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1. PURPOSE

The purpose of this document is to familiarize all employees with the County’s employment
policies and procedures. This document is not a contract or a statement of rights and does not
change your “At-Will” employment status. No supervisor has the authority to make changes to
these policies. All changes must be approved by the Craighead County Quorum Court and County

Judge.

2. GENERAL COUNTY POLICY

The general policy of the County is to treat all employees and citizens in a manner that is: 1)
rationally related to the effectuation of legitimate County objectives; and 2) uniformly applied to all
persons similarly situated.

3. COUNTY EMPLOYMENT POLICY

A.

All County employees (excluding elected officials) are “At Will” employees. County
employment is not for a specific period of time and employment may be terminated at any
time, without notice or liability of any kind (except for wages earned and unpaid) and with
or without cause. Unless rehired by a newly elected supervising County Official, an
employee’s employment shall cease at the conclusion of the County’s biennium (December
31 of even-numbered years). If, notwithstanding this document, any employee contends
that he or she has a property right in his or her employment or a substantial expectancy of
continued employment (express, implied, or a substantial expectancy of continued
employment (express, implied, written, or oral) until “just cause” exists for reduction or
removal in pay or position, then that employee shall assert such contention at a “property
right” grievance hearing requested in the time and manner set forth in this policy.

It is the County’s policy to provide equal opportunity for all qualified persons; to prohibit
unlawful discrimination in employment practices, compensation practices, personnel
procedures, and administration of benefit plans; and to otherwise provide the same or
similar treatment and opportunities to all persons regardless of a race, gender, age,
national origin, disability, veteran status, genetic information, or religion.

The fair, prompt, and just treatment of all employee problems or complaints is of primary
importance to the County. Open communication is a vital part of a successful organization.
Providing an atmosphere conducive to open discussion among all staff regardless of position
is stressed at all levels. In view of this open-door policy, employees should be assured that
they will not be subject to discrimination or retaliation as a result of candid discussions with
their supervisors, Department Heads, or the Human Resources personnel.

4. CONDITIONS OF EMPLOYMENT

A.

County employees and officials shall display loyalty, support, and comply with
instructions and regulations promulgated by the State, Quorum Court and/or
administrative officials in authority.

County employees and officials shall not solicit donations for personal gain or gifts from
citizens or suppliers.



C. County employees and officials shall not display prejudice against persons or
organizations, thus affecting the cordiality of contacts with other employees or the
public.

D. County employees shall be eighteen (18) years of age except in those cases where the
County wishes to participate in special youth training and summer programs.

E. All county employees are required to read these County Personnel Policies and sign the
designated form signifying reading, understanding, and familiarity with the policies.

5. WORK REQUIREMENTS
(Revised June 11, 2020, Ordinance 2020-13)

A. The County’s standard work week shall be forty (40) hours, consisting of five (5) standard
workdays, unless otherwise implemented and approved by administrative officials in
authority.

B. The County’s standard workday shall be from 8:00 a.m. until 5:00 p.m. for Courthouse
employees. County Road Employees’ work schedule shall be four (4) ten-hour (10)
workdays; each week, year- round. (Road Employees will work Monday after
Thanksgiving holidays.)

C. “The Smoke Free Environment in County Office Buildings in Ordinance No. 1993-30 dated
12-28- 1993 is extended to include all county buildings.” Signs designating smoking areas
and non-smoking areas will be posted at all entrances to the County buildings at the
direction of the County Judge and the smoking policy will be enforced by the Sheriff, his
deputies or bailiffs. In addition, the Arkansas Clean Indoor Air Act of 2006 (Act) prohibits
smoking in all enclosed areas within places of employment and public places. Smoking is
prohibited in all vehicles owned by the County. The County will not discriminate or
retaliate against any individual for making a complaint regarding a violation of the Clean
Indoor Air Act or for cooperating with an investigation regarding a violation of the Act.

D. When possible, County employees shall receive breaks of fifteen (15) minutes. For each four
(4) hours worked county employees generally will be allowed a consecutive fifteen (15)
minute break.

E. County employees shall receive a one (1) hour lunch break. However, for purposes of
keeping certain offices open, lunch scheduling will be at the discretion of the County official
or Supervisor in charge. County Road Employees’ lunch breaks may be reduced to thirty
(30) minutes in order to redeem working time and daylight. No employee may perform any
work while on a lunch break.

F. County employees may not accept any reward, gift, or other form of payment in
addition to their regular compensation, from any source, for the performance of their
duties as a County employee.

G. The County’s policy on overtime shall be as follows:

1.County employees will accrue compensatory time at one-and-one half times the
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hours worked over 40 hours per work week, or, when compensatory time off limits
have been reached, will be paid at one and one-half times the employee’s regular
rate of pay. Overtime applies to all hours worked in excess of a forty (40) hour work
week. Exception: County Sheriff's Office and Detention Center Employees. (See
Section 6.C). Only “non-exempt” employees are entitled to compensatory time or
overtime pay.

2.0vertime shall only be worked in emergencies or when public health, welfare, and
the safety of the general community is in danger.

3.Such compensatory time shall be used before vacation time. Employees shall not
be granted compensatory time and receive pay for the same hours of overtime.

4.County employees shall not receive double time on hourly pay rates.

5.Holiday overtime (See Section 9.A).

6.Exempt and non-exempt employees may be paid for overtime hours worked over a
regular forty (40) hour work week during a federally declared disaster. Disaster
overtime wages may be paid at the discretion of the County Judge at the rate of
time and a half of the current rate of pay.

H. In accordance with the Fair Labor Standards Act regulations, exempt employees who are
required to be paid on a salary basis may not have their pay reduced for variations in the
quantity or quality of work performed as defined in the Code of Federal Regulations.

1.Exempt employees normally must receive their full salary for any week in which
they perform any work, without regard to the number of days or hours worked.
However, exempt employees need not be paid for any workweek in which they
perform no work at all for the County.
2.Deductions from pay cannot be made as a result of absences due to the
circumstances listed below. Such improper pay deductions are therefore specifically
prohibited by Craighead County, regardless of the circumstances. Managers or
supervisors violating this policy will be subject to investigation of their pay practices
and appropriate corrective action in accordance with normal procedures.
a. Juryduty.
b. Attendance as a witness.
c. Temporary military leave.
d. Absences caused by the employer.

e. Absences caused by the operating requirements of the business.

f. Partial day amounts other than those specifically discussed below.



6.

3.The few exceptions to the requirement to pay exempt employees on a salary basis
are listed below. In these cases, deductions may be permissible as long as they are
consistent with other company policies and practices.

a. Absences of one or more full days for personal reasons other than
sickness or disability (partial days must be paid).

b. Absences of one or more full days due to sickness or disability.

c. Penalties imposed by infractions of safety rules of major significance. A
deduction from pay as a penalty for violations of major safety rules can be
made in any amount.

d. Unpaid disciplinary suspensions of one or more full days in
accordance with Counties disciplinary policy.

e. Deductions for the first and last week of employment, when only part of
the week is worked by the employee, as long as this practice is consistently
applied to all exempt employees in the same circumstances.

f. Deductions for unpaid leave taken in accordance with a legitimate absence
under the Family and Medical Leave Act.

4.Complaint Procedures. If you believe that an improper deduction has been made
to your salary, you should immediately report this information to your direct
supervisor, elected official or to the human resources department. Reports of
improper deductions will be promptly investigated. If it is determined that an
improper deduction has occurred, you will be promptly reimbursed for any
improper deductions made. This provision does not negate the employees right
under the employment policy for a grievance hearing, if employee so chooses.

