LANDER COUNTY COMMISSION MEETING
. July 12,2012

AGENDA ITEM NO. 1

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:
Discussion for possible action regarding budget review, contracts, financial update and other
matters properly relating thereto.

Public comment.

Background:
Lander County Finance Director Rogene Hill will give an update to the Commission on the

close-out of the Fiscal Year 2011-2012 Budget, contracts, general financial operations of the
County and other fiscal issues.

Recommended Action:
No specific action is necessary on this agenda item.
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Rogewe Hill
Lander (County Finance Dinector

Memorandum

To:  Lander County Commissioners
Date: July 26, 2012

Re: COUNTY CONTRACTS FYI

This is to inform you that the following contracts are past due for renewal.:

STATUS:
1. Bank of America’/ATM Rental Agreement
Contract was approved by the Commission on November 17, 2011 (Agenda Item #6).
No response back from Bank of America. Bank of America continues to pay $350 per

month.
Expiration Date:
1. AT&T Emergency 06/30/2012
2. B.M. General Hospital/Clinic Rental 10/31/2012

315 South Humboldt Street < » Battle Mountain NV 89820
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LANDER COUNTY COMMISSION MEETING
July 12,2012

AGENDA ITEM NO. 2

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:
Discussion for possible action regarding approval/disapproval of Resolution No. 2012-13, a
resolution directing apportionment of net proceeds received on June 8, 2012 and other matters
properly related thereto.

Public comment.

Background:
Resolution No. 2012-13, a resolution directing apportionment of the Net Proceeds of Minerals
taxes received on June &, 2012, is presented for Commission consideration.

Lander County received a distribution of Net Proceeds of Minerals taxes on June 8, 2012 in the
total amount of $15,141.28. This Resolution provides for Commission authorization and
direction to apportion the total of Net Proceeds tax receipts among the entities within Lander
County according to the ad valorem (property) tax rate for each entity.

Recommended Action:
It i1s recommended that the Commission approve and adept Resolution No. 2012-13, a resolution

directing apportionment of the Net Proceeds of Minerals taxes received on June 8, 2012, in the
total amount of $15,141.28.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future



=

!}

RECORDING REQUEST BY:

Lander County Clerk

315 South Humboldt Street

Battie Mountain, Nevada 89820

DOC # 0264494

07/12/2012 p2:17 PN

OfFicial Record

Recording regquested By
LANDER COUMTY CLERK

Lander County - NV

Wit

0264424

RESOLUTION NO. 2012-13 DIRECTING APPORTIONMENT OF NET PROCEEDS
RECEIVED IN THE MONTH OF JUNE 2012

TITLE OF DOCUMENT

This page added to provide additional information required by NRS 111.312 Section 1-2.
This cover page must be typed or printed.



> ITUEEEETIIE DTN o2a4045se, O, 2771272012

Page: Page: 2¢f3

RESOLUTION NO. 2012-13
Of the Board of Lander County Commissioners

A RESOLUTION DIRECTING APPORTIONMENT OF NET PROCEEDS
RECEIVED IN THE MONTH OF JUNE 2012

WHEREAS, on June 8”1, 2012, the Lander County Treasurer received $15,141.28 in Net Proceeds:
and

WHEREAS, it is the desire of the Lander County Board of Commissioners to appropriate the Net
Proceeds as follows:

MANDATED: AMOUNTS: FUNDS:
Commission Fees/General Fund 3% $ 454.24 001-000-38045
Assessor Tech Fees 2% $ 302.83 300-000-32223
China Springs $ 4.28 001-000-38040
State Medical Indigency b 311.36 (04-000-38040
State Indigent (NACO) b 71.30 004-000-38041
Capital Acquisition $ 142.61 031-000-38040
Landfill $ 452.07 011-000-38040
Hospital $ 2,307.20 060-000-38040
School District $ 3,386.97 070-000-38040

TOTAL $ 7,432.86

DISCRETIONARY: AMOUNTS: FUNDS:

CCpP $ 7,708.42 055-000-38040
TOTAL S 7,708.42

WHEREAS, the Lander County Board of Commissioners desires to use Discretionary Net
Proceeds to fund CCP.

BE IT FURTHER RESOLVED, that the Finance Director and the Treasurer are directed to
distribute the payment for Net Proceeds according to the schedule:
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PASSED AND ADOPTED this 12™ day of July 2012.

THOSE VOTING AYE: Commissioner “SHormed 2
Commissioner N ssayu
Commissioner Lol ars
Commissioner Py cblock.
Commissioner

THOSE VOTING NAY: Commissioner

THOSE ABSENT: Commissioner (:%Oﬂ.mw

Poo B )

DEAN BULLOCK, Chair
Lander County Board of Commissioners

ATTEST: GMLUL @UM*UOJU

SADIE SULLIVAN
Lander County Clerk




LANDER COUNTY COMMISSION MEETING
July 12, 2012

AGENDA ITEM NO. 3

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:
Discussion for possible action regarding approval/disapproval of Resolution No. 2012-14, a
resolution directing apportionment of net proceeds received on June 26, 2012 and other matters
properly related thereto.

Public comment.

Background:
Resolution No. 2012-14, a resolution directing apportionment of the Net Proceeds of Minerals
taxes received on June 26, 2012, is presented for Commission consideration.

Lander County received a distribution of Net Proceeds of Minerals taxes on June 26, 2012 in
the total amount of $52,975,474.48. This Resolution provides for Commission authorization
and direction to apportion the total of Net Proceeds tax receipts among the entities within
Lander County according to the ad valorem (property) tax rate for each entity.

Recommended Action:
[t is recommended that the Commission approve and adopt Resolution No. 2012-14, a resolution

directing apportionment of the Net Proceeds of Minerals taxes received on June 26, 2012, in
the total amount of $52,975,474 48. ‘
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RESOLUTION NO. 2012-14

Of the Board of Lander County Commissioners

A RESOLUTION DIRECTING APPORTIONMENT OF NET PROCEEDS
RECEIVED IN THE MONTH OF JUNE 2012

WHEREAS, on June 26th, 2012, the Lander County Treasurer received $52,975,474.48 in Net
Proceeds: and

WHEREAS, it is the desire of the Lander County Board of Commissioners to appropriate the Net
Proceeds as follows:

MANDATED: AMOUNTS: FUNDS:
Commission Fees/General Fund 3% $ 1,589,264.23 001-000-38045
Assessor Tech Fees 2% § 1,059,509.49 300-000-32223
China Springs 3 14,968.57 (01-000-38040
State Medical Indigency $ 1,089,380.13 004-000-38040
State Indigent (NACO) $ 249476.36 004-000-38041
Capital Acquisition $ 498952.73 031-000-38040
Landfili $ 1,581,680.15 011-000-38040
Hospital $ 8,072,306.74 060-000-38040
School District $11,850,127.33 070-000-38040

TOTAL $ 26,005,665.73
DISCRETIONARY: AMOUNTS: FUNDS:
CCP $ 18,964,808.75 055-000-38040

Bldg. & Equipment

$ 3,000,000.00

029-000-38040

Culture & Recreation $ 5,000.00 052-000-38040

Emergency Maintenance $ 2,000,000.00 056-000-38040

Airport $ 500,000.00 012-000-38040

Airport Capital $ 2,500,000.00 380-000-38040
TOTAL $ 26,969,808.75

WHEREAS, the Lander County Board of Commissioners desires to use Discretionary Net
Proceeds to fund the Cemetery Project for $5,000, $500,000 to the Airport Fund for runway maintenance
which is mandated by FAA, additional funding for Airport Capital, additional funding for Emergency
Maintenance and the remaining apportionment for Buildings and Equipment and CCP.

BE IT FURTHER RESOLVED, that the Finance Director and the Treasurer are directed to
distribute the payment for Net Proceeds according to the schedule:
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PASSED AND ADOPTED this 12™ day of July 2012.

THOSE VOTING AYE: Commissioner Jqu,,&,top](
Commissioner S nmeo Jmor}
Commissioner Mo e
Commissioner W bbimms
Commissioner

THOSE VOTING NAY: Commissioner

THOSE ABSENT: Commissioner ﬂ’]ﬁ_}? not

O A 002

DEAN BULLOCK Chair
Lander County Board of Commissioners

ATTEST: GO‘M &‘*MWOJ‘U

SADIE SULLIVAN
Lander County Clerk




LANDER COUNTY COMMISSION MEETING
. July 12, 2012

AGENDA ITEM NO. 4

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION |IS:
Discussion for possible action regarding the draft Lander County Policies and Procedures and
other matters properly related thereto.

Public comment.

Background:

The draft Lander County Policies and Procedures are presented for Commission consideration.

Lander County Human Resources Director Soveida Robinson and NPAIP/PACT Human
Resources General Manager Jeannie Greene will present the draft Lander County Policies and
Procedures to the Commission. The draft Policies and Procedures have been reviewed by
NPAIP and the Lander County District Attorney’s Office staff.

Recommended Action:
It is recommended that, through consensus, the Commnussion make any recommendations for
corrections and/or revisions to the Lander County Policies and Procedures and direct staff to

put the item on the July 26, 2012 regular meeting agenda for final consideration; %, there
being no recommendations for correction and/or revisions to the draft Lander County Policies
and Procedures, as presented, approve and adopt the Lander County Policies and
Procedures effective July 12, 2012,
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1. GENERAL PROVISIONS

1.1. Purpose

These policies are established to carry out the employer’s personnel resolution, or
personnel ordinance, or intent of the governing board to adopt uniform personnel
policies that will enable each employee to make his/her fullest contribution to the
programs and services of the employer.

1.2. Scope/CBA Conflicts

In _cases where the application of these poli

Id conflict with a collective

bargaining agreement that is in effect betwg ed emplovee organization
and_the employer, the provisions of the 8 qining agreement shall
govern. In all other cases, these poli SRle in these policies is

1.3. Computing Time for Notices (c?

time periods for processing an action
Ao with the calendar day following

mailing or delivery d :

counted. If the last da

id or holiday, the period will
e last counted day.

1.4.

Olicies. After receiving and reviewing these policies,
expected to sign an acknowledgement form. The employee
eoat] acknowledgement form to the Human Resources Director

e Executive Director shall have the authority and the duty to develop and
promulgate administrative directives, interpretive memoranda, and other
administrative procedures to execute these policies, and to implement the
employer’s personnel program on a consistent basis.
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1.6. Change of Address

It is the responsibility of each employee to keep the employer informed, in writing,
of current address, telephone number, change of name, and any other information
relating to employment status.

1.7.  Failure to Receive Notices

Written communications to employees considered to be routine in nature shall be
delivered by regular mail to the current address on regord or via email. Written
communications to employees identified as signi important and/or time-
sensitive shall be hand-delivered or sent by certifi ail, return receipt required, to
the current address on record or via email utilg e read receipt function. All
ivered or sent by U.S. mail

to the address shown on the appllcatlon for senil via email as shown
on the application. The employer SRy i e event mail is not
received. It is the employee’s g ili to all employer
communications, including thosgdfiai 1 ress, on record,
and the responsibility of the e selection
process within the specified time son, including

failure to receive written notice, mayNEaP an adverse effect on an individual’s
employment status ation from the selection and hiring
process.

1.8. Personnel Files
1.8.1.

Edures, handbook, new employee orientation checklist, and related
documents

Enrollment documentation for employer-sponsored benefits
Credit card, long distance calling card, and related agreements
Emergency contact information

Authorizations for release of information signed by employee

Salary history record including rates of pay and other forms of

compensation

= Employment history of positions held including promotion(s),
demotion(s), transfer(s), layofi{s), and termination(s)

= Training/education records including college transcripts

¢ Performance evaluations

s Performance improvement plan, letters of instruction, and reports of

coaching/counseling session
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» Documentation of oral reprimand(s), written reprimand(s), disciplinary
" notice(s) and document(s)
Letiers of recognition(s), commendation(s), congratulation(s)
Separation checklists
COBRA notice
Exit interview (unless confidentiality was guaranteed)

The personnel file should NOT include any of the following:

Grievances or the responses thereto
I-9 immigration form and supporting d
General correspondence

Any document which describes
of the employee or any ©
documents must be kept igga s
strictly limited to those g omy

* & & &

or psychological condition
|. (Medical and related

egfnel file for each employee.

W clect to maintain a duplicate
dbes not supersede or eliminate the
master personnel file for each
ime of hire® each new employee will complete all
documentation, all employer-required
beg, applicable, documentation pertaining to such

Pother required license or certificate. Additionally, an
avee must notify his/her supervisor or manager of any suspension,

he Sheriff is responsible for maintaining his/her employees’ personnel
master files. The Sheriff’s master files shall be maintained in accordance
with Nevada Revised Statutes and Nevada Administrative Codes
governing the maintenance and release of information of law
enforcement personnel.

1.8.3. Employee Access

An employee may view the contents of his’her personnel file upon
request as provided in Section 1.9.2. All inspections must be conducted
in the presence of Human Resources Director. An employee may request
copies of any or all documents in his/her file, but may not remove any
documents from the file. The employer will provide only one set of
copies to the employee without charge per year. If the employee needs
additional copies, s/he will be required to pay for them.

Lander County Personnel Policies Page 3



1.8.4. Negative Information

The employer shall not put negative or derogatory material in an
employee’s file unless the employee has had a reasonable opportunity to
review the material beforehand. The employer will require the employee
to sign such material to acknowledge they have reviewed and not
necessarily agree. If the employee refuses to sign such material, the
employer may place it in the employee’s file with a dated notation that
the employee refused to sign such material after having been given an
opportunity to do so. Whenever possible, her supervisor or manager
should be used as a witness to the emplo sal, and should co-sign

1.8.5. Employee Information Submitted,

Statements by an employee al to adverse material
placed in his/her person in the employee’s
personnel file. The em ion submitted by
the employee in th that sucl
information is re ’ ry with the

employer.

1.9.

tion and employment records
employees, and applicants for

employment application including, but
etters of reference, résumes, or his/her status as an

REct, or background of applicants or employees.

Ratings, rankings, scoring sheets, or remarks by members of an
evaluation board or individual interviewer, conceming an applicant
or results from any testing or employment screening process.

Materials used in employment examinations including answers,
rating guides, score sheets, etc., on any written exam or rating
criteria for interviews,

5. Information in an employee’s file or record of employment which
relates to his/her:
a. Performance;

b. Conduct, including any proposed or imposed disciplinary
actiqn taken;

c. Race, color, religion, ethnic identity or affiliation, age, gender,
marital status, pregnancy, number and names of dependents,
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military/veteran status, living arrangements, membership in
any organization, sexual orientation, domestic. partnership,
national origin, ancestry, genetic information, disability,
gender identity or expression, political affiliation, date of
birth, membership in the Nevada National Guard, or social
security number;

d. Past or present home address, telephone number, post office
box, or relatives; and

e. All information concerning t
termination of an employee,
employment.

voluntary or involuntary
an the dates of actual

6. The name of an empl
beneficiary.

r employee’s designated
7. All medical inform loyee or applicant

a. ical and

relating® to reasonable

d or granted;

er personnel and employment records. Access
be strictly limited to those with a demonstrable

Supervisors and managers, regarding necessary resirictions
apd accommodations in the employee’s duties;

irst-aid and safety personnel;

Government  officials  investigating compliance  with
applicable laws, on request;

State workers’ compensation office officials; and

Insurance company employees when the company requires a
medical examination to provide health or life insurance (29
C.F.R. §1630.14(c)(1)).

0. Notations on attendance sheets that an employee took sick feave are
not a confidential record.

10. The employer shall keep all information and documents pertaining
to an investigation separate from other personnel and employment
records ensuring privacy of all employees, witnesses, and other
individuals involved. Access is limited to only those individuals
with a demonstrable business need-to-know.
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11. Grievance files that include notices, notes, and decisions of appeal
will be maintained in a separate file with limited access to only
those individuals with a demonstrable business need-to-know.

1.9.2.  Access to Confidential Information

Access to confidential records is restricted to the following unless
specifically provided in a separate policy:

1. The names of members of an evaluation panel shall not be released,
nor shall tests that are governed by cgafidentiality agreements be
released.  Access to the materg an examination and
information relating to an applicgthat is relevant to a decision to
hire that person (e.g., inform ribed in items 1-4 of Section
1.9.1) is limited to:

a.
b man resources
c ederal law or

court order (i€
agencies);

s listed above in Section 1.9.1,, items 5 — 9 is

The employee’s representative when s/he presents a current
sjgned authorization from the employee;

he employee’s manager/supervisor, with a need-to-know, or
as needed for a reasonable accommodation and human
resources;

Persons authorized pursuant to any state or federal law or
court order;

Counsel retained by or on behalf of the employer;

Employer’s workers’ compensation carrier in order to address
a claim filed for workers’ compensation; and

g. Any other parties with whom the employer has a contractual
relationship in order to enable the employer to respond
accurately and fully to any lawsuit, complaint, grievance, or
other statutory appeal filed by or on behalf of an employee or
former employee against the employer.
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3. Access to an employee’s personnel-related confidential file
containing those items listed above in Section 1.9.1., item 10 is
limited to:

a. The employee’s manager/administrator, human resources
director/manager, or his/her designee;

b. Persons authorized pursuant to any state or federal law or
court order;

¢. Counsel retained by or on behalf of the employer; and

d. Any other parties with whom t
relationship in order to e
accurately and fully to a
other statutory appeal
former employee agai

loyer has a contractual
e the“employer to respond
suit, complaint, grievance, or
behalf of an employee or

1. NRS 239B.030 all ensure that
personal infog rs, driver’s
license numbers, quired to be
maintained by state statilte and received after January 1,

air and Accurate Credit Transactions
Eposal Rule, the employer shall dispose of sensitive

edgfrom consumer reports to ensure there will be
access to — or use of — any confidential
onsumer Reports” are defined as reports which
ation from a consumer reporting company, such as
eports  obtained from third party agencies who conduct
nent background checks on behalf of the employer.

isitive information includes any and all documents containing
employee information, which can include:

a. Employee name

b. Social security number

c. Driver’s license number

d. Phone number

e. Physical address

f. Email address

g. Any other personal identifiers
In addition, any identifying personal information, such as that
described above and listed under item 3, which is stored on

electronic files, shall be destroyed or erased so that the information
cannot be read or reconstructed.
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1.14. Related Forms

Lander County Personnel Policies

Emplover Personnel Policies — Ackg

Method of disposal. The employer shall dispose of sensitive
information by shredding or burning any and all documents which
contain personal information. Although the law specifically applies
to consumer reports and the information derived from consumer
reports, the employer shall, in accordance with good personnel
practices, properly dispose of any records containing employee
personal or financial information. An electronic record must be
destroyed in accordance with the applicable schedule in a manner
that ensures the information cannot be retrieved or reconstructed,
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2. EMPLOYEE RELATIONS

2.1.  Fair Employment Practices

Lander County Personnel Poligies

211  Policy

The employer recognizes the fundamental rights of applicants and
employees to be assessed on the basis of merit. Recognition of seniority
and current employment with the employgr may also be considered.
Therefore, it is the policy of the employ: vide equal employment
opportunity for all applicants and empi#ees. The employer does not
sanction or tolerate discrimination i m on the basis of race, color,
entatlon national origin,
partnership, genetic
jtical affiliation, or

ancestry, disahility, vetera
information, gender ideny
membership in the Neva

The employer will:

1. Recruit, hire, train, r all job classycations without
on, age, gender, pregnancy, sexual
ncestry, disability, veteran status,
information, gender identity or
mbership in the Nevada
at all compensation, benefits,
layoffs, employer—sponsored

| appllcabie laws prohibiting discrimination in
Title VI of the Civil Rights Act of 1964, the
in Employment Act of 1967, the Equal

goprtunity (NRS 613), Nevada Revised Statutes regarding
Mational Guard service (NRS 412.139/.1395), and any other
applicable federal, state, and local statutory provisions.

Provide reasonable accommaodation wherever the need for such is
known by the employer, and/or the applicant or employee indicates
a need for such reasonable accommodation, provided that the
individual is otherwise qualified to perform the essential functions
of the assigned job and the employee’s performance of the assigned
job duties does not pose a threat to the safety of him/herself or
others.

Hold all managers and supervisors responsible for ensuring that
personnel policies, guidelines, practices, procedures, and activities are in
compliance with federal and state fair employment practices, statutes,
rules, and regulations.
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2.1.3,

Scope

This policy applies to all persons involved in the operation of the
employer and prohibits harassment, discrimination, and retaliation by
any employee, including supervisors and coworkers, volunteers,
customers or clients of the employer, and any vendor or other service
provider with whom the employer has a business relationship. The
employer will not tolerate instances of harassment, discrimination, or
retaliation, whether or not such behavior meets the threshold of unlawful
conduct. While single incidents of alleged ssment, discrimination, or
retaliation may not be sufficiently sever. sive to rise to the level
of being a violation of the law, the ¢ er nevertheless prohibits such
conduct and may impose appropyg iplinary action against any
employee engaging in such.

The primary responsibi ent practices for
the employer are ioged to the
employer’s desig i O) Officer.
The employer’s designat i s the Americans

inating the employer’s compliance
with federd he EEQ Officer is the Executive
Director. - % umber of the designated

ves, disrupts, or interferes with another’s work performance or that
gn igfimidating, offensive, or hostile environment based on that

enetic information, gender identity or expression, political affiliation, or
nembership in the Nevada National Guard, or any other basis that is
inappropriate or offensive.

Prohibited Conduct/Belhavior(s)

The employer will not tolerate any form of harassment, including any
conduct/behavior(s) on the part of employees, volunteers, clients,
customers, vendors, contractors, etc., that impairs an employee’s ability
to perform his/her duties. Examples of prohibited conduct/behavior(s)
include, but are not limited to:

1. Offensive verbal communication including slurs, jokes, epithets,
derogatory comments, degrading or suggestive words or comments,
unwanted sexual advances, invitations, or sexually degrading or
suggestive words or comments.
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2.3.  Dealing w/Allegations of Discri
Conduct/Behavior(s)

2.3.1. Process

Lander County Personnel Policies

2. Offensive written communication including notes, letters, notices,
emails, texts, or any other offensive message sent by electronic
means,

3. Offensive gestures, expressions and graphics including leering,
obscene hand, finger, or body gestures, sexually explicit drawings,
derogatory posters, photographs, cartoons, drawings, or displaying
sexually suggestive objects or pictures.

4. Physical contact when the action is unwelcomed by recipient
including brushing up against som in an offensive manner,
unwanted touching, impeding orgdcking® normal movement, or
interfering with work or move

5. Expectations, requests, de

Employees or applicants ey are being #ubjected to any
form of prohibited conduc ior(s) as described in this policy by
another ( mer, vendor, volunteer, contractor,
etc.) based age, gender, pregnancy, sexual

orientation, X3 , veteran status, domestic
partnership, 2% | entity or expression, political
affiliation, or Mge ' : da National Guard,, as well as

gcted to prohibited conduct/behavior(s),
Qduty to bring the situation to the attention of the

ddyee Responsibilities

Emplo\g@@@fwho believe they personally are being or have been subjected
to propbited conduct/behavior(s) and/or are the target of any form of
rohibited conduct/behavior(s), or have witnessed any other employee
eing subjected to these behaviors, should immediately:

1. Identify the offensive conduct/behavior(s) to the alleged harasser
and request that the behavior cease.

Note:  An employee is NOT required to talk directly to the alleged
harasser or to the employee’s supervisor. It is critical, however, that the
employee contact one of the individuals listed in sections 2 or 3 below if
s’he believes s/he is being targeted or has witnessed what the employee
believes to be prohibited conduct/behaviors(s} directed to or committed
by another employee(s), client(s), customer(s), vendor(s), volunteer(s),
contractor(s), efc.

2. If the employee feels uncomfortable in speaking directly to the
alleged harasser or if the employee requested the prohibited
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conduct/behavior(s) to cease, but the request did not produce the
results desired, the employee should report the conduct/behavior(s)
as soon as possible to any supervisor /manager, employer’'s
designated EEO Officer, or the HR Representative.

3. Employees who believe the EEQ Officer has engaged in prohibited
conduct/behavior(s) should bring such concerns to the attention of
the alternate EEQO Officer or to the Commission Chair. The
Commission Chair will designate an objective person to conduct an
investigation of such allegations. Emaloyvees may also report the
conduct/behavior(s) to the District

1. ployee involved is in the supervisor’s
gardless of how s/he became aware
behavior(s), all supervisors and
llegations or camplaints or
(s} to the EEO Officer, HR

or immediate supervisor The

&n record of specific conversations held with the
any witnesses; and
ent facts, including date(s), time(s), and

pon being made aware of allegations or complaints of prohibited
conduct/behavior(s), the employer will ensure that such allegations or
complaints are investigated promptly. The employer treats all
allegations or complaints seriously and expects all employees to be
candid and truthful during the investigation process.

The employer will make efforts to ensure that all investigations are kept
as confidential as reasonably possible. Employees will be strongly
advised to refrain from discussing the subject content with others,
particularly while the investigation is in progress. Employees may be
required to provide information to regulatory agencies and/or the
employee’s union representative or attorney. The employer will release
information obtained only to those individuals involved in the
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investigation and the administration of the complaint with a business
need-to-know, or as required by law.

The employer will communicate to the individual who made the initial
complaint, as well as the individual against whom the complaint was
made, whether the allegations of policy violations were substantiated or
not.

If evidence arises that a participant in the investigation made
intentionally false statements, that employee will be disciplined, up to
and including termination.

If it is determined that a violation
employer will take remedial actig

this policy has occurred, the
the violator commensurate
action may include, but is

also initiate action to ibi duct/behavior(s)
from occurring.

man *Resource Difector and/or the
tion to the complaint based upon the

2.4,

gr more employees must comply with the federal
gitions associate@iaaggh the Genetic Information Nondiscrimination
fuiring employees or applicants to see a health
work-related medical exams, pre-employment
\ dccommodations, fitness-for-duty exams, or similar
elated medical exams, the employer must state to the applicant,

gention of discrimination and prohibited conduct/behavior(s) in the workplace.
gl new employees will be provided a copy of this policy upon hire and the contents
will be discussed during the new hire orientation process. New employees will
participate in training on the prevention of discrimination and prohibited
conduct/behavior(s) within 30 days of hire. A copy of this policy will be made
available to applicants upon request.

2.6.  Prohibition Against Retaliation

Retaliation is adverse treatment which occurs because of opposition to prohibited
conduct/behavior(s) in the workplace. The employer will not tolerate any
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retaliation by management or by any other employee against an employee who
exercises his/her rights under this policy. Any employee who believes s/he has been
harassed, retaliated, or discriminated against in any manner whatsoever as a result
of having filed a complaint, assisted another employee in filing a complaint, or
participated in an investigative process should immediately notify the EEO Officer
or the alternate. The employer will promptly investigate and deal appropriately
with any allegation of retaliation.

2.7. Employee Dating
2.7.1.  Policy

The employer recognizes that an enyg nt where employees maintain
clear boundaries between perso place interactions is most
effective for conducting busing i does not prevent the
development of friendships between employees.
However, emplovees in ions are precluded
from having a romanti

2.7.2.

1. Employees are prohi m engaging in physical contact that
inappropriate by a reasonable person

employed in

ingding termination.

g Bullying
Definition

The employer defines bullying as repeated mistreatment of one or more
persons by one or more perpetrators that takes one of the following
forms:

1.  Verbal abuse;

2. Offensive conduct/behaviors (including nonverbal, physical, and
cyberbullying) which are threatening, humiliating, or
intimidating, or

3. Work interferences, such as sabotage, which prevents work from
getting done.
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2.8.2. Purpose

The purpose of this policy is to communicate to all employees, including
supervisors and managers, that the employer will not tolerate bullying
behavior. Employees found in violation of this policy may be subject to
disciplinary action.

2.8.3. Prohibited Conduct

The employer considers the following types of behavior examples of
bullying (this list is not all-inclusive):

1. Verbal Bullying:  Slanderin idiculng or maligning an
employee or his/her family, stent name callmg which is
hurtful, insulting, or humil g, screaming, and cursing;

chronic teasing; belittlin stant criticism
2. Physical Bullying: ' i hie. poking, tripping,
assault or threa i \ 0 an employee’s

es; threatening actions; socially
isregarding a person in a work-related

Sabotaging which prevents work from
: ehberately tampering with a person’s work area or
Ring menial tasks outside of a person’s normal job

belie¥e they have witnessed another employee, client or member of the
public being subjected to bullying behavior, have an affirmative duty to
bring the situation to the attention of the employer.

