursuant to Chapter 310 of the Linn
County Code, Linn County shall adopt and main-
tain in a current condition policies designed to
provide for personnel administration governing
the appointment, promotion, transfer, layoff,
discipline, and removal of county employees on
the basis of merit and fitness.
(B) The polices shall be referred to
collectively as the Personnel Policy.
(C) The Personnel Policy shall provide a
classification plan for positions in the county
service, a compensation plan, and a system to

facilitate the handling of other personnel matters.
[Adopted 94-611 eff 11/29/94; amd 94-504 eff 11/29/94]

[20.006 Reserved for “Background”]

20.012 Definitions
(A) As used in this Personnel Policy, unless
the context requires otherwise:
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(1) “Anniversary date” means a date
assigned for administrative purposes, to measure
an employee’s tenure in a position, or in a particu-
lar salary range or step of a salary range. It will
always be the first day of a month, and if the event
causing the anniversary date to be set occurs on or
before the 15th day of the month, the anniversary
date will be the first day of that month; if the
event occurs on or after the 16th day of the month,
the anniversary date will be the first day of the
month following the event.

(2) “Appointing authority” means any
person or group vested with the authority to
employ, discipline, or discharge an employee.
This definition includes all Linn County elected
officials and all department heads.

(3) “Appointment” means all selections
of Linn County employees and members of Com-
missions and Boards and of volunteers.

(4) “Average annual hourly salary”
means an hourly salary rate determined by multi-
plying monthly salary by 12, dividing the product
by 52, and dividing the quotient by either 37.5 for
37.5 hour employees or 40, for 40 hour employ-
ees. See also “Current month hourly salary.”

(5) “Board” and “Board of Commission-
ers” means the Board of County Commissioners
for Linn County.

(6) “Classification” means the title and
work description for various positions in county
government.

(7) “Continuous service” means the
period of time an employee has worked in uninter-
rupted county service from the date of the
employee’s initial employment. Periods of time
spent on unpaid leaves of absence pursuant to
LCP 20.300 through 20.380 will not be included
in the computation of continuous service.

(8) “County” means Linn County.

(9) “County service” means the holding
of a position in county government in the classi-
fied service, management/exempt service, elected
service or exempt service or combination of two
(2) or more of those types of service.

(10) “Current month hourly salary*
means an hourly salary rate determined for each
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month by dividing monthly salary by “hours avail-
able.” See also “average annual hourly salary.”

(11) “Department head” means the
person to whom the Board has given the responsi-
bility of administering a department of Linn
County government.

(12) “Disciplinary probation” means a
period of time defined by the employee’s appoint-
ing authority, which shall not be less than thirty
(30) days nor more than six (6) months.

(13) “Discharge,” “dismiss,” and “dis-
missal” refer to a separation that is characterized
by (1) the act of Linn County not allowing an
employee to work for an additional period of time
and (2) that employee is willing to continue to
work.

(14) “Domestic partnership” means an
Oregon Registered Domestic Partnership as
provided for in ORS 106.300 to 106.340.

(15) “Elected official” means any of the
following, individually or collectively; the Asses-
sor, the Clerk, the District Attorney, the Sheriff,
the Surveyor, the Treasurer, and Justices of the
Peace.

(16) “Employee” means a person who
engages to furnish services for a remuneration,
subject to the direction and control of a Linn
County appointing authority; employee does not
include a person whose services are performed as
an inmate of a correctional facility or in perfor-
mance of a sentence to community service, or an
independent contractor, or as a volunteer. An
“employee” is in one or more of the following
categories:

(a) Entrance probation;
(b) Full time;

(c) Part time;

(d) Regular full time;
(e) Regular part time;
(f) Irregular part time;
(g) Promotion probation;
(h) Seasonal;

(1) Temporary;

(j) 37.5-hour;

(k) Intern;

(1) 40-hour.
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(17) “Employ” or “employed” means to
be appointed to a Linn County position which is a
paid position other than a person employed by
contract to render professional or technical ser-
vices.

(18) “Entrance probation” means a trial
period of not less than six (6) months and not
more than thirteen (13) months from the date of
hiring by an appointing authority. During the trial
period the employee is required to demonstrate by
actual on-the-job performance the employee’s
fitness for appointment to a regular or irregular
position.

(19) “Entrance probation employee”
means an employee subject to the requirements of
entrance probation.

(20) “40 hour employee” means an
employee whose monthly salary is based upon
working forty (40) hours each week.

(21) “Full time employee” means an
employee whose regular work week is 37.5 or
more hours.

(22) “Hours available” means the num-
ber of hours in a calendar month that are required
to be worked or compensated by paid leave or
holiday pay to qualify an employee for a full
monthly salary. Hours available are determined by
multiplying the number of days of the month,
excluding Saturdays and Sundays, by 7.5 for 37.5
hour employees, and by 8.0 for 40 hour employ-
ees.

(23) "Intern" means an employee with a
predetermined fixed period of employment with
an end date set by a Linn County appointing
authority, with no guarantee of continued
employment during the period and no expectation
of continued employment past the end date, and
who is paid from a "Temporary Help" budget line.

(24) “Irregular part time” means any
position or appointment which is expected to
average less than 20 hours per week and less than
1,040 hours in a fiscal year. Anirregular part time
employee is one appointed to an irregular part
time position after satisfactorily completing an
entrance probation period.
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(25)
Policy.

(26) “Layoff” means separation from
employment because of shortage of funds, work,
or materials, elimination of a position because of
reorganization, or for other reason not reflecting
discredit upon the performance of the employee.

(27) “Layoff list” means a list of laid off
persons who have been regular or irregular em-
ployees in a particular class of job who are enti-
tled to be considered for reappointment to a
position in that class within six (6) months follow-
ing layoft.

(28) “Military leave” means a leave of
temporary absence granted to employees while
serving in the U. S. Armed Forces or the National
Guard.

(29)  “Outside employment” means
engaging in business for the intent of making a
profit, or of providing service for remuneration,
not as an employee of Linn County.

(30) “Part time employee” means an
employee whose regular work week is less than
37.5 hours.

(31) “Personnel action” means any action
taken with reference to an employee.

(32) “Position” means a place in county
service for which a group of duties (classification)
to be performed by an employee has been desig-
nated, and for which the Board has authorized an
employee to be hired.

(33) “Position vacancy” is a position
which either; becomes vacant when an employee
has been promoted, voluntarily demoted, volun-
tarily quit, discharged, or is newly authorized and
not yet filled.

(34) “Promotion” means the movement
of an employee from a position in one classifica-
tion to a position in another classification which
carries a higher salary range than the former
position classification.

(35) “Promotion probation” means a
trial period established by the appointing authority
in a higher salary classification position than
previously held during which time the promoted
employee is required to demonstrate by actual

“LCP” means the Linn County
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on-job performance the employee’s fitness for
appointment to the position.

(36) “Promotion probation employee”
means an employee subject to the requirements of
promotion probation.

(37) “Reclassification” means a change
in job classification of a position by raising it to a
higher job classification, reducing it to a lower job
classification, or moving it to another class of the
same level. Reclassification is the recognizing that
the job has certain different requirements and shall
not be means of promotion or merely a means of
increasing a salary.

(38) “Regular full time” means any
position or appointment which is expected to
function an average of 37.5 hours per week or 40
hours per week, depending on the position, for a
period of 1,040 (40 hrs. x 26 weeks) hours or
longer in a fiscal year. A regular full time em-
ployee is one appointed to a regular full time
position after satisfactorily completing an entrance
probation period.

(39) “Regular part time” means any
position or appointment which is expected to
average less than 37.5 hours per week or 40 hours
per week, depending on the position, but more
than 86 hours per month for a period of 1,040 (20
hrs. x 52 weeks) hours or longer in a fiscal year. A
regular part time employee is one appointed to a
regular part time position after satisfactorily
completing an entrance probation period.

(40) “Seasonal employee” means an
employee whose position occurs, terminates, and
recurs periodically and regularly (such as summer
help), and who is paid from a “Temporary Help”
budget line item.

(41) “Separation” means the ending of
the employment relationship between an em-
ployee and the employer.

(42) “Supervisor” means any person
responsible for assigning tasks to and evaluating
by a merit system evaluation form the perfor-
mance of an employee.

(43) “‘Suspension” means a temporary
interruption of work and pay of an employee by
the appointing authority for disciplinary reasons.
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(44) “Temporary employee” means an
employee whose position is contemplated by the
appointing authority to be for a specified maxi-
mum period of less than six (6) months, who is
paid from a “Temporary Help” budget line item .

(45) “37.5 Hour employee* means an
employee whose monthly salary is based upon
working thirty seven and one-half (37.5) hours
each week.

(46) “Trainee” means an employee whose
skills for a position are incomplete, but whose
supervisor believes may become worthy of regular
employment at the end of a specified period of
on-job training. The trainee may be paid at a rate
less than the normal entry salary for the position,
during a specified time period of training.

(47) “Transfer” means the movement of
an employee from a specifically described posi-
tion of employment and pay level in one depart-
ment to a described position and pay level in
another department.

(48) “Voluntary demotion” means a
demotion requested by an employee in order to
retain employment when a layoff is imminent or
for other reasons where the action is entirely
voluntary on the part of the employee.

(49) “Voluntarily quits” means a separa-
tion that is characterized by (1) the act of an
employee not continuing to work for an additional
period of time, and (2) Linn County is willing to
allow that employee to work.

(50) “Volunteer” means a person who
volunteers to perform certain service activities for
the benefit of Linn County and its citizens for no

remuneration in return.
[Adopted 94-611 eff 11/29/94; amd 91-781 eff 11/6/91; amd 94-504 eff 11/29/94;
amd 99-157 eff 3/31/99; amd 16-212 eff 6/22/16]

20.016 Goals established by Linn County Code
310
Pursuant to LCC Chapter 310 (Linn County
Personnel Policy Code) of the Linn County Code,
it is the goal of the Board of Commissioners of
Linn County to provide the following for employ-
ees, as far as time, finances and facilities permit:
(A) Working conditions and environments
suitable for the type of work program desired in

(Latest rev. June 22, 2016)
Distribution

LINN COUNTY — PERSONNEL POLICY MANUAL
Run time: June 29, 2016 (3:26pm)

the County, that are safe, healthful, and pleasant,
and which develop effective, harmonious, and
reasonable work relationships.

(B) Fair employment conditions free from
discrimination or harassment, with recognition for
growth and experience, and opportunities for
promotion and transfer appropriate to the county’s
needs.

(C) Materials and supplies appropriate to the
assigned responsibilities and available at the time
needed.

(D) A workload appropriate to the tasks to be
performed and consistent with recognized stan-
dards and practices.

(E) Opportunities to make appropriate contri-
butions to the implementation and improvement
of the work programs of the county.

(F) Compensation in keeping with responsi-
bilities, and with the economic level of the com-
munity and the county, and appropriate consider-
ation for other conditions of employment.

(G) An avenue of appeal when decisions or
regulations appear to inflict injustices or cause
undue hardships.

(H) Personnel policies that comply with all
federal and State laws and statutes governing

employment practices and procedures.
[Adopted 94-611 eff 11/29/94; amd by 94-504 eff 11/29/94; amd 16-212 eff
6/22/16]

20.020 Types of service

For purposes of this policy, every position in
county government shall be one of six types of
service:

(A) Classified Service: Classified service
shall include all positions, other than inactive, that
are not specifically placed in the elected, manage-
ment/exempt, represented, or exempt services.

(B) Management/bargaining unit exempt or
management/exempt. ~ Management/bargaining
unit exempt or management/exempt service shall
include the following:

(1) Deputies appointed by elected offi-
cials, not in represented service.

(2) Department heads appointed by the
Board of Commissioners.
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(3) Employees in training programs, only
during such training period.

(4) Employees in confidential positions.

(5) Employees in supervisory positions.

(6) Unrepresented employees of the Sher-
iff’s Office.

(C) Elected Service: Elected service shall
include all elected officials compensated by
county funds. These officials are:

(1) Commissioners

(2) Assessor

(3) Clerk

(4) Sheriff

(5) Surveyor

(6) Treasurer

(7) Justices of the Peace
(8) District Attorney

(D) Exempt Service: Exempt service shall
include:

(1) Members of commissions and boards.

(2) Volunteers not compensated.

(3) Persons employed by contract to
render professional or technical services.

(E) Represented Service: Represented service
shall include any person who is a member of a
bargaining unit which is a party to a collective
bargaining agreement with the county or with an
elected official of the county, during the term of
such agreement or during such time as negotia-
tions for a successor agreement are taking place.

(F) Inactive Service: Inactive service shall
include any person not currently employed in a
Linn County position, but who by reason of a
contract, a state statute or a federal law has a right

to future employment in a Linn County position.
[Adopted 94-611 eff 11/29/94; amd 92-263 eff 6/1/92; amd 94-504 eff 11/29/94;
amd 16-212 eff 6/22/16]

20.024 Applicability of Personnel Policy to
types of service

Pursuant to LCC chapter 310, this policy shall
apply as described herein to the types of services
defined by LCC 310.110:

(A) Classified Service: Except as provided by
LCP 20.050, classified service shall be entitled to
and governed by all provisions of this policy.
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(B) Management/exempt Service: Except as
provided by LCP 20.050, management/exempt
service shall be entitled to and governed by all
provisions of this policy.

(C) Elected Service: Elected service shall be
entitled to and governed by the insurance, expense
allowance, and as appropriate, retirement provi-
sions (PERS) of this Policy. The District Attorney
may elect to be covered by either the State of
Oregon or Linn County for medical and dental
insurance.

(D) Exempt Service: Except as provided by
law or by approval of the Board of Commission-
ers, exempt service shall not be subject to the
provisions of this policy.