5.Nothing in Section H shall contradict Section 13 of the Craighead County
Employment Policy regarding Leave Policies and its amendments hereinafter.

6.Exempt employees will still be required to submit time sheets in connection with
each pay period to their supervisor to allow for proper payroll processing by the
County Clerk.

EMPLOYEE COMPENSATION AND FRINGE BENEFITS
(Revised June 11, 2020, Ordinance 2020-11)

A. The County’s policy is to pay salaries and wages and benefits based on the employees’ level
of skill, responsibility, education, experience, and job description and classification. Such
salaries, wages, and benefits shall also depend on funds available.

County employees’ salaries and wages shall be based on the Personnel Compensation Plan
(annual budget) and will depend on location of the employee’s assignment in that plan.
That newly hired persons employed by Craighead County, who have met eligibility
requirements, may receive their first raise in pay on their first anniversary of their
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employment hire date.

C. The normal work period shall be forty (40) hours per week for all employees except
employees engaged in the provision of law enforcement. The normal work week for law
enforcement personnel (including security personnel in the detention center) shall be no
more than eighty-six (86) hours in a fourteen (14) consecutive day work period. Clerical
staff is not considered as law enforcement employees. The County’s pay period shall end
at midnight Monday, three (3) days before each scheduled payday.

D. The County’s payment days shall be every two (2) weeks with payment scheduled for
Thursday. The payment schedule may be changed to compensate for holidays and other
justifiable reasons.

E. The County pays the full cost of group hospitalization insurance for all full-time employees
and one- half of the additional cost of family group hospitalization insurance for full-time
employees that elect family coverage. Other optional policies are available to employees
that choose to pay for the additional coverage.

F. Quorum Court members actively serving in said capacity, shall be eligible for medical and
life insurance coverage individually and coverage is optional. The County pays the full cost
of insurance. Spouse and family plans are available with the cost to be paid by the
Quorum Court Member.

G. The County shall purchase uniforms for special assignment employees that require them,
upon recommendation and approval of the Quorum Court Public Service Committee.
County uniforms shall be County property and must be returned upon termination of any
employee’s employment for any reason.

H. The County allows nursing mother employees reasonable break times to express breast
milk for nursing children. Nursing mothers should speak with their supervisors to find out
the location of an appropriate area for the employee to express breast milk in privacy.

7. COMPENSATORY TIME
(Revised April 4, 2022, Ordinance 2021-41)

A. As authorized by applicable law, compensatory time off will be allowed to non-exempt
employees for time worked in excess of the normal work period. This provision of
compensatory time will be provided in lieu of overtime pay. The County’s hon-exempt
employees shall receive, in lieu of overtime pay, compensatory time off at a rate of one
and one-half hours for each hour of time worked in excess of the normal work period.

B. An employee who has accrued compensatory time shall, upon termination of employment,
be paid for the unused compensatory time at a rate of compensation of not less than:

1.The average regular rate received by such employee during the last three
years of the employee’s employment; or

2.Afinal regular rate received by such an employee, whichever is higher.
C. Anemployee who has accrued compensatory time off and who has requested the use of
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such compensatory time off shall be permitted to use such time within a reasonable period
after making a request if the use of compensatory time does not unduly disrupt the
operation of the employing agency. The Elected Official, Department Head, or Immediate
Supervisor may schedule when compensatory time shall be taken in order to maintain
County operations without disruption. (See Section 8.B).

No overtime hours shall be worked without the prior approval of the Elected Official, or
such supervisory personnel designated by the Elected Official to approve the overtime.
Overtime is hours worked over forty (40) in one work week — NOT hours worked over eighty
(80) in a two-week (2) pay period or over eight (8) hours in one workday. Overtime is paid
at the rate of 1% times your hourly pay and will apply to all hours actually worked over
forty (40) hours in any one work week.

All Elected Officials and Department Heads will be responsible for ensuring their employees
maintain time in the Kronos Timekeeping System and are submitting timesheets biweekly and
that those timesheets are reviewed for accuracy and approved for payroll processing. Non-
exempt employees must clock in upon arrival time, departure for lunch, return from lunch,
and departure at the end of the workday. Exempt employees must clock in upon arrival
time and departure at the of the workday. Any changes/corrections to employee’s time, for
the current pay period, will be made through Kronos and approved by a supervisor before
effective. Any errors concerning the recording of employee’s time should be reported to
the employee’s immediate supervisor or department head. Time sheets will be submitted
through Kronos to the County Clerk’s office at the end of each Pay Period to be kept as a
permanent record.

Mandatory payroll deductions are those required to be made by the County by law,
court order, or other legally compelling influence on payroll. Such deductions include
state and federal income tax withholding, Social Security, and wage garnishments.

Paid leave days shall not count toward calculating overtime unless the employee actually
worked on a paid leave day.

A person who accepts employment by the County or continues in its employment shall be
considered or deemed to have agreed to receive compensatory time off in lieu of
overtime compensation.

Compensatory time accumulation abuse may be corrected by the Quorum Court by
initiating spending cuts in offices and departments where abuse occurs. Cuts could be in the
form of eliminating a position of employment or whatever cuts deemed necessary. Abuse or
neglect of reporting work time under the authority of an elected official or supervisor could
result in public reprimand by the Quorum Court.

Compensatory time balances may be monitored by the Quorum Court, if excessive.
Each Elected Official and Department Head shall strive to avoid comp time by giving equal

time off within the same forty (40) hour work week for any additional hours worked in the
same forty (40) hour work week.



8. VACATIONS
(Revised April 4, 2022, Ordinance 2021-41)
(Revised April 4, 2022, Ordinance 2022-3)

A. The County shall maintain the following vacation eligibility requirements:

1.Full-time employees shall be eligible for paid vacations; but temporary and part-
time employees shall not be eligible. Temporary help is defined as persons working
fewer than ninety (90) days per year. Part-time help is described as persons working
less than eighty (80) hours per month.

2.Vacation time is determined and calculated by anniversary date of employment
and accrued as follows:

a. Vacation time can start being used after the first year.

b. During the first two years of continuous service, the employee will accrue
vacation time at the rate of 0.03 hours per hour worked, but vacations
will not be permitted during the 1st year of service.

c. After the 2nd year of service and on the anniversary date of hire, the
employee will accrue vacation hours at the rate of 0.06 hours per hour
worked.

d. Atthe beginning of the 6th year and on the anniversary date of hire, the
employee will accrue vacation time at the rate of 0.07 hours per hour
worked.

e. Atthe beginning of the 16th year and on the anniversary date of hire, the
employee will accrue vacation time at the rate of 0.09 hours per hour
worked. Continuous service is defined as uninterrupted employment
while working as a regular, full-time employee.

f.  Vacation must be accrued before being eligible to use. (Leave of absence
without pay shall not interrupt continuous service except for time off).

3.The maximum amount of vacation time that may be carried over is 320 hours at
any time. Vacation hours will not be exchanged for cash unless employment
ceases with the County. Employees can never accumulate or use any hours more
than 320.

B. County employee vacations shall be scheduled so as not to disturb normal department or
office operating efficiency. County officials and/or supervisors in charge shall arrange
vacations to conform with office or department schedules and shall insure that remaining
on duty are familiar with vacationing employees’ regular tasks.