2. Supervisor/Manager Responsibilities

A supervisor/manager is required to report this information to his/her
EEQ Officer, Department Head, or immediate supervisor immediately.
3. Investigation

Upon being made aware of allegations or complaints of bullying, the
employer will ensure that such allegations or complaints are
investigated promptly.

The employer will make efforts to ensure that all investigations are
kept as confidential as reasonably possible. The employer will release
information obtained only to those individuals necessarily involved in
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2.9. Employment Disabilities
2.9.1.

Lander County Personnel Policies

2.8.5.

2.9.3.

the investigation and the administration of the complaint, or as required
by law.

The individual who made the initial complaint, as well as the individual
against whom the complaint was made, will be made aware of the final
determination by the employer.

If it is determined that bullying has occurred, the employer will take
appropriate action.

Prohibition Against Retaliation

The employer will not tolerate any retalg
other employee against an employe

on by*management or by any
exercises his‘her rights under

filed a complaint, assisted iling a complaint, or
participated in an investj ediately notify the

Purpose afPolicy

sections of its personnel
encompass its commitment

oyer acknowledges its responsibility to
&ls in the workplace can efficiently and safely
Qg ons of their jobs without posing a direct threat

provisions of disability laws, including the Americans with
Act (ADA), as amended. The employer does not tolerate
nation against any qualified individual with a disability in regard
o any terms, conditions, or privileges of employment and prohibits any
pe of harassment or discrimination based on the physical or mental
disability, history of disability, or perceived disability of an individual
holding or seeking employment with the employer.

The employer is committed to provide reasonable accommodation
wherever the need for such is known to the employer or whenever the
employee or applicant indicates a need for reasonable accommodation,
provided that the individual is otherwise qualified to perform the
essential functions of the assigned job and the employee’s performance
of the assigned job duties does not pose an obvious threat to the safety of
him/herself or others.

Determination of Disability
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2.9.4,

.

In determining whether an employee or an applicant has a disability
under the law, the employee/applicant must have a physical or mental
impairment that substantially limits one or more life activities, have a
record of such an impairment, or being regarded as having an
impairment. Major life activities include, but are not limited to, caring
for oneself, performing manual tagks, seeing, hearing, eating, sleeping,
walking, standing, lifting, bending, speaking, breathing, learning,
concentrating, thinking, communicating, reading, sitting, reaching,
interacting with others, and working. A major life activity also includes
the operation of a major bodily function ding but not limited to,
functions of the immune system, specigl#fense drgans and skin, normal
cell growth, digestive, bowel, bladd ological, brain, genitourinary,
cardiovascular, hemic, culoskeletal, respiratory,

The employer shall a isi laws regarding
an employer’s li i isabili nquirtes or

The employer’s restriction
medical a
they have
be a violath
disability.

ding disability-related inquiries and
ployees/applicants, whether or not
ted question to an applicant may
pplicant may not have a

mdovee to provide a fitness-for-duty
medical provider whenever the
e employee may be unable to perform
of hls/her job or pose a direct threat to him/herself
Section 2.4. Genetic Information

nformation voluntarily disclosed by an employee, as a
onfidéitial medical record. Confidential medical records also include
edical information from voluntary health or wellness programs.

'Accommaodation

1.  Accommodation for Applicants

Whenever an applicant requests accommodation in applying for,
testing, or interviewing for a position with the employer. The
employer’s ADA Coordinator shall determine whether the request for
accommodation for a covered disability is reasonable or if another type
of accommodation can be provided. In making the determination of
reasonableness, the ADA Coordinator may consider whether granting
such requests might impose an undue hardship on the employer.

2. Accommodation for Employees
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When the employer has some objective reason to believe an employee
may need some type of accommodation to perform his/her essential job
functions, the employer must initiate an interactive process with the
employee to find out what accommodation the employee might need.
Also, whenever an employee approaches his/her supervisor, the
employer’s ADA Coordinator, or any other manager within the
employer requesting some type of accommodation, the employer will
initiate the interactive process. Whenever a manager or supervisor
becomes aware that an employee has requested or may require some
type of accommodation, the manager/su r should promptly notify
the ADA Coordinator. Upon learni f theemplovee’s request for
accommaodation, the ADA Coordi all arrange to meet with the
supervisor and the employee to er accommodation request,
the need for any reasonable

associated functional limgg
accommodation on the loyee’s particular
situation by a medi i i 1 organization in

aoce, lost proghtiivity, absenteeism, accidents, wasted materials,
s health care costs, and diminished interpersonal

aintaining a safe and healthy workplace for all employees;

Assisting employees who recognize they have a problem with
drugs or alcohol and providing appropriate treatment;

Periodically providing employees with information about the
dangers of workplace drug abuse; and

When appropriate, taking disciplinary action for failure to
comply with this policy.

2. The employer strictly prohibits the following behavior:

a. The use, sale, attempted sale, manufacture, attempted
manufacture, purchase, possession or cultivation, distribution
and/or dispensing of illegal drugs by an employee at any time
and in any amount. This prohibition includes the use or
possession of prescription medicines for which the individual
does not have a valid prescription and the inappropriate use of
prescribed medicines for which the employee has a valid
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prescription. In addition, the employer prohibits employees
from possessing open containers of alcoholic beverages while
on the employer’s premises and/or while on duty and from
working with a blood-alcohol level of .02 or more at any time.

b. Bringing alcohol, illegal drugs, and other substances which
may impair the safety or welfare of employees or the public
onto the premises controlled by the employer or placing in
vehicles or equipment operated on behalf of the employer.

hile on or off duty with a

der the influence of an

c. Driving an organizational vehicl
blood alcohol level of .02 or
iltegal drug, regardless of ount.

d. Law enforcement pers rming job-related functions

ich violates
to report this
epartment Head or Human Resource
information reported must include:

" such as actual observation
e presence of paraphernalia,

required to report the incident to that individual’s supervisor,

Beciggen collection, drug testing procedures, sample collection,
aicohol testing procedures will comply with all applicable
ovisions of federal and state law.

A positive test result for alcohol or drugs will be grounds for
disciplinary action, up to and including termination.

Employees in safety-sensitive positions as defined in 49 CFR Part
382, et seq., are subject to the Federal Department of
Transportation (DOT) (49 CFR Part 40) and the Federal Motor
Carrier Safety Regulations (FMCSR), as prescribed by the Federal
Motor Carrier Safety Administration (FMCSA) (49 CFR Parts 382,
383, 387, 390-397, and 399), as well as the employer’s Drug and
Alcohol-Free Workplace Policy.

2.10.2. Employee Responsibilities

1. Each employee is responsible for reviewing and complying with the
employer’s Drug- and Alcohol-Free Workplace Policy.
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Each employee is responsible for meeting standards for work
performance and safe on-the-job conduct.

Employees shall not report to work under the influence of alcohol,
illegal drugs, or misused prescription or over-the-counter drugs.

Employees who suspect they may have a substance abuse problem
are encouraged to seek counseling and rehabilitation from the
employers Employee Assistance Program (EAP) provider,
substance abuse professional, or other treatment provider. The
employer’s medical insurance polic provide for payment of
some or all of the treatment costs,

It is the employee’s responsily obligation to determine, by
safely and efficiently
perform his/her job se impairment may

affect job perform

ith the advice of a physician. If an
der the influence of prescription

work duties or immediately after the conviction or
revocatiolMspension. Failure to notify employer will result in
isciplinary action, up to and including termination.

g subject to random drug and/or alcohol testing as provided in this
policy.
Employees must act as responsible representatives of the employer
and as law-abiding citizens. It is every employee’s responsibility to
report violations of this policy to his/her Department Head, Human
Resource Director or immediate supervisor. Such reporting is
critical in preventing serious injuries or damage to the employer’s
property.

Employees who are required fo submit to a drug/alcohol test must
complete and sign a consent form,

Note: Law enforcement employees and applicants for law enforcement
positions are also subject to the Law Enforcement Department’s Drug
Policy.
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2.10.3. Department Head Responsibilities

The department head or his/her designee is responsible for:

1.

2
3.
4

Authorizing the testing of employees.
Coordinating drug and/or alcohol testing.
Requesting completion of a consent form.

Notifying employees of positive test results and their right to a
retest of the same sample.

Implementing disciplinary action
comply with provisions outline

ainst employees who fail to

Ensuring that the d
confidential and gg

nd results are kept
a business need

ment safety-sensitive positions that
and/or alcohol testing.

o enoan foservations that are the basis for the reasonable
SUSpICIOMm

it apply to supervisory personnel.

Employer Responsibilities
Employers are responsible for:
L.

Providing communication and training on this policy to include a
training program to assist supervisors to recognize the conduct and
behavior that gives rise to a reasonable suspicion of drug and/or
alcohol use by employees and how to effectively intervene.

Receiving and maintaining employee drug and alcohol testing
records and files from all sources and assuring that they are kept
confidential.

Making drug and/or alcohol testing and notice forms available.
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Notifying appropriate department heads of positive resuits of drug
and alcohol tests.

Administering the contract with a third party to provide drug and
alcohol testing services.

Overseeing the administration of the employer’s Drug- and
Alcohol-Free Workplace Policy.

Certifying safety-sensitive positions in consultation with the
requesting department head and legal

Notifying department heads of t
for drug and/or alcohol testing.

ees randomly selected

Ensuring the administratio loyment drug testing.

fnd alcohol-related problems. Proactive training and

be sponsored by the employer periodically. Any

ee may voluntarily seck advice, information, and assistance.
pfiidentiality will be maintained consistent with this policy.

mploy®e Assistance and Voluntary Referral

L.

The employer strongly encourages employees who suspect they
have substance abuse problems to voluntarily refer themselves to a
treatment program. A voluntary referral is defined as being one
that occurs prior to any positive test for illegal drugs or alcohol
under this policy and prior to any other violation of this policy,
including a criminal conviction of that individual for a drug- or
alcohol-related offense. A decision to participate in the employee
assistance or other treatment program will not be a protection or
defense from discipline.

Any employee who voluntarily requests assistance in dealing with a
personal drug and/or alcohol problem may do so through a private
treatment program for drug and alcohol problems. An employee
who is being treated for substance abuse in a recognized
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2.10.9. Reasonable Suspicion Testing

rehabilitation program may, if the Americans with Disabilities Act
applies, be entitled to reasonable accommodation so long as the
employee is conforming to the requirements of the program and is
abstaining from the use of controlled substances and/or alcohol.

The cost of the drug or alcohol rehabilitation or treatment program
shall be borne by the employee and/or the employee’s insurance
provider. All information regarding an employee’s participation in
treatment will be held in strict confidence. Only information that is
necessary for the performance of bugdess will be shared by the
employer’s management.

When any supervisor has picion that an employee
may be under the influ 7 rugs, the employee in

g and/or alcohol teSting and shall be
iing, the specific facts, symptoms or
SlS for Such reasonable suspicion.

Qg and/or alcohol testing if there is reasonable
ge employee is in violation of this policy. The

Which constitute a basis for determining reasonable
include, but are not limited to:

Information provided either by reliable and credible sources or
phdependently corroborated.

The first line supervisor or another supervisor/manager
receives information from a reliable and credible source as
determined by the department head that an employee is
violating the employer’s policy.

Direct observation of drug or alcohol use.

The first line supervisor or another supervisor/manager
directly observes an employee using drugs or alcohol while an
employee is on duty.

e. Employee admits using drugs or alcohol prior to reporting to
work or while at work.

f. Drug or alcohol paraphernalia possibly used in connection
with illicit drugs or alcohol found on the employee’s person or
at or near the employee’s work area.
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g. Evidence that the employee has tampered with a previous drug
and/or alcohol test.

5. The following behaviors will also contribute toward reasonable
suspicion and, collectively or independently, on a case-by-case
basis may provide a sufficient reason for requesting a drug and/or
alcohol test:

a. A pattern of abnormal or erratic behavior.

This includes, but is not limited to a single, unexplainable
incident of serious abnormal b jor or a pattern of behavior
which is radically different is normally displayed
by the employee or differing from acceptable
behavior in the workp

toms that could
bloodshot eyes,
W Or poor
displayed by
y asSociated with Common ailments
lems, hay fever, and diabetes.

the employee 0
such as colds, sin

employee undergo drug and/or alcohol testing,
Ahsenteeism and/or tardiness.

If an employee has previously received disciplinary action for
absenteeism and/or tardiness, a continued poor record that
warrants a second or subsequent disciplinary action may, in
combination with other relevant behaviors, result in drug
and/or alcohol testing.

An employee who is required to submit to reasonable
suspicion testing will be provided transportation by the
employcer to the location of the test. After the employee
submits to the test or if the employee refuses to be tested, the
employer will provide transportation for the employee to
his/her home.

2.10.10. Post-Accident Testing

1. Each employee involved in either an OSHA-recordable accident or
the driver of any motor vehicle involved in an accident will be
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tested for drugs and/or alcohol as soon as possible after the
accident, but after any necessary emergency medical attention has
been provided. OSHA-recordable accidents are those accidents that
result in:

a. Death;
b. Days away from work;

¢. Diagnosis by a physician or other licensed health care
professional as a significant injury or illness;

d. Medical treatment other than fir; {reatment;
e. Loss of consciousness; or

f.  Restricted work or trans

Additionally, any acciden
estimated to be valued five hundred doliars
($500.00) will triggedPpomwacci employee may be
suspended with pg est and with or
without pay pepdiie i i employee
who is requirél 0N be provided
transportation by the OWgY test.

: l road debris, or other stationary
pole. Traffic collisions may

In the evq ; e eriously injured that s/he cannot
provide a ¥

st provide necessary authorization, as
eployee’s physical condition allows, to enable the
ig hospital records or other documents that

a release allowing the employer to obtain the test results
such officials.

In the event testing was unable to be performed in a timely manner
due to medical necessary treatment and the medical provider
obtained such tests for the treatment of the employee, the employee
will be required to sign a release allowing the employer to obtain
the test results from such officials.

An employee who is subject to a post-accident test must remain
readily available for testing. An employee who leaves the scene
before the test is administered or who does not make him/herself
readily available may be deemed to have refused to be tested, and
such refusal shall be treated as a positive test.  Further, the
employee, subject to a post-accident test, shall refrain from
consuming alcohol for eight hours following the accident or until
the employee submits to an alcohol test, whichever comes first.
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2.10.11. Safety-Sensitive Positions

1. The employer may conduct pre-employment testing and random
testing for drugs and alcohol for positions identified as safety-
sensitive by the employer. Successfully passing these tests is a
condition of future or continued employment.

2. Safety-sensitive positions mean positions which may, in the normal
course of business:

a. Require the employee to operate he employer’s vehicles or
heavy equipment or private ve company business on a
regular and recurring basis;

Involve job duties whic ormed with inattentiveness,

ot pre-employment drug testing and
random dr8 : The notice will afford an
opportunity I fithin a 20-calendar day period.

fiployer shall be subject to random drug and alcohol testing.

The employer will drug test, at a minimum, 50% of the average
number of employee positions designated as safety-sensitive each
calendar year. The employer will alcohol test, at a minimum, 50%
of the average number of employee positions designated as safety-
sensitive each calendar year. The selection of employees for
random testing shall be on a non-discriminatory basis and made
from a computer-based random number generator or third party
selection provider that is matched with the employee’s payroll
number, Random testing will be unannounced and the dates for
administering the tests will be spread reasonably throughout the
year. Random testing will be performed at any time while the
employee is at work.
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3. An employee selected for random testing shall proceed immediately
to the test site. An employee who engages in conduct which does
not lead to testing as soon as possible after notification may be
considered to have refused to be tested.

4. Employees selected for a random test but absent due to vacation,
sick leave, other leave, or on urgent employer business approved by
their department head will not be notified to take the random test
until the first day they return to work after random selection.
Random selection may result in some loyees being tested more
than once each year; some may not at all,

2.10.13. Return-to-Work Testing/Follow-Uj

agree to follow-updsting as established b
extent and dur of the foflow-up testing

ditions of continued employment with
yee's returning to work. Any such
nt shall be given to the employee

be subject to disciplinary action, up to and including
ermination. An employee who consents to a drug or alcohol test

t#ated as a refusal to submit to a drug or alcohol test.

2. Submission of an altered or adulterated specimen or substitution of
a specimen by a specimen donor will be considered a refusal to
comply with this policy and subject the employee to disciplinary
action, up to and including termination.

2.10.15. Testing Guidelines

1. The employer will test for the following types of substances:
* Marijuana (THC)
s Cocaine, including crack
e Opiates, including heroin, codeine, and morphine
e Amphetamines, including methamphetamines
¢ Phencyclidine (PCP)
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2. In addition to testing for the above substances, CDL holders are
subject to testing for the following substances:
* 6-Acetylmorphine
«  MDMA (Ecstasy)

3. Other drugs may be added to this list. Where applicable, the
employer will follow federal testing procedures for drugs and
alcohol set forth by the Federal Department of Transportation
(DOT) 49 CFR Part 40 and the Federal Motor Carrier Safety
Regulations (FMCSR). These regu s may be amended from
time to time.

2.10.16. Option for Drug Retest
1. No later than 72 hours a

oyee’s sample to release to a second
epartment of Health and Human
the sample to conduct a second

of the test Rsd i Pricd by the laboratory conducting the
analysis.

prspects that an employee or on-site contractor is
Pillegal drugs, alcohol, or contraband in violation of
e employer may scarch employer vehicles, lockers,
desks, and work areas. By entering into or being present at a job
ile on employer time or representing the employer in any
an individual is deemed to have consented to such searches. If
individual is asked to submit to a search and refuses, that
individual will be considered insubordinate and will be escorted off
the job site and disciplined, as appropriate. The employer may
take whatever legal means are necessary to determine whether
alcohol or illegal drugs are located or being used on employer
property. The employer may call upon law enforcement authorities
to conduct an investigation if deemed necessary.

2. Searches will be conducted by management personnel or law
enforcement authorities and may or may not be conducted in the
presence of the person whose work area is searched. Any suspected
contraband will be confiscated and may be turned over to law
enforcement as appropriate.  Any person whose property is
confiscated will be given a receipt for that property by the
employer’s representative conducting the search.
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2.10.18. Discipline Related to Abuse

1. Employees in violation of the provisions of this policy will be
subject to disciplinary action, up to and including termination,

2. An employee may be found to have violated this policy on the basis
of any appropriate evidence including, but not limited to:

a. Direct observation of illegal use of drugs, prohibited use of
alcohol, or possession of illegal drugs or alcohol or related
contraband,

b. Evidence obtained from a mo
a criminal conviction for u
for the use, or being und

W lc citation, an arrest, or
r possession of illegal drugs or
vence, of alcohol on the job;

problems. The treatment program will
ployer’s expense; however, employees may use
applicable insurance coverage. Failure by the
in the recommended treatment program, to

it succesStMy, and/or to complete any continuing care program
bhatl be grounds for immediate termination from employment.

hen an employee is required to undergo treatment under this
policy, the employee may be required to comply with the following
as a condition of continued employment:

a. Monitoring of the treatment program and the employee's
participation by the employer;

b. Submission to return-to-work testing as required under this
policy and continuing follow-up testing as provided in the

Return-to-Work Testing/Follow-Up Testing, section 2.19.12;
and

¢. Any other reasonable condition that the employer deems
necessary to maintain a safe and healthy workplace for all
employees.
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2.11. Prohibition of Workplace Violenc

Lander County Persennel Pelicies

2.10.19, Confidentiality

6. Failure by the employee to enroll in a required treatment program,
to consistently comply with the program requirements, to
successfully complete the program, and/or to complete any
coniinuing care program will be grounds for immediate termination
of employment.

7. Disciplinary action will also be taken for any job performance or
behavior that would otherwise be cause for disciplinary action,

All medical and rehabilitation records 2
disclosed without the prior written ¢
court order, or otherwise as permi
test results may only be discl
medical and substance abu

ential and may not be
ent of the patient, authorizing
te and federal law. Positive
ployee; the appropriale
iders; the employer’s

attorney; an employer rep spond to an alleged
violation of this policy, er who have a
need-to-know of dru of law or
administrative tribu

Policy

hirassment, and/or coercion, which invelve or affect the employer
or which occur on property owned or controlled by the employer or
during the course of the employer’s business. Examples of
workplace violence include, but are not limited to, the following:

a. All threats (including direct, conditional, or veiled) or acts of
violence occurring on premises owned or controlled by the
employer, regardless of the relationship between the
employer and the parties involved in the incident.

b. All threats of any type or acts of violence occurring off the
employer’s premises involving someone who is acting in the
capacity of a representative of the employer.

c. All threats of any type or acts of violence occurring off the
employer’s premises involving an employee of the employer,
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2114,

if the threats or acts affect the legitimate interests of the
employer.

d. Any acts or threats resulting in a criminal conviction of an
employee or agent of the employer or of an individual
performing services for the employer on a confract or
temporary basis which adversely affect the legitimate interests
and goals of the employer.

2. Specific examples of conduct which may be considered threats or

acts of violence include, but are not li d to, the following;

a. Hitting, shoving, or otherwis an individual,

b. Direct, conditional, or v eats of harm directed to an
individual or his/her f: associates, or property;

¢. The intentional ici ction or threat of
destruction of thalh]. property of another

employee;

d. Harassing itf notes,
e.
f. or inappropriate use of firearms,

Bwical or chemical substances, or
while on emp [SgEabugness.

and deter real, potential, or
ployee is required to report
ce or any threat of violence against
manager, elected official, visitor,
other individual.  Supervisory and managerial
itngss or become aware of any acts or threats of
oLy their superior immediately. Every other

tscussing weapons or bringing them to the workplace.

Displaying overt signs of extreme stress, resentment, hostility,
Or anger.

Making intimidating, abusive, or threatening remarks.
Sudden or significant deterioration of performance.
Displaying irrational or inappropriate behavior,

Reports of violence or threatening behavior should be made to the
Human Resources Department, an employee’s immediate
supervisor or manager, or any other supervisory or management
employee. The employer is commitied to ensuring that employees
reporting real or perceived threats in good faith will not be subject
to harassment or retaliation. Nothing in this policy alters any other
reporting obligation established in the employer’s policies or in
state, federal, or other applicable law.

Vielations
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1. Violations of this policy by any employee will lead to disciplinary
action, up to and including termination and/or appropriate legal
action. The employer may also take appropriate disciplinary action
against any employee who intentionally makes a false or malicious
statement about coworkers or others.

2. Actions of law enforcement personnel which are necessary in the
performance of their duties and are consistent with policies or
sound law enforcement procedures shall not be considered to
violate this policy. In addition, actionggeecessary for bona fide self-
defense or protection of employees ployer or of employer

2.11.5. Temporary Restraining Orders

1. The employer may a for protection against

ersell or to another person;
of another person; or
hysical or mental health or safety

would cause a reasonable person to fear that the
e carried ouf, or the act would cause a reasonable
errorized, frightened, intimidated, or harassed.

threat wil
person to f¢

Protection against harassment in the workplace may:

a. Enjointhe alleged harasser from contacting the employer, an
epployee of the employer while performing his/her duties,
fmd any person while the person is present at the employer’s
workplace;

Order the alleged harasser to stay away from the workplace;
and

Order such other relicf as the court deems necessary to protect
the employer, the workplace of the employer, the employer’s
employees while performing their employment duties, and any
other persons who are present at the workplace.

2.12. Employment of Relatives

Pursuant to the provisions of NRS 281.210, no officer or appointing authority of the
employer may employ in any capacity on behalf of the employer any relative of
such person who is within the third degree of consanguinity or affinity. Existing
employees may continue in their current position following the election of their
relative to an appointing authority position.
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In addition, no person shall be employed in a position if such employment would
require supervision by a relative who is within the third degree of consanguinity or
affinity. For purposes of this paragraph, supervision includes second or higher
levels of supervision.

(Example: An employee reports to an immediate supervisor, who reports to a
- division manager, who reports to a department head. The employvee may not be
related within the third degree of consanguinity or affinity to the division manager
or department head.)

2.13. Code of Ethical Standards

The elected and appointed officers and emp
holding public office and/or employment is
demand the highest code of conduct and
policy is to define and establish the st
public officials and employees so
performance of their duties.

of employer recognize that
. To preserve that trust, we
The purpose of this
ct that are required of
al integrity in the

The officers and employe
provisions. This list is not all-inc i basic level of
conduct expected.

»  All elected and Xinai ees will conduct themselves with
honesty and ini\gs 1 erfjorming their duties and
responsibilities.

e  They will act with ca RN se of their employment.

They will treat eve

fis authority to give the direction.
¢ confidentiality.

n addition, consistent with the provisions of NRS 281A.400 and NRS 281.230, the
employer’s officials and employees are required to comply with the following:

« No official or employee shall seek or accept any gift, service, favar,
employment, engagement, perquisite, gratuity, or economic opportunity or
advantage which would tend improperly to influence a reasonable person in
his/her position to depart from the faithful and impartial discharge of his/her
public duties. _
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» No official or employee shall use histher position with the employer to secure
or grant unwarranted privileges, preferences, exemptions, or advantages for
him/herself, any member of his/her household, any business entity in which s/he
has a significant pecuniary interest, or any other person.

e No official or employee shall participate as an agent of government in the
negotiation or execution of a contract between the governmental entity and any
private business in which s/he has a significant pecuniary interest.

* No official or employee shall accept any salary, retainer, augmentation, expense
allowance, or other compensation from any privatgsource for the performance
of his/her duties as an official or employee.

e Jf an official or employee acquires, t
relationships, any information which by

h his/her public duties or
practice is not at the time
uch information to further

¢ No official or employee sh

report or other
document or information b i

fggmation has
whom s/he

* No official or employee shall u ernmental time, property (including
monies or fund ility to benefit his/her personal or
financial interest3

ayy manner, directly or indirectly, receive
Rprofit, or compensation of any kind resulting from
jon jn which the employer is in any way interested

Mcy, except the board or commission of which s/he is a member,
sfhe has not taken part in developing the contract plans or
specifications and s/he will not be personally involved in opening,
considering, or accepting offers.

A public officer or employee, other than an officer or emplovee
described in a. above, may bid on or enter into a contract with a
governmental agency if the contracting process is controlled by
rules of open competitive bidding, the sources of supply are limited,
sthe has not taken part in developing the contract plans or
specifications, and s/he will not be personally involved in opening,
considering, or accepting offers.

Violations of any of the above provisions may result in disciplinary
action, up to and including termination.
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2.14. Political Activity

Empldyees shall not engage in political activity of any kind during working hours.
This includes, but is not limited to: soliciting money, influence, service, or any other
valuable thing to aid, promote, or defeat any political committee or the nomination
or election of any person to public office. Wearing or displaying of apparel,
buttons, insignia, or other items which advocate for or against a political candidate
or a political cause is also an example of prohibited political activity during work
hours. Furthermore, no person shall attempt to coerce, command, or require a
person holding or applying for any position, office employment, including a
citizen requesting service supplied by employer, ce or to give money,
service, or other valuable thing to aid, promote, feat any political committee, or
to aid, promote, or defeat the nomination or e ny person to public office.

while wearing a uniform, name ta i entifying them as a
representative of the employer.

Employees are expressly forbi y igrtuding but
not limited to: interoffice mai i met, or copy
machines to engage in any politic iviPoutdde the appro¥td scope of the
employees’ official duties.

ot conduct®any business related to these activities
pncludes all the items listed in the previous section,

The employee may request unpaid leave.

The maximum duration of paid or unpaid leave time approved will be
twelve calendar  weeks. Employers leave policies addressing
continuation of health insurance, retirement benefits, accrual of
additional feave time, and job and seniority status will be applied in this
situation.

2.15. Solicitation Prohibited
2.15.1; Employee Activities

Distribution of literature by employees in work areas or solicitation by
employees during work time on behalf of any club, society, labor union,
religious organization, political party, philanthropic or similar
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organization, or for any purpose whatsoever is strictly prohibited.
Distribution of information and correspondence related to the
administration of a collective bargaining agreement by officers,
consultants, and business representatives of a recognized employee
organization may be allowed pursuant to the terms of a collective
bargaining agreement.

2.15.2. Non-Employee Activities

Non-employees will not be allowed on the premises for the purpose of
distribution of literature to employees or s tion of employees at any
time whatsoever, except as specifically ided Below.

1. Consultants and business re
organizations are allowed

wves of recognized employee

2. Representatives of e.g., supplemental
insurance or def} proved by the
employer for meet with
employees during ' i i d places or on

employer property be “approved by" the appropriate

Work-related purposes as directed or approved by
hen using employer property and equipment, employees are

edPOrting family members in the employer’s vehicles unless specifically
agorized to do so by their supervisor.

The employer may authorize the examination of lockers, desks, vehicles, and all
other property and spaces owned or controlled by the employer to check for the
presence of any unauthorized material, weapons of any type, or controlled
substances including, but not limited to, alcohol and illegal drugs. Prior notice to
employees that employer-owned property or space is to be searched is not required,
entrance onto or use of employer property is deemed consent. A search may be
conducted either in or outside the employee’s presence.
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2.18. Phone Policy

The employer’s policy covers phone usage while at work, including the use of cell
phones while operating motor vehicles.

2.18.1. Sheriff’s Office Provision

This policy does not apply to employees of the sheriff’s office. The
Sheriff will enact and maintain such policy. Refer to departmental
policy or applicable collective bargaining agreement.

2.18.2. Personal Calls & Texts

1. Personal phone calls, messages
and other features of your
equipment, are restricted t
obvious emergency situgdi rsonal communication

Lany Employer-
nsiness reasons.

exting, audio/video recording,
Il phone or the employer’s

to obtain prior authd
required to notify the

from" a supervisor, the employee is
isor as soon as is practicable. The
the reason for the call and, if
ationy of this policy may result in

e operating a motor vehicle on a highway:

a. Manually type or enter text into a cellular telephone or other
handheld wireless communications device, or send or read data
using any such device to access or search the Internet or to
engage in non-voice communications with another person,
including, without limitation, texting, electronic messaging and
instant messaging.

b. Use a cellular telephone or other handheld wireless
communications device to engage in voice communications
with another person, unless the device is used with an accessory
which allows the person to communicate without using his or
her hands, other than to activate, deactivate or initiate a feature
or function on the device.
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4. Employees shall safely pull off the road and safely stop before
placing or accepting calls, texting, checking and responding to
messages, or using hands-free operations/devices.

5. This policy does not include passenger use of cell phones.

6. This prohibition is in effect regardless if the cell phone is issued by
the employer or is privately owned by the employee.

7. Exceptions to this rule are:

a. Legitimate use of cell phones b
specific reasons as establishe
NRS 484B, section 1. For
and EMT departments
phones only in direct

ific departments and for
eaclt department and under
le the police, fire, ambulance,
vehicles while using cell
ergency calls, but must

b. A person wh rgency, a safety
i i ing assistance
relating téa or criminal

activity.

The employer requires employees to ‘use information technology
(computer systems, telecommunication and other devices, and electronic
information/communication) responsibly and in a manner which is not
detrimental to the mission and purpose of employer. To maintain a level
of professionalism, any publication through any means (electronic or
otherwise} which is potentially adverse to the operation, morale, or
efficiency of employer will be deemed a violation of this policy.

The Sheriff may enact additional restrictions, requirements and
limitations in addition to any such restrictions, requirements and
limitations in this policy. Additionally, through sheriff’s office policy,
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2.19.3. Use

the Sheriff may exclude any restriction, requirement or limitation of this
policy that is specifically allowed by law.

2,19.2, Privacy

Employees should not expect privacy with respect to any of their
activities when using the employer’s computer and/or electronic and
telecommunication property, systems, or services. Use of passwords or
account numbers by employees does not crgate a reasonable expectation
of privacy and confidentiality of infi being maintained or
transmitted. The employer reserves right to review, retrieve, read,
and disclose any files, messages,
sent, received, or stored on th computer systems and/or
equipment. The employer’s g i o called monitoring, is
for the purpose of ensurj 1 tection of business
records, preventing unl and/or inappropriate uct, and creating
and maintaining a pr ive worksgnvironment.

1. ware and software, including, but

not li or ipnstant messaging “IM™) and
access voice mail, pagers, smart
phones s) and faxes, belong to the

tded for business use. Very limited
for personal, non-business purposes

involve any prohibited uses; or

Does not reference employer or themselves as an employee
hout prior approval. This includes, but is not limited to:

i.  Text which identifies employer.

ii. Photos which display employer logos, patches,
badges, or other identifying symbols of employer.

iit. Information of events which occurs involving
employer without prior approval.

iv. Any other material, text, audio, video, photograph, or
image which would identify employer.

2. Employees loading, importing, or downloading files from sources
outside the employer’s system, including files from the Internet,
World Wide Web, social media sites, and any computer disk, must
ensure the files and disks are scanned with the employer’s current
virus detection software before installation and execution.
Compliance to copyright or trademark laws prior to downloading
files or software must be adhered to explicitly.
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3. Employees may use information technology, including the Internet,
World Wide Web, and social media sites during work hours on job-
related matters to gather and disseminate information, maintain
their currency in a field of knowledge, participate in professional
associations, and communicate with colleagues in other
organizations regarding business issues.

4. An employee’s use of the employer’s computer systems,
telecommunication equipment and systems, and other devices or
the employee’s use of personally-owng electronic devices to gain
access o employer’s files or work-related materials

2.19.4. Prohibited Use

Prohibited use includes, bu

1. Sending, receiv images that a
“reasonable p disruptive,
harassing, threat ry, pornographic,
indicative of illega - any that contain belittling

based on race, color, religion, age,
tation, national origin, ancestry,
artgership, genetic information,

, advertising, “clubs,” or other periodic
ot necessary for the performance of the employee’s

Mo, or storing solicitations on behalf of any club,
ropic or similar organization.

ending, receiving, or storing union-related solicitations.

REETing in political activities including, but not limited to,
sgicitation or fund raising.

Engaging in religious activities including, but not limited to,
proselytizing or soliciting contributions.

Conducting outside employment in any manner,
Engaging in illegal, fraudulent, defamatory, or malicious conduct.

. Writing or participating in blogs that injure, disparage, and/or
defame the employer, members of the public, and/or its employees’
reputations by name or implication.

1. Downloading, uploading, or otherwise transmitting without
authorization:
a. Confidential or proprietary information or material
b. Copyrighted material
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2.20. Social Networking Policy
2.20.1. Policy

L.ander County Persennel Policies

12.
13.

14.

15.

16.

17.

c. Illegal information or material
d. Sexually explicit material

Obtaining unauthorized access to other systems.

Using another person’s password or account number without
explicit authorization by the employer.

Improperly accessing, reading, copying, misappropriating, altering,
misusing, or intentionally destroying the information/files of the
employer and other users.

Loading unauthorized software
licensed by the employer.

are not purchased or

Breaching or attempting
otherwise maliciously
electronic systems i

y security systems or
of the employer’s
introducing viruses.

Using the empl i i personal, non-
business purp, imi tal way.

R er-authorized social networking and personal social
Ricy applies to all board members, management, and

gdition to any such restrictions, requirements and

(Biations in this policy. Additionally, through sheriff*s office policy,

i [gmay exclude any restriction, requirement or limitation of this
e furtherance of justice.

eneral Provisions

Blogging or other forms of social media or technology include, but are
not limited, to video or wiki posting, sites such as Facebook and Twitter,
chat rooms, personal blogs, or other similar forms of online journals,
diaries, or personal newsletters not affiliated with the employer.

Unless specifically instructed, employees are not authorized and,
therefore, restricted to speak on behalf of the employer. Employees are
expected to protect the privacy of the employer and its employees,
Employees are prohibited from disclosing personal employee and non-
employee information and any other proprietary and non-public
information to which employees have access.

2.20.3. Employer Monitoring
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Employees are cautioned that they should have no expectation of privacy
while using the Internet, employer equipment or facilities for any
purpose, including authorized blogging. Employee’s posting can be
viewed by anyone, including the employer. The employer reserves the
right to monitor comments or discussions about the employer or its
employees posted on the Internet by anyone, including employees and
non-employees. The employer may use search tools and software to
monitor forums such as blogs and other types of personal journals,
diaries, personal and business discussion forums, and social networking
sites.

The employer reserves the right to
monitor, review, or block content
employer’s blogging rules, guid

content management tools to
oyer blogs that violate the

2.20.4. Reporting Violations

The employer requestggfd strongly urges em

es 0 report any
violations or possigor perceyed violations i

irg immediate

ervices, promote and raise awareness of the employer culture; search
or potential new equipment and training tools, communicate with other
employees, customers, and interested parties; issue or respond to
breaking news or negative publicity; and discuss business-specific
activities-and events.

When social networking, blogging, or using other forms of web-based
forums, the employer must ensure that use of these communication paths
maintain integrity and reputdtion while minimizing actual or potential
legal risks, whether used inside or outside the workplace.

2.20.7. Rules and Guidelines

The following rules and guidelines apply to social networking and
blogging when authorized by the employer. The rules and guidelines
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apply to all employer-related blogs and social networking entries,
including employer subsidiaries or affiliates.

Only authorized employees can prepare and modify content for the
employer’s blog and/or the social networking entries located on any
employer-related website. Content must be relevant, add value, and
meet at least one of the specified goals or purposes developed by the
employer. If uncertain about any information, material, or conversation,
employee will contact immediate supervisor, manager, human resources,
or Executive Director to discuss the content

All employees must identify themselv
when posting comments or respon
social networking site.

empYoyees of the employer
the employer’s blog and/or

Any copyrighted informationgwh nt information has not
been obtained in advance ¢ s blog
All employees of the i ing all blogging

and social networki 1 1 i er’s written

meet the rules and guide
offensive. Removal of such

is policy or that fnhay be illegal or
t will be done without permission of

o abide by all rules and
reserves the right to remove,
without advarRg ermissifn, all guest bloggers’ content
¢ employer also reserves the right

e bllShll‘lg and self-expression. However, emplovees are expected to
e ryles and guidelines as set forth in this policy to provide a

he employer respects the right of employees to use blogs and social
etworking sites as a medium of self-expression and public conversation
and does not discriminate against employees who use these media for
personal interests and affiliations or other lawful purposes.

Bloggers and commenters are personally responsible for their
commentary on blogs and social networking sites. Bloggers and
commenters can be held personally liable for commentary that is
cansidered defamatory, obscene, proprietary, or libelous by any offended
party; not just the employer.

Employees cannot use employer equipment, including computers,
licensed software or other electronic equipment, nor facilities or on-duty
time to conduct personal blogging or social networking activities.
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Employees cannot use blogs or social networking sites to harass,
threaten, discriminate, or disparage against employees or anyone
associated with or doing business with the employer.

If employee chooses to identify him/herself as an employer employee,
please note that some readers may view him/her as a spokesperson for the
employer. Because of this possibility, employee is required to state that
his/her views expressed in the blog and/or social networking area is
employee’s own and not those of the employer or of any person or
organization affiliated or doing business wit

Employees cannot post on personal
trademark, or logo of the employer

gs orvother sites the name,
business with a connection to
er-privileged information,
including copyrighted informatio issued documents.

blogs or social networking sites any
mployer products, nor use the

any other public news source about
employer business, employees are
vritten approval from the immediate supervisor,
g¥er, human restqeegs, or Executive Director prior to responding,
o the details gPthe request and who requested the information.

worlplace and to promoting the health and well-being of its
employees. As required by NRS 202.2483 (Nevada Clean Indoor
Act) and also motivated by the employer’s desire to provide a
healthy work environment for all employees, the use of tobacco
products 1s prohibited within any building owned, leased,
contracted for and utilized by the employer. This prohibition
extends to anywhere within work areas, restrooms, hallways,
employee lounges, cafeterias, conference and meeting rooms,
lobbies, and reception areas. The employer may designate an
outdoor smoking area for its employees. The employer shall not
allow the use of tobacco products during staff and training
meetings. Further, the employer bans smoking and the use of
tobacco products in all vehicles it owns or uses.
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2.22. Outside Employment
2.22.1. Policy

In order to maintain a work force that is fit and available to provide
proper services and carry out functions of the employer, employees are
prohibited from engaging in outside employment which presents real or
potential conflict with or negatively impacts their employment with the
employer.

2.22.2. Conflicting Employment

-Qutside employment may be classified
interests if it:

confict with the emplayer’s

1. Interferes with or negativel mployee’s ability to
perform his/her assigneda

wemployee to schedule time off at specific times that
pould disrupt the operation of the employer.

SFcs employment with a firm that has contracts or docs
@iness with the employer. Exceptions to this policy have been
identified in Section 2.12., Items 10.a. and b., Code of Ethical
Standards.

Procedure

1. Each employee will determine whether s/he believes the proposed
outstde employment may conflict with his/her employment with the
employer.

2. An employee must notify his/her supervisor or manager of the
outside employment if such outside employment may be reasonably
perceived to be in conflict with his‘her employment, or if the
employee is unsure about a perceived conflict.

3. Inorder to determine if there is a conflict with the employee’s
duties, the supervisor or manager may request information, such as:
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The outside employer’s name;
Hours of proposed employment;

Job location; and

e o o p

Duties to be performed. If the supervisor or manager turns
down the request, the employee may request and the employer
will grant a review by another person at a management level.

4. Ifthers is a contlict with the employee’s employment, the
supervisor or manager will inform the gmployee, in writing, that the
outside employment is not allowed y placed in the
employee’s personnel file.

5. The supervisor or manager wj uman Resources Director

of conflicts or perceived ¢

employment.

6. The employee mus ent if s’he
wishes to remat

7. Employees 1s prohibited
by this policy are su

termination,

whether attire or grooming is appropriate should
is’her supervisor or manager.

D gyees working in office areas should dress professionally.

Ected official or department head with jurisdiction over that work
area,

For those employees who do not have direct contact with the
public, dress should still be neat and clean and pose no safety
hazard to themselves ar others.

Under no circumstances may employees wear halter tops, strapless
tops, spaghetti straps, tank tops, cropped tops, clothing with
offensive wording (sexually-related references or foul language) or
that promotes the use of illegal drugs, clothing that shows
undergarments (sheer), torn clothing, clothing with holes in it, or
tight-fitting, revealing, or oversized clothing. All clothing must be
clean, neat, and fit properly. Safe, neat, and clean shoes should be
worn at all times.
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5. For all employees, professional appearance means that the
employer expects employees to maintain good hygiene and
grooming while working. Facial hair is permitted as long as it is
neat and well trimmed. Rings through the nose, eyebrow, tongue,
or body parts other than the ear lobe that are visible to the public
may not be worn while working. All tattoos must be small in size
or covered at all times and may not be offensive in nature (sexually-
related references, foul language, and the promotion of illegal drugs
is prohibited). Employees are expected to be conservative in the

his/her dress for bona fide le
supervisor or manager to
appearance guidelines.

ception to the personal
constitute an undue

accommodate such
requests.

2.23.2. Enforcement

1. All employees sho " es of neatness,
Provocative clothing is prohibited.
determine appropriate dress at all

e feels aggrieved by the personal appearance
wwne may use the dispute resolution process provided in
be employer’s personnel policies.

Prové#ions of policies and procedures of the Sheriff’'s Office may
provide additional restrictions or conditions for personal appearance

and will remain in effect as they are currently written or as they may be
modified.

dren in the Workplace

To avoid disruptions to the employee and coworkers, potential distractions in
serving members of the community and to reduce personal and property liability,
employees are forbidden to bring children to the workplace. This policy is intended
to address the presence of children while the employee is on duty and does not
include official functions or activities promoted by employer.,

Supervisors may use discretion in granting a temporary exception to this rule to
accommodate the employee. If an exception is granted, it is the responsibility of the
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employee to supervise and control the movements of the child. It is not acceptable
to request an accommodation to bring sick children into the workplace.

2.25. Reporting Convictions
2.25.1. Policy

All employees are required to immediately report convictions, guilty or
nolo contendere plea, or deferred adjudications for felony,
misdemeanor (excluding juvenile adjudication) or any lesser crime
other than a minor traffic infracti Convictions shall not
antomatically impact the employees’ oyment.

The employer will make an asse, the effect of the conviction

iff’s Office may
i onvictions
as they are
currently written or as t

2.26. Whistleblower Prgtection
2,.26.1. Purpose

The purpose 3 whistleblower protection™ for
employees of improper governmenial action,
. per NRS 281.61

A gfoss waste of public money.

iing an Appeal (Required to be adopted by Ordinance per NRS
281.645)

An officer or employee who claims that a reprisal or retaliatory action
was taken against the officer or employee for disclosing information
concerning improper governmental action as defined above may file a
written appeal with the human resources manager or appropriate
authority.

“Reprisal or retaliatory action” includes:

e The denial of adequate personnel to perform duties,
s Frequent replacement of members of the staff;
. ¢ Frequent and undesirable changes in the office location;
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Refusal to assign meaningful work;

Issuance of letters of reprimand or evaluations of poor performance;,
Demotion;

» Reduction in pay;

Denial of a promotion;

¢ Suspension;

» Dismissal;

¢ Transfer;

e Frequent changes in working hours or wg
¢ If the employee is licensed or certifi
board, the filing with that board, b
complaint concerning the emplo

. » &

Y oW occupational licensing
n behalf of the employer, of a
action is taken in whole or
e disclosed information

after the date the alle i i lace. The
reprisal or retaliat

improper governmental acti appeal must be filed with the human
uthority on a form provided by the

e, hearing officers shall be appointed by the
gfic board upon the recommendation of the
. The qualifications of the hearing officers require a
'atlon of educatlon and experience in resolving disputes,
Issues through the mterpretatmn of statutes, rules or

ippeal Hearings

A hearing officer may reject an appeal form that is incomplete or
otherwise insufficient to commence an appeal.

When an officer or employee alleging reprisal or retaliatory action
requests an appeal hearing, s/he may represent themselves at the hearing
or be represented by an attorney or other person of the employee’s or
officer’s choosing. All testimony given at the hearing is under oath. The
officer or employee alleging reprisal or retaliatory action presents his/her
case first and must establish:

¢ That the officer or employee was an officer or employee on the date of
the alleged reprisal or retaliatory action;

» That the officer or employee disclosed information concerning
improper governmental action; and
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¢ The alleged reprisal or retaliatory action was taken against him/her
within two ycars after the date s/he disclosed the information
concerning improper governmental action.

The employer then presents its case and must show that the employer
did not engage in the alleged reprisal or retaliatory action, or that the
action was taken for legitimate business purposes and was not the result
of the disclosure of information regarding improper governmental action
by the officer or employee. The employee or officer making the
allegation must then show that the stated budlness purpose for the action
was a pretext for the reprisal or retaliato

If the hearing officer finds that ion taken was a reprisal or

An officer or employ: e ar atlempt to
use the officer’s 1fluence to
intimidate, threaten, r attempt to
intimidate, threaten, coerc and, or influence another officer or

with or prevent the disclosure of
ernmental action. The provisions

he pfpose of this policy is to define the telecommuting program of the
pmployer and the guidelines under which it will operate.

Telecommuting is defined as working at an alternate worksite that is
away from the main or primary worksite typically used by the employer.
Telecommuting is a mutually agreed upon alternative work location
between the telecommuting employee and employer.

Telecommunicating is not an employee benefit, but rather a work
alternative based upeon the job content, satisfactory work performance,
and work requirements of the department and employer.

2.27.2. Scope

The policy applies to all employees, supervisors, and managers who are
approved to telecommute as a work alternative. All supervisors,
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2.27.3.

2.27.4.

2.27.5.

managers, and department heads must be familiar with the contents of
this policy.

Requesting Permission to Telecommute

An employee who wishes to request a telecommuting arrangement shall
submit a written request for approval to his/her supervisor. The form
shall be approved by the appropriate department head before employee
may telecommute.

Employee Rights and Responsibilities

to in the individual
ployee, employee rights and
ing in telecommuting. An

Except as specified in this policy
telecommuting agreement signed by

No benefits provided abridged by the
implementation of
telecommuting i

rand accomplishments for the
ods of planning and menitoring the
supervisor, department head, and/or

esponsible for providing an appropriate workspace,
ing all necessary equipment to perform their normal job functions
hepise stated in the written agreement. Equipment supplied by

15 to be used for business purposes only. Any additional
1] burden resulting from the telecommuting arrangement is solely

he responsibility of the employee.

Telecommuting is not intended to serve as a substitute for child or adult
care. If children or adults, in need of primary care, are in the alternate
work location during employees® work hours, some other individual must
be present to provide care.

Employer Rights and Responsibilities

Participation in a telecommuting agreement is at the sole discretion of the
employer. [Except as specified in this policy or agreed to in the
individual telecommuting agreement, employer rights are not affected by
an employee’s participation in telecommuting.

The employer will determine the methods of planning, monitoring,
receiving, and reporting the employee’s activity and accomplishment.
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Employer must manage the work of employees in their area of
responsibility and assure that employees receive the assistance they need
to accomplish their responsibilities.

The employees will be given as much advance notice as possible if they
will be needed in the office on the regularly scheduled telecommute day.

Each telecommuting agreement will be discussed and renewed at least
annually, or whenever there is a major job change. Because
telecommuting is selected as a feasible work option based on a
combination of job characteristics, employ, formance, and employer
needs, a change in any one of these eleggfits ma¥ require a review of the
telecommuting agreement.

Employer may, upon requesglf1 e employee’s alternate
workspace for safety and wor

ment, as dftermined by employer, provides cause
ge termination of the employee’s telecommuting

ommuting request is based upon employer and
ents as determined by employer. Employees

peasonable Accommodation Checklist
mplovee Request for Accommeodation
% Accommodation Request--Employee Release
FDA Accommodation Request--Health Care Provider Information
ADA Accommodation Approval Letter
ADA Accommodation Denial Letter
s  Documentation for Reasonable Suspicion Drug/Alcohol Testing
o Alcohol Test Informed Consent: Applicants
e  Drug/Alcohol Test Informed Conseni: Current Employees
»  Drug Test Informed Consent: Applicants
Investigation Checklist
» Investigation Interview Format
» Investization Report Template
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» Nevada Consanguinity/Affinity Chart
= Notice — Designation of Equal Employment Opportunity Officer

« Reqguest for Hearing Under the provisions of NRS 281-645 {(“Whistleblower
Law”

s Sugpested Steps for Reasonable Suspicion Drug-Alcohol Testing

¢ Telecommuting Regquest Form
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3. EMPLOYMENT

THIS SECTION COVERS HIRING FOR REGULAR FULL AND PART-TIME
POSITIONS, AND FOR CASUAL/TEMPORARY/SEASONAL POSITIONS.

3.1. Sheriff's Office Provision

This policy does not apply to employees of the sheriff’s office. The Sheriff will
enact and maintain such policy. Refer to departgtal policy or applicable
collective bargaining agreement.

3.2. Scope

It is recognized that the role of the dep
that utilizing the subject matter expertj
ensure the selection of the most ap
Therefore, the employer will i
examination, and selection pr

the hiring process and
department will help

3.3. Source of Applicant

no eligible list ex\EMEe itiate a recruitment (open or
promotional) to create q
considered for open pos}
open recruitments, the po

pplicants are considered. For
ent will be posted internally and

consideration of applicants to qualified employees
a single department of the employer

gflified employees currently working within the
gtional). Departmental/promotional recruitments
regular or introductory status who have completed
2. Employer-wide/promotional recruitments are limited
gductory employees of the employer with at least six months of

at type of recruitment to initiate, the employer will consider such
e impact of the decision on the employer’s efforts to have a workforce
presentative of:

factors d
which i

g¥ local population;

I'e qualifications and level of responsibility required by the position;

The extent to which the knowledge and skills required for the position can

readily be acquired on the job;

4. The qualifications of employees potentially available for placement on a
promotional list;

5. The effects on retention of present employees; and

6. The likelihood of attracting well-qualified outside applicants.

After an employer has determined how they will announce the vacancy, they will
develop a recruitment plan by determining the applicant pool they wish to target and
in what geographic region they will advertise; determining what types of media
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\
C {e.g., internet, newspapers, trade journals) will be used to advertise and ensuring
. outreach efforts reach diverse applicant groups.

3.4. Job Announcements

Prior to initiating recruitment, the employer should wverify the essential job
functions; identify knowledge, skills, and abilities needed, and determine what
education, experience, and credentials will provide the desired knowledge, skills,
and abilities.

3.4.1. Open Recruitments

The employer will announce all va;
announcement may be for the pu
establish an eligible list for one |
Position vacancies will be p
interested individuals to portunities and to
encourage qualified a i ounds to apply.

tes for regular positions. An
lling a single vacancy or to
ies in the same job class.

Courthouse and in normally subjecYgP public notice

ly include:

s of the vacancy;

ed, including the essential job

rred qualifications, including

at the employer is an Equal Employment
EO) employer, and Americans with Disabilities

examingon and participate in an interview held during their scheduled
e. Casual (intermittent) workers will not be paid for time taken
o participate in an examination or interview.

'Promotional Recruitments

Notice of promotional recruitments will be posted in the employer’s
work locations as appropriate. When an eligible list is to be established
as a result of a promotional recruitment and used to fill more than the
current vacancy, the announcement will state the time period during
which the list will be used and state that only the most appropriately
qualified applicants will be placed on the list. The announcement will
include the criteria outlined above in sub-section 3.3.1, items 1-6.

Regular employees will be released from work, on paid status, to take a
promotional examination and participate in an interview held during their
. scheduled work time. Casual/temporary/seasonal workers will not be
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paid for time taken to participate in a promotional examination or
interview,

3.5. General Requirements for Filing of Applications
3.5.1. Application Forms

Applications for employment must be made in writing on prescribed
forms. Applicants must complete a separate application form for each
vacancy unless the job announcement indicates otherwise. The
employer may also require resum supplemental
questionnaires, and other evidence of aining, experience, or
other lawful requirements, incl licenses and certifications.
Applications submitted become t the employer.

3.5.2. Signatures

Applications must be sig
acceptable.

applicant. tronic signature is

3.6.  Application Filing Periods

Recruitment announcements will speci
must be received bysghe date specified. T

apphcatlon filing period. Applications
g perlod may end ona specific date

department manageme Cey icient applications have been
received.

Job announcement may be closed at any
cfiined by the employer.

does not indicate the applicant possesses the qualifications
e position.

Bplication is not fully and/or truthfully completed.

Applicant has prior convictions that relate to the position for which s/he is
g considered. Prior conviction shall not automatically disqualify an
pplicant from employment; however, an applicant’s prior conviction of a
crime may be considered in the employment decision. An applicant may be
denied employment if s/he is convicted of a crime which relates to the position
sought. The employer will consider job-related misdemeanor convictions, but
such convictions shall not constitute a sole basis fm disqualification from

employment.

4. The applicant has been discharged from or resigned in lieu of dismissal from
any prior employment for any cause which would constitute a reason for
dismissal from employment with the employer.

5. The applicant does not appear at the time and place designated for an
examination or interview.
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6. The applicant is a former employee of the employer who, absent a compelling
reason, quit without notice.

7. Applicant’s failure to possess a valid Nevada State Driver License,
professional or trade license, certificate, permit, etc as may be required for the
position. If a prospective applicant for a position cannot obtain any required
license, certificate, permit, or certification required for the job, s/he will not be
given any further employment consideration. Any job offer, offer of
promotion, or offer of transfer previously made will be withdrawn.

8. The applicant is a former employee whose performance evaluations indicated
below acceptable performance and/or be problems, such as
insubordination, leave abuse, or excessive targifess.

9.  The applicant has a documented history of; ce in the workplace.

3.8. Limitation of Applicant Pool to Most

The employer may determine at any
applicants who are deemed most g
to be considered.

cess that only those

fied for the vacancy be led will continue

3.9. Examination Process

3.9.1.  Administration of Examinatio

are not limited to, the knowledge, ability, skill,
and mental fitness, and job-related personal

uitability of applicants to perform the job duties and responsibilities of
he position. Examinations may include any or a combination of the
following selection techniques:

1. Evaluation of employment applications;

Assessment of experience, training, and/or education;
Written tests;

Personal and group intervicws;

Performance tests;

Physical ability tests;

Evaluation of work performance and work samples;

I I

Medical and psychological evaluations; and
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9. Other assessment methods as deemed appropriate for the
class/position.

Certificates of one or more medical and psychological practitioners,
references, background investigations, and fingerprint checks may be a
part of any selection process if such are deemed relevant to the specific
Jjob requirements by the employer.

