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ORDINANCE NUMBER; 2020-01
Roosevelt County Personnel Ordinance

WHERFEAS, the Board of County Commissioners ol Roosevelt County, New Mexico, is empowered by
slatute to adopt rules, regulations, policies, and procedures peraicing to the terms and conditions of employient

of ali County ewployees; and

WHEREAS, the Board of County Comumissioners of Roosevell County desires to implement a system
of personnel management 1o encourage a quality work environment that will promote quality service to the
people of Roosevell County;

NOW, THEREFORE, the Bourd of Cenunissioners of Reosevelt County, New Mexico, does herehy
adopt the following ordinence to meet the needs of the citizens and employees of Roosevelt County for quality
personnel managemenl,

REPEAL AND SEVERABILITY. Roosevelt County Ordinance Number 201904, adopted thes" day
ol September, 2014, shall be and hereby repealed, as are any incongistent provisions or any other Ordinances.,

I any pant of this Ordinanee is held 1o be unconstitutional, invalid, or otherwise in contlict with the laws
at'the State of New Mexico, or the United States of America, the validity of the remaining portions of (his
Orcinance shall not be attected.

PASSED, APPROVED, and ADOPTED this 9" day of November, 2020 in open meeting clilective
immediately after this Ordinance has been recorded by the Roosevell County Clerk,

BODY OF COUNTY COMMISSIONLRS
ROOSEVELY COUNTY, NEW MEXICO
ATTEST:
Telophonically approved
Matthew Hunton, Chairman — District 1)
Yowd: § Yes DONo O Abstained

Mast, éua,

Nath Baen, Roosevelt County Deputy Clerk

Hamilton, Roostvelt County Manager
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Randy Knudson, Roasevell County Altorney
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Telephomicatly approved

Tina Dixon, Vice Chairman - District 111

Vowd: ¥ Yes O No  OAbstained
Telephanically appraved

Deunis Lopez  District 1

Voted: [ Yes 0ONuo

1 Abarained

Telephonically approved
Lewis Shane Lee — District 11
Voled: | Yes ONo 0 Abstained

Telephonically approved
Paul (rider'~ Distries H
Voted: [rYes O No

11 Abstained
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SECTION 1

GENERAL PROVISIONS

1. FURPOSE.
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‘The purpose of this Personnel Ordinance is to establish consistent, basie policies and practices concerning
relations between the County and its employees. ‘This Ordinance further establishies the formal prievance
procedure available to regular employees to hear their grievances witl respeet 1o progactions, demotions,
suspensions, involuntary transfers and dismissal, and provide the method by which a personnel hearing
officer is chosen to hear formal prievances, Independent contractors are not subject o the provistons of the
Personnel Ordinance.

SCOPE.
Definite rules and regulations cannol be readily formulated for every possible problem and situstion, "This

Ordinance skl serve as a general basis and guide for proper, efficient, and effective management and
adiministzation of personael matters of the employees of the County, The Rules contained herein replace
and supersede all previously issued personned rules, regulations and ordinunces applicable to employees of
the County as the subject matler is covered in the County Code of Conduct and these Rules.

AMENDMENT OF RULES AND REGULATIONS.
There shall be no resolulion or other action of the Board or other County officials, which is inconsistent
with these Rules, except by amendment of these Rules, The Board reserves the right 1o amend these Rules
at its diseretion. The County Manager mny issue interpretive menioranda or Administrative lnstructions,
not inconsistent with these Rules, which further dewil the interpretation ol these Rules.

EMPLOYLEE KNOWLEDGE AND INFORMATION OF RULES AND REGULATIONS,
The Elected Ofticial, Department Head, or Huntn Resourees shall provide a copy of these Rules to present
employees and to all new employses with instruetions (o read and be familiar with all provisions of these
Rules. Employees shall sign scknowledging receipt of a copy of this Personnet Ordinance.

EQUAL EMPLOYMENT OPPORTUNITY RULES AND REGULATIONS.
Individuals will not be diseriminated against on the grounds of race, age, religion, color, national origin,
ancestry, sex, niavital status, physical or mental handicap, medical condition, sexual orientation or gender
identity, in consideration for employment, promotions, transfers, duration of employment, compensation,
terms, comdilions, or privileges of employment by the Cowty.

ADMINISTRATION BY COUNTY MANAGER,
The County Manager or designee shall administer and interpret the personmel system and the tenns of this
Ordinance and its amendments, and all future approved eperating procedures, The County Manager shail
recommend t¢ the Commission any necessary amendient or revisions 1o the Ordinance.

PRONOUNS.
All pronouns used in the Personnel Ordinance shall inelude the maseuline, feminine, and neuter gender, the
singular and plural, and the context of this ordinance shall be read aceordingly.

DUTIES OF ALL EMPLOYEES.
All employees shall adhere to the provisions of these Rules. Elected Officinds, Depariment Ieads, Human
Resourees and the County Manager shall be responsible lor seeing 1o the adherence und enforcement of
these Rules,

CHAIN OF COMMAND AND CONFLICT RESOLUTION.
In order to maintuin apen comiunications between the County and its employees and to ensure th
employees’ general working concerns and conflicts are addressed quickly and efficiently, the County will
utilize the chain of comimand prolocol. Empleyees have the right to present or make known their
complaints, free from interference, restraint, diserimination, coercion, or reprisal, This provision does not
apply to seriows complaints such as harasspient, dangerous working conditions, workplace violence and
discrimination, which are otherwise addressed by the ordinance.

it is required that an employee discuss his concerns (irst with his immediate supervisor. The Department
Head or Elccted Official should utilize alternative methods of dispute resolutions, including mediation,
wherever appropriate 1o resolve conflicts in the workplace and encourage positive working relationships
between employees and management. The employee and their Department Head or Elected Ofticial may
utilize Human Resources as patt of this process.

If the concern cannot be handled at this level, ke employce may follow the Grievance Procedures located
it Section § of this Ordinance.
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10. CODE OF ETHICS,
A. The ethical County employee shall:

1. Comply with all County policies and standards regarding cihical business practices in
nceordancoe wilh The Governmental Conduct Act; NMSA 1978, Chapter 11, Arlicle 16
("GCA™).

2, Properly adminisicr the affairs of the County.

3. Promote decisians which only hencfit the public inlerest.

4. Actively promate public confidence in County government.

8. Keep safe all funds and other propertics of the County.

6. Conduct andd perform the dutics of the office diligently and promptly dispose of the

husiness of the County,

7. Maintain a positive image to pass constant publie seruliny,

8. Evaluate all deeisions so that the best service or product is oblained at a mininal cost l

without sacrilicing quality and liseal responsibility.

9, Inject the prestige of the office into everyday dealings with the public, employees and

associates,

10, Maintein a respeet ful attitude townrd employees, other publie officials, eoticagues and

associates.

11, Effectively and cfficiently work with governmental agencics, political subdivigions and
other organizations in order to furllwer the interest of the County.

12, Faithfully comply with all laws and regulations epplieable 1o the Counly and impartially

apply them to everyone,

B. The cthica! Counly official shall not:
1. Engage in oulside interests thal arc not eontpatible wilh the impartial and objective
performance of his or her dutics.
2. Improperly influence ot attempt 1o influence other officials 1o act in his benefit.
3. Accept anything of value fram any source which is olfered Lo influence his action as a
public official,
4. The ethical County Officiai accepts the responsibility that his mission is that of a servant
and steward 1o the publie,
CONTENTS OF PERSONNEL FILES.
Bubsecquent to hiring, a separelc recotd file shall be prepared and maintained for each cmployee. These
records shall be kept in Human Resources Office. H is (he responsibility of cach Depariment Head or
Elected Official 1o ensure that Fruman Resources is provided the records of the employees and that they are l

11

complete and up-to-date, The lile shall contain a mininwm of the following records:

A. The original application form;

B. the origination persommel action showing occupation, position classification, date ol beginning

employment and salary and n signed receipt af cvidence of receiving these Rules;

€. Copics of personnel action forms;

. Copies of all perlormance appraisals, il applicable;

E. Copics of all favorable or anfavorable letiers or memorandums such as letters of sppreciation or
records ol other cutstanding achievemnents regardless of orginatjon, so long as the procedure
applicabe to written reprimands is followed:

¥, Records or certificates of cducational iraicing or oricntation achicvement completion:

G, Records of disciplinary actions such as reprimands, suspensions, demations or dismissal; and

H. Application for relircment program,

12. ACCESS TO PERSONNLL FILES,
Personngl records are the properly of the County and aceess to the information they contain is restricted,
Generalty, only immediate supervisors and management personnel of the Counly who have a legilimate
reason to review information inn file are allowed to <o so. Employees who wish to review their own file
should contact [Muman Resources. Physical aceess to an employee's records shall be in the control of
Human Resources, Personnel files may only bo viewed or copied in the presence of the custodian of such
records. The County may charge for copies s allowed by the Inspection of Public Records Acl,
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SECTION 2
DEFINITIONS

1. ADMINISTRATIVE LEAYE WITH OR WITLIOUT PAY.
Leave with or without pay may be granted at the Departiment Heud or Elested Official’s diseretion for good
cause wilh the County Manager's approval.

2. ANNIVERSARY DATE.
A day twelve (12) months, or a muitiple of twelve months, from an employee™s date of hire.

. ANNUAL LEAVE.
Leave with pay granted to a regular employee, afler accrual at a gpecific rate, o be used by gn employce
subject 1o the prior approval of the empleyee's Departmeryt Head or Elected Otficial,

(%]

F

. APPEAL.
Written request that & decision on a lormal grievance be reconsidered at a further stage in the grievance

procedure.

un

. APPLICANT.
A person who has made formal application on an olficial Counly application for employment torm or
online, {or a vacam position with the County.

(=

. APPOINTED EMPLOYEE.
Appointed employees include: the Chiel Deputy appointed by the County Assussor, Clerk and Treasurer;
the Chief Deputy and the Execulive Secretary appointed by the Sherill the County Manager appointed by
the County Commission; the Detention Adininistrator and 1he Road Superintendent appeinted by the
County Manager and any other position designated by job description, employment agreement, or as
approved by the Commission subsequent to this Ordinance. Upon appointment, the employee is required
1o sign an At-Will-Agreement. This agreement states that the employee shall be subject to teamination at
the will of the appointor and may not grieve any disciplinary action.

|

. COMMISSION.
The Roosevelt County Board of County Commissioners or ke Commission, is elected for four year ferms,
and must live its the district they represent. Roosevell Counly has (ive conmmissioners.

8. CHIEF DErPUTY.
An appointee of the Elected Otficia): Couny Clerk; County Assessor; Sheriff: and County Trensurer. This
position, by this ordinance, is considered an exempl, terininable-at-will and an unclassilied position. They
serve strictly at the disceetion ol their immediate Llected Qfficial.

9. COMPENSATORY TIML.
Those hours granted in liew of overtime, on the basis of ane and obe-hall (1 %) hours compensalory time
for each hour of vvertime for employees covered by the Fair Labor Standards Act,

10. CONTRACT FERSONNEL.
Contract personne] are independent comractors. An independent contract position is a position in which
the individual retained must enter into a written agreement with the County which determines the
conditions under which the individual will work, and which is executed in accordance with the State of
New Mexico Procurement Code. All independent contractors will serve in accordance with the terms of
their contracts. An independent contractor is nol an employee of the County and is not entitled 1o the
grievance process comained hercin, does not acerue leave, and is not eligibic for any benefits,

11, COUNTY BUSINESS,
The perfarmance of duties of a County posilion at an employee’s nommal work ststion or at a location
authorized by the County.

12, COUNTY MANAGER,
The County Manager is appoinled by the Conunission and shall aet as the Chiel Administrative Offticer of
the Counly.

13, DEPARTMENT HEAD.
The appeintes of the County Manager who haa responsibility for supervising, administering, and
managing a department of County government.

14, DISABILITY TERMINATION,
The separation of an employee from County employment when the employee is physieally or mentally
unable to perform the essential functions ol the position held hy the employee and the employer is unable
to reasonably accommaodate the employee's condition.
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15, DISMISSAL / TERMINATION.
A disciplinary action, taken hy the County Manager, Department Head, or Iilected Official with the
County Manager’s approval, which terminates an individual’s employment with the County.

16, DULE PROCESS.
The right granied to a full-time or part-time classified employee who has completed the probationary
periad (o pre- and post- disciplinary hearings, for actions of suspension, demaotion or dismissal. The right
to due process does not apply 1o appointed employces who serve al the discretion of Elected Officials or
Department Heads: or to prabationary, lemporary, casual, or at-will employecs,

17. ELECTED OFFICIAL. i
An individual elected by popular vote or appointed to 131l vacancies in an eleclive office (i.c, County
Commissioners, County Clerk, County Treasurer. County Sherif, County Assessor, and Probatc Judge.)

18. ESSENTIAL EMPLOYEES.
Law enlorcement, detention center securily personnel. road depariment, emergency management, and
maintenance personnel.

19, EXEMPT EMPLOYEES.
All executive, ndministrative, and professional employees as defined in Department of Labor regulations
relating 1o the Fair Labor Standards Act, where and whose compensation is based on a fixed annual
salary. Exempt cmployees arce not cligible for overtime pay or compensatory time,

20. GRIEVANCE.
A written complaint by a classified cmployec alleging a violation of rights under these pelicics,
concerning aclions taken by management which result in loss of pay to the employee.

21. LAW ENFORCEMENT,
Deputics of the Sheriff™s Office and Detention Center Personnel.

22. LAYOFFS.
The involuntary separation of an employee from County service, without fault on the part of the
employce, duc to reorganization, lack of work, lack of funds, or lack of appropriation of funds,

13. NEAR RELATIVES,
An employee’s spouse or ex-spouse, children, parents, siblings, grandparents, grandchildren, aunts,
uncles, first cousins, and like relntions of the employce's spouse. This definition includes any person
related to the employee by birth, adoption, or marriage. up 1o and including those within a second degree
of consanguinity or affinity. This includes any person who would fall under the ahove definition if the
petsons who are colwbiting were in [act married.

24, NEPOTISM.
The practice of giving prefcrential treatment ta near relatives, or to unzelated persons who are cohabiting,
it arcas of employment including, but not limited to: selection. hiring, appoiniment. assignment. benefits,
pay promotion and discipline,

25. NON-ESSENTIAL EMPLOYEES.
Personnel whom are performing nan-cssential lunctions to include lie Trensurer's Office, Assessor’s
Office, Clerk’s Oftice, and Administration; other personnel may include office assistants, cour
complinnce. (ransport officers, and exceutive sceretary to the Sheriff.

26, NON-EXEMPT EMPLOYEE.
All employees who are nel cxemypl cinployees as defined in Department of L.abor regulations relating to
the Fair Labor Standards Act. Non-cxempt emplayees shall receive avertime pay or compensatory line
off far actual hours worked in excess of the forty (40) hour work week or Law Enforcement (o be paid
overtime lor hours warked in exeess of cight six (86) hours in a pay period as defined by Fair Lahar
Standards Act.

27. PERFORMANCE APPRAISAL / EVALUATION,
The writicn objective evaluation and / or assessment of the quatity of the employee's wark performance
made by the Department Head or Elected Official,

28, POST- DISCIPLINARY HEARING,
A hearing conducted by a Hearing Officer at the request ol an criployee who is grieving suspension or
demotion, or a request by a former employee who is grieving a dismissal, and who has compiicd with the
administrative grievance progess as set Torth in the Personnel Qrdinanee Manual,

29. PRE-DSCIPLINARY HEARING.
A hearing conlucted by the Department Head or Flected Official, in the presence of the County Manager,
before the imposition of the disciplinary actions of suspension, denrolion, or dismissal.
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0. RE-EMPLOYMENT.
Hiring of a former County employce,

31, RESIGNATION,
Volunlary separation of employment by an employee prior to retirement,

32. RETIREMENT.
A County employee who has resigned employment wills the County and who is drawing an annuity [rom
Public Employec Reticement Association {PERA).

33. SAFETY SENS{{IVE POSITION,
A position where the employee holding this positien has the responsibility lor his own safety or other's
safely, All law enforcement ofticers, emergency management, court compliance, detention olficers,
transper officers, employees required 1o have a commercial driver license, snd employees who have
control or aceess {o controlled drags or reports associated with these drugs,

34, SICK LEAVE.
Leave with pay granted to a classitied or eligible cmployee, alter acerual and approval when personal
itess or quarantine keeps the employee from performing the duties of the position, or when the
employee's immediate family is il

35, SUBSTANCE ABUSE,
The use of aleoholic beverages or controlled substances to the extent that the employee®s health is
substantially impaired or endangered, or the employee’s work performance is impaired,

36. SUSPENSION,
An involuntary feave of absence without pay for disciplinary reasons,

37. TERMINABLE-AT-WILL.
A terminable-at-will employee is one on probationary siatus or one who (lls an unclassified position, A
Depariment Head or Elected Official, with the County Manager®s approval, or the County Muanager cun
terminate the employment of an at-will emplayee under their supervision sl (eir diseretion without cause,
A tenminable-al-will employee cannol grieve fayolY, suspension, demotion, dismissal, or other disciplinary
actions,

38. WORKPLACE BULLYING.
Repeated inappropriate behavior, vither direct or indircct, whether verbal, physice! or otherwise,
conducted hy one or mwre persons sgainst ancther or others, at the place ol work and / or in the eourse of
employment.
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SECTION 3
EMPLOYMENT STATUS

t. TYPES OF EMPLLOYMENT
A. CLASSIFIED EMPLOYEES.

1. Full-Time Classified Employees.
A full time classilicd employee is an employee who has successtully completed he
probationary period, who works a minimum of forly (40) hours per week, and who is entitled
to all viglts and benefits of the Personnel Ordinance.

L. Part-Time Classified Employees.
A pari-time elassified employee is an employec who has suceesstully completed the
prabationary period and who meets the definition of pa-time cmployee, Pan-time classified
cmplayees are cligible for the same henclits as full-time employeces except betielits are
caleulated on a pro-rata basis. This rate ol acerual or participation will be based ant the ratio of
actual hours warked to a forly (40} hour wark week,

B. UNCLASSIFIED POSTTIONS,
The County Manager, Road Superintendent, Detention Center Administrator, student employees,
temiporary and casual employees, probationary employees, the Chiel Deputy of each Elected
Official, the Executive Sceretary to the Sheritl. Unclassified employees are terminable-at-will,
and cannat grieve disciplinary actions. Unclassified employees are suhject to all olhier provisions
conlained herein, unless specifically excluded.

C. PROBATIONARY EMPLOYEE.
A newly hired full-time empleyee or one rehired afier a fally terminated absence of sixty (60)
days, Lired to §il{ a position in the classificd service who has hol completed the one hundred eighty
three (183Y day {three hundred sixty five (365) day for lew enforeenient) probationary period of
employment doring which the emplayecs is (erminable-at-will and has no grievance rights.
Probationary employecs acerue annunl Icave and benefits, but cannet take such until the
probationary period is completed. Sick leave may he requested when necessary and is subjeet o
the approval of the Depariment Head or Flected Official and by the County Manager.

D. TEMPORARY EMPLOYEE.
A temporary employee is hived on a full-lime or pari-lime basis to o seasonal position or for a
position established lor a period not 1o exceed nine (93 months. A teniporary employee will also
include an employee who is bired to perform a specific job or {ill the temporary absence ol an
employec. Temporary employees arc terminable-at-will, are nof eligible for County henefits, and
da nol accrue vacalion, sick leave or holiday pay.

o

. CASUAL EMPLOYLE,
An employce paid by the hour that may he called on short netice and/or on an occasional basis or,
who geaerally works twenty-four {24} or Tess hours per week. Casual employees are terminable-
at-will, arc not cligible for County benefits, and do not acerue vacation sick leave, or holiday pay.

GRANT FUND EMPLOYEE.

A full or part time employec hired to Gll a position (hat exists onfy upon receipt of prant funds.
This position is termiinable-at-will if funding is not reecived or upan expiration of the grant
sgrecment.

"~
-

. STUDENT EMPLOYEE.
An employee wha during at least eight (8) months in any calendar year, ar during the period of
craployment, is enrolled at an cducational instilution whose academic credits would be aceepled by
a state educational institution or a publie school distriet and carrying at least twelve (12} eredit
hours. Sludent employecs are (crminable-ai-will and have no gricvance rights. Student enployees
are ot efigible for County benefits, and do not acerue vacation, sick leave or holiday pay. Student
ciployees are exempl from PERA metnbership,
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SECTION 4

RECRUITMENT AND SELECTION

Roosevelt County desires to oblain {he best possible employcees and affords equal opportunity for employment
1o all. In order fo achieve this goal, the following recruitment policies shall apply.

1. APPLICATIONS WILL BE TAKEN ONLY WHEN A POSITION 1S POSTED.
A. RECRUITING FOSTING PROCDUILE,

I,

2,

3.

4,

A vacant position mity be filled either by transter from another County department or by the
hiring of a new employee.

A vacanl position may be filled trom among current County employees after the job notice
ls been posted Tor tive ¢5) days.

An interdepartmental transfer shal] be based on qualifications, expevience, and overall
suitability for the posilion. An employee under disciplinary action in their current position is
not eligible for an interdeparttnental tramster without the approval of Human
Resources/County Manager,

Positions not filled by current County employees will be posted for public applications for a
minimwm of five {5) business days.

B. EXCEPTIONS TO POSTING.
Human Resources may choose not 10 post a position vacaney. These situations may include:

1.