(E) Represented Service: Represented service
shall be covered by the provisions of this policy
that are not inconsistent with or prohibited by a
collective bargaining agreement that is in effect
and applicable to the bargaining unit member.
However, this provision shall not apply to em-
ployees who are members of the bargaining unit
represented by Teamsters Local 670 until approval
by the members of that bargaining unit.

(F) Inactive Service: Unless otherwise stated
herein, this Personnel Policy is not applicable to

this type of service.
[Adopted 94-611 eff 11/29/94; amd 92-263 eff 6/1/92; amd 94-504, eff 11/29/94;
amd 16-212 eff 6/22/16]

20.026 Certain Personnel Policies not applica-
ble to certain Elected Service and their
employees

(A) The following provisions are not applica-

ble to elected service and their employees:

20.030 Employment of Dependents

20.035 Outside Employment

20.100 (A, B, C, D, E) Employee Selection

20.210 (G, E) Work Time

20.225 Employee Absenteeism

20.320 (C) Vacation

20.380 Other Leaves

20.430 Employee Evaluation

20.460 (D, E, F) Overtime & Additional Time

20.700 Grievances

20.820 Personnel Files as Public Records (except as to
records kept by, or on behalf of, the Board of
Commissioners)
Promotions
20.1100 (A) Separation from Employment; Voluntarily Quit
20.1110 (A) Layoffs

(B) Elected service may establish written
policies on topics of this policy that are applicable

20.900
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to their employees, if those policies are not incon-
sistent with this policy or they may choose to
apply all portions of this policy to their employ-

€cCS.
[Adopted 94-611 eff 11/29/94; amd 92-263 eff 6/1/92; amd 94-504, eff 11/29/94]

20.028 Political activity

(A) In accordance with Oregon state law, no
public employee shall solicit any money, influ-
ence, service or other thing of value or otherwise
aid or promote any political committee or aid,
promote or oppose the nomination or election of
a candidate, the adoption of a measure or the
recall of a public office holder while on the job
during working hours. Employees shall have the
right to freely express their views as citizens and
to cast their votes and may engage in political
activities when not on the job. Employees do have
the right to express personal political views while
on the job. However, this privilege can be exer-
cised only to the extent it does not interfere with
the work of the employee or other employees.
Unacceptable conduct includes putting political
posters on county property, passing out campaign
literature while on the job, and contacting other
persons about political or campaign views.

(B) Employees in classified, management/
exempt, exempt and represented service whose
principal employment is in connection with, and
who exercise functions in connection with, an
activity which is financed in whole or in part by
loans or grants made by the United States or a
federal agency, may not be a candidate for a
partisan elective office, or otherwise violate any
provisions of the Federal Hatch Act, 5 USC
§§1501-1508.

[Adopted 94-611 eff 11/29/94; amd 94-504, eff 11/29/94; amd 16-212 eff 6/22/16]

20.030 Employment of dependents
(Not applicable to elected officials & their employees)
Dependents or relatives, either by blood,
adoption or marriage, of county employees may be
employed in either full or part-time positions
provided that they do not work in any direct line

of supervision.
[Adopted 94-611 eff 11/29/94]
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20.035 Outside employment
(Not applicable to elected officials & their employees)

(A) County employees are advised that out-
side employment is discouraged, however, it is
recognized that some employees may feel a need
for additional income or professional growth and
will hold outside employment. Outside employ-
ment shall not interfere or conflict with the county
job nor should it affect the employee’s efficiency.

(B) The appointing authority may forbid
outside employment for employees. In that event
the affected employees shall be so notified in a
written directive.

(C) An employee who now has or who ob-
tains outside employment shall, before acceptance
of outside employment give written notice to the
appointing authority which shall contain, as to
each outside employer:

(1) Name of outside employer.
(2) Address of outside employer.
(3) Job description.

(4) Hours of outside employment.

A copy of this written notice shall be filed in
the permanent personnel file of the employee.

(D) An employee with outside employment
shall immediately notify the appointing authority
of any injury received during the course of outside
employment.

(E) An employee with outside employment
shall give the appointing authority written notice
of each and every separation of outside employ-
ment.

(F) Failure to provide prior notice required by
subsection (C) above, or to provide notice re-
quired by subsection (D) or (E) above within ten
(10) working days, is grounds for disciplinary

action, including suspension or discharge.
[Adopted 94-611 eff 11/29/94; amd 94-504 eff 11/29/94]

20.040 [Repealed]

[Adopted 99-157 eff 3/31/99; repealed 16-212 eff 6/22/16]
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CHAPTER 1 — BEGINNING EMPLOYMENT

20.100 Employee selection
(§8A-D, not applicable to elected officials
& their employees)

(A) Definitions. The following definitions
apply to this section, unless the context requires
otherwise.

(1) “Internal recruitment” means adver-
tising a position announcement to persons who at
the time of the advertisement are already em-
ployed by Linn County.

(2) “Open recruitment” means advertis-
ing a position announcement to persons who at the
time of the advertisement are already employed by
Linn County and to persons who are not at the
time of advertisement employed by Linn County.

(B) Vacancies in job positions shall be filled
as described in this section.

(1) Position Announcements, Contents.
When an appointing authority desires to fill a
position, that appointing authority shall prepare a
position announcement that contains at a mini-

mum:

the department name, address and telephone number;

whom to contact;

the job title;

salary details;

hours and days of work;

specific job duties;

screening requirements including minimum experi-

ence, special training and education, skills and

abilities, tools and licenses,

special working conditions or hazards,

® the opening and closing dates for filing applications,

® a statement that Linn County is an Equal Employ-
ment Opportunity Employer; and

® any other information the appointing authority
considers pertinent.

(C) Advertisements. Atleastten (10) working
days before the last date for filing an application,
the appointing authority shall advertise the posi-
tion announcement in the following manner:

(1) internal recruitment: by posting a copy
of the position announcement on the official
bulletin board of the county;

(2) open recruitment:
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(a) by posting a copy of the position
announcement on the official bulletin board of the
county;

(b) by providing a copy of the position
announcement to the appropriate State Employ-
ment Division office;

(c) by distributing or otherwise pub-
lishing the position announcement to all employ-
ees within the appointing authority’s respective
department or office; and

(d) if deemed necessary to attract a
sufficient number of qualified applicants, by
publishing the position announcement in a local
newspaper and/or trade journal.

(D) Applications: All persons applying for
employment with the county shall fill out an
official employment application form approved by
the county counsel.

(E) Qualifications and Screening of Appli-
cants:

(1) Applicants for appointment, promo-
tion or transfer to positions shall possess at least
the minimum qualifications and other require-
ments for the class as stated in the position classi-
fication description.

(2) One or more or any combination of the
following techniques shall be used to determine
whether applicants meet the knowledge, skill and
ability requirements listed in the class specifica-
tion:

(a) Information the applicant supplies
on the application form.

(b) Written performance, physical
tests, examinations or any combination of these.

(c) Individual or group interviews.

(d) Information and evaluation data
supplied by references and previous employers.

(e) Other job-related screening tech-
niques as may be necessary.

(3) Records of screening and interviews
shall be retained as prescribed by law.

(4) Applicants for appointment, promo-
tion or transfer to a position that requires the
employee to have a valid Oregon driver’s license
shall provide, at the applicant’s expense, a current
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driving record history known as a “Certified Court
Print,” as described in OAR 735-010-0030.

(F)  Disqualification of Applicants: The
application for employment of any person may be
rejected if the individual:

(1) Is found to lack the qualifications and
other requirements for the class as stated in the
class description.

(2) Is physically unfit even with reason-
able accommodation to perform effectively the
duties of the class.

(3) Has been convicted of an offense
which the employer may consider upon applica-
tion pursuant to the provisions of Section 1,
Chapter 559, Oregon Laws 2015.

(4) Has used or attempted to use political
influence or bribery to secure an advantage in
obtaining appointment.

(5) Has made a false statement or has
practiced or attempted to practice deception or
fraud in the person’s application for appointment.

(6) No applicant who is eighteen (18)
years of age or older shall be rejected for employ-
ment because of age or because of race, color, sex,
religion, political orientation, national origin,
marital status, or mental or physical disability, or
any other status or characteristic protected by
federal or state statute or regulations except in
instances of a bona fide occupational requirement.

(G) Time Period for Filling a Position Va-
cancy: The appointing authority shall fill the
position vacancy within one hundred twenty (120)
calendar days (unless the position is outside-
funded, in which case, there is no time limit so
long as the funding is available). After the one
hundred twenty (120) day period to fill the posi-
tion has expired, the appointing authority shall
apply to the Board of Commissioners who may
grant additional time in which to fill the position.
If at the end of that time period the position has
not been filled, the position shall not be filled

unless authorized in the subsequent budget year.
[Adopted 94-611 eff 11/29/94; amd 94-504 eff 11/29/94; amd 16-212 eff 6/22/16]
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20.200 Veterans preference

Pursuant to, and in accordance with, the
provisions of ORS 408.225 to 408.237 all Linn
County Departments and Offices shall grant a
preference in the hiring and promotion of veterans

and disabled veterans.
[Adopted 16-212 eff 6/22/16]

CHAPTER 2 — ATTENDANCE

20.200 Business hours

The hours of Linn County departments that
maintain an office or facility where members of
the public can conduct business with or receive

services of the department are controlled by LCC
220.100 to 220.160 and LCC 710.010 to 710.400.

[Adopted 94-611 eff 11/29/94; amd 94-504 eff 11/29/94]

20.210 Work time
(§§C & E, not applicable to elected offi-
cials & their employees)

(A) To be entitled to the full salary provided
by the compensation plan, an employee must be
present at work for the hours of each scheduled
work day during the pay period, unless the hours
of absence are charged to authorized leave with
pay, except as otherwise authorized and/or re-
quired by the appointing authority. An employee
who is not entitled to full salary will be paid for
hours worked at the employee’s current month
hourly rate.

(B) Except as provided in LCP 20.220, a
work week is five consecutive days, as scheduled
by the department head, during a pay period,
except holidays.

(C) An unpaid meal period of not less than
one-half (}2) hour nor more than one (1) hour in
duration shall be allowed each employee as near
as practicable to the middle of each work day
longer than five (5) hours.

(D) Unless otherwise authorized by the Board
of Commissioners, or appropriate elected official
and except as provided in LCP 20.220, work
hours shall be served between 8:30 a.m. and 5:00
p.m. each work day, excluding a meal period.
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(E) Rest periods of not more than twenty (20)
minutes in duration shall be allowed each em-
ployee each half work day during work hours.
These rest periods shall be taken as near as practi-
cable to the middle of each half work day.

[Adopted 94-611 eff 11/29/94; amd 95-016 §1 eff 1/25/95]

20.220 Alternate work week

A department head may establish, only with
the approval of the Board of Commissioners, or
appropriate elected official, a four (4) day work
week for some or all employees of the department
or some alternate work schedule, provided that:

(A) Such schedule provides a work week of
four (4) ten-hour days for forty (40) hour employ-
ees; or four (4) days of ten (10) hours or less,
totaling 37.5 hours, for 37.5 hour employees;

(B) Such schedule results in no increase in
salary cost; and

(C) Such schedule does not result in reduced
hours during which service to the public is avail-
able, and does not substantially affect service by

the department to other county departments.
[Adopted 94-611 eff 11/29/94]

20.225 Employee absenteeism
(Not applicable to elected officials &
their employees)

(A) Employees are expected to maintain
regular and predictable attendance.

(B) Employees who know they are going to
be absent shall personally notify their appointing
authority or designee of a planned absence at least
one day in advance of their regularly scheduled
shift.

(C) Employees who cannot report for work
because of an unforeseen emergency must provide
notification to their appointing authority or
designee at the start of their regularly scheduled
shift.

(D) Employees failing to provide the required
notice shall be considered as absent without leave
and subject to disciplinary action, unless their
appointing authority or designee grants medical or
personal leave upon their return.
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(E) Employees absent without approved leave
for three (3) consecutive days shall be considered
to have voluntarily resigned their employment.

(F) Employees on approved medical leave
shall notify their appointing authority or designee
at least weekly, personally or through their physi-
cians, concerning their medical status and when it
is expected they will be able to return to work.

(G) Employees are encouraged to schedule
personal business and family obligations, includ-
ing non-emergency medical and dental checkups,
during off-duty hours.

(H) Abuse of sick leave and un-excused
absence will result in progressive disciplinary
steps.

() Employees absent without leave on the day
immediately before or immediately after their
scheduled days off more than three (3) times in a
six-month period will be subject to disciplinary

action.
[Adopted 94-611 eff 11/29/94; amd 94-504 eff 11/29/94; amd 16-212 eff 6/22/16]

20.230 Alcohol and drugs
(A) Definitions: As used in this section, the
following definitions shall apply:

(1) “Controlled substance” means a drug
or other substance, or immediate precursor, in-
cluded in schedule I, II, III, IV, or V of the Federal
Controlled Substances Act,21 U.S.C. Section 801
et sequitur.

(2) “Illegal non-prescription drug”
includes, but is not limited to, any drug prohibited
in Schedule I of the Federal Controlled Substances
Act, 21 U.S.C. Section 801 et sequitur.

(3) “Marijuana” is a prohibited drug in
Schedule I of the Federal Controlled Substances
Act, 21 U.S.C. Section 801 et sequitur.

(4) “Workplace” or “in the workplace”
means a site for the performance of work done in
connection with employment by Linn County;
workplace includes County property, vehicles,
equipment and any other place, without regard to
ownership, where County work is performed.

(5) “Under the influence of alcohol or
any illegal non-prescription drug” means that
the employee’s physical or mental faculties are

(Latest rev. June 22, 2016)
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affected to a noticeable or perceptible degree,
because of use of alcohol or illegal non-prescrip-
tion drugs. For alcohol, a blood alcohol content
of'.04% percent or higher shall constitute conclu-
sive evidence that an employee is under the
influence of alcohol.

(B) Policy:

(1) Except as provided in (E) (4), it is
against the policy of Linn County for any county
employee to use or be under the influence of
alcohol or any illegal non-prescription drugs in the
workplace at any time. Violation of this policy can
be grounds for disciplinary action, including
discharge. The County has provided County paid
health insurance that includes coverage for alco-
hol and drug related problems. The County en-
courages employees to use those benefits when
needed. Employees are urged to seek counseling.

(2) In compliance with the Drug-Free
Workplace Act of 1988, it shall be the policy of
Linn County to maintain an alcohol-and-drug-free
workplace for all employees of Linn County. The
County is committed to maintaining a safe and
healthy workplace for all employees by identify-
ing substance abuse and assisting employees in
receiving appropriate treatment and, if necessary
due to job performance, taking disciplinary action.
The presence or treatment of a substance abuse
problem will not necessarily relieve an employee
from meeting performance, safety, or attendance
standards or following other county instructions,
nor from compliance with the provisions of this
Section.

(3) The primary objectives of the
County’s substance abuse program are to maintain
employee performance and a safe work environ-
ment.

(4) Employees with substance abuse
problems are encouraged to voluntarily seek help
through the County’s Employee Assistance Pro-
gram (EAP), which is available at no cost to
employees or their family, or by other means.

(C) Prohibited Conduct: The unlawful manu-
facture, distribution, dispensation, possession, or
use of a controlled substance or alcohol is prohib-

(Latest rev. June 22, 2016)
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ited in the workplace. The following are examples
of prohibited conduct under this policy:

(1) Buying, selling, providing, or possess-
ing for the purpose of buying, selling, or providing
controlled substances, including marijuana, while
in the workplace, property or in County vehicles
or equipment while on duty, but excluding activity
connected with the dispensing, distributing or
delivering by the Linn County Department of
Health Services of those controlled substances
lawfully prescribed by a physician or other health
care professional with prescribing privileges.

(2) Being at work in the workplace while
under the influence of alcoholic intoxicants or
consuming alcoholic intoxicants.

(3) Possession of any controlled sub-
stance, while in the workplace, including mari-
juana, but excluding any substance lawfully
prescribed to the employee for the employee’s use
which has not been obtained for the purpose of
abuse and any controlled substance which is
required to perform employer-assigned duties.

(4) Being at work in the workplace while
under the influence of any controlled substance,
including marijuana, excluding any substance
lawfully prescribed to the employee for the
employee’s use which has not been obtained for
the purpose of abuse.

(5) The consumption of alcohol or use of
any illegal non-prescription drug by a county
employee, from the beginning of his or her work
shift to the end of the work shift is prohibited.
This prohibition applies to a paid or unpaid lunch
period or rest break, in addition to time actually
on the job. Violation of this subsection is grounds
for disciplinary action, including discharge.

(6) Possession of any alcohol in the work-
place if the seal of the alcohol container is broken.
Possession of alcohol in the workplace in a
container with an unbroken seal does not consti-
tute prohibited conduct under this policy.

(D) Requirements: As aminimum, employees
arrested for criminal acts which relate to con-
trolled substances or alcoholic intoxicants which
would prevent the employee from being able to
carry out that employee’s normally assigned duties
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and responsibilities or which occur in the work-
place should report said arrest to the County
within five (5) working days of the arrest. Em-
ployees must report convictions for said criminal
act to the County within five (5) working days of
the conviction. Convictions which result from
occurrences while in the workplace will be re-
ported to the applicable federal agency which
provided a grant to the County within ten (10)
days of the County learning of the conviction.
(E) Sanctions for Violation of this Policy:

(1) Within thirty (30) calendar days of
learning of the conviction or other conduct prohib-
ited by this policy, appropriate personnel actions
will be taken by the County, up to and including
discharge of the employee. The County may offer
the employee an alternative of participation in a
substance abuse assistance or rehabilitation pro-
gram. Sanctions will be handled on a case-by-case
basis subject to applicable provisions of collective
bargaining agreements as they may apply.

(2) As a minimum, County employees
who report for work while under the influence of
alcohol or any illegal non-prescription drug, will
be sent home for that shift; if it is a first offense,
the employee will have the option of taking a day
without pay, or as a vacation day, if he or she has
accrued vacation credit; a subsequent offense is
grounds for disciplinary action, including dis-
charge.

(3) Refusal by a County employee to
submit to a breath test or urinalysis for drug or
alcohol testing when requested by his or her
supervisor is grounds for discharge. A County
employee subject to discharge under this rule is
entitled to a due process hearing, at which the
appointing authority must show there was reason-
able cause to believe that the employee violated
subsection (C) of this section, and that the test of
breath or urine is likely to have provided evidence
of that violation.

(4) Subsection (B) (1) of this section does
not apply to consumption of alcohol in a County
park when and where consumption of alcohol is
permitted, by a County employee who is not on
duty.
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(5) The prohibition of subsection (C) does
not apply to a Sheriff’s deputy officially assigned

to undercover duty, during the course of that duty.
[Adopted 92-263 eff 6/1/92; amd 94-504 eff 11/29/94; amd 94-611 eff 11/29/94;
amd 15-247 eff 7/14/15]

20.250 Holidays
(A) Subject to subsections (B) through (F),
each employee in the following designated em-
ployee groups shall be entitled to the following
paid holidays:
(1) Full time and part time employees in
County service

L] NEW YEAR’S DAY*
. MARTIN LUTHER
KING JR’S BIRTHDAY

January 1

Third Monday in January

L] PRESIDENTS DAY Third Monday in February
L] MEMORIAL DAY Last Monday in May
] INDEPENDENCE DAY* July 4
L] LABOR DAY First Monday in
September
L] VETERANS’ DAY * November 11
L] THANKSGIVING DAY Fourth Thursday in November
L] CHRISTMAS DAY * December 25
L] EVERY DAY appointed by the Governor of the State of Oregon as a
holiday.

*When New Year’s Day, Independence Day, Veterans’ Day, or
Christmas Day: (a) falls on a Saturday, the preceding Friday shall be
considered a holiday; (b) falls on a Sunday, the following Monday
shall be considered a holiday.

(2) Full-time and Part-time Employees

after three months employment

(a) Seasonal holiday. In addition to
the paid holidays described in (A) (1) and (A) (2)
(b), all full-time and all part-time employees, after
three-months employment, may take, an addi-
tional paid holiday to be taken known as a sea-
sonal holiday at any time between June 1 and the
following May 31. The seasonal holiday may not
be carried over from one year to the next. This day
off shall be scheduled and approved by the ap-
pointing authority to allow continued operation of
all county departments.

(b) Floating holiday. In addition to the
paid holidays described in (A) (1) and (A) (2) (a),
all full-time and all part-time employees, after
three-months employment, may take an additional
paid holiday known as the floating holiday under
the following circumstances:

(1) the floating holiday will be
scheduled and approved by the appointing author-
ity so as not to hinder continued operation of
essential county operations;
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(i1) the floating holiday shall be
taken between June 1 and the following May 31,
and

(ii1) the floating holiday may not
be carried over from year to year.

(B) Part-time employees shall not receive pay
for holidays which occur on the employee’s
scheduled days off.

(C) The determination of holidays allowed
with pay for temporary and seasonal positions
shall be approved by the Board of Commissioners,
and shall be based on the employment and com-
pensation conditions applicable to each case.

(D) Paid holidays which occur during vaca-
tion or sick leave shall be allowed; employees
shall not be charged for vacation or sick leave
taken on a paid holiday.

(E) Paid holidays which occur on a day when
an employee on a four (4) day work week would
normally work, shall be allowed only to the extent
of 7.5 hours paid holiday for 37.5 hour employees,
or 8 hours paid holiday for 40 hour employees.
The balance of the day can be taken off and
charged against vacation leave, or made up on
another day during the same pay period, if that
does not cause overtime pay liability to be in-
curred by the county.

(F) Personal days in lieu of holidays:

(1) Personal days in lieu of holidays shall
be authorized for all employees who are regularly
scheduled to work holidays. The Board of Com-
missioners or appropriate elected official shall
determine those positions for which personal days
are authorized.

(2) If the Board of Commissioners or
appropriate elected official has authorized per-
sonal days for employees:

(a) Such employees shall be autho-
rized the equivalent of thirteen (13) personal days
each calendar year which may be used at the
discretion of the employee, with approval of the
appointing authority.

(b) Personal days shall accrue at the
rate of 8.13 hours per month for 37.5 hour em-
ployees and 8.67 hours per month for 40 hour
employees. Accrual shall begin with the anniver-
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sary date of appointment or assignment to the

position for which personal days are authorized.
(¢) Such employees may accrue a

maximum of the equivalent of thirteen (13) days.

Any amount accrued over the maximum is lost.

[Adopted 94-611 eff 11/29/94; amd 89-090 2/15/89 eff 1/1/89; amd91-781 eff
11/6/91; amd 94-504eff 11/29/94; amd 94-611 eff 11/29/94; amd 04-435 eff
11/23/04; amd 08-427 eff 10/21/08]

CHAPTER 3 — LEAVES

20.300 Authorization for leaves of absence

(A) No employee shall be paid for a period of
absence unless leave with pay is authorized.

(B) No leave of absence with or without pay
shall be granted unless a request is submitted by
the employee and approved by the appointing
authority or a designated appointing authority in
accordance with these rules.

(C) Approval of leave shall be obtained prior
to the beginning of leave periods, except as may
otherwise be provided in these rules, and no
payment for any leave of absence shall be made
until leave has been properly approved. Requests
for leave of absence shall be submitted to the
appointing authority for approval or disapproval
in writing prior to the taking of the leave.

(D) Any type of leave taken shall be reported
on the payroll form submitted monthly to the
Accounting section of the General Administration

Department.
[Adopted 94-611 eff 11/29/94; amd 89-471 eff 9/6/89]

20.310 Continuous service

(A) Continuous service shall be service from
date of employment, unbroken by leave without
pay or separation, except that time spent by an
employee on temporary active duty military leave
during entrance probation shall be included as
continuous service.

(B) Otherwise time spent on leave of absence
without pay will NOT count as part of continuous
service; however, employees returning from such
leave, or employees who were laid off, shall be

entitled to credit for service prior to such leave.
[Adopted 94-611 eff 11/29/94]
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20.320 Vacation

[§C, not applicable to certain elected
officials & their employees]

(A) Computation:

(1) The accumulation of vacation leave
shall be computed on the basis of continuous
service from the date of employment.

(2) Employees shall accumulate vacation
leave as stated below:

LENGTH OF RATE OF ACCUMULATION
SERVICE (8-hr Emp) (7.5-hr Emp)
0 through 48 months* 8.67 hrs /mo 8.13 hrs/mo
49 through 132 months*  11.33 hrs /mo 10.75 hrs/mo
133 through 204 months* 14.67 hrs /mo 13.75 hrs/mo
205 months and beyond* 16 hrs/mo 15 hrs/mo

*For convenience: 0-48 months is 0 through 4 years; 49-132
months is 5 through 11years; 133-204 is 12 through 17 years;
and 205 and beyond is 18 years and beyond.

(3) During the first three months of the
entrance probationary period of an employee, no
vacation leave will be granted or accrued. Upon
completing the first three months of the initial
probationary period, the employee will be credited
with vacation leave equivalent to the amount that
would have accrued at the above rate.

(4) Part-time employees and full-time
employees not entitled to full salary for the month,
shall accrue vacation leave on a pro rata basis.
Pro rata accrual is the ratio of hours actually
worked to hours available.

(5) Temporary and seasonal employees
shall not accrue vacation leave.

(6) Vacation leave shall not accrue during
a leave of absence without pay, nor during em-
ployee requested education leave or military leave
with pay, which exceeds fifteen (15) calendar days
per year. Any employee who is granted a leave of
absence without pay shall first be charged for any
accrued vacation leave before being placed on
leave without pay.

(B) Accumulation:

(1) Classified service employees may
accumulate vacation leave to a total of not more
than 280 hours (35 days) for an 8 hour employee;
and 262.5 hours (35 days) for a 7.5 hour em-
ployee.

20- 14

LINN COUNTY — PERSONNEL POLICY MANUAL
Run time: June 29, 2016 (3:26pm)

(2) Management/exempt service employ-
ees may accumulate vacation leave to a total of
not more than 320 hours (40 days) for an 8 hour
employee; and 300 hours (40 days) for a 7.5 hour
employee.

(C) Scheduling and payment:

(§C, not applicable to elected officials &
their employees)

(1) Appointing authorities shall establish
staff schedules to provide vacation leave for
employees each year, and employees shall take
vacation leave at the time scheduled. Such sched-
ules may be amended by the appointing authority
to meet work emergencies or to grant requests by
individual employees. In establishing regular
vacation schedules, appointing authorities shall
give due consideration to the desires of individual
employees within limits of work requirements of
the department. Except by special permission of
the Board or appropriate elected official, no
employee shall be granted a continuous vacation
of more than four (4) work weeks. In case of
conflict between employees concerning scheduled
vacations, the employee with greater continuous
service shall be given first consideration.

(2) An employee may request to take
vacation in increments as small as one half (.5)
hour in cases of personal need or emergency
subject to approval of the appointing authority.

(3) Any employee who is about to lose
vacation credit because of accrual limitations may,
by notifying his appointing authority five (5) work
days in advance and obtaining permission, absent
himself to prevent loss of vacation leave credit.

(4) When an employee is transferred to
another department within county service the
employees vacation leave credit may be allowed
by the new appointing authority.

(5) Upon separation the employee, or
upon death of an employee the estate of the em-
ployee, shall be paid for unused accrued vacation

leave, at the average annual hourly salary rate.

[Adopted 94-611 eff 11/29/94; amd89-115 3/8/89 eff 1/1/89; 89-752 eff 12/20/89;
amd 04-435 eff 11/23/04; amd 08-427 eff 10/21/08; amd 16-212 eff 6/22/16]
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20.340 Sick leave for regular employees
(A) Definitions. The following definitions
apply to this section only:

(1) “Employee” means any person ap-
pointed as a regular employee by Linn County,
except and excluding such employees who are
represented by a labor organization certified by
the Employment Relations Board (ERB) or recog-
nized by the Board of Commissioners or elected
official for the purpose of collective bargaining
with respect to employment relations.

(2) “Family member” has the meaning
given that term in ORS 659A.150.

3) “Regular employee” includes
full-time and part-time regular employees.

(4) “Retirement” means separation of an
employee upon attaining the age and other qualifi-
cations required by the applicable laws and regu-
lations to retire under the Public Employees
Retirement System.

(5) “Year” means the consecutive twelve
(12) month period beginning on the anniversary of
the date of employment of the employee.

(B) Computation:

(1) The accumulation of sick leave shall
be computed from:

(a) June 1, 1977, for all employees
permanently employed on or before May 31,
1977, or

(b) The date of employment for all
employees permanently appointed on or after June
1, 1977.

(2) Regular employees shall accumulate
one (1) work day of sick leave credit for each full
month of continuous service.

(a) An employee shall begin to accrue
sick leave beginning on the first day of
employment. An employee may utilize sick leave
beginning on the 91* calendar day of employment
and may thereafter utilize sick leave as it is ac-
crued, except that an employee who is employed
by the County on January 1, 2016 is eligible to
utilize any accrued sick leave as it accrues on or
after January 1, 2016.

(b) Part-time employees and full-time
employees not entitled to full salary for the month,

(Latest rev. June 22, 2016)
Distribution

LINN COUNTY — PERSONNEL POLICY MANUAL
Run time: June 29, 2016 (3:26pm)

shall accrue sick leave on a pro rata basis. Pro
rata accrual is the ratio of hours actually worked
to hours available.

(3) Sick leave shall not accrue during any
absence without leave, any leave of absence
without pay, or a military leave with pay the
duration of which exceeds fifteen (15) days. Sick
leave shall not accrue during an education leave
when the education leave was requested by the
employee (see section 20.360).

(4) No deductions from sick leave shall be
made for holidays or other days not scheduled as
work days which occur during a continuing sick
leave period.

(5) An employee who is reemployed by
the County:

(a) within 180 days of separation
from employment shall have accrued unused sick
time restored to the employee.

(b) later than 180 days of separation
from employment shall not have any previously
accrued unused sick time restored, but shall begin
accruing sick leave according to this Section from
the date of reemployment.

(6) If an employee leaves employment
with the County before the 91% day of employ-
ment and is subsequently reemployed by the
County within 180 days of separation from em-
ployment, the employee may utilize accrued sick
leave after the combined total days of employment
with the County exceeds 90 calendar days.

(C) Purpose for Sick leave utilization:

(1) An employee may utilize sick leave
for any of the following:

(a) For an employee’s mental or
physical illness, injury or health condition; need
for medical diagnosis, care or treatment of a
mental or physical illness, injury or health condi-
tion; or need for preventive medical care;

(b) For care of a family member with
a mental or physical illness, injury or health
condition; care of a family member who needs
medical diagnosis, care, or treatment of a mental
or physical illness, injury or health condition; or
care of a family member who needs preventive
medical care;
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(c) For the following purposes speci-
fied in ORS 659A.159:

(1) To care for an infant or newly
adopted child under 18 years of age, or for a
newly placed foster child under 18 years of age,
or for an adopted or foster child older than 18
years of age if the child is incapable of self-care
because of a mental or physical disability. Leave
under this subsection must be completed within
12 months after birth or placement of the child,
and an eligible employee is not entitled to any
period of leave under this subsection after the
expiration of 12 months after birth or placement
of the child.

(i) To care for a family member
with a serious health condition as defined in OAR
839-009-0210(20);

(iii)) To recover from or seek
treatment for a serious health condition of the
employee as defined in OAR 839-009-0210(20)
that renders the employee unable to perform at
least one of the essential functions of the em-
ployee’s regular position;

(iv) To care for a child of the
employee who is suffering from an illness, injury
or condition that is not a serious health condition
as defined in OAR 839-009-0210(20), but that
requires home care;

(v) To deal with the death of a
family member within 60 days of the date on
which the eligible employee receives notice of the
death of a family member by:

() Attending the funeral or
alternative to a funeral of the family member;

(ID'  Making arrangements
necessitated by the death of the family member; or

(IIT) Grieving the death of the
family member.

(d) For the following purposes speci-

fied in ORS 659A.272:

(1) To seek legal or law enforce-
ment assistance or remedies to ensure the health
and safety of the employee or the employee’s
minor child or dependent, including preparing for
and participating in protective order proceedings
or other civil or criminal legal proceedings related
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to domestic violence, harassment, sexual assault
or stalking.

(i) To seek medical treatment for
or to recover from injuries caused by domestic
violence or sexual assault to or harassment or
stalking of the eligible employee or the
employee’s minor child or dependent.

(ii1) To obtain, or to assist a minor
child or dependent in obtaining, counseling from
alicensed mental health professional related to an
experience of domestic violence, harassment,
sexual assault or stalking.

(iv) To obtain services from a
victim services provider for the eligible employee
or the employee’s minor child or dependent.

(v) To relocate or take steps to
secure an existing home to ensure the health and
safety of the eligible employee or the employee’s
minor child or dependent.

(¢) To donate accrued sick time to
another employee if the other employee uses the
donated sick time for a purpose specified in this
Section. Donations are subject to the provisions
of subsection (C)(4) of this section.

(f) In the event of a public health
emergency, including, but not limited to:

(1) Closure of the employee’s
place of business, or the school or place of care of
the employee’s child, by order of a public official
due to a public health emergency;

(i) A determination by a lawful
public health authority or by a health care provider
that the presence of the employee or the family
member of the employee in the community would
jeopardize the health of others, such that the
employee must provide self care or care for the
family member; or

(ii1)) The exclusion of the em-
ployee from the workplace under any law or rule
that requires the employer to exclude the em-
ployee from the workplace for health reasons.

(2) When absence for which sick leave
utilization is authorized exceeds sick leave credit
of the employee, further such absence shall be
deducted from the employee’s vacation leave
credit.

(Latest rev. June 22, 2016)
Distribution



(3) If further absence for which sick leave
utilization is authorized, exceeds sick leave, and
vacation leave credits, an employee may, with
approval of the Board of Commissioners, be
granted extended sick leave without pay for not
more than ninety (90) days.

(a) In order to be considered for
extended sick leave, an employee must make
application in writing supported by a physician’s
or practitioner’s written opinion that the employee
will be able to return to work within the extended
leave period.

(b) If the extended sick leave is
granted, the county shall continue to pay the
county’s portion of the medical and dental insur-
ance premiums specified by LCP 20.500, for the
employee for the duration of the extended sick
leave only if the employee has paid the employee
share to the Accounting section of the General
Administration Department.

(c¢) During the period of extended sick
leave, the employee shall not accumulate addi-
tional vacation or sick leave credit.

(4) Leave donations

(a) The Board is desirous of provid-
ing an opportunity for an employee who is suffer-
ing from a very serious illness or injury to receive
additional sick leave through a voluntary transfer
of vacation or sick leave from a donating em-
ployee to a recipient employee under the follow-
ing circumstances:

(1) Donating Employees

(I) A regular or irregular
employee may donate up to five (5) days of ac-
crued vacation or sick leave per year in full day
blocks.

(II) Donating employees must
maintain a minimum vacation or sick leave ac-
crual balance of ten (10) working days after the
number of donated days has been subtracted from
their vacation balance.

(IIT) Donating employees shall
complete a form approved by the County authoriz-
ing the donated hours to be credited to the recipi-
ent employee.

(i) Recipient Employees
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(I) Regular and irregular
employees may receive donated vacation or sick
leave days from donating employees. Donated
vacation or sick leave days shall be credited to the
recipient employee’s sick leave accrual balance on
a day-for-day basis.

(ID) Arecipientemployee shall
be eligible to receive donated vacation or sick
leave days only after the recipient employee's sick
leave and vacation balances have been completely
exhausted.

(IIT) Donated vacation or sick
leave days can be credited to the recipient em-
ployee’s sick leave account balance only for
serious illness or injury of the recipient employee
that exceeds fifteen (15) working days.

(IV) The maximum number of
donated days that a recipient employee will be
eligible to receive for one illness or injury shall be
eighty (80) working days.

(ii1) Procedure and Limitations

(I) Employees may arrange for
the donation of days in advance of the need of the
recipient employee, but only for a specified,
known illness or injury.

(II) In the event donated days
are not used by the recipient employee, they will
remain as accrued sick leave available to the
recipient employee. In the event the recipient
employee dies or leaves county employment, the
sick leave balance is forfeited.

(IIT) Donation and receipt of
donated days may be made between employees
without regard to types of service.

(iv) Exception to Donation and
Use Limitations

(I)  An employee with an
extremely serious illness or injury may request
approval by the employer for an exception to
either the five (5) day donation limit or the eighty
(80) working day receiving limit.

(I If approved by the em-
ployer:

(1) A regular employee
may donate leave time in full day blocks up to a
combined total of ten (10) days per fiscal year.
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The combined total may not include more than
five (5) days of donated sick leave.

(2) The eighty (80) work-
ing day receiving limit may be increased to a
maximum of one hundred and twenty (120)
working days.

(5) Notification and certification of sick
leave utilization

(a) Upon the request of an employee
with accrued sick leave available, including the
anticipated duration of the sick leave requested,
the employee may use sick leave for a purpose in
subsection (C)(1) of this Section.

(6) If the need to use sick leave is
foreseeable:

(a) The employee must provide the
employee’s appointing authority at least ten (days)
advance written notice of the employee’s intention
to use sick leave, or if ten days is not practicable
as soon as otherwise practicable; and

(b) The employee must work with the
employee’s appointing authority to schedule the
use of sick leave in a manner that does not unduly
disrupt departmental operations.

(7) If the need to use sick leave is not
foreseeable, if reasonably possible an employee
shall cause the appointing authority to be notified
in advance of the work day, of an intent to use
sick leave. In any event, the employee shall cause
notification of such leave within thirty (30) min-
utes of the beginning of the work day. In the case
of continuing illness or injury, the employee shall
notify the immediate appointing authority or
appointing authority of inability to report for
work, on a daily basis.

(8) An appointing authority may require
verification:

(a) by an attending physician or
practitioner prior to approval of sick leave in
excess of three (3) consecutive working days for
a purpose described in subsection (C)(1)(a) to (c)
of'this Section, such verification to be provided no
later than 15 calendar days after the appointing
authority requests verification;

(b) in a manner provided in ORS
659A.280 prior to approval of sick leave in excess
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of three (3) consecutive working days for a pur-
pose described in subsection (C)(1)(d) of this
Section, such verification to be provided within a
reasonable time after the appointing authority
requests verification.

(c) If the need for sick leave is
foreseeable and is projected to last more than
three working days, an appointing authority may
require verification be provided before the sick
leave begins, or as soon as practicable.

(9) If the appointing authority believes
sick leave is being abused, the appointing author-
ity shall investigate the situation, including but not
limited to the request for verification of the need
for use of sick leave, regardless of whether the
employee has used more than three consecutive
days of'sick leave. Employees found to be misus-
ing sick leave benefits will be subject to immedi-
ate discharge or other disciplinary action.

(D) Transfer of sick leave credit:

(1) Sick leave accrual remaining to the
credit of an employee upon retirement may be
paid to such employee only upon the terms of
section 20.530(D) of this Policy.

(2) No compensation shall be made for
sick leave credit accumulated after June 1, 1977,
except upon retirement as provided by this policy.

(3) When an employee is transferred to
another department within county service the
employee’s sick leave credit shall be allowed by
the new appointing authority.

(4) Sick leave donation in accordance
with LCP 20.340 (C) (4).

(E) Employee absence paid by worker’s
compensation insurance

(1) An employee who is unable to work
because of injury or illness which is compensable
through Worker’s Compensation Insurance bene-
fits shall be paid from the employee’s sick leave
credit account an amount equal to the difference
between the Worker’s Compensation amount and
the employee’s monthly salary level. That
monthly amount shall not exceed $1,000 and such
pro-rated payments will only be made until the
sick leave accrual has been expended.

(Latest rev. June 22, 2016)
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(2) An employee who has suffered an
injury compensable under Oregon’s Worker’s
Compensation law, and by reason of such injury
has not worked for ninety (90) calendar days or
cannot with reasonable medical certainty be
expected to perform the work of the position held
in less than ninety-one (91) days from the date of
injury, shall be placed in inactive service.

(F) Sick leave use incentive. An employee
may take one day of incentive leave if the em-
ployee has not used any sick leave during an entire
fiscal year. Such day of incentive leave may only
be taken during the fiscal year following the year
in which the employee has not taken any sick
leave. If the employee does not take the day of
incentive leave during that following year, that
day is forfeited and the employee loses that day.
The day of incentive leave will be scheduled by
the appointing authority consistent with the sched-
uling of other days of leave as set forth in this
policy.

[Adopted 94-611 eff 11/29/94; amd Resolution 89-115 3/8/89 eff 1/1/89; amd 89-
471 eff 9/6/89; amd 04-435 eff 11/23/04; amd 08-427 eff 10/21/08; amd 16-212
eff 6/22/16]

20.345 Sick leave for interns, irregular part-
time, temporary, and seasonal employees

(A) Beginning January 1, 2016 interns, irreg-
ular part-time, temporary, and seasonal employ-
ees shall be eligible to accumulate and use sick
time pursuant to the provisions of this section.

(B) Definitions. The following definitions
apply to this section only:

(1) “Employee” means an intern, irregular
part-time employee, seasonal employee, or tem-
porary employee.

(2) “Family member” has the meaning
given that term in ORS 659A.150.

(3) “Year” means the consecutive twelve
(12) month period beginning on the anniversary of
the date of employment of the employee.

(C) Computation

(1) An employee shall accumulate one (1)
hour of sick leave for every thirty (30) hours the
employee works.

(Latest rev. June 22, 2016)
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(2) An employee shall begin to accrue
sick leave beginning on the first day of
employment.

(3) An employee may carry over up to 40
hours of unused sick leave from one year to a
subsequent year.

(4) An employee shall receive no
compensation for any accrued unused sick leave
upon the employee’s separation from employ-
ment.

(5) An employee who is reemployed by
the County:

(a) within 180 days of separation
from employment shall have accrued unused sick
leave restored to the employee.

(b) later than 180 days of separation
from employment shall not have any previously
accrued unused sick leave restored, but shall begin
accruing sick leave according to this Section from
the date of reemployment.

(6) If an employee leaves employment
with the County before the 91* day of employ-
ment and is subsequently reemployed by the
County within 180 days of separation from em-
ployment, the employee may utilize accrued sick
leave after the combined total days of employment
with the County exceeds 90 calendar days.

(D) Sick leave utilization

(1) An employee may utilize sick leave
beginning on the 91* calendar day of employment
and may thereafter utilize sick leave as it is ac-
crued, except that an employee who is employed
by the County on January 1, 2016 is eligible to
utilize any accrued sick leave as it accrues on or
after January 1, 2016.

(2) Anemployee may utilize no more than
40 hours of sick leave in a year.

(3) Anemployee shall take qualifying sick
leave in hourly increments.

(E) Purposes for sick leave utilization. An
employee may utilize sick leave for any reason
provided in Section 20.340(C)(1) of this Policy,
excluding Section 20.340(C)(1)(e) for interns,
temporary, and seasonal employees.

(F) Notification and certification of sick leave
utilization. The process for notification and
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certification of sick leave shall be as provided in
Section 20.340(C)(5) of this Policy.

[Adopted 16-212 eff 6/22/16]

20.350 Military leaves

(A) Temporary active duty benefits: An
employee who is a member of the National Guard,
National Guard Reserve or any reserve component
of the Armed Forces of the United States or the
United States Public Health Service shall be
entitled, upon application, to a leave of absence
for a period of active duty for training not exceed-
ing fifteen (15) calendar days in any one calendar
year.

(1) All such leave shall be allowed with-
out loss of time or regular vacation leave and
without impairment of efficiency rating or other
rights or benefits to which the individual is enti-
tled as a county employee.

(2) If such employee has been employed
by the county for six (6) months preceding the
employee’s application, the leave shall be without
loss of pay; otherwise such employee is not enti-
tled to receive pay while on such leave.

(B) Military leaves of absence:

(1) An employee who leaves a regular
position to perform military duty pursuant to
military orders, may not be discharged nor the
position vacated. The employee shall be deemed
absent on leave, but shall not receive the pay or
other benefits of such position. The position may
be filled on a temporary basis during the period of
leave of absence.

(2) However, subsection (B) (1) of this
section does not apply unless the employee upon
termination of military duty is qualified to per-
form in the position and applies for the position
within ninety (90) days after the employee is
relieved from such military duty or from hospital-
ization continuing after discharge not more than
one (1) year.

(3) If such person is not qualified to
perform the duties of such position by reason of
such service, but is qualified to perform in another
position, the employee shall be restored to such
other position as will reasonably provide him like
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seniority, status and pay, or the nearest approxi-
mate status and pay thereof consistent with the
circumstances of his case.

(4) Except as otherwise provided in this
subsection, subsection (1) of this section does not
apply if the total of such military duty exceeds
four years. If the period of military duty is ex-
tended at the request of and for the convenience of
the federal government, subsection (1) of this
section is applicable if the total of such military
duty does not exceed five years. Subsection (1) of
this section is applicable also with regard to
military duty that exceeds four years if the period
of additional duty was imposed by law or resulted
from inability of the officer or employee to obtain
orders relieving the officer or employee from

active duty.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.360 Employee development
(A) Salary-paid leaves

(1) The employer may administratively
provide for employee absence from regular as-
signments to attend schools, conferences, semi-
nars, visitations and professional meetings, re-
ferred to hereafter in this section as “school.” The
intent of such attendance must be to improve
service to the county by the employee and result in
a substantial and positive contribution to county
operations. Attendance at a school within the State
of Oregon must be approved by the appointing
authority. Attendance at school outside the State
of Oregon must be approved by the Board or
appropriate elected official if the total cost (travel,
meals and other expenses) is estimated to be $500
or more. Attendance at school with an estimated
cost of less that $500 may be approved by the
appointing authority.

(2) A leave for attendance at schools,
pursuant to subsection (A) (1), shall be allowed
without loss of salary, insurance benefits shall
continue to be paid, and vacation and sick leave
shall accrue during such leave.

(3) The expenses for authorized atten-
dance at school may be paid by the county. Such
expenses may include registration fees, transporta-
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tion, housing, and meals, tuition, books and
materials as approved. The employee shall furnish
the employer proof of expenditures. An itemized
listing of purchases will be required to support a
claim for reimbursement.

(4) The employee must agree to return to
employment in county service immediately fol-
lowing completion of the school, for a period of
time at least four (4) times as great as the length of
the school. Such agreement may be memorialized
in a written contract, under which the employee is
obligated to repay the employer all of the ex-
penses paid by the county. However, such repay-
ment will be forgiven the individual at the rate of
25% of the total expenditures for each period of
continuous employment completed which equals
the number of days of educational leave originally
taken by the employee. Upon completion of four
(4) such continuous periods of employment, the
employee’s repayment obligation shall be fully
forgiven.

(5) If an employee voluntarily quits or is
laid off, the repayment obligation shall be fully
forgiven.

(B) Unpaid leaves

(1) Education leave for a period of time
may be allowed an employee upon application to
and approval by the Board or appropriate elected
official. The purpose of this leave is to provide the
opportunity for an employee to receive education
or training desired by the employee. Attendance
for training or education shall be at a bona fide,
recognized organization or institution.

(2) Education leave requests shall be
initiated by the employee, by written request to the
appointing authority.

(3) An employee requesting education
leave, shall not receive pay, or accumulate vaca-
tion, sick or other leave credit during such leave.
Insurance benefits pursuant to LCP 20.620 may be
paid.

(4) During the period of education leave
requested by the employee, the anniversary date of
the employee shall be postponed.

(5) The employee shall agree to return to
employment in county service immediately fol-
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lowing completion of the term of educational
leave authorized by the Board or appropriate
elected official. The employee agrees to continue
in employment in county service for a period of
time at least four (4) times as great as the length of

the education leave of absence.
[Adopted 94-611 eff 11/29/94]

20.370 Miscellaneous leaves

An employee shall be granted a leave of
absence with pay for:

(A) Jury leave. Service with a jury, provided
that the daily juror fee paid to the employee shall
be paid over to the county.

(B) Judicial leave. Appearance before a court,
legislative committee or judicial or quasi-judicial
body as a witness in response to a subpoena or
other direction of proper authority, provided that
any witness fee paid to the employee shall be paid
over to the county. Any payment for mileage and
expenses received in connection with judicial
leave may be retained by the employee, unless a
County car was used or the County paid or reim-
bursed mileage and expenses.

(C) Court-duty leave. Attendance in court in
connection with an employee’s officially assigned
duties, including the time required going to the
court and returning to his headquarters.

(D) County-business leave. Other duties in
connection with county business when authorized
by the appointing authority and approved by the
Board of Commissioners or appropriate elected
official.

(E) Bereavement leave

(1) If an employee must be absent from
scheduled work because of the death of a family
member, as defined in ORS 659A.150, the em-
ployee is authorized to request up to four (4) days
of paid bereavement leave for absence to attend to
issues relating to the death such as arranging and
attending the funeral services.

(2) The request will briefly outline the
nature of the relationship and the issues to be dealt
with.

(3) The up to four days of bereavement
leave under this subsection (E) is in addition to
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any sick leave allowed to deal with the death of a
family member under Sections 20.340 and 20.345.

[Adopted 94-611 eff 11/29/94 ; amd 04-435 eff 11/23/04; amd 16-212 eff 6/22/16]

20.380 Other leaves
(Not applicable to elected officials &
their employees)

(A) In instances where the work will not be
seriously handicapped by the temporary absence
of an employee, the appointing authority may
grant a leave of absence without pay not to exceed
thirty (30) calendar days. Leaves of absence
without pay for periods in excess of thirty (30)
days must be approved by the Board of Commis-
sioners or appropriate elected official.

(1) Requests for such leave must be in
writing and must establish reasonable justification
for approval.

(2) Such leave will not be approved for an
employee who is accepting employment outside
the county service.

(B) Ifan employee should obtain employment
outside county service during this period, the
employee shall be considered to have voluntarily
quit such employment effective on the date other
employment is accepted.

(1) The provisions of LCP 20.070 apply.

(2) Failure to promptly provide the infor-
mation required by LCP 20.070 shall result in
action being taken under LCP 20.070 (F).

(C) An employee on leave of absence without
pay, shall not receive pay, other benefits, or
accumulate vacation, sick or other leave credit
during such leave except as provided in LCP
20.520.

(1) Upon granting leave of absence with-
out pay, vacation leave credit shall be first de-
pleted before the leave begins.

(2) The anniversary date of the employee

on leave shall be postponed.
[Adopted 94-611 eff 11/29/94]

20.390 Leaves authorized by Federal or State
laws

(A) Both federal and state law provide guar-

antees for employee leaves of absence related to

family, parental and pregnancy needs. The county
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recognizes those employee needs and fully sup-
ports the provisions of the various statutes and any
future amendments. The county requires that the
eligibility and optional notice requirements of the
various statutes be complied with and, in the
situation where two (2) county employees from
the same family are seeking leave, the total leave
allowed would be subject to the optional restric-
tions in the various statutes.

(B) When a condition exists which is covered
by more than one of the statutes discussed is
subsections (E) through (G) of this section, a
maximum of twelve (12) weeks of leave will be
allowed.

(C) The certification requirements detailed in
LCP 20.340(C) (5) also apply for these leaves to
include relatives as the situation requires.

(D) With the exception of health benefits, the
leaves of absence are without pay or accrual of
benefits if the employee is not utilizing sick,
compensatory or vacation leave. The county will
pay its portion of up to a maximum of three (3)
monthly health (medical, vision, dental) insurance
premiums during these family, parental and
pregnancy leaves. These payments will only be
made after the employee has either utilized all
available sick, compensatory and vacation leave
or, at the employee’s option, reached a leave
balance of not more than ten (10) days of sick,
compensatory or vacation leave; i.e. the employee
can save ten (10) days of leave if desired for use
upon return. The employer premium payment
would only be continued in this situation if the
employee continued to pay the appropriate em-
ployee share of the health insurance premium or
as required by the various statutes.

(E) Federal Family Medical Leave. The
Family and Medical Leave Act of 1993 (FMLA)
provides employees with up to twelve (12) weeks
of leave per year for an employees serious illness;
the birth, adoption or foster child care of a child,
or caring for a sick spouse, child or parent. The
“plan year” for the leave is the calendar year,
January 1 through December 31.

(F) Oregon Family Medical Leave. ORS
659.360 through 659.570 (the Oregon Family
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Medical Leave Act, OFMLA) provides employees
with up to twelve (12) weeks of leave within a
two-year period for the care of any family mem-
bers who suffer serious health conditions.

(G) Oregon Parental Leave (OPLA). ORS
659.360 through 659.370 (the Oregon Parental
Leave Act, OPLA) provides employees with up to
twelve (12) weeks (total of combined leave time
for the mother and father) of leave following the
birth of a child, or the adoption of a child under
the age of six.

(H) Oregon Pregnancy Leave. ORS 659.389
through 659.393 (the Oregon Pregnancy Leave
Act, OPgLA) provides female employees with a
job transfer or leave as needed due to pregnancy,
childbirth, or related medical conditions or occur-

rences.
[Adopted 94-611 eff 11/29/94]

CHAPTER 4 — COMPENSATION

20.400 Maintenance of compensation plan

(A) The Board of Commissioners has adopted
and shall maintain a compensation plan providing
for each position, in the classified, management/
exempt and represented services, a classification,
a corresponding range of pay rates, a minimum, a
maximum and intermediate steps. The pay ranges
shall reflect the responsibilities of the position,
availability of labor, prevailing market rates of
pay and the financial conditions of the county.
The Board of Commissioners shall, by the plan,
fix the compensation of all classifications within
the classified and management/exempt services
and in the case of the represented services, shall,
through collective bargaining, fix the compensa-
tion of all classifications within the represented
services. In determining the amount of compensa-
tion thereof, the Board of Commissioners should
give due consideration to the recommendations of
salary surveys and the appointing authority.

(B) The County Budget Committee shall set
the salary of all those in the elected service over
whom they have total jurisdiction and shall set the
county paid portion of the salary of those in
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elected service over whom they have limited
jurisdiction. In setting such salaries, the Budget
Committee shall give due consideration to the
recommendations made by the County
Compensation Board created pursuant to ORS
204.112.

[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.410 Administration of compensation; pay-
ment of wages

(A) Definitions. As used in this section, the
following definitions shall apply:

(1) “Pay period” means the period of
time beginning on the first day of each calendar
month and ending on the last day of the calendar
month for which an employee is entitled to re-
ceive pay.

(2) “Pay day” means the fifth (5th) day of
each pay period.

(B) Payment of wages. Employees shall be
paid no later than the fifth (5") day of each month
following the month of the pay period. Should
payday fall on a Saturday, paychecks will be
delivered to employees on the next preceding
workday that is not a holiday as defined in LCP
20.250 (A) (1). Should payday fall on a Sunday,
the county will make every effort to deliver pay-
checks on the next preceding workday that is not
a holiday as defined in LCP 20.250 (A) (1), but in
no event will paychecks be delivered to employees
later than the first workday following payday. In
an absolute emergency, such as a death in the
family, an employee may request, in writing, full
pay in advance, up to the sum of unpaid salary
earned and the monetary value of accrued vacation
leave, less deductions. Such emergency pay shall
be granted only upon written application, ap-
proved by the appointing authority.

(C) Rates of pay: Each employee with the
exception of temporary employees shall be paid at
one of the steps in the salary range for the classifi-
cation of the position in which that employee is
employed.

(1) Entrance salaries: The minimum rate
of pay for a class shall be paid upon appointment,
unless the appointing authority believes that it is
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necessary to make an appointment above the
minimum rate or a training position salary is being
established. The appointing authority is autho-
rized, if necessary, to make an appointment at
Step 2 of the classification salary range. However
an entrance salary above that rate shall be ap-
proved in advance by the Board of Commissioners
and prior to actual appointment.

(2) Hourly rates of pay: An appointing
authority may request hourly rates of pay when
conditions of employment warrant hourly rates
rather than monthly rates. However, only after the
Board of Commissioners grants approval in
writing of hourly rates may an appointing author-
ity utilize such rates.

(3) Rate of pay on transfer to a class with
the same salary range: When an employee trans-
fers, or the employee’s position is reclassified, to
a class having the same salary range, the em-
ployee’s rate of pay will not be reduced involun-
tarily.

(4) Rate of pay upon promotion or
reclassification: When an employee is promoted
or in a position that is reclassified a classification
with a higher maximum salary rate, the employee
shall be placed on a step in the new range that will
provide the equivalent rate of one-step salary
increase but no less than the minimum of the new
range. The date of such promotion or reclassifica-
tion shall establish a new anniversary date which
shall be (six) 6 months after the promotion or
reclassification. The employee shall be advanced
to the next step of the salary range on the first of
the month after six (6) full continuous months of
successful service in the class.

(5) Rate of pay on downward reclass-
ification: If an employee’s position is reclassified
downward, that employee’s salary rate may re-
main the same if it does not exceed the maximum
rate for the new class. If a position is reclassified
to a class that carries a lower salary range, the rate
of pay of an incumbent employee whose salary is
above the maximum rate for the lower class shall
not be reduced. Such employee’s salary shall not
be increased by cost of living adjustment or
otherwise, during the period of time that the

20-24

LINN COUNTY — PERSONNEL POLICY MANUAL
Run time: June 29, 2016 (3:26pm)

employee is being paid at a rate that exceeds the
maximum provided for the lower class to which
the employee’s position has been assigned.

(6) Rate of pay on voluntary demotion: If
an employee takes a voluntary demotion, the
employee’s salary shall be set by the Board upon
recommendation of the appointing authority,
within the range of the lower classification. The
voluntarily demoted employee shall be eligible for
a salary increase on the employee’s anniversary
date except if the employee is at the highest step
of the salary range.

(7) Rate of pay on appointment from
layoff list: When an individual is appointed from
a layoff list to a position in the same class in
which the person was previously employed, the
employee shall be paid at the same salary step at
which such employee was being paid at the time
of layoft.

[Adopted 94-611 eff 11/29/94; amd 89-471 eff 9/6/89]

20.420 Salary increases

(A) Types of salary increases: Salary in-
creases may be given in the following eight (8)
circumstances:

(1) successful completion of entrance
probation or promotion probation;

(2) entrance into promotion probation;

(3) merit increase;

(4) special salary increase;

(5) cost of living increase;

(6) longevity pay;

(7) certification pay; and

(8) bilingual pay. Employees approved for
bilingual pay shall receive an additional five
percent (5%) of salary.

(B) Upon successful completion of entrance
probation or promotion probation. Upon success-
ful completion of entrance probation or promotion
probation pursuant to LCP 20.410 (C) (4), an
employee shall be advanced one (1) step in the
salary range on the first of the following month.
This salary increase is indicative that the
employee’s performance is acceptable.
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(C) Upon entrance into promotion probation.
Upon entrance into promotion probation, a raise
shall be as set forth in LCP 20.410 (C) (4).

(D) Merit increase. Merit increases shall be
based upon the employee’s performance appraisal.
No employee shall be granted a merit increase
except upon the written recommendation of the
appointing authority. Consideration for merit
increase shall first come at the employee’s anni-
versary date and thereafter upon the anniversary of
the last merit increase, or if no merit increase has
been granted, upon the anniversary of the last
increase. If the merit increase is not granted on the
anniversary date, the employee’s eligibility for
that increase is retained for no longer than eleven
(11) months beyond the anniversary date. If the
increase is subsequently granted within the eleven
(11) months, it shall be effective on the first of the
following month and not be retroactive. When an
employee is increased to the maximum rate for a
class, that employee no longer has an anniversary
date for a merit salary increase and shall not be
eligible for merit increases since that employee
has reached the maximum compensation level for
that classification. Approval by the Board of
Commissioners or appropriate elected official is
required for all merit increases. A written evalua-
tion approved by the appointing authority indicat-
ing meritorious performance is a prerequisite to
approval by the Board of Commissioners of merit
increases.

(E) Special Salary Adjustments. A special
salary increase may be given under special cir-
cumstances. This type of salary adjustment shall
not be used to give an employee a salary increase
once the employee has reached the maximum step
of the salary range for the employee’s classifica-
tion. The granting of a special salary adjustment
will not affect the employee’s anniversary date for
annual increase. An appointing authority shall
request of and receive permission from the Board
of Commissioners before a special salary adjust-
ment is granted.

(F) Cost of living increases and decreases. A
cost of living adjustment may be granted by the
budget committee during the annual budget
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hearing and such adjustment shall be applied to
the compensation plan adopted by the Board of
Commissioners, except employees being paid at a
rate greater than the maximum step of the range
for their position, as adjusted by the cost of living
increase, will be granted only such part of the cost
of living increase that will bring the employee’s
salary to new maximum step of their salary range.

(G) Longevity Pay. All employees shall
receive longevity pay as follows (shown as per-

cent of salary):
(1) After ten (10) years of service. ........ 2.5%
(2) After fifteen (15) years of service.. . . ... 2.5%

Total with both............... 5%

(H) Certification Pay. All Sheriff’s Office

employees shall receive DPSST certification pay
as follows (shown as percent of salary):

(1) Intermediate DPSST Certification. . . . .. 2.5%
(2) Advanced DPSST Certification. . . ... .. 2.5%
Total with both.. . ............ 5%

[Adopted 94-611 eff 11/29/94 ; amd 04-435 eff 11/23/04]

20.430 Employee evaluation
(Not applicable to elected officials &
their employees)

In an effort to insure fairness to both the
employee and employer, an evaluation of an
employee’s performance is required at least once
annually until the employee reaches the top salary
step in that employee’s range, at which time an
evaluation is required at least once every two (2)
years. This annual evaluation should normally be
completed during the three (3) week period prior
to the employee’s anniversary date or completion
of the probationary period. An evaluation can be
given at any time at the discretion of the appoint-
ing authority. The Board of Commissioners may
require an evaluation of an employee to substanti-
ate personnel action(s) requested by an appointing
authority and shall require an evaluation when the

personnel action is a merit increase.
[Adopted 94-611 eff 11/29/94 ; amd 04-435 eff 11/23/04]

20.440 Hourly rates of pay

Hourly rates of pay may be used for those
classes or positions where conditions of employ-
ment warrant. Rates set by such actions shall be
an average annual hourly salary rate based on the
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established monthly rates for the class involved,

and governed by rules relating to monthly rates.
[Adopted 94-611 eff 11/29/94]

20.450 Daily rates of pay

Daily rates shall be used only where condi-
tions of employment warrant. The amount paid
shall be prorated to the full-time based on yearly

average of work days.
[Adopted 94-611 eff 11/29/94]

20.460 Overtime and additional time
(§F, not applicable to elected officials &
their employees)

(A) Definitions: As used in this section:

(1) “Additional time” is the time worked
by employees whose regular shift is less than eight
(8) hours per day or regular work week is less than
forty (40) hours, Monday through Sunday, that is
in addition to the regular workday or work week,
up to eight (8) hours total worked in one (1) day,
or up to forty (40) hours total worked in one (1)
week.

(2) “Law enforcement personnel” are
Sheriff’s Office employees with the job classifica-
tion of civil clerk, civil deputy, communications
clerk, corporal, corrections officer, deputy sheriff,
dispatcher, resident deputy sheriff, detective,
polygraph examiner, resident sergeant, corrections
nurse, and training officer.

(3) “Overtime” means, except for those
positions listed in Appendix 1, the time worked by
employees that is in excess of eight (8) hours in
any one (1) day or forty (40) hours in any seven
(7) consecutive days, Monday through Sunday for
non-law enforcement personnel; and, in excess of
forty (40) hours in any seven (7) consecutive days,
beginning with the first day of the work week, for
law enforcement personnel.

(B) Policy. 1t is the policy of the county to
reduce to a minimum the necessity for overtime
work or additional time work. Except when
overtime work or additional time work is reason-
ably necessary to meet a life or property threat-
ening emergency, no employee not excepted by
LCP 20.460 (C) shall work overtime or additional
time that is not specifically authorized in advance
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by the employees appointing authority. Violation
of this policy shall be cause for disciplinary
action.

(C) Positions not eligible for overtime or
additional time pay.

(1) The Board of Commissioners may by
order make and maintain a list of certain classifi-
cations that are ineligible for overtime or addi-
tional time compensation on the basis of the
nature of the work or conditions of employment.
The criteria for making such positions ineligible
for overtime pay are identified by the Federal Fair
Labor Standards Act (FLSA) and state law. Since
those position classifications are subject to change
which may result in additions or deletions, the list
of ineligible classifications may not always be
complete. The Board of Commissioners may
amend the list from time to time by further order
as it deems necessary. The list shall be published
at the end of this Personnel Policy in Appendix 1.

(2) Positions created, or positions altered
in character, after the date of adoption of this
policy that are determined by the Board of Com-
missioners to be ineligible for overtime pay shall
be identified as such in Appendix 1 found at the
end of the Personnel Policy.

(D) Additional time worked. Employees other
than those excepted by LCP 20.460 (C) shall be
compensated for additional time worked, at the
option of the appointing authority, either by
payment in money, at the average annual hourly
salary time, or in compensatory time off, on an
hour for hour basis. If compensatory time off is to
be taken, it must be taken within thirty (30) days
of the additional time worked.

(E) Overtime worked.

(1) Employees other than those excepted
by LCP 20.460 (C), shall be compensated for
overtime worked by payment in money at the rate
of 1.5 times the average annual hourly salary, or in
compensatory time off at the rate of 1.5 times the
time worked; whether the compensation will be
paid in money or compensatory time off will be
decided by the appointing authority or the ap-
pointing authority’s designee.
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(2) If compensatory time off is to be
taken, it must be taken within thirty (30) days.
(F) Compensatory leave for employees ex-

cepted by 204.070 (C).

(§F, not applicable to elected officials &
their employees)

Employees not eligible for time and one-half
pay for overtime, shall be granted compensatory
leave, up to the equivalent of ten (10) days per
year, on an hour for hour basis,

(1) For time worked in excess of 7.5 hours
in one day for 7.5 hour employees or in excess of
8 hours in one day for 8 hour employees, or

(2) For time worked in any one week,
Monday through Sunday that, when added to sick
leave, vacation leave or compensatory time off, or
a holiday day off within that week, exceeds 37.5
hours for 7.5 hour employees or that exceeds 40
hours for 8.0 hour employees.

(G) Compensatory time off under this subsec-
tion shall be taken when scheduled by the appoint-
ing authority. With the consent of the appointing
authority, compensatory time off may be accumu-
lated during the calendar year up to the equivalent
of two-working weeks off . The maximum use in
a calendar year is also two working weeks. Com-
pensatory time accumulated under this subsection
has no cash payment value. The ten (10) working
days per year limit on compensatory leave may be
waived by the Board.

[Adopted 94-611 eff 11/29/94; amd Ord 89-471 eff 9/6/89; amd 90-277 eff
6/6/90; amd 92-017 eff 1/15/92 ; amd 04-435 eff 11/23/04]

20.470 Reclassifications

Any appointing authority may request reclassi-
fication of any position. A copy of the existing
classification description and the proposed classi-
fication description will be submitted together
with a memo to the Board of Commissioners
requesting a position reclassification. The Board
of Commissioners shall attempt to reach a deci-
sion within thirty (30) days. Requests for reclassi-
fication are encouraged to be submitted with the
departments annual budget request so that any
salary adjustment may be accurately reflected in
the personnel authorization in the department’s
budget.
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[Adopted 94-611 eff 11/29/94]

20.480 New positions

(A) In order to control and be aware of the
number of employees in Linn County, when
creating a new position an appointing authority
shall submit a request to the Board. A narrative
justifying the position shall accompany the re-
quest.

(B) Following the Board’s informal approval:

(1) If the new request involves establish-
ing a new classification the appointing authority
shall submit a classification description to the
county Administrative Officer. Following ap-
proval of the wording in the classification descrip-
tion, the Administrative Officer shall submit it to
legal counsel, who will attach it with aresolution
for the Board to sign at a regular Board meeting.
(2) If the request involves establishing a

new position, the appointing authority shall
request an account from the budget officer and
submit a personnel action form for approval by
the Board.

[Adopted 94-611 eff 11/29/94]

CHAPTER 5 — INSURANCE AND RETIREMENT
PLANS

20.500 Health insurance

(A) All personnel in the elected, classified
and management/exempt services, except tempo-
rary and seasonal employees, who have a maxi-
mum of ninety (90) days county service, shall be
covered by group health insurance policies or as
otherwise required by the provisions of the Af-
fordable Care Act. Subject to the terms of the
policies, family members (as defined by the
policies) may be covered, upon application by the
employee. When an employee has not been in
county service for the time required to be eligible
for coverage, the employee may apply for such
policies, to be paid for totally by the employee.
The county may provide, each fiscal year, for
payment by the county of all or part of the pre-
mium for employees with at least ninety (90) days
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service, and all or part of the premium for such
employees dependents, or as otherwise required
by the provisions of the Affordable Care Act.

(B) Regular part-time employees working a
minimum of 53% of hours available per month
will be afforded health and dental insurance
benefits pursuant to subsection (A) of this section.

(C) Exempt service personnel shall not re-
ceive any insurance benefits.

(D) Since health insurance premiums are
prepaid monthly, personnel who leave employ-
ment during the month will be charged on a pro
rata basis for prepaid premiums.

(E) Any health and dental insurance benefits
provided to individuals in a marriage shall be
provided on an equivalent basis to individuals in

a domestic partnership.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.510 Life insurance

All employees shall be provided, upon making
application, after ninety (90) days service, a group
term life insurance plan, except interns, temporary

employees, and seasonal employees.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.520 Insurance benefits while on leave with-
out pay
(A) A regular employee who has requested
and has been approved for a leave of absence
without pay will be covered for the first ninety
(90) days under the county’s health policy.

(1) If the employee should request an
additional ninety (90) days absence without pay,
the Board of Commissioners may, but need not,
grant insurance coverage, if warranted.

(2) The employee shall be notified in
writing if this coverage is to be discontinued.

(B) During family, medical leave, parental
leave, pregnancy leave without pay, medical,
vision and dental premiums will be paid by the
county, as set out in LCP 20.390.

[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.530 Public Employees Retirement System
(PERS) and Oregon Public Service
Retirement Plan (OPSRP)
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(A) PERS /OPSRP membership:

(1) After six (6) months employment, or
when the employee first qualifies to become a
member of the Public Retirements System (PERS
/OPSRP), all county employees except temporary
employees, shall become members of PERS /
OPSRP.

(2) Suchretirement system membership is
compulsory, and payments into the system re-
ferred to as “employee contribution” will be
deducted from the pay of the employee until the
employee except, as allowed by statute, may be
paid by the county.

(B) Withdrawals; generally. Subject to the
exception in subsection (C) of this section, if an
employee withdraws funds from PERS /OPSRP,
the employee shall be considered to have sepa-
rated from employment with the County. If the
employee is reinstated, then the employee, in
order to gain full status and continuous service
credit, must redeposit the amount of funds with-
drawn from PERS /OPSRP. Failure to do so will
cause the reinstated employee to be considered as
a new regular employee and not entitled to the
benefits which the employee may have accrued
through former service.

(C) Withdrawals by employees over 70.
Employees above the retirement age of seventy
(70) may withdraw funds from PERS /OPSRP.
Employees so withdrawing funds from PERS /-
OPSRP must comply with all PERS /OPSRP rules
and requirements applicable to such withdrawal
and must notify the County of the fund with-
drawal.

(D) Payment for sick leave upon retirement:

(1) Upon retirement the county shall
either:

(a) Advise PERS /OPSRP of the total
number of accrued sick leave hours, one-half of
which will be used in the computation of the
employee’s monthly retirement pay amount, or

(b) pay to the retiring employee,
one-half of the amount of the money equal to the
number, not exceeding 960, of unused sick leave
hours accrued by the employee after June 1, 1977,
multiplied by the employee’s average annual
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hourly salary at retirement, and thereafter inform
PERS that zero hours of sick leave is accrued.
(c) Notification under subsection (D)
(1) (a) of this section shall be made to PERS /
OPSRP unless at least thirty (30) days prior to
retirement, or such lesser time as may be allowed
by the Accounting section of the General Admin-
istration Department, the employee requests in
writing to the Accounting section of the General
Administration Department, that payment under
subsection (D) (1) (b) of this section is to be made

to the employee.

[Adopted 94-611 eff 11/29/94; amd 94-618 eff 12/7/94; amd 94-647 eff 12/21/94;
amd 95-016 eff 1/25/95; amd 97-031 eff 1/1/97; amd 97-033 eff 1/1/97 ; amd 04-
435 eff 11/23/04; amd 16-212 eff 6/22/16]

CHAPTER 6 — EXPENSE ALLOWANCE

20.600 General provisions

(A) Provided that sufficient budgeted funds
are available, and subject to the following provi-
sions, personnel of the elected, classified and
management/exempt services shall be reimbursed
for expenses necessarily incurred in the perfor-
mance of official duties if approved pursuant to
LCP 20.600 (D).

(B) Reimbursement shall be permitted for
expenses reasonably incidental to the performance
of duties or official obligations as distinguished
from unofficial interest or normal personal ex-
penses.

(C) Allowances or actual costs may be paid in
advance of the occurrence of the expense, includ-
ing meals, commercial travel, registration, reser-
vation or similar expenses by payment directly to
the appropriate business or organization, or, when
approved by the appointing authority, by advance
payment to the employee. Advance payments for
allowances of costs that are not spent for the
intended purpose shall be repaid to the county
promptly upon completion of the travel.

(D) All claims for expense reimbursement
shall be itemized on the form, “Linn County
Individual Travel and Expense Voucher,” shall be
signed by the employee and approved and signed
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by the appointing authority; except that if the
payment is on behalf of, or if the payee is an
elected or appointed department head or a member
of the Board, it shall be authenticated by two

members of the Board who are not the payee.
[Adopted 94-611eff11/29/94; amd 96-511 eff 10/23/96; amd 16-212 eff 6/22/16]

20.610 Out-of-State travel

Cost of all out-of-state travel shall be esti-
mated specifying travel, meals, and other expense,
and a formal request for such travel estimated to
cost $500 or more shall be submitted in advance
for administrative approval by the Board of Com-
missioners or appropriate elected official. The
appointing authority may authorize such expendi-
tures up to $500.

[Adopted 94-611 eff 11/29/94]

20.620 Travel reimbursement

(A) Employees in the elected service, and
employees specifically authorized by the Board of
Commissioners, who travel by private automobile
will be reimbursed as provided in subsection (B)
for such travel. All other employees who obtain a
non-availability slip from the motor pool, will be
reimbursed as provided in subsection (B).

(B) Reimbursement for travel by private
automobile, when authorized, shall be at the rate
of 31¢ per mile, except when such travel is in
connection with an activity paid for by non-county
funds, such as a state or federal grant, which by its
terms provides reimbursement for travel at a rate
higher than 31¢ per mile, reimbursement shall be
at the rate specified by the source of the
non-county funds, up to a maximum of 40¢ per
mile.

(C) Travel by commercial bus, rail or air will

be reimbursed at coach or economy fare cost.
[Adopted 94-611 eff 11/29/94; amd 08-187 eff § 5/28/08]

20.630 Meal reimbursement
(A) Definitions: for purposes of this section:
(1)  “Authorized meal allowances”
means those amounts set forth in subsection (B) of
this section.
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(2) “Day” means the twenty-four (24)
hour period from midnight of one day to the
following midnight.

(3) “County activity” includes any work-
related activity, event, or conference sponsored,
approved, or authorized by Linn County.

(B) A meal allowance of up to $34 based on
actual expense may be claimed for meals for each
day without receipts or other documentation.
Individual meal allowances may be claimed based
on actual expenses without receipts or other
documentation up to the following amounts:

Breakfast |................ $7.00
Lunch  ||................ $9.00
Dinner  ||............... $ 18.00

(C) If a meal is prepaid by the County or
provided as part of a County activity, the County
will not grant a meal reimbursement for that meal,
regardless of whether the employee participates in
the provided meal.

(D) Employees may choose to spend more for
one meal and less for another, providing that the
total amount claimed does not exceed the com-
bined total of the authorized meal allowances for
that day. For example, if no meals are provided as
part of a Linn County activity during a day, the
authorized meal allowance would be the com-
bined total amount of $34; however, if dinner, for
instance, is provided during a day, the authorized
meal allowance would be the combined total
amount of $16 (the remaining amounts for break-
fastand lunch), etc. Meal allowances are intended
to include tips and non-alcoholic beverages.

(E) Breakfast may not be claimed unless
departure from the office or home is necessarily
made prior to 7:00 a.m., and dinner may not be
claimed unless return to the office or home after
7:00 p.m. is necessary.

(F) A banquet, other special meals or high
cost locations costing more than the established
allowance will be reimbursed at cost in lieu of the
established allowance if approved by the appoint-
ing authority [see LCP 20.600 (E)]. In reviewing
bills, the Board of Commissioners or the depart-
ment’s elected official shall require receipts or
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other documentation to be submitted by the
employee to substantiate the cost. Documentation
will be returned to and retained by the employee
and not filed with the claim form in the Account-
ing section of the General Administration Depart-

ment.

[Adopted 94-611 eff 11/29/94; amd 89-471 eff 9/6/89; amd 96-511 eff 10/23/96;
amd 10-210 eff 6/29/30]

20.650 Lodging reimbursement

(A) Expenses for lodging may be claimed by
an employee with evidence of a receipt. Employee
should exercise moderation in selection of accom-
modations.

(B) No allowance may be claimed for lodging
within thirty-five (35) miles of either the em-
ployee’s residence or the employee’s office except
when an emergency exists or with the prior ap-
proval of the Appointing Authority. No allowance
may be claimed for lodging within Linn County,
except in extraordinary cases and with the ap-

proval of the Board or appropriate elected official.
[Adopted 94-611 eff 11/29/94; amd 96-511 eff 10/23/96]

20.660 Miscellaneous expenses

(A) Claim may be made for reimbursement of
necessary miscellaneous costs such as parking and
telephone calls.

(B) Claim may not be made for items of
normal personal expense.

(C) Ifan employee is working with members
of a lay committee or commission, the members
of which are duly authorized to accept reimburse-
ment for authorized expenses while on county
business, other than the Budget Committee or
Board of Property Tax Appeals, the employee
will NOT take the lay member to lunch, etc., and
put the amount on the employee’s expense ac-
count. The lay member shall be given an expense
voucher to submit his/her own expenses for
reimbursement. No classified, management/
exempt or represented county employee shall take
another county employee to lunch and claim

reimbursement.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]
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20.670 Reimbursement procedure

(A) Reimbursed expenses for travel, registra-
tions, lodging, and the like shall be presented
upon a voucher detailing the nature of the ex-
penses claimed, and verified by the signature of
the payee. Advances for travel, conference regis-
tration and similar expenses shall be submitted
and authenticated prior to incurring the expendi-
ture. The voucher or advance payment shall be
authenticated by the appropriate department head,
except that if the payment is on behalf of, or if the
payee is an elected or appointed department head
or amember of the Board, it shall be authenticated
by two members of the Board who are not the
payee.

(B) The County Administrative Officer may
prescribe the formats for authenticating docu-
ments and vouchers, with the advice of depart-

ment heads and subject to approval of the Board.
[Adopted 94-611 eff 11/29/94; amd 89-471 eff 9/6/89]

CHAPTER 7 — GRIEVANCES

20.700 Grievance procedure
(Not applicable to elected officials & their employees)

(A) Employees shall be informed of and shall
comply with the following procedure, established
for processing complaints or grievances that the
employee may have concerning working condi-
tions or the interpretation of personnel policies.

Step One—The employee shall present the
complaint in writing to that employee’s immediate
supervisor. This shall be done at the time the
controversy arises, or within ten (10) work days
thereafter.

Step Two—If the complaint is not or
cannot be settled by the supervisor within ten (10)
work days to the satisfaction of the employee, the
employee shall submit a copy of the written
grievance to the appointing authority (Dept. Head)
for action.

Step Three—If, after ten (10) more work
days the complaint has not been settled to the
satisfaction of the employee, a conference be-
tween the appointing authority, the employee and
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the Administrative Officer to the Board of Com-
missioners shall be arranged promptly upon notice
to the Administrative Officer to the Board of
Commissioners. The employee may select any two
(2) county employees to attend this conference as
witnesses or to give testimony on the employee’s
behalf. These county employees shall attend
without loss of pay; however, the time for atten-
dance must be approved by their appointing
authority. The employee shall be informed, in
writing, by the Administrative Officer to the
Board of Commissioners within ten (10) work
days following the conference of the decision
made upon consideration of the complaint. If the
complaint has not been settled to the satisfaction
of the employee, the employee must appeal this
decision within ten (10) work days to the Board of
Commissioners.

Step Four—The employee may appeal this
decision to the Board of Commissioners, who will
arrange for a personal interview with the em-
ployee and all personnel concerned. Whatever
decision is rendered by the Board of Commission-
ers is considered the final step in the grievance
procedure provided by the county Personnel
Rules. Failure or refusal by the employee to
comply with the decision will be cause for suspen-
sion or discharged .

(B) Failure to Comply with Appeal Proce-
dure: An employee who fails to comply with the
procedural steps (1 — 4) of subsection (A) of this
section loses his/her right to appeal the matter
further, leaving intact the last decision.

(C) Employees discharged during the entrance
probationary period are not entitled to file a

grievance.
[Adopted 94-611 eff 11/29/94]

CHAPTER 8§ — EMPLOYEE RECORDS

20.800 Records and reports

The Linn County Administrative Officer is
designated by the Board of Commissioners as the
person who shall be responsible for establishing
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and maintaining a roster of all employees in
county employment.

(A) Every appointment, transfer, promotion,
voluntary demotion, change of salaryrate, leave of
absence without pay, and any other change in the
status of an employee, shall be reported to the
Accounting section of the General Administration
Department in writing on such forms as may be
required to administer the county pay and benefits
programs.

(B) A permanent personnel file on each
employee is maintained in the office of the Board
of Commissioners or appropriate elected official
and each employee shall have the right to see and
review his own personnel file for purposes of
checking its accuracy and for general review of its

content.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.820 Personnel files as public records
(Not applicable to elected officials & their employees)

(A) Personnel files. Personnel files are public
records, but partially exempt from disclosure. The
Oregon Public Records law provides that when a
public record contains material which is partially
exempt from disclosure and partially subject to
disclosure, the public body shall separate the
exempt and non-exempt material, and make the
non-exempt material available for examination.
County employee personnel records include the
employee’s name, address, telephone number,
employment application, personnel action forms,
and other material.

(B) Information subject to disclosure. The
following are subject to disclosure:

(1) Name;

(2) Home address, unless the employee
requests non-disclosure;

(3) Home telephone number, unless the
employee requests non-disclosure;

(4) Personnel Action Form (PAF);

(5) Biographical materials such as identity
of prior employers, nature of prior employment, or
educational data, included in an application for
employment; and

(6) A request for non-disclosure of home
address or home telephone number.
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(C) Information exempt, or conditionally
exempt, from disclosure. The following are ex-
empt, or conditionally exempt, from disclosure:

(1) Home address, when the employee has
requested in writing the employee’s home address
not be disclosed;

(2) Home telephone number, when the
employee has requested in writing the employee’s
home telephone number not be disclosed;

(3) Anyinformation about the employee’s
family;

(4) All information of a personal nature,
including medical information, except to the
extent such information is subject to disclosure
pursuant to subsection (B), and subject to ORS
192.502 (2); or

(5) Any other material not listed in sub-
sections (B) or (C);

(D) Inthe event a request for disclosure under
the Oregon Public Records law of material listed
in subsection (C) is received, the employee shall
be consulted, and the employer shall attempt to
conform to the employee’s wishes, insofar as is
consistent with the Oregon Public Records law.

(E) Employee requests for non-disclosure of
home address or home telephone numbers must be
in writing, signed by the employee, on a form
prescribed by the appointing authority, and re-
tained in the employee’s personnel file.

(F) Nothing in this section is intended to limit
an employee’s inspection of the employee’s own
personnel file, or to prevent the employee from
providing information from the file to anyone.

(G) Nothing in this section is intended to limit
the employer from disclosure of material from an
employee’s personnel file in the course of accom-

plishing the employer’s business.
[Adopted 94-611 eff 11/29/94]

CHAPTER 9 — PROMOTIONS

20.900 Promotions
(Not applicable to elected officials &
their employees)
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It shall be the policy of Linn County to pro-
mote employees from within, if in the determina-
tion of the appointing authority current employees
are the most qualified, available and desire such

promotions.
[Adopted 94-611 eff 11/29/94]

CHAPTER 10 — DISCIPLINE

20.1000 Discipline of irregular and regular
employees

Ifaction is taken toward the discharge, suspen-
sion or the placement on disciplinary probation of
an irregular part-time, regular full-time or regular
part-time employee, the employee shall be noti-
fied in writing of the reasons for the proposed
action. The employee shall have an opportunity to
refute or answer the reasons either orally or in
writing in a pre-decision hearing before the ap-
pointing authority. Following the pre-decision
hearing, the employee shall be notified of the
result of the decision of the appointing authority.
If the final decision is to discharge the employee,
the employee shall be so advised in writing. No
severance pay shall be paid upon discharge. The
date of discharge shall be established by the

appointing authority.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

CHAPTER 11 — ENDING EMPLOYMENT

20.1100 Separation from employment; vol-

untarily quit
(§A, not applicable to elected officials &
their employees)

(A) If an employee desires to voluntarily quit
the employee shall submit a separation letter to
the appointing authority two (2) weeks prior to
such separation. In any event actual notice, either
written or verbal, shall be given to the appointing
authority and be made a part of the employee’s
personnel file.

(B) An appointing authority may, but is not
required to, excuse an employee from up to ten

(Latest rev. June 22, 2016)
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(10) working days of further service, with pay,
upon receipt of written notice of intent to volun-
tarily quit, given at least two (2) weeks prior to
such separation.

(C) When an employee voluntarily quits and
has given at least forty-eight (48) hours notice,
excluding Saturday, Sundays and Holidays, all
wages earned and unpaid at the time of such
quitting shall become due and payable immedi-
ately at the time of separation. If such notice is
NOT given, such wages shall be due and payable
in forty-eight (48) hours, excluding Saturdays,
Sundays and Holidays, from the time of notice of

separation.
[Adopted 94-611 eff 11/29/94]

20.1110 Layoffs
(§A, not applicable to elected officials &
their employees)

An appointing authority may layoff an em-
ployee without prejudice because of lack of funds
or curtailment of work, after giving notice of at
least ten (10) working days, or ten (10) days pay if
notice cannot be given, to such employee. The
conditions of layoff shall be as follows:

(A) Order of Retention: Preference for reten-
tion shall be based first upon performance and
when this is not decisive, then upon greater con-
tinuous service.

(B) Offer of Reassignment: An employee shall
not be laid off before a reasonable offer of reas-
signment or transfer to a different position, classi-
fication, or department has been made, if such
offer is immediately possible.

(C) Appointment of Laid-Off Employees to
Lower Class: A department head, with the ap-
proval of his elected supervisor and the employee,
may appoint an employee who is to be laid off to
a vacancy in a lower class for which the employee
is qualified.

(D) Layoff List: The names of employees who
have been laid off shall be placed on the appropri-
ate layoff list.

(E) Re-employment. An appointing authority
should make every effort to rehire from the layoff

list where appropriate.
[Adopted 94-611 eff 11/29/94]
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20.1120 Separation of probationary, tempo-
rary, interns, and seasonal employ-
ees

Entrance probationary, temporary, interns,
and seasonal employees shall be given oral or
written notice of separation, with no advance
notice being required. During an entrance proba-
tionary period, employment may be terminated at
anytime without cause and without advance notice

to the employee.
[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

20.1130 Discharge of an irregular part-time,
regular full-time or a regular
part-time employee

(A) If action is taken toward the discharge of
an irregular part-time, regular full-time or regular
part-time employee, the employee shall be noti-
fied in writing of the reasons for the proposed
action.

(B) The employee shall have an opportunity
to refute or answer the reasons either orally or in
writing in a pre-decision hearing before the ap-
pointing authority.

(C) Following the pre-decision hearing, the
employee shall be notified of the result of the
decision of the appointing authority.

(D) If the final decision is to discharge the
employee, the employee shall be so advised in
writing.

(E) No severance pay shall be paid upon
discharge.

(F) The date of discharge shall be established
by the appointing authority.

[Adopted 94-611 eff 11/29/94; amd 16-212 eff 6/22/16]

References and Authorities:

ORS ch. 203; ch. 238; LCC 310; Measure 8
initiative adopted by the voters November 1994
(the Measure (a) required individual members of
PERS (instead of their employers) to pay the
employee’s share into PERS, (b) prohibited off-
setting salary increases after 1/1/95, and (c) pro-
hibited the use of sick leave to increase retirement
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benefits); Oregon State Police Officers’ Ass’n v.
State, 323 Or 356, June 21, 1996, held Measure 8
unconstitutional

Legislative History of Policy 20:

Adopted 1978 “Personnel Policy” by R78-131 eff
6/14/78 and 1979 “Personnel Policy for Em-
ployees of Elected Officials” Ryy-nnn eff
mm/dd/79. (R78-131 was recorded the Linn
County Commissioners’ Journal at Book 52,
Page 27; the text of the 1978 Policy was
recorded at Book 116, Page 474 on 1/88 (for
some reason almost ten years later). Resolu-
tion yy-nnn was recorded at Book  ,Page
the Board of Commissioners minutes of
8/29/79 show that the text of the 1979 Policy
was adopted that date and the text was
recorded at Book 56, Page 349 on 8/29/79).
Amendments to the above Policies:

#1 81-184 eff 5/15/81
#2 82-172 eff 5/5/82
#3 82-355 eff 8/25/82
#4 82-408 eff 10/27/82
#5 84-169 eff 3/28/84
#6 86-037 eff 1/22/86
#7 86-579 eff 10/15/86
#8 87-029 eff 1/28/87
#9 88-524 eff 9/7/88

Adopted “Personnel Policy Code” by Ordinance
88-687 12/28/88 eff 1/1/89 (§1 repealed the
1978 and 1979 Policies and all amendments
thereto; original codification format as LCC
3.10; § 3.10.910 authorized amendment of the
ordinance by resolution!)

Amendments to 88-687:
#1 89-045 eff 1/1/89
#2 89-090 eff 1/1/89
#3 89-115eff 1/1/89
#4 89-471 eff9/6/89 (changes pursuant to
creating Accounting Section)
#5 89-752 eff 12/20/89
#6 90-277 eff 6/6/90
#7 91-781 eff 11/6/91
#8 92-017 eff 1/15/92
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#9 92-263 eff 6/1/92

#10  Ordinance 94-504 eff 11/29/94
(repealed most of 88-687 retaining
only the administrative portions as
ordinance; amended § 1 by which
amendment parts of the 1978 and
1979 Policies were resurrected!)

Adopted Linn County Policy 20 (“Personnel
Policy Manual”) 94-611 eff 11/29/94
Amendments to 94-611:

#1 94-618 eff 12/7/94

#2  94-647 eff 12/21/94

#3  95-016 eff 1/25/95

#4  96-511 eff 10/23/96

#5 97-031 1/22/97 eff 1/1/97

#6  97-033 1/22/97 eff 1/1/97

#7 97-042 1/22/97 eff 1/1/97

#8 99-157 eff 3/31/99 (Tanner case up-
date)

#9 04-435 eff 11/23/04

#10 08-427 eff 10/21/08

#11 10-210 eff 6/29/10

#12 15-247 eff 7/14/15

#13 16-212 eff 6/22/16
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Appendix 1 —Positions Ineligible for Overtime
[see LCP 20.460 (A) and (C)]

Position classifications which are not eligible for overtime or additional time pay are as follows:

CLERICAL, FISCAL, ADMINISTRATIVE
Elections Supervisor
County Fair Manager
Budget Officer
Administrative Assistant/Office Manager 1
Administrative Assistant/Office Manager 2
Chief Deputy Clerk
Chief Deputy Treasurer
Chief Office Deputy/Office Manager
Accountant
County Administrative Officer
Senior Personnel-Benefits Specialist
Director
Veterans’ Services Officer

M-ED Group Home Manager
MH Specialist 2

Supervising MH Specialist
Nurse Practitioner

Alcohol & Drug Program Manager
Health Administrator
Psychiatrist

Psychiatric Nurse 1

Psychiatric Nurse 2
Psychologist 1

Psychologist 2

Public Health Nurse 1

Public Health Nurse 2
Supervising Public Health Nurse

Geographic Information System [Amd 12/20/89 by Ord #89-752; Adopted 6/13/90 by Ord #90-382, Eff.

Progfam Manager 7/1/90; Amd 12/19/90 by Ord #90-777]
l}f;lysigﬁsgizgi‘;fmem Coordinator ROADS AND PUBLIC IMPROVEMENTS

[Amd 12/20/89 by Ord #89-752; Amd 6/6/90 by Ord #90-277;
Amd 11/7/90 by Ord #90-723; Amd 9/8/93 by Ord #93-520; Amd 11/10/93
by Ord 93-678]

INFORMATION TECHNOLOGY SERVICES
Programmer Analyst
Data Processing Director

Systems Manager
[Amd 12/1/93 by Ord #93-709]

TAX AND ASSESSMENT
Property Appraiser 3/Commercial & Industrial
Property Appraiser 3/Residential
Sales Data Analyst/Computer Specialist
Cartographic Draft Supervisor
Tax Collector
Chief Appraiser

Senior Tax Deputy
[Amd 6/6/90 by Ord #90-277; Amd 2/3/93 by Ord #93-067]

DOG CONTROL
Dog Control Supervisor

HEALTH SERVICES
Administrative Secretary - Supervisory
Environmental Health Program Supervisor

Environmental Health Specialist 3
Health Services Administrative Manager
Public Health Program Manager

Shop Supervisor

Sign Shop Supervisor

District Road Supervisor

Construction Supervisor

Bridge Superintendent/Assistant Roadmaster
Roadmaster

[Adopted 6/18/90 by Ord #90-415, Eff. 7/1/90]

PLANNING & BUILDING

Building Official

Associate Planner

Senior Planner

Director Planning & Building

JUDICIAL

Administrative Supervisor
Crime Victim Program Coordinator
Deputy County Attorney 1
Deputy County Attorney 2
Deputy County Attorney 3
Deputy District Attorney 1
Deputy District Attorney 2
Deputy District Attorney 3
County Attorney

Operations Supervisor

Senior Deputy District Attorney
Education/Information Specialist

[Adopted 2/13/91 by Ord #91-108]

Medical Technologist JUVENILE
DD Program Manager Juvenile Director
M-ED Program Manager Assistant Juvenile Director
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Juvenile Court Counselor
Juvenile Department Special Services Counselor

SHERIFF
Lieutenant
Undersheriff
9-1-1 Director

BUILDING SERVICES
Building Maintenance Supervisor

PARKS SERVICES
Parks Operations Supervisor
Parks & Recreation Director

ENGINEERING
County Engineer

SURVEYOR’S OFFICE
Chief Deputy Surveyor
Senior Survey Crew Chief

ELECTED SERVICE
Assessor
County Clerk
County Commissioners
District Attorney
Justice of the Peace
Sheriff
Surveyor
Treasurer
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