


The Commission takes complaints of discrimination and harassment very seriously. There is no need
to follow any formal chain of command when filing a complaint or when discussing or expressing any
issue of concern regarding alleged discrimination or harassment, and you may bypass anyone in your
direct chain of command and file your complaint or discuss or express any issue of concern with the
County Manager or Deputy County Manager at anytime. The County Manager, Deputy County
Manager or someone under their direct supervision will undertake an investigation of any complaints.
All complaints will be kept confidential to the maximum extent possible. All employees have a duty to
cooperate fully with the Commission in connection with any such investigation.

if the Commission determines that an employee is guilty of discriminating or harassing another
individual, appropriate disciplinary action will be taken against the offending empioyee, up to and
including termination of employment. The Commission prohibits any form of retaliation against any
employee for filing a bona fide complaint under this policy or for assisting in a complaint investigation.
However, if, after investigating any complaint of harassment or unlawful discrimination, the
Commission determines that the complaint is not bona fide and was not made in good faith or that an
employee has provided false information regarding the complaint, disciplinary action may be taken
against the individuai who filed the complaint or who gave the false information.

Workplace Violence

No workplace violence will be tolerated. The employer will not condone or permit any type of
workplace violence of its employees. All employees, including Supervisors and Managers, will be
subject to discipline, up to and including termination for any act of workplace violence which they
commit. It is the responsibility of the employee to immediately report any workplace violence, in
writing, to their Department Supervisor, County Manager or Deputy County Manager.

When a Supervisor or Manager receives a workplace violence compiaint, they are to carefully
investigate the matter. No employee will be subject to any form of retaliation or discipline for pursuing
a workplace violence complaint.

Resignation
An employee may resign for any number of reasons; therefore, if you are for any reason considering
resigning, the Commission requests that you give two (2) weeks notice. Employees voluntarily
terminating their employment should do so in a written statement to their Department Supervisor.

Termination Policy

Just as an employee works for the Kanawha County Commission has the right to resign from
employment at any time, the Commission reserves the right to terminate an employee without notice
or statement of reason at any time.

Layoff

Any layoff will become a permanent layoff after thirty (30) days. After such period of time, the
individual must reapply for employment.
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Computer Usage and Internet Policy

The County Commission provides access to the information and resources of the Internet to
assist its employees in the performance of their duties. The equipment and security necessary to
provide this access are the result of large capital investments and a commitment of personnel
resources provided by the general tax dollars of the County. This policy is designed to help you use
these resources wisely, and understand the Commission’s expectations for the use of these
resources.

POLICY

Access to the Internet and the computer equipment utilized by Commission employees is intended for use
as a business tool during the performance of-their duties. As such, communication with taxpayers, vendors, or
other related parties via e-mail, or research for relevant topics in order to obtain useful business information is
an example of acceptable activity.

Emplayees shail conduct themselves in an honest and appropriate manner when accessing the Internet,
and shall respect the copyrights, software licensing rules, property righis, and other related issues during their
Internet usage. All existing County policies apply to your conduct on the Internet and e-mail systems. This
includes, but Is not necessarily limited to misuse of County resources, sexual harassment, information and data
security, and in some instances confidentiality. ,

Written communications either posted directly to the Internet, or sent via e-mail may be viewed by a
potential recipient of this information as representative of the County Commission’s philosophy. As such,
employees must take special care to maintain a modicum of restraint when communicating fo sources outside of
the County offices. Political or other related communications are strictly prohibited. If anyone is found
proliferating political messages via e-mail, or the Internet they will be subject to disciplinary action deemed
appropriate by the Commission or County Manager.

General Provisions

The County Commission has software and systems in place that monitor and record all Internet
usage. Our security systems are capable of recording (for each and every user) each World Wide
Web site visit, each chat, newsgroup or e-mail message, and each file transfer into and out of our
internal networks: The Commission reserves the right to access this information for monitoring
purposes at any time. No employee should have any expectation of privacy as to histher PC usage.
Management wili periodically review Internet activity and analyze usage patterns. In the event it is
discovered that employees are spending toe much time on the Internet in unproductive areas, or are
accessing sites that are not appropriate, the employee will be supject to disciplinary action.

The County Commission and its management reserve the right to inspect any and all files stored in
any area of the computer network, including local hard-drives in order to ensure compliance with the
policies and procedures promulgated by the Commission. -

The display of any kind of sexually explicit material on any County system is a viglation of the
Commission’s employment and sexual harassment policy. In addition, sexually explicit material may
not be archived, stored, distributed, edited, or recorded using our network or computing resources.

The County Commission utilizes independently supplied software and data to identify inappropriate or
sexually explicit internet sites. The Commission reserves the right to block access from within our
networks to all such sites. If you find yourself accidentally connected to an Internet site that contains
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sexually explicit or offensive material, you must disconnect from that site immediately, regardiess of
whether that site had been previously deemed acceptable by any screening or rating program.

The County’s Internet and computer resources must not be used to violate the laws and regulations
of the United States or any other nation, or the laws and regulations of any state, city, or province or
other local jurisdiction in any way. Use of any County resource for illegal activity is strictly prohibited,
and may subject the employee(s) to criminal prosecution. Furthermore, the employee(s) will be
subject to termination pending an appropriate investigation.

Any software or files installed on the County network, or other computer equipment become the
property of the County. Unauthorized downloads of files or other related matter is strictly prohibited.
Files or software may be used only in ways that are consistent with their licenses or copyrights and
may not be deleted by anyone but authorized System Administrators.

No empioyee may use County facilities to download or distribute pirated software or data. Further, no
software such as Kazaa, or any other Gnutella type file sharing program may be instailed. Remote
PC access software such as Go2MyPC may not be installed without System Administrator and
supervisor authorization.

No employee may propagate any virus, worm, Trojan horse, or trap-door program code.

No employee may use the County’s facilities to disable or overload any computer system network, or
to circumvent any system, particularly those intended to protect the privacy or security of another
user.

Each employee using the Internet/Network facilities of the County shall identify himseif/herself
honestly, accurately, and completely (including one’s Agency affiliation and function where requested)
when participating in chat groups, newsgroups, or when setting up accounts on outside computer
systems or accessing network resources.

Only those employees or officials who are authorized to speak to the media, analysts, or on behalf of
the County may speak/write in the name of the County to any newsgroup or chat room. Cthers may
participate in newsgroup or chat room activities as it relates to their duties, but are not permitted to
speak on behalf of the County Commission.

The County retains the copyright to any material posted to any forum, newsgroup, chat or World Wide
Web page by any employee in the course of his or her duties.

Employees are reminded that chats and newsgroups are public forums where it is inappropriate to
reveal confidential County information, customer data, trade secrets, and any other matenal deemed
confidential or inappropriate by the County Commission. Anyone found violating this rule shall be
subject to disciplinary action deemed appropriate by the County Commission,

In the interest of keeping employees well informed, use of news briefing services is acceptable, within
limits that may be set by each department’s activities.

Employees are permitted to use the Internet facilities for non-business research or browsing during

meal time or other breaks, or outside of work hours, provided that all usage and related policies are
followed.
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Employees must take particular care to understand the copyright, trade-mark, libel, slander and public
speech control laws of all countries so that our use of the internet does not inadvertently violate any
laws that may be enforceable against the County.

Employees may not download software onto their PC either from the Internet, or other source without
the authorization of the System Administrator. Software must be used only under the terms and
agreements of its license. Furthermore, employees may not use the Internet to download
entertainment software or games, or to play games against opponents over the Internet. Images,
music, and/or videos may not be downloaded unless there is an express business related use for the
material. !

Employees may not upload any software licensed to the County of data owned or licensed by the
County without the express authorization of the manager responsible for the software or data. All
data exported must be properly scanned for viruses using approved, current virus software.

Technical

User ID’s and passwords help maintain individual accountability for PC and Internet usage. Any
. employee who obtains a password ID for a network resource from the County must keep that
password confidential. County policy prohibits the sharing of user ID’s or passwords.

Password protected screensavers must be active any time a PC is left unattended. If a PC is left for
an extended period of time, the user must log off.

No employee shall attempt to gain access to a PC or other part of the network to which they are not
authorized.

Employees are encouraged to schedule large communication intensive operations such as large file
transfers, video downloads, large e-mails and similar operations for off-peak times.

Any file that is retrieved from or stored to disk must be scanned for viruses before it is run or
accessed regardiess of its origin.

Security

The County utilizes an Internet firewall to assure the safety and security of the County’s networks.
Any employee who attempts to disable, defeat or circumvent any County security facility will be
subject to immediate dismissal.

Files containing sensitive County data, as defined by the Commission or any of its existing policies
that are transferred in any way across the Internet must be encrypted.

Only those Internet services and functions with documented business purposes for this County will be
enabled at the Internet firewall.

Monitoring Activities

It is the responsibility of management to conduct periodic safety assessments to ensure that our
employees comply with the policies and procedures set forth in this document. Management shall
report any findings to the County Commission.
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The Systems Administrator is responsible for monitoring the results of our Intrusion Detection
System, and shall make a monthly report to the County Commission of all unauthorized attempts to
gain access to the County’s computer systems. In the event a serious attempt or breach of the
system should occur, the Systems Administrator shall immediately notify the County Manager and
Deputy County Manager, as well as the County Commission.

The County Manager and/or Deputy County Manager shali periodically employ the services of an
independent security analysis firm to review and test the integrity of the County’s computer network.
Such tests should be conducted at least every six (6) months. Any serious weaknesses found during
the course of this independent analysis shall immediately be brought to the attention of the County
Commission.

Family Medical Leave Act Policy

Statutory guidance for family and/or medical leave issues are governed by Title 29 of the Code of
Federal Regulations, Part 825.

Policy

The Kanawha County Commission meets the requirements of the FMLA by providing up to 12 weeks
of unpaid, job-protected leave to “eligible” employees for the following reasons:

o For incapacity due to pregnancy, prenatal medical care or child birth; or
To care for the employee’s child after birth, or placement for adoption or foster care; or

s To care for the employee’s spouse, son or daughter, or parent, who has a serious health
condition; or

¢ For a serious health condition that makes the employee unable to perform the employee’s job.

Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or cail to active duty status
in the National Guard or Reserves in support of a contingency operation may use their 12-week leave
entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending
certain military events, arranging for alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions and attending post-deployment reintegration
briefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26
weeks of leave to care for a covered servicemember during a single 12-month period. A covered
servicemember is a current member of the Armed Forces, including a member of the National Guard
or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may
render the servicemember medically unfit to perform his or her duties for why the servicemember is
undergoing medical treatment, recuperation, or therapy; or is in outpatient status or is on the
temporary disability retired list.

Benefits and Protection

During FMLA leave, the Commission must maintain the employee’s health coverage under any
“group health plan” on the same terms as if the employee had continued to work. Upon return from
FMLA leave, most employees must be restored to their original or equivalent positions with equivalent
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pay, benefits, and other employment terms. Use of FMLA leave cannot result in the loss of any
employment benefit that accrued prior to the start of employees leave.

Employee Eligibility

Employees are eligible if they have worked for the Commission for at least one year, for 1,250 hours
over the previous 12 months.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health care
provider for a condition that either prevents the employee from performing the functions of the
employee’s job, or prevents the qualified family member from participating in school or other daily
activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care
provider or one visit and a regiment of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet the definition of continuing
treatment.

Use of Leave

An employee does not need to use this leave entitement in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must make
reasonable effort to schedule leave for planned medical treatment so as not to unduly disrupt the
employer’'s cperations. Leave due to qualifying exigencies may also be taken on an intermittent
basis.

Concurrent Use of Annual/Sick Leave

The employee is required to exhaust any accrued or paid leave (annual or sick) during the period of
FMLA leave. After this, employees will be allowed unpaid leave until the total number of weeks of
family and/or medical leave equals twelve (12) weeks.

Concurrent Use of Workers’ Compensation Leave

Any medical leave under the FMLA will run concurrent with Workers’ Compensation leave and/or any
other disability leave.

Employee Responsibilities

When the need for family and/or medical leave is foreseeable, an employee is required to give thirty
(30) days written notice, or as much as practical, prior to beginning leave.

Employees must provide sufficient information for the employer to determine if the leave may qualify
for FMLA protection and the anticipated timing and duration of the leave. Sufficient information may
include that the employee is unable to perform job functions; the family member is unable to perform
daily activities, the need for hospitalization or continuing treatment by a health care provider, or
circumstances supporting the need for military family leave. Employees also must inform the
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employer if the request for leave is for a reason for which FMLA |eave was previously taken or
certified. Employees also may be required to provide a certification and periodic recertification
supporting the need for leave.

Kanawha County Commissions Responsibilities

The Commission must inform its employees requesting leave whether they are eligible under FMLA.
The Commission must notify you of any additional information that is needed with your request to use
FMLA and specify the employee’s rights and responsibilities. If an employee is not eligible to use
FMLA, the Commission must notify the employee of the reason for the ineligibility. The Commission
must further inform the employee if the leave will be designated as FMLA-protected and the amount
of leave counted against the employee’s leave entitliement.

Unlawful Acts by Employers

FMLA makes it unlawfu! for an employer to:
« |Interfere with, retrain, or deny the exercise of any right provided under FMLA
* Discharge or discriminate against any person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under or relating to FMLA

Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit
against an employer.

FMLA does not affect any Federal or State Law or collective bargaining agreement which provides
greater family or medical leave rights.

Employee Usage of County Wireless Telephones

County wireless telephones are intended for county business. Necessary local personal use is
allowed, but employees are to use discretion when using the County wireless telephone for personal
use.

County wireless telephone bills will be randomly audited for personal use each month. A written
warning will be issued for the first offense and possible termination thereafter. The employee may be
requested to reimburse the county for any personal usage resulting from an audit.

Use of County Property

Employees should utilize county equipment and their service hours in an appropriate and professional
manner. The West Virginia Ethics Commission recently issued an advisory opinion specifically
relating to the use of county-owned vehicles for private gain. The Ethics Commission prohibits the
use of County Property for a persons own private gain.

The County Commission’s policy regarding the use of public cartage/equipment for any use other
than official County business is prohibited-particular emphasis should be added to mis-use of county
equipment, supplies and/or service hours for political purposes.
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No Smoking Policy

The Kanawha County Commission prohibits smoking or the use of smokeless tobacco by
Commission employees during work hours. If an employee chooses to smoke or use smokeless
tobacco during his/her lunch hour, use is prohibited on County property and on the surrounding
premises of the County property. This policy also applies to members of the public while working in
or visiting County facilities.

Enforcement

It will be the responsibility of all Department Supervisors to insure that all worksites maintain a
healthy, tobacco free environment and to make both employees and the public aware of their
responsibility to comply with the smoking and smokeless tobacco restrictions.

All Department Supervisors will ensure that their employees are aware of the Commission’s no
smoking policy and prohibition of the use of smokeless tobacco policy.

If any Department Supervisor witnesses any Commission employee smoking or using smokeless
tobacco products during work hours and/or on County property, the Department Supervisor will report
the infraction to the empioyee’s supervisor and to the County Manager or Deputy County Manager.

All Supervisors are required to provide written notice of the first instance of non-compliance to their
employee and to the County Manager or Deputy County Manager.

Further instances of non-compliance will be communicated by the Supervisor to the County Manager
or Deputy County Manger who will counsel the employee and notify the Commission of the
employee’s actions.

Commission employees who violate the No Smoking and Prohibition of Smokeless Tobacco Policy
will be subject to whatever disciplinary action the Commission deems necessary.

Employee Timekeeping Policy
Timekeeping System

All hourly, non-exempt employees, except for Housékeeping Employees, are required to use the
Genesis Pro timekeeping system to record their time worked.

Attendance reports generated by the timekeeping system are to be signed by the employees,
approved by the supervisor and submitted to the Payroll Administrator.

Employees who do not have access to a card reader will have access to the timekeeping system
through the internet.

Timekeeping System - Housekeeping Employees

All hourly, non-exempt employees are required to use the Genesis Pro timekeeping system to record
their time worked.
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Housekeeping employees are to clock in for the beginning of their shift and clock out at the end of
their shift.

Housekeeping employees are not required to clock out for lunch.

However, housekeeping employees are to sign in and out on the Daily Log Sheet (see the Forms
section of this Handbook) for lunch shifts.

A signature below their name on the Daily Log Sheet is required.

Attendance reports generated by the timekeeping system are to be signed by the employees,
approved by the supervisor and submitted to the Payroll Administrator.

Annual/Sick Leave Information

All annual and sick leave will be calculated and accrued by the timekeeping system for all employees.

These balances will be based on annual and sick leave information provided by the employees and
their supervisors during the pay period..

The leave request form can be found in the Forms section of this Handbook.

“Exempt” employees, in addition to submitting leave request forms, are to submit Leave Accrual
Forms at the end of each pay period.

The Leave Accrual form can be found in the Forms section of this Handbook.

Falsification of Documents
Employees are, under no circumstances, to clock in or out for any other employee.

The first offense will result in a written reprimand or other punishment as deemed appropriate by the
County Manager or Deputy County Manager.

The second offense will result in, but is not limited to, termination of employment.

Falsifying documents may be prosecuted pursuant to WV Code 61-6-13.

Verification of Employee Hours

The Payroll Administrator will distribute time cards/attendance reports to employees.

Employees are to review and sign their time cards/attendance reports.

Department Supervisors are to review and approve time cards/attendance reports for their employees

at the end of each pay period and return them to the Payroll Administrator.
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The time cards/attendance reports must be submitted to the Payroll Administrator within two days of
the end of the pay period.

Failure to provide the approved reports to the Payroll Administrator will result in the employee being
removed from payroll until the report is received.

When an employee’s name is removed from the payroll, the employee will not receive a payroll check
the next pay period. '

Knowing the amount of time an employee worked is essential to paying the employee correctly.
Without this verification, the County risks over- and/or under-paying employees.

Time Card Corrections/Amendments

Any corrections/adjustments that need to be made to an individual's timecard must be submitted in
writing to the Payroll Administrator with the Department Supervisor’s approval.

Activities that would require a correction include unscheduled overtime, annual leave and sick leave
usage.

Documents noting the corrections/adjustments must be submitted to the Payroll Administrator by the
end of the day following the activity. ‘

The Error Correction Form can be found in the Forms section of this Handbook.

Overtime

“Non-exempt” or hourly employees are to begin work as scheduled, take an hour for lunch, and stop
working, as scheduled.

Employees are to leave at the scheduled shift closing time.

Any hours worked outside of this schedule are to be approved in writing by the supervisor prior to the
overtime work being performed, and submitted to the Payroll Administrator for payment.

Any unauthorized overtime will not be compensated.
“Exempt” or salaried employees are not eligible for overtime.

“Non-exempt” or hourly employees may not take their lunch hour at the end of their scheduled shift
unless the County Manager or Deputy County Manager gives written approval prior to the event.

The Request for Overtime Authorization form can be found in the Forms section of this Handbook.

L4
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Overtime — Housekeeping Employees

“Non-exempt” or hourly employees are to arrive at their scheduled shift time, and take a half hour for
lunch.

Employees are to leave at the scheduled shift closing time.

Any hours worked outside of this schedule are to be approved in writing by the supervisor prior to the
overtime work being performed, and submitted to the Payroll Administrator for payment.

Any unauthorized overtime will not be compensated.

Non-exempt, hourly employees may not take their lunch hour at the end of their shift unless express
written approval is given by the County Manager or Deputy County Manager.

“Exempt” or salaried employees are not eligible for overtime.

The Request for Overtime Authorization Form can be found in the Forms section of this Handbook.

Compensatory Time

"Non-exempt” or hourly employees will be compensated using an hourly overtime rate, where
applicable, for all time worked outside of the regular workweek, once approved by the supervisor of
the department.

No compensatory time will be accrued by any employee, non-exempt or exempt.

Unexcused Absences

Employees must use annual leave to cover unexcused absences.

Tardiness is an exampie of an unexcused absence.

If an employee does not have annual leave, his or her pay will be docked accordingly.

The County Manager or Deputy County Manager may excuse what would otherwise be an
unexcused absence, but the employee must seek permission for such a waiver from the County
Manager or Deputy County Manager, not a department supervisor.

Forgotten Cards/Missing Swipes

The employee has the responsibility of ensuring his/her timecard accurately reflects his/her actual
time worked.

In addition to using his/her swipe card when work begins, before and after lunch, before and after any
other absences, and again at the end of the shift, the employee must verify that his/her swipe was
accepted by the card reader. The employee’s name will flash on the card reader’s display to show
the swipe was accepted.
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KANAWHA COUNTY COMMISSION

Tardy Form
NAME: ' Pdyroll Admin Use Only .,
Date Received:
DEPARTMENT:
DATE & TIME OF OCCURANCE:
Date: AM PM

REASON FOR TARDINESS:

EMPLOYEE SIGNATURE: DATE:

O Excused IMMEDIATE SUPERVISOR SIGNATURE:

(0 Unexcused
DATE:

COUNTY MANAGER:

(Rewvised 12/05)