A vacancy filled through the re-assignmem of a current employee to another pesition on a
temporary basis.

A vacancy filled through the reassigriment ol an employee in accordance with the Americans
with Disabilities Act as amended.

An employee transferred into an existivg vacancy (o best serve the needs of the County.

A yueaney filled by recall of a previously laid off or soon-to-be-laid off qualified County
employee.

A vacancy filied through the disciplinary demotion or sell>demotion of an employce.

A vacancy in a temporary or unclassitied position.

2. APPLICANT RESPONSIBILITY.
A. SUBMISSION OF APPLICATIONS.

tn

Applications must be submitted on the County’s employment application fonn or through
the online application process located on the County Website,

Application lor emplayment shall be aceepted in the Human Resources Oftice during nermal
business hours, prior t¢ the submission deadline.

Applicants shall be considered only for positions for which they have applied and are
qualified,

For specific positions, as stated on the position posting, evidence of training, licenses, or
cerlifications shall be submitted either with the application or before the closing date on the
annpuncament,

Applications, along with supplemental documentation, are the property of the Counly and
will net be returted to the applicant. Applications are public record and may be released o
the media or other requesting parties, except for confidential materials s identified in the
New Mezxico Inspection of Public Records Act, NMSA 1978 Section 14-2-1 et six).
Veteran applicants shall certity by providing honorable discharpe paperwork. 1f veterans
meel or exceed the minimum qualificuions they shall be cligible for an interview for the
open position, Being granted an interview does not guarantes tha a veteran shall be hired.

B. IMMIGRATION ACT COMPLIANCE.
‘The upplicant is responsible for furnishing proof’ of identification and right to work in
accordance with ihe Immigration Reform and Control Act of 1986,

C. REFERAL TO DEPARTMENT HEAD OR ELECTED OFFICIALS.
Humsn Resources will reler applicants who have met the qualification to the Department Head
or lilected Ofticial for consideration.

I 3. SELECTION, *

A, SELECTION SHALL BE MADE BASED ON THE FOLLOWING:

.

R

Skilis

Educational Backgrouid

Experience

Persunal Interview

Reterences

Result of pre-employnent sereenings and exmuinalions, as required
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The Bepariment Head or Elected Official shall submit 1o Human Resources an authoriznlion 1o
hire form recommending any rew hire. The authorization lo hirc form requires final approval by
the County Manager. An employee shall not be scheduled to work witil an authorization form
with all required signatures has been submitted and all new hirc paperwerk has been processed.

B. EMPLOYMENT REFERENCE CHECKS,
1. Applicants wilt he asked to sign an authorization for the County to check references. Only
those applicants whe sign this writlen authorization will he considered for employment.
2. References provided by the applicanl may be checked,

C. PHYSICAL EXAMINATION OR OTHER TESTING,

1. Pest-ofTer physical examinations and olher tesling may be required as identified in the job

description or posting, within the {fimits of applicable statc and federal law,

2. These post-nffer sereening tests will be at the County’s expense. Any Turiher testing or
{reaiment recommendations to an applicani by any of the testing practitioners will be al the
applicant’s own cxpense.

Any applicant who valuntarily terminates their emtployment with the County prior to

completing fifly percent (50%) of their probationary period will reimburse the County the

total costs of all post ofTer screening fests,

4, Ay applicant who ferminates their employment with the County after completing fifiy
pereent (50%) of their probationary period but prior o completing one hundred pereent
(100%) will reimburse the County [ifly pereent (50%) of the total cost of all post offer
sereening lests,

-
b

D. DRIVING RECORD, PRE-SCREENING.
A Department of Molor Vehicle record wil! be obtained for al] applicants considerel.

*Pre-Selection Prohibited-Posted and advertised positions shall not be promiscd to any person prior Lo
recruitment and scleetion to ensurc infeprity and faimess of the sclection process.

4. INELIGIBILITY FOR HiRE OR REEIRL. **
An applicant shall be considered incligible for hire or rehire by Roosevelt County il the applicant has;

A, Made any falsc staternents or deliberate omissions on the employment application;

. Not met the requirements of the position as staled in the job deseription; fails lo eomplele or pass
required (ests; fails to complete or pass post-alfer examinations including physical agility testing: or
other requirements as determined by Human Resources;

C. Failed to submit a complete application ar missed 1he established cloging date of position;

D. Not mel ke crileria for insurance honding as required by County ordinance o state law:

E. Becn ¢ertitied by an appropriately licensed professional that the applicant cannot perform the
cssential functions of the position:

F. Been convicted of a felony or misdemoanor as deseribed by NMSA 1978, Scetion 285-2-1, ¢t seq., as
amended or convicted of a felony or infamous crinte as defined by NMSA 1978, Section 19-1-3, as
amended;

G. Makes 0 materially false stalement, by way of omission:

M. Been dismissed from County service as a result ol a diseiplinary matler or failure to suceessfully
complete the probationary period:

1. Failed to appear for a scheduled interview or any other step of the seleetion process.

J. Has a pending lawsuit against the County;

**Tlic above list is not exbaustive and does not inelude all the reasons that would make an applicant incligible
for hirc or rehire,

5. COMPLAINT PROCEDURLS,
Any employue or person refused employment or who believes he has heen subjeeted to a discriminatory
emptoyment act or practice prohibited by federnl or state law shall file with Iuman Resources a signed
statement of facts setting out the basis {or the complaint.

A. Upon receiving a written and signed comptaint or upen receiving notice of an alleged unlaw il
employment practice lrom an individual, Human Resourecs shall immediately conduct an
investigation and attempt o resolve such corplaint informalty and forward copies of (he
investigation and results to the Department lead or Flected Officinl,

B. 1l the complaint s not resolved by the process set forth in subscetion A, above, it will go before a
Hearing Officer appointed by the County Manager. The Hearing Olficer shall eonduct a hearing not
more than {orty-five (45) days after the complaint has been received by Human Resourves, The
complainant, complainant’s attomey (il any), the County Manager, Human Resources, Counly
Attomey, Deparlment Head or Elected Official and the emplaycc or employees allcgedly respensible
for the discriminatory act or practice, shall be given five (5) days written nofice of the hicaring
{ogether with a capy of the complaint filed with 1 luman Resources,
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C. At the hearing, the complainant and respondent shall have the right 10 be represented by counsel; all
testimony shall be received under oath, and the Hearing Officer shall have the authority 10 issue
administeative subpoenas Tor the attendance ol any County employee as o witness.

D. The MHearing Officer shall report findings end recommendations in wriling to the County Mannger and
Department Head or Elected Official not more than twenty (20) days aller hearing the complaint. A
{ult record of the proceedings shall be kept either by sudio media or in writing by the Human
Resources in a confidential file,

6. REMEDILS.
In the event the County Hearing Officer determines that a diseriminatosy act or practice has oceurred, the
County Manager may take appropriate sction including, but not limited to, reinstatement, hiring or
promotion of the aggrieved individual, with or without back pay, or any other equitable administraiive
relief necessary to correet and rectily the diseriminatory act or practice, Nothing in this section prohibits
any aggrieved pany from seeking remedy througl: state or federal agencies responsible for such actions,

7. PROMOTION.
A. CONSIDERATION TO COUNTY EMPLOYEES,

It is the pelicy of Ropsevelt County fo aftempd (o promote qualified employees from within and hire
new employees for entry-level pusitions iff possible and in the best interest of the County. To spply
for & posted job vacancy, Counly employees must comact Humin Resources with a letter ol request
for promotion, All employees seeking promotion tnust meet the basic qualifications for the pusition
for which they are appiying, including physical examination, experience, education, cerlificntions and
{ or other tests when deemed necessary by the appropriate Departinent Head or Elected Olficial,

Where a vacancy exists [or a supervisor, administralive assistan? or manager position within a
department, the Department 1gad or Elected Official, with the approvel of the County Manager, may
choose 1o fill the vacancy from within the department, Interested enployees bave the oppurlunity 1o
for the vacant positioti.

B. RE-EMPLOYMENT OF FORMER EMPLOYEES,
Re-emplayment preferences will be given in the following order:
Employees reluming from an approved leave of ubsence, including mikitary leave, medical leave or
reduction-in-force in this erder followed by former gualified full-time arl part-time employees, and
temporary employees who left the County in good standing. Previous work perlormance will be
considered, Nothing set forth in (his section shall require such re-employment, but only consideration
of the same by tl:e employing authority. Re-ciployment of military personnel is governed by Section
10, J-3.

C. BASIC QUALIFICATIONS.
Basic qualifications, together with references and desirable atributes, will be contained in the job
description for each ¢lassificd position wilhin the County and include edueational levels and skills
which relate particularly to that specific job. Waivers may be granted on basic qualificativns by the
Counly Mangger, 1f waivers are requested by a Department Head or Elected Official, they shall be in
writing and shall contain the reason for such a waiver request. 1fthe waiver is granted, the position
will be re-posied and the pay may be adjusted accordingly.

8. REASONABLE ACCOMMODATIONS,
A. STATEMENT OR PURIFOSE.

It is the palicy of Roosevelt County fo provide reasonable accommodations for qualified persons
with disubilities who are employess or applicants for employment. The County will adlere 1o all
applicable federal, state, and local laws, regulations and guidelines with respect to providing
reasonable accommodations as required affording equal opportuiity 1o qualified persons with
disabilitics. Reasanable acconimodations as required by law will be provided upon request for
accommadation.

B. DEFINITIONS OF DISABLITIES,
Any person who has or who acquired a physical or mental impainnent, or who has a record ol such
an impainnent or who is regarded as having an impairment which limits one or more major life
activilies, such as self-care, performing manual tasks; secing, hearing, and working on a temporary
or permattent basis,
L. Physical or Menfal Impairment,
Ay physiotogical disorder, disfigurement or anatomical loss or limitations, or any mental or
psychological disorder acquired as a result of illness, accident or binth,
2. Qualitied Person with Disability.
A person with a disability whose experience, education and / or training enahies the person
with a disability, with reasonable accommodations, to perfonn the essential functions of the
job.
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3. Reasonable Accommodations,

Adjustments mode for the known disnbility of an employee or applicant by structuring the job
or the work environinent in a manner 1hat will enable the person with a disability 1o perform
the essential functions ol a job. Reasonable Accommaodation inchides, but is not limited 1o,
maodifying wrilten or oral examinations; making facililics accessible; adjusting work
schedules; restructuring jobs; the purchase ol assistive devices; and the acquisition ol
interpreter services for hearing impnired employees.

Reasonable Accommodations Committee,

A comsittee to review and monitor the provision of reasonable accommodations to
crployees or applicants. The commitlee shall be composed of thie County Manager or his
designee and representalives of the operating departiment involved.

4

H

9. PRACTICES,

10,

Department Heads or Elected Ofiicials shall preparc an analysis of jobs within their departments. 10
include defining the essential functions, elements and tasks; as well as (he cinvironment in which jobs
activitics occur, Such documentation shall be developed with the assistance of Human Resources and be
updated and reviewed periodically.

A, When an employee is unable to perform the essentinl {unctions of a spesific position duce 1o a mental
or physical handicep, cffors shall be made to allow 1he employee to continue to work through
reasonable accommodations, In considering an employee with a disability, it is appropriate to
determine the ability of that cmployee to perform the essential functions of a job with reasonable
accommodations.

B. The Reasonable Accommadations Comimitiee shall meet on an as needed basis, to review decisions
on rensonable accommadations made by Department Heads or Eleeted Officials. [t shall meet as
needed to review other proposed or requested accommodations. The committee shall consult with the
applicant or the employee's immediate supervisor and ony other refated staff. 11 shall act in a timely
manner Lhat will cnable personnel actions to proceed in their regular course,

C. Iy determining the extent ol the County’s reasonable accommodation obligations. the following
lactors. among others are o be considercd;
}. Busibess necessily, and
2. Financial cost and expenscs.

D. *Business necessity™ includes reasonnble consideration of productivity, safety, and efficiency in the
aperation of County business. [ an employce wishes to challenge an action related (o rensonable
accommadation, they can appeal it through the cxisting Grievance Procedure as outlined in this
I'ersomnel Ordinance.

ACCOMMODATION REQUEST PROCESS FOR APPLICANTS.

An applicant with a known disability needing an occommadation in the examination or interview process
shall requast this accommodation from the County Manager or his designee a timely fashion (o less than
forty-cight |48} hours prior to an exam or interview), The County Manager or his desipnee will provide
the requested reasonable accommadation or schedule a meeting of the Reasonable Accommodations
Committee to determine if the accommodation can be provided,

ACCOMMODATION REQUEST PROCESS FOR EMPLOYEES,

An emplayee with a known disability shall request an accommodation ffom their Department Head or
Eleeted Official. The Department lead or Elected Official, and the County Manager or his designee, in
coaperation with ihe employcce, shall detenmine ifl[m sccommedation is reasonable and. if so. provide the
accommodation. Under certain circutnsiances, L.c., disability is not visible, a request for medicai
verification of the disability is appropriatc., ifm(.du,nl cxamination is necessary and the County requires
the medical exomination o be conducted, the County will pay for such cxamination. 1€ a reasonable
accetmmodation is agreed upon, the accommadation will be provided, 15'a reasonable accommodation
cannol be agreed upon, the matier will be referred 1o the Reasonable Accommaodation Commitice whose
decision concerning the requested necorntmodation shall be final,
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SECTION S

CHANGES IN EMPLOYMENT STATUS

1. DEMOTION,
An employee may be demmoled 1o a lower position for which he is qualified when the employee woukd
otherwise be terminated due 1o the position being abolished, due to a lack of lunds or lack of work or when
the employee does not possess the neeessary ability 1o render satistactory performance in the position
presently held; or when the employe voluntarily requests such a demotion in writing. Demoted
empleyees will receive a reduction in pay commensurate with the new position. Demotion is nol a
required step in progressive discipline. An employee who is demoted will serve a probationary period for
the new posilion for a period of twelve (12) months.

1. PROMOTION,
Roasevelt County encourages the professional growth ol its employees and rewards the initiative,
creativity, efforl, commitment, sad diligence of its employees through the promulional process. County
employees are encouraged to take advantage of promotional opporiunities and apply for higher paying
positions for which they qualify. Promoted employees will receive an increase in pay which is
comumensurale with the new position, An employee who is promoted may be required to serve a
probationary period, A promotion is a movement to a higher classified position within the County's
classilication plan.
)
3. TRANSFER,
An employee may be transferred, vohuntarily or involumarily, to a vacant position if the employec meets
the qualification requirements and il it is in the best interest of the County, An employee may also be
transferred il further training and developmeat ol the employee in another position would be beneficial to
future stalling potential of the County or if' it meets the need of the employee. There shail he no pay
adjustiment tor employees transferred from one position fo another of comparable responsibility, An
employee cannol grieve involunary transters. An employee who is transfurred will serve a probationary
peried Lor the new position tor a period of six (6) months. Detention OfTieers and SketifT Deputies, who
are required to be certified, must serve a twelve (12) month probationary period.

4. RESIGNATION,

A. A County employee who wishes 1o resign in goad standing must subimi a letter to the Depariment
Heqd or Elected Official at lenst ten (10) working days before leaving. Any Counly employee
operating in a supervisory capacity who wishes 1o resign in good standing must submit a letter to the
Department Head or Eleeted Official at least lifleen (15) calendar days and preterably thirty (30)
calendar days before leaving, All County equipment, uniforms, and other County property shall be
turned into the department upon tenmination or the employee’s final paycheck inay be reduced by (he
value of the unreturned items and for any amount of pre-employment fees as detennined by the
Conditional Offer Leiter the employes signed upon aceepting the ofter of employment. PERA will
be notified of the employee’s termination and the emplayee will be given a Memher Request for
Refund / Rollover Form. ‘I letter of resignation must be prompily delivered 1o Humman Resources,
Failure (o give at keasl ten (10) days® notice is grounds for deniad for rehire.

B. An employee who fails to report to work for three (3) consecutive workdays withoul authorization is
considered 1o have abandoned his position and resigred his County emiployment and is not eligible
for rehire. Absence withowt suthorization ks delined as the failure of any employee 1o report o work
without conlaeling his supervisor within the first hour of scheduied work or in accordance with
Department Policy, Calling in does not necessarily constitule an excused ghsence. Employees who
are absent without an authorized leave for less than three (3} days will be subjected to disciplinary
action, which may include termination.

C. An employee whe leaves his duties before the seheduled ending time dug 1o illness or other reasons
angt does not infonm his supervisor prior lo leaving will be considered to be on unauthorized lcave,
Such action will be subject (o disciplinary aclion, which could include termination,

5. EXIT INTERVIEW,
Prior to lhe last day of wark, each employee who resigns and has completed the probationary period may
schedule # voluntary exit interview with Human Resourees al the convenience of their supervisor.
Department Heods or Elected (ifieial shall make arrangements for the employee to atrend the exit
interview. ‘The interview is ufilized to assess information about the employee’s job, work environment,
and the County organization in general, which can be used to ipprove the organization.  Exit interviews
will nol be made a part of the employee™s personnel lile,

6. REDUCTION-IN-FORCE.
i1t is necessary for the County to reduce the number ol County employees due to reorganization, luck of
funds or lack of work, the County Manager and the Department Head or Elected Official shall muke the
determination ol the job classification 10 be affecied, 'The reduction will vceur in the following manner;
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A. Lay-olTs will be delermined by departrent / office by job classitication, Casual, temporary, and

=

o

=

E

prohationary employecs within a depariment / office will be Inid-o{T before full or part-time
classified employees with the same classifications within the given department / office unless
specific skills and knowledge must be retained.

Lay-olls of classilied employecs shall be done in reverse order of senjority. For (he purpose of this
seetion, seniority shall mean total of years of contibuous, uninlermupted service as a classificd
cmployee of the County applicd 1o the current elassification held.

Limployees to be laid-oft shall be notifted in writing by the Depariment Head or Eleeted Official
arsd Humtan Resources,

Classified employees who are laid-off will be considered for recall on a seniority basis within the
classification subject to recall. For a period of six (6) months lrom the date of fay-ofT, qualified
individuals on lay-ofT status will be given preference on pogitions to be filled in the classilieation
thal the employee hekd prior 1o lay-ofT, Ta be considered for other vacancies, the laid-off
cinployee musl re-apply.

Any classified employee who is laid-ofl and relums 1o County employment within six (6) months
of lay-off shall not ke required to serve a probationary peried if the employee returns to the
employee’s previous classilication. A laid-ofT classified employee returning to elassificd County
employment will be credited for all unused sick teave lefi unused at the time of lay-ofT il such
retum is within six (6) months. A lay-ofT as a result of reduction-in-forec cannot be grieved,

7. ISMISSAL. L
A, The Coundy Manager, the Department Head or Leeted Official wilh Ihe County Manager's

approval, shall have the sulhority to dismiss classilied emplayces for just canse which shall
include, but nat limited {o, unsatisfactory performance, illegn! activity or unaeceplable conduct on
the jeb. Unclassified cmployecs serve al the discretion of the Depnrtment Head or Elceted Official
under whom they are employed. and may be dismissed with or without cause by the County
Manager or Depariment Head or Elected Official with the County Manager*s approval,

B. Unueceplable conduct may include, bul is not limited to, insubordination, theft, intoxication, sexval

harassmer, or other eriminal or immoral cenduct commitied while on thic job. See Sectim ™ 3
To bty sty

8. MEDPICAL DISABILITY TERMINATFION,
A. Employecs sholl be involuntarily temminated no carlicr than six (6) months and no later than twelve

{12) months from the last day of work alter a qualilied, licensed physician certifics (hat the
employce is physically unable to perform the essential functions of the employee's posilion.
During the six (6) month period of disability, the cmployee will be placed on medical leave
without pay status. This peried may be extended to up 1o six (6) months with the approval of the
County Manoger.

B. The employee must submit monthly reports from a qualified, licensed physician on the cimployee’s

condilion. However. if the employee is declared to be permanently disabled, and unable to
perform his position, then the employee will be terminated irall leave bas been exhausted.
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SECTION 6

CONDITIONS OF EMPLOYMENT

1. PROBATIONARY PERIOD.
A. PROBATIONARY PERIOD FOR NEW HIRES.

An employee hired to fill o classified position shal] serve a probatienary period of six (6) months;
and twelve (12} months for deputy sheriff, detention, and read employees, during which time the
employee is a terminable-at-will employee. ‘I'he probationary period is an integral part of the
evaluation process and is utilized for observing the employee’s performance and obtaining the
most effective adjustment ol o pew employee Lo the pesition.

£, Anemployee, whether probuticnary or non-probationary, hired 1o {ill a law enforcement
position shall serve a twelve (12) month probationary period, during which time the employee
shall obtain the required certification lor the position, Failure to obtain such cenitication
within tlte twelve {12) month period bars the employee from becoming a classitied employee
and shall result in the employee’s dismissal,
I the employec satisfactorily completes the probationaty period, the Department Head or
Llected Official will compiete the required performance appraisal {either six [6] month or
anuual [12] month) and give to Human Resources, the employee will be placed i the
classified County service. 1f the employee does not satistaciorily complete the probationary
period, the employee will be dismissed. A probationary employee may be terminated at any
time during the probutionary period and the termination cannot be grieved.
H1he employee is hired to a full-time classified position, the lirst day of work shall b
counted in computing e beginning of the probationary period.

b2
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B. TEMPORARY EMI'LOYEE HIRED TO A CLASSIFIED POSITION,

An employee who Fills a temporary position and is subsequently hired 1o (11 a classilied position
shall serve the required probationary period. The beginning date of the probationary period is the
datu the employee chanpes {rom temporary to {ull-tite or pari-time.

C. FORMER EMPLOYEES HIRED TO A CLASSIFIED POSITION,

All benefits will acerue ot the same rate as any new employee. A former County employee shall
be required o serve the smne probationary period as o new hire. T'he rehired employee will begin
his term of service again, all years of service prior no longer count as time worked,

2. PERFORMANCE APPRAISAL / EVALUATION,
A. PERFORMANCE APPRAISALS.

An evaluation may be submitled upon the following occasions:
. Three (3) month, six (6¢) months and on the anniversary dete ol an employee;
2. A change of stotus;
3. Demotion or suspension;

B. CONTENTS OF PERFORMANCE APPRAISALS.

Performance evaluations will be in writing and will contain an overall appraisal of the cmployee's
pertormance such as satislsctory, outstanding, or unsatistactory and ¢an be completed on the
standardized form provided by Human Resowrees. The employee shall sign the performance
evaluatien. If the employee refuses to sign, the Blected Oflicial, Depanment Head or County
Manager shalf write “refused 1o sign™,

C. EMPLOYELE REBUTTAL.

Employees may submit rebuital statements to the Performance Appraisal whiclt will be stached
to the evaluation. Such rebuttals must be submitted within ten (10) working days of the
evaluation,

D. UNSATISFACTORY PERFORMANCE APPRAESAL.

In the event a classilied cmployee receives an overall evaluation of vusatislhclory, such empioyee
shall be provided with written information in the evaluation as lo speeilic areas of deficient
performance, steps lor improvements, and time limits. The employee is also not eligible for any
pay increase pranted by the Couaty to other vinpioyees within the next twelve (12) months, and
shalf be warned that lailure to meet veasonable performance standards of the position within a set
tine period, not to exceed ninety (90) days, 1f performance remains unsatisfaclory, the employes
shall be dismissed.

E. All employee Performance Appraisals shall be given 1o Human Resources to be placed in the

employee’s file.

K. No salary changes will be made prior to the receipt of the Performance Appraisal along with a

sigmed, awthorized Personnel Action Form (PAF).
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Y. PROHIBITED POLITICAL ACTIVITIES.
County employees shall not:

A.

B.

C.

Use their official autherity or influence for the purpose of interfering with or affecting the result of
an election or & nomination for office or for any other politieni purpose; or

Dircetly or indirectly coerce, attempt 1o coceee, command, or advise a state of focal officer or
cmployce to pay. fend. or contribute anything of value 1o a party, committee, organization. agency,
or persan, for pelitical puroscs; or

Threaten to deny promotions or retaliate agninst, in any way, any cployee who dees or daes not
vate for or suppori cerlain eandidates, require employees to contribute to a political fund or
eandidale, infuence subordinate employecs to buy liekets {o political fundraisers and similar events,
advise cmployees to take part in political activily and matters ol similar nature; or

D. Engage in political activity while on duty; or

E.

Use County-owned cyuipnient, supplies. vehicles, space or property lor political purposcs.

4. PERMITTED POLITICAL ACTIVITIES,
All employecs:

A, May engage in political aclivily on their own lime; and
B. Arc encouraged lo regisier io vote, and exereise the right (o vole; aix

C. Have the right to express their opinion on sll political subjects and candidates; and

D. Muy serve as convention delegates: and

E. May sign sominating petitions and make voluniary contributions to political organizations and

candidates; and
F. May serve as election or a pelt official.

5. NEPOTISM.

A.

B.

The practice or appearance of nepotism is prohibited. Any person cleeted or appointed to public
office shall not give employment as clerk. depuly, assistant or other class of departmental
cmployce to any near relative or to an unreluted individual sharing a spousal refationship with an
cmployee when that person’s compensation is $600.00 or more annualty NMSA 1978, Seetion 10-
1-10 (1987 Repl. Pamp). The practice of Nepatism does not apply 1o casual employees hired ta
assist in County clections il' the compensation for such emiployee’s is $600.00 or Jess per year.

No ene related to a Department Elead or Elected Official will be hired, appointed, or employed in
(heir department during that Department Head's or Elected Official s term of employment.

C. Near rolatives, or persons cohabiling, shall not work in the same office or department, if it couses

disruplions within the department or office,

. When there is a change in assignntent or relative relationships among County employees, which

E.

leads to both employecs sharing the same deparliment or effice, the employees must inform the
Depariment Head or Lleeted Official in writing within five (5) working days. The Depariment
Head ar Elected Official shall then inform 1uman Resources and / or the County Manager
immediately, The County Manager will arrange for the transfer of one of the employcees in
question and will officially notily those involved withir: ten {10} working days, if'a position is
available, Tfna pesition is available within 1hree (3) months of notice, one cmployce will be
terminnted. Any eniployec not submitting a lotier indicating a change of relative or spousal
relationship, as specified in the section, will be disciplined.

Employecs, hired prior 0 May 15, 2007, who are near relatives of supervisors or employees in the
clirect chain of command or persons who arc cohabiting with a supervisory employce in their direct
chain of command are grand-lathered in for their duration as County employecs,

Blood Relntionship

Employee Blond Relationship

1% Level 2% Level

Father _ Uncle

Mother _ Aunt -
Son B Nephew )
Daughter Niece

Brother | Grandfather

Sister ’ L_Q_r;é-ndmother

Step-Father or Mother Grandson or Granddaughter
Step-Brother or Sister First Cousin )
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1* Lavel 2™ Levet
Hushand Uncle
Wife Aunt
Daughter or Son In-Law, cne marriage | Nephew
Rernoved
Step-Son or Daughter In-lLaw Niece
Brother or Sister In-Law Grandfather
Step-San or Daughter Grandmother
Father or Mother {n-Law First Cousin
Step-Mother or Father In-Law Brother or Sister in-Law, two
marriages Removed

Employee Relationship by Marriage

6. CLOTHING.
County employces are constantly in the public eye, Consequently, it is imponant thal the employees
should present the best poassible image 1o the public and should always be clean and as nestly dressed as
work assignments allow, An employee in a designated job with the County may be required to wear
special clothing to perform the job funetion. 1f a uniform is presertbed for an employee’s function, it shall
be worn at all times while on duty and at no other time unless authorized by a Department Head or Llected
Official. Failure to wear designated uniforims while on duty will be considered insubordination, unless
otherwise suthorized by the Deputment Head or Elewted Official. Required uniforms will be provided by
the Counly and will be issued at the time of employment for positions that require them,

7. CONFLICT OF OUTSIDE EMPELOYMENT.
No employee shall engage in any business transaction or accept private employment or other public
employment which is incompatible with the proper discharge of the employee’s responsibilities, or which
gives the appearance of impropricty.

A, Duc to cach employee representing Roosevelt County in Lhe performance of the employee’s duties,
the County requires each employee to obtain the express writlen permission of the Department
Head or Eleeted Ofticial to whom the employee reponts allowing the employee 1o engage in
supplementary or outside employment. A copy ol'this written permission shall be given to uman
Resources to be placed in the enuployee’s personnel file.

B. if a Department Head (excluding Flected Officials) wishes to engage in supplementary or sutside
cmployment, express writlen permission of the County Manager shall be obtained in writing,

C. The Departiment Head or Lilected Official shall determine whetber:;

1. The duties ot services of the proposed supplemental or putside employment will not ereate a
contlict of interest lor the employee or the employee’s subordinutes while serving in an
ofticizl capacity with the County.

2. The proposed supplementary or oulside employment will sl defame, embarrass, er rellect
discredit upon the Coundy,

3. ‘Ihe employee is serving the Counly sutisfactorily and will be able to continue to do so if the
employee underiakes supplementary or outside employment.

4. The employee's sick leave usage reflects or gives the appearance of abuse. The County
Manager will alse verify the usage and or abuse of sick leave. i is detenmined it sick
leave is being abused, the offending employee shall be given u letter of caution, which shall
be placed in the employee’s personnel file. Continued abuse of sick leave may result in
disgiplinary action.

B. Approval authorizes supplementary or outside employment for a peried of one (1) year, unless
olherwise specified,

E. The linit of County responsibility, in the case of injury or oceupational disease due ta the
supplementary or outside employment will be the employee's acerued sick and vacation leave.

K. Upon the request of the Depariment Head or Llecled Official, no employee shall continue in
supplementary or cutsite employment if such employtnent has a negative impact on the employee’s
joh performance, A determination that such employment has a negitive impact on an employee’s
Jjob performance is no? subjeet ta a grievance.
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R, ANTI-FRATERNIZATION.

A. Roeosevelt County encourages employees to develop friendships and share a spirit of tenmwork and
camaraderie both in (he workplace and owtside of work, In instituting this dating or Craternization
section, it is not the County's gos! to intorfere with the development of co-wotker friendships and
relationships,

. Roosevelt County employces may date; develop friendships and relationships both inside and
outside of the workplace as long as the relationships do not nepatively impact work, *Any
relntionship that interferes with the County 's eulture of tearmwork. the harmonious work
cuvironment or the productivity of employces will be addressed by applying the progressive
discipiine scetion as outlined in the Ordinence. Adverse workplace behavior or behnvior that alTect
the workplace that arise beeause of personal relationships will not be tolerated.

€. The exception to this scetion relutes to Flected Officials, Depariment Teads and Supervisors.
Anyonc employed in a managerial or supervisory rofe shall not have an intintate retationship with
employces that report to him or her. From a supervisory perspective, these relationships may be
perecived as favoriiism. misuse of authority, or potentially, sexual harassment. Even i no improper
condluct accurs, the relationship would likely cause gossip, hard feclings, dissatisfaction, and
distraction among other cployees in the workplace. The relationship may appear to other
emplayees as an inappropriate use of the position of power. The fraterization that is prolibited by
this scetion ineludes dating, romantic invalvement, scxual relations; close friendships arc
discouraged in any reporting relationship,

D Natify your Elected Official or Dopartment [ead and the Human Resources Administrator if a
cowarker’s relationship is st concern and might be, from the Counly’s standpoint of job
perfonnance, a warkplace disruption. Appropriate actions will be determined and taken as per the
Personnet Ordinance. At the discretion of the County Manager, the pariies (o a relationship that
become a eancern may be required NOT to work together; and must keep the County informed on
the relationship. Any disruption in the workplace is subject to discipline or adjustment in shift
status il available.

9. FITNESS FOR DUTY,
The County endcavors to provide a safe and productive work environment for the benefit of its employees
and the public they serve, Employees arc expected to manage their healih in such a way that they can
safely and clTectively perfornt their esseutial job functions and to discuss with their supetvisor any
circumstance lhat nway impact their ability to do so, The County nay require professional evaiuation of an
employce's physical or mental capabilities to determine his ability to perform cssential job funclions. Such
evaluations are conducted by an independent third party, licensed health and or mental kealth care
professional and nre undertaken only after carcful review by Human Resources, To the extent possible, the
Counly will protect the confidentiality ol the evaluation and results,

This cvaluation process is for only those situations where reliable obscrvation indicates that the emplayee
may not be physically or mentally able to perform the essential functions of his position duc Lo a physical
or mertal condition. E is nof intended 1o be a substituie for sick or medical leave request, worker's
compensation claims, allegations of violence in the workplace, situations where there is an immediate
threat of harm, or performance management disciplinary process,

A, PROCEDURES
I, by abservation af an employee's behavior or by receipt of roliable information, the County has
reason o helieve thal an employee may lack the ability to perform the cssential functions of his
position duc to a physical or mental condition, the following steps will be taken:

1. “The Department Head or Clected O1Ticial will provide Human Resources with detailed
information regarding the reason for and cireumstances leading up to the finess- -for-tuty
referral, including information on essentin] job funetions, cvidence of the employee's
innbility to perform those functions cffectively, and any attempls al resolving he maticr.,

2. Human Resources will review the information provided in the referral, along with a current
Job deseription of the essential functions of the employee's position, [F{tis delermined that
n fitness-for-duty evaluation is necessory, Human Resources or a designee will nolily the
cmployee in writing.

3. lHuman Resources witl determine the independenyt, third party, leensed health care
professional who will perform the evaluation, send n written request for an evaluation (o
him, and will schedule the evalualion at the earliest opporiunity,

4. Failure on the employee’s part to comply with a scheduled filness-lfor-duty evaluation
constitutes insubordination and will be causc for diseiplirary action, including termination.

5. The County will pay all eosts of the health care services performed by the health care
professional as part of the evaluation.

6, [I'the County Manager deemns it necessaty, the employee may be placed ot termpotary, paid
sdministralive leave until the evaluation is completed.
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The employee will be requested to sign a volumtary written authorization allowing the health
care professional to provide eerain infornution obtaired through the evaluation 1o the
County, 1Fno authorizalion is execuled, the County may nevertheless obtain s deseription of
the fanetional Emitations of the employee that may limit the employee™s ability 1o perform
the essentinl function of his job, bul no stutemient of medical couse may be disclosed.
Insofar as teasible, (e results of 1he evaluation will be treated as confidential, kepi ina
separate tile with Human Resources, and the minimum necessary information will be shaved
only with those who need to know the resulls for legitimate County business purpuses,
[I'it is detenmined that (the employee is not able to pertorm the essential functions ol his
position, Human Resources will atlenpt Lo determine il there is & reasonable accommodation
1t will allow the craployee to continue working, 1f an appropriate accommodation cannot
be made, other options will be identi(icd and communicatel to the employee as available.
10. 1f it appears that any lunctional limitations on the employee™s ability to perform the essential
tunetions of his pusition are the resull of a work-related injury, the mutter witl be referred to
Worker Compensation for the procession of a Workers® Compensation clajim.
+ Al} actions (aken in carrying cut this section will comply with state and federal laws, as well
as County policies and procedures and applicable contractual provisions,

bl

o=

e

—

IVALUATION AND RESULTS.
The fitness-for-duty evaluation will not be conducled for the purpose of diagnosis or treatment, but
rather for the purposes of determining an employee’s ability 10 perform the essential funetions of
the job. Human Resources will provide the evaluator with a deseription of the essential Tunetion of
the crepluyee’s position prior 1o the evaluation. The evaluator will be asked by Human Resoarees
to release only that infomxstion as permitted under Lhis section or etherwise penmitted by law, The
evalumtor will be asked o complete a written report containing only the following inlormation,
. A conclusion regarding the detemnination of fiiness-tor-duly;
2. A description of the nature and extent of any functional limitation on the employec’s ability
to perform his job;
. A description of the expected duration of cach such tunctional Emitation; and
4. An opinion as to whether or not the luzctional limitation iy be the result of a work-related
injury as related by the employee; further medical examination or investigation may be
necessary to determine if 1he functional limitation arises out of, or has been caused by, the
employee's occupation.

—

Tad

Insolar as feasible, the results of the evaluation will be treated as conlidential, and will be shared
only with those who necd to know the results for legivimate County business purposes, {lowever,
where the employee has placed at issue his medical histery, mental or physical condition, ur
treatiment, the relevant information may be used and disclosed by the County in conneetion with
such proceedings.

D, The Counly Manager will make a decision regarding the employec’s status, including but not

limited to the employee's retun Lo duty or removal of the employee from any duties pending
treatmient snd re-evaluation, depending on the results of the evaluation and the recommendation of
the evaluator. Tn venain cirewmstances, the enmployee may be subject 1o medical disability
termination pursuant 1 Sevnon S 1 of this Personnel Ordinance.
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SECTION 7
EMPLOYEE DISCIPLINE

1. BASIS FOR EMPLOYEE DISCIPLINE,
A, JUST CAUSE DISCIPLINE.
Classificd employces shall nol be disciplined excepl for just cause. Disciplinary actions will he
consistent with governing taws and regulations and will be taken without regerd to race, ape,
religion, color, national origin, sex, physical or mental handicap or medical condition, Just cause
discipline is any behnvior significant or substaniial in noture relaling to the employec's work or
condition that is inconsistent will the employce’s obligations 10 the County.

B, DISCIPLINARY ACTION.
Any Departiient Head or Elected Official may take disciplinary aclion against an employec under
their authority, consistent with departmental policies, this Personnel Ordinance and with prior
review from Human Resources, Original documents of any diseiplinary action must be provided to
Human Resourees far placement in the employee’s personnel file with the signature of the recipient
acknowledging receipt of the action,

C. CONSULTATION WITH COUNTY MANAGER AND COUNTY ATTORNEY.
Dismissal, demotion, and suspension require consultation with the County Manager and County
Atiomey belore implementation, Whenever such consultation is nol practical due to urgency ar
other pressing reasons, the Depariment Head or Flected Official may place the employee on leave
with pay pending n review of (he situation and / or circumstances by the County Manager and
Counly Attorney, The County Manrager must be netified imtiediately of any such suspension,

2. PROGRESSIVE DISCIPLINE,
The County will use progressive discipline when it is delermined by Lthe County to be appropriate, 'The
step ol corrective action used depends on the severity of the infraction and the employee’s previous work
tecard. Therelore, the initial disciplinary action may he dismissal. Disciptinary actions will be
documented on the Employee Performance Report (1PR).
A. COACHING,
Coaching is an informal counseling session 1hat is documented to inform the employee that there is
a coneern as to their performance or behavior,

B. VERBAL TRAINING.
Verbal training is the next step in the progressive diseiplinary process, if the employec has nat
corrected previous behaviors or petfonmance issues.

C. WRITTEN WARNING.
Writlen warning is the next step of the progressive disciplinary process, this may be initiated as a
first step depending on the severity of the infruction,

D. WRITTEN REPRIMAND,

I An employee shall receive a written reprimand if the delicieney or infraction is of a degree
that, in {he opinion of the supervisor, requires documentation. Cause for written reprimands
include, but are not limited to:

e Substandlard wark performance

Repealed absences or tardiness

Insubordination (faflure to lollow the lawful order af a recognized supervisor).

Slecping on the job

Failure 1o follow salety rules

Failure to meel preseribed standards of work. [ncompelence or inadequate

performanee of duties

Failure to follow other County rules or regulations

*  Non-cooperation by an employee with fellow employees or other personal conduct

which substantiatly interferes with the perfonnance of his or another craployee's
work

»  Harassment or sexual harnssment {depending on the degree of harassment. this may

be o lerminable offense),

2. Written reprimands lor s employec shail be placed in the employee's personuel file by the
Human Resources, the cmployee will be provided o copy. The employee will he asked fo
acknowledge the writlen reprimand by signing the EPR, Ifthe employee refuses (0 sign, &
witness will attest in writing that ihe statement was presented 1o the employee for signature,
The wilness's signature indicates that the cmployee read (he statement, but does nol
necessarily indicale concurrence with its contenl. The enployee may respond with  written
rebuttal which shall be placed in the employec's personnel file.
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E. SUSPENSION,

An employee may be suspeaded withoul pry for s single serious infraction, or for continucd
inadequate job performance or misconduet aficr previous attempt(s) to correct the deficiency have
failed. Such suspension will not exceed thiny (30} working days, Suspensions of clagsified
emplaycees are grievable w the County Manager, Causes for suspension include, but are not
linmited 1oz

1. The causes Hsted Tor written reprimangds;

2. Continued instances of inefticiency in work perfermance;

3. Negligent damage to property and / or persen(s),

F. DISMISSAL / TERMINATION,

Dismissal or termination is the final consequence when progressive discipline has failed to change
unaceeplable helavior or performanee, or when the employee has engaged in other hehavior that is
of'a serious nature and which is unaceeptable for County emiployees, Grounds for dismissal or
lermination may include but are not limited (o:

1. All causes listed lor the previous disciplinury actions;

2. ‘Thefl;

3. Commission of a job-related felony or misdemeanor pursuant (o the Crimina Offender

Lmployment Act, NMSA 1978, 28-2.1 o1, Seq.

4, Serious acts of negligence causing dantege to County propenry or person(s);

5. Conduct uobecoming an employee of Roosevelt County;

6. Deliberate falsification of information vn the employee’s job application, sick leave neports,

work time cards, or olher County records;

Substance abuse on the job;

8. [ntentional abuse or destruction of County property or equipnient;

9. Refusal to carry ou reasonable orders or uncooperative behavior,

10, Failure to meet standards of substance abuse rehabilitation programs;

11, Failure to maintain a valid New Mexico Driver's License if required by the Jab Deseription

for the position or Failure to maittain a good driving record;

12, ¥igiting on the job or horse-play that results in the injury ol an ciployee;

13. Sexual or racial harassment of other persons;

14, Violence or theeats of violence on County premises ot ot Counly time. Couny premises
includes but is not limited 1 work sites, property or vehicles, and parking lots;

. Other disciplinary reasons, including but not limited to conduct on or ofT duty, which may:
8. Call into question e employee's abilily lo perform assigned duties or joh functions, or
b. Would harm public respect for County employees or confidence in the operation of

County services, or
¢, Would impair the operation or elTicieney of any County Department or Office;

-3
.
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The above examples are typical of the types of infractions sometimes encountered but are not inclusive of
all situations which may arise. The County reserves the right 1o exercise judpgement and render
diseiplinary action or dismissal, as detennined appropriate, based on the circumstances of ench cuase.
Dismissaly of clossitied employees are grievabice (o the Grievance earing Otficer.

G. UNLAWFUL ACT.
No employee will be disciplined for refusing to perform an unfawlul act.

1. CONDITIONS OR ACTIONS NO'F GRIEVABLE.
Inelucling buf not limited are the following conditions or actions that are not subject 10 review under
the formal grievanee procedure:

1. Disputes as to whether or not an established County policy or praclice is appropriate;

2. Matters where a method of review is nandated by law;

3. Matters where the County is without suthority to act or dees not have the ability 1o provide 2
remedy:

4, Probatiorary employees disciplined or dismissed prior to the expiration of their probationary
period;

5. ‘Pemporary and cosual employees disciplined or dismissed prior to or st the eod of their
anlivipaled employment period;

6. All unclassified employees disciplined or dismissed at any point during their employment
with the County;

7. imployee compluints charging discrimination based on race, color, creed, religion, pender,
age, national origin or handicap, Such complaints shall be administered by the County
Maitager in complianee with Civil Rights Act of 1964 and the New Mexico Human Rights
Ael;

8. Position desk audits, job evaluations, pertormance appraisals or prelerence for employment;

9, Transiers, lemporary assignments, removal from temperary assipiments, and protootions;
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10, Objections to working conditions;
11. Denial of permission lor outside employment;
12, A written reprimand. which does not include a lass of pay or demotion.

Once a grievance has been investipated and denicd, repeated flings of gricvances on the same
ground or issuc will not he permitted.

3. WORKPLACE BULLYING,
All employees will be treated with dignity and respect, The purpose of this section is to commuonicate 1o
all employces that the County will not Lolerate bullying behavior, Employees found in vislation of this
scction will he disciplined up to and including termination,

A. Bullying may be intentional or unintentional. However, it must be noled that where an allegation
of bullying is made. the intention of the allcged bully is irrelevant. it is the effzct of the hehavior
upor the individual that is important, The County considers the following types of Liehavior
examypes of bullying:

1. Verbal Bullying  Slandering, ridiculing or maligning a person or his family, persistent name
calling that is huriful, insulting or humiliating, using a person as the subject of jokes, nbusive
and offending remarks;

Physical Bullying  Pushing, shoving. kicking, poking, ripping, assault or threat ol physical

assaull, dmnage to a person’s work arca or propenty;

Cicsture Bullying  Nonwverbal threatening gestures or glances that convey threatening

messages;

Exclusion  Socially or physically excluding or distegarding a person in work reluted

activilics

5. Social Media - Social media can hecome a forum for inappropriate, unwelcome yemarks
about enployees by supervisors or among co-workers or about ex-coworkers or their work
environment. This kil of behavior will not be tolerated.

(5]
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4. WORPLACE VIQLENCE,
The County expressly prohibils any act or threat of violence, direct or indircet, by any employee, former
emplayee, customer, visitor, or any otier person agninst any emptoyee in or about the County™s
premises. Anyone found to he responsible for threats or actual violence or other conduet that is in
violation of these rules will be subjeet to prompt disciplinary action up to and including termination.

A. EMPLOYEE'S ROLE.

1. Indirect or dirget threats of violence, incident or actual vielence and suspicious individuals or
activities should be reported as soon as possible 1o the Department Head, Elected Official.
Human Resources, or County Manager,

2. When reporting a threat ar tncident of violence (he employee should be specilic and delailed
as possible.

3. limployees should not place themselves in peril, nor shall they attemipt 1o intercede during an
incident.

B. COUNTY’S ROLE,
1. Human Resources will prompily and theroughly investigate any ailegation of behavior that is
perceived Lo vielate this scetion,
2. Iuitiate corrective action up to and uu.]udm[_ termination of any employee whe enpagres in
behavior that the County determines violates this seetion,
. Taking apprepriate action with all individuals whe engage in behiavior on County premises
that the Counly determines violates this section.

30292125 11/1@/202' 32 11: 19 PH
S:e:hanieul-ueks Roosevel ., Roosevelt,

AN AT ] 21



SECTION 8
GRIEVANCE PROCEDURES

[. INITIAL STEPS IN FORMAL GRIEVANCE PROCEDURL.
This fornal grievance procedure is applicable for suspensions, demotions or dismissals only.

A. WRITTEN NOTIFICATION,
Fhe Department Head or Elected Official shall present the employee with written notification of
intent to suspend, demote, or dismiss at least five (5) business duys in advance of the propuosed
action, ‘FThe employee will be given the opportunity to respond to the charges for the proposed
diseiplinary action prior to the implementation ol any suspension, demotion, or dismissal, The
notice of the anticipated action shall be hand-delivered to the employes along with the notice for the
pre-determination meeting.

B. IMMEDIATE SUSPENSION.
I cases where County propurty, other employecs, or citizens are at risk as 8 result of the
employew’s actions, the Departmient Head or Llected Offieial shall put the employee on
administeative leave with pay while the appropriate action is contemplated and until the pre-
determinalion hearing is held and the decision is rendered.

C. PRE-DETERMINATION HEARING.

Employees must pursue grievences according (o the rules contained heeein,

1, ‘The pre-determination hearing shall be conducted by the County Munager or his wrillen
designee, who must be a senior manager within the County, If the County Manager is unable
to conduct the pre-determination hearing, The County Manager™s designee shall serve as the
Hearing Officer tor any proposed disciptinary sction.

2, The pre-determination hearing is a closed door, confidential hearing. The employec is

entitled to be represeated by an attorhey.

The County Matager or designee shall sehedule the time, place and date of the pre-

determination hearing withitt {ive (5) business days afler the employee is piven writien

notification. The einployee and the employee’s Department Head or Elected Oificial must be
wdvised of the scheduled hearing in writing,

4, ‘The purpose of the pre-determination hearing is to provide the employee the opporiunity 1o
respond to the proposed disciplinary aglion. The meeting will be held prior o the
implementation of sy proposed disciplingry action identified in this seetion. The employee
is piven the opportunity to present all evidence or informuation he wishes 1o present in
response to the proposed disciplinary action,

5. The County Manager or his designee will issue a decision in writing within ten (1) business

days of the pre-determination hearing, 'The written decision shall include the time, date, and

location of the meeting; persous present; and the determination. The wrillen decision shall be
delivered directly o the employcee, the employee may be called to the County Manager's
lfice 10 receive the decision in person or the decision may be sent by certitied mail,

Disciplined employees shall continue to be paid at the same rate umil the Coumy Manager or

his designee renders his decision.

bl
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2. POST-DISCIPLINARY HEARING.
A. EMPLOYEE NOTIFICATION.
Within ten (10} business days of receipt ol the written decision, grieving employees must notify
the County Manager of the employee's intent to pursuc o post-diseiplinary heoring by sending a
wrillen request Tor o grievance hearing to the County Manager’s ofiice.

B. POST-DISCIPLINARY HEARING SCIIEDULLED.
Within sixty {(60) calendar days the Counly Manager shall schedule o grievance hearing. The
parlics must agree in writing to any postponement of the gricvance hearing beyond sixly {(60)
calendnr days. Al (his hearing, the prieving employee and the County shall have an opporiunity to
present witnesses, physical evidence, and cross-cxamine the witnesses, The grieving employee
and the Department 1 ead or Elected Otticial may be represented by legal counsel.

C. PERSONNEL HEARING OFFICER.

1. The personnel ofticer shall be hired by the County Manager, on contract.

2. A personnel hearing otficer shall be an attorney who is a member of the New Mexico Bar
Association or a person experienced in grievance arbitration.

3. A personiel hearing ollicer shal) provide services under a conract with the Counly and shal)
not be considered an employee of the County for any purpose, The term of a comract shall be
no more than two (2) years. The contreet may provide for pert-tine services.

4. A personnel officer shall not be actively involved in partisan political activitics or political
allieirs of Roosevelt County.
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D. PERSONNEL HEARING OFFICER'S DUTIES AND RESPONSIBILITIES.
1. The personmel hearing officer may conduct pre-hearing conferences in order 1o ablain

7

.

information necessary {0 the issuance of a pre-hearing order.

The personnel hearing oflicer may consolidate cases in which two (2) or more grieving
employees have cases containing identical or similar issucs or 1o expedite final resolution of
the cases provided that such consolidation would not adversely affeet the interest ol the parties,
The personnel hearing officer shalt operate it accordance with common law evidemtiary
standards applicable 1o administrative hearings, The hearings shall be condueted in an orderty
an informal manner and shall adhere 1o reloxed rules of evidence as required in administrative
procecdings in New Mexico,

- In the hearing of gricvances, the personnel hearing officer may admit eny competent evidence,

ineluding affidavils. The personnel hearing ollicet, in his discretion, shall exclude
incompetent. immaterial, irrelevani. or unduly cumulative lestimony. Documentary evidence
may be reccived in the form of copies or excerpts unless the source of the information or other
cireumstances indicates lack of trustworthiness, I'he hearing shall nat be open to the public
unless r written request for a public hearing is made by the prieving employee,

- The personnel hearing officer may bar [rom the hearing roon: sy person who is disruplive and

cither party may invoke the rule of sequesiration, Upon written siotice by the personnel
hearing officer and lor good cause shown, a disruptive person may be prohibited lrom
eppearing helore a County personne! hearing officer for a period of up lo twelve (12) months.

- The personnel hearing officer shall not paricipate in any adjudicatory preceedings if, for any

reason, the persanael hearing officer cannol afford a fair and impartial hearing to cither pany,
The hearing shall be recorded in a fashion for a review by a Court or competent jurisdiction.
All evidence reecived shall be marked, identified and preserved, A responsible persen shail be
designated to monitor the recording of the proceeding on a periodic and / or reguber basis.

3. POST-DISIPLINRAY HEARING PROCEDURES
A. RULLES OF PROCEDURE,
1, The decision of the personnel licaring officer may be reviewed in Distriet Court;

«  Where the decision is arbitrary ot capricious and is supporied by substantial evidence:

»  Where the decision is made in violation of applicable constitulional provisions or is
otherwise illegal: or

*  Where the decision is in excess of the statutory authority o jurisdiction of the
personnel hearing oflicer,

2. Appeal of the decision of the personnel hearing officer to District Court shall be tiled in the

Bistrict Court within thiny (30) calendar days of the final adverse decision of the Hearing
Olficer.

4. PROCEDURF, FOR GREEVEING WORKING CONDITIONS AND OTHER WORK RELATED

PRODBLEMS.

An cmployce may discuss any aclion that is gricvable, such as working conditions with the BPepartment
Head or Elccted OfMicial in an attempt to work oul a solution, [fthe employce is not satisficd with the
proposed solution, the empleyee must eddress the problem to the County Manager. The Courty
Manager's decision will be final.
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SECTION 9

COMPENSATION AND BENEFIT PROGRAM

I. HOURS OF WORK.

All employees shall work their scheduled hours pursuant to work schedules established by the Bepartment
Head or Eleeted Official, Except as wtherwise provided, employees shall not be paid for travel lime from
home 10 the work site within Roosevell County, or (tom the worksite to their home. Actuel work periods
miay Hueluate ot the discretion of the Department Head or Flected Official, Employees who report to their
designated work station at the slart of the working day, bul who are required 1o fravel 10 other County
sites to perforn their job, may leave the site in time o return to the designated work station by the end of
the day’s work period. Under no cireumstances shall un employee be entitled to claim reimburseraent for
the cost of travel from home to the desipnated work station without specilic advance approval from the
Departinent Head or Elected Otficial, “The value of the use of the County lake-home vehicle shall be
treated as taxable income in necordance with the Internal Revenue Code,

2. BREAKS.

AlL full time enyployees are allowed a one (1) hour, unpaid {unch break, except for departments with
esiablished thirty (30) minute lunch breaks. LFull-time employees are eligible (or two {2) fifieen {15)
minute breaks per day, Employees working four (4) hours or less per day are eligible for one (1) fifteen
(15) minutes break. Supervisors may limit or delay breaks if, in their opinion, continuous work is
required, and the entire or remainder of a break will be waken at a later time as determined by the
Supervisor. The County retnins the right to assign the employee to u complete shill and take his lunch
period on paid status,

3. PAY PERIODS / WORK WEEK.

A “pay period / work week”™ is a two-week period beginning on Sunday at 12:00 am. and ending lourteen
(14) days Jater oit Saturday al 11:59 p.nn The method of payment results in twenty-six (26) pay periods
per year, Checks will be issued every other Friday, 1f a holiday falls on a payday, checks will be issued
the day immediately preceding the holiday. Checks muy be issued early, but only in case of emergency,
and only afler clesrance by the County Manager.

4, DIRECT DEPOSIT.

Roosevelt County has direct deposit requirement for all employees,

5. OVERTIME PAY AND COMPENSATORY TIME,

A. Overtime iy actusl hours worked in excess of forty (40) hours in a work week of seven (7) days; and
in excess of eighty-six (86) hours for law entorcement and detention employees, in a pay period, In
compuling the number of hours worked during the week for overtime purposes, time absent from
wark such as for holidays, sick luave, annua! leave, or compensatory time, shall not be computed as
hours worked, Employecs covered by the Fair Labor Stundards Act who are reguired Lo work more
than the standard regular hour work week shall b compensated for such overlinme work by award of
compensutory time off at a rate ol one and ene halt (F %) houss Tor esch hour of overtime worked.
Accrued compensatory time shsll not exceed a total of sixty (607 hours straight time.

B. Overtime shall be kept to a minimum and aulhorized onty under special circumstances. Lmployes
working overtime without proper autherization may be subject 1 disciplinary action, The working of
ANY overtime can only be authorized by the Depariment Head or Elected Official, Compensatory
time off will be approved at the discretion ol the Department [lead or Elected Offieinl, and is subject
to be denied if the request confliets with work schedules. Overtime pay shall be paid enly when
overtime work is pre-authorized In writing by the 1epantment Head or Elected Offigial, and onty
when the department needs preclude the employce (rom laking compensatory tiine off, ‘e rate shall
be one and one half (1 %) limes the regular pay lir each hour of overtime actually worked, FLSA
exempt employees shall nol receive compensalory or overtime pay. In the case of a termination of’
employment, an employee shall be paid for unused compensatory time at the rate of not less than the
regular final rate of pay received by the employee.

6. FINAL PAY CHECK,

A. An employee who resigns shall receive a pay check for hows worked during the pay peried of
resignation on the First regularly scheduled payday tollowing the cmployee’s effective date of
resignadion, A pay check [or any remaining annual leave, banked holiday(s), and compensutory time
will be issued en the second regularly seheduled payday following the employce’s date of resignation,
Employee’s hired prior 10 Oct. 18, 2016, will be paid one-sixth (1/6™) of 1heir acerued sick leave as of
Oct, 18™, 2016 less aty of the sick leave that has been utilized, The oldest acerued sick leave will be
utilized fimt. Employees hired afier Oet. 18, 2016 will not be paid for any acerued sick leave.
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B. An eimployee that is dismissed shall receive a final pay check for hours warked up to termination, plus
any annual leave and compensatory time if vested {completed their probationary period). no later than
5:00 p.m, on the fi0 (5" working day foHowing dismissal or as required by law, Bmployecs, hired
prior o Oct. 18, 2016, will be paid one-sixth (176" of their accrued sick leave as of Oct, 18™, 2016
less any of the sick leave that has been utilized. 'The oldest accrued sick leave will be atilized (irst.
Eriployeoes hired aller Oct. 18, 2016 will not be paid lor any accrued sick leave.

C. Inthe casc of death, final salary plus eny annuai leave, and compensatory time shall be paid to the
employee’s named bencficiary, or if unnamed, to the employee's estate, on the next scheduled
payday. Employees, hired prior o Oct. 18, 2016, will be paid oue-sixth (1/6™) of their acerued sick
leave as of Oct. 18", 2016 less any of the sick teave that has been wlikized. Employces hired on or
afler Oct. 18, 2016 will nof be paid for any acerucd sick leave.

. All unilorms and County issued equipment must be returned prior to the retease of any [inal
paycheck. I the uniforms and / or equipent is not returned to the County, it shall be required for the
cmployee 1o reimburse the County for those items. and/or withheld from their final check.

7. GRATUITIES.
County employees shall be prohibifed front aceepting gifts or other considerations af a significant
monctary value from vendors piven with the intent of modifying the employee’s performance of his duties
or cncouraging the employee to make purchases of material or services from the vendor involved. County
employces should at all (imes maintain the highest moral standards and any attenpt 1o influence an
emplayee’s performance of his dulics by a vendar or ather person should be reported to the Departiment
Head or Elceted Official, or County Manager.

8. PER DIEM AND MILEAGE,
All payment or per diem and mileage ellowance 10 County employees will be made pursuati to policies
eslablished by Ihe State of New Mexico and the Board of Commissioners as found in the Roosevelt
Couaty Travel and Per Diew Policy. In no evenl shall any per diem allownnces be made for travel by a
Counly employee it connection with the emplayee™s regular job duties within the boundaries of Roosevelt
County without express written consent of the Department Head or Flected Official or County Manager.

9. TIME SUEETS,
Time shects arc fumished 1o cach department or office by the County Administrative office or designee
and nmust be dilled out cach puy period, unless the department or office is utilizing electronic fimekeeping,
At the completion of each pay period and afler approvat by the Department Head, Elected Oicial or
supetvisor, the time sheets are forwarded to the Finance Specialist for processing. In addition (o time
worked each day, holidays. vacation, conipensatory time, sick leave or other leave during the pay period
MUST be recorded on (he time sheet. Any speeirl pay considerations should be noted on the time sheet
and initialed by the Depertment Head or elected Official. Time sheets must be signed or cleetronically
approved by the employee and by the Department |lead or Elected Official or their designee. [('a time
sheel lucks a required approval, is incomplete. or is not submitted prior ko the deadiine eslablished hy the
Finance Specialist, the time sheet may he held for proper completion and will be processed with the next
scheduled payroll.

0. TIMECL.OCK.
Nenexemnpt employees whose primary work location is the Roosevell County Courlhouse al 109 West 19
Street, Portales, NM, or the Roosevelt County Dyetention Cenler at 1700 Norlh Baston, Porlales. NM, are
requiredt Lo use the respective on-site clectronic time clock system. Employecs who are classified as
Excinpt shall not utilize the clectronic time clock system.

A Employcees are required 1o elock in and out ot the timeclock lacated in their facility. 1 there is a
probem with the timeclock, employees should notify their Department Head, lilected Official or
supervisor, whom will notily [Human Resourees. 'The employee shall ()l out the Missed Punch
Form, then the Department Head, Elected Official or supcrvisor will record the employee’s lime
manually and wiil report such written manual recerds along with regular time clock records for
payroll and attendance purposes.

L. Employces should elock in no sooner than seven (7Y minutes before or afler (he
beginning of their scheduled shifl. Clack-ins recorded eight (8) minutes or more afier
the heginning of the scheduled shift, with no excusal will be recorded as a tardy
oceurrence for attendatice purposes,

2, Three{3) tardy eecurrences within a pay period, or four (4] occurrences within a
calendar renth, will count as one unexcused absence and will be subject to the
progressive discipline seetion as owtlined in Section 7.2 of this Personnel Ordinance.

3. Lmployees should elock oul se mare than seven (7) minutes before ar aficr the end of
their scheduled shil
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4. Clock-ouwls recorded eight (8) minutes or more before or alier the end of the employees
scheduled shift shall require a Departiment Head, Elected Ofticial or supervisor’s
authorization, Larly depariures will be treated, recorded, and paid as absences, and
must be supported by a stgned Leave Request Form and submitted tor payroll purposes,
Late departures resull in overtime that is goverted hy existing County section,

5. Nonexempl employees are reguired 1o clock in or out for lunch breaks in sddition (o the
beginning and end of the day.

6. Employees may nol clock in or out (or another employee, 1 an emplayee begins or
ends their shifi al a location away from the time clock, their Depariment Head, ¥lected
Official or supervisor is required to document the correet in or out time on the Missed
Punch Form and report it for payroll and attendance purposes accordingly. Clocking in
or out lor another employee without Depantment Head or Elected Official authorization
is falsification ol s County record and is subject to the progressive disciplinary section
in Secticn 7.2 ol this Personnel Ordinance,

B. AVAILABILITY OF TIMEKEEPING RECORDS (CONFIDENTIALITY).
Timekeeping records are privileped docuiments. Their use is rostricted to the interest of the
employce as well as for the efficient canduct of County business. Access 10 personnel records is
restricted to the following persons except in the response (0 a public records request:
1. The employee;
2. The employee’s representative in o County administered grievance or appeal process,
with the written consent of the employee filing the grievance or appeal;
3. ‘The employee’s inunediate Depariment Head or Elected Official;
4, Human Resources, legal departiment, and the County Manager, as required in the
performance of their dulies;
5, Inno case, will any medical or treatment records be available in the employee's file,

C. ENFORCEMENT.
Depattmend Heads, Elected Otficials and supervisors are fiee (o refer employees for disciptinary
action il the employee has various and / or repeated offenses 1o the timekeeping section or
provedure. Situations may include, but ave not limited o, an employee who has clocked in but is
repeatedly absent from work station during work hours, or have missed time clock entries in
addition 1o working unschedubed overtine.
1. The progressive disciplinary section ol the County is primarily enforced by the County
Manager or his designee. Disciplinary referrals should be reviewed by the County
Manager or his designee prior 1o the delivery (o the referred employee.
2. Failure o comply with this seetion will subject an employee to disciplinary action up to
and including termination depending on the violation, specifically including bt not
limited 1o
s Dalsifiention of time records;
»  Clocking in or out or allempling to ¢loek in or out for another employee;
*  Dumaging, atempting lo change a timeclock. Criminal charpes and restilution
charges may also be pursued,
e [xcessing lardiness or absences from work as defined in this Personnel
Ordinanee;
*  Failure to clock in or aut as required withoul reasonable cause or excuse;
*  Any other conduct, behavior or violation consisient with abuse of this seetion,

11. PERA BENEFITS,
All Roosevelt County employees, with the exeeplion of student, temporary, and part-time employees are
required 10 join and contribute to the Mublic Employces Retirement Association of New Mexico (PERA).
Copis af the latest PERA rules and provisions nay be obtained through the Human Resourees Office or
on-line ol PERANM.org, Elected Otticials and employees retired Irom public or state education are the
only employees that membership with PERA is optional,

12, OPTRONAL MEDICAL AND OTHER INSURANCE BENERITS.
The County ufters eptional medical, dental, vision, and disability insurance through the State of New
Mexico risk Management Division, and other insurunee benefits 1o all employees except temporary
emiployees and those working less than twenty (20) hours per week. Parl-tinie employees are eligible for
insurauee benelits pro-rated for the number of hours worked, The County puys a percentage, approved
by the Boord of Commissioners, of the premiums for all ¢mployees. All cmployee premiums are
deducted prior to taxes being figured (pre-tax), Due 1o IRS regulations, it prevents an employee, once
enrolled in the plan, from dropping coverage or making any changes to their plans unless there is a
¢uaiifying event or during the annual open / switch enroliment period.
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13, CLASSIFICATION AND COMPENSATION PLAN,
The Roosevelt County Classilieation Pian shall cstablish a salary and wage schedule containing a
minimum and a maximutn salary or wage for each non-sppointed and for sclect appointed personnel
positions, These pay ranges arc intended to furnish administrative Nexibility, The Bonrd of
Commissioners approve the salaries and wapes annually in the Fiscal Year Budget. Salary and wage
increascs, when authorized will be merit based and are dependent upon the financial condition of the
County. Copies of this plan may be obtained Jrom the Roosevelt Counly Administrative Office,

14. ELECTED OFFICIAL SALARY INCREASES,
Elected Official salary increascs shall be governed by New Mexico State Statues and ad oplcd through
Resolution. Elected Officials are not eligible for any pay increase during (heir current tenn in ofTice,

15. CELL PHONE STIPEND,
Certain emplayees may be paid a cell phone stipund based upon the employec's job and approval from
Departiment Head or Elected Official and then approved by the County Manager, The Cell Phone
Stipend is suhjeet to the Frinpe Benefits Rule.

16. GRANDFATHER CL.AUSE.
Any employec whose position specification is revised is subject o the cxperience, education, or
cerfificalion requiremnents of the new position specitication shall show satislactory propress to meet the
new standards within six {6) months or may be subjcet to reclassification, (mnsfer or dismissal,
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SECTION 10

LEAVE AND HOLIDAY

1. AUTHORIZED LEAVE.

Leave is any suthorized absence with or withow! pay, during regularly scheduled hours, whick is
approved by the Department Head or Elected (ificial, The Departmient Head or Elected Official is
responsible for the maintenance and transmiual of leave records to the Finance Specialist. Leave is
granted (b gecordance with work lead requiremenls in the depariment and is subject to the approval or
denial of the respective Deprrtment Head or Elected OfMicial.

2, UNAUTHORIZED LEAVE.

Absence without authorized leave is subject to disciplinary action and loss of pay. Absence without
authorized leave for three (3) days shall be considered just eause for voluntary 1ennination (job
abandonmenl.)

3. HOLIDAYS.

Legai holidays will be approved by the Board of Commissioners no Iater ihan the first meeting in
December each year, The tollowing conditions wil! apply with respect (o holidays and loliday pay:
A. Temporary and casual employees are nof entitled Lo holiday pay;

B, In order to receive pay for i desipnated legal holiday, employess shall be it a work or paid leave
status on their scheduled work day iminediately preceding and foHowing the holiday, or must have
worked on the stated holiday. An employee abscil withowt authorized leave on their scheduled
work day before or afler a holiduy will not receive pay for that holiday, Al holidays will be paid in
the pay peried that they fll;

C. Light (8) howrs of holiday will be paid to all qualilied full<time employees no matter the
department worked, Pant-time employees will receive holiday pay on a pro-rata basis;
1. Employees an FMLA will nol be paid holiday pay.
2. Employees out on paid Administrative Leave wiil be paid for holiday pay.

D. When a bolidoy falls during an employee's vacation, the day shall be counted as a holiday, not a
vacation day:

E. When a holiday falls on a Ssturdiy, it will be observed on the preceding Friday, and if the holiday
falls om ¢ Sunday, it will be observed on the following Monday, unless the Commission chooses to

designate it otherwise;

K. Holiday pay in lieu of time off may be pranted by the Cotnmission.

4, SICK LEAYE WITH PAY,

Accrued sick leave with pay miay be granted [o classificd employees when a medical reason, such as
deseribed below, keeps the employee from perfonming the duties of the position,
A. Sick leave benefits are acerued al the rate of 3,69 hours for eack complete normal pay period.
1. Unused sick leave shall accumulate from year to year up to o maximum of 1,040 hours.
At the time ol retirement from the County employees hiced prior 1o Oct. 18, 2018, will
be paid one-gixth (126"} of their accrued sick leave as of Oct. 18", 2016 less any of the
sick leave that has been utilized. The oldest accrued sick leave will be utilized [irss,
Employecs hired on or afier Oct, 18, 2016 will not be paid for any acerued sick leave. In
no event shall an employee be reimbursed for more than 174 hours, which is ene-sixth
(1/6™) of the maximum accurnulation,
2. Part-lime employees will acerue sick leave on a pro-rata basis.
3. Cusual or temiporary employees do not acerue sick leave.
4. Probetionary employees use of sick leave is subjeet (o the approval of the Bepariment
Head or Eleeled Oflicial.
5. Lmployees on FMLA will not acerue sick leave.
6. Enployees out on paid Administrative Leave will acerue sick leave,

B. Sick leave is subject 1o the approval of the employee’s Depattment Head or Elected (Hficial when
an employee is unable (o perform normal job duties due 10 medical considerations, including but not
limited to: illness; injury; pregaancy; preananged medieal, dental or vision examinafions:
guarantine; therapy; counseling and treatment; or when an employee's close relutive, or where a
relationship established by judivizl decree, is ill and requires the personal attention of the employee,
Close relative is delined as an employee’s spouse, mother, father, ehild, sibling, grandehild, father
or mother in-law, and stepehildren.
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C. Sick leave should be used only as needed for sickness or illness of the ainployee or approved close
relative. Abuse of sick leave is considered just cause for disciplinary actions wp 1o and including
termination, Abuse of sick lenve includes, bul is not limited to: (ke usc of sick leave for purposes
other than those stated in 1his section; patierns o sick leave usage on the day before or alier an
employee’s day off; and hetore or afler a holiday, 1f an employec has uscd all acerued sick leave,
he may be allowed 10 use his acerued annuaf leave {vacation) as sick leave, but must ablain prior
approval from the Depariment Head or Elected Official before doing so and must be able to justify
the use of annual leave as sick feave,

1. 10 order 1o promote a safe and healihy watk eavironment and protect employees and
citizens, a supervisor may direet an employee to use sick leave or other accrued leave
when an employee is obviously ill. Signs of illness can include fever, cough, sore
threat, runny or stuffy nose, body aches, headache, chills fatigue and sometimes
vomiting and diarhea, They County will consider guidance from the U.S, Depariment
of Health and Human Services (11{15) Centers (or Disease Control and Prevention
{CDCY, with input fram the U.S. Department of Homeland Security (DHS), and the
New Mexico Department of Health (NM DOH) for mensures employers niay take o
prepare for ot pul in place during healih alerts or eimerpencies. This may include
directions from Elected Officials such as the State Governor, Cily Mayor or Counly
Manager which may also come via (he Siate or Local OfTice of Emergency
Management {ONM} regarding situations when esnployees should stay home if they are
sick or to limit the likelihood of expostre to a specific. health threat.

D, Sick leave should be reported to the emplayce’s Department 1lead, 1ilected Official or supervisor hy
the cmplayee or immediate family members os snon as possible, but not longer than one (13 hour
afier (he cmplayee's shifl begins.

L. MEDECAL: CERTIFICATION.,
Sick leave of more than three (3) days duration shall require certification by a physician as to the
nature of the illness and the date the employce is able to refurn 1o work. il sick leave is (or a close
relative, the employee shall be required to provide a certification from a physician as lo who was ill,
A doctor’s certification may be required at any time the Department Head or Elected Official
suspects the abuse of sick leave and may be made a cendition of future requests until the
Departiment Head or Elected Offictal is convineed that the abusc has stopped. 1t is also the
respongibility of management to insure that sick leave is not abused. ‘Therefore, the County shall
investigale any suspected abuse of sick leave and any failure to cooperate with any such
investigation by the employee or the employee’s health provider shall result in the denial of pay for
the fcave requested and the possibilily of disciplinary action against lhe smployee,

F. EXHAUSTION OF 5ICK LEAVE.

1. An employce who has exhousted all acerued sick leave and aniual {vacation) leave and
stiil requires additional time off duc to an extended iflness ar injury, or to provide care
ta an immediate family member mny request donated time. Transfer is prohibited in
the case of work-related illnesscs or injury covered by Worker's Compensation,
Requests for donated sick time must be submitted to Human Resources Jor approval
and dissemination to the County staff, A centificate of iliness or injury wifl he required
from a physictan in order o quelily 1o use doneted hours, This donation is o be done
strictly on a valunteer basis nnd is contingent upon County Manager approval for each
request. Daonation of time shall be in four (4) hour increments. An employee may nol
donale more than cighty {80) hours per request. and must retain a minimum of clghty
(80) hours of leave bankexl. Under no ciecumstances. including termination, can
donated howrs be converted to cash, Conversion of the value of e donated leave is
based upon the hourly rate of pay to the hours of leave the employee making the
donation converted Le the recipient s bourly rate of pay. Unused donated leave at the
end of the imedical emergency or when no longer niceded shall revert back to the
donating employecs on a pro-rata basis. (Chapter 19, Arlicle 76 NMSA 1978)

L

5. ANNUAL ILLEAVE WITH PAY
A, Full-time County employecs acerue annual leave according Lo the following schedule:

L. During the first three (3} ycars of employntent, leave shall accrue at the rate of 3.08
hours per pay period, for 80 hours anmually:

2. After three (3) years of continuous employment, 4,62 hours per pay period, for 120
hours annually;

3. Adler ten (10) years of continuous employment, 6.15 hours per pay period, far $060 hours
annually;

4. Employees will accrue an additional four (4) hours of mual leave on their birlhday,

which must be used within one {1) year or Jose the hours aecrued. H an employee
tetminales cruployment, whether voluntary or involuntary, acerued hidhday leave will
not be paid cut.

5. Employces on FMLA will nol aectue annual leave,

6. Employees out on paid Administrative Leave will acerue annual leave.
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B. An cmployee dees not acerue annual leave Tor time worked in excess of forty {40} hours per week.
An employee may accumulale no more than twe hundred eighty (280) hours of acerued annual
leave. Employees may conven a maximum of twenty-Tour (243 hours accrued vacation time for
cash payment each fiscal year, Payment will be mnde on the bagis of seventy-five cents (30.75) for
each one dollar ($1.00) value of leave for the employee.

C. Annual leave shall not he granted in advanee ol accrual, Vacations should be scheduled with the
Department Head or Elected Otficial as early in the year as possible. All reasonable effort will be
made to accoinmodaie the employee®s request, though approvel will be subject 1o advance
nolilication and the needs of the department,

D. A probationary employee shall not be able 10 use seerued annual leave until the suceesstul
completion of their probationary period, unless it is approved by the Depurtment Head or Elected
Official, A probationary cmployee has no vested interest in annual leave until probationary period
is completed. A probationary einployee leaving the employ of Roosevelt County will nat be paid
tor any accrued annuat leave.

=]

. An employee may take annual leave, subject 1o the approval ol the Department or Elected Official,
just prior to resignation. Upon lermination from: County employment, an employee shall be paid for
the empleyee's anused acerued annual leave, up to a maximum ol two hundred eighty (2800 hours.

6, BEREAVEMENT LEAVE,

In the event of n death of a member of an employe’s inunediate family, the employee will be entitled to
a Bercavement Leave nof to exceed three (3) days, The County will puy lor up 1o cight (8) hours of
Bereavement Leave anunuially based upon a calendar year. Bereavement Leuve may be extended by the
Depariment Head or Elected Official for a total ol live (5) days. If needed, employees may use sucrved
Annual Leave as additional Bereavement Leave, An approved Leave Request Form shall be required
prior to taking Bereavement Leave,

When returning to work, an ciployee should be prepared to present proot of death and relationship to be
paid for bereavement. Af the discretion of the Department Head or Elected Official, bereavenent leave
may be granted to employees 1o attend funerals for deceased who are not members of the employee's
immediate family,

7. ADMINISTRATIVE LEAVE FOR PARENT - TEACHER CONFERENCES,

On May 14, 2014, the State of New Mexico authorizel up to eight {8) hours of administrative leave to
attend scheduled parent-teacher conlerences (depending on the number uf children), with up to four {4)
hours of leave being given in the tall semester and up to four (4) hours of leave being given in the spring
semester, The following guidelines apply regarding requesting and approving adiministrative lenve tor
parent-teacher conferences:

A. DEFINITION.

1, Child or Children menns a person or persons eighteen (18) years-old or younger who is
enralled in school, and who is or are biological child{ren), iegally adopted child{ren),
foster child{ren}, stepehildiren), ar legal ward(s) ol an cligible employce,

Eligible employce means any parent employed by Roosevelt County with 3 child or
with children enrolted in school,

Fall Semester means August through December,

School means a single attendnnce center in which fnstruction is offered by one or more
teachers and is discernable as a building or group of buildings generally recognized as
cither a licensed child care center, preschool, elementary, middle, junior high, or high
school, or any combination of thase, including eharter schools, state institutions, and
private schools, but not including honse schools.

Spring Semester means Jauary through May,

Reasonable Notice mcans not less than twenty-lour (24) hoeurs in advance of sclweduled
purent-tencher conference,

o

A

;o

B. PARENT-TEACHERCONFERENCE LEAVE REQUIREMENTS.
The County shall grant an Eligible Employec the following amounts of paid adninistrative leave
lor parenl-teacher conferences:
1. Eligible employues with three (3) or more children may be prauted up (o tour (4) hours
ol paid administrative leave during the Spring semester, and up 1o four (4) hour of paid
administrative leave during the Fall semester for pareni-tescher conferences;
2. Cligible employces with ong (1) Child or two (2) children may be granted up 1o twa (2)
hours of paid administrative leave during the Spring seiester, and up to two {2) hour of
paid adminisirative leave during the Fall semester for parent-leacher conferences,
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PROVIDED THA'T;

* The express purpose of the leave is to atlend a parent-leacher conference during
the cligible employec’s nonmal work day, including reasonable travel time;

& The Jeave is requested for the parenl-teacher conference for a child enrolled in g
school in grades pre-kindergarien (Pre-K) througlt twelve (12), and is not being
used for parental paricipalion or assistance in extra-curriculsr school activities
{i.c. sparting events, oricniations, ceremonics, field trips, registrations. ele.);

»  The cligible employee provides reasonable natice 1o the Depariment Head or
Elected Official regarding any scheduled parent-icacher eonference in an effort
ta avoid disruptions in the operalional needs of he department or office;

¢ The eligible cmpioyec follows the required procedures to request paid
administrative leave for the parem-teacher conference;

o Onthe day of (he parent-leacher conference, The cligible employee reports 10
work during regularly scheduled hours, except for the leave taken pursuast to
this section, unless (he eligible employce has requested and uses other available
leave as approved by the Department Head or Eleeted Official,

3. Two eligible employees may requesl available leave (o attend the same scheduled
parenl-teacher conference(s} for their child(ren).

C. PARENT-TEACHER CONFERNCE LLEAVE PROCEDURES,

i. An eligible cmployee requesting paid administrative leave for a parent-teacher
conference shall complete the Request for Parent-Teacher Conference Administrative
Leave Form. and submit i1 1o the Depariment Head or Elected Official.

2. A Department Head or Elected Officinl receiving the Reguest for Parent-Teacher
Conferenee Administrative Leave Form shall revicw the leave request to cnsure
compliance with above, prior fo grantiag the requested leave,

3. A Departiment ITead or Elected Officinl receiving Request for Parent-Teacher
Confercnee Administrative Leave Forms shall tum the form in with the timesheet for the
payroll process,

8. ADMEINISTRATIVE LEAVE WITH PAY.
Administrative leave with pay may be granted by a Department Head or Elected Official pending
disciplinary action, Human Resources or the County Manager must be notilied immcdiately.
Administrative leave for matters other than disciplinary must receive prior appraval from the County
Manager,

A, CIVIC DUTY LEAVE,
An employee shall be given necessary time ofT with pay for the Collowing:
1. Jury Duty.

Employees will be granted leave with pay for the purposc of serving as a juror in foderal
court or the state courf of a polilical subdivision of the Statc of New Mcxico. Pay while
serving as a jurer shall be authorized oty for thosc days (hat the employee was
scheduled 1o work. Employees receiving Coust leave with pay shall submit any payment
received far such Court service to the County,

Ll

Jury Duty Procedures.

A Jury Service Verification Farm from the Court must be attached to tho lcave request,
Reconciliation ol ime by Payrolt will include matching Jury FHours Sununary Sheot
from the Court to the timesheet, Leave Request farm and Juror Service Verification
Form.

B.COURT APPEREANCE TIME,
When required by County distics and subpoczaed 1o appear before a Count, personnel hearing
officer, public body or the Commission for purpose of testifying in regard to County matiers, the
employee will be compensaled as regutar work time. In no case shall the County pay an employee
Lo appear in court as a witness againgt the County. 1f excused by the Court during a working day,
the emplayee is expected (o return to duty if at least ene (1) hour ol County duly can be served in
the working day. 11 the excused employec does not return to work, the balonee of the day will be
charged to annual leave or leave without pay.

C. VOTING TIME.
Yor purposes of national, state or local clection, an employce who is registered to vote will be
pranted up te twe {2) hours paid leave for voting hetween the time of opening and the time of
closing the polls. The Department Head or Elected OfFicial inay specify the houts of leave. This
leave will not be granied to any employee whose work day begins more than two {2) hours
subsequent 1o the time of the opening of the polls ar ends mare than three (3} hours before the
closing time of the polls, This leave shali be used for no olher purpose than to vole and the County
may verify if the time was used appropriately. The misuse of the leave will be subject to
disciplinary action including possible dismissal.
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9. MILITARY LEAYE FOR RESERVYE OR NATIONAL GUARD DUTIES,

A. PAID MILITARY LEAVE.
Paid leave is granted for suthorized Reserve or National Guard activities Tor a maximum of {ifteen
(15) working days during a one (1) calendar yew period, or as required by state or Jedural law,
Military leave must be requested twenty (20) days in advance, except in emergency situalions,
The employee must furnish proot of duty orders or other documentation prior to leave being
granled unless the feave is for emnergency purposes.

B. UNPAID MILITARY LEAVE,
Employees voluntarily or involuntarily serving on active duty for more than fifteen (15) days shall
be placed on leave withoul pay, The honorably discharged or released from active duty employee
may be allowed to use annual teave, it available, before returning to County duties,

C. EMPLOYEES RETURNING FROM UNPAI) MILITARY LEAVE,
Any employee who leaves a position, other than a femporary positicn, to enter the armed foreus of
the United Siates, National Guard, or organized Reserve, and who serves on active duly and is in a
reserve component, and who is still qualified 1o perform duties of the Count position previousty
held, shall be reemployed in such position or to 4 position ol like seniority, status, and pay. To be
reemployed in such a position, the employee must muke application for reemployment within
ninety (90} days after being relieved from training or duty, or from hospitalization conlinuing afler
discharge for a period of not more than one (1) year,

. 'The returning employee will be deemed Lo have acerued seniorily and length of service
as though the employment with the County had been continuous since the date of initial
employment,

2. The returning employee shall have sll annual and sick leave neerued at the fime of
depariure for military service restored.

10. LEAVE WITLIOUT PAY.

The Department Head, Elected Official or County Manager may grant classilied employees leave
without pay (LLWOP} for a period not o exceed six {6) months, when the Department ead, Blocted
Official or County Manager decius that such leave without pay is in the hest interest of the County.
Reasons for such leave may include, but are not limited to: sabbatical; education; medical disabilily;
pregnaney; ur birtl or adoption of & child; and the need to eure for a family member, including o
newborn. Lenve without pay is subject to the following conditions:

A, POSITION UPON RETURN,
If an employee returns o work within twelve {12) weeks, the emyployee will be returned to the
same position, IFthe employee is on leave without pay for more than twelve (12) weeks, the
County will attempt Lo retumn an employee o the same or similar position for whieh \he employee
is qualified. The position of an cmployee on leave without pay for more than twelve (12) weeks
shall not be guarnntecd.

B. USE OF ALL LEAVE.
Prior to going on leave witheut pay, an employee requesting leave without pay shall use all
available annual leave and sick lenve il the employee is seeking leave without pay lor medical or
post-natal eare purposes. 1P aken in conjunction with an FMLA covered situation, all paid and
unpaid leave shall apply 1o the FMLA coverspe requirement.

C. PIIYSICIAN'S CERTIFICATION,
Leave without pay requested due to medical ressons or pregnancy related purposes must be
aceompanied by a physician’s writien statement indicating the estimated time of disability or
recommended time for post-natal leave, Employees returning Lo work from feave without pay due
to medical or pregrancy related reasons nust be relensed by the physivian to retur 10 work. Proof
of relense must be presented o the employee’s Department Flead or Hected Official.

D. VACANCIES MAY BE FILLED BY TEMPORARY EMPLOYELS.
Temparary personel may he hired thronghout the County to 1ill vacancies ereated by an employee
who is on leave without pay (LWOP).

E. BENEFITS AT EMPLOYEE'S EXPENSE,
Empleyees on leave without pay do nol acerue lesve, nor do they receive County benelits.,
Employces wishing Lo continue their insurance benefits may do so  their own expense by
subinitting the employee’s and the County’s share of the premium to the Administration
Departmient on the regular pay day,
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1. DOMESFIC ABUSE LEAVE,
A. The County will pravide guaranteed leave [or victims of domestic abuse for the purpese of secking
prolection and court time in prasceuting the abuser as required by the Promoting Financial
independence for Vielims of Domestie Abuse Act {S0-4A NMSA 1978),

B. Domestic Abuse has the snme meaning as it does iu the Family Violence Protection Act (40-13-1
NMSA 1798).

C. Domestic Abuse Leave means intermiltent paid or unpaid teave to abtain or attempt to obiain an
order of protection or other judicial reficf from domestic abuse or 10 meel with law enforcement
officials, 1o consull with altomeys or district allorney’s victim advocales or to atiend court
proceedings refated 10 the damestie abuse of an cmployee or an employee’s family member.

D. Family member for this purpose al’ this seetion is defined as a minor child of the employee or a
person for whom the employecs is a legal guardian.

E. Lmployces who are victims of domestic abuse miy osc up to {ourleen {14) days of leave per
calendar year {maximum of 8 hours per day).
I. 'The employee may usc vacalion leave or compensatory fime.
2, Unpaid leave will be used after vacation and compensatory time has been deleted.
3. Sick leave can be used lor medical treatmenm and/or counseling and psychological services for
the abuse.

=1

F. NOTICE,
1. The employce is reyuired to notify the supervisor and Human Resources as soon as possible. In
an emergenicy situntion, the notice should be given no later than 24 hours after the leave began.

G. Verilicntion that the leave was for a qualitying reason and may e required and may be:
. Police Report
2, Copy of an order of proleetien.  An order of protection is delined as & court arder granted
pursuant 1o the Family Vialence Protection Act (40-13-1 NMSA 1978),

3. A wrilten statement stating that the employee or employee's family member appeared or is
scheduled to appear in court in connection with an incident of domestic abuse from onc of the
following:

a. an altomey representing the employee
b. u district atforiey s victim advocate
¢, [aw enlorecement oflicial

d. a proscculing attorney.

I

CONFIDENTIALITY.

1. All inguirics and use of leave will be kepl confidential.

2, The fact that an employee or an employee’s family member was involved in a domestic abuse
incident is also confidential,

3. The County may disclose an employee’s information related to demestic abuse leave anly when
(he emplayee cansents, when court or administrative ageney orders the disclosure. or when
otherwise requircd by Federal or State law.

L. Retaliation.
1. The County may nol interlere, restrain or deny the exercise of the rights under this act.
Retaliation against an employee for using demestic abuse leave is prohibited,
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SECTION 11

FAMILY AND MEDICAL LEAVE ACT (FMLA) and
OCCUPATIONAL INJURY TIME/WORKERS COMPENSATION

1. FAMILY ANDY MEDICAL LEAVE,
Reosevell County will under the Family and Medical Leave Act provide up to twelve {12) weeks of leave
during any twelve (12) month period for eligible employees, The eligible employee will be returned to
the same or similar position to the one held prior 1o the leave, The County will maintain the County's
ponion of the group health insurance premium ducing the leave petiod, The employee must submit to the
Administration Qffice the employee’s portion of the insurance premnivm cvery pay day.

A, The leave may be taken tor one or more ol the following rensons:

1. The birth of a child or placement of & child with the cimployee for adoption or foster care
and to bond with the newbom or newly placed chifd within oue (1) year of birth or
placement;

2, To care for a spouse, son, daughter or parent who has a serious health condition,

including incapacity due to pregnancy and for prenatad care;
. [For a serious health condition that mukes the employee unable to perfornm the essential
funetions of the job, including incapacity due 1o pregnancy and for prenatal care; or
. For any qualilying exigency arising oul of the fact that a spouse, son, daughter or parent
is a military member on covered active duty or call to covered aclive duly status,
An eligible employee may also take up 1o twenly-six {26} work weeks of leave during a single twelve (12)
month period to care for a covered service member with a serious injury or illness when the employee is
the spouse, son, daughter, parent or next of kin of the service member. An eligible employes is limited to
a combined tota} of twenty-six work weeks of leave for any FTMLA  qualilying reasons during the single
twelve (12) month period. An employee does not need (o use leave in one (1) block, When it is
medically necessary or otherwise penmitted, the employee may take leave intermittently or on a reduced
schedule,

L

&

B. A scrious health condition is an illness, injury, impairment, or physical or mental condition that
involves in-patient care or continuing treatment by o health eare provider.
C. To be eligible for fumily or medical leave under the Act, the employee must meet three (3) criteria;
1. Huove worked for the County for at least twelve (12) months;
2. Have at least 1,250 hours of service in the twelve (12) months before taking leave,
3. Work at a location where the County has at least fitty (50) cniployees within seventy-
live {75) miles of the employee’s worksile,

=4

County requires thal employee’s available acerued paid vacation, sick leave, or any accunulated
compensatory lime shall be substituted for any ol the twelve {12) week leave period. Onee paid
leave is used, the remainder of the twelve (12} weeks teave will be unpaid.

E. Where leave is to taken for the birth or placement of a child Tor adoption or foster care, the leave
may be taken intermittently or on a reduced feave schedule,

7. Where the leave to he faken is to care for a sick fimily member with a serious health condition er
due 1o the employee’s own serious health condition, the leave may be Laken intermitiently ot on a
reduced schedule when medicatly necessary.

G, Whenthe necessity for the leave is foreseeable, the employee must provide at least thiny {30}
days® notice of the cmployee's intention to tuke leave, If the date of teave is not foreseeable, the

employee must provide notice as soott as praciicable.

H

County requires that o leave request based on a Gunily member’s flloess or the employee’s own
serious condition be supported by a eenification of a health care provider, The certification must
conain:
1. Contact information for the health care provider, including name, address, telephone
number, fax nomber, and type ol nredical practice or specialty;

. TTe date the serious health condition began;

+ How long the serious condition is expected to last;

. [T the eaployec is the patient, whether the employee is unable to work, and the likely
duration of this inability;

+ [['a family member is the patient, whether the family member needs care, and an
estimate of the frequency and durrtion of the leavc reqquited to care for the fumily
meniber;

. Whether the employee’s need for [eave is continuous or intermitient; and

7. Appropriate [aets about the condition,

Ln da L
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I Any employee who Irkes Ieave is entitled to be restored to the prior posilion held or 1o an cquivalent
position with cquivalent pay, benefits, and oiher tenms and conditions of employment. No
employce benelits acerued belore the date of leave began will be lost, An employee is not entitled
Lo an accrual of seniorily or benefits for the leave period. The term benefits means all benelits
provided or made available by the County including group life, health, disability insurance and
retirement,

J. County may deny job restoration 1o cerlain highiy compensated employees who are among the
highest paid ten pereent {10%) of the employees of the County who work within seventy-live (75)
miles of the facility where the employee works. This exceplion only applics if:

1. The denial of job restoration is necessary to prevent subsiantial and grievous economie
injury to Roosevelt County's operalion:

2, The County notifies the employee of'the County’s inlent to deny restoralion when the
County first determines such economic injury would cccur:

3. The employce has begun leave and. afler receiving such notice elects nol 1o return to
work,

K. County requires that an employee elaiming an inability to return to work duc to a continualion,
recurrence, or onset of a serious health condition, provide certification from a health care provider
to that effect.

2. MILITARY FAMILY LEAVE,
The military family leave provisions of the FMLA entille eligible omployces to take FMLA for; {The

critoria for cligible employecs is the same as regular FMEA)Y

A. Any qualifying exigency arising from the forcign deployment of the employse’s spouse, son,
daughter, or parent with e Armed Ferces: or

B. To carc for a covered service member with a serious injury or illness if the employec is the service
memiber’s spouse, son, daughter, parent. or next of kin. FMLA leave for this purpose is called
“mifitary carcgiver leave™,

C. The military memher must he on cavered active duty, under a call 1o aetive duty status, or have
been notified of an impending call or order to covored aetive duty.

1. For members of Regular Armed Forees, covered active duly is duty during the
deployment of' the member with the armed forces 10 a Toreign Country.

2. For members of the Reserve components of the Armcd Forces (members of the U.S,
Natienal Guard and Reserves), covered active duty or duty during the deployment of the
member with the Amied Farces to a loreign Country under n calf or order 1o setive duty
in support of the contingency operation.

3. Deployment to a forcign Country meas deployment 1o areas outside of the United
States, the Distrivt of Columbia, or any territory or possession of the United States, It
also includes deployment to international walers.

3. MILITARY CAREGIVER LEAVE COVERED SERVICE MEMBER.
A. A Current Scrvice Member is a member of the Armed Farees, including a member of (he U.S,
Nationnl Guard, who is undergoing medical treatment, recuperation, ar therapy, is otherwise on
outpaticnl status, or is otherwise on the temporary disability vetired list, for a serious injury or
llness: ar

B, A Veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury or
itluess, and who was discharged within the previous tive (53 years before lhe employce takes
military caregiver leave (o carc for the veleran,

C. Scrious injury or illness for a current service member is an injury or illness that was incurred by
the service metber in the line of duty.

4. OCCUPATIONAL INJURY TIME / WORKER'S COMPENSATION.
Emplayces injured on the job or sulfering from occupational diseases, as delined it the New Mexico
Workers® Compensafion Statule, NMSA 1978, 52-1-1 ¢t. Scq., shall reccive workers™ compensation
bencfits as preseribed by law.,

A. REPORTING SCHEDULLE.
All work-related injuries must be reperied 1o the employee’s Department Head or Elected Official
immedialely, at that time the supervisor and ciployee will contaet the Company Nurse Ioliine,
where a nurse will help to detcrmine appropriate treatment. A Notice of Accident shall be filled
oul and signed by the employee and the employee’s Department Head or Elected Official. The
First Report and Injury Form must be filled ouf and filed with Human Resources by the
cmployce’s Departiment Head or Elected Official. In circumstances of medical emergency, the
cmployee shall seek medical treatment, 11" unable to sign; The Notice of Accident Form will be
gogseree, L/io/guz ozi.1g o 0
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{illed out by the Department 1ead or Elected Official. In addition, the Supervisor's Repont of

Accident, HIPPA Medical Authorization Release, Witness Statement of Accident must be filed
with Humas Resourees on the tollowing work day, All accidents, however minor, shall be
reporled.

. INJURY LEAVE PAY.

An employee injured on the job may use acerued sick teave for the Mest seven {7) scheduled
working days afler the injury oceurs, 1 the cuployee is off work due to a work related injuey for
more thyn seven {7) deys and receives Waorkers' Compensation benelits for the first seven (7) days,
NMCIA will reimbugrse the County lor that amount which the employee received in Workers®
Compensation benefits {or those first seven (7) days. Upon receipl of the reimbursenent by the
County, the sick leave used by the employee will be re-credited 1o the employee,

L

An employee will receive the Workers® Compensation benetits as provided by law. The
employze will not draw any pay from the County unti! able Lo return to work. Acerued
sick leave or annual feave may aot be used to supplement Workers' Compensation
benefits. County employees wiil nol ncerue benetits while on Workers' Compensation,

. If an employee in unable to work due o an on the job injury, County will pay Lhe

County’s porlion of the employee’s hogpitalization insurance for a period nol Lo exeeed
three (3} months, It will be the responsibility of the employee 1o submil to the
Administration {MTice the employee™s portion of the medical insurance premium on or
before the regularly scheduled pay days. Alter o concurrent disability period ol three {3)
months, if s enployee is still unable to retum 1o work, the County will then require the
employee to pay bath the County and the employee portions ol the medical insurance if
the employee wishes to keep their insurance in foree, That status will remain for g
period of lime not 1o exceed six {(6) munths,

C. INJURY CARE,

An empioyee who incurs a work related injury or illness shafl be sHowed 10 choose the physician
for initial evatuation and treatment. 1f determined that the employee will require ongoing care,
Workers Compensation will then direct the empleyee to a contincted physician, In cireumstances
of medical emergency, the employee should go Lo the nearest urgent-care center, Vreatment
subsequent to the emergency treatment will b coordinated by Workers' Compensalion,

D. LIGHT DUTY RETURN TO WORK,

imployees who are on leave due to an injury or illness may be eligible Lo returt 1o wotk on light
duty status rfler their physician certities their litness to do so. The Depariment Head or [lected
Oficinl wnd Human Resources will determine if there is a position or duties for an employee to
perform fight duty work, “The County retains (il discretion as 1o whether or not an emsployee is
eligible for light duly status,

A

Coordination with Attending Physician.

An employce on leave due to a work related disability can return to work only when the

County receives the attending physician®s written medical release authorizing such

return. Human Resources is responsible for providing the physician with a copy of the

employee’s job duseription, capies of the job descriptions fr potential restricted duty

assignments, and writlen information explaining the County's retum - to - work

program.

Return 'Fo Work Options.

Arrangements 1o facilitate an employee’s early returit 1o work are made in consullation

with the employees attending physician and / or other qualified medical professionals

refained by the County or its insuranee carrier. The following options will be explored;

& Return to prior position, An employee is olTered the opportunity 10 return 1o the
prior pusition if the attending physician certifies that the employee can perform
the essential functions ol the jub with or without reasonalle acconumodations.
Human Resourees is responsible for working with the employee’s Department
Head or Eleeted Oificial and attending physician (and third party consultants, as
necessary) (o provide any rensonable accommiodations,
®  Restricted Duty, An employce who is not yet able to return to their former

duties are offered, subject 1o 1he restrictions set oul in Section 6-C of these
Rules, a tenporary resiricted duty assignment that has been approved by the
employee’s altending physiciun, Human Resources is responsible tor working
willl the employees Departinent ead or Elected Official and altending
physician to develop and implement the restricled duty assignment, I'he
assigment can consist of the employee’s regular job, with reduced working
heurs or reduced activities, or an akerative restricted duty position,
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3. Limitations on Restricted-Duty Assignments,
The following lintitations apply (o restricted duty assignments:

» No guaraitec of work. As pravided in Scvion I8 ™ of these Rules, 1he County
will endeavor to return employees to gainful employment as soon as possible by
cxploring possible restrieled duty assignments, However, the Caunty docy not
guarantee the availability of restricted duty wuork.

+  Pay rates and Workers” Compensation benefits. Employees on restricted duty
arc not guaraniced the rate of pay received for the position held al ihe time the
stislained a work-related injury or illness. The pay rate for a restricted duty
assipnment is based on the knowledge, skills, and the shilities required for the
job as well as general market conditions. Employees who return fo work hefore
they have reached maximum medieal improvement (MMI) may be cligible for
temporary partiat disability benefits under Waorkers® Compensation prageam, if
they earn less than they camed in {he position heid at the time thoy sustained the
work-related injury or iilness, Employces in restricted duty positions are not
pemitied Lo supplewent (heir workers' compensalion benefits by using the
accrued vacalion or sick leave.

¢ Tour {4} week timil, Restricted duty assignments arc lemporary anmangements
intended 1o compliment and lacilitate the healing process. Restricted duty
assigninents cannot excecd [our (4) weeks without approval from the
Depariment Head or Elected Official and approved by the County Manager.

4. Employee Refusal of Restricted Work or Training.

Tn the event thal an employce relises to refum to regelar or restricted duties in response
to a wrilicn bona lide offer of cmployment by the Counly sent via cenitied mail, the
employcc is scparated from (he County and the position wilk be filled permanently,
(NOTE: An exception to this tule applics in the case of employees who kave not yot
exhausted their FMILA Icave entitlement)

A written offer ol eaployment shall be on a fonm promulpated by the County Manager
and must clcarly statc:

*  The position offercd and the duties of the position;

*  The Counly’s agreement to any limitations or conditions set out in the altending
physician’s certification of the employee’s fitness to return to work:

¢ The job's essential functions; and

*  The job’s siart dale, wage, working hours, Department Head or Elected Official
and location;

¢ Length of assignment and required training.

5. Coordination with FMLA,
Nothing i these Rules should be construed as denying employees their rights under the
FMLA ar any other lederal or state faw. It is the County s policy to designate an
entployec’s nbsence Irom work duc (0 8 work-related injury or illness as FMLA leave ta
the exlent allowed by lederal law. Lmployees' entitled to FMLA leave can volumtarily
accept restricted duty assignments while they are recuperating. but they cannot be
required to do so. Employees who lose their workers' compensation benefits as a result
of dectining a restricted duty assignment are required to substitule any available paid
lenve such as vacalion or sick leave, lor unpaid FMLA leave. Until employces have
cxhausted their twelve (12) week I'MI1LA entitlemnent, they have the rght o be reinstated
Lo their original job or an equivalent job providing they are able 1o perform the job's
functions,

5. REHIRE OF WQRKERS INJURED ON THE JORB,
If tke County s hiring. the County may offer to rchire the individunl who has heen terminated from work
duc to an injury for which the emplayee has received, or is duc (o receive benefits under the Workers®
Compensation Statute, if the employee applies for (he pre-injury position, or a position similar to the pre-
infury position, subject lo the following conditions:

A. “The employee's treating health care pravider cenifies tat the employee is fit to carry out the pre-
injury position ar a modificd position similar 1o the pre-injury position without signilicant risk or
re-injury; and

B. The County has a pre-injury position or modificd position available,
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SECTION 12

USE OF COUNTY OWNED COMPUTERS AND ELECTRONIC
COMMUNICATION SYSTEMS

1. PURPOSE.
To establish and maintain a continuing ordinunee reparding the vse of cotnputers and clectronic systems
owned by Roosevelt County and Lo delineate the County's expectations regarding the use of such
equipment.
To ensure compliance with the Roosevelt Personnel Ordinance against sexual harassment and equal
employment oppotunily policies, to proseribe the usape of County owned computers and elecironic
communication systems for pornographic or other offensive purposes, and to prevent carruption of
Counly computer systems by the influx of computer viruses or olherwise.

2, SECTION,
The County's computer systems, all electronic and telephonic communication information {ramsmitied
by, received from, stored in, or stored by the County’s systems are the property of the County. The use
of email and other electronic communication systems and the Intemet is intended for Counly business
and is not o be used for persenal business, The County has the right 10 monitor employee use ol all
County equipment, including but not limited to, the Internet 2nd email. Employees have no expectation
of privacy in connection wilh the use of this equipment or with the trmnsmission, receipt, rud storage of
information in this equipment. The use of the Internet, including email, during business kours should
only be for the perfonmance of job duties,

If an employee receives a suspicions email, wnder no clrcumstances do not open it or follow an

links that may be attached oy iinbedded in the ematl. Do not forward this email te onr 1T
Technician or to your Depariment Head or Flected Official, call or send o separnte email, Wit

for our T Technician te look at the email and give vou instructions on what to do with it.

A. INAPPROPRIATE USE,
County Internet access shall not be used for any illegal or unlawiul purposes. Exomples of this
would be transmission of violent, threatening, defrauding, pornopraphic, obscene or otherwise
illegal or unlawful materials. Use of County internel through any Counly owned server shall not
be used for:
1. Electronic mail or messnging services shatl not be used 1o harass, imimidate or otherwise
annhoy another person;
2. Private, recreational or other non-County related activities:
3, Commercial or political porposes;
4. Personal grain such as sclling access ol a Roosevelt County user login, for or by
performing work tor profit wilh County resources in a manner not authorized by the
County;
Agtempting to circumivent or subvert security measures vn Roosevell County™s network
resources or any other systent comiected 10 or accessible through the internet;
G, Use Internet aceess for intereeption of network teaifie for any purpose unless engaged in
authorized network administration;
Make or use illegal copics of copyrighted material, store such copies on County
eguipment, or transmit these copies over the Roosevelt County network.

by

7

B. Iimployees will not oad non-work related software programs or non-work related download 1iles
to their County owned compitters either direetly [rom the internet or from other devices without
the written authorization of the Department Hend or Clected Official or the IT Technician, Such
uctivity may result in interference with proper and appropriate use of business equipment and
interfere with the County’s business, and i may also resuli in the eorruption, through influx of
virus or otherwise, of Counly equipment.

C. Employees will not antach peripherals or other elecironic devises to their County ownel
compulers withoul the written authortzation of the Department ead or Eleeted Otficial or IT
Technician, Such activity may result in the inerference with proper and appropriate use of the
County’s business,

D. "The County at any time, andd withaut notice, reserves and intends 1o exercise the right (o review,
audil, interecpl, access, and disclose any and all information created, sent, received, or olherwise
aceessed (hrough the email system or through the internet, This includes informatios that has
been deteted from an eniployee’s computer which may be retrieved (rom the compuler's backup
system,
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E. lixcessive personal calls, texts or emails during the workday, regardless of the device used, can
interfere with employce productivity and be distracting to others, Jimployees shall keep personal
communications 10 a minimum while on duty, whether they arc using the County electronic
cammurication device, or the employce's personal device. Department Head or Eleeted Officials
shall be responsible for disciplining their employces,

F. Emplayees shall abide by acceptable business cliqueite for ecll phone use by placing phones or
other clectronic communication devices on silent or vibrate during meetings, conterences and in
other location where incoming calls may disrupt the nonal work flow,

3. SOCIAL MEDIA,
The purpose of this section is to provide depariments and ofTices, as well as cmployecs with guidelines
for individual and group participation in Social Media outlets as a Rooscvelt County Enzployee. All
employces are responsible for their own actions,
Social media should be understood to include any website or forum that allows for the open
communication on the intemet including, but not limited 1o

. Social Networking Sites (i.c. LinkedIn, Facchook, cle. )

Micro-blogging Siles (i.e. Twitler, and other similar);

Blogs (including company and personal hlogs).

Online Encyelopedias {i.c. Wikipedia and other similar); and

Video and photo-sharing websites {i.e. YouTube; Flickr, ete.}

A, SECTION.
County respects the desire of employees (o participate in social medin during their personal time
and not during working hours. 1n goneral, employees who participate in social media arc frec to
publish their own personal information without restrictions by County. Employees must avoid,
however, posting information that could place the County at a competitive disadvantoge or legal
compliance risk. Ifant emiployee chooses to identily as an employee ol Roosevelt County on a
personal website or blog, the employee must adhere to the following guidelines:

1. Employees arc not authorized to speak on behalf of Roosevell County, unkess explicitly
given permission. Employees shoultl express only personal opindens online and an
employec should never represenl (hemselves as a spokesperson for the County or other
co-workers, clients, customers, colleagues or other individuals whoe work on behalf of or
who arc associated with the County, I'an employce choosces to post online content
relating o the County. the eployee should make it clear 1hat they are nol speaking on
behalf of the Countly.  Any ontine activity relating to or impacting the County should be
accompanicd by a disclaimer stating that “the postings on this websitc are my own and
do not necessarily reficet the County's opinion or position™. This disclaimer should be
vigible and casy 10 understand,

Employee may not use the County™s logo on any personal social media network without
permissian [rom the Counly Manager or designee in writing, This includes photographs,
depietions of County uniforms, badges, patches, marked vehicles, or any ilem
identifiable 1o belonging to Usc County.

3. Employees may not disclosc any inlormation that is conlidential or proprictary 1o
Counly or to any third parly that has disclesed information to the County. Consult with
the County Manager for guidance to what constilutes as confidential.

4. Employces are responsible for maintaining the County's positive reputation and
presenting the County in a manner that safcguards the positive reputation of themselves,
as well as, the County's other ciployees, manager, cte. Accessing social media for non-
waork related activities is prohibiled during working hours,

5. Use of social media at work is strictly prohilvited unless authorized for official County
purposcs. Likewisc, use of Counly property including computer, wireless technology or
internet networks for social media is prohibited. Empioyees are advised that county

- properly is monHored for improper use and will be defected,

If an empleyee uses social media to harm the County, County constituents, or fellow
employces, participation in socinl media while nol at work can have cmployment
consequences, limployees shall uot usc social media to intimidate, humiliate, denigrate,
offend, insult, antagonize or provoke another person, whether material is wrilten
comments, pictures, ariwork video or other references on their websitc or Uhrough other
mediums of communication. Mar shall an empoyec use social media to vielate County
policies, Counly ordinances, or State or lederal laws.

If social media activity by an emplayee is harmful or violates any ol the conditions of
this scction, then County may request the immediate deletion of any confidential or
proptielaty information or olher materials posted on social media which harm the
County. lellow employces, or otherwise violate the terms of this section Any employec
wha violates this section mny be subject 1o disciplinary action up to and including
icrmination.
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B. If any County eniployee beconies aware ol inappropriate use of social media in violation
of this section, the employee hus the responsibility to immediately report the conduct to
the Deparument flead, Flected Oflicial or Hluman Resourees.

9, Employees are reminded that information posted on social networking internel sites is
not private. ‘This information can be viewed by the public.

4. ELECTRONIC EAVESDROPPING / UNLAWFUL RECORDING.

A. 1t shall be a violation of the Roosevell Counly Personnel Ovdinance for employees to engage in
clectromie surveillance, eavesdropping, unawthorized or secret tape recording by use ol an
electronic recording device of any communications betwesn or among employees of elected
representatives ol the County of Roosevell,

B. 1t shall not be a violation of this section for einployees to electronically record conwmunications
with or mzongr employees or citizen contacts as necessary in the course and scope ol comdueting
ofticinl business, or as olherwise expressly permitted by the Persoanel Ordinance.

This section does not preclude the electronie recording of such communications when el parties
tor the communication are aware of the liet thal the communication is being recorded.

5. USE OF CELL PHHONES ON COUNTY BUSINESS OR WHILE OPERATING A COUNTY
VEHICLE.

A. County persoinel shall be permitted to use # cell phone while operating a county vehicle or
equipment only while using hands free, hand-held or voice-nctivated device, Law enloreemen
sghall not be required Lo use bards free, hand-held or voice activated device in the case of sn
cmergency.

B. [fitis necessary Jor personnel Lo read or write while taking the call, personnel shall pull off the
road and park in a safe location. All personnet should take time to bevome familiar with the
various cell phone tunetions, The cell phone should be placed where it is easy to see and reach.

C. County employees shall not have cell phones on or in use while fueling vehicles (studies show
that cell phones can ignile gasoline vapors while fueling).

. COMPLIANCE. Any person who uses a cellular phone or wircless personal digital assistant
devise for County husiness shall comply with all focal, state zud lederul laws and County
policies related to such use, Personnel shall sign an agreement to observe the above rules
regarding cell phone use and shall be subjeet to disciplinary action for non-complisnce,

6. RESPONSIBILITY FOR ENFORCEMENT.
The County Manager shall have the responsibitity for interpreting this section. Department EEcads or
Elected Officials are responsible for implementing this section. Any vielation of this seetion miay resull
in disciplinary action, up to and including tennination,

2.202735 11/10/2@20 2 11: 19 PI'I
Page: 41 of .
Stephanie H s Ruusev

B T T T g



SECTION 13

SUBSTANCE ABUSE

The County has adopted this employee substance abuse policy #nd a drug and alcohol testing policy for
the Sheriff's Oftice, Road Department, Detention Center, Emergency Management, and non-safety
sensitive cinployces. A safety sensitive employee is an employee wha performs duties for the County,
which have safety ramifications for themselves, fellow employces and the general public, These
positions may include but are not limited to employees who operate equipment/vehicles, have aceess to
confidentinl information and/or reecive calls for public service,

The purpose of this policy is to assure worker fitness for duty and to protect our employees and the
public from the risks posed by the inisuse of alcohol. the use of prohibited drugs and the misuse of legal
drugs. The County is concerncd only with those situations where usc of aleohol and other drugs
interfere with any employee’s health, job performance and adversely affeets the job performance of
other employces or is considered so serious as to be detrimental to the County’s operations and the
safety of himselfhersclf and others. There is no intent to intrude upon the private lives of cmployces.

Palicy: The County is dedicated to providing safe. dependable and economical services to our public.
County employcees arc our most valuabie resource and it is our goal to provide a healthy, satistying
working environment, which promotcs personal opportunities for growth. [n meeting these goals, it is
our pelicy to (1) assure that employces arc not impaired in their ability to perform assigned dutics in a
safe, productive, and healthy manner; (2) create 8 work environment free from the adverse cflcets of
drug abuse nnd alcohol misusc; (3) prohibit the unlaw{ul manufacture, distribution, dispensing,
possession, or usc of controiled substances: and (4) to encourage employees to seek professional
assistance anytime personal problems, including alcohal or drug dependeney. adversely affect their
ability to perform their assigned duties.

A. All safety-sensitive employces will receive training on the cffects and consequences of
prohibited drug or alcohol use on personal health, safety and the work environment, and the
signs and symptoms, which may indicatc prohihited drug, or alcohol use. The County will
sehedule mandatory classes but it is ultimately the responsibility of the employce to attend a
class provided for by the County.

B. All department heads and elected officials are designated to determine whether reasonable
suspicion cxists to require a covered cmployee to undergo aleohol/drug testing will reccive
training on the physical, behavioral, speech and performance indicators of probable
prohibited drug ot aleohol misusc,

L. Safety Sensitive Employecs.
Adherence to this testing policy is a condition of cmployment for all safety-sensitive
positions, Safety-sensitive functions refer to any functions contzined within an empioyce's

renlm of responsibilities that have an impact upoen the safety and general welfare of 1he public.

2, Prohihited Substances. Prohibited substances™ addressed by this policy include the following:

A, Illegally used controlled substances or drugs: Includes, but is not limited to; marijuana.
except when preseribed in accordance with New Mexico law, mmphetamines,
methamphetamines, opiates, pheneyelidine (PCP), and cocaine, as well as drugs not
approved for medical use by the U.S. Drug Enforcement Administration or the U.S. Food
and Drug Administration, Jllegal use includes use of any illegal drug, misuse of legally
prescribed drugs, and use of'illegally obtained preseription drugs. The colicetion agency
shall adhere to nll requirements outlined in 49 CFR, Part 40 DOT Guidelines in
determining what eonstitutes a positive test.

B. Legal Drugs: The appropriate use of legally preseribed drugs and non-preseription
medications is not prohihited. However, the use of any substance, including synthetic
drugs. which carriers a warning label that indicates that mental funetioning, motor skills,
or judgment may be adversely affected shall be reported by the employee to their
supervisor and medical advice shall be sought by botb the employee and supervisor, as
appropriate, before performing safety-sensitive funetions. A legally prescribed drug
meins thal an individual has a prescription or ather written approval from a physician for
the usc of a drug in the course of medical treatment. The misuse or abuse of legal drugs
while performing otficial business is prohibited,

C. Aleohal: The usc of beverages or medications containing alcohol, subject to Paragraph
11.3(B) above.
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3. Trohibited Conduct.

A. Manufacture, Trafficking, Possession, uind Use, Employees are prohibited from engaging

in the unlawful manufacture, distribution, dispensing, posscssion, or sale of prohibited
substances while on duty, on County premises, or in County vehicles. Law cnforcement
shall be notified, as appropriate, where criminal activity is suspecied.

. Intoxication/Under the Influence; Any safety-sensitive employee who fails a drug test or

has u breath alcohol concentration of 0.02 or greater shall be removex trom their satety-
sensitive position and referred to an SAP (substance abuse professional). Such test result
will subject the employee to disciplinary action up to and including termination. A safcty
sensitive employee with a breath alcohol concentration of 0.02 or greater shall be
immediately retnoved from their safety-sensitive position for a ininimum ot'8 hours or
until they ean pass an alecohol test with a BAC of less than .02, [f a breath analyzer is
unavailable, testing will be condueted via blood test.

. Alcohel Use: No employee should report for duty or remain on duty when his/her ability

to perform assigned duties is adversely atteeted by alcohol or when histher breath aleohol
concentration is 0.02 or greater, No employee shail vse nleohol while on duty, or while
performing County duties. No employee shall use aleohol within four hours of reporting
for duty; or up to eight hours following an accident or until tested, Employeey, shall upon
being notified to report to duty, acknowledge aleohol use and their inability to perform
his/her duties and shall be excused from doing so without turther consequences. No
County employee under the age of 21 shall have a breath aleoliol concentration of .02 or
gredter at any time while performing dutics for the County, Violation of these provisions
is prohibited and punishable by termination,

. Compliance with Testing Requirements: Safety-sensitive employees shall be subject to

urine drug testing and breath aleohol testing, Non-safety sensitive employees may he
subject to urine drug testing and breath olcohol testing hased on reasonable suspicion,
Refusal to comply with a request for testing, refusal to sign the drug testing chain of
custody form, inubility to provide sutlicivnt quantities of breath or urine to be tested
without a valid medical explanation, tampering with or attempting to adulterate the
specimen or collection procedure or not reporting to the collection site in the time allotted,
shall constitute o verified positive test result,

4. Testing Which Results In a Dilute Specimen.

A. Decfinitions:

Dilute Drug Screen — A druy sereen thut is identified hy the testing lab as an irregular
specimen pertaining to the speeimen’s specific gravity and cremtinine concentration,
(The irregularity in specitic gravity minimizes the reliability of the testing procedure and
therefore reduces the reliability in the results,)

Primary Teat — A test that is conducted for pre-empleyment, random or Reasonahle
sugpicion.

Monitored Tests ~ The County will ofter ull employees who are required to take a
seeond level test the opportunity {o have the test monitored by u supervisor, if allowed,

B. Dilute Drug Screen Procedure - A dilute drug sereen for Sherift’s Oftice, Road Department or
Detention Center who are covered by this policy will be handled as follows:

1. Primary Test - Identified as Dilute:
¢. The employee shall enter into a re-entry contract as defined below.
if the employee’s physician certifies in writing that there is a valid medical cause for
the dilute result, unrelated to illegal drug use or preseription drug abuse, the
employee may submit to a hair sample test, at the County’s expense, to contest the
results.
b. The employee without a physician’s certificution may submit to a hair sampte test
to contest the results if the employee pays, in advance, for the cost of the test.
2. Second Level Test (test for re-enfry purposes or follow-up tests defined within & re-
cntry contruct)

4. Monitored Dilute - The County will aceept the test resulty as provided by the lab;
tesis will be monitored, |
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C. Dilute Specimen Test for Employment Applicants: Any applicant for employment with Roosevelt
County whosc pre-employment drug and alcohol screen test is identificd as dilute, shall not be
eligible for employment and is prectuded from re-application for employment for:

1.a period of one (1) year from the date of the test, or

2. the applicant may submit fo a hair sample test to contest the resulls if the applicant pays,
in advance, for the cost of the test. [n the event the hair samplc test results are nepative,
the applicant will be cligible for immediate hire.

3. if the employee’s physician certifics in writing that there is a valid medical causc for the
dilute result, unrclated to illegal drug use or preseription drug abuse, the employcee may
submit Lo a hair sample test (0 contest the results,

4, Treatment Requirements. All employees arc encouraged to make use of the avaiiable resources
for treatment for aleohol misuse and illegal drug use problems, Under certain efrcumstances,
employces may be required (o undergo treatment for substanee abuse or alcohol misuse, Any
cmployee who refuses or fails to comply with the County®s requirements for treatment, afler care,
or returty ¢ duty will be subject to termination. The cost of any treatment or rchabilitation services
will be paid for direetly by the employee or their insurance provider. Employees will be allowed to
take accumulated sick leave and vacation tenve to participate in the preseribed rehabilitation
program,

5. Proper Application of the Policy. The County is dedicated to assuring fair and equituble
application of this substance abuse policy. Therefore, department heads/clected officials arc
required to use and apply oll aspects of this policy in an unbiased and impartial manner, Any
department head who knowingly disregards the requirements of this policy, or who is found to
deliberately misusc the policy concerning subardinates, will be subject to disciplinary action, up to
and including termination.

0. Testing Procedures.

A. Safety-scnsitive employecs of the County shall he subject to drug (urine) and alcohol testing for
reasonablc suspicion, return: to duty, follow-up or random and may be subjceted to testing
following an accident. Follow-up testing will be conducted for a period of one to five years,
with up to six tests performed during the first year ind as many as four in subsequent years,
The Substance Abusc Professional {(SAP) may delermine the frequency and duration of follow-
up festing,

B. Testing shall be conducted using techniques, equipment and certified laboratory facilities to
ensurc a high degree of accuracy and reliability. Alcohol testing may only occur during or
immediately before/after performing safety sensitive dutics and up to cight hours following an
accident. Drug testing inay oceur any time while performing dutics for the County and up to 32
hours following an accident.

7. Pre-Employment DPrug & Alcohol Sereening. All applicants for employment with Roosevelt
County shall be required to take a drug and alcohol sercening test when they report for their pre-
employinent medical examination or when otherwise directed by the County Manager or his/her
designee. Any 2pplicant for employment with Roosevelt County, whose pre-employment drug and
alcohat screen test is identified as positive, shall not be cligible for empleyment and is precluded
from re-application for a period of one (1) year trom the date of the test,

8. Emiployee Requested Testing, Any salcty-sensitive employee who guestions the resuli of a
required drug test under paragraphs 6.A of this policy may request that an ndditional test be
conducted. The test will be conducted on the split sample that was provided by the employee at the
same time as the original sample. The method of colteeting, storing, and testing the split sample will
be consistent with acceptable testing standards. The employee’s request for a split sample test must
be made to the Medical Review Officer* within 72 Lours of notice of the original sample verified
test result. Requests after 72 hours will only be accepted if the delay was duc to docurnentable facts
that werc heyend the control of the employee. An employee requested fost will be at the expense of
the employue,

9. Reasonable Suspicion Testing, All employces shall be subject to urine and/or breath testing when
there is reasonable suspicion to belicve an employee is under the influcnce of prohibited substances,
A reasonable suspicion referral for testing will be made based on articutable objective facts und
circumstances, which are consistent with the short-term cffects of suhstance abuse, Testing an
employee, based on reasonable suspicion requires County Manager or designoe’s approval,
Examples of reasonable suspicion include, but are not limited to the following;
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A. Physical signs and symptoms consistent with prohibited substance usc,

B. Evidence of the manufacture, distribution, dispensing, possession, or use of controlled
substances, drugs, alcohol, or other prohibited substances.

C. Occurrence of an accident that may have been caused by use ol a prohibited substance or
aleohol misuse,

D. Fights (to mean physical contuct), assaulis, and flugeant disregard or violations of established
sufety, security, or other operating procedures.

E. Odor of alevhol or prohibited substance on persen, clothing or in workspace,

10. Post-Accident Testing. Any County employee involved in an automobile/heavy equipment

aceident occurring on County property or involving County equipment/vehicle meeting any of the
tollowing criteria shall be subject to a drug or aleohol test:

A. An individual dies;

B. An individual suffers bodily injury and immediately receives medical treatment away from the
scene of the nccident;

C. One or mote vehicles incur disabling damage because of the aceident and are transported away
from the scene by tow truck or other vehicle; or

D. The County driver was cited in the accident,

1. Random Testing,

A. Employees in safety-sensitive positions shall be subjected to random, unannounced drug testing,
The selection of satety-sensitive employees for random drog testing will be made using a
scientifically vakid method that eusures ench covered employee will have an equal chance of
being selected each time sclections are made. The random tests will be unannounced andd
spread throughout the yeur on all days and during all hours of operation.

B. When o safety-sensitive employee is infonned of o random drug test, they must be tested as
soon a8 is reasonably possible but in a time not to exceed 3 hours.  Alf employees who have
been randomly selected or are testing in conjunction with 6.A will be notitied in writing by
Human Resources. All positive tests will be collected as a split sample, giving the employee an
opportunity to exercise his/her right to an additional test (Section 6,4) on the sample collected.
Should the County’s agent not collect a split sample, the results of the test for which a split
sample was not collected, will be disregarded by management and the employee will not be
required to re-test for this specific testing period,

C. AH safety sensitive employees shall be placed in a selection pool and random drug testing shail
eome from this predetermined pool. The individual pools shall be defined as follows:

Sheriff™s Oftice

Road Department
Detention Center
Emergency Management

S S

D. Shitt employees, or employees who are not ol work on the day of the scheduled test (random or
otherwise), and who have been selected for testing, will be required 10 test immediately upon
their return to work/duty and will be notified and expected to adhere to the rules as described
above,

2, Return-To-Duty Testing. A return-to-duty test is required of an employee who has had o positive

drug or alcohol test and must he passed (negative non-dilute) before they can return to a safety-
sensitive position. The Subsfance Abuse Professional {SAP) must first elear the employee to
return-to-regular-duty nfter the evaluation and insure the employee has consented 1o freatment, The
refum-to-duty test may be for drugs and/or aicolol as required. Any work missed due (o g positive
drug/aleohol test or due to treatment shall be charged to the employee’s sick leave andfor annual
leave (employee’s choice) or leave without pay it the employee has no leave balances,

13. Follow-Up Testing. Once allowed to return to duty, safety-sensitive employees shall be subject to

unannounced follow-up testing for at least 12 but not to exceed 60 months, The SAP may
recomnend the frequency and duration of the follow-up testing ns long as not more than six fests
are performed during the first 12 inoenths after the employee retums to duty. Follow-up testing is
separate from and in addition to the random testing program,

14, Employment Assessment. The SAP muy refer any safety-sensitive employee who tests positive for

the presence of illegal drugs or alcohol above the minimum thresholds for evaluation. A SAPisa
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licensed or certified physician, psychologist, social worker, einployee assistonce professional, or
addiction counselor with knowledge of and clinical experience in the diagnosis and treatment of
aleohol-related and drug-related disorders. The SAP may evaluate cach employee to determine
what assistance, if any, the employee needs in resolving problems associated with prohibited drug
use or aleohol misuse. Employces may sclect the SAP of their choice as Jong as the criteria above
is met.

15, Departmental Rule for Positive Drug/Alcohol Test.

A. Any probationary employce who, because of this policy tests positive for drugs and/or aleohol,
will be terminated immediately.

B. Any employee who has been placed on an improvement plan and who tests positive for
drugs/alcohol as defined by this policy will be tenminated from employment.

C. Safcty Sensitive Positions;

1. A pasitive prohibited substance/nleohol test for an officer or dispatcher shall be reported to
the New Mexico Law Enforcement Academy Dircctor as outlined in the NMLEA Handbook
Subscetion B4 of 10.29.1.11 NMAC.

2. Any safety sensitive cmployce who tests positive for prohibited substances andfor alcohol
under this policy shall be tenminated from employment with the County.

3. Any safcty sensitive employce whose primary fest is determined to be a dilute test will be
subject to the terms and conditions as defined below.

D. Any safety sensitive employce who is covered by this policy and whose primary test is
determined to be dilute s herein defined, shall be subject to the terms and conditions of:

1. Rule re, Random Testing of this policy. and;
2, Rule re. Return fo Duty testing of this policy.
3. Ifapplicable, any CDL provisions that may apply.

16. Detection. The County reserves the right to inspect, at any lime, all County properly and al}
County vehicles and equipment for the presence of prohibited substances ot aleohol. All
inspections will be scheduled as deemed neeessary by the County Manager or his‘her designee and
condueted by the Roosevell Caunty Sheriff's Office.

17. Veluntary Request For Assistance.

A. The County intends fo give the same consideration to persons who voluntarily request
assistance (prior to being randoinly sclected or solected for cause) with chemical dependencies
as it does 1o cmployecs having other disenses. Thercfore, emptoyees are encouraged 1o scek
professional assistance anytime they cxpericnee personal problems, ineluding alcohol or drug
dependency.

Early recognition and treatment of chemical (drug and alcohol} dependency problems is

important for successful rchabilitation and reduced personal, family and social disruption. The

County supports sound treatment cfforts and an employce’s Jjob will not be jeopardized for

conscientiousty sceking assistance prior to random sclection or selection for cause. Notmal

County benefits, such as sick leave and the group inedical plan, arc available to give help in the

rehabilitation process to any employee who voluntarily requests assistance for chemical

dependencics,

C. Employces are encouraged to self-report aleohol and drug dependencics prior to random testing
selection or testing based on reasonahle suspicion. The County has an obli gotion to maintain the
public trust; therefore. any emnployee identific| with o positive Lest result for itlegal drugs,
inappropriate use of prescription medications or alcohol will be terminated.

w

18. Delinitions, Medical Review Officer (MRO): The MRO is a licensed physician who has
knowledge of substance abuse disorders and has nppropriate medical training to interpret und
evaluate positive drug test resulis, The List of primary responsibilitics below is followed by
standard operating procedures neecssary to earry out those responsibilitics:

A. Receive test results from the laboratory
B. Review all drug testing results prior to reparting
(. Verify that the laboratory report and assessment are correet
D. Review and interpret cach confirmed fab tested positive result
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Conduct a medical interview, providing an oppuertunity for the employee to discuss a positive
test result

F. Notify employer of verified positive test
G,
H. If necessury, re-analyze the original specimen to determine the accuracy of the test result

Process employee request for re-test

19. Records.

A,

All records of the controtled substance abuse prevention program must be kept in a seeure
lecation with controlled access in the Human Resources Office. Regulation requires that certain
reconds according to their importance be muintuined for varying lengths of time, from one (1) to
five (5) years.,

. Records must be kept confidential and be made aveilable for inspuctions by the County

Manager within two {2) business days tollowing a request by an authorized representative of the
Federal Highway Administration. These records should not be made a part of a driver’s
personnel tile.

. The following are entitled access fo these records through approval ot the County Munager:

CDL Issuer or his/her representative,;

The Secretary of Transpontation;

Any Department of Transportation Agency;

Any State or Local Official with regulatory anthority over the employee;
Any prospective employer with the employee’s written pennission,

o

20. Confidentially: No laboratory reports or test results shall appear in the employment personnel file
unless they are a part of a disciplinary action, but shall be placed in a special locked file.
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SECTION 14

WORKPLACE HARASSMENT

1. PURPOSE.
This workplace harassment section is intended o promote a safe and harmonious work environment free
from all forms of unlawful harassment. Workplace harassment in any form is stricily prohibited,
whelher directed at emplayces, customers, or others.

2, SECTION,
This section applies to all employces. Depariment Heads, Flected ofieials, and volunteers. The Caunty
expects thal employees will treal one another with courtesy, digaity. and respeet. Sexun] harassment is a
form of misconduct, which constitutes a scrious offense and subjects offenders to disciplinary action, up
to amud including termination,

The Connty will exercise reasonable care to prevent of correct any sexually harassing behavior by
providing (raining, by enacting a formal ordinance, by teunching prompt, thorough, and impartial
nveslipalions of any complaints, and by enforcing appropriate disciplinary actions,

Each Department Head, Elected Official and / or supervisor is vesponsihle for:

A. Complying witls this section and reperiing scxual harassment complaints or observations ta the
County Manager, Human Resources, or County Atfomey. Under ho circumstances is a
Department Head. Elecied Offteial or supervisor authorized to investigate alleged violaions of
this scetion.

B. Distributing this section ta all employees and, where appropriate, in¢luding in new eniployee
arientation material and publicizing in employee publications.

3. DETINETION OF SEXUAL HARASSMENT.
Aceording to the EEQC, any unweleame sexnal advances, requests [or sexual favors, sexual demands, or
oiher verbal, non-verbal, physical, or visual conduet of a sexual nature will constitute sexual harassnient
when:

A. Submizsion to such conduct is made cither cxpliciity or implicitly, a term or condition of an
individual’s employment:

B. Submissicn to. or rejection of, such conduct by an individual is used as the hasis for cmployment
decisions and / or opportunitics alfecting such indfvidual; or

C. Such conduct has the purposc or effeet of substantially interfering with an individual*s work
pertormance, or creating ar intimidating, hostile, or offensive working environment;

D. In third perty situations, one individual is offended by the sexual internction, conduct, or
communication between others.

4. EXAMPLES QOF SEXUAL HARASSMENT,
Sexunl harsssinent cat oceur in a variety of forms. Narassing conduct hased an gender often is sexual in
neture bul sometimes is not, This section forbids harassment based on gender repardless ol whether the
affensive conduct is sexual in nature, Sexual harassment is unaceeptablc in the workplace itscll and in
other work-related settings such as business trips and husiness-related social events. The following me
sonic canmon examples of beliviors or situations that may constilute sexual harassment if they arc
utweleonme and if they create o liostile, inlimidaling or ofTensive wark environment:

A, Repealed, unwanted socinl invitations;

B, Touching, e.g., hugs, massages, fanny pats, hip-grinds, and behavior that, if it occurred to a
stranger on the street, would subject the cmployee to charges of molesiation, indecent cXposure,
assault, or rape;

C. Sexual gestures ar other offensive body moevemeuts, sueh ag. “the finger,” or grahhing personal
arens of the body:

D. Sexually suggestive or abusive talk, e.g.. dirty jokes, sexua innuendocs, talking aboul body parts,
and repeated, unwanted sexually explicit invitations, bragging or speenlating about ong's own or
olhers sexual performance:

E. “Threats or retaliation sgainst an employee who refuses unwelcome sexual altention er scxual
hehavior;
20202735 11/10/2020 @2:11:
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F. Oven promises or practices that imply prelerential treatment for any employee in exchange for
dates, sexual attention or sexual behavior;

G. Oftensive printed or written malerials;

H. Any conduct that ridicules, or is malicivus or abusive to, an individus] because of the
mdividual’s gender:

L Asking an employee questions of a sexunl nature,

5. DEFINITION OF WORKDP1L.ACE HARASSMENT,
Harassment is a form of employment discriminatiot: that violates Title V11 of the Civil Rights Act of
1964, the Age Diserimination Act of 1967, (ADUIA), and the Americans with Disabilities Avt of 1990,
(ADA). Harassment is unwelcome conduct bused on race, color, religion, sex, (inciuding pregsancy),
national arigin, age, (40 or older), disability or genetic deformation. Harassiment becomes unlawlu)
where:
A. enduring Lhe offensive conduet becomes a condition of continued employment, or

B. the conduct is so severe or pervasive enough to create a work environment that a rensonable
person would consider intimidating, hostile, or abusive.

Anti-discrimination laws also prohibit harassment against individuals in retulistion for filing a
discrimaination charge, testifying, or participating in any way in an investigation, proceeding, or lawsuit
under these laws; or opposing aiployment practices that they reasonably believe diseriminate against
individuals, in violation of these laws.

6. EXAMPLES OF WORKPLACE IHARASSMENT.
Petty slights, annoyances, and isolated incidents (unless extremely serious) will not rise to the level of
illegality. To be unlawiul, the conduct must create s work environment thot would be intimidating,
hostite, or ollensive to reasonuble persons.

Oftensive conduct may include, but is not limited to, oliensive jokes, slurs, epithets, or name calling,
physical assaults or threats, intimidation, ridicule or mockery, insulls or put-downs, offensive objecls or
pictures, and interference with work performance. 1lamssment can oceur in a variety of circumstances,
incuding, but not limited to the fallowing:
A, The harpsser can be the victim’s supervisor, 4 supervisor in another aren, an agent of the
employer, a co-worker, or a non-employec;

B. ‘The victim does not have (o be the person harassed, but can be anyone atfected by the otfensive
conduct;

C. Unlawlul harassment may oceur withoul economic injury fo, or discharge of the vietim,

7. PROCEDURE.
A, Employees experiencing or witnessing sexual harassment or workplace harassment must
immediately report it 1o the County Manager, ] luman Resourees or County Attorney. #imployees
fuiling 1o report sexual harassment may be subject to disciplinary sction.

B. ‘The County Manager, Human Resources or County Attorney or an oulside party retained by
Cuounty imnagement will prompily, thoroughly, and impertinly investigate any complaint of
report of any violation o this seetion. nvestipations will be initisted within three (3} working
days afier receipt of the complaint, .

C. "To the extent possible, the emplayee’s confidentiality aud that of the witness and the alleged
harasser will be proteeted against unnecessary diselosure.

. Fhe County will take prompt disciplinary and or remedial action (or viclations of this seclion.
Such discipline may range from a verbal warning to discharge frony empioyment.

t. ‘The affected employee will be informed of the lindings when the invesligation is complere,

F. The County takes complaints ol vielations ol this section sericusly, In addition, false or
dishorest complaints or reports are also o violmion of this section. 1fa complaint or report is
deliberately made in bad fith or dishonestly, the responsible party may be subject to diseiplinary
action.
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G. anhm}__ in this section shall prohihit an employee from Gling a complaint directly with the Equal
Employment Opporunity Commission (EEOC) or the New Mexico Human Rights Division
(NMIIRD}. This option may be used when an employee leels they have not obtained relief from
the County. Employees arc encouraged to seck consultation with the County Manager, Human
Resources, or County Altorney before filing a formal cotnplaint with the EEQC or NMHRD.

8. MANDITORY TRAINING.,
Perindic mandatory training for all employecs. including Department Heads, Elected Officials and

supervisors, will be provided by the County to inerease knowledge of the workplace harassment section,
state arul federal laws and the process for enforcing the ordinance,

Employces should report sexunl harassment from vendors, customers, other County employees and the

9. VENDORS AND CUSTOMERS. l
general publie utilizing this section.
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SECTION 15

MISCELLANEOQUS

1. DESIGNATED WORK AREAS,
All employees are to be their designated work areas on time and ready to work. They shall work until
the scheduled quitting time, unless permission of the Department Head or Elected Official has been
obtained for ditferent work hours. Employees shall not litter work areas and will keep them neat and
clean,

2. PERSONAL BUSINESS.
Persanal business shall not be conducted during work hours or on County premises.

3. SOLICITATION.
No solicitation will be allowed in a County-owned building or on County property, AH legitimate
proposals should be directed to Department Hend or Elected Officials or persons responsible for
purchasing. Salesmen should not consulit direetly with employees.

4, SAFETY.
The County will develop, implentent, and entorce such safety standards and rules ag are deemed
neceysary for safe operations, Employees will be expected 1o abide by County safety rules and
procedures and any violution will resuft in diseiplinary action.
A. OCCUPATIONAL SAFETY AND HEALTH ACT.
The New Mexico Envirommental Improvement Division, Occupational Satety and 1lealth Unit, is
responsible for enforcing the provisions of the Oceupational Safety and Health Act of 1970
{OSHAY} upen units of local government. "This agency has the power to inspect County operations
and assure compliance with the Act snd will promulgate such rules and procedures for employees
as to establish and inaintain compliance.

B. UNSAFE CONDITIONS,
Unsafe conditions existing in the work environment shall be reported immedialtely to the
Department Head or Elected Official in order that corrective action can be taken. Machinery and
or equipment which are unsafe to operate as fabeled by the Depariment Head or Elected Official
will not be used until necessary repairs have been made.

C, PERSONAL PROTECTIVE EQUIPMENT.,
Protective equipment for certain jobs will be prescribed by Department Head or Blected Officials
and must be wom by employees during the duration of the job which requires protective
equipment. Failure to do so when it hias been prescribed will be grounds for disciplinary action.
On jobs requiring personal protective equipment, {he required equipment shall be issued to the
individual employee and he shall be responsible for it until it is returned at the complelion of the
job.

I». LOSS PREVENTION COMMITTEL.
The committee shall serve as an advisory committee to the County Manager on ail matters rclated
ta the County Risk Monagement prograni.

E, INCLEMENT WEATHER,
The County Manuger, may consult with the Departinent Heads or Elected Officials, and may
close offices, authorize lale reporting or early release due to inclement weather, non-essential
employees will be compensated {or normal work hours as administrative leave with pay and
shown on a Leave Request Form, il the employee was not on a leave status that dey. Inclement
weather [ecave pay will not exceed efght (8) hows in one (1) work day.

F. LEAYE FOR UNFORESEEN CIRCUMSTANCES. The County Manager may elose
inelividval oftices, authorize late reporting or early release due 1o unforeseen conditicns beyond
the County’s confrol that prevent the employees from performing duties. Department Head or
Elected Officials will report this leave es adininistrative leave with pay and show it on a Leave
Request Form,

5. COUNTY PROPERTY.
The responsibility for County equipment or property used by an eniployee in the dischatge of one’s
duties belonps to the employee. The employee entrusted with equipment by the Depatiment Head or
Elected Official assumes sole and complete responsibility for the condition and proper use of such
property or equipment from the ritne of assuming usc or control until acknowledgment of its return by
the Department Head or Blected Official. Monetary costs of damages to County property or equipment
caused by coreless, negligent or deliberate acts of omissions by the using employee may be deducted
from the net pay of such employee.
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6. COUNTY YLEHICLES.
No County vehicle will be taken out of the County without permission of the Depariment Head or
Elected Official. County vehicles shall be used for County business only. County vehicles may not be
taken home unless designated permissible in the Accident Prevention Program and adheres to the Fringe
Benefits rule. The Roosevelt County Vehicle Accident Prevention Policy Program adopted by the
Board outlines:

A, County vchieles shall tiot be used for personal husiness, cxcepl as indicated in commutting.
Employee family members not on official County husiness are rot allowed (o ride in a County
vehicle, unless permitted in writing on the (Waiver and Release of Liability Form), which will be
on file in the Human Resource Office; and strict adherence Lo (his policy is directed to all
employces operating a County vehicle,

B, Smoking in all Counly vehicles or molorized equipment is prohibited.

T. WEAPONS IN THE WORKPLACE,
Tt is the policy of the County that employees are strictly prohibited from introducing, possessing, using,
buying or selling weapous, firearms, ammunition, explosives, or ofher ilems constituting deadly
weapons pursuanl to NMSA 178s 30-1-12 (b) (1963), as amended, said weapons are prohibited on any
premises controlled by the County.

A. The aforementioned statemenit regarding the possession of firearms or other dangerous items does
not pertain to deputies commissioned by and for the SherifT's Office, when said employees are in
the lawful performance and discharge of their dutics,

B. The aforementioned statement regarding Ihe possession of firearms does not prohibit an employce
who lawfully possesses a Frearm and or ammunition in a locked privately owned motor vehicle in
a county parking lot or parking area.

C. The aforementioned statement regarding the possession of fircarns does not prohibit an employee
with o valid concealed handgun licensc to carry a handgun consisten! with the limilations imposed
by NMSA 1978, Seclion 29-19-} et seq.

D. Il an exmiployee has questions about this scelion, or becomes awarc of anyone geling in violalion
of this section, the enployee shall contact the Department Head or Blected Official immediately.

E. Fuilure to abide by the terms of this section may result in discipline up to and including dismissal.

8. SEARCHES AND SURVEILLANCE.
The Counly’s employees should not expeet privacy in their personal effects while on County properly
or on County time, Employee workplaces may be subject (o video surveillance. The County may
search lockers, desks, toolboxes, lunch sacks, clothing, County internct, County emaii or County
compuer accounts and County electronic media / starage, a County vehicle, and any other item in
which unauthorized weapons or other contraband nay be hidden. To the extent that an empioyee
refuses to permil o search, such refusal may constitute grounds for disciplinary action,

9. NORMAL WORK HOURS,
County Offices shall be open between the houes of 8:00 a,nm, to 12:00 p-m and 1:00 p.mn. to 5:00 p.n,
Monday through Friday unless it is a County approved holiday. Some offices may ehoose to open
during the period of 12:00 pm. 1o 1:00 p.im. 1o sccommodate the public. Offices can be closed for a
funcral only if the person deccased was an employee of the County, The office can be closed for other
occasions only with approval of the Board, or County Manager in cmergent situations.

10. REDUCED WORK HOURS.
The Board may reduce the tumber of work hours by resolution, if the Board determines the County
budget will not sustain the normal work hours. Redueed work hours will npply to all full-time
employees af the County, with the possible cxception of those employees in salefy scnsitive positions.

11, CHILDCARE AND / OR THE PRESENCE OF CHILDREN OF COUNTY EMPLOYEES DURING
WORK HOURS,
A, PURPOSE,
To establish and maintain policy regarding the presence of children of County employees and
other fatnily members on County property during working hours, and to delincate the County's
expectation regarding this matter. To preverti the possibility of injury or harm fo County
emplayces’ children, to lesset: the exposurs of liability to the County, and e comply with the
Anti-Donalion Clause of the New Mexico Constitution,
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B. SECTION.
The County does not and cannot provide day care services Tor its employees’ children, This
service is not available and is not a benefit to County employees, Children of County employees
shall not accompany their parentsts) to work under any circumstances. 1{ an employee cannot
arrange for care of the child(ren), the employee must contact the Depariment Head or Elected
Official and arrange for their absence froin work.
This section should nol be construed as forbidding the occasional visit of family inembers or the
children of County employees as long as (he visit is not disruptive to the work environment and
the child is not left in the care of the County employee while on duty. Any violpion may result in
disciplinary action up to and including termination,

12. ADULT FAMILY MEMBERS OF ROOSEVELT COUNTY EMPLOYEES,
Adult family members of County employees are prohibited from accompanying the employee to work,
This does not include the occasiona] visit of family members as long as the visit is not disruplive to the
work environment and is not an extended amount of time.

13, LACTATION AND OR BREASTFEEDING.
The County wili provide reasonable break times as needed for any employee who is breastfeeding her
child after the birth of that child. When notified of the need, the County will designate a clean and
private room in the tacility of the employee requesting space for this purpose.
Employee Responsibility.
Any breast milk stored in a County refrigerntor must be lubeled with the name of the employee and the
date of expressing the milk. Employees storing milk in o County refrigerator assume oll responsibility
for the safety of the milk and the risk of harn: for any reason, including improper storage or
refrigeration and tampering. Any time in addition to established employee breaks will be unpaid. No
overtime will be granted while a nursing mother is using a breast pump.

14, ADDMTIONAL RULES.
Employees shall cbey all edditional rules, directives and requests stated verbally or in writing by
Department Heads and Elected Officials. Employees are generally required to follow all standards,
tules, procedures, and policies that are similar or normally expected in the work
place.

15. MEETING FINANCIAL OBLIGATIONS.
All employees are expected to discharge their just financial obligations, especially those such as
federal, state or tocal taxes. Employees are also expected to bonor all other valid debts, including
personal commercial debts, Government contractor-issued credit card debts. Claims based on court
judgements, federatly insured student loans and tax delinquencies, and to make and adhere to
arrangements for settlement of debts. For furher information refer to the most current version of the
Roosevelt County Ethics Ordinance Section: 6.4.5

16. SMOKING IN TIE WORKPLACF,
$moking shall not be permitted near any building entrance, ineluding a door, window or  ventilation
system of any county building as per the provisions of the [ee Johnson Clean Indoor Air Act. Smoking
shall include: e-clgaretses, cigareties, cigars, pipes, hookahs, or vape pens.

A. the distance shall be a reasonable distance suflicient to ensure that persons entering or
leaving the building or facility shall not be subject Lo breathing secondhand smoke and to
ensure that secondhand smoke does not enter the building.

This alse includes ne smoking or vaping indoors in county buildings, This includes enclosed places
where one or more persons engage in work, including lobbies, reception areas, offices, conference and
meeling rooms, break rooms and empleyee lounges, classrooms, hallways, stairways, waiting areas,
elevators and restrooins and includes all indoor workplaces and enclosed parts regardless of whether
work ocours at any given time, -

17. RESPONSIBILITY FOR INTERPRETAION AND ENFORCEMENT.
[n cases where the provisions of this ordinance may be vague, unclear, or subject 1o multiple
interpretations, the County Manager shalt provide the interpretation and clurification, The County
Manager shall have (he responsibility ol interpreting this ordinance. Departiment Heads and Efected
(Mtieials shall be responsible for implementing this ordinance.
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SECTION i6
AUTHORITY

1. RULES,

These rules are promulgated on the authority granted in the state and federal law and the Ordinance
providing flor these rules,

2. SAVINGS CLAUSE.

Ifany article, section, paragraph, clause, word or phrase of this Ordinance is held to be invalid or

unenforceable by any ¢courl or competent jurisdiction, such decision shall not affect the validity of the
remaining provisions of this Ordinance,
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