C. The County shall allow additional day(s) of vacation if an observed holiday falls within a
vacation period.
D. County employees terminating their County Service shall receive compensation for accrued
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but unused vacation days. Employees will be compensated for such time at their current
rate of pay for unused vacation days.

9. HOLIDAYS
(Revised April 4, 2022, Ordinance 2021-41)

A.

C.

County employees working on recognized holidays, in a 24-hour, 7 day per week facility,
shall receive holiday pay, plus regular hourly wages for time worked. Wages will be paid in
the next regular pay period from approved holiday pay budget or by holiday leave with
approval of the Quorum Court. If a holiday falls on an employee’s day off, then that
employee will be paid for the holiday hours for that day in the next regular pay period.
The County shall recognize the following eleven (11) paid holidays:

1.New Year’s Day (January 1)

2.Martin L. King Day (third Monday in January)

3.President’s Day (Third Monday in February)
4.Memorial Day (Last Monday in May)
5.Independence Day (July 4)

6.Labor Day (First Monday in September)

7.Veteran’s Day (November 11)

8.9. Thanksgiving Day and the following day (Fourth Thursday and following
day in November)

10.Christmas Eve (December 24)

11.Christmas Day (December 25)

Full-time employees shall be eligible to receive official holidays with pay. Temporary
and/or part- time employees are not eligible for holiday pay.

The County Judge shall decide whether or not to allow alternate holiday days if a holiday

falls on Saturday or Sunday. Normally, the Friday before is taken if the holiday falls on a
Saturday, and the Monday after is taken if the holiday falls on a Sunday.
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10. PERSONAL TIME
(Revised June 11, 2020, Ordinance 2020-10)
(Revised April 4, 2022, Ordinance 2021-41)
(Revised April 4, 2022, Ordinance 2022-3)

A. Personal time may be used for any purpose.

B. The County shall maintain the following Personal Time eligibility requirements:

1.Full-time employees shall accrue paid personal time.
2.Temporary or part-time employees shall not accrue paid personal time.
C. The County shall allow personal time accrued as follows:

1.Full-time employees’ personal time shall be accrued at the rate of 0.03 hours per
hour worked.

2.Such compensation shall be provided for the duration of such absence but shall not
exceed personal time credit provided that the County employee has not been
terminated either before or during absence.

3.Full-time employees shall not have personal time credit reduced if holidays, vacations
and other authorized or scheduled absences occur during a required absence for
illness. Such holidays, vacations, or other authorized or scheduled absences shall be
considered as regularly scheduled periods of time worked.

4.The County shall allow for personal time accrued as follows:

Effective May 1, 2020, all full-time employees hired will be eligible to accrue up to
a maximum of 720 hours during their employment at Craighead County. At the
time of the departure from the County for any reason, all personal time will be
forfeited.

All full-time employees hired on or before April 30, 2020, will follow the following
personal time policy:

Full-time employees will be eligible to accrue up to a maximum of 720 hours during
their employment at Craighead County. Employees departing from Craighead
County would receive accrued personal time paid based on the year of departure
and years of service listed in the chart below:
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D.

January 1, 2020 | January 1, 2021 | January 1, 2022 | January 1, 2023
0-3 Years of service 100 hours 80 hours 60 hours 40 hours
4-7 Years of Service 240 hours 200 hours 160 hours 120 hours
8-11 Years of Service 540 hours 480 hours 420 hours 360 hours
12+ Years of Service 720 hours 640 hours 560 hours 480 hours

Existing employees personal time payouts will be based on the accrued personal
time upon the passage of this ordinance. Employees will be able to continue to
accrue time up to a maximum of 720 hours but cannot be paid out more than what
was recorded at the time of the ordinance.

Full-time employees will be eligible to accrue up to a maximum of 720 hours during
their employment at Craighead County. Employees departing from Craighead
County will receive accrued personal time paid based on the year of departure and
the years of service listed in the chart below. Such chart shall be utilized for all
employees as January 1, 2023:

January 1, 2023
0-3 Years of service 40 hours
4-7 Years of Service 120 hours
8-11 Years of Service 360 hours
12+ Years of Service 480 hours

Full-time employees shall receive personal time compensation payable at the rate of their
regular base salary, exclusive of overtime pay, immediately preceding the absence.
Compensation payable during personal time shall be reduced by any amounts payable in
lieu of employee compensation, due to such absence, under Arkansas Workers'
Compensation Laws.

A County employee may elect to donate a maximum of forty (40) hours per year to
another full-time county employee or employees for purposes of personal FMLA leave,
unpaid leave, or other leave necessitated by a catastrophic illness. Donated time can
consist of vacation, personal, or comp time and shall be in minimum blocks of eight (8)
hours of one type by donor. Written records of the donation and any subsequent actions
will be placed in the employee’s permanent employment file which is monitored by the
County Clerk. Catastrophic shall be defined as an employee personal illness or accident
that prevents the employee from returning to their normal work schedule for a minimum
of thirty (30) calendar days. lliness or accident must be verified by a written doctor’s
statement before employee is eligible to receive any donated personal time. Such
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transactions shall be approved by Elected Official or Department Head of affected
employee.

A County employee may not directly or indirectly intimidate, threaten, or coerce, or
attempt to intimidate, threaten or coerce, another County employee for the purpose of
interfering with that employee with respect to donating, receiving or using donated time.
Any report of such described instances shall be reported in writing to the County Judge. All
written reports shall be investigated thoroughly, and appropriate disciplinary action may be
taken for any substantiated violation.

11. OUTSIDE EMPLOYMENT

A. Employees are not encouraged to hold a second job while working full-time for the
County. Emergencies can happen at any time, and every employee is subject to call.
Employees should notify the Department Head upon taking a second job. Remember,
employees’ first obligation is to the County, and any other employment should not
interfere.

B. If employees have a second job, it must not interfere with the proper and effective
performance of your job with the County. Any outside employment must not adversely
affect the image of the County. It must not cause embarrassment or legitimate and
reasonable criticism. If you have a second job, it must not be one that may be seen by the
public as an official act of the County. Employees may not wear County uniforms or use
County equipment on a second job unless approved in writing, in advance, by the
employee’s Department Head.

12. FMLA LEAVE POLICY

A. Employees who have worked for the County for at least one (1) year in the past seven (7)
years; who have worked at least 1,250 hours during the previous twelve (12) months
(unless the employee is classified as an “exempt” employee under the Fair Labor Standards
Act; an employee should consult with the Payroll Office to determine whether the employee
is classified as exempt or non-exempt); and work at location where at least 50 employees
are employed by the County within 75 miles of that work site are eligible for leave under the
Family and Medical Leave Act (FMLA). The FMLA provides eligible persons with up to
twelve (12) weeks unpaid leave during a twelve (12) month period for certain qualified
family and medical situations.

B. Reasons for Taking Leave:

1.For the care of the employee's child (birth or placement for adoption or foster care);

2.For the care of the employee's spouse, dependent child, or parent who has a
serious health condition; or

3.For the employee’s own serious health condition;

4.For a “qualifying exigency” resulting from the active-duty military service of the
employee’s spouse, son, daughter or parent who is currently serving in a reserve
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branch of the armed forces. A qualifying exigency includes: (1) Short-notice
deployment; (2) Military events and related activities; (3) Childcare and school
activities; (4) Financial and legal arrangements; (5) Counseling; (6) Rest and
recuperation; (7) Post-deployment activities; and (8) any other leave for which the
employer and employee have both agreed shall qualify as an exigency;

5.For the care of the employee’s spouse, son, daughter, parent, or next of kin, who
is a service member with a serious illness or injury incurred in the line of duty.
Employees eligible for this type of leave may be eligible for up to twenty-six (26)
workweeks of leave, rather than the usual twelve (12).

