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IMPORTANT NOTICE

NOTHING IN THIS EMPLOYEE HANDBOOK OR IN ANY

SEPARATE POLICY OF ORANGEBURG COUNTY (“THE

COUNTY”) SHALL BE DEEMED TO CONSTITUTE A

CONTRACT OF EMPLOYMENT. ALL EMPLOYEES OF THE

COUNTY ARE EMPLOYEES “AT WILL” WHOSE

EMPLOYMENT MAY BE TERMINATED AT ANY TIME, WITH

OR WITHOUT NOTICE OR CAUSE. ONLY THE COUNTY

ADMINISTRATOR AS APPROVED BY COUNTY COUNCIL

HAS THE AUTHORITY TO ENTER INTO ANY AGREEMENT

REGARDING LENGTH OF SERVICE OR GROUNDS FOR

TERMINATION AND ANY SUCH AGREEMENT MUST BE IN

WRITING AND SIGNED BY THE ADMINISTRATOR AS

APPROVED BY COUNTY COUNCIL.
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EVERY EMPLOYEE NEEDS TO UNDERSTAND THAT

THE POLICIES SET FORTH IN THIS HANDBOOK ARE

MERELY GENERAL GUIDELINE POLICIES WHICH MAY

NOT APPLY TO EVERY EMPLOYEE IN EVERY SITUATION.

WHEN IT IS NOT PRACTICAL OR DESIRABLE TO FOLLOW

THESE GENERAL GUIDELINE POLICIES, THE COUNTY

WILL HANDLE THESE SITUATIONS AS THE COUNTY

DEEMS APPROPRIATE.

| UNDERSTAND THAT THIS EMPLOYEE HANDBOOK IS

NOT A CONTRACT OF EMPLOYMENT.

[Signature] Date

Printed Name
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ORANGEBURG COUNTY

The County of Orangeburg currently operates under the Council-Administrator form of
government. This form of government was selected by the people of the County in a 1976
referendum.

Briefly, the main features of the Council-Administrator form of government are as
follows:

The County Council is the governing body of the County of Orangeburg and sets all
County policies. The Council is composed of seven members who are elected from single
member districts. The Council employs a County Administrator who is the administrative head
of the County government, and is responsible for carrying out Council policies and for seeing
that County services are rendered efficiently and effectively.

As an employee of the County of Orangeburg, you are now involved in public service
work. This can be both a demanding and a rewarding career choice. Your responsibilities are
many and your work is valuable.

Prompt, courteous and efficient service is important in all your dealings with the public
because your actions directly affect how the public feels about Orangeburg County Government
and its services.

County Council has approved this Employee Handbook and the policies contained
therein. These policies are subject to change by the County at any time, with or without notice.

The policies set forth in this manual may not apply to every employee in every situation.
When following these policies is not practical, the County will handle special situations, as it
deems appropriate.
ALL EMPLOYEES OF ORANGEBURG COUNTY ARE EMPLOYEES “AT WILL”
WHOSE EMPLOYMENT MAY BE TERMINATED AT ANY TIME, WITH OR
WITHOUT NOTICE OR CAUSE. ONLY THE COUNTY ADMINISTRATOR WITH
THE APPROVAL OF COUNTY COUNCIL HAS THE AUTHORITY TO ENTER INTO
ANY AGREEMENT REGARDING LENGTH OF SERVICE OR GROUNDS FOR
TERMINATION AND ANY SUCH AGREEMENT MUST BE IN WRITING AND
SIGNED BY THE ADMINISTRATOR WITH THE APPROVAL OF COUNTY
COUNCIL.
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Special Note: For ease of readability, these policies follow the traditional English practice of
referring to unidentified individuals by the use of masculine pronouns. Whenever such a
pronoun is used, it is intended to apply to both males and females.

Equal Employment Opportunity

It is the policy of Orangeburg County to recruit, hire, train, and promote employees
without discrimination because of race, religion, color, political affiliation, physical disability,
national origin, sex or age except when sex, age, or physical condition is a bona fide occupational
qualification. This policy applies to all aspects of personnel administration including, but not
limited to, recruiting, testing, interviewing, hiring, training, promoting, disciplining, transferring,
adjusting salaries, and administering benefit programs.

Orangeburg County adheres to this policy to maintain and build an organization of the
highest quality that provides equal employment opportunities to all persons on the basis of
individual merit.

Affirmative Action

Orangeburg County promotes a policy of equal employment and advancement
opportunity to all persons without regard to their race, color, religion, sex, national origin, age,
disability or veteran status.

Anti-Harassment Policy

The County policies, as well as various laws and regulations, generally prohibit
employment decisions from being made on the basis of race, sex, religion, national origin, age,
disability, veteran status, or similar distinctions. In addition, it is our policy to provide a working
environment in which employees are free from discomfort or pressure resulting from jokes,
ridicule, slurs, and harassment either relating to such distinctions or simply resulting from a lack
of consideration for a fellow human being.

If you feel that this policy has been violated by anyone with whom you come into contact
on the job, regardless of whether it is by a fellow worker, a supervisor, or a member of the
general public, you must immediately report this incident to your supervisor, another member of
management, or the County Administrator or whoever is in charge in the event he is unavailable.
Your complaint will be kept as confidential as possible, consistent with its effective
investigation.

In the event you believe that the County Administrator is the alleged harasser or you are
uncomfortable reporting the matter to a member of management, you must immediately contact
the Orangeburg County Attorney.
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Employees, including supervisors, who are determined to have violated this policy, will
be subject to serious disciplinary action up to and including termination, commensurate with the
seriousness of the conduct.

Anti-Sexual Harassment Policy

The County has taken special steps to prevent employees from being subjected to
inappropriate conduct in the workplace. The County believes that all employees desire a
professional, productive, and pleasant work environment. Providing such a work environment
necessarily requires the cooperation of all employees.

The County’s “Anti-Harassment” policy addresses all forms of harassment in a single
policy. The County wishes to highlight in this policy a particular form of harassment which is
often described as “sexual harassment.”

Sexual harassment includes but is not limited to any inappropriate behavior which,
because of an individual’s gender, has the effect of creating a hostile, intimidating, or otherwise
unpleasant work environment. The following, in no particular order, are some of the more
obvious types of behavior that the County considers to be highly inappropriate in the workplace:

***  Displays of sexually explicit pictures, or objects;
***  Demands or requests for sexual favors;

***  Sexually oriented banter, jokes, or commentary;
***  Repeated social invitations;

***  Compliments of a sexual or suggestive nature.

If you feel that you have been subjected to any of the above conduct or otherwise
made to feel uncomfortable in the workplace because of your gender, you MUST
IMMEDIATELY report this conduct to your supervisor, another member of management,

or the County Administrator or whoever is in charge in the event he is unavailable. Your
complaint will be kept as confidential as possible, consistent with its effective investigation.

In the event you believe that the County Administrator is the alleged harasser or you are
uncomfortable reporting the matter to a member of management, you must immediately contact
the Orangeburg County Attorney.

Employees, including supervisors, who are determined to have violated this policy, will
be subject to serious disciplinary action up to and including termination, commensurate with the
seriousness of the conduct.
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Special Note: Listed above are general descriptions of some of the types of conduct which may
constitute sexual harassment or which can lead up to sexual harassment, depending upon the
circumstances. Importantly, not all of the prohibited conduct listed above rises to the level of
what would meet the legal definition of this term. The County, however, does not want you to
have to worry about whether conduct which makes you feel uncomfortable meets or does not
meet a particular legal definition. What the County wants, and insists upon, is that you notify the
County immediately in the event someone else’s conduct offends you or otherwise makes you
feel uncomfortable.

Immigration

Orangeburg County is committed to employing individuals who are United States citizens
or who are aliens legally authorized to work in the United States. We do not illegally
discriminate because of a person's citizenship or national origin.

Orangeburg County complies with the South Carolina lllegal Immigration and Reform
Act of 2008 and will verify the legal status of all new employees through the E-Verify federal
work authorization program administered by the U.S. Department of Homeland Security as
outlined in the statute.

The County complies with the federal immigration laws, namely the Immigration Reform
and Control Act of 1986, and as a result, every new employee at the Firm is required to complete
the Employment Eligibility Verification Form 1-9 and show documents that prove identity and
employment eligibility.

If you leave the County and are rehired, you must complete another Form I-9 if the
previous I-9 with the County is more than three years old, or if the original 1-9 is no longer
accurate or if we no longer have the original 1-9.

If you have questions or want information on the immigration laws, contact the Personnel
Director. If you ask questions or want to complain about the immigration law, the County will
prohibit any form of retaliation against you for this protected activity.

Public Service Expectations

The first and foremost duty of Orangeburg County is service to the public. Courtesy and
a spirit of service are the primary requisites of a staff member. Each employee has a special
place of importance in the operation of the County and should accept the responsibility of that
position with dignity and a dedication to excellence. Each employee is to exhibit a high degree
of professionalism, including, work-place appropriate attire and keeping his assigned work area
neat and clean.

The teamwork concept under which Orangeburg County operates means that no single
department is more important than another. Each department is interdependent on the others, and
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all are equal in the overall goal of providing the best possible service to the citizens of
Orangeburg County.

Each employee is a public relations officer for the County. In all contacts with the public,
YOU are perceived to be Orangeburg County. You can make a greater impact in developing and
maintaining good public relations for the County than can a professional advertising firm. All
members of the public should be acknowledged with a greeting upon entering a particular
department and when leaving the department and the County.

All public contacts should be handled in a friendly and courteous manner. Staff should
respect personal feelings and endeavor to answer all expressed needs to the citizen’s satisfaction.
Staff should not engage in confrontational situations with citizens. If a problem is escalating,
seek assistance from another department member or supervisor. If necessary, do not hesitate to
call in another supervisor if the immediate supervisor is not present. Do not let the situation
escalate to the point where it becomes a crisis.

Visiting with friends, acquaintances, or any discussion of personal affairs is discouraged
while on duty at a public service desk.

The use of the telephone for personal calls, either outgoing or incoming, should be kept to
a minimum so as not to interfere with essential County business. Personal calls should not be
made or accepted while at a public service desk. Telephones in workroom areas should be used
sparingly for this purpose. Long distance calls may only be placed under emergency
circumstances and must be approved by your supervisor unless your job duties include the
routine placement of such calls. Employees may be personally liable for the cost of unauthorized
calls.

The use of cell phones is prohibited while at a public service desk.

It is the responsibility of all staff members to make all the resources, services, and
programs of the County known to potential users.

Confidential information, obtained through any source, shall not be repeated.

Introductory Period

Introductory period. All new employees, including former employees who have been
rehired, will be considered to be in an introductory period for at least the first six (6) months of
their employment. This “trial” period is actually an extension of the selection process and is
designed to provide the new employee with the opportunity to demonstrate that he is well suited
for the job and that the job is well suited for him.

If the immediate supervisor concludes during the introductory period that the new
employee is not well suited for the position into which he was hired, the employee may be
terminated. The supervisor may also, at his discretion, recommend extending the introductory
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period for a minimum of an additional ninety (90) days for a particularly difficult or highly
technical position.

The introductory period will end when the supervisor evaluates the new employee in
writing, and the supervisor recommends the employee’s change in status from “introductory” to
“regular.”

Special Note: The introductory period is not to be construed as a minimum

cuarantee of employment. All employees of the County are employed “at will”

which means that both the employee and the County can terminate the employment
relationship at any time, with or without notice.

Promotions. All newly promoted employees will be considered to be in an introductory
period in their new jobs for three (3) months after they begin working in the new job. This “trial”
period is an extension of the selection process and is designed to provide the newly promoted
employee an opportunity to demonstrate that he is well suited for the job and that the job is well
suited for him.

If the supervisor concludes during the introductory period that the newly promoted
employee is not well suited for his new position, the employee may be removed from that
position. If there is a vacancy in his former position, the employee in most cases may be returned
to it. If there is no such vacancy, he may be considered for the filling of other vacancies for
which he is qualified. If no other position is found for him, the employee may either be placed
on a personal leave of absence or terminated.

This introductory period is not to be construed as a minimum guarantee of employment.
All County employees are employed on an “at-will” basis.

Payment of Wages

Employees will be paid bi-weekly through direct deposit unless the County makes other
arrangements with a particular employee. When a payday falls on a scheduled holiday,
employees shall be paid on the workday preceding the holiday.

The County shall make deductions from employees’ paychecks as required by law. Upon
the written authorization of the employee, the County may make deductions for insurance, other
benefits, etc.

To insure maximum efficiency and coordination of services, it is the policy of the County
of Orangeburg to provide uniform working hours for all departments, excepting those
departments which maintain continuous operations seven days per week and those departments
otherwise specified by the County Administrator.

The office hours for all departments of the County of Orangeburg will be no less than
8:30 a.m. to 5:00 p.m., five (5) days per week, except holidays. Those County departments
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where seven day/24 hour services or emergency services are maintained may have workweeks in
excess of the normally scheduled hours. Overtime may be scheduled as required by business
necessity.

Rest Breaks

Breaks are a voluntary benefit provided for our employees by the County. They are not
required by federal, state or any other laws. Department Heads may voluntarily grant a break
period that is not to exceed a total of two (2) per day and for no longer than fifteen (15) minutes
each break. The specific time may be determined by the Department Head to ensure sufficient
personnel are available to staff the department. Breaks are not to be used as an excuse to report
to work late or to leave early or to make up any missed time. Break time does not accumulate
from day to day. Abuse of break time may result in disciplinary action.

Advance of Wages

Cash, debts owed by the employee to the County, fringe benefits, uniforms, tools,
equipment, vehicles, instruction manuals, keys, beepers, computers, and other items belonging to
the County and advanced or issued to an employee and not repaid or returned by him at the time
of termination are considered “advances of wages,” the value of which may be deducted from the
employee’s final paycheck(s). By accepting or continuing employment, the employee authorizes
these deductions.

Failure to Receive Proper Pay/Benefits

If an employee does not submit a grievance or otherwise complain in writing within
fourteen (14) calendar days of the date on which he knew or reasonably should have
known that he failed to receive a benefit(s) or proper wages in accordance with the
County policies, he forfeits all rights to such benefit(s) or wages.

Overtime

The County recognizes that occasionally non-exempt employees may be required to work
overtime in order to provide essential governmental services. It is the policy of the County, and
in compliance with the Fair Labor Standards Act, that non-exempt employees who are required
to work overtime be compensated for their extra efforts. Since uncontrolled overtime can result
in dramatically heightened costs, the County must ensure that adequate management of overtime
situations is instituted.

Overtime must be approved in advance by the supervisor in accordance with the guidelines
established by the County Administrator, except in the case of an emergency. Employees who
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refuse to work overtime or fail to appear when notified and scheduled to work overtime may be
subject to disciplinary action. Working unauthorized overtime may also subject an employee to
disciplinary action.

Compensation for non-exempt employees covered by the Fair Labor Standards Act, who
are authorized by their supervisor and/or the Administrator to work more than forty (40) hours in
a work week, will be at the rate of 1.5 times the hourly rate of pay for each hour in excess of forty
(40) hours within the seven day, defined work week. Overtime for law enforcement and fire
fighters shall be based on a twenty-eight (28) day cycle with overtime being paid for any hours
worked in excess of 171 hours for law enforcement and 212 hours for fire fighters during the
cycle.

Holiday, vacation, sick or bereavement time taken will not be counted as hours worked
when computing overtime or compensatory time. The Supervisor may, at his discretion, make an
exception to this provision.

At the request of the employee concerned, and with the approval of the County
Administrator, an eligible employee may be granted compensatory time off at the rate of time and
one-half for hours actually worked in lieu of cash compensation for overtime as provided by the
Fair Labor Standards Act. Compensatory time off must be taken within thirty (30) workdays,
unless otherwise approved by the County Administrator, and is subject to maximum limits as
defined by the Fair Labor Standards Act. An employee may not accumulate more than 240 hours
of compensatory time.

Exempt employees, by definition, are exempt from the overtime and compensatory time
off requirements of the Fair Labor Standards Act. Hence, exempt employees have no legal
entitlement to compensatory time off. Compensatory time off may be granted to exempt
employees at the discretion of the Administrator. Any decision to provide compensatory time off
to an exempt employee would be purely gratuitous on the part of the County.

Salary Basis Policy

It is the policy of the County to comply with the Fair Labor Standards Act
(“FLSA”). The FLSA is a federal law which requires that most employees be paid at least the
federal minimum wage for all hours worked and overtime pay at time and one-half the regular
rate of pay for all hours worked over 40 hours in a workweek. The FLSA does provide
exemptions from both minimum wage and overtime pay for employees employed as bona fide
executive, administrative, professional, outside sales employees and certain computer employees.
To qualify for exemption, employees generally must meet certain tests regarding their job duties
and be paid on a salary basis of a minimum of $455 per week. In order for an exemption to
apply, an employee’s specific job duties and salary must meet all the requirements of the FLSA
regulations. You will be classified as an exempt or a non-exempt employee upon your
employment with the County.

NOT A CONTRACT 13



“Salary basis” is defined as a predetermined amount of compensation each pay period on
a weekly or less frequent basis. The predetermined amount cannot be reduced because of
variations in the quality or quantity of the employee’s work. Subject to exceptions that follow,
an exempt employee must receive the full salary for any workweek in which the employee
performs any work, regardless of the number of days or hours worked. Exempt employees do not
need to be paid for any workweek in which they perform no work. If the employer makes
deductions from an employee’s predetermined salary, i.e., because of the business necessity, that
employee is not paid on a “salary basis.” If the employee is ready, willing and able to work,
deductions may not be made for time when work is not available.

Deductions from pay are permissible when an exempt employee is (a) absent from work
for one or more full days for personal reasons other than sickness or disability; (b) for absences
of one or more full days due to sickness or disability if the deduction is made in accordance with
a bona fide plan, policy or practice of providing compensation for salary lost due to illness; (c) to
offset amounts employees receive as jury or witness fees, or for military pay, or (d) for unpaid
disciplinary suspensions of one or more full days imposed in good faith for workplace conduct
rule infractions. The County is not required to pay the full salary for the initial week of
employment where the employee has not worked the entire work week, nor in a week where the
employee has been terminated and has not worked the entire work week; for penalties imposed in
good faith for infractions of safety rules of major significance, or for weeks in which an exempt
employee takes unpaid leave under the Family and Medical Leave Act. Under these
circumstances, either a partial day or full day deduction may be made.

Improper deductions are prohibited from the salaries of exempt employees or any
other such deductions that violate the FLSA. If you believe that an improper deduction has been
made to your salary, you must report this information immediately to your supervisor or the
Administrator. Reports of improper deductions will be promptly investigated, and if it is
determined that an improper deduction has occurred, you will be promptly reimbursed.

Promotion

Orangeburg County personnel shall be able to apply for any vacancy that occurs in the
work force. Decisions will be made on the basis of an employee’s potential and merit as
determined and recommended by the respective Department Head, subject to the approval of the
County Administrator. The County will always seek the most qualified individual for the
position and therefore may not always hire from within.

Promoted employees shall be required to serve a three-month introductory period in the
new position.

Transfer

The County is not required to transfer an employee to another position, nor is it required
to create a position. However, transfer opportunities may be made available to employees as
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vacancies occur or as special requests and circumstances warrant. Transfers shall be made only
with the agreement of the Department Heads involved and with the approval of the County
Administrator.

Transferred employees shall be required to serve a three (3) month introductory period in
the new position.

Performance Appraisal

The purpose of performance appraisals is to formally assess and appraise the employee’s
performance over a designated period and to provide an opportunity for the supervisor and the
employee to discuss all aspects of the individual’s performance with respect to fulfilling the
requirements, duties and responsibilities of the position held by the employee.

Formal employee performance appraisals are to be conducted at established intervals of
an individual’s employment. For new employees, performance appraisals may be scheduled at
the end of six (6) months and for promoted and transferred employees, at the end of three (3)
months. After an employee has achieved regular status, the employee’s job performance shall be
appraised once a year thereafter. Informal appraisals may be conducted periodically, as each
supervisor deems necessary.

All performance appraisals shall be conducted by the appropriate supervisor, reviewed by
the appropriate Department Head and County Administrator, and discussed with the employee
under the following guidelines:

1. New Employees

a. Satisfactory performance appraisal. If the introductory employee
receives a satisfactory rating and is recommended for regular status
by the employee’s supervisor, then the employee shall be granted
regular status as an at-will employee of the County.

b. Marginal performance appraisal. If the introductory evaluation is
marginal, a three (3) month extension of the introductory status may
be granted. The extension shall be based on the judgments of the
supervisor, the Department Head, and the County Administrator that
the employee can improve in deficient areas. If an extension is
granted, a subsequent marginal rating at the completion of the
extended time may result in termination of the employee. If an
employee is not granted an extension, the employee will be
terminated.

c. Unsatisfactory performance appraisal. If the introductory employee
receives an unsatisfactory performance rating, the employee will be
terminated.

d. During the introductory period, a new employee may be terminated
at any time if his work performance is considered to be below
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expected levels. All employees of the Orangeburg County are at-
will employees.

2. Promoted Employees

a. Satisfactory performance appraisal. If the promoted employee

receives a satisfactory rating and is recommended for regular status
by the Department Head, the employee shall be granted regular status
as an at-will employee of the County.

Marginal performance appraisal. If the promoted employee receives
a marginal performance appraisal, a three (3) month extension may
be granted. The extension shall be based on the judgments of the
supervisor, the Department Head, and the County Administrator that
the employee can improve in deficient areas. If an extension is
granted, a subsequent marginal rating at the completion of the
extended time may result in either transfer or demotion of the
employee to an existing vacancy of a lower classification or the
employee may be terminated.

Unsatisfactory performance appraisal. If the promoted employee
receives an unsatisfactory performance rating, the employee may
either be transferred or removed to an existing vacancy of a lower
classification, or terminated. If transferred or removed, the employee
shall be subject to a three (3) month introductory period in the new
position.

3. Transferred Employees

a.

The preceding performance appraisal procedures for promoted
employees will apply to transferred employees.

4. Regular Employees

NOT A CONTRACT

a.

Exceptional. Employee consistently meets and frequently exceeds
the requirements of the job. This level of performance is
characterized by exemplary accomplishments throughout the review
period. Accomplishments must be documented and justified.
Exceeds Requirements. Employee consistently meets and sometimes
exceeds the requirements of the job throughout the review period.
Meets Requirements. Employee consistently meets the requirements
of the job throughout the review period.

Needs Improvement. Employee sometimes meets the requirements of
the job; however, employee occasionally fails to meet the
requirements of the job. An employee who receives an overall
evaluation of Needs Improvement will be placed on a Performance
Improvement Plan. The Performance Improvement Plan will be
completed by the evaluator and the employee. This plan shall
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provide the employee an opportunity to improve the substandard
performance.

e. Unsatisfactory. Employee consistently fails to meet the requirements
of the job. When an employee receives an Unsatisfactory
performance appraisal, the employee may be terminated or placed on
a Performance Improvement Plan.

5. Merit Pay. Merit pay may be awarded to regular employees on a schedule
prescribed by County Council based upon the performance appraisal system. The
amount of funding for the merit pay program, if any, shall be determined by
County Council during the annual budgetary process.

Nepotism

Employees in the same immediate family will not be employed or continue to be
employed with the County if one directly or indirectly supervises another or has responsibility for
reviewing the work of the other family member. For purposes of this policy, immediate family
includes: spouse, parent, child, grandparent, grandchild, brother, sister, parent-in-law,
grandparent-in-law, brother-in-law, and sister-in-law. Step-relatives are considered family
members under this policy.

If employees become related by marriage and create a situation prohibited by this policy,
one of the employees must give up his position. If the employees cannot choose which of them it
will be, the employee having the lowest budgeted annual compensation will be removed. The
County will make an effort to find another position for the removed employee but the County
does not guarantee the result of such an effort.

Professional Ethics

It is the policy of the County to prohibit its employees from engaging in any activity,
practice, or act which conflicts with, or appears to conflict with, the interest of the County, its
residents, or its suppliers. Employees are also expected to adhere to the provisions of the South
Carolina Ethics Act. Since it is impossible to describe all of the situations which may cause or
give the appearance of a conflict of interest, the prohibitions included in this policy are not
intended to be exhaustive and only include some of the more clear cut examples:

= The County employees are prohibited from having a direct financial interest in
any contract with the County or to be directly financially interested in the sale to
the County of any material, supplies, equipment, or services;

= The County employees are prohibited from engaging in financial transactions with
the County where the employee may have direct or indirect access to information
regarding the transaction, including but not limited to sales of surplus property or
sales of delinquent real property;
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No employee may engage in any business or transaction, or have a financial or
other personal interest, direct or indirect, which is incompatible with the proper
discharge of his official duties in the public interest or would tend to impair his
independence of judgment or action in the performance of his official duties;
County employees may not accept gifts of value, whether in the form of service,
loan promise, or any other form from any person which, to his knowledge, is
interested directly or indirectly, in any matter whatsoever in business dealings
with the County;
Employees may not disclose information nor shall he use such information that
would serve to advance the financial or other private interest of himself or others;
County employees are prohibited from engaging in or accepting private
employment or rendering service for private interest when such employment or
service is incompatible with the proper discharge of his official duties;
County employees may not sell or barter anything to the County, or make any
contract with the County, or purchase anything from the County other than those
things which the County offers generally to the public and then only on the same
terms as are offered to the public;
County employees may not request or permit the use of County-owned property
for any purpose except the conduct of official business, unless specifically
authorized by the Administrator.
The South Carolina Ethics Act requires a statement of economic interests to be
filed by the County Administrator no later than April 15™ of each year.
The South Carolina Ethics Act requires a public official or employee to remove
himself from possible conflict of interest actions or decisions. Business dealings
with a governmental agency can take place only after;

= Public disclosure of the possible conflict of interest; and

= Public notice and competitive bidding when that is the normal

contract award process; and
= Complete removal of the interested official or employee from the
agency’s decision-making process.

Employees are expected to represent the County in a positive and ethical manner at all
times and have an obligation both to avoid conflicts of interest and to refer questions and
concerns about potential conflicts to the Administrator.

Violations of this policy may be subject to disciplinary action up to and including

Political Activity

No employee shall use or promise to use, directly or indirectly, any official authority or
influence, whether possessed or anticipated, to secure or attempt to secure for any person an
appointment or advantage in appointment to a position within the County, or an increase in pay
or other advantage in employment in any such position, for the purpose of influencing a vote or
political action of any person.
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County employees may participate in both partisan and nonpartisan political activities
other than County elections. Employees are prohibited from taking part in any political
campaign or referenda while on duty. Employees may not directly or indirectly, solicit, receive
or be of any manner involved in soliciting, obtaining, or receiving any monetary contribution or
assistance, financial or otherwise, for any political purpose whatsoever from any officer or
employee of the County.

Employees who are paid either in full or in part by federal monies are covered under the
Federal Hatch Act and the Federal Campaign Act and will be required to conform to the
regulations of those acts. These acts state that such employees may engage in any legal partisan
political activity with the exception of the following:

e Make on-duty financial solicitations
e Use official authority to influence nominations or elections; or
e Be acandidate for an elective office.

Violations of this policy may be subject to disciplinary action up to and including
dismissal.

Inclement Weather/Emergency Situations

Every effort will be made to keep the County open during inclement weather unless
extremely hazardous conditions exist. The decision to close the County offices or delay their
opening is made by the County Administrator. Every effort will be made to notify local radio
stations between 7:00 a.m. and 7:30 a.m. as to how the hours of County operations are to be
altered. Accordingly, County employees will be granted administrative leave with pay as long as
hazardous conditions exist, as determined by the County Administrator. However, if regular
hours of operation are not to be altered, no announcement will be made. It is the responsibility of
the employee to be at work at the designated starting time. Unauthorized absences will be
charged to the employee as leave without pay and may result in other disciplinary actions.

Medical Information

This policy describes how health information about you may be used and disclosed and
how you can get access to this information. If you have any questions, ask your supervisor or the
Personnel Department.

Orangeburg County is committed to keeping our employees' personal information private.
This policy of privacy applies to our health plans that are covered by state or federal law, for
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example health benefit plans, dental plans, employee assistance plans, and pharmacy benefit
programs. We will refer to all of these plans in this policy as the Benefit Plans.

The Benefit Plans are required by federal and state law to protect the privacy of your
health information and other personal information, and to provide you with notice about our
policies and protections. When the Benefit Plans use or disclose your protected health
information, the Benefit Plans promise to respect the privacy of that information.

The Benefit Plans will not use your protected health information or disclose it to others
without your permission, except for the following reasons:

* Treatment

* Payment

* Health Care Operations

* Disclosure to Employer or Operating Company
* Disclosure to Health Care Vendors and Accreditation Organizations
* Public Health Activities

* Health Oversight Activities

* Research

* To Comply with the Law

* Judicial and Administrative Proceedings

* When required by Law Enforcement Officials
* Health or Safety

* Government Functions

* Workers' Compensation

The Benefit Plans may also disclose your protected health information when necessary to
file claims with other insurance carriers.

The Benefit Plans will not use or disclose your protected health information for any
purpose other than the purposes described in this policy without your written agreement. You
may take back an authorization that you gave before by sending a written request to the Personnel
Department but not about any actions the Benefit Plans have already taken.

The Benefit Plans may disclose protected health information about you to a relative, a
friend or any other person you identify, provided the information is directly relevant to that
person's involvement with your health care or payment for your care. For example, if a family
member or a caregiver calls us with knowledge of your protected health information, we may
confirm it or answer questions about it.

You have the right to stop or limit this type of disclosure by contacting the Personnel
Department. If you are a minor, you also may have the right to block your parents' access to your
protected health information, if permitted by state law.

You have the right to additional restrictions on who can see your protected health
information. While the Benefit Plans will consider all requests for restrictions carefully, they are
not required to agree to a requested restriction.
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You have the right to confidential communications about your protected health
information. While the Benefit Plans will consider reasonable requests carefully, the Benefit
Plans are not required to agree to all requests.

You have the right to see and copy your protected health information. If you ask for
copies, the Benefit Plans may charge reasonable copying and mailing costs.

You have the right to request corrections to your protected health information. If your
doctor or another person created the information that you want to change, you should ask that
person to change the information.

You have the right to know who your protected health information is disclosed to. If you
request an accounting more than once during any 12-month period, the Benefit Plans will charge
you a reasonable fee for each accounting statement after the first one.

If you want to make any of the requests listed above, you must contact the Personnel
Director.

If you want more information about your privacy rights, do not understand your privacy
rights, are concerned that the Benefit Plans have not respected your privacy rights, or disagree
with a decision that the Plans made about who can see your protected health information, you
may contact the Personnel Department. You may also file written complaints with the Secretary
of the U.S. Department of Health and Human Services. We will not take any action against you if
you file a complaint with the Secretary of Health and Human Services or the Personnel
Department.

Finally, the Benefit Plans may change this policy at any time. If the policy is changed, the
Benefit Plans may make the new policy effective for all of your protected health information that
the Benefit Plans maintain, including any information created or received before the new policy.
If the Benefit Plans change this policy, you will be notified of the change.

The County complies with the privacy laws concerning protected health information as
established under The Health Insurance Portability and Accountability Act (HIPAA).

Safety

Safe working conditions are of primary importance for all County employees and the goal
of all departments. It shall be the responsibility of every employee to observe safe practices in all
daily activities. Each employee should completely understand the following in order to have a
good foundation in safety training:

1. Orangeburg County is sincerely interested in preventing accidents.
2. Accidents may occur, however, accident prevention is required.
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3. Safeguarding of equipment and of the workplace shall be done thoroughly.
Management shall take all necessary precautions.

4. Each employee shall be expected to report any unsafe conditions
encountered in the workplace to the supervisor.

5. The supervisor will provide job instructions. No employee shall be
expected to undertake any job until authorized to do so by the supervisor.

6. If an injury does occur, regardless of degree, it shall be reported to the

supervisor and the Safety Manager immediately.

In addition to these points, any safety rules such as the wearing of eye protection or hard
hats, etc., shall be understood and enforced. Any flagrant violation of safety rules will result in
immediate disciplinary action up to and including termination.

Travel and Transportation

The County Administrator or his designee will approve or reject all requests received
from supervisors on behalf of their employees for reimbursable travel in order to conduct County
business or to receive training that will benefit the County. Approval for the travel must be
obtained in advance of the travel. A copy of the meeting agenda, training agenda, seminar
agenda or other appropriate documentation must be attached to all requests for reimbursable
travel. The Administrator may authorize advance funding in excess of fifty ($50.00) dollars for
authorized travel subject to strict accountability. Requests for such advances must be submitted
to the Administrator through the respective Department Head for approval not less than seven (7)
working days prior to the scheduled time of departure.

Employees who have received advance funding for authorized travel must submit a travel
expense report with all receipts within five (5) working days of return. Travel advances may be
granted only where expenses are expected to exceed $50.00. If the employee has a balance from
the advance funding, it must be returned with the travel expense report. If the employee fails to
pay a balance of the advance owed to the County, the amount due will be deducted from his next
payroll check as an advance of wages. All other travel expense reports shall be completed and
returned within thirty (30) calendar days of completion of the authorized reimbursable travel.
Receipts must be attached for all expenses. If an employee’s personal vehicle is utilized, the
employee shall be reimbursed using guidelines established by the Internal Revenue Service as of
July 1 annually. Expense reports not properly completed or documented will not be honored.

While traveling on County business, employees are expected to select restaurants that are
reasonably priced while providing meals. Employees will be reimbursed for meals using the
guidelines established by County Council in the annual budget provisos that are adopted as part
of the annual budget ordinances. Where a per diem has been provided, employees will be
required to submit receipts. The County will not reimburse an employee for the purchase of
alcoholic beverages.
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Travel by public conveyance, whether it be by air, rail, bus or other mode of public
transportation shall be accomplished by the employee in the most cost-efficient manner available
which best serves the financial interests of the County. When public transportation is used,
expenses for local transportation such as taxicabs and bus fare will be allowed wherever such
transportation is necessary for the conduct of business.

Generally, overnight travel is not allowed for destinations within a 60-mile radius of the
employee’s normal work location. When lodging is required, employees are expected to utilize
standard, medium-priced hotels and motels wherever possible. Receipts for lodging expenses
must be attached to the expense report. Lodging at the single rate only (or double rate if single is
not available) will be reimbursed by the County. Spouse and family member costs must be borne
by the employee. If an employee is attending an organized convention or conference located in a
specific motel or hotel, the employee may stay at the designated site of the conference. The
employee will be required to register in a timely fashion so as to take advantage of any
conference rates that are offered.

The County shall pay the full registration fee for employees representing the County with
the following exception: if the registration fee has different rates for members and non-members,
the County will pay the lesser rate and the staff member will pay the difference.

Whenever a County vehicle is unavailable and an employee is authorized to use his
personal vehicle for the purpose of official business, the employee will be reimbursed at the
current rate as published by the Internal Revenue Service as of July 1 annually.

Telephone charges will be permitted expenses when incurred in the conduct of official
business. The County shall also reimburse the employee for registration fees, parking fees, tips,
copying fees, or other necessary fees, upon presentation of receipt copies.

Outside Employment

Outside employment shall in no way conflict with or be detrimental to the employee’s
work for the County. Employees currently engaged in or considering outside employment must
immediately report such activity or interest to their Department Heads in writing and may not
continue or begin such employment without approval of the Department Head and the County
Administrator. The letter along with the determination of the Department Head and County
Administrator shall be placed in the employee’s personnel file. Approved requests shall be
subject to periodic review.

Group Insurance

Regular and introductory employees who normally work a minimum of thirty (30) hours
per workweek are covered by the County’s group Health and Life & Accidental Death &
Dismemberment insurance programs. Premium costs for each eligible employee shall be set in
accordance with the rate schedule established by the South Carolina Office of Insurance Services.

NOT A CONTRACT 23



Additional coverage for employee dependent(s) must be paid by the employee through authorized
payroll deductions. Additional information may be obtained through the Personnel Department.

Health insurance for retired employees (herein “retirees”) and retired county elected
officials shall be handled as follows; however, this benefit is subject to change, including the
elimination of the benefit, upon County Council’s formal action:

1. The county will contribute 50 percent of the monthly premium for a retiree with 15 years
or more of service with the county provided the retiree is eligible for regular or disability
retirement under the State Retirement System or the Police Officer’s Retirement System
at the time the retiree leaves active county service.

2. The county will contribute the full monthly premium for a retiree with 30 or more years
of service with the county provided the retiree is eligible for regular or disability
retirement under the State Retirement System at the time the retiree leaves active county
service. The county will contribute the full monthly premium for a retired county elected
official with 15 or more years of service in county elected office provided the retired
county elected official is eligible for regular or disability retirement under the State
Retirement System at the time the county elected official leaves active county service.

3. The county will contribute the full monthly premium for a retiree with 25 or more years
of service with the county provided the retiree is eligible for regular or disability
retirement under the Police Officer’s Retirement System at the time the retiree leaves
active county service.

4. The health insurance benefits received by a retiree are the same as those under the
county’s group plan minus any payments attributable to Medicare. If a retiree desires to
cover dependents, the retiree must pay the entire cost of the dependent’s insurance
premium.

Retirement

Except where exempted by law, all regular County employees are members of the South
Carolina Retirement System. Rules and regulations for eligible employees shall be set in
accordance with the requirements of the South Carolina Retirement System.

Application for Retirement System benefits must reach the South Carolina State office up
to six (6) months in advance, or ninety (90) days after the retirement date. Applications must be
obtained from the Personnel Department or from the South Carolina Retirement System (1-800-
868-9002) or their website at www.retirement.sc.gov.

Retiring employees may be eligible to reapply for employment under the South Carolina
Teacher and Employee Retention Program (“TERI”), and those who are interested in future full
time, temporary, or part time employment with Orangeburg County should make that interest
known prior to retirement. Employees who retire with a break in service and who wish to return
to employment with the County must formally reapply for employment. Importantly, employees
who retire with a break in service are not guaranteed reemployment. For more information on
the TERI program, contact the South Carolina Retirement System.
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Credit for Military Service in the South Carolina
Retirement System

Rules and regulations for eligible employees shall be set in accordance with the
requirements of the South Carolina Retirement System.

Additional information may be obtained from the South Carolina Retirement System.

Law Enforcement Retirement Benefits

All eligible Law Enforcement Officers are members of the South Carolina Police Officers
Retirement System (including Correction Officers). Rules and regulations for eligible employees
shall be set in accordance with the requirements of the South Carolina Retirement System.

Employees contemplating retirement or leaving County service should promptly report
such action to the Human Resources Department. In addition, any questions concerning Law
Enforcement Retirement benefits or eligibility for membership should be directed to the
Personnel Department or from the South Carolina Retirement System (1-800-868-9002) or their
website at www.retirement.sc.gov.

Workers’ Compensation Insurance

All County employees are covered under the provisions of the South Carolina Workers’
Compensation Act. The County pays the entire cost of Workers” Compensation insurance. This
program provides weekly benefits, where applicable, to be made to employees who are injured
on the job with an injury arising out of and in the course of his employment, and are unable as
determined by a physician to perform the essential functions of their job. The length of time and
amount of these payments are determined and administered by the South Carolina Industrial
Commission. Failure to immediately notify a supervisor of a work-related injury or illness may
result in the loss or delay of benefits.

On the Job Injuries

When an employee is injured on the job, he must immediately report the injury to his
supervisor. He must then obtain the necessary medical treatment as set forth below:

1. In an emergency situation, the employee should be taken by emergency vehicle to
the nearest emergency facility. For all other injuries, the employee should be
taken or directed to the designated County facility for treatment. Either the
supervisor of the employee, the Personnel Department, the Safety Manager or the
Administrator can provide the information regarding the treatment facility to be
used. Unauthorized treatment may result in the employee paying for the treatment
at his own expense.
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Automobile Accidents/Property Damage

All incidents involving property damage or an automobile accident involving a County
vehicle must be reported immediately to the Safety Manager. A police report should be
obtained for all vehicle accidents from the governing jurisdiction. Property damage claims, if
possible, should have a Police Report. All internal insurance forms required by the County for
reporting must be turned in on the morning of the first day (Monday through Friday) subsequent
to the incident or accident. Employees may be required to reimburse the County for the cost of
the insurance deductible should the accident be determined to be the result of the employee’s
negligence.

Those employees whose work responsibilities require the assignment of a vehicle owned
by the County will operate the assigned vehicle for the purpose of official business. The
Administrator must authorize any exception to this policy.

Any unauthorized personal use of such assigned vehicle is forbidden and may subject the
employee to disciplinary action. Operators must be responsible for all fines or damages resulting
from their own negligence. Operators must possess a valid and appropriate driver’s license for
the vehicle being driven. Employees whose jobs may require them to operate a motor vehicle are
required to notify the County immediately in the event that any restriction or revocation is
imposed on an employee’s ability to legally operate a motor vehicle. If possession of a valid
and current driver’s license is an essential function of the position as held by the employee,
failure to possess such a driver’s license may result in administrative action by the County up to
and including termination.

DO NOT CALL OR PRESENT A CLAIM DIRECTLY TO THE COUNTY’S
INSURANCE COMPANY OR INSURANCE AGENT. CALL THE COUNTY SAFETY
MANAGER!

Temporary Light Duty

The County guarantees “light duty” to no one. As a general rule, an employee who is
unable to perform all of the essential functions of his job will not be permitted to work.
However, in limited circumstances and on a case by case basis, the County may choose to permit
an employee who has been injured on the job to perform temporary light duty functions, provided
the County determines that there is a legitimate need and to do so would be in the best interests
of the County. The County shall determine compensation, duties, and hours as approved by the
treating physician.

In such situations, the County will require clearance from the treating physician that the

employee is able to perform the proposed temporary light duty functions. As required under the
Health Insurance Portability and Accountability Act (“HIPAA”), the employee will be required to
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sign a release form to authorize the doctor to discuss any limitations with regard to the injury. If
the employee refuses to sign this form, the County may not consider the employee for the light
duty position. The County, in its discretion, shall determine the duration of the temporary light
duty period. If, at the conclusion of the period of temporary light duty, the employee is unable to
perform the essential functions of his regular job, then he will be returned to leave of absence in
accordance with the County policy.

Holiday Pay

1. The County recognizes the following holidays:

New Year’s Day

Martin Luther King Jr.’s Birthday

President’s Day

Good Friday

Memorial Day

Independence Day

Labor Day

Veteran’s Day

Thanksgiving Day and following Friday

Christmas Day and either Christmas Eve or the day following Christmas

2. If a holiday falls on a Saturday, the preceding Friday will be observed. If a holiday falls
on a Sunday, it will be celebrated on the following Monday.

3. To receive holiday pay, an eligible employee must be at work or taking an approved
absence on the workdays immediately preceding and immediately following the day on
which the holiday is observed. An approved absence is a day of paid vacation or paid
short-term absence. If an employee is absent on one or both of these days because of an
illness or injury, the County reserves the right to verify the reason for the absence before
approving holiday pay.

4. Employees who are on a leave of absence are not eligible for holiday pay.

5. Due to the nature of services provided by the County, some employees are required to
work on official County holidays. Should this be the case, the Department Head has the
option of either granting the employee a day off with pay within thirty (30) days or
granting the regular holiday allowance in addition to the pay for hours worked with the
approval of the County Administrator. In the case of emergency response employees, i.e.,
24 hours on and 48 off, the holiday hours granted or paid for will be a total of eight (8).
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Holiday hours are not considered hours worked for overtime purposes.

Upon termination of employment with the County, employees may not be reimbursed for
any unpaid holiday time.

Annual Leave

All regular, full-time employees accumulate annual leave as follows:

a. Employees are eligible for annual leave after completing the 180 calendar day
introductory period.
b. Employees are encouraged to take time off from their jobs to rest and relax.

Consequently, eligible employees are required to take at least five (5) continuous
days (two continuous 24-hour shifts for 24-hour shift employees) of accumulated
annual leave.

C. Annual leave will accumulate to the employee on a bi-weekly basis starting with
the first payroll period according to the following schedule:

0-6 years 3.7 hours per pay period

7-14 years 4.6 hours per pay period

15 years or more 5.5 hours per pay period
d. All regular full time employees who work 24-hour shifts will accumulate annual

leave at rates of 4.62, 5.78 and 6.94 hours respectively per pay period based on the
provisions of (c) above.

Except in the case of an emergency, all annual leave must be approved a minimum of two
(2) days in advance by the employee’s Department Head. Whenever possible, an
employee wishing to take more than four (4) hours of annual leave time should request
approval at least one (1) week in advance.

Employees may carry forward the equivalent of 30 days (240 hours) of unused but
accumulated annual leave from one calendar year into the next.

All accumulated unused time shall be exhausted concurrent with Family and Medical
Leave.

Department Heads are responsible for scheduling vacations based on employee seniority
and must ensure that their departments are adequately staffed at all times. Consequently,
the County may limit the number of employees that may be absent from a department at

any one time.

NOT A CONTRACT 28



6. All annual leave must be requested through channels by completion of a County leave
slip/request form available from the Personnel Department.

7. The value of an employee’s accumulated but unused leave will be paid to the
employee at termination only if: (1) the employee gives and satisfactorily completes a
two week notice of resignation; or (2) in the case of the employee’s discharge by
the County, the employee is not discharged for disciplinary reasons as determined by the
County.

Sick Leave

1. All regular full time employees will accumulate sick leave at the rate of 3.7 hours (4.62
hours for 24-hour shift employees) per pay period.

2. Temporary employees are not eligible for paid sick leave.

3. The maximum number of sick leave hours which can be accumulated at any single point
in time is ninety days (720 hours). If an employee’s sick leave balance reaches 720 hours,
then the employee will cease accumulating sick leave until the employee’s sick leave
balance falls below this figure.

4. Sick leave may be used, with prior approval, in minimum increments of 1/2 hour under
the following circumstances:

a. The employee’s own illness, injury, or incapacitation;
b. The employee’s medical appointments; and
C. Serious injury or illness involving a member of the employee’s immediate
family.
5. The County reserves the right to require any employee to present a doctor’s excuse prior

to his return to duty. Employees who are absent for three (3) or more consecutive days
may be required to present a doctor’s excuse prior to their return to duty.

6. An employee must notify his immediate supervisor of his absence no less than one (1)
hour before the beginning of his scheduled workday. Certainly, in an emergency
situation, a family member may contact the supervisor on behalf of the employee. The
supervisor must be contacted on each subsequent day of absence. Failure to appear
for work and call the supervisor to notify the County of an absence for three consecutive
days will be considered job abandonment and the employee will be administratively
terminated.
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7. Under no circumstances will accumulated but unused sick leave be paid at termination.

8. All accumulated but unused time shall be exhausted concurrent with Family and Medical
Leave.

Absenteeism/Tardiness

If you find it necessary to be absent from work, you must notify your supervisor at least
one (1) hour before your work day is scheduled to begin. Likewise, if you are tardy, you must
contact your supervisor immediately to let him know that you will be late for work.

Any employee who fails to report to work as scheduled or to call in for three (3)
consecutive days will be deemed to have voluntarily abandoned his job. Such an employee will
not be eligible to receive pay for unused, accumulated vacation, and may be ineligible for rehire.

A doctor’s release slip may be required if you are absent from work for three days or
more.

Excessive absence or lateness may result in disciplinary action up to and including
termination.

L_eave of Absence
Military Leave

Employees are entitled to such leave of absence and reinstatement upon return from leave
of absence for military service (including Reserve and National Guard duty) as may be provided
by applicable state and federal law. An employee going on military leave shall present a copy of
his orders to the appropriate Department Head not more than three (3) days after receiving them.
Employees are entitled to reinstatement upon release from military service as provided in state
and federal laws. The provisions of such laws change from time to time and for that reason no
effort is made to set forth the law in this policy.

Employees requesting voluntary military leave shall do so under the Personal Leave
policy and must request such leave with as much advance notice as possible.

Physical Disability and Personal Leave

Physical Disability and Personal Leave (Applies only to Employees Employed Less Than 12
Months, to Employees Who Have Worked Fewer Than 1250 Hours in the Preceding 12
Months, and to Reqular County Employees Whose Reasons for Leave are Not Covered

by the Family and Medical leave Act).

NOT A CONTRACT 30



1. An employee who has completed his initial introductory period (and any extension
thereof) is entitled to an unpaid leave of absence for up to six months when unable to
work because of sickness, pregnancy, or injury on or off the job. Such an employee may
also apply for leave of absence for personal reasons. Personal leaves are granted only in
the discretion of the Administrator upon recommendation by the employee's immediate
supervisor. Employees still in their introductory periods who are absent for more than
five consecutive scheduled workdays because of any physical disability will be
automatically terminated, but may be eligible for rehire.

2. Employees are requested to apply for leaves of absence as far in advance of need
as is possible, but an employee may be placed on leave status without application when
the circumstances warrant such action.

3. Physical disability leaves will begin on the first day of absence.

4. After the employee has exhausted his personal and annual leave, as a general rule, an
employee on leave of absence is not entitled to wages or fringe benefits and does not
accumulate fringe benefits. Certain exceptions may be established by law.

5. Employees desiring to return to work from an unpaid leave of absence should notify the
Department Head in writing at least ten (10) days prior to their desired date of return. If
the County finds that the employee is fit to resume his duties as determined by the
employee’s physician, the employee may be recalled to his former job if a vacancy exists
which is to be filled. If no such vacancy exists, the employee may be recalled to any job
in which there is a vacancy to be filled and for which he is qualified. If no such vacancy
exists at the time the employee desires to return to work, the employee's leave of absence
shall be continued. Any employee who has not been reinstated within six (6) months
following the commencement of a leave of absence shall be terminated. This action shall
not affect the employee’s eligibility to be considered for hire as a new employee at some
future time.

6. When an employee’s leave of absence is due to pregnancy or the birth of a child, the
employee, upon her release for duty within the prescribed leave time, will be placed in
their former position or a similar position without loss of any benefits.

Family and Medical Leave

The federal Family & Medical Leave Act of 1993 (FMLA) as amended in 2008 requires
employers with 50 or more employees to provide eligible employees with unpaid leave. There are
two types of leave available, including the basic 12 week leave entitlement (Basic FMLA Leave),
as well as the military family leave entitlements (Military Family Leave) described in this policy.

Eligibility for FMLA LEAVE

Employees are eligible for FMLA leave if they:
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1. Have worked for the County for at least 12 months;

2. Have worked at least 1,250 hour