3.9.4. Minimum Standards

In any examination, the employer ma;
competitive components and may establi
for each component and/or the examin

include qualifying and/or
um standards or scores

3.10. Eligible Lists

The employer may maintain ehglble isti names of applicants
eligible for hire based on the rec . i rally used to fill a
single position, eligible lists ma iti ns which occur
within six months of the est i i expiration

date, whichever occurs first,

to respond within an allotted time
period to instructioNg in an examination or selection
interview mailed to t/RA e icant, applicant who refuses an
offer of employment v e gible list unless the specific
circumstances of the refu¥g 3 N | etermined by the employer.

311

qualified applicant for the position will reduce
: ith training, and improve the effectiveness of

do the job.

qualified

Prior to @¥nducting an employment interview, managers should:

Create job-related questions to ask each applicant to help ensure consistency.

Ask open-ended, job-related questions about past work experiences to

identify skills and strengths.

3. Prepare a Applicant Interview Evaluation Form to measure sirengths and
weaknesses.

4. Convene an interview team of approximately three members who are

representative of both genders and ethnically diverse.

Each applicant applying for the same position should be asked the same, job-related
questions on the question guide and rated using the same evaluation form. The
evaluation form will help the evaluator measure the extent to which each applicant
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possesses the necessary knowledge, skills, and abilities required for the position.
Whenever necessary, ask follow-up questions to clarify the response of the
applicant. Avoid asking questions which are unlawful or on inappropriate subjects.
Refer all panelists to the reference guides Prohibited Topics: “Questions Which
Cannot Be Asked” and the “Potential Rating Errors and Problems” for review prior
to the actual interview.

3.12. Selection

Employment decisions must be based solely on meri
federal, state, and local laws and regulations em
influenced by race, color, religion, age, gen
national origin, ancestry, disability, veteran
information, gender identity or expressioi
the Nevada National Guard. The hiri ate responsibility for
selection of the applicant for hire; h to consideration the
input of the other members of the j i . ource Director is

onsistent with applicable
decisions may not be
regnancy, sexual orientation,
mestic partnership, genetic

experience, certification, licerfSe,
the basis of their decision to select
qualified and the best fit for the positio Human Resource Director should also
document why the selected. The Applicant Interview
Evaluation Form is hiring authority will submit the
documentation regardi
Resource Director of the

3.13.

er any admTnistrative error regarding the process of
111 correct the error at any time during the duration
shall affect an appointment.

Acquiring References

Reference and background checks are conducted to assist the employer
in assessing an applicant’s fitness for employment with the employer.
Only those employees designated by the hiring authority may acquire
employment references. Any authorized employee of the employer who
attemnpts to acquire reference information on an applicant must comply
with the following:

1. Obtain an employer employment application that is signed and
dated by the applicant. The applicant must have completed all
relevant sections of the application.
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2. Obtain authorization from the applicant by means of his/her
signature directly on the application and/or separate release form
for the release of information from former employers, military,
educational institutions, other institutions, personal references, and
other individuals listed on the application. Authorization for
release of such information by the applicant shall include a release
from liability of any company, institution, or individual providing
such information. If an applicant refuses to sign such a release, s/he
will be eliminated from further consideration for employment with
the employer.

3. Inform the applicant that
background/reference check
suitability for employme
other references,
professional associat

employer will conduct a
evaluating the applicant’s
tacting employment and

inatory.  Questi ated to an
skills, producy®n, timeliness,
o wolk with others are examples of
iscriminatory or non-work related
ital status, disabilities, age, and

applicant’s traini
quality of work, an
appropriate  inquiries.

gs such as family

ontrolled substance test results, and refusals to be
eceding two years from date of application which

work performance, knowledge, skills, and abilities
elated to the essential functions of the position.

fately document the conversation and record refusals to
Bvide information.

7. Maintain strict confidentiality of all background/reference
information. Only employees, supervisors, or management officials
of the employer who have a demonstrable work-related need-to-
know should be accorded access to such information.

.14.2, Providing References

All requests for employment information shall be referred to the hiring
authority.  Only those personnel designated by the employer are
authorized to release employment information to third parties.

The employer has a neutral reference policy as well as a confidential
information policy. Only the following personnel information and
employment records that the employer maintains concerning current and
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former employees shall be provided upon request to the Human
Resources Director:

1. Name

2. Class/Job Title

3. Dates of Employment
4, Salary

5

inated for violent actions in
ted dangerous behavior
only after consuitation with

Information regarding an employee te
the workplace or who may have d
in the workplace will be provj
employer’s legal counsel.

6. Employment information incidents regarding the
e of the employer’s
loyers, including,

icipality or city

employees may be
but not limited t

emplovers, o employer
where the emplo sconduct, and
potential for violence issues. Exampl@s include, but are

olve public safety, entrustment for the

good faith in disclosing or refusing to disclose
Wformation, and his/her employer are immune from liability for

Frk environment and, as a result, will conduct pre-employment background
s of applicants and current employees as necessary. If these background
ecks are conducted by external third parties (also called “consumer reporting
agencies”), they will be governed by relevant provisions of the Fair Credit
Reporting Act (FCRA) and the Fair and Accurate Credit Transactions Act (FACT).
FCRA and FACT cover background checks and other investigations for prospective
employees, and current employees in certain situations, such as a promotion to
positions requiring additional information. FCRA and FACT specifically exclude
misconduct investigations, such as unlawful harassment charges.

3.15.1. Reports
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The types of reports that may be requested from consumer reporting
agencies under this policy include, but are not limited to: credit reports,
criminal records checks, court records checks, driving records, and/or
summaries of educational and employment records and histories. These
reports or checks are also called “consumer reports.” The information
contained in these reports may be obtained by a consumer reporting
agency from public record sources or through personal interviews with
the applicant’s or employee’s coworkers, neighbors, friends, associates,
current or former employers, or other personal acquaintances. These are
sometimes referred to as “investigativ sumer reports.”  Any
information contained in such reports e taken into consideration in
evaluating an applicant’s or empl suitability for employment,
promotion, reassignment, or reteng

3.15.2. Requirements

In order to meet the requyj ive the date of this

lete a notice
d investigative
event of an external third party
es will be required to complete a
c:oncernmcr consumer and

and authorization
consumer reports.

crse action requirements will be followed;

Any additional investigative consumer report disclosures, if
gfhplicable, have or will be issued within three days; and

Upon request from the applicant or employee, the employer
will comply with applicable additional disclosure requests
including, but not limited to, information as to the nature and
scope of an investigative consumer report.

The employer will provide a copy of the consumer report and a
summary of the individual’s rights under the FCRA to the applicant
or employee prior to making a final adverse or negative
employment decision that, in whole or in part, is influenced by a
consumer report or an investigative consumer report.

4. After the employer has complied with item 3 above and waited a
“reasonable” period of time, the employer may take the adverse or
negative action. After taking such action, the employer must
provide to the applicant or employee a notice of adverse action
which also contains the following:
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3.16. Offers of Employment
3.16.1. Job Offer Letters

Lander County Personnel Policies

The name, address, and telephone number of the consumer
reporting agency;

A statement that the consumer reporting agency did not make
the adverse action decisions and will be unable to inform the

applicant or employee of the specific reason(s) for the adverse
action;

A statement that the applicant or employee is entitled to obtain
an additional free copy of the “consumer report™; and

A statement that the applicant
dispute the accuracy or comp
report.

employee has a right to
any information in the

After an applicant has @R promotion, the
hiring authority wi who will

consid .

d check” if non-medical checks are
iminal, DMV, consumer reporting,

offer letter” once all applicable non-medical and
gnd exams have been passed; this letter will include
gfons of employment.

etters being extended, the hiring authority may
gant by telephone to determine whether there is

Bucd interest in employment and to indicate that a request to hire has

but must state that only a notification in writing can be
an official job offer.

All non-medical checks must be completed before applicant is
kubject to medical exams.

Pre-employment Drug Screening for Safefy-Sensitive Positions

1. The employer may require successful applicants for safety-
sensitive positions to consent 1o a pre-employment drug screen.
The employer will advise the applicant that the presence of onc or
more drug metabolites may be cause for rejection from further
consideration for employment, and that offers of employment are
contingent upon a negative drug test result. The applicant may be
asked to authorize the employer, as a condition of employment, to
conduct through the employer’s designated laboratory testing
facility, a drug screen test. Refusal to authorize and participate in a
drug screen shall eliminate the applicant from further consideration
for the position.
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2. The employer may direct applicants to an appropriate collection
facility. The drug test must be undertaken as soon after notification
as possible, and in no circumstances later than 48 hours after notice
to the applicant.

3. The employer will advise applicants of the opportunity to submit
medical documentation to support a legitimate use for a specific
drug.  Such information will be reviewed only by medical
consultants determining whether the applicant is lawfully using an
otherwise illegal drug.

4. The employer will not extend a
applicant with a verified positi
not be considered for any v
12 months. The employ
basis of failure to pass

3.16.3. Other Conditions
All offers of initial

offel of employment to any
result, and such applicant will
e employer for a period of

ch applicant must” attest to his/her
in the United States in accordance

nts that they have not been
The hiring supervisor will

selected, eithd
document any

of each new employee. Orientation may include,
of the organization and servtces of the employer,

relating to falr employment practices, prohibited
@Prkplace violence, alcohol and drug abuse, and workplace
, the supervisor or manager will ensure that the new employee:

mpleted all new hire paperwork including payroll and benefit forms;
¥-ceive or be provided access to the employer’s personnel policies;

as had the opportunity to have questions addressed.
L17.1. Introductory Period

All new and rehired employees, except elected officials and those
identified as “at-will,” will serve a six month introductory period
beginning with the day the employee initially reports for work. Current
employees who are promoted or transferred will also be required to serve
a 30 day introductory period. During this “introductory period,” the
employee and the employer have the opportunity to evaluate one another
and determine whether the employee is a good fit for the position. At its
sole discretion, the employer may extend this introductory period up to
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90 days when the employer has had insufficient opportunity to assess the
employee’s ability to perform the job functions or such extension is
determined appropriate. The employment relationship can be terminated
by the employee or by the employer at any time during the introductory
period or during the extension of the introductory period, with or without
cause or advarice notice.

Prior to completion of the introductory period, the supervisor will
conduct at least one performance evaluation to ascertain the advisability
of continued employment. When an loyee has successfully
completed the introductory period, s/'he vg ified in writing. )

3.18. Failure to Appear for Work

If a selected applicant fails to report for w
the employer, that applicant may be
removed from the eligible list.

e period prescribed by
d the position and be

3.19. Transfers

A transfer is a lateral move to a job 1
position. An employee who wants to
qualified for the idagtified position, as

pawrange as the effployee’s present

r to another available position must be
ined by the job description. If the
make his/her interest known by
isor or manager, who will
consider the transfer ré ions with the employee and
appropriate supervisors ledge of the employee’s job
ance, i " Mlso consider the employee’s past

, job experience as key factors in
Rproval of the transfer is at the sole discretion of the

@t itment within two years of the effective date of their resignation. The rehire
st be to a position in the same class or a class comparable to the one in which the
employee formerly served as a regular employee.

The decision to rehire shall be at the complete discretion of the employer and no
former employee shall have any right to or expectation of such rehire.

Upon rehire, the employee shall be required to successfully complete an
infroductory period. No credit for former employment shall be granted in
determining eligibility for leave or other benefits.

Note: Limitations exist for rehiring retired public employees (NRS 286.523).
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3.22. Casual/Temporary/Seasonal Employment
3.22.1. Purpose

Because some of the employer’s work is indefinite and/or irregular with
regard to schedule and duration, the employer may need to employ
casual/temporary/seasonal workers at all levels of responsibility from
time to time on an as-needed basis or to work for limited periods of time
at the discretion of the employer.

3.22.2. Authorization to Hire Casual/Temporary/S, nal Workers

In general, a casual/temporary/seasonadorker Ynay be hired for work
which will require fewer than 20 er week or fewer than 120
consecutive working days to com employer has appropriated
Work requiring more
ishment of a regular

ongoing. However ind that its
best  interests are to a
casual/temporary/seasonal or longer than 120 days or more than
19 hours

Wemployee's service date will be determined according
Wlate of hire in the regular position with no credit given toward

The employer mandates that, if required by the current job, all
employees obtain and maintain a valid license, certtificate, permit, or
other occupational certification issued by the state, county, ¢ity, or other
applicable authority.

3.23.2. Employee Responsibilities

1. Al employees who must possess a valid license, including a
driver’s license, certificate, permit, or other occupational
certification as required by their position, must adhere to the
provisions of Chapter 425 of the Nevada Revised Statutes including
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those provisions relating to paternity determination and child
support.

2. In the event the employee receives notice of revocation or non-
renewal of a license, certificate, permit, or occupational
certification as a result of a violation of NRS 425, s/he shall
immediately notify his’her supervisor. The employee shall not
perform any task for which the license, certificate, permit, or other
occupational certification is required after the license, certificate,
permit, or occupational certificationglias been non-renewed or
revoked. By statute, the employee ys to satisfy one of the
items listed below:

a. Comply with the court ena, or warrant;

b.
c. Submit to the er public agency a
written reque
Failure to satisfy g i i iaglhe license,

revoked or

certificate, permit, or occupational certification required for the
ob, s/he will not be given any further employment consideration. Any
ob offer, offer of promotion, or offer of transfer previously made will be
withdrawn.

. Driving Records

The employer will conduct a review of drivers license records annually
for those employees required to hold a CDL as part of their duties.

The employer may conduct a review of drivers license records annually
for those employees required to drive as a part of their duties.

3.24. Volunteer Program
3.24.1. Purpose
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The employer recognizes that there are benefits to members of the
community to become involved in the delivery of the employer’s
programs and services on a volunteer basis. Individuals have an interest
in assisting public agencies by applying their knowledge, skills, and
experience to a worthwhile endeavor. Also, the community and the
employer receive enhanced services because of the individual’s
specialized skills and commitment. Using volunteers is a true win-win
situation for those willing to volunteer for the employer and for the
community.

3.24.2. Scope

This policy covers the essential ts of an effective volunteer
program which is compliant with i tate and federal regulations
olicy is broad in scope,
individual departments shot j i spectfic requirements

Prior to implementing a v ropgrdm, a department will develop a
plan for utilizing volunteers.

h volunteer.

(OpfioMaly A program to recognize and reward volunteer
services.

¥ Screening, Interviewing, and Selecting Volunteers

employees, the employer’s ability to meet its goals and
bjectives is directly related to the skill and ability of volunteers selected.
Criteria for selecting volunteers will be developed in the same manner as
used for selecting new employees.

The employer prohibits discrimination, harassment, or retaliation
directed at volunteers on the basis of their race, color, religion, age,
gender, pregnancy, sexual orientation, national origin, ancestry,
disability, veteran status, domestic parinership, genetic information,
gender identity or expression, political affiliation, or membership in the
Nevada National Guard.

The recruitment, screening, and interviewing process should be planned
and sufficiently thorough to result in selecting the best volunteer possible
for departmental needs.
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Volunteer applicants engaged in activities for the employer shall
complete the employer’s volunteer application, including an
acknowledgment that the function to be performed is not a paid position
and the person is truly volunteering his/her services.

The employer will solve problems associated with the volunteer’s
performance or behavior. However, if problems cannot be corrected, the
services of the volunteer should discontinue.

Specific requirements that apply to employees in certain occupations
such as fingerprinting, detailed backgro ecks, and screening for
drug use apply to volunteers performin ilar o®cupations.

3.24.5. Managing Volunteers

Volunteers must be covered by workers’ compensation

receive appropriate
oversight for the functi i i orientation to the

teers. The date, time, and
must be recorded, along with

The benefits provided cannot be in an
implies that the volunteer is being paid a wage or
as a volunteer, or for the quantity or quality of the

olunteers serve at the pleasure of the employer and are subject to
ismissal at any time with or without cause.

Forms

Adverse Action Notice
A Summary of Your Rights Under the Fair Credit Reporting Act

o Authorization to Conduct Employment Investigations

s Bona Fide Conditional Offer Letter

s  Applicant Interview Evaluation Form

¢ Disclosure to Emplovee or Applicant of Reguest for Third Party Investigative

Report
e Formal Job Offer Letter

» New Emplovee Orientation Checklist
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e Notice and Authorization for Requesting Consumer and Investigative Consumer
Reports '

Notification of Background Check

Potential Rating Errors and Problems

Prohibited Topics “Questions Which Cannot Be Asked”

Pre-Adverse Action Notice

Employment Application

Reference Check Data Collection Form
Reference Check Data Collection Form For Publi

o Transfer/Reassignment Request Form

ety Arencies

Volunteer Related Forms
s Authorization to Conduct Volunteer In
s Volunteer Application Form

e  Volunteer Agreement, Consents
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4. POSITION CLASSIFICATION PLAN

4.1.  Policy
4.1.1. Classification Plan

The employer will develop and maintain a classification plan for all
positions. Classification plans categorize positions into similar duties,
qualifications, and responsibilities called “clgsses.” Each class is defined
in a class specification/job description fo e class specification/job
description will include: title; nition ~ and/or  distinguishing
characteristics; essential functio ifications for employment
including knowledge, ability,
perform the job; physical rements and working
conditions; and Fair Labor tatus — exempt/non-
exempt.

4.1.2, Classification

1. Each position shal
accordance with the

nd refative complexity of the duties,
of the position. Classification of a

the same level of education, experience,

positions; and
pe same level of compensation is appropriate for the
hositions.

asses will be allocated to a pay grade based on comparison to
other employer classes and salaries paid by comparable employers
for comparable work.

Muaintenance and Revision

The employer will periodically review the classification plan and
recommend to the Board of Commissioners the revision, addition, or
abolishment of classes.

4.1.4. New Positions

When a new position is to be created, the Elected Official or Department
Head will recommend to the Board of Commissioners an appropriate
class for the new position. When preparing a request for a new position,
the requesting party shall consult the Human Resource Director to
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determine the appropriate classification for the duties to be assigned to
the new position.

4.1.5. Reclassification

1. When a Elected Official or Department Head believes the duties of
a position have changed to the extent they no longer fit within the
current class, the duties will be reviewed and, if appropriate, the
position reclassified to the appropriate class. Reclassification will
not be undertaken as a substitute for discipline or hiring practices,
nor to effect a change in salary i absence of a significant
change in assigned duties and respgfEibiliti

2. Reclassification must be conf} the Board of Commissioners

basis for determi osition will also

issioners. The decision to place the
new class shall be based upon the

g@c will be placed in the lower level class effectwe the
ﬁrst day of the pay period which follows the approval of the
rgelassification. (See also Y-Rate, Section 5.11.)

At the discretion of the employer, out-of-class pay may be
paid back to the date on which a formal reclassification
request was made if the reclassification is subsequently
approved.

Reallocation

A class may be reallocated to a higher pay grade or to a lower pay grade
based on a change in duties and responsibilities for all positions in the
class, or bascd upon salaries paid by other comparable employers.
Whenever a class is reallocated to a different grade level, the employees
affected will be placed at an appropriate step in the new grade effective
the first day of the pay period following the date that the reallocation is
approved by the employer (refer to Section 5.6.4., item 3).
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4.2,  Procedure

4.2.1. Requests for Classification Review

1. Submission Process

a. Requests for classification review are made by the Elected
Official or Department Head to the Board of Commissioners.
An employee may request that the Elected Official or
Department Head submit a request for classification review to
the Human Resource Director. uman Resource Director
will review the request an appMepriate, send it with a
written memorandum expl the reasons the request meets
the criteria for a classif] to the Executive Director.
At a minimum, the r de the specific duty and
responsibility cha that the changes are
or will review the

Commissioners even if the
ot concur. The employee will notify

review is begun.

e Elected Official or Department Head may include in any
lassification review any positions which are in the same work
unit, have related duties, or are in the same class sertes as the
position for which classification review is requested.

“ffective Date

The effective date of a reclassification or a class reallocation shall be the
first day of the pay period following the employer’s approval of the
action, The anniversary date for future step increases shall be established
as the first day of the pay period following 12 months in the new
classification, and will not include the period for which retroactive pay is
granted, if any. (See also Work Out-of-Class, Section 5.12.)

In the event of a reclassification to a lower paid class, the action will be
effective the first day of the pay period following the employer’s
approval of the reclassification. In the event of a reclassification to a
lower paid class, salary may be set at a Y-Rate (see Section 3.11.) on
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approval of the employer, with concurrence of the bargaining unit
representative, if applicable.

4.3. Related Forms: NONE
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S. COMPENSATION PLAN

5.1.  Pay Periods and Paydays
Employees are paid biweekly on Friday. If a payday falls on a holiday, employees
are paid on the preceding work day.

5.2.  Workweek Defined

Workweek shall be defined by the Elected Official ¢
requirements of State and Federal law.,

53. Work Time
5.3.1. ’Attendance

Employees are expected

and meal periods. ds, as well
as the end of the i est and meal
periods include the time g to*and from theéfplace where the
break is taken.

eriodS. This policy does not apply to employees of the sheriff’s office.
he Sheriff will enact and maintain such policy. Refer to departmental
policy or applicable collective bargaining agreement.

Meal Periods

Employees who work six or more hours in a work day are allowed an
uninterrupted, unpaid meal period of 30 minutes or longer at or about
mid-point of their work day. Supervisors or managers will be responsible
to ensure that wherever and whenever possible, employees will be
permitted the half-hour meal period uninterrupted by work-related duties.
If an employee’s meal period is interrupted by a work-related matter, the
employee will be paid for the meal period. (This policy does not apply to
firefighters, public safety dispatchers, and law enforcement personnel.
Refer to departmental policy or applicable bargaining agreement.)
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5.3.4. Work Assignments

Work should be scheduled in a manner which allows employees rest
periods and meal periods. Rest and meal periods shall be scheduled in a
manner which allows maximum public access to the employer’s
services. The employer may adjust rest and meal periods from time to
time to meet the needs of individual employees and/or to respond to
changes in department workload. Nothing herein should be considered to
limit or restrict the authority of the employer to make temporary
assignments to different or additional locatigis. shifts, hours of work, or
duties as needed to meet the emplo eds or to respond to
unforeseen or emergency situations.

5.4. Time Reporting
5.4.1. Purpose of Time Reporting

Recording of hours wouffd and/or leave time 1
necessary to provide
compliance with fefler
efficient cost accounting
employees covered by the

all time sng

by employees is
, L0 assure
effective and
payroll purp@®es, non-exempt
or Standards Act (FLSA) must report

5.4.2.

if the employee volunteers his/her
Periods of six minutes or less are not
nless they occur regularly.

at occurs during an employee’s normally scheduled
ork hours, including regular days off, holidays, etc.

Hours spent serving as volunteer ambulance, fire, or law
enforcement personnel for an emergency response during normally
scheduled work hours.

Position Designations - Exempt or Non-Exempt

All positions are designated as “exempt” or “non-exempt” according to
federal and state laws and regulations. For cost accounting and billing
purposes, the employer requires exempt employees in certain positions,
regardless of exempt or non-exempt status, to account for hours worked.

5.4.4. Responsibility for Exempt or Non-Exempt Designation

The Human Resource Director will examine and evaluate position
descriptions and duties performed for all positions to determine the
designation of the position as exempt or non-exempt. Departments will
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5.4.5.

notify the Human Resource Director when the duties of a position have
substantially changed in order to ensure an accurate designation.

Responsibility for Time Reporting

Employees are responsible for accurately completing their own
timesheets, Supervisors shall not alter or adjust the hours that an
employee reports on his/her timesheet. If the supervisor believes the
employee has completed his/her timesheet in error, the supervisor shall
discuss the issue with the employee. (This policy does not apply to
firefighters, public safety dispatchers, an enforcement personnel.
i ing agreement.)

1. All non-exempt employees vg all hours worked and all
leave time taken, whethe
taken (e.g., sick leave, ensatory time) on the
timesheet.

2. All exempt emp [ iti i n accounting of
hours worked i ject. They
shall record all ( ing®ments on the
timesheet.

not required to account for hours
urs off for sick leave or annual

ent leave), exempt employees
less than whole day increments.

mployee has requested and been approved for variable workday as
e vided in NRS 281.100, 3b(2).

RS 281.100 and the Fair Labor Standards Act (FLSA),
ployees working as firefighters, police officers, jailers, sheri{f’s
deputies, or nurses, with a formalized policy or agreement with the
employer, may work longer workweeks or workdays.

a. Employers of police officers, jailers, or sheriff’s deputies may
establish a work period of 171 hours within a 28-day period.

b.  For police, jailers, and sheriff’s deputies, these work periods
must be established as regularly occurring and by an
affirmative statement by the employer that such a work period
is being established.

¢.  If the work period for police, jailers or sheriff’s deputies is not
established, these employees are then subject to overtime after
ten hours in a workday, per NRS 281.100, or 40 hours in a
workweek per NRS 281.100 and the Fair Labor Standards Act
(FLSA).
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3. All overtime hours must be specifically authorized in advance by
the employee’s supervisor/manager. Overtime will be compensated
at onc and one-half times the employee’s regular rate of pay. An
employee’s regular rate includes all payments made by the
employer to the employee. Examples of payments to be included
are on-call pay, shift differential, hazard duty pay, and longevity
pay.

4. Lander County does not have Compensatory Time in lieu of paid
overtime.

5. Time paid but not worked, such
leave, does not count toward
computing overtime hours.

k lea®e, holidays, and annual
worked for the purpose of

5.5.2.

the duties required for their assigned
position. by with all aspects of the FLSA
including i nts.  Therefore, making any
deductions , ees which are not allowed

ees utilizing intermittent leave under the Family
Act (FMLA) may have their pay deducted,

Wrtain exceptions set forth in the FL.SA regulations and
A as provided above, if an organization does not have a bona
goation and sick leave policy, an exempt employee must be

prforms any work, regardless of the number of days or hours
worked. Exempt employees will not need to be paid for any work
week in which they perform no work, unless the employee is on
approved paid leave. FLSA provides that deductions may be made
when the employee absents him/herself from work for a day or
more for personal reasons, other than sickness or accident.

Employers that have a bona fide vacation and sick leave policy may
make deductions from pay when an exempt employee does not
have or use paid leave and is absent from work for personal
reasons, for one or more full days. Deductions from sick or annual
leave balances may be made in full day increments.

4. Deductions will also be made to offset amounts employees receive
as jury or witness fees, or for military pay; or for unpaid
disciplinary suspensions of one or more full days imposed in good
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faith for workplace conduct rule infractions. Employer will pro
rate an employee’s salary based upon the days worked during the
initial and terminal pay penod of employment.

5. Exempt employees are generally expected to be available to
perform their job duties during normal business hours {(usually 8:00
am. to 5:00 p.m., Monday through Friday). It is expected that in
order for exempt employees to complete their assigned work from
time to time, it will be necessary that they work beyond the normal
work days and business hours of th plover. If, however, an
exempt employee is working well 40-hour workweek on a
regular recurring basis, the empl@er may examine staffing levels
and the employee’s work habj

s yments comple®
woe off. The YWision to grant such leave is at

@¥atory leave hours.

An exempt employee may be paid overtime and not void their
erwise exempt status as specifically provided under the
"LSA.

Safe Harbor”

mployer will classify employees as cxempt or non-exempt, n
accordance with the provisions of the Fair Labor Standards Act (FLSA)
and applicable state law. If an employee feels s’he is improperly
classified, s/he should request a review of the classification from Human
Resources Director. An investigation will be conducted on a timely basis
and employer will act to correct any errors as soon as practicable. The
employer will not make improper deductions of pay from any employee,
regardless of exempt or non-exempt status. Improper deductions should
be reported to Human Resources Director. The complaint will be
investigated and employer will act to reimburse the employee if an error
is found. Employer will continuously make a good faith commitment to
comply with all provisions of FLSA and state laws and intends this
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5.6. Rates of Pay

Lander County Personnel Policies

5.6 L

policy of correction to satisfy the “safe harbor” provisions of the FLSA
regulations, as amended effective August 23, 2004.

If a non-exempt employee feels sthe has been improperly paid for
overtime under the FLSA or state law, it is the responsibilily of the
employee to seek correction by reporting any error to their immediate
supervisor, An investigation will be conducted on a timely basis and
employer will act to correct any errors as soon as practicable.

Compensation Plan

Each regular position will be assi class and pay grade in the
compensation plan. Assignme de will be based on the
relative level and complexity i sibilities, and authority

2. Internal relations classes in th¢#same or similar
occupation;

changes in any of the factors listed above occur or
alified employees for each job.

Epfept as may otherwise be provided by a collective bargaining
agreement, a regular employee who is promoted to a new
classification will move to that step in the range for the new class
which provides at least an approximate 4% pay increase, not to
exceed the top step in the range for the new class. A promoted
employee’s salary shall not be less than the starting pay of the
salary range for the new position.

2. Reclassification to a class with a higher salary range is a promotion.

Reallocation of an existing class:

a. To a higher salary range is NOT a promotion. An employee in
a class that is reallocated to a higher salary range shall be
placed at a step closest to his/her current salary that does not
provide a decrease.
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b. To a lower salary range shall be placed at the step closest to
the employee’s current salary that does not provide a decrease.
If the employee’s salary exceeds the top salary of the lower
pay range (refer to Section 5.11. Y-Rate).

5.7. Flat Rate Salaries

Certain job classes may be assigned to flat rates of pay in the compensation plan.

5.8. Casual/Temporary/Seasonal Worker Compens
5.8.1. Rates of Pay

The employer will pay casual wor,
the same work when performed
for the type of work perfo
work may be paid at a g
interns.

e rate of pay established for
loyees, or as appropriate
iving school credit for
ployer for student

The employer ma istent with

5.8.2. Implementing Pay Increase.

3 pay increase, the d Official or Department Head will
- worker’s performance s
emorandum to the Human

establiges criteria for paying employees for temporarily performing
ork beyond the assigned duties of their current job class, and for
mployces temporarily assigned the duties of a management or
administrative position.

Assignmenis

|. Employees may be temporarily assigned the duties and
responsibilities of a budgeted, higher level position provided the
position is currently vacant, or the employce normally filling the
position is on authorized leave, or has been temporarily relieved of
all regular duties to complete a special project approved by the
employer, or because of temporarily increased workload
requirements.

2. The same employee shall not be assigned to the higher level duties
for more than six consecutive months unless specifically approved
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5.10. Related Forms

Lander County Personnel Policies

by the Board of Commissioners who may extend the assignment for
not more than an additional six months.

5.9.3. Employee Eligibility

1. Employees must be formally assigned and actually performing the
duties of the higher job class.

2. The salary range for the higher paid class must be at least 4% above
the range for the employee’s current job class.

3. Beginning on the eleventh (11
performing the duties of the hig
be paid at a rate 4% above thej

sition, employees will
ent rate of pay, or at the entry
is greater, but not to exceed

4. The provisions of
additional pay for

s1fy ™ position.
ither for outstanding service, nor for

Request for Variable

Page 82



6. LEAVE PLANS

6.1. Holidays
6.1.1. Holidays Designated
The following holidays are recognized by the employer (NRS 236.015):
New Year's Day — January |

Martin Luther King, Jr.’s Birthday - Thir ay in January
President’s Day — Third Monday in F
Memorial Day — Last Monday in
Independence Day — July 4
Labor Day — First Mond

days are typically non-work days. Each regular,
full-time, MM-excmpt employee who is on paid status on his/her
eoularly scheduled work day before and after a holiday will be
g ht hours of pay at his/her rate of pay for each recognized

mployees who work a 4/10 schedule, as stated in Section 5.3.2.,
may use annual leave time or compensatory time off in order to
receive 10 total hours of holiday pay.

Weekend Holidays

For employees regularly assigned to work Mondays and/or Fridays, if a
holiday falls on a Saturday, the Friday preceding will be observed as the
holiday. If a holiday falls on a Sunday, the Monday following will be
observed as the holiday. When a holiday falls on Saturday or Sunday for
an employee regularly scheduled to work on the Saturday or Sunday, the
employee will observe the holiday on the Saturday or Sunday, unless an
alternative is authorized by the employer. If the holiday falls on a
regularly scheduled day off, the employee will observe the holiday on the
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next regularly scheduled work day, unless an alternative is authorized by
the employer.

6.1.4. Work on Holidays

Non-exempt employees who work on a designated holiday shall be paid
for the holiday plus one and one-half times their regular rate of pay for
any time worked on a holiday. Bargaining unit employees who work on
a holiday shall be paid overtime as provided in the collective bargaining
agreement.

6.2. Annual Leave
6.2.1. Annual Leave Accrual

1. All regular full-time empl
from their initial dojgef W (Regular part-time
employees who regudly wirk 20 hours or er week will earn
annual leave on g4ff0-rata basis):

From the Beginning of the | Throy#Tg@APay Perfd | Hours Accru
Pay Period Following During Whiggishe Completed th on
Complction of: Employee CoifiR#® Paid Status:

Sixm asccutive years
employment cible ent 8
—

Five consecutive years of TeXyea ot eliD
eligible emp i emp ent 10

13.33

e—

Except 79%ag¥ed, all accrual rates are expressed in terms of fractions
of an hour earned for each regularly scheduled hour worked or on
B Joave. Annual leave is not accrued for any other hours.

AJfival leave is earned and credited to the employee on a monthly
basis coinciding with the first full pay period of the month. The
amount of annual leave accrual is based upon years of service
adjusted, as specified, for leaves of absence without pay.

Eligibility Maximum Accrual

1. Accrued annual leave may not cxceed 240 hours unless it is
determined that the employee requested and was denied leave
because of the employer’s business requirements. When allowing
accrual above the maximum, the employer will establish with the
employee a specific schedule for use of the excess leave or may
authorize cash payment for accrued annual leave, subject to funds
being available in an approved budget.

6.2.3. Use of Annual Leave
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Annual leave is provided to employees for the purpose of rest and
relaxation from their duties and for attending to personal business.
Employees may not use annual leave before it is accrued.

6.2.4. Annual Leave Pay at Termination

Upon termination, an employee with more than six months of continuous
employment will be paid for all accrued annual leave at the employee’s
last regular rate of pay.

6.3.  Sick Leave/Short Term Disability

6.3.1. Policy
1. Accrual
The employer expects each ¢ e for work on a
regular and reliable basis. attendance and
leave use whether or no ave balances
remaining in his/her i
a ty leave at
mpleted montf on paid status
ve is not accrued for any other hours.
b. ours are earned and credited to the
coinciding with the first full pay
c ve will be credited to the

@20 hours’
disability #crual reaching 760 hours will be

k leave from their short term disability leave accrual.
These five (5) work periods of sick leave do not carry forward
gpaccumulate from period to pertod.

Usdof Sick Leave

ick leave is for use in situations in which the employee must be absent
rom work due to:

a. When incapacitated to perform the dutics of his/her position
due to sickness, injury, pregnancy or childbirth;

b. When quarantined;

¢c. When receiving required medical or dental service or
examination;

d. For adoption of a child if the Welfare Division of the
Department of Human Resources or any other appropriate
public agency or private adoption agency requires the
employee to remain at home with the child; or;
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e. Upon illness in the employee’s immediate family where such
illness requires his/her attendance. ‘

f.  Short term disability leave shall be debited in accordance with
paragraph 6.3.1(3).

Employees who are absent from work due to sick leave shall be at their
residence or shall notify their supervisor of their whereabouts when using
sick leave.

3. Use of Short Term Disability Leave

Short term disability leave is for use i
must be absent from work due to:

ations in which the employee

a. When incapacitated t uties of his/her position
due to sickness, inj

QP provider of required medical or dental examination
and/or treatment, regardless of the number of missed
work periods, or;

In excess of three (3) consecutive work periods; or,

When the required medical or dental treatment requires
the employee to travel a distance greater than 100 miles
in any one direction. Travel distance and attendance
certification is required using a County provided form.

c. For adoption of a child if the Welfare Division of the
Department of Human Resources or any other appropriate
public agency or private agency requires the employee to
remain at home with the child;

1. When the employee provides written confirmation from
the public agency of required attendance, regardless of
the number of missed work periods, or;

2. In excess of three (3) consccutive work periods; or,
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d. Upon illness in the employee’s immediate family where such
illness requires his/her attendance;

1. When the employee provides written confirmation from
the provider of required medical or dental examination
and/or treatment of the immediate family member,
regardless of the number of missed work periods, or;

2. Inexcess of three (3) consecygive work periods; or,

¢. When the required medt
employee to travel a 4}
one direction. Trave

dental treatment requires the
ter than 100 miles in any
ttendance certification is

disability leave
offgce, or shall

Disability
for purposes other than those listed

Abuse of sid
action, up to X§ ‘
abuse, they ma o ARG i1 o K idence which may include, but is

pave suffers an illness or injury which requires
3 licensed physician or health practitioner, s/he

yce furnishes the employer with a certification issued
icensed physician or health practitioner providing treatment.

loyer may place an employee on sick leave/short term disability
sfhe has an illness that appears to be contagious or due to a known or
uspected illness or injury, the employee is not able to perform the
essential functions of their position with or without reasonable
accommodation.

7. Return to Work

An employee on sick leave/short term disability leave shall notify his/her
elected official or department head as scon as the employee is abie to
relurn to work. An employee returning from an extended absence shall
give as much advance notice of return as possible. The employer may
also require a statement from a licensed physician or health practitioner
certifying the employee’s fitness to return to work.
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6.4.
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6.3.2.

1. Leave Approval

8. Sick Leave at Separation

Upon separation from employment due to resignation, retirement,
disability, or death, an eligible employee shall receive a one-time
recognition payment based upon the amount of unused sick leave
remaining in the employee’s sick leave account. The amount to be paid
out is not to exceed $ or % of accrued leave, provided
that the employee has at least 10 years of service. If the separation is due
to the death of the employee, the compensation due will be paid to the
beneficiary(s) designated by the employee.

Procedure

An employee shall complete an a i request form as soon as
the need for a leave is know etermine whether to
approve use of accrued si i eave and shall

o report to work for any reason shall

o later than 60 minutes following

ime. In the event of a continuing
ify is/her immediate

histher conditid
disability leave

y sick leave/short term
n compliance with this policy.

mployg¥ qualifies for FMLA leave, the employee is required to submit
the employer the “Certification of Physician™ form referenced in the
MLA policy.

and Medical Leave

Policy

Public employers are covered under the Family and Medical Leave Act
(FMLA), and will comply with the requirements of the FMLA and advise
employees if they meet all the FMLA eligibility requirements.
Employer must provide employees Form WHD-1420 Employee Rights
and Responsibilities Under the Family and Medical Leave Act and are
also required to post and keep posted this notice in a conspicuous place,
even if no employees are eligible.
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1. Eligibility

Employees who have been employed by the employer for at least one
year and worked for the employer at least 1,250 hours during the
preceding 12-month period and are employed at a work site where 50 or
more employees work for the employer within 75 surface miles of that
work site are eligible for FMLA leave. When the 1,250 hours are
calculated, the hours an employee was on vacation or on leave, even if
that vacation or leave was paid, do not count toward the 1,250 hours
worked. However, an employee who has ational Guard or Reserve
military service obligation must be credit the hours of service that
would have been performed, but for thgl¥eriod of military service. The
required one year of employment dg ave to be consecutive, There
not exceed seven years.
There is an exception to the seye for National Guard and
Reservists and written agr . meeting the above
qualifications qualify for sonal, temporary,

FMLA leave will be unpaid unless the employee has accrued paid
leave and ¢g otherwise eligible the leave. If an employee requests

1d, or parent, the employee
annual leave, sick leave,
time off as part of the FMLA
bargaining agreement for alternate

must use a

e. WPremainder of the leave period will then consist
Employees must be made aware that they are

annual, compensatory time, and personal leave as

1w FMLA leav

LTI +

edically necessary (as distinguished from voluntary treatments
nd procedures), leave may be taken on an intermittent or reduced
chedule basis. Leave for bonding with a healthy newborn or placement
of a healthy child for adoption or foster care is not considered medically
necessary and, therefore, may not be taken on a reduced schedule or
intermittent basis unless agreed to by the employer. Employees needing
intermittent leave or reduced schedule leave must attempt to schedule
their leave so as not to disrupt the employer’s operations. The employer
may require an employee on intermittent leave or reduced schedule leave
to temporarily transfer to an available alternative position for which the
employee is qualified if the position has equivalent pay and benefits and
better accommodates the employee’s intermittent or reduced schedule
leave. Intermittent leave and reduced schedule leave reduces the 12-week
entitlement only by the actual time used. An employee who has been
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6.4.2,

transferred under this section has reinstatement rights to his/her former
position until the end of the 12-month FMLA leave year.

Duration of and Reasons for Leave

Any eligible employee, as defined above, may be granted a total of 12
weeks of unpaid FMLA leave (which shall run concurrent with paid
leave) during a 12-month period (see exception for Military Caregiver
Leave as provided in section 6.4.3 below). This period is measured
backward from the date an employee uses any FMLA leave. A “week” is
defined as a calendar week, regardless e number of days the
employee normally works. dar weeks does not entitle a
part-time employee working three week to 60 leave days, but
rather 12 weeks. FMLA may be ¢ following reasons:

1. The birth of the empl i order to care for the
newborn child;

2. The placement o option or foster
care;

3. To care for the e ent who has a

plovee’s serious hea ndition that prevents the employee

Counseling
Rest and recuperation

' Post-deployment activities
Additional activities arising out of active duty that the employer and
employee agree upon,

Covered Active Duty means:

e In the case of a member of a regular component of the Armed
Forces, duty during the deployment of the member with the Armed
Forces to a foreign country; and

¢ In the case of a member of a reserve component of the Armed
Forces, duty during the deployment of the member with the Armed
Forces to a foreign country under a call or order to active duty.
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A serious health condition is an illness, injury, impairment, or physical or
mental condition of incapacity or treatment that involves:

* Inpatient care (overnight stay) in a hospital, hospice, or residential
medical care facility.

» Continuing treatment by (or under the supervision of} a health care
provider for a period of incapacity of more than three consecutive
full calendar days, combined with at least two visits to a health care
provider within 30 days of the first day of incapacity or one visitto a
health care provider requiring a regj of continuing treatment,
i.e., prescription medication.

Unpaid FMLA leave will run co

with paid vacation, sick,
ss otherwise prohibited by

The entitlement to FM 4 leave for the birth or pl
expire A months from the the birth or

placement. If both™an €
employer, their combine

ay Mot exceed 12 Weeks during any
tion, foster care, or care of a parent
spouse is, however, eligible for the

with a ser¥pas health condition.
full 12 weX ahin a 12-month
spouse with 3 g

ase of a veteran, the illness or injury manifests itself before or after s’he
ecame a veteran. This period is measured forward from the date an
employee takes FMLA leave to care for the covered servicemember or
veteran and ends 12 months after that date.

Employees cannot take more than a combined total of 26 weeks for
military caregiver leave or because of other FMLA qualifying reasons as
provided in 6.4.2. above. A husband and wife both working for the same
employer are limited to a combined total of -26 weeks of FMLA military
caregiver leave.

Covered Servicemember means:

A member of the Armed Forces (including a member of the National
Guard or Reserves) who is undergeing medical treatment, recuperation,
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6.4.4.

or therapy, is in outpatient status, or is on the temporary disability
retired list, for a serious illness or injury; or

A veteran who is undergoing medical treatment, recuperation, or
therapy, for a serious illness or injury and who was a member of
the Armed Forces (including National Guard or Reserves) at any
time during the period of five years preceding the date on which
the veteran undergoes that medical treatment, recuperation, or
therapy.

Notice of Leave

An employee intending to take FML
or placement, a planned medical t
exigency, must submit an appli
days before the leave is to b, ave will begin in less

¢ because of an expected birth
medical care, or qualifying

than 30 days, the empl his/her immediate
SUpervisor as soon as n. Reasonable
advance notice is r i ceessitating
the leave is not forese than 30 days

expMnation.

circumstances) of receiving notice
MLA leave, or 2) an employee

ole for FMLA or if an employee is
ey are not eligible. The form will

o complete Form WH-384 Certification of Quualifying FExigency for
ilitary Family Leave and provide a copy of the military member’s
active duty orders.

Employees requesting FMLA leave for military caregiver leave are
required to complete Form WH-385 Certification of Serious Injury or
lliiness of Covered Service member for Military Family Leave within
15-calendar days, barring extenuating circumstances.

A request for leave based on the serious health condition of the employee
or the employee’s spouse, child, or parent must be supported by
completion of Form WH-380-E -Certification of Health Care FProvider
Jor Employee’s Serious Health Condition or Form WH-380-F -
Certification of Health Care Provider for Family Member's Serious
Health Condition completed by the treating health care provider. The
certification must state the date on which the health condition
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commenced, the probable duration of the condition, and the medical facts
regarding the condition.

If the employee is needed to care for a spouse, child, or parent, the
certification must so state, along with an estimate of the amount of time
the employee will need. If the employee has a serious health condition,
the certification must state that the employee cannot perform all the
functions of his/her job or any one of the essential functions of his/her
job. (Note: Attach the employce’s current job description to Form
380-E when it is sent to the employee’s Ith care provider.) The
Certification of Health Care Provider ust be completed and
returned by the employee within 15 ndar days, barring extenuating
circumstances.

Employer may contact the e
purpose of clarification or
opportunity to elarify spe

Director may contact t

care provider for the
Wing the employee an

If the employer qu€s
may require, at its expens
health care provider designa
conflicts gith the original op

opinion from a
the employer. If the second opinion
the employer may require, at its
opinion of a third health care
y the employer and-the
sidered final and binding on

or approved
employee. sion will be

both parties.

medical providers appear to be
erm, the efiployer may require the employee to
inal medical condition still exists. Such requests
ggucntly than once every six months untess the

ecertifffation if the emplovee requests an extension of leave, the
ircumstances described by the original certification have changed
ignificantly, or the employer receives information casting doubt upon
the continuing validity of the certification.

The employer may require the employee to provide new medical
certification, not recertification, for histher first FMLA-related absence in
a new |2-month leave year.

Any employee on FMLA leave must notify employer periodically of
his/her status and intention to return to work. The employer has the
authority to determine how often the employee must provide this
notification.

Any genetic information obtained from certification or recertification
musi be maintained in a confidential manner by the employer.
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An employee may not accept other employment during an FMLA
absence if the job conflicts with the reason the employee is on FMLA
leave, i.e., an employee is on FMLA leave due to a back injury and
accepts a job requiring heavy lifting.

6.4.6. Designation Notice

Within five business days (barring extenuating circumstances) of receipt
of all required information, the employer will make a determination if
employee’s request for leave is for an FMLA-qualifying reason. The
employer will complete Form WH-382 -D tion Notice indicating if
leave is approved or not.

If the employer cannot make a ation from the information

provided, they will use this form

Indicate the information p

provide the employee rovide complete
information.

Provide notice to a 1 i ertification is
required.

6.4.7.

e conditions that would apply if the
To continue health coverage, the
fike any contributions that s/he would

apge premium may result in loss of coverage.

¥ return to work after the expiration of the FMLA
¢ may be required to reimburse the employer for
insurance premiums during the leave, unless the
e employee cannot return is due to circumstances beyond the

ubject to layoff, continuation, recurrence, or the onset of an FMLA-
ualifying event; or the spouse’s unexpected worksite relocation of more
than 75 surface miles from the current worksite,

benefits during any unpaid leave. An employee who takes FMLA leave
will not lose any seniority or employment benefits that accrued before the
date the leave began and will be entitled to any cost of living increase
granted to all employees during the FMLA leave period.

6.4.8. Restoration to Employment

Upon returning to work, an employee on FMLA leave will be restored to

his/her most recent position or to a position with equivalent pay, benefits, -

and other terms and conditions of employment. The employer cannot
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guarantec that an employee will be returned to his/her original job. The
employer will determine whether a position is an “equivalent position.”

6.4.9. Return from Leave

[f an employee wishes to return to work prior to the expiration of a
FMLA leave absence, s/he must notify the supervisor at least five
working days prior to the employee’s planned return. Employees may be
required to provide a fitness-for-duty certification prior to returning to
work if the FMLA leave of absence was due to the employee’s own
serious health condition.

6.4.10. Failure to Return from Leave

Failure of an employee to retur upon the expiration of an
up to and including termi
extension. (Note: Ref
employee who reque
continuation of

or of the serious health ¢ P of tht employee’s spouse, child, or
r an extension, in writing, to the
be made as soon as the employee
aj the expiration of the leave

fole collective bargaining agreement for
hich may apply.) Nothing in this policy limits
Begrof reasonable accommodation under the

gOyer may approve leaves of absence without pay for up to six
Such approval will be for exceptional circumslances and
onditions, such as education or prolonged illness, when the approval of
such leave is consistent with the employer’s needs, when the work of the
office or department will not be impeded by the employee’s absence, and
when the leave will not require the appropriation of additional funds for
the operation of the employee’s department. Such leave may be extended
for an additional period of up to six months at the sole discretion of the
employer. The employer will require the use of all accrued paid leave
prior to granting leave without pay.

6.5.2. Procedure

L. Approval — Less Than 30 Days

Leaves of absence without pay not exceeding 30 days may be granted by
the employer.
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2. Approval — More Than 30 Days

The employer may grant a leave in excess of 30 days following written
certification by the employee that the leave is consistent with the intent of
this section.

3. Purpose

Leaves of absence without pay will not be granted for the purpose of
allowing an employee to seek or accept other employment, except when
or if the employer determines that the grantige of such leave is in its best
interest.

4. Employer Termination of Leave

The employer may terminate a nce without pay, except
those granted pursuant to sta or to its expiration by
praviding written notice t, ument granting the
leave of absence will s ny reason(s) for

the employee is reqfiire ar days or by
er terminates a
ill be returned to the same class or
of absence was granted.

medical, dental,\Q . grerage in accordance with COBRA
ealth benefit co

{ an employee is granted unpaid leave during his/her introductory period,
1e introductory period will be extended by the number of days of leave
aken by the employee during his/her introductory period.

8 Medical Leaves

The employer may require a physician’s certification or other appropriate
type of verification to substantiate a need for a medical leave of absence
without pay.

9 Anniversary Date

An employee’s anniversary date will be adjusted by the number of days
off work for all unpaid leaves of absence in excess of 15 days during any

12-month period. {See special provisions for Military Leave in Secrion
6.8 below.)
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10. Benefit Accrual

If an employee is on unpaid leave for more than one-half of his/her
regularly scheduled work hours in any pay period, no leave benefits shall
be accrued for that period, nor shall the employer contribute toward the
cost of insurance benefits.

6.6. Court Leave
6.6.1. When Granted

The employer will grant court leave to al
Or a witness in a court proceeding proyj
employee’s collective bargaining r

loyees to serve as juror
that neither employee nor the
tive is a party to the action.

6.6.2. Compensation

Subject to the followi it igi ceive their

on-regular employees will be granted
ent personnel appearing in court as
part of theYgiati is policy.

ccurs during the employee’s
Court leave will not result in

Ed histher regular pay, the employee will
/ard any compensation reccived from the court or
to the employer upon receipt. Reimbursements
cived for out-of-pocket expenses such as meals, mileage, and
D may be kept by employees, unless the employer has

paid by the employer.

An employee shall not receive pay for the work time missed if sthe
is required to miss work because of court appearances in a matter to
which the employee is a party or to serve as a witness for a party
who has filed an action against the employer. However, the
employee may choose to use his/her annual leave.

6.6.3. Late Start/Early Release

An employee who is not required to report to court until the middle of
his/her scheduled work day or who is released from court/jury duty
before the end of his/her scheduled work day shall report to work for the
hours which are not required for court duty or for related travel time.
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6.7. Bereavement Leave

A regular, full-time or part-time employee who must be absent from work to attend
the funeral of a family member who is within the third degree of consanguinity or
affinity may use up to a maximum of 24 hours of bereavement leave per each
occurrence.  Bereavement leave longer than 24 hours may be charged to
accumulated sick leave, up to a maximum of 16 additional hours, with the advance
approval of the employer. Employees who are not regular full-time or part-time
employees may take up to 3 days or 24 hours of bereavement absence without pay.
Supervisors or managers may require evidence of atte ce at the funeral.

6.8. Military Leave
6.8.1. Policy

emergen i hard and Air National Guard are also
covered.

0.8.2, Notice and

1. The emp e egfloyees with notice of their rights
under the "
Rights Act

s requircment may be met by posting
kre the employer customarily places notices for

pre Without Pay

The employer will treat the employee the same as any other
employee on leave without pay.

The employee is entitled to 15-working days of leave with pay
in one calendar year (NRS 281.145).

The employer is not required to pay the employee’s salary
after |5-working days.

d. The employee may choose to use annual leave and
compensatory time, if any, before going on leave without pay.

2. Health Insurance
There is no impact to the employee’s insurance coverage, including
life insurance ‘inclusive of the health insurance package. The

employer and employee premium payments or obligations, if any,
remain unchanged for 30 days. Employee may then continue
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coverage similar to that required by the Consolidated Omnibus
Budget Reconciliation Act (COBRA) for either 24 months or
through the day after the date on which the employee fails to apply
for reemployment in a timely manner; whichever is less (see
Reemployment, Section 6.8.4. below). The employer must reinstate
coverage upon the employee’s prompt reemployment without the
imposition of exclusions or waiting periods. An employee who
takes up to 90 days after leaving the military before commencing
his/her reemployment may stay on the military health insurance;
however, it is the employee’s sibility to verify the
continuation, scope, and duration ¢

3. Seniority

sthe would hav

period is a bona
returning employee

tc the remaining period of
The employer must count time
ining annual and sick leave accrual

will be applied to a returning employee’s
ke promotional examinations or skills tests and to

will be counted as work time for purposes of
Ryirement. The employer must make contribution payments to the

Bt plan as if the employee had not left, provided the
Woyee returns to work. The employer contribution will be based
of the rate of pay the employee would have been paid had sthe not
been called to military service (e.g., a grade-and-step pay system).
An exception to this requirement is when the higher pay is based on
additional knowledge, skill, or ability that can only be gained by
work experience.

5. Death or Disability

If an employee does not return to work due to death or disability, the
survivor or disability benefit is treated as if the employee had been
working until the date of the death or disability. The employer must
make the retirement contribution up to the date of the death or
disability.

6. Other Leave
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The employer must count time served in the military when
calculating the employee’s Family Medical Leave Act eligibility.

6.8.4. Reemployment

l. An employee has certain report-to-work obligations following
military service. Eligible returning service members must be
promptly reemployed, which in most cases means within two weeks
of reporting. The employee’s report-to-work obligations are:

a. Service of one to 30 days:
regularly-scheduled work perig,
completion of service, and
period following safe tra

e beginning of the next
e first full day following
iration of an eight-hour rest
ion home.

b. Service of 31 to 180 : jon for reinstatement must
be submitted not gda after completion of
military duty.

¢. Service of 1 or reinstatement
must be " pletion of

t may be extended for up to two years

ccing due to a disability incurred or

ice, and the employer must make
impairment.

9% than 30 days, but less than 181 days, an
discharged within 180 days of reemployment,
If time served is greater than 180 days, an

mergency Volunteer Service

An employee who is a participant in any volunteer emergency service
(e.g., fire protection, ambulance service, or search and rescue) shall not
schedule him/herself for on-call duty during work hours. In the event an
employee is required to respond to an emergency during normal working
hours, s/he shall remain in full employment status and shall receive total
regular compensation while performing the volunteer service for the
period that s/he would have been working for the employer,

6.9.2. Emergency Road Conditions

1. Any non-exempt employee who is unable to report to work due to
road closures or hazardous road conditions caused by ice, snow,
floodwaters, washouts, or slides shall not receive regular salary.
Employees are advised to use their best judgment in making a
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decision of whether or not to report to work under such conditions.
Should an employee decide to remain at histher residence, all
reasonable attempts should be made to notify his/her immediate
supervisor. Any employee wishing to receive payment for time
missed due to hazardous road conditions may do so by using either
accrued annual leave or accrued compensatory leave time.

2. Any non-exempt employee who reports to work late due to road
closures or hazardous road conditions will be compensated only for
the actual hours worked. In the evght the employee wishes to
receive a full day’s pay, sthe m nual leave or accrued
compensatory leave time to comgiilile the normal work period.

3. Any employee who elects to work due to hazardous

road conditions or reports er such conditions shall
not be subject to disci upervisor is in doubt
of the employee’s all be made by the
employer on th irmation of the
hazardous co ency or the
appropriate publi ion over the

roadways in question.

6.9.3. Disaster A

e Declaration

ederal governmental agency
Employees who are

such conditions provided the employer’s
and functioning. An employee who has made

ter’” conditions, shall not be subject to discipline. Employees
pake every effort to report their circumstances to their

Employees may be granted reasonable time off during their work shift for
the purpose of donating blood when participating in an employer-
sponsored blood donation. All such absences shall be scheduled with the
employee’s supcrvisor. In no event shall an employee be cligible for
overtime as a result of donating blood.

6.11. Leave for Parents of Children Enrolled in School
6.11.1, Policy

Employees who are parents of children enrolled in public or private
school (Pre-K thrul2)} are entitled to four hours of unpaid leave, per
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school year, for each child enrolled in school. The employee may use the
entitled leave time to:

1. Attend parent-teacher conferences;
2. Attend school-related activities during regular school hours;

3. Volunteer or otherwise be involved at the school in which the
child is enrolled during regular school hours; and

4. Attend school-sponsored events.

The time for the leave must be mutuall
and the employer. The employee m
least five school days prior to the
The employee may also be
demonstrating that s’he was
leave was provided.

6.11.2. Retaliation

An employee sha i i g the leave
s/he has been

upon by the employee
request the leave in writing at
ich the leave is to be taken.
furnish documentation
activity for which the

6.12. Leave for Nursing
6.12.1. Policy

Health Care Provider for Emplovee’s Serious Health Condition
H-380-E)

ation of Health Care Provider for Family Member’s Serious Health

ion (FMLA Form WH-380-F)

Certification of Serious Injury or lllness of Covered Service member for
Militarv Family Leave (FMLA Form WH-385)
e Designation Notice (FMLA Form WH-382)

* Emplovee Rights and Responsibilities under the Family and Medical Leave Act
(FMLA Form WH 1420)

¢ Leave of Absence Authorization Form

e Nevada Consanguinity/Affinity Chart (Rev. 9/09)

e Notice of Eligibility and Rights & Responsibilities (FMLA Form WH-381)
e Notice of Intent to Return to Work After Leave of Absence (Non-Medical)
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o  Notice of Intent to Return to Work After Medical Leave of Absence

Lander County Persannel Policies Page 103



7. BENEFITS

7.1.  Health Insurance Coverage
71.1.  Eligibility

Full-time regular employees and part-time regular employees who are
regularly scheduled to work at least an average of 20 hours per week are
eligible to enroll in a group health insurance glan effective the first of the
month following 90 days of employment.

An employee with a change in status
a group health insurance plan wil
eligibility status change.

akes them eligible to enroll in
d to wait 90 days from the

Employees, who are regula east an average of 20

cligible for coverage unde ' oyee’s expensc.
1l deduction of any share of the health
coverage

7.1.2. Benefits

The specific % TRt rage are specified in the plan
document for Ry . isiop “and prescription drug insurance

ull-time regular and those part-time regular employees who are
egularly scheduled to work at least 20 hours per week are covered by an
employer-paid term life insurance and accidental death and
dismemberment insurance plan effective the first of the month following
90 days of employment.

7.2.2.  Policy

The specific terms and conditions of coverage are specified in the plan
document issued by the insurance company and are available from the
Human Resources Director.

7.2.3. Coverage
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Eligible employees are covered by a standard life insurance policy in the
amount provided in the negotiated plan. Dependent life insurance is
available on an employee-paid basis.

7.3. Retirement

As defined in NRS 286, the employer is considered a public employer and
employees in positions considered to be half-time or more, according to the full-
time work schedule for at least 120 consecutive work days, are covered by the
Public Employees Retirement System (PERS). Detailsgare available in Chapter 286
of the NRS.

Eligibility for membership in PERS for elected

Eligibility for membership in PERS for dj
municipal judges is covered in NRS 1A,

Is is covered in NRS 286.293.

justices of the peace, and

7.4.  Workers’ Compensation

Employees are insured under, isi mpensation

ness Yo their immediate supervisor as
of the accident, injury, or illness.

The following provis N nd are intended to implement the
requirements of NRS 2§ s

1. When an employee Tdlyy, - s irg® for benefits for temporary total
disability under chapR it [usive, or 617 of the NRS, and for

apility leave time as taken during the pay period an
represents the difference between his/her normal salary and the

, inclusive, or 617 of the NRS for that pay period.

the employee’s accrued short term disability leave time is exhausted,

gent of his/her normal salary under subsection 1 must be discontinued and

Femployer will promptly notify the Workers” Compensation Administrator

IO that it may begin paying the benefits to which the employee is entitled

directly to the employee.

Q%QAH employee who declines to make the election provided in subsection 1 may
use all or any part of the short term disability leave benefit normally payable to
him/her while directly receiving benefits for temporary total disability under
chapters 616A to 616D, inclusive, or 617 of the NRS, but the amount of short
term disability leave benefit paid to the employee for any pay period must not
exceed the difference between his/her normal salary and the amount of any
benefit received, exclusive of reimbursement or payment of medical or
hospital expenses under those chapters for that pay period.
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4. If the amount of the employee’s short term disability leave benefit is reduced,
pursuant to subsection 3, below the amount normatly payable, the amount of
short term disability leave time charged against the employee as taken during
that pay period must be reduced in the same proportion.

5. An employee may decline to use any part of the short term disability leave
benefit normally payable to him/her while receiving benefits under chapters
616A to 616D, inclusive, or 617 of the NRS. During that period of time, the
employee will be considered on leave of absence without pay.

7.5.  Transitional Duty
7.5.1. Policy

to place employees in
necessary, an employee wi
is available.

itional duty must furnish a written update of his/her
g¥al condition t&qbigher department manager from the treating

s after each

ly income earned after the effective date of initial or increased participation can
be deferred.

Prior to retirement, participants may withdraw the balance of their deferred
compensation account only upon termination of employment. In the event of an
unforeseeable emergency, the employee may withdraw a portion of the account
needed to pay for the emergency. The IRS defines the conditions for and requires
employer approval of early withdrawal on a hardship basis. The Executive Director
must review and approve all requests for early withdrawal.
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7.7.

7.8. Related Forms:

Lander County Personnel Policics

Educational Assistance

The employer, subject to availability of budgeted funds, may provide educational
assistance for tuition and/or fees, other than books, for career-related education.
The following qualifications must be met:

1.
2.

Employees must be in a regular full-time status.

The course must be taken from an accredited institution of higher learning or
an employer-approved adult education class.

The course must be job-related or be required fora degree that is job-related.
An employee must request approval for educ assistance from his‘her
elected official or department head. Upon the elected official or
department head, the request is forward review and approval by the
Executive Director. If approved by Director, the request for
payment will be forwarded to the fina or final approval. Such
approval may be conditioned i ents for continuing
employment and/or job-relate i . o do not complete
the course with a notice o i better, or who
voluntarily terminate bt receiving
educational assistance must re amount of the
assistance provided.

Transitional Duty
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8. TRAVEL EXPENSES

8.1. Policy

1. Employees will be reimbursed for reasonable travel expenses which are
required for the performance of their assigned duties and which are
appropriately authorized.

2. To obtain reimbursement, employees must submit an expense report on a
proper claim form and substantiate the amounts ed as required below.

3. Reimbursement shall be made only for expe lly incurred, paid, and
authorized under this policy and procedure

8.2. Allowances
8.2.L. Mileage

vehicle when an erfiplo
sole  discretion,

er may, at its
provi i ovide mileage

employee’s approval, the use
of an employ be used in lieu of mileage

reimbursement.

ing a peffonal vehicle for official travel must have proof of
TMEDId insurance for that vehicle.

st lodging should be pre-arranged at a location nearest to the
wraining site as possible. Reimbursement will be based on the
a single room if available. A receipt is required for
etmbursement of incurred lodging expenses.

Meals

The cost of meals shall be reimbursed as follows, in an amount not to
exceed meal per diem rates established by the State of Nevada.

2. If the cost of meals purchased exceeds these allowances, the employee
may apply to the elected official or department head for a variance on
the allowances by submitting such request with the original receipts and
an explanation for the expenditures.

3. Except as provided in item 6 below, an employee shall be entitled to
reimbursement for the cost of breakfast only if s/he is required to leave
his/her normal work location prior to 6:00 a.m., and return to such
location after 10:00 a.m.
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4. Except as provided in item 6 below, an employee shall be entitled to
reimbursement for the cost of lunch only if s/he is required to leave
his/her normal work location prior to 10:00 a.m., and retumn to such
location after 3:00 p.m.

5. Except as provided in item 6 below, an employee shall be entitled to
reimbursement for the cost of dinner only if s/he is required to leave
his/her normal work location prior to 4:00 p.m., and return to such
location after 8:00 p.m.

6. No reimbursement shalt be allowed for
made available to an employee as pa
other function, regardless of wh
provided meal or purchases his/

8.2.4. Same Day Travel

eal which is provided or

e coMt of a meeting, class, or

e employee partakes of the
where.

Same day travel meals i Is stated in 8.2.3,
Reimbursement must travel expense

report. Any approy, i i oyee’s next
regular payroll followin

8.2.5. Qther Expenses

8.2.6.

L. : s o barse for fines and parking tickets,

courages combining personal travel with business
e public’s perception regarding use of employer

q¥yee’s family may accompany the employee on employer
piness, provided travel is not in an employer vehicle. The
employer will not, however, pay any additional expenses so
incurred.

Claims

All claims with required receipts for travel expenses are to be submitted
to the elected official or department head for approval by the employer
within 5 working days following the trip.

8.3.2. Advances

Employees may request an advance to cover anticipated expenses of at
least $50.00. This request must be made not more than three weeks nor
less than one week before departure. When advanced funds have been
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provided, all unused funds must be returned with a claim form submitted
to the Finance Department within five working days following any trip.

8.4, Related Forms: Travel expense form
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9. EMPLOYEE SEPARATION

9.1. Resignation
9.1.1. Notice

Employees are requested to provide at least two weeks’ notice, in
writing, to their Elected Official or Department Head of their intent to
resign their employment. At the sole discretion of the employer, an
employee may withdraw a resignation at ime prior to its effective
date. An employee’s failure to give a

9.1.2. Return of Employer Property

When resigning or being i oyee must return all
employer property includj i ards, employee 1D,
tools, equipment, and the last day of
employment.

9.1.3. Job Abandonment

loyees who are absent from work
without 4 of three consecutive work days to
have abandigs

is required res for termination if the

9.1.4.

eck by the next payday following the
Qsignation if sufficient notice was given by the
3 paycheck sooner when the employee resigns

@ and payable on the next regular payday. (If the
gver is private, they are governed by NRS 608 which requires

ange in duties or organization; or in the interests of economy, efficiency;
hicr appropriate causes, as determined by the employer.

Pemployee hired for a project of limited duration (e.g., grant funded) will not be
orded rights relative to layoff at the end of the funding period unless, at the time
of hire, the employer elected to grant layoff rights to the employee.

The order of layoff among employees in the same class within a department will be
as follows: employees serving an introductory period will be considered first, and
then all other employees will be considered.

9.2.1. Alternatives to Layoff

Whenever a layoff is anticipated, the employer will notify employees
whose jobs may be affected by the situation and explain all available
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options to them. The employer will make reasonable efforts to integrate
affected employees into other available positions. The employer may
also utilize options in lieu of layoffs where feasible such as part-time
work schedules, reduction in work hours, job sharing, or reductions in
class or pay.

9.2.2. Order of Layoffs

In deciding which employees shall be laid off and which retained, the
employer shall consider job-related factors such as job knowledge, skill,
and ability to do the required work; previ rk experience, including
ability to perform other jobs which the g¥ploye® may be called upon to
perform as a result of the layoff; nce, safety, and disciplinary
records; performance evaluatio ith the employer; and
efficiency of operations. es are equally qualified

9.2.3. Designation of Empl

provide the Human Resou ith a list designating the class,
i o be laid off. The Elected Official or

9.2.4.

Plist, the Human Resource Director shall
W cmployee with a written notice of layoff. Such
i shall either be delivered in person or mailed

b# have been laid off shall be placed on one or more

went lists.  All employees laid off from positions in the same
fMall be placed on a single reinstatement list without regard to
epartment. A laid-off employee may request and receive placement on
a reinstatement list for any job class in which s/he previously held post-
introductory status. When a vacancy occurs in the same job class for
which a reinstatement list exists, the Elected Official or Department Head
shall fill the vacancy using the appropriate reinstatement list.

9.2.6. Reinstatement Process

The most recently laid-off employee on the applicable reinstatement list
who is qualified for the position and is willing to accept employment in
the class and department where a vacancy exists shall be reinstated. The
Elected Official or Department Head may select the most appropriately
qualified employee based upon the same considerations described under
Section 9.2.2., Order of Layaffs. An employee reinstated to a position in
the same class and department as held prior to the layoff will not be

Lander Ceunty Personnel Policies Page 112
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Related Forms:

Employee Separation Chec

required to serve an additional introductory period, provided the required
introductory period had been served prior to layoff.

9.2.7.  Duration of Reinstatement List

The names of persons laid off shall be maintained on a reinstatement list
for one year from the date of layoff. Persons on this list who are hired in
positions in the same or (should they apply for and be selected for a
vacancy) higher class from which they were laid off shall, upon such
hire, be removed from the reinstatement list, An employee who refuses
reinstatement to the same position from the layoff occurred shall
be removed from the reinstatement list rsons*reinstated to a position
in a lower class from which they id off or called to work as a
casual worker shall remain on t ent list for the designated
period of time the reinstatement
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. 1. PERFORMANCE MANAGEMENT

10.1. Sheriff’s Office Provision

This policy does not apply to employees of the sheriff’s office. The Sheriff will
enact and maintain such policy. Refer to departmental policy or applicable
collective bargaining agreement.

10.2. Statement

The employer’s performance management syste
objective, consistent, and ongoing process to ass
each employee by communicating to the emp
and standards of performance which s/he j
views performance management as an
and continued improvement.

10.2.1. Purpose

igned to be a formal,
the on-the-job effectiveness of
b /her status and the objectives
achieve. The employer
t focuses on the future

The performance
periodic two-way comm
regarding job performance.

expe

2. Assist 8
training

full potential by identifying
specific plans for continual

e employer and the responsibility of each supervisor
Winely provide employees with accurate, constructive feedback

ap’o performance expectations, accomplishments, deficiencies,
portunities for growth. Recognizing that periodic formal
evaluations cannot take the place of ongoing
ommunication and feedback, the employer encourages frequent,
ongoing discussions of job performance and expectations between
employees and supervisors. Performance evaluations, whether formal or
informal, do not create a contract or other right to continued employment.

. Frequency of Performance Evaluations

Formal performance evaluations are to be conducted a minimum of once
a year. Additionally, Elected Official, Department Head or Supervisors
may conduct formal evaluations at the following times:

1. For new employees, no later than five (5) months after initial hire
and at 11 months after hire.

. 2. Six months following transfer to a new position within the same
class.
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10.2.4.

3. When there is a significant change (either improvement or
deterioration) in performance or behavior affecting the job.

4, Within three months following an evaluation documenting that the
employee’s performance needs substantial improvement. (The
employer encourages frequent, ongoing meetings between the
employee and supervisor.)

5. At any other more frequent interval as the supervisor deems
appropriate. In addition, informal performance communications
(feedback) should occur routinely egularly throughout an
evaluation cycle.

Written Record

Performance evaluations should
Official, Department Head i duct evaluations in a
private meeting with th

communicated verbally meeting with
to comment on

W¥ver strongly encourages employee participation in the
Fnce evaluation process. Opportunities for participation include
he following:

1. Elected Official, Department Head or Supervisors providing
employees with an opportunity to present a self-evaluation which
the supervisor may then consider prior to and discuss during the
evaluation meeting,

2. Discussions between the Elected Official, Department Head or
Supervisors and the employee for the purpose of establishing
performance expectations or goals for the next evaluation period.

3. If requested by the employee, a discussion with the next level
supervisor to review any disagreements over a performance
evaluation.
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10.3. Procedure
10.3.1. Steps in the Performance Evaluation Process

As part of the performance evaluation process, Elected Official,
Department Head or Supervisors will:

1. Establish and communicate a written performance plan at the
beginning of the evaluation period which states expectations the
employee must meet.

2. Review notes taken on the employ
formal evaluation and the employ.

rformance since the last
self-cYaluation, if provided.

3, Complete a performance
employee’s actual perfor
expectations and standa;

ion form comparing the
established performance

a. Use sp&cifi objective

constructive, a ipti
performed during
and

valuation period. Discuss both the
{ the employee’s performance,
d the employee’s own goals for

areas of disagreement. If the employee does not
all or part of the performance evaluation, s/he

should be g
atheir colffctive bargaining agreement.

onitor performance, providing feedback, as well as
paching and counseling, throughout the evaluation cycle.

Official, Department Head or Supervisors must use the
mployer’s approved performance evaluation form and ensure that the
completed and signed form becomes a permanent record in the
employee’s personnel file.

10.4, ted Forms

* Employee Performance Review E-Form
¢ Let’s T.A.LK. Preparation Form
»  SMART Goals Form
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11.  DISCIPLINARY ACTIONS AND APPEALS

11.1. Sheriff’s Office Provision

This policy does not apply to employees of the sheriff’s office. The Sheriff will
enact and maintain such policy. Refer to departmental policy or applicable
collective bargaining agreement.

11.2. Discipline and Appeal

11.2.1. Justification for Discipline

Disciplinary action, up to and |
against an employee for unsati
including, but not limited to,

ermination, may be taken
ance or for misconduct

yer's service, or
ic a fellow

ission or commi that impacis
n of the inte or credibility

public confidence in the employer.

erial omission on forms, records, or
gne cards, and other employer

ation, refusing to follow directions, or other disrespectful
gnduct directed toward a supervisor/manager,

P2l harassment or other prohibited behavior directed toward
aother employee, member of the public, vendor, or anyone doing
business with the employer, or anyone present on premises owned
or controlled by the employer.

Actual or threatened physical violence including, but not limited to,
intimidation, overt or subtle threats, harassment, stalking, or any
form of coercion, except as may be required of a peace officer in
the course of his/her duties.

8. Possession or inappropriate use of drugs or alcohol on property
owned or controiled by the employer or while on duty or during an
on-call status.

9. Possession, bringing, or aiding others in bringing unauthorized
firearms, weapons, hazardous biological material or chemicals, or
other dangerous substances onto property owned or controlled by
the employer.
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10. Violation of safety or health policies or practices, or engaging in
conduct that creates a safety or health hazard to other employees,
the public, vendors, or him/herself.

11. Dishonesty, including intentionally or negligently providing false
information, intentionally falsifying records, employment
applications, or other documents.

12, Willfully or intentionally violating or failing to comply with the
employer’s policies, rules, regulations, and/or procedures.

13. Unsatisfactory work performance.

11.2.2. Forms of Disciplinary Action

Disciplinary action includes, b d to, one or more of the
following:

Verbal warning (do
Written reprim
Suspension

Pay reduction

A i

mies of major significance, including those rules related
to the prevention of serious danger in the workplace or to
er employees. An example would be violating a rule that
prohibits smoking around flammable material. Deductions
can be made in any amount.

Unpaid suspensions may be imposed for infractions of
workplace conduct rules, such as rules prohibiting sexual
harassment, workplace violence, drug or alcohol use, or for
violating state or federal laws, The suspension must be for
serious misconduct, not for performance issues. Suspensions
must be in full-day increments.

¢. Suspensions for performance issues must be made in full-week
increments and must be imposed pursuant to a written policy
applicable to all employees.

11.2.3. Due Process

Prior to taking disciplinary action involving suspension, reduction in pay,
demotion, or termination against any regular employee, the employer
will take action intended to ensure that the employee is afforded due

Lander County Persounel Policies Pape 118



Lander County Personnel Policics

process. Due process in regard to employment-related disciplinary action
includes, among other actions, making certain the employee is provided
notice of the reason for the disciplinary action and is given the
opportunity to provide a response to the proposed disciplinary action
prior to an appropriate supervisor making a final decision regarding the
disciplinary action.

1. Written Notice

In situations where the proposed disciplinary actj
reduction in pay, a demotion, and/or terminatio
disciplinary action will be hand-delivered or
The notice will include the following info

involves a suspension, a
notice of the proposed
certified mail to the employee.

3. A statement action with
porting the
4. employee of his/her right to file a

mit a written request for a pre-

nfive work days
B and

and privileged documents), on which the proposed disciplinary
igils based. If the employee requests, the employer will provide a copy of

ffes of witnesses.

3. Conference Prior to Implementation

When the employee requests a conference after receipt of the proposed
disciplinary process, but prior to any disciplinary action being impaosed, the
Elected Official or Department Head will schedule a meeting with the employee
and his/her representative (if the employee requests a representative be present)
in a timely manner to review the reason for and basis of the proposed
disciplinary action. At this conference, the employer will also provide the
employee with an opportunity to present relevant information which may
impact the nature or severity of the proposed disciplinary action.
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4. Implementation of Discipline

No later than five work days from receipt of the employee’s written response or
conclusion of the pre-disciplinary conference, the Elected Official or
Department Head will issue a written decision to the affected employee. The
written decision will inform the employee that:

1. The proposed disciplinary action will be implemented; or

2. The proposed disciplinary action will be modified, with an
explanation; or

3. The proposed disciplinary
explanation.

rescinded, with an

3. Appeal

inlinary action to the
with the Human

the decision. If an employee fails to
ing to these requirements within the

xecutive Director will set a date for a
bypeal hearing. At such hearing, the employee will

p be represented by an atformey or other
flained by the employee, to present evidence and
gfosponse to the disciplinary action, and to question
WCxamine adverse witnesses. The hearing may be
conducted informally without conforming to the formal rules of
ce and such informality of the hearing process shall not
SWalidate the decision rendered. The Executive Director will
issue to the parties a decision following such hearing within five
work days.

3. The affected employee may appeal the disciplinary action to the
County Board of Commissioners by filing a written appeal with
the Human Resources Director within five work days of the
effective date of the disciplinary action. The written appeal must
state the basis of the appeal and contain a specific admission or
denial of each of the material statements in the decision. If an
employee fails to file a written appeal conforming to these
requirements within the prescribed time limit, s/he is deemed to
have waived the right to appeal. (Reference: Section 11.1.4.
Public Hearing for Dismissed Employees of Counties, Cities and
Incorporated Towns, and Unincorporated Towns)
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4,  After an employee has submitted a timely appeal to the Fluman
Resources Director the Executive Director will set a date for a
disciplinary appeal hearing by the Commission. At such hearing,
the employee will have the right to be represented by an atiorney
or other representative retained by the employee, to present
evidence and argument in response to the disciplinary action, and
to question and cross-examine adverse witnesses. The hearing
may be conducted informally without conforming to the formal
rules of evidence and such informality of the hearing process

shall not invalidate the decisio The Board of
Commissioners will issue to the ies a Yecision following such
hearing within five work day

5 The decision of the Bo sioners is final and may

11.2.4. Public Hearing for
Incorporated Tow

appeal proWge llC hearmg The employee must
request in - i i days of recelpt of written

ployee in writing, the employer may place an
imitrative leave, with or without pay pending an

njdAt to Discipline Form

Perbal Written Warning Form

Written Reprimand Form

Sample Last Chance Agreement — Performance and Behavior
e Sample Last Chance Agreement — Drugs and Alcohol
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12.

DISPUTE RESOLUTION

12.1. Sheriff’s Office Provision

This policy does not apply to employees of the sheriff's office. The Sheriff will
enact and maintain such policy. Refer to departmental policy or applicable
collective bargaining agreement.

12.2. Definition of Dispute

Subject to the exclusions listed below, a disput
employer and an employee pertaining to
personnel policies, or an allegation by an e

any disagreement between the
lication of the employer's

1. Disciplinary action.
2. Complaints for which th
process.

any stfige of the dispute resolution process, the employee is dissatisfied
he decision rendered, the employee shall be responsible for submitting
cl¥spute to the next designated level within the delineated time limits. If the
@loyee fails to submit the dispute to the next designated level within the
Zime  limits imposed, the dispute resolution process shall be considered
terminated, the dispute shall be considered settled on the basis of the last
decision, and the dispute shall not qualify for further appeal or reconsideration.

3. If the appropriate employer representative fails to respond within the time
limits specified, the employee has the right to proceed to the next step within
the prescribed time limits. Any such failure by an employer representative
shall not constitute an admission of the validity of the dispute.

12.5. Dispute Resolution Process

12.5.1. Step 1. Discussion with Immediate Supervisor
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The employee shall first discuss the dispute informally with the
immediate supervisor. The discussion shall be held within 10 work
days of the action causing the dispute or of the date the action
reasonably could have been expected to be known to the employee. .
In no event shall any dispute be accepted for consideration more
than six months from the date of the initial occurrence causing the
dispute, regardless of the date the action became known to the
employee.

The immediate supervisor shall verb
within 10 work days of the in
employee and supervisor. Addj
must document the verbal res

respond to the employee
iscussion between the
ally, the immediate supervisor

ute has not been
may submit the

And state the $pecific nature of the violation.
date(s) of the incident(s).

e employee and be signed by the employee.

Identify the person, if any, chosen by the employee to be
#/her representative.

¥ modifications in the alleged basic violation shall be made
subsequent to the filing of a dispute, unless mutually agreed to by
both the employer and the employee. However, corrections in
citations can be made at any time by the employee or the
employee’s representative.

The Elected Official or Department Head and Human Resources
Director shall meet with the employee to discuss the dispute and
shall deliver a written decision to the employee within ten (10)
work days of the mesting outlining the reasons behind the decision.

Any dispute resolved at this step shall be subject to the review and
confirmation of the Executive Director before the resolution is
effective. Such review will occur within fourteen work days and
the confirmation shall be final and binding.
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12.6. Related Forms: NONE

Lander County Personnel Palicics Page (24



13. DEFINITION OF TERMS

The terms used in these policies shall have the meanings defined below:

Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight
alcohol including methyl and isopropyl alcohol.

Alcohol Use: The drinking or swallowing of any beverage, liquid mixture, or preparation (including
any medication) containing alcohol.

Allocation: The assignment of a single position to its proper classific on the basis of the duties

performed and responsibility assigned.

Administrative Leave; Authorized leave for administrative
investigation which may be with or without pay, at the optio

s, such as for conducting an

Anniversary Date: The date the employee is hired as omoted or reclassified
Leration for a salary

Applicant: A person, including a current emplo i i sition with the
employer. (May also be referred to as the candidate)

At-will: Employment status wherei inated at any time, with or without

ar as to the fundamental type of work, but which
, and which have been arrayed in a progression of

uch as illegal drugs, drug paraphernalia, or other related items whose
this policy.

Outside employment that interferes with the employee’s ability to

Conviction: A finding of guilt, including a plea of no contest or imposition of sentence or both, by
any judicial body charged with the responsibility to determine violations of the federal or state
criminal drug or alcohol statutes.

Covered Active Duty:

s In the case of a member of a regular component of the Armed Forces, duty during the
deployment of the member with the Armed Forces to a foreign country; and
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» [n the case of a member of a reserve component of the Armed Forces, duty during the
deployment of the member with the Armed Forces to a foreign country under a call or order
to active duty.

Covered Servicemember:

s A member of the Armed Forces (including a member of the National Guard or Reserves)
who is undergoing medical treatment, recuperation, or therapy, is in outpatient status, or is
on the temporary disability retired list, for a serious illness or injury; or

» A veteran who is undergoing medical treatment, recuperation, or therapy, for a serious
illness or injury and who was a member of the Armed Forces luding National Guard or
Reserves) at any time during the period of five years p
veteran undergoes that medical treatment, recuperation,

Date of Hire/Hire Date: The actual date an employee fj
position.

Day: Calendar days unless work days are specified.

Demotion: Involuntary movement of an employe b class having a
lower maximum base rate of pay, as a result of g¢ i

Department Head/Department Manager: An ele i i igf who is directly
responsible to the Executive Director, the Board of ommissioners or to the electorate, for
overall administration of an office or department of the e

disability. Generally, disability-rela B uring the hiring process.
Examples of disability-related inquiries )

. ) as ever had a disability, how s/he

¥n (generally without pay), involuntary demotion, reduction in pay,

Discrimination g ployment decisions or actions which are inappropriately taken because of the
applicant’s or etglloyee’s race, color, religion, age, gender, pregnancy, sexual orientation, national
origin, ancestry, disability, veteran status, domestic partnership, genetic information, gender identity
or expression, political affiliation, or membership in the Nevada National Guard, or union activity.

Dispute: Unresolved work-related problems identified by an employee or group of employees
pertaining to work-related issues. Disputes may not be related to disciplinary action.

Domestic Partner: Persons who are registered as domestic partners with the state of Nevada per
NRS 122A.200.
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Drug Test: A blood or urine test that includes specimen collection and testing by a Department of
Health and Human Services (DHHS)-certified laboratory. Both a screening test and a confirmation
test must be used to establish a positive test result.

Eligible List: A list of names of persons who have satisfactorily completed an examination for a
position and have qualified; also includes Reinstatement List (see below). A list of names of
persons who have been laid off and are available for reinstatement.

Employee: A person employed in a budgeted position on a full- or part-time basis. For purposes of
those sections of these policies covering discipline, hiring, layoff, and dispute resolution, the term
employee excludes elected officials, department heads and casual/te /seasonal workers.

Regular Full-time Employee. A person who has
introductory period in a regular budgeted position with a no

essfully completed an initial
eduled workweek of at least

40 hours.
Regular Part-Time Employee: A person completed an initial
introductory period in a regular budgeted position whd ' per week, but less

than full-time employment.

Introductory Employee: A person w ied period of
time during which s/he is evaluated by the employe rated fitness for
a position by actually performing the duties of the posit

Exempt Employee: An emNe he overtime provisions of the Fair
Labor Standards Act. (Such deternNgugm i is of dutics and responsibilities

performed and the method of pay comp?

Non-Exempt Employee: An empRg i e overtime provisions of the Fair
Labor Standards Act.

Employer PremigydP e , the surrounding grounds and parking
i ent/vehicles, offices, desks, cabinets, closets, etc.

Bfction, a limited number of other employees are available to
the fuflction requires special skill or expertise. (Marginal functions
Id not be considered essential functions.)

measure, combination of measures, or procedures used as a basis for any
Examinations include the full range of assessment techniques from
traditional papcNEPpencil tests, performance tests, assessment centers, introductory periods, and
evaluation of phyfcal, educational, and work experience qualifications through informal interviews
and scored application forms, Open examinations are open to all applicants, internal and external.
Promotional examinations are open only to selected categories of employees of the employer.

Full-Time: Work which requires hours of work as established by the employer as full-time. A
full-time employee is regularly scheduled to work a normal work week of 40 hours. Note: For the
purpose of determining eligibility for benefits and layoff, collective bargaining agreements may
provide alternate definitions of full-time.

Grade: The designation of a salary range for a class.
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Tllegal Drugs: Any controlled substance or drug which is illegal to sell, possess, cultivate, transfer,
use, purchase, or distribute. Illegal drugs include prescription drugs not legally obtained and/or
prescription drugs not being used in the manner, combination, or quantity prescribed, or by the
individual for whom prescribed.

Immediate Family: Shall be defined as;, an employee’s spouse, parents (including step),
grandparents, grandchildren, children including step), brothers, sisters, aunts, uncles, nieces,
nephews, children’s spouse or corresponding relation by affinity, significant other and, if living in
the employee’s household, includes foster children and foster parents.

Introductory Period: A trial or working test period which is an i
and selection process during which an employee serves in an
demonstrate fitness for the position for which s/he was hired by
position.

part of the examination
ill sthtus and is required to
performing the duties of the

Layoff: A separation from the employer’s service be f funds, lack of work,
abolishment of a position, reorganization, or for
employee and for reasons outside of the employee’

Legal Drugs: Prescription drugs and over-the-coun btained and are
being used in the manner, combination, and qua or which they were prescribed or
manufactured.

medical setting i i Mo individual’s physical or mental impairments or
health. Medi

Ophthalmologist or optometrist;
8Tk for alcohol use;

crol testing; nerve conduction tests;
B measure muscle strength and motor function;

employer’s budget or established by formal action of the Board of County Commissioners

Positive Drug or Alcohol Test: Any detectable level of drugs or its metabolite (in excess of trace
amounts attributable to secondary exposure) in an employee’s urine, blood or hair. With respect to
alcohol, a blood alcohol concentration of 0.02 or higher constitutes a positive test.

Promotion: The movement of an employee from one class to another class having a higher
maximum base rate of pay, usually as a result of some type of examination.

Rate of Pay: An employee’s salary as shown in the employer’s compensation plan.
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Reallocation: A change in the classification and pay grade of a class to a higher or lower pay grade.

Reclassification: The change of a position to a different job class which results from changes in
duties and responsibilities.

Reduction in Pay: Disciplinary action by an employer moving an employee to a lower pay level in
the same class and same pay grade.

Regular Position: An authorized position which appears in the authorized position list contained in
the employer’s budget documents or its amendments approved by the Board of County
Commissioners (Normally a regular position consists of duties which payst be performed at least 20
hours per week on a regular, year-round basis.)

Reinstatement: The restoration of a laid-off employee
promotional introductory period to a position in a class in w
regular employee.

employee rejected during a
loyee formerly served as a

Reinstatement List: A list of names of persons e been laid d are available for

reinstatement (rehire without examination).

Reprimand: A written notice to an emplg
deficiencies and the improvements in behavior an
and that further disciplinary action will follow i

ting spdgific performance behavioral

loye? does not muke the required
nsidered a reprimand.)

Resignation: A notice by an emplo : i ate from the employer’s service.
The employer may require that resignd ; iti

Substance A Beofessigthl (SAP): A nsed physician, or a licensed or certified
psychologist, social "Wgaer 3e assistanggPprofessional, or addiction counselor (certified by
the NatarraadcsociatioNge TP rug Abuse Counselors Certification Commission)

dtion, and discipline of assigned employees. This person may also serve
anager.

Suspension:
disciplinary reag

c tepdorary separation from service, with or without pay, of an employee for

- pending investigation of an employee’s conduct.
Temporary Emg@loyee: See Casual Worker.

Transfer: A lateral change of an employee from one position to another position in the same class
or to a different class in the same salary range.

Warning: Verbal notice or counseling of an employee specifying required changes in work
performance or on-the-job behavior.
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LANDER COUNTY COMMISSION MEETING
July 12, 2012

AGENDA ITEM NO. 5

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:
Discussion for possible action regarding Lander County Master Plan and revisions/updates to
the current master plan and other matters properly related thereto.

Public comment.

Background:
Commissioner Dave Mason requested discussion of the Lander County Master Plan be put on
the Commission agenda for discussion.

The current Lander County Master Plan was adopted by the Commission during the regular
meeting held October 28, 2010, through passage of Resolution 2010-14, A Resolution
Amending the Lander County Master Plan by Adopting the 2010 Lander County Master Plan.
However, the implementation phase of the adoption process, (which was part of the action
taken by the Commission during the October 28, 2010 meeting, Agenda Item #5), was never
carried out. The second section of the motion passed to adopt the 2010 Lander County Master
Plan stated: “and develop language for a proposed ordinance to implement the Plan as a
guideline for long-range planning and address the impact of the Plan on future ordinances and
amendment of the Plan through the passage of future ordinances.”

Recommended Action:
It is recommended that the Commission direct staff to perfect the motion passed during the

October 28, 2010 meeting by carrying out the necessary tasks to fully implement the current
(2010) Lander County Master Plan.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future



LANDER COUNTY COMMISSION MEETING.
July 12,2012

AGENDA ITEM NO. 6

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:

Discussion for possible action regarding execution of a Quitclaim Deed to transfer all of
Lander County’s interest in the property. located in the N2 SW4, Section 6, T32N, R46E,
M.D.B.&M. (portion of the Blossom Ranch) to the 26 Ranch, Inc.; due to a discrepancy with a
tax deed from 1938, and other matters properly related thereto.

Public comment.

Background:

A Quitclaim Deed to transfer all of Lander County’s interest in the property located in the N2

SW4, Section 6, T32N, R46E, M.D.B.&M. (portion of the Blossom Ranch) to the 26 Ranch,
“Inc., due to a discrepancy with a tax deed from 1938, is presented for Commission

consideration.

Due to a discrepancy in a tax deed dating back to December 3, 1938, this particular parcel,
which is a portion of the Blossom Ranch, is under fractional (3/10) Lander County ownership.
The onginal fractional interest in the property, (2/10 interest), was created by Lahder County
Treasurer’s Tax Deed dated October 16, 1936.

The petitioner, Mr. John E. Marvel, requests that the long-standing discrepancy be addressed
and Lander County execute this Quitclaim Deed, transferring the fractional interest in this
parcel to 26 Ranch, Inc. 26 Ranch, Inc., or predecessors in interest, have paid all taxes on the
property and have been in exclusive possession of the property over the past 70 years.

Recommended Action:

It is recommended that the Commission correct the 1938 tax deed discrepancy by executing a
Quitclaim Deed to transfer all of Lander County’s interest in the property, located in the N2
SW4, Section 6, T32N, R46E, M.D.B.&M. (portion of the Blossom Ranch) to the 26 Ranch,
Inc.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future
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MARVEL & KUMP, LTD.

John E. Marvel, Esq. ATTORNEYS AT LAW Jeffrey J. Kump, Esq.
(775)738-9881 217 Idaho Street (775)777-1204
P. O. Box 2645

Dustin J. Marvel, Esq. Elko, NV §9803
(775)738-9882 Faesimile (775)738-0187

June 19, 2012

Gene Etcheverry, Executive Director RECEIVED
315 South Humboldt Street 21 o
Battle Mountain, Nevada 89820 4N 217

COUNTY COMBHIBioN

Re: 26 Ranch Inc. - Lander County, Nevada
Quitclaim Deed

Dear Gene:

In reference to our recent telephone conversation, this letter is in regard to Lander County’s
fractional property interest in the real property (portion of the Blossom Ranch} held by 26 Ranch
Inc., a Colorado corporation. As evidenced by the preliminary title report prepared by Stewart Title
Guaranty Company, the pertinent portion of which is enclosed herewith, Lander County holds an
interest in the property more particularly described as follows:

TOWNSHIP 32 NORTH, RANGE 46 EAST M.D.B.&M.

Section 6: N1/25W1/4

EXCEPTING THEREFROM all those portions of said land conveyed
to the Central Pacific Railway Company and the Western Pacific
Railway Company, by deeds recorded in Book 50, Pages 5, 8 and 11,
in Book 51, Page 557 and 633, Deed Records, Lander County,
Nevada.

(hereinafter referred to as the “Property™)

Review of the records of the Office of the Recorder of Lander County, Nevada, has revealed
that Lander County acquired its fractional interest in the Property by Tax Deed, dated October 16,
1936, which Deed conveyed to Lander County a 2/10 interest in the Property; and, by Treasurer’s
Deed, dated December 3, 1938, granting a 3/10 interest in the Property.

Notwithstanding the foregoing, 26 Ranch Inc., acquired its interest in the Property as a result
of a Special Warranty Deed from Western States Minerals Corporation, a Utah corporation, which
Deed was recorded on September 17, 1993, in Book 398, Page 734, in the office of the Recorder of
Lander County, Nevada, as File No. 185813, Furthermore, 26 Ranch Inc., and its predecessors in
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interest, have paid all taxes of every kind levied or assessed upon the Property, and have been in
actual and exclusive possession of the Property for the past seventy (70) years.

Therefore, we are asking that the Board of Commissioners of Lander County favorably
consider and approve our request for a transfer of all of Lander County’s interest in the subject
property and execute, as appropriate, the enclosed Quitclaim Deed. Upon approval and execution
of the same, please return the Quitclaim Deed to our office in the self-addressed, stamped envelope
enclosed, We will have it properly recorded.

Your time and attention to this matter is greatly appreciated. If you have any questions or
concerns whatsoever, please feel free to contact me at any time. Thank you for your assistance.

JEM/DIM

Enclosures
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ALTA Commitment Farm

COMMITMENT FOR TITLE INSURANCE
Issued by

-Stewart

——title guaranty company

STEWART TITLE GUARANTY COMPANY, A Texas Corporation (“Company”), for a valuable
consideration, commits to issue its policy or policies of title insurance, as identified in Schedule
A, in favor of the Proposed Insured named in Schedule A, as owner or mortgagee of the estate
or interest in the land described or referred to in Schedule A, upon payment of the premiums
and charges and compliance with the Requirements; all subject to the provisions of Schedules
A and B and to the Conditions of this Commitment.

This Commitment shall be effective only when the identity of the Proposed Insured and the
amount of the policy or policies committed for have been inserted in Schedule A by the
Company.

All liability and obligation under this Gommitment shall cease and terminate six months after the
Effective Date or when the policy or policies committed for shall issue, whichever first occurs,
provided that the failure to issue the policy or policies is not the fault of the Company.

The Company will provide a sample of the pelicy form upon request.

This commitment shall not be valid or binding until countersigned by a validating officer or
authorized signatory.

IN WITNESS WHEREOQF, Stewart Title Guaranty Company has caused its corporate name and
seal to be hereunto affixed by its duly authorized officers on the date shown on Schedule A.

)

Senior Chairman of the Board

Countersigned by:

panlald,

Authorized Countersignature

rd "(phairman ofthe Board -

President

Stewart Title of Nevada Holdings, Inc.-
Northeastern Division

004-UN ALTA Commitment {6/17/06) File No. 1042884-21
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CONDITIONS

Order Number: 1042884-21

1.

The term mortgage, when used herein, shall include deed of trust, trust deed, or other
security instrument.

If the proposed Insured has or acquires actual knowledge of any defect, lien,
encumbrance, adverse claim or other matter affecting the estate or interest or mortgage
thereon covered by this Commitment other than those shown in Schedule B hereof, and
shall fail to disclose such knowledge to the Company in writing, the Company shall be
relieved from liability for any loss or damage resulting from any act of reliance hereon io
the extent the Company is prejudiced by failure to so disclose such knowledge. If the
proposed Insured shall disclose such knowledge to the Company, or if the Company
otherwise acquires actual knowledge of any such defect, lien, encumbrance, adverse
claim or other matter, the Company at its option may amend Schedule B of this
Commitment accordingly, but such amendment shail not relieve the Company from
liability previously incurred pursuant to paragraph 3 of these Conditions and Stipulations.

Liability of the Company under this Commitment shall be only to the named proposed
Insured and such parties included under the definition of Insured in the form of policy or
policies committed for any only for actual loss incurred in reliance hereon in undertaking
in good faith (a) to comply with the requirements hereof, or (b) to eliminate exceptions
shown in Schedule B, or (c) to acquire or create the estate or interest or mortgage
thereon covered by this Commitment. In no event shall such liability exceed the amount
stated in Schedule A for the policy or policies committed for and such liability is subject
to the insuring provisions, the Conditions and Stipulations, and the Exclusions from
Coverage of the form of policy or policies committed for in favor of the proposed Insured
which are hereby incorporated by reference and are made a part of this Commitment
except as expressly modified herein.

This Commitment is a contract to issue one or more title insurance policies and is not an
abstract of title or a report of the condition of title. Any action or actions or rights of
action that the proposed Insured may have or may bring against the Company arising
out of the status of the title to the estate or interest or the status of the mortgage
thereon covered by this Commitment must be based on and are subject to the
provisions of this Commitment.

The policy to be issued contains an arbitration clause. All arbitrable matters when the
Amount of Insurance is $2,000,000 or less shall be arbitrated at the option of either the
Company or the Insured as the exclusive remedy of the parties. You may review a copy
of the arbitration rules at www.alta.org

~stewart

tltle guaranty company

All notices required to be given the Company and any statement in writing required to be furnished the

Company shall be addressed to it at P.O. Box 2029, Houston, Texas 77252.
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COMMITMENT FOR TITLE INSURANCE
SCHEDULE A

File No.: 1042884-21
1. Effective Date: at 7:30 a.m.

2. Policy or Policies To Be Issued: Amount of Insurance
(a) A.L.T.A. Owner's

(b) A.L.T.A. Loan $4,500,000.00

Rabo AgriFinance

3. The estate or interest in the land described or referred to in this Commitment and covered
herein is:

A fee
4, Title to said land is at the effective date hereof vested in:
PARCEL 1:

THE UNITED STATES OF AMERICA
'PARCEL 24

JAMES A.BLOSSOM, W. T. JENKINS CQ., a Nevada corporation, and LANDER COUNT\E, as
their respective interests may appear

PARCELS 3 THROUGH ¢:

26 RANCH INC., a Colorado corporation

5. The land referred to in this Commitment is described as follows:

The land referred to herein is situated in the State of Nevada, County of Elko, Eureka, Lander
and Humboldt, described as follows:

PARCEL 1:
TOWNSHIP 38 NORTH, RANGE 48 EAST, M.D.B.&M. (Elko County)

Section 16: SW1/4ANW1/4; NW1/45SW1/4;
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Section 18: SW1/4NW1/4; N1/2SW1/4; 51/26E1/4;
Section 19: E1/2NE1/4;
Section 20: W1/2NW1/4,

TOWNSHIP 36 NORTH, RANGE 46 EAST, M.D.B.&M. (Elko County)
Section 18; NE1/4NE1/4;
PARCEL 2:
TOWNSHIP 32 NORTH, RANGE 46 EAST, M.D.B.&M. (Lander County)
Section 6: N1/2SW1/4;
EXCEPT_ING THEREFROM all those portions of said land conveyed to the Central Pacific
Railway Company and the Western Pacific Railway Company, by deeds recorded in Book 50,
Pages 5, 8 and 11, in Book 51, Page 557 and 633, Deed Records, Lander County, Nevada..
PARCEL 3:
TOWNSHIP 35 NORTH, RANGE 45 EAST, M.D.B.&M. {Lander County)
' Section 10: E1/2SW1/4; SE1/4;

EXCEPTING THEREFROM all the oil and gas lying in and under said lands as reserved in
Patent from the United States of America, recorded January 14, 1971, in Book 102, Page 24,
Officiat Records, Lander County, Nevada.

PARCEL 4:
TOWNSHIP 37 NORTH, RANGE 49 EAST, M.D.B.&M. (Elko County)

Section 25: N1/2NE1/4; S1/2SE1/4; NE1/ANW1/4: SE1/4SW1/4;
Section 35: E1/2NE1/4;
Section 36: N1/2NE1/4; NW1/ANW1/4;

TOWNSHIP 37 NORTH, RANGE 50 EAST, M.D.B.&M. (Elko County)

Section 18: SW1/4SE1/4;

Section 19: NE1/4NE1/4;

Section 20;: NW1/4NW1/4;

Section 28: N1/25E1/4; N1/2NW1/4;
Section 29: N1/2N1/2;

Section 30: NW1/4NE1/4; N1/2NW1/4;
Section 31: 51/2N1/2;

Section 32; NW1/4;

EXCEPTING THEREFROM one-half of all oil, gas, gasoline, and other hydro-carbon
substances and minerals of every kind and nature lying in and under said land, as reserved in
deed from Horseshoe Cattle Company, a Nevada Corporation, recorded September 19, 1955,
in Book 68, Page 304, Deed Records, Elko County, Nevada.

FURTHER EXCEPTING THEREFROM one-eighth (1/8) of all oil, gas, gasoline and other
hydrocarbon substances and minerals of every kind and nature lying in and under said land



When Recorded Retum To:

Marvel & Kump, Ltd.

P.O. Box 2645

Elko, Nevada 89801
Mail Tax Statements To:

26 Ranch, Inc.

1546 Cole Blvd. Suite 270
Lakewood, Colorado 80401

APN: 010-320-02

THIS INDENTURE is made and entered into effective as of this day of
, 2012, by and between the BOARD OF COMMISSIONERS OF LANDER

UITCLAIM DEED

COUNTY, NEVADA, a political subdivision of the State of Nevada ("GRANTOR"), and 26

RANCH INC., a Colorado corporation ("GRANTEE").

That the GRANTOR, for good and valuable consideration paid by the GRANTEE,
the receipt and sufficiency of which is hereby acknowledged, does by these presents remise, release
and quitclaim forever unto the said GRANTEE and to its successors and assigns forever, all that
certain real property situate in the County of Lander, State of Nevada, more particularly described

as follows:

WITNESSETH

TOWNSHIP 32 NORTH, RANGE 46 EAST, M.D.B.&M.

Section 6: N1/2SW1/4

EXCEPTING THEREFROM all those portions of said land
conveyed to the Central Pacitic Railway Company and the
Western Pacific Railway Company, by deeds recorded in
Book 50, Pages 5, 8 and 11, in Book 51, Page 557 and 633,
Deed Records, Lander County, Nevada.

SUBJECT TC any and all exceptions, reservations,
restrictions, resirictive covenants, assessments, easements,
rights, and rights of way of record.

TOGETHER WITH all improvements situate thereon.

TOGETHER WITH the tenements, hereditaments and
appurtenances thereunto belonging or in anywise
appertaining, and the reversion and reversions, remainder
and remainders, rents, issues and profits thereof.



TO HAVE AND TO HOLD the said premises, together with the appurtenances, unto
the GRANTEE, and to its successors and assigns, forever.

IN WITNESS WHEREQF, the GRANTOR has executed this conveyance the day
and year first above written.

GRANTOR: ATTEST:

Board of Commissioners of By:

Lander County, Nevada. SADIE SULLIVAN
Lander County Clerk

By: APPROVED AS TO FORM:

Title: By:

ANGIE M. ELQUIST, ESQ.
District Attorney



LANDER COUNTY COMMISSION MEETING
. July 12, 2012

AGENDA ITEM NO. 7

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION [S:
Presentation and discussion for possible action regarding severe drought conditions and
possible measures, management prescriptions and decisions forthcoming from the Bureau of
[and Management (BLM), Battle Mountain District and other matters properly related thereto.

Public comment.

Background:

Mr. Doug Furtado, District Manager, Bureau of Land Management (BLM) Battle Mountain
District, will make a presentation to the Commission regarding the severe drought conditions
in our county and advise of possible measures, management prescriptions and/or decisions that
may come forward out of the Battle Mountain District BLM Office to address these conditions.

This presentation is in compliance with the provisions of the Code of Federal Regulations
(CFR) and the “Lander County Policy Plan for Federally-Administered Lands” requiring

communication and collaboration between the federal land management agencies and the
Lander County Board of Commissioners.

Recommended Action:
No specific recommendation for action by the Commission is being made on this item.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
. Fiscal Management for Present and Future



Drought and Drought Response Actions by the Battle Mountain District

Regardless of weather or climatic fluctuations, the Bureau of Land Management (BLM) must manage
public land resources in a sustainable manner to achieve and maintain long-term productivity and
rangeland health. (NV H-1730-1 RESOURCE MANAGEMENT DURING DROUGHT, 201 1).

Drought has been defined as, “(1) A prolonged chronic shortage of water, as compared to the norm, often
associated with high temperatures and winds during spring, summer, and fall. (2) A period without
precipitation during which the soil water content is reduced to such an extent that plants suffer from lack
of water.” (Bedell 1998). Specific impacts depend on drought severity but often include:

-Increased death loss of wildlife, wild horses and burros and livestock

-Increased number and severity of fires -Lack of forage and drinking water
-Decreased vigor and production of plants - Increased wind and water erosion of soils
-Degradation of fish and wildlife habitat - Damage to plant species

Currently, the entire Battle Mountain District (BMD) is being affected by severe drought conditions.
From Battle Mountain to Beatty our specialists and seasonal staff are monitoring upland range conditions,
riparian habitats, wild horse and burro (WHB) Herd Management Areas (HMA) and are
inventorying/characterizing available water sources specifically in allotments or areas where the US
Drought Monitor reports critical drought conditions. What we are finding on-the-ground validates that
drought conditions are specifically impacting the health and vigor of upland rangeland vegetation,
including understory native grasses/forbs, and the lack of precipitation (rain/snow) is affecting surface
water retention in riparian areas and in-turn the health and vigor of scarce riparian vegetation. The
priorities established by the District Manager for drought monitoring are 1. HMAs (water, forage and
body condition), 2. Riparian and wetland areas within sage grouse preliminary priority habitat/preliminary
general habitat (PPH/PGH), 3. Sage grouse habitat in PPH/PGH and 4. Areas where the public or other
stakeholders have identified as being severely adversely affected by drought and grazing use.

The BMD anticipated the potential for drought conditions to exist months ago which lead to the initiation
and completion of a BMD Drought Management Plan and Environmental Assessment (EA). This EA
analyzed the effects of drought conditions and cumulative impacts drought might have on various
resources managed by the BMD. In the EA, Drought Response Triggers (Triggers) were identified as the
best mechanism to identify thresholds associated with two specific resources, forage and water, that
indicate the need for site-specific drought response. The water Trigger is based on the presence or
absence of available water for wild horses. Forage Triggers are intended to ensuring proper utilization
levels of upland and riparian key species, as described in the Ecological Site Description associated with
the a specific range/riparian site. In response to what the Triggers indicate, Drought Response Actions
(DRAs affecting livestock or WHB) would be implemented either separately or in combination upon
reaching the established thresholds. Due to the differing nature and capabilities for management of
livestock and WHB, drought response actions would be selected based on site-specific information. In
areas where livestock and WHB use overlaps, both livestock and WHB DRAs would be implemented
concurrently, as practicable. DRAs analyzed in the EA for both livestock and WHB include: Temporary
Partial Closure of an Allotment(s), Temporary Complete Closure of an Allotment(s), Temporary Partial
Reduction in Animal Unit Months (AUMSs), Temporary Change in Season of Use, Temporary water
hanls, Temporary fencing of critical areas, Wild horse and burro removal (bait or water trapping) to name
a few.
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Big George Springs: Gilbert Creek Allotment, 30 cattle were seen at site. Dense patch of willows to the right of person is
within an enclosure.
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Big George Spring: Dense patch of willows within enclosure. Note veg. vigor within enclosure.
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Slaven Creek: Stop 1



Representative Bottlebrush squirreltail. Note the severely stunted growth,
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Garden Spring on the East side of Manhattan Mountain, Three wild horses were seen here.



AG-07: A KMA at the mouth of Slaven Canyon. Looking north to the Argenta Rim.






Key Area TM-3

Example of condition and utilization of Indian Ricegrass. Example of condition and utilization of Indian Ricegrass.
Low production and vigor. Low production and vigor.
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Spring 50- Looking south at wet eadow 50 dowstream of source
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LANDER COUNTY COMMISSION MEETING
. July 12,2012

AGENDA ITEM NO. 8

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION {S:
Discussion for possible action regarding approval of the Public Works Department’s job
description for the Executive Secretary position and other matters properly related thereto.

Public comment.

Background:
The Public Works Department’s job description for the Executive Secretary position 1s
presented for Commission consideration.

Lander County Human Resources Director Soveida Robinson and Lander County Public
Works Foreman Jacob Edgar will address the Commission on this issue.

Recommended Action:

It is recommended that the Commission approve the updated Public Works Department job
description for the Executive Secretary position.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
. Fiscal Management for Present and Future



LANDER COUNTY
Job Description
EXECUTIVE SECRETARY
Oftice of Water & Sewer Department

Grade: 20

Classification: Executive Secretary
Position: Full Time
Probationary Status: 6 Months

Position Status: FLSA Non-Exempt

DEFINITION: Under direction, performs a variety of secretarial assignments and
administrative support services for the Office of the Water & Sewer Department. Will
have responsibility for billing, balancing and follow-up of Battle Mountain water and
sewer and landfill services.

DISTINGUISHING CHARACTERISTICS: Position is assigned to the Public Works
Foreman and performs duties assigned by the Public Works Foreman. Independently
plans and carries out work assignments in accordance with established policies and
procedures but consults the Public Works Foreman when unusual situations arise, both to
seek guidance and to alert him to the situation.

EXAMPLES OF DUTIES: The duties listed below are examples of the work typically
assigned/performed by employees in this class. An employee may be assigned duties that
are not listed below but which are reasonably related to this classification.

Open of office at beginning of work day and close of office at end of work day.
Inventory and ordering of office supplies.

Generate and mail of monthly water and sewer, ambulance and landfill billings.
Balancing of accounts receivable and payable monthly.

Answer phone and takes messages.

Take customer complaints and directs them to crew or Superintendent.

Type letters, memos and other office documents as required.

Assist with budget preparation.

Proficiency in computer programs; Word and Excel.

0. Work alone with minimal supervision.

i Al b e

ESSENTIAL FUNCTIONS OF THE JOB:

Must be knowledgeable of English grammar, spelling, and arithmetic.

Must be able to file in a standard five-drawer filing cabinet.

Must be able to use a typewriter/computer/10-key calculator.

Must have the skill to communicate with employees in other work units and with
other people outside the organization.

5. Must be able to understand and carry out oral and written instructions.

B =

—_———



EXECUTIVE SECRETARY

Page 2 of 3

6. Must be able to lift, kneel or bend to lift binders of computer paper or large books
onto racks above head.

7. Must be able to sit for long periods of time at a desk and computer console.

8. Must be able to lift 50 pounds.
MINIMUM QUALIFICATIONS FOR EMPLOYMENT:

Knowledge and Ability: Knowledge of billing techniques; ordering techniques; office
procedures, office machines; file organization, English grammar, spelling, and arithmetic,
computer skills with expertise in Word and Excel. Ability to perform tasks with
distractions or interference; understand verbal communication given by a supervisor, the
public, or other employees; speak clearly communicating with employees, supervisor,
members of the public or other organizations; read understand reports, letter or other
written material; write a memo, report or letter clearly and concisely; file and locate
documents within and alphabetical/numerical filing system; operate office equipment,
including computer, copy machine, and typewriter; learn new computer programs with
minimal instruction; pass pre-employment physical examination.

Experience and Training: High school diploma or any combination of experience,
education, and training that demonstrates possession of required knowledge, skills, and
abilities.

License(s)/Certificate(s). Possession of a current Nevada driver’s license.

Post Job Offer Physical Examination: A post job offer physical examination is
required.

PHYSICAL DEMANDS: Strength, dexterity, coordination, and vision to use keyboard
and video display terminal for prolonged periods. Dexterity and coordination to handle
files and single pieces of paper, occasional lifting of item weighing up to fifty pounds,
files stacks of paper, reference and other materials. Moving from place to place within
the office, some reaching for items above and below desk level.

WORKING CONDITIONS: Generally clean work environment with limited exposure
to condittons of dust. Work is inside with thermo-controlled heating and air conditioning.

Could be subject to loud mechanical noises and fumes.

DRUG SCREEN: A pre-employment drug screen is required.

Date Approved/Amended: July 12,2012



EXECUTIVE SECRETARY
Page 3 of 3

Nothing in this job description creates any contractual relationship between Lander
County and Applicant/Employee. Lander County is an equal opportunity employer.
Lander County is a drug free work place.

A copy of this job description was received by

this day of , 20

Signed:




LANDER COUNTY COMMISSION MEETING
July 12,2012

AGENDA ITEM NO. 9

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:
Discussion for possible action regarding award of bid for the Battle Mountain Racetrack
Fencing Project and other matters properly related thereto.

Public comment.

Background:
The Schedule of Bids Received for the Battle Mountain Racetrack Fencing Project is presented
for Commission consideration.

Lander County Public Works Foreman Jacob Edgar and Lander County Engineer Steve
Brigman will present the Schedule of Bids Received and make the recommendation for award
of bid. Bids received ranged from $221,100.00 to $140,501.16, with the lowest, responsive
and responsible bidder being Tholl Fencing. The County Engineer’s recommendation is to
award the bid to Tholl Fencing.

Recommended Action:
Public Works Foreman Edgar and County Engineer Brigman will make a recommendation to

award the bid for the Baitle Mountain Racetrack Fencing Project to Tholl Fencing in the
amount of $140,501.16.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future
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SHAW

ENGINEERING

20 Vine Street
Reno, MNevada
£93503

Telephone:
775.
329.5559
Focsimile:
775,

‘29.540@

Email:

WA,
shawengineering
.com

June 28, 2012

Lander County Commissioners
Lander County, Nevada

315 South Humboldt

Battle Mountain, Nevada 89820

RE: Battle Mountain Raceway Fencing Improvement Project
Recommendation of Award

Gentleman:

Shaw Engineering has reviewed the bid proposal submitted by Tholl Fence, Inc.
is the apparent low bidder. There bid amount is $140,501.16. They have
satisfactorily completed the forms associated with the bid proposal package and
in the opinion of Shaw Engineering has submitted a responsive and responsible
bid. Furthermore, they are qualified to perform the work with regard to licensure
and experience.

Shaw Engineering therefore recommends the award of this project to Tholl
Fence, Inc.

If you have any questions or comments please feel free to call anytime.

Siﬁcerely,

Steve B ¢P.E.
Project Engineer

cc: Gene Etcheverry, Executive Director
Rod Smith, BM Raceway

Attachments: Receipt of Bids
Bid Tabulations
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LANDER COUNTY COMMISSION MEETING
Tuly 12, 2012

AGENDA ITEM NO. 10
THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION IS:

Discussion for possible action regarding award of bid for the Battle Mountain Racetrack
Lighting Project and other matters properly related thereto.

Public comment.

Background:
The Schedule of Bids Received for the Battle Mountain Racetrack Lighting Project is
presented for Commission consideration.

Lander County Public Works Foreman Jacob Edgar and Lander County Engineer Steve
Brigman will present the Schedule of Bids Received and make the recommendation for award
of bid. Bids received ranged from $595,600.00 to $418,000.00, with the lowest, responsive
and responsible bidder being Nelson Electric. The County Engineer’s recommendation is to
award the bid to Nelson Electric.

Recommended Action:
Public Works Foreman Edgar and County Engineer Brigman will make a recommendation to

award the bid for the Battle Mountain Racetrack Lighting Project to Nelson Electric in the
amount of $418,000.00.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future
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SHAW

ENGINEERING

June 28, 2012

Lander County Commissioners
Lander County, Nevada

315 South Humboldt

Battle Mountain, Nevada 89820

RE: Battle Mountain Raceway Lighting Improvement Project
Recommendation of Award

Gentleman;

Shaw Engineering has reviewed the bid proposal submitted by Nelson Electric is
the apparent low bidder. There bid amount is $418,000. They have satisfactorily
completed the forms associated with the bid proposal package and in the opinion
of Shaw Engineering has submitted a responsive and responsible bid.
Furthermore, they are qualified to perform the work with regard to licensure and

. experience.

Shaw Engineering therefore recommends the award of this project to Nelson
Electric.

If you have any questions or comments please feel free to call anytime.

Sincerely,

20 Vine Streat

Reno, Nevada ce: Gene Etcheverry, Executive Director
89503 Rod Smith, BM Raceway

Telephone: Attachments: Receipt of Bids

775, Bid Tabulations
320.5559

Facsimile:
775.

.329.5406

Email:

WA,
showengineering
«com



BIDS RECEIVED
BATTLE MOUNTAIN RACEWAY LIGHTING PROJECT
WEDNESDAY JUNE 27,2012 @ 11:00 A.M.
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LANDER COUNTY COMMISSION MEETING
July 12,2012

AGENDA ITEM NO. 11

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION [S:
Discussion for possible action regarding approval/disapproval of a change order for the
Austin/Kingston Paving Project 2012 to facilitate an increased scope of work in an amount not
to exceed $365,000.00 and other matters properly related theteto.

Public comment.

Background:
Change Order #1 for the Austin/Kingston Paving Project 2012 is presented for Commission
consideration.

Lander County Road and Bridge Foreman (South) Bartolo Ramos and Lander County Engineer
Steve Brigman will present the Change Order to the Commission. Due to excess funding
available to undertake and complete the Austin/Kingston Paving Project 2012, the scope of
work for the project can be expanded. This increased scope of work will allow for up to
$365,000.00 in additional paving to be added to the current Project.

Recommended Action:
It is recommended that the Commission approve Change-Order #1 for the Austin/Kingston

Paving Project 2012, 1o facilitate an increased scope of work, in an amount not to exceed
$365.000.00.

Provide Quality Service and Responsible Printed on 7/9/2012 7:10 AM
Fiscal Management for Present and Future




LANDER COUNTY COMMISSION MEETING

. July 12,2012

AGENDA ITEM NO. 12

THE REQUESTED ACTION OF THE LANDER COUNTY COMMISSION |S:
Correspondence/reports/potential upcoming agenda items.

Public comment,

Background:

Recommended Action:

Printed on 7/9/2012 7:10 AM

Provide Quality Service and Responsible
. Fiscal Management for Present and Future




AGENDA

LANDER COUNTY COMMISSIONERS MEETING
TOWN BOARD OF BATTLE MOUNTAIN & AUSTIN
BOARD OF COUNTY HIGHWAY COMMISSIONERS

JULY 12, 2012

LANDER COUNTY COURTHOUSE
COMMISSIONERS’ CHAMBER
315 SOUTH HUMBOLDT STREET
BATTLE MOUNTAIN, NEVADA

Also Via Teleconference At

AUSTIN COURTHOUSE
COMMISSION OFFICE
122 MAIN STREET
AUSTIN, NEVADA

9:00 AM. _Callto Order

(1)

»Pledge of Allegiance
~+Discussion for possible action regarding approval of Agenda Notice.

~*Discussion for possible action regarding approval and acceptance of Minutes of:

JUNE 28, 2012 - REGULAR SESSION

~Commissioner Reports on meetings, conferences and seminars attended.
—Staff Reports on meetings, conferences and seminars attended.
~*Discussior for possible action regarding Payment of the Bills.
“Discussion for possible action regarding Payroll Change Requests.

~Public Comment - For non-agendized items only. Persons are invited to submit comments
in writing and/or attend and make comments on any agenda item at the Board meeting. All
public comment may be limited to three (3) minutes per person, at the discretion of the Board.
Reasonable restrictions may be placed on public comments based upon time, place and manner,

but public comment based upon viewpoint may not be restricted.
*FINANCE*
update and other matters properly relating thereto.

Public comment,

"'"“'(‘2) Discussion for possible action regarding approval/disapproval of Resolution
No. 2012-13, a resolution directing apportionment of net proceeds received on

June 8, 2012 and other matters properly related thereto.

Public comment.

Page 1 of 3

Printed on 7/6/2012 11:17 AM

“Lander County is an Egual Opportunity Provider”

Discussion for possible action regarding budget review, contracts, financial



COMMISSION AGENDA ) JULY 12, 2012

3)

Discussion for possible action regarding approval/disapproval of Resolution
No. 2012-14, a resolution directing apportionment of net proceeds received on
June 26, 2012 and other matters properly related thereto.

Public comment.

*COMMISSIONERS*

_A4)

5

Discussion for possible action regarding the draft Lander County Policies and
Procedures and other matters properly related thereto.

Public comment,
Discussion for possible action regarding Lander County Master Plan and
revisions/updates to the current master plan and other matters properly related

thereto.

Public comment.

*EXECUTIVE DIRECTOR*

(6}

~*(7)

Discussion for possible action regarding execution of a Quitclaim Deed to
transfer all of Lander County’s interest in the property located in the N2 SW4,
Section 6, T32N, R46E, M.D.B.&M. (portion of the Blossom Ranch) to the 26
Ranch, Inc., due to a discrepancy with a tax deed from 1938, and other matters
properly related thereto.

Public comment.

Presentation and discussion for possible action regarding severe drought
conditions and possible measures, management prescriptions and decisions
forthcoming from the Bureau of Land Management (BLM), Battle Mountain
District and other matters properly related thereto.

Public comment.

*PUBLIC WORKS*

A8)

A0

Discussion for possible action regarding approval of the Public Works
Department’s job description for the Executive Secretary position and other
matters properly related thereto.

Public comment.

Discussion for possible action regarding award of bid for the Battle Mountain
Racetrack Fencing Project and other matters properly related thereto.

Public comment.

Discussion for possible action regarding award of bid for the Battle Mountain
Racetrack Lighting Project and other matters property related thereto.

Public comment,

Page 2 of 3
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COMMISSION AGENDA JULY 12,2012

*ROAD AND BRIDGE SOUTH*

X)) Discussion for possible action regarding approval/disapproval of a change
order for the Austin/Kingston Paving Project 2012 to facilitate an increased
scope of work in an amount not to exceed $365,000.00 and other matters
properly related thereto.

Public comment,

:(C]QHWISSIONERS *
2) Correspondence/reports/potential upcoming agenda items.

Public comment.

Public Comment — For non-agendized items only. Persons are invited to submit comments
in writing and/or attend and make comments on any agenda item at the Board meeting. All
public comment may be limited to three (3) minutes per person, at the discretion of the Board.
Reasonable restrictions may be placed on public comments based upon time, place and manner,
but public comment based upon viewpoint may not be restricted.

ADJOURN

*Denotes discussion/action item with information provided at the mecting. Action may be taken according to the “Nevada
Open Mceting Law Manual” via a telephone conference call in which a quorum of the Board members is simultaneously
linked to one another telephonically.

NOTE: TIMES ARE APPROXIMATE

This is the tentative schedule for the meeting. The Board reserves the right to take items out of order to accomplish business in
the most cfficient manner. The Board may combine two or more agenda items for consideration. The Board may remove an
item from the agenda or delay discussion relating to an item on the agenda at any time.

Notice to persons with disabifities: Members of the public who are disabled and require special assistance or accommodations
at the meeting are requested to notify the County Clerk in writing at the Courthouse, 315 5. Humboldt Street, Battle Mountain,
Nevada 89820, or call (775) 635-5738 at least one day in advance of the meeting.

AFFIDAVIT OF POSTING
Statc of Nevada )
) ss.
County of Lander )

Cathy Myers, Deputy Clerk, of said Lander County, Nevada, being duly swomn, says, that on the 6™ day of July 2012, she
posted a notice, of which the attached is a copy, at the following places: 1) Battlc Mountain Civic Center, 2) Battle Mountain

Post Office, 3} Lander County Courthouse and 4) Swackhamer's Plaza Bulletin Board, in said Lander Counly, where
proceedings are pending.

CATHY MYERS, DEPUTY CLERK /) e /&Lu o

Subscribed and sworn to before me this 6™ day of July 2()(9

witNess Y D pees M ir o (B,
Jd d

Page 3 of 3 ' Printed on 7/6/2012 11:17 AM
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~ ROGENE HILL . N
Lander County Finance Director - M - ~——
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Commissioner

LANDER COUNTY COMMISSION MEETING
July 12, 2012

APPROVE / DISAPPROVE
SUBMITTED EXPENDITURES IN THE AMOUNT OF $ 160,586.16
From Check #41174 thru #41254

315 South Humboldt Street < » Battle Mountain NV 89820
Phone: (775) 635-2885 < » Fax: (775) 635-5332



COUNTY OF LANDER

LAURTE J. RICHARDSON DRA R-TISTIC
DATE INVOICE s AMOUNT - REMARKS
06/29/12 446654 4,631.75 FA#32 PAINT SERVICE TRUCK
CHECK NO 41134 $4,631.75 *H

COUNTY OF LANDER + WELLS FARGO BANE No.041134

315 SOUTH HUMBOLDT STREET BATTLE MOUNTAIN, NV 89820 94-7074
BATTLE MOUNTAIN, NV 89820 GENERAL ACCOUNT 3212

(775) 635-2573 VOID IF NOT CASHED
WITHIN 90 DAYS

CHECK NO. AMOUNT

PAY TO THE ORDER OF

LAURIE J. RICHARDSON 06/29/12 41134 $4,631.75

**VOID¥* **YOID** ¥ *JOID**

**xkJOID**+k****x*4 G31DOLLARS AND7SCENTS***
LAURIE J. RICHARDSON DBA R-TISTIC
805 N. MORRISON
GOLCONDA NV 89814

NON-NEGOTIABLE

COUNTY COMMISSION APPROVAL

| certify that the foregoing claim is correct and
just; that the articles specified have been received by
the proper officials of the County, the Courts and/or
Special Districts, or the services stated have been
performed; and that they were necessary for, have
been or will be applied to County, Court or Special
District purposes.

Chairman

RECEVED—

JUN 2T o

& %é %/% ror Conf SN

#-ULJ / 4/{:‘&’4@”"—*




COUNTY OF LANDER

..a""’/‘ et}
AUSTIN POSTMASTER 166 MAIN STREET
DATE INVOICE ks AMOUNT o REMARKS
06/26/12 BOX RENT #10 100.00 6/14/12/RUST COMM/RENT

CHECK NO 41099 $100.00 e K

COUNTY OF LANDER WELLS FARG) BANK No.041099

315 SOUTH HUMBOLDT STREET BATTLE MOUNTAIN, NV 89820 94-7074

BATTLE MOUNTAIN, NV 89820 GENERAL ACCOUNT 3212

(775) 635-2573 VOID IF NOT CASHED
WITHIN 90 DAYS

“AMOUNT

$100.00
* *VOID* *

GHECK NO. |

41099
*+VOID* *

PAY TO THE ORDER DOF

06/28/12

AUSTIN POSTMASTER
**YQID*

* ok XYQTD® * %k * % %% % %10 0DOLLARS ANDOOCENTS***

AUSTIN POSTMASTER 166 MAIN STREET
166 MAIN STREET

AUSTIN NV 89310

NON—NEGOTIAB._LE

limited. If we have not received your payment by the 10th day after the due date, your PO Box service will be terminated,
incoming mail will be returned to the sender, and, in addition to any unpaid monthly PO Box fees, you will be charged a
handling fee to reopen your box. To avoid this inconvenience, we encourage you to renew on time.

As a reminder, your account information must be current. If your physical address or other pertinent information has
changed since you applied for your PO Box, please ask a Retail Associate at your Post Office to update the filed copy of
your PS Form 1093, Application for Post Olffice Box Service.

To update your information for Caller Service, you can ask a Retail Associate to update the PS 1093-C,
Application for Caller Service.

You are a valued customer and we appreciate your business.

ﬁEeEEVEB Thank You, %—\

WEBBATS _ POSTMASTER, AUSTIN ~
L. FINNGE AR Wasenc

ol 2,




DAVID J. CORMANY

COUNTY OF LANDER

CORMANY COMETeZONSULTING

DATE “ 0 INVOICE ! AMOUNT | _ REMARKS
06/30/12 JOBL1389 8,412.62 6/23/12/COPPERLEACHPROJ
06/30/12 JOBL1389&1390 11.20 6/25/12/PLS RETURN
06/30/12 JOBL1390 24,356.32 6/24/12/NEWMNTEXTRBLDGPLN

CHECK NO 41158 $32,780.14 * &

COUNTY OF LANDER

315 SOUTH HUMBOLDT STREET
BATTLE MOUNTAIN, NV 89820
(775) 635-2573

PAY TQ THE ORDER OF

DAVID J. CORMANY

WELLS FARGO BANK No.041158

BATTLE MOUNTAIN, NV 89820 947074

GENERAL ACCOUNT 3212

VOID IF NOT CASHED
WITHIN 90 DAYS

GHECK NO, “ 20 ) i AMOUNT

07/03/12 41158 $32,780.14

**VOID¥* *EVOID % **YVOID**

* %k JOQID* *+k *xx%*x32 TBODOLLARS ANDL4CENTS***

DAVID J. CORMANY

P.0. BOX 737

334 5. B STREET

VIRGINIA CITY NV 89440

CORMANY CONST. CONSULTING

[

NON-NEGOTIABLE

&ﬂzf&o?,J’EQé‘?

A

RECEIVED
JUL 002041

L0 FIRANCE




Commissioners’ Report

July 12, 2012



CORRESPONDENCE July 12, 2012

1. Mitsuyo Maser, Nevada Department of Taxation, to Glacier Construction,
- Inc., letter regarding Application Filing Number: 10-10006G; Project Name:
Ormat'McGinness Hills Project.



Correspond ance. |

a1 120154
STATE OF NEVADA
DEPARTMENT OF TAXATION 4600 Klazke Lane
Web Site: http://tax.state.nv.us Building L, Stiite 235

Reno, Nevada 89502
Phone: {775} G87-9999
Fax: {775} 688-1303

1550 College Parkway, Suite 115
Carson City, Nevada 89706-7937
Phone: (775) 684-2000 Fax: {775} 684-2020

BRIAN SANDOVAL

Govermnor LAS VEGAS OFFICE HENDERSON OFFICE
ROBERT R. BARENGO Grant Sawyer Office Building, Suite 1300 2550 Paseo Verde Parkway, Suite 180
Chalr, Nevada Tax Commission 555 E. Washington Avenue Henderson, Nevada 89074
CHRISTOPHER G. NIELSEN Las Vegas, Navada 89101 Phone: {702) 486-2300
interim Executive Diractor Phone: (702) 486-2300  Fax: (702) 486-2373 Fax: (702} 486-3377
June 25, 2012 Taxpayer ID: 1002951453-001

Expiration Date: May 16, 2014

Glacier Construction, Inc.
P.O. Box 1181 .
Fallon, NV 89407-1181

Dear Taxpayer:

RE: Application Filing Number: 10-10006G
Project Name: Ormat McGinness Hills Project

Your request for the sales/use tax abatement on the purchase of tangible personal property relating to the Ormat
McGinness Hills project was approved on May 16, 2011, by the Renewable Energy Commission.

The enclosed exemption letter exempts purchases of tangible personal property from salesfuse tax specifically
associated with the Ormat McGinness Hills project. In accordance with this agreement, the abatement shall be
deemed to have commenced on May 16, 2011. This exemption will expire on May 16, 2014. The period of the
exemption letter will not exceed three years from the effective date of this exemption.

To simplify administration of this exemption for retailers, the Department of Taxation is providing retailers with
total exemption from collecting Nevada sales tax on qualifying purchases made within the scope of this program.
Therefore, Glacier Construction,m Inc. is required to self report and pay the non-exempt 2.60 percent portion of -
tax, in the form of use tax, direcily to the Depariment.

Any purchases of tangible personal property for the Ormat McGinness Hills project must remain with the Ormat
McGinness Hills project. items purchased for this project cannot be used on any other project.

The enclosed Sales/Use Tax Abatement reporting form must be completed and filed with your regular Nevada
Sales/Use Tax return. The abatement form must be filed each month, whether or not any purchases of tangible
personal property were made during the reporting period.

if upon further or future review by Nevada State Office of Energy or Nevada Energy Commissioner, it is
determined the above named organization does not meet or no longer meets the criteria outlined in NRS 701A,
this letter of exemption will be revoked.,

If you have any further questions, please contact Mitsy Maser at (775) 684-2143.

Sincerely
- f CEIVED
(/( d 14— f()ﬂ@« RE
Mitsuyo Maser, Tax Program Supervisor | JUN 28 2012
Compliance Division '
COUNTY COMMISSION

cc: Renewable Energy Commission
Nevada State Office of Energy

Landar County



STATE OF NEVADA

DEPARTMENT OF TAXATION 4600 Kietzke Lane
Web Site: http://tax.state.nv.us Bullding L, Suite 235

Reno, Nevada 89502
Phone: (775) 687-9999
Fax: (775) 688-1303

1550 College Parkway, Suite 115
Carson City, Nevada B89706-7937
Phone; (775) 684-2000  Fax; (775) 684.2020

BRIAN SANDOVAL
Govemnor LAS VEGAS OFFICE HENDERSON OFFICE
ROBERT R. BARENGO Grant Sawyer Qffice Building, Suite1300 2550 Paseo Verde Parkway, Suite 180
Chalr, Nevada Tax Commission 555 E. Washington Avenue Henderson, Nevada 89074
WILLIAM CHISEL Las Vegas, Nevada 89101 Phone: (702} 488-2300
Executive Director Phone: {702) 486-2300  Fax: (702) 486-2373 Fax: (702) 4B6-3377
June 25, 2011 Taxpayer Identification Number: 1002951453-001

Application Filing Number: 10-10006G

Glacier Construction, Inc.

P.O. Box 1181 EXPIRATION DATE: May 16, 2014
Fallon, NV 89407-1181

SPECIAL EXEMPTION LETTER FOR ACCOUNTS CERTIFIED
FOR SALES/USE TAX ABATEMENT FOR RENEWABLE ENGERY

PROJECT NAME: ORMAT McGINNESS HILLS PROJECT

Pursuant to NRS 701A provides exemptions when specific criteria are met for those accounts who have qualified
and have been cenified for sales/use tax abatement for renewable energy projects. Direct purchases of tangible
personat property made by GLACIER CONSTRUCTION, INC. FOR THE ORMAT McGINNESS HILLS PROJECT
are exempt from sales/use tax. Frauduient use of this exemption letter is a violation of Nevada law.

Vendors selling tangible personal property to GLACIER CONSTRUCTION, INC. FOR THE ORMAT McGINNESS
HILLS PROJECT are authorized to sell to them tax exempt. Therefore, the holder of this certificate will be
responsible for remitting the appropriate sales/use tax to the Department of Taxation. The vendor shall account
for the exempt sale on its sales/use tax return under exemptions. For audit purposes, a vendor must have a copy
of this letter in order to document the transaction was tax exempt.

This letter only applies to Nevada sales/use tax and does not provide exemption from any other tax.

This exemption applies only to the above named organization relating to the above project and is not extended to
individuals, or contractors or lessors to or for such organizations.

Any vendor having questions concerning the use of this sales/use tax exemption letter may contact the
Department.

If upon further or future review by Nevada State Office of Energy or Nevada Energy Commissioner, it is
determined the above named organization does not meet or no longer meets the criteria cutlined in NRS 701A,
this letter of exemption will be revoked.

Tax Manager

cc: Nevada Energy Commissioner
Nevada State Office of Energy
Lander County



NEVADA DEPARTMENT OF TAXATION

COMB'D SALES & USE TAX RETURN
RENEWABLE ENERGY ABATEMENT

MAIL ORIGINAL TO:

STATE OF NEVADA - SALES/USE
1550 COLLEGE PKY #1135
CARSON CITY NV 83706

Glacier Construction, Inc. .

P.0. Box 1181

Fallon, NV 89407-1181

AFN 10-10006G Ormat McGlnness Hills Project

If the name or address as shown is incorrect, if the ownership or
‘business location has changed, or if you are out of business, notify a
Nevada Department of Taxation District Office immediately.

TID No: 1002951453 - 001

For Department Use Only

For MONTH  Ending :
Due on or before:
Date paid:

IF POSTMARKED AFTER DUE DATE, PENALTY
AND INTEREST WILL APPLY

A RETURN MUST BE FILED EVEN IF NO TAX LIABILITY EXISTS

TITLE PHONE NUMBER (WITH AREA CODE}

DATE

LI

FEDERAL TAXID NUMBER (EIN OR S5N)

LI

AN

SALES TAX USE TAX
ENTER AMOUNTS IN AMOUNT
O R counrvor ] TOTAL SALES EXEMPT SALES TAXABLE SALES TAX RATE CA"CTlﬂ;(ATED SUBJECTTO  TAX RATE CAL‘frl:\‘;(ATED
DELIVERY) USE TAX
Tax gg;ﬂ.ljmﬂou COLUMN A - COLUMN B = COLUMNC x COLUMN D = COLUMN E COLUMNF x COLUMN G = GOLUMN H
DO NOT REMIT SALES TAX ON THIS RETURN RENEWABLE ENERGY ABATEMENT
01 CHURCHILL = : = Je ) SR o 2.600%
02 CLARK 2.600%
03 DOUGLAS 2.500%
04 ELKO 2.600%
05 ESMERALDA 2.600%
|08 EUREKA 2.600%
07 HUMBOLDT 2.800%
08 LANDER 2.600%
09 LINCOLN 2.600%
10 LYON 2.600%
11 MINERAL 2.600%
12 NYE 2.600%
13 CARSON CITY 2.800%
14 PERSHING 2.600%
15 STOREY 2.600%
16 WASHOE 2.600%
17 WHITE PINE 2.600%
TOTALS
18. TOTAL CALCULATED SALES (18a) AND USE {18b) TAX SUMOF COLUMNE — 18a. SUM OF COLUMNH — 18b.|:—___—_|
19, ENTER COLLECTION ALLOWANCE FOR TIMELY FILING (LINE 188 x 0.50%) 19. COLLECTION ALLOWANCE 1S FOR SALES TAX ONLY THERE IS
20 NET SALES TAX (LiNE 18a - LINE 13) 20. N COLLECTION ALLOWANGE FOR USE TAX
21. NET SALES AND USE TAX (LINE 20 + LINE 18g) 21.
e ceA o A CIERULEA™ 22 PeALTY U 15 0% 22
BELIEF IS A TRUE, CORRECT AND COMPLETE RETURN. 23, INTEREST {LINE 21 x .75% x # OF MONTHS PAST QUE) 23.
RETURN MUST BE SIGNED 24, PLUS LIABILITIES ESTABLISHED BY THE DEFARTMENT 24,
25, LESS CREDIT(S) APPROVED BY THE DEPARTMENT 25.
28. TOTAL AMOUNT DUE AND PAYABLE 26.
SHGNATURE OF TAXPAYER OR AUTHORIZED AGENT 27. TOTAL AMOUNT REMITTED WITH RETURN 27.

MAKE CHECKS PAYABLE TO:
NEVADA DEPARTMENT OF TAXATION

SALES/USE TAX RETURN
TXR-01.01
REVISED 7-26-08
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