C. Definition of Serious Health Condition:

1.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.

2.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.

D. Eligibility for Military FMLA Leave: When electing to take FMLA leave for purposes of caring
for an injured service member, the following definitions apply:

1.“Covered service members” are current members of the Armed Forces, including a
member of the National Guard or Reserves, or a member of the Armed Forces, the
National Guard, or Reserves who is on the temporary disability retired list, who has
a serious injury or illness incurred in the line of duty on active duty for which he or
she is undergoing medical treatment, recuperation, or therapy; or otherwise in
outpatient status; or otherwise on the temporary disability retired list. This
provision does not apply to former members of the Armed Forces, former
members of the National Guard and Reserves, and members on the permanent
disability retired list.

2.“Serious injury or illness” means an injury or illness incurred by a covered service
member in the line of duty on active duty that may render the service member
medically unfit to perform the duties of his or her office, grade, rank or rating.

3.“Next of kin” means the nearest blood relative other than the covered service
member’s spouse, parent, son, or daughter, in the following order of priority:
blood relatives who have been granted legal custody of the covered service
member by court decree or statutory provisions, brothers and sisters,
grandparents, aunts and uncles, and first cousins, unless the covered service
member has specifically designated in writing another blood relative as his or her
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nearest blood relative for purposes of military caregiver leave under the FMLA.

Duration of Military FMLA Leave: Leave to care for an injured or ill active-duty military
member, when combined with other FMLA-qualifying leave, may not exceed 26 weeks in a
single 12-month period. Military FMLA leave runs concurrently with other leave
entitlements provided under federal, state, and local law.

Leave Year: Except for purposes of leave to care for an injured service member, the leave
year (the 12- month period), under this policy shall be calculated on a "rolling 12-month
period" measured backward from the date a staff member uses any family leave.

Substitution of Paid Leave for Unpaid Leave: Employees must utilize available vacation
time or accrued personal time toward FMLA leave. Employees who request FMLA leave
should consult with their supervisors for details on the availability of vacation time or
personal time.

FMLA and Workers’ Compensation: When an employee is on leave due to an on-the-job
injury or illness which is a serious health condition under the FMLA, the workers’
compensation absence and FMLA leave will run concurrently.

Advance Notice and Medical Certification.

1.1f the leave is to be covered completely through the use of vacation or personal
time, then the employee should provide notice as required under those policies
where possible. However, where the need for the leave is foreseeable, and if some
or all of the leave will not be covered through the use of vacation, the County
requires that written notice be provided to the Payroll Clerk thirty (30) days in
advance of the leave. If leave is not foreseeable, then the employee must provide
notice to the County as soon as practicable.

2.Employees must provide the Payroll Clerk with sufficient information 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 must also inform the Payroll Clerk if the requested leave is for a reason
for which FMLA leave was previously taken or certified.

3.An employee requesting FMLA leave must furnish the County with a medical
certificate to support the need for a leave due to the employee's serious health
condition or that of the family member. The employee will also be required to
provide periodic reports of the employee’s status while on leave. Further, the
employee will be required to furnish recertification from a health care provider if
he or she requests an extension of FMLA leave, if circumstances described by the
previous certification have changed significantly, or if the County has information
that casts doubt on the need for continued leave. At the end of the leave, the
employee will be asked to present a doctor's certificate of fitness to return to work.
If an employee is unable to return from leave because of a serious health
condition, medical certification may be required.
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J. Intermittent or Reduced Leave: Employees do not need to use FMLA leave in one block.
Leave can be taken intermittently or on a reduced leave schedule when medically
necessary or specifically approved by the County. Employees must make reasonable
efforts to schedule leave for planned medical treatment so as not to unduly disrupt the
County’s operations. Leave due to qualifying exigencies may also be taken on an
intermittent basis.

K. Employment and Benefits Status: During FMLA Leave, the County will maintain employees’
health coverage under any “group health plan” on the same terms as if the employees had
continued to work. In most circumstances, employees returning from FMLA leave will be
restored to their original or equivalent pay, benefits, and other employment terms. The
County may find it necessary to deny reinstatement to certain highly compensated
employees, but only if it is found necessary to avoid substantial and grievous economic
injury to the operation of the County. Employees who take advantage of FMLA leave will
be eligible for any employment benefit that accrued prior to the start of the leave.

L. Medical Insurance Coverage: During FMLA leave, employees may continue to participate
in the County’s group health plan under the same conditions as if they continued to work.
The County will
make arrangements with employees requesting leave for the continued payment of the
employee's share of the medical premium. If an employee fails to make premium payments
as arranged and becomes in arrears for more than thirty (30) days, coverage will terminate.
The employee may resume coverage when he or she returns from leave without having to
re-qualify for insurance coverage.

M. Other Rights and Obligations.

1.The County will inform employees requesting leave whether they are eligible under
FMLA. If they are, the County will notify them of their rights and responsibilities. If
they are not eligible for leave, the County will provide a reason for the ineligibility.

2.The County will inform employees if leave will be designated as FMLA-protected
and the amount of leave counted against the employee’s leave entitlement. If the
County determines that the leave is not FMLA-protected, then it will notify the
employee.

3.The FMLA makes it unlawful and the County will not:

a. Interfere with, restrain, or deny the exercise of any right provided under
the Family and Medical Leave Act;

b. 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.

4.We have posted and will continue to display the poster entitled: EMPLOYEE
RIGHTS AND RESPONSIBILITIES UNDER THE FAMILY AND MEDICAL LEAVE ACT
WH Publication 1420
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For more information about our Family Medical Leave Policy, please contact the
Payroll Clerk or see the “Employee Rights and Responsibilities” form attached to
this handbook. (See Addendum A).

13. OTHER LEAVE POLICIES
(Revised June 11, 2020, Ordinance 2019-24)

A. CIVIC DUTY LEAVE
County employees may be excused from work without charging it to earned leave if said
employee is subpoenaed as a witness or jury member in a court case. A County employee
called to serve on a jury must notify his/her supervisor immediately upon notice so that
his/her work schedule can be modified to accommodate jury duty. Full time employees on
jury duty shall receive their regular pay and retain all jury fees. The County shall not apply
jury or witness leave to cases where the employee is personally involved in a suit or
litigation. The County will schedule the work hours of employees on election days so that
each employee will have an opportunity to vote.

B. MILITARY LEAVE
(Revised June 29, 2022, Ordinance 2022-17)
(Revised September 26, 2023, Ordinance 2023-30)

County employees who are members of the armed forces of this state or any other state,
including without limitation the National Guard or a reserve component of the armed
forces, shall be granted leave at the rate of fifteen (15) days per calendar year plus
necessary travel time for annual training requirements or other duties performed in an
official duty status.

A paid, full-time deputy sheriff (Ark. Code Annotated Section 14-56-506) who is a member
of the armed forces of this state or any other state, including without limitation the
National Guard or a reserve component or auxiliary of the United States Armed Forces, shall
be granted leave at the rate of one hundred sixty-eight (168) hours per calendar year plus
necessary travel time for annual training requirements or other duties performed in an
official duty status. Accumulated leave shall not exceed 336 hours in any one calendar year.

To the extent this leave is not used in a calendar year, it will accumulate for use in the
succeeding calendar year until it totals fifteen (15) days at the beginning of a calendar year.

The leave shall be granted without loss of pay and in addition to regular vacation time.

Each employee who requests military leave shall furnish a copy of his or her orders for his or
her personnel file.

An employee who is drafted or called to active duty in the armed forces of the United States
or who volunteers for military service shall be placed on extended military leave without
pay and upon application within ninety (90) days after the effective date of his or her
release from active duty shall be reinstated to the position vacated or an equivalent
position at no loss of seniority or any of the other benefits and privileges of employment.

The right of reemployment shall conform with all federal government rules and regulations.
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Personnel called to duty in emergency situations by the Governor or the President shall be
granted leave with pay not to exceed thirty (30) working days after which leave without pay
will be granted. This leave shall be granted in addition to regular vacation time.

During any military leave of absence, the employee shall preserve all seniority rights,
efficiency or performance ratings, promotional status, retirement privileges, life and
disability insurance benefits, and any other rights, privileges, and benefits to which the
employee has become entitled.

For purposes of computations to determine whether the person may be entitled to
retirement benefits, the period of military service shall be deemed continuous service, and
the employee shall not be required to make any contributions to any retirement fund.

The state shall continue to contribute its portion of any life or disability insurance premiums
during the leave of absence on behalf of the employee, if requested, so that continuous
coverage may be maintained.

Whenever an employee is granted military leave for a period of fifteen (15) days per
calendar year or fiscal year under this section, the military leave shall accumulate for use in
succeeding calendar years or fiscal years until it totals fifteen (15) days at the beginning of
the calendar year or fiscal year, for a maximum number of thirty (30) military leave days
available in any one (1) calendar year or fiscal year.

Additionally, if employment is interrupted by a period of service, the employee must be
permitted upon request to use any accrued vacation, personal, or similar leave with pay
during the period of service, in order to continue his or her civilian pay. See 20 C.F.R Section
1002.153. The employer may not require the employee to use accrued vacation, personal,
or similar leave during a period of service in the uniformed service. Arkansas Code
Annotated Section 21-4-102, 21-4-103, and 21-4-212.

Emergency military call-ups are subject to the U.S. Selective Service Code for guaranteed
reinstatement if call-up does not exceed eighteen (18) months. The County recognizes the
commitment and responsibility of our employees to service in the armed forces.

Accordingly, the County complies with all applicable laws concerning military leave.

The County complies with the Uniformed Services Employment and Reemployment Rights
Act of 1994 (USERRA), which protects applicants and employees who serve in the military
from discrimination in the areas of hiring, job retention, and advancement. USERRA
provides job and benefit protection for employees who serve in the military, and it provides
certain reemployment rights to any employee who has been absent from work due service
in the United States uniformed services.

The County will grant a military leave of absence to employees who are required to miss
work because of service in the United States uniformed services in accordance with
USERRA. Employees must notify the County upon receipt of a notice that he/she will
require a military leave of absence unless providing such notice is precluded by military
necessity, impossible, or unreasonable, and employees should provide the County with a
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copy of his/her official orders. When an employee receives notice that he/she will need
military leave of absence, please contact the Payroll Clerk or HR for further information
regarding employee’s rights and responsibilities under USERRA.

C. FAMILY DEATH
County employees shall receive an allowance not to exceed three (3) days with pay, in the
event of the death of a member of the immediate family; such term being defined as
husband, wife, father, mother, son, daughter, brother or sister, and mother-in-law or
father-in law, grandmother, or grandfather, or others upon approval by the elected official.

D. UNPAID LEAVE
County employees shall receive leave of absence without pay if granted by
recommendation of the official and /or supervisor in charge to the County Judge. Unpaid
leave will only be granted once available paid leave has been exhausted. Such leave shall be
used for recovery from ilness of disability, etc..... Requests for unpaid leave must be made
in writing as far in advance as possible and for a specific period of time not to exceed 30
days; however, additional unpaid leave will be considered as a reasonable accommodation.
Benefits during this time period may be extended as set forth in Section 13(E) upon
approval by the immediate supervisor and the County Judge.

Vacation and personal time does not accumulate while on unpaid leave of absence. The
County cannot guarantee either that an employee's job will remain available or that a
comparable position will exist when return from an unpaid leave is sought. When an
employee is ready to return from a leave of absence without pay, the County will attempt to
reinstate the employee to his or her former position or to one with similar responsibilities.
Based upon required doctor’s written statement of employee’s medical condition and
expiration of approved unpaid leave of absence, the employee will be returned to his/her
normal work schedule at same or equivalent job and benefits with no restrictions or may be
terminated if unable to perform same work requirements.

E. CONTINUATION OF BENEFITS
During unpaid leave, the County may continue an employee’s health insurance under the
same conditions as if the employee were working. In this circumstance, the employee will
still be required to pay his or her share of the premium if the County’s health insurance
plan provided for such co- payments. Leave under this section is not a “qualifying” event
under COBRA. If the employee does not return to the job, the employee shall be liable to
the County for repayment of the health insurance benefits paid by the County during the
employee’s unpaid leave except for payments made by the County during any leave
pursuant to the FMLA. In the event the employee is medically unable to return to work, the
employee’s medical insurance premium repayment may be waived by a two third (2/3)
vote of the Quorum Court.

14. PERSONNEL POLICIES
(Revised June 11, 2020, Ordinance 2017-5)
(Revised June 11, 2020, Ordinance 2017-5A)

A. The County’s policy shall be to consider it the responsibility of the employee, official
and /or supervisor in charge and the Personnel Department to maintain an open line
of communications regarding personnel policies.
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The County shall attempt, whenever possible to make advancements from within the
existing County organization.

County employees should always be civil, orderly and courteous in their conduct and
behavior. Employees must be aware that every time employees contact the public, their
appearance, actions and status are taken for those of the County. When dealing with the
public, employees should try to make their conduct create respect for both the employee
and the County.

Not everyone encountered in the course of County duties will be courteous. Even so,
employees should treat the public as they would like to be treated . . . with courtesy,
patience, respect and understanding. This approach to public service is very important.
When an employee is not sure of the correct answer to a question from the public, refer the
guestion to the person or the department that can give the best answer. It is better to admit
not knowing than to give the wrong information.

POLITICAL ACTIVITIES

Employees may not circulate or solicit signatures for any initiative or referendum petition in
any County office, during usual County office hours, or while on duty for the County, or
while in a County uniform. Employees may not use any office or other room furnished at
public expense for any political headquarters, or to send out or distribute any letters,
pamphlets, or other campaign literature for the election of any public office. Employees
may not place any campaign banners, cards, or campaign literature on any vehicle(s) or
equipment belonging to the County. Employees may not devote any time or labor during
any time spent on duty, or while employees are in a County uniform, to the campaign of any
person for any public office.

USE OF COUNTY VEHICLES

1.1f an employee is assigned the use of a County automobile or equipment, that
employee should operate them with due care, and follow all laws and rules of
the road.

2.County employees should keep vehicles and equipment in a clean and sanitary
condition at all times. If employees are driving outside of Craighead County,
employees must get permission from their Supervisors before beginning the
trip. Any problems with a County vehicle must be reported to the employee’s
Supervisor or Department Head for immediate corrective action. The County
stresses preventive maintenance, and every operator of County vehicles or
equipment is expected to report problems at once.

3.If an employee is assigned or use a County vehicle, the following rules will
apply unless specifically altered or exempted by a Department Head:

a. No County vehicle will be allowed to travel outside Craighead County on
other than official County business.

b. No County vehicle will be allowed to be used on weekends or any other
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time, either during or after work, for the purpose of traveling to and from
church services or any other personal errands.

c. No employee who lives outside of Craighead County will be allowed to
take a County vehicle home without permission from the employee’s
Department Head.

d. No County vehicle will be used to transport anyone to or from a secondary
job, nor will any County vehicle be used in the performance of a
secondary job by any employee without advance written notice from the
employee’s Department Head.

e. County Police and Emergency vehicles will be operated in accordance
with the guidelines set forth in the Department.

f.  Certain administrative positions in the County, as determined by the
Quorum Court, may have a take-home vehicle assigned as a fringe benefit
of employment. If assigned, the value of such shall be added to the
employee’s annual compensation in accordance with current IRS
regulations; withholdings and benefit amounts will be calculated on an
annual basis and reflected on the employee’s W-2.

g. Drivers of County vehicles are responsible for reporting any accidents
immediately. Drivers must report accidents to the correct authority and
must not leave the scene of an accident until the proper authorities are
notified and any required Accident Report has been completed. Drivers of
County vehicles must provide to the County proof of a valid driver’s license.
Drivers are responsible for maintaining a valid driver's license at all times
and for notifying the County immediately upon any loss, restriction, or
suspension of licensure.

h. Drivers of County Vehicles must wear a safety belt at all times while
operating the vehicle. The use of cell phones while driving County
vehicles is expressly prohibited — if an employee needs to make or take a
call from a mobile phone, then the employee shall pull the vehicle to the
side of the road in order to do so.

i. If employees are authorized to operate a County vehicle and they are away
from work due to any leave of absence or illness, employees should park
the vehicle at the appropriate County facility, unless it will be used by your
replacement.

Violations of any of the above rules may lead to disciplinary action, up to and
including termination of employment.

F. WORKPLACE VIOLENCE

1.The County observes a zero-tolerance policy regarding workplace violence. Fighting
or other activities which may endanger the well-being of employees may result in
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immediate termination of employment. Actions that create an environment that is
threatening, violent, intimidating, hostile, abusive or offensive will not be tolerated
and must be immediately reported to a supervisor or Human Resources as soon as
possible.

2.Conduct that interferes with operations, that discredits the County, or that is
offensive to others will not be tolerated, whether such conduct be that of an
employee, associate of an employee or visitor. Any act of violence that impacts
the workplace will be cause for investigation and subject to action by the County.
Violence is considered to be any act of aggression or any statement, which could
be perceived as intent to cause harm to the County or an individual, whether
personal, such as physical, or emotional, or impersonal, such as property damage
or theft.

3.Employees are expected at all times to conduct themselves in a positive
manner so as to promote the best interests of the County. Such conduct
includes but is not limited to:
a. Complying with all of the County's safety and security regulations and policies;
b. Complying with the County’s harassment and discrimination prevention policy;

c. Treating all visitors and co-workers in a courteous manner;

d. Refraining from behavior or conduct deemed offensive or undesirable, or
which is contrary to the County’s best interests;

e. Reporting to management any suspicious, unethical, or illegal
conduct by co- workers, visitors, or suppliers without fear of
retaliation;

f. Cooperating with County investigations; and

g. Handling the property of the County and of individuals with care and
respect to the owner.

4.Prohibited Conduct: The following conduct is prohibited and may subject the
individual(s) involved to disciplinary action, up to and including termination:

a. The use of profanity or abusive language;

b. The possession of firearms, explosives, weapons (including hunting
weapons) on County property (unless authorized to carry such items as
a job requirement);

c. Fighting or assault on another employee or visitor;

d. Threatening or intimidating co-workers or visitors;
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e. Retaliation for having reported inappropriate conduct or for having
cooperated in an investigation of inappropriate conduct;

f. Intentional interference with another employee’s work; and
g. Theft, destruction, defacement, or misuse of County property or of the
property of an employee or visitor.

This listing is illustrative of the type of behavior that will not be permitted. It is
not intended to be an all-inclusive list. Any violation of the County’s policies or
any conduct considered inappropriate or unsatisfactory may, at the County’s
discretion, subject the employee to disciplinary action, up to and including
termination.

5.Reporting Procedures. It is every employee’s responsibility to ensure that his or
her conduct does not include or imply breach of this policy. Furthermore, it is every
employee’s responsibility to report suspicions of such behavior, whether by
employee or non-employee, to an appropriate supervisor or Human Resources. If,
however, violence, threats of violence or suspected violence to a person or
property has taken place or is taking place, the following will apply:

a. Should an employee perceive a threat to be urgent, the employee may call
911 before reporting the threat to his or her Supervisor or Elected Official.
An urgent threat is one where there is actual violent behavior, or where it
appears that violent behavior is likely or imminent.

b. Should an employee receive a bomb threat, the employee should notify
the Desk Sergeant of the Police Department immediately.

c. Any threats of violence or suspected violence to person or property
should be reported to his or her Supervisor or Elected Official. An oral or
written statement setting forth all pertinent facts may be required.

d. The County will investigate the report and will determine the
appropriate action and/or discipline to be taken with the offender up
to and including termination.

e. The County will work with employees who report that they have been
subjected to violence to support efforts to reduce the harm, which has
been or is being done.

f.  Appropriate confidentiality and documentation of each report will be maintained.
G. EMAIL/INTERNET/INTRANET/WIRELESS ACCESS

1.As part of your employment with the County, you may have access to the internet
and/or County email accounts. It is the intent of this policy to cover both wired and
wireless internet access. Every County employee is responsible for using the
electronic mail (E-Mail) and Internet system properly and in accordance with this
policy. This policy applies to, but is not limited to, laptops, desktops and mobile
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devices (e.g., cellular phone and personal digital assistant).
2.Any questions about this policy should be addressed to Computer Services.

3.The County E-Mail/Internet systems are the property of the County. It has been
provided by the County for use in conducting County business. All communications
and information transmitted by, received from, or stored in this system are County
records and property of the County. The E-Mail/Internet system is to be used for
County purposes. Although the County realizes that there are times when an
employee may need to use the E-Mail/Internet system for personal reasons, it is
expected that good judgment will be used in limiting the length and frequency of
the use.

4.The computers and computer accounts given to employees are to assist them in
performance of their jobs. Employees should not have an expectation of privacy in
anything they create, store, send, or receive on the computer system. The
computer system belongs to the County and may only be used for business
purposes. The County, in its discretion, reserves and may exercise the right to
monitor, access, retrieve, and delete any matter stored in, created, received, or
sent over the E-Mail/Internet system or stored on an employee’s computer, for any
reason and without the permission of any employee. Even though the County has
the right to retrieve and read any E-Mail messages, those messages should still be
treated as confidential by other employees and accessed only by the intended
recipient. Employees are not authorized to retrieve or read any E-Mail messages
that are not sent to them. E-Mail messages are stored on the E-mail server for a
period of two (2) years unless archived by the employee for personal storage.

5.The County E-mail/Internet system should not be used to create or disseminate any
discriminatory, defamatory, offensive, disruptive, or otherwise inappropriate or
unprofessional communications. Among those considered inappropriate or
unprofessional are any communications concerning sex, that contain sexual
implications, racial slurs, gender- specific comments, or any other comment that
inappropriately or unprofessionally addresses someone’s sex, age, race, religion,
national origin, or disability. The E-Mail/Internet systems should not be used to
access any discriminatory, defamatory, offensive, disruptive or otherwise
inappropriate or unprofessional web sites (e.g. pornographic sites, hate speech,
criminal skills, illegal drugs, etc.)

6.Employees are prohibited from performing any act that is illegal or otherwise in
violation of any applicable federal, state, or local laws.

7.Employees may not use the County’s E-Mail/Internet system to download games or
other entertainment software, including wallpaper and screen savers, or to play
games over the Internet. Employees may not install personal software or hardware
on the computer system.

8.Employees may not illegally copy material protected under copyright law or make
that material available to others for copying. You are responsible for complying
with copyright law and applicable licenses that may apply to software, files,
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graphics, documents, messages, and other material you wish to download or copy.
You may not agree to a license or download any material for which a registration
fee is charged without first obtaining the express written permission of the
employee’s immediate supervisor or department head.

9.To ensure security and to avoid the spread of viruses, employees accessing the
Internet through a computer attached to the County’s network must do so
through an approved Internet firewall. Accessing the Internet directly by modem
is strictly prohibited unless the computer you are using is not connected to the
County's network.

10. Files obtained from sources outside the County, including disks brought from
home; files downloaded from the Internet, newsgroups, bulletin boards, or other
online services; files attached to e-mail; and files provided by customers or vendors
may contain dangerous computer viruses that may damage the County’s computer
network. Employees should never download files from the Internet, accept e-mail
attachments from outsiders, unknown or unauthorized sources, or use disks from
non- County sources, without first obtaining the express written permission of your
immediate supervisor or department head.

11. Without the express permission of their supervisor, employees may not send
unsolicited e-mails to persons with whom they do not have a prior relationship.

12. Wireless networking is an extension of Craighead County’s existing wired
network infrastructure. It allows users with wireless enabled laptops and PDAs to
access Craighead County’s network resources and the public Internet. All wireless
devices and access points connected to the secure network must be configured and
approved by Computer Services. This policy applies to all Craighead County
employees, contractors and other affiliates who are connected via a device to the
SSU wireless network capable of transmitting a data packet.

13.  Wireless Access Point Guidelines

a. Computer Services is solely responsible for the deployment and
management of wireless access points and associated devices.

b. Any unauthorized wireless access point or associated device will be
disabled and removed from the network.

c. Any streams or downloads that are not authorized or are using a
substantial amount of bandwidth (as determined by computer services)
will be removed from connectivity and the Elected Official or Department
Head will be notified.

d. Computer Services will manage the wireless spectrum in a manner that
ensures the greatest connectivity and roaming ability. Computer Services
establishes all standards related to security and access based upon
industry standards.

e. Attempts to bypass security or to damage the wireless service passively
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and/or actively are strictly prohibited. Devices found in this attempt will
be removed and reported to the official or supervisor immediately.

f.  Wireless networks are not a substitute for wired network connections.
Wireless should be viewed as an augmentation to the wired network to
extend the network for general access to common and transient areas.

g. Wireless networking is most applicable for uses such as email and web
browsing. Unless using encrypted protocols, wireless devices should not be
used for connecting to the county’s financial information systems, or other
systems that contain sensitive information.

h. Wireless access points provide a shared bandwidth. As the number of users
increase the available bandwidth per user diminishes. Before deploying
wireless networking in common areas, Computer Services will perform
wireless capacity planning to calculate the ideal quantity, placement and
configuration of access points.

i. Users of wireless should consider all unencrypted communications over the
network as insecure.

j. Wireless network users will employ encrypted protocols for transmitting
sensitive and/or confidential information over a wireless network
connection. These encrypted protocols include, but are not limited to,
Secure Sockets Layer (SSL) for web communication, Secure Shell for
application connectivity, and IPSEC for remote access and 802.1x for
wireless connectivity.

k. The wireless network will be monitored to detect exceptions or abnormal
network activities. Systems generating abnormal network activity will be
disabled from the network.

I.  Users attempting illegal streams or downloads that are not authorized or
are using a substantial amount of bandwidth (as determined by Computer
Services) will be removed from connectivity and the Official or
Department Head will be alerted. Depending on the severity this could
also include an internal investigation by the Sheriff’s department

m. A wireless device and user connectivity can be removed at any time without notice.

n. All users on the Secured Wireless Network will fill out the appropriate
documents for access with Computer Services. The request will have to
be approved by the Elected Official or Department Head within. All
documentation will be on file in Computer Services.

14. This policy may be amended or revised from time to time as the need arises.
Users will be provided with copies of all amendments and revisions.

Violations of this policy will be taken seriously and may result in disciplinary
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action, including possible termination, and civil and criminal liability.

CELL PHONE

This Cell Phone Policy applies to Elected Officials, Department Heads and staff who are
authorized to use a cell phone for county business. Related wireless services that require a
recurring monthly charge for cellular access are included under the policy. The County
Judge shall be responsible for the implementation and administration of this policy.
Employees whose job requires them to use a cell phone for County business, as outlined in
this policy, may use a cell phone service for business use.

1.The County may provide a cell phone or allowance to an employee if at least
one of the following criteria is met:

a. The job requires considerable time outside the office or away from
workstation (job need, travel, meetings, etc.) and use of the cell phone
facilitates the effective conduct of business operations while away.

b. The job requires the employee to be immediately accessible to receive
and/or make frequent business calls outside of working hours.

c. Job duties away from the office may expose the employee or others to
immediate harm or danger.

2.County-provided cell phones must be approved by the employee's supervisor and
the County Judge.

3.All cell phone invoices will be coded to the proper department’s telephone budget.

4.Personal calls on county-provided cell phones are highly discouraged. The County
recognizes that brief personal calls for family or emergency matters may occur. Any
monthly overage charges attributed to personal use will be reimbursed to the
county by the employee.

5.Employees shall comply with applicable laws regarding the use of cell phones
while driving and avoid cell phone use that may jeopardize the safety of the
employee or others. Such use may include texting, emailing, or verbal
communication.

6.Employees are prohibited from text messaging while driving a county owned
vehicle, or while driving their own privately owned vehicle during official
business, or from using county-supplied electronic equipment to text message
or email when driving.

7.1t is generally recognized that cell phone transmissions are not secure. Employees
must use discretion in relaying confidential or sensitive information over cell
phones. Further, cellular telephones may not be used to defame, harass,
intimidate, or threaten any person. Employees are prohibited from using their
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cellular phones in any illegal, illicit, or offensive manner.

8.When deemed cost-effective the County Judge may authorize a monthly cell phone
allowance for employees who meet the eligibility requirement established in the
policy. The allowance is intended to reimburse the employee for the average
business use of a personal cell phone, not to pay the entire phone bill. The amount
of the allowance should be commensurate with the requirement for business use
and will be reviewed periodically for change in amount or cancellation.

CONFLICTS OF INTEREST, ETHICS, AND NEPOTISM

An actual or potential conflict of interest occurs when an employee is in a position to
influence a decision that may result in a personal gain for that employee or for a family
member as a result of business dealings with Craighead County. For the purposes of this
policy, a family member is mother, father, mother-in-law, father-in-law, son, daughter,
foster or stepchildren, husband, wife, brother, sister, brother-in-law, sister-in-law, uncle,
aunt, nephew, niece, grandfather, grandmother, grandson, and granddaughter.

No “presumption of guilt” is created by the mere existence of a relationship with outside
firms. However, if employees have any influence on transactions involving purchases,
contracts, or leases, it is imperative that they disclose it to his/her supervisor/elected
official and Purchasing Department as soon as possible the existence of any actual or
potential conflict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or family member has
significant ownership interest in a firm with which Craighead County does business, but
also when an employee or family member receives any kickback, bribe, substantial gift, or
special consideration as a result of any transaction or business dealing involving Craighead
County. Craighead County recognizes the right of employees to engage in activities outside
of their employment which are of a private nature and unrelated to OUR activities.
However, the employee must disclose conflicts so that Craighead County may assess and
prevent potential conflicts of interest from arising. For more information, refer to A.C.A
§14-14-1202.

The employment of persons who are related to each other is limited to employment not
within the same line of supervision. No employee shall be under the direct line of
supervision of a relative.

A “relative” is defined in paragraph one of this section (see above). When marriage results in
an employee being supervised by a relative, the situation may be resolved by transfer to
another available position in the County or resignation. If transfer alternatives are available,
the employee will be given the opportunity to select among the available alternatives. If no
alternative position is available within 60 days, the County will take action to resolve the
situation up to and including immediate termination.

A supervisor is defined as any individual having authority in the interest of a County
department to hire, transfer, suspend, layoff, recall, promote, discharge, assign, reward, or
discipline other employees.
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III

However, this does not alter the status of any person as an “at-wil
provision applies to the following:

employee. The nepotism

1. All employees with a hire date after August 14, 2017.

2. Any employee with a hire date prior to August 14, 2017, forgo this “grandfather”
status when transferring to a position outside the department in which they are
currently employed.

15. PERSONAL CONDUCT

A. County employees shall be expected to report to work on time and to be diligent in
assignment performance.

B. County employees shall not grant any special consideration, treatment, or advantage
to citizens, individuals or groups beyond that which is available to every other citizen,
individual or group.

C. County employees shall not engage in outside activities that prove to be incompatible
with assigned duties, bring discredit upon the County, or give them an advantage over
persons working in a similar vocation.

D. County employees shall not use County Supplies, vehicles, equipment or facilities for
purposes other than to conduct official County business.

E. County employees shall exercise care in the use of County property and equipment.

F. County employees shall not use official positions to secure special privileges or
exemptions for themselves or others.

G. The County shall require secrecy in regard to information obtained from records and
confidential material acquired in the course of duty to the extent permissible by law.

16. TRAVEL POLICY
(Revised June 11, 2020, Ordinance 2020-12)
The County shall reimburse reasonable travel expense based upon the following guidelines provided
that prior approval is secured from the authorizing official of the department. Mileage is paid for
the use of a private vehicle when traveling for official business using the current state mileage rate
(the maximum mileage rate allowed is based upon the shortest major highway route) from regular
place of work to the destination. Please note that travel reimbursement is NOT a per diem and is to
be claimed for actual expenses for meals and lodging, not to exceed the maximum allowable rates
per meal: breakfast, lunch, and dinner as listed in the Federal Travel Directory plus applicable sales
taxes for overnight stays. Meals are only reimbursed if overnight travel is required. The first and
last day of travel is limited to 75% of the maximum allowable rates per meal: breakfast, lunch, and
dinner per GSA guidelines. If your trip includes meals that are already paid for (such as through a
registration fee for a conference), you will need to deduct those daily meal allowances from your
claim. Refer to Section 301-11.18 of the Federal Travel Regulation for specific guidance on
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17.

deducting these amounts from your per diem reimbursement claims. The Federal Travel Directory
is found on the Governmental Services Administration (GSA) website. The maximum allowance for
meals INCLUDES taxes and up to 15% tip reimbursement. Lodging rates per the Federal Travel
Directory EXCLUDE room tax and should be exceeded only by the room tax amount unless special
authorization is given in writing by the authorizing official of the department justifying the need to
exceed the standard reimbursement rate. All travel expenses are paid based upon signed (by one
individual incurring charges) and fully documented receipts as to who, what, when, where, and why,
are turned into Accounts Payable. To determine whether each person stayed below the maximum
allowable rates for meals, if a receipt contains meals for more than one person, each item should be
clearly marked according to who ordered each item. Non-county employees traveling on official
business for the County are bound by the guidelines listed in this section. The County shall not
reimburse the cost of alcoholic beverages. When using airplane travel, allowable additional travel
expenses are limited to: travel to and from airport on travel days, and/or hotel to and from
conference location.

“RATIONAL BASIS” FOR REDUCTION OR REMOVAL OF PAY OR POSITION
(Revised June 11, 2020, Ordinance 2017-5)

A. A County Official may reduce pay or remove a job position for any reason that is rationally
related to the effectuation of any conceivable legitimate County objective.

B. Examples. Itis not possible to list all “rational bases” for reduction or removal of pay or
position; however illustrative examples include (without limitation):

1.Misrepresentation, dishonesty, or self-dealing conduct;
2.Intemperate conduct;
3.Insubordination, including the failure or refusal to follow the legal orders of your

supervisor or other supervisors;
4.Negligent, reckless, knowing, or intentional destruction of County property;

5.Abuse or misuse of your position as a County employee;

6.Any conduct, acts, or omissions that interfere with or impair your ability to
properly and effectively perform your duties as a County employee;

7.Any rational change in the mode or manner of operations, including any rational
decision regarding the personnel selected by the County Official for the delivery of
County services; and

8.Violation of County policy or procedure or applicable law.

C. Terminating employment with County

1.County employees terminating their County Service shall become final with a
specific date of separation. To the extent possible, County employees should give
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30 days’ notice of intent to terminate employment with the County.

2.County employees shall receive compensation for any accrued and unused
vacation time, accrued and unused comp time, and any wages earned and
uncompensated in a final check to be processed at the next scheduled county
payroll date.

3.Terminated employees shall not be permitted to remain on county payroll and
employment while using accrued comp time and accrued vacation time for the
purpose of receiving and continuing county benefits, such as health insurance,
retirement, and accruing additional vacation and personal time.

4.All County property must be returned upon termination of employment.

D. Internal Transfers

Notice of Termination is to be submitted with a specific date of separation with the
signature of an authorized official to the Payroll Clerk. Employment with the County will
terminate at the close of business of the specific date of separation (See Section 17.C).

The termination will be considered an internal transfer only when official notification from
an elected official or authorized representative hire the terminated employee into a
budgeted position before the close of business on their specific date of separation. Once
close of business occurs, the separation of employment is official and any further
employment with the County will be treated as a new hire.

18. CONSTITUTIONALLY PROTECTED CONDUCT

A. Itis the policy of this County not to violate the Constitution or the laws of Arkansas or
the United States.

B. Should any applicant or employee contend the he or she has been unlawfully discriminated
against because of the race, color, religion, gender, national origin, age genetic
information, veteran status, or disability or that he or she has been unlawfully punished for
the exercise of a constitutionally protected liberty right (e.g., free speech, free association,
political patronage, access to courts, privacy, etc.) or treated in any other unlawful or
unconstitutional manner, the applicant or employee shall request, in the time and manner
set forth in this County employment policy, a “liberty right” hearing before the County
grievance committee to provide the County’s final policymaker with authority an
opportunity to learn of the alleged unlawful discrimination or unlawful punishment and to
thereby have an opportunity to voluntarily conform the conduct of County Officials and
County employees to the requirements of County policy.

19. HIRING AND PROMOTING
The at-will employment policy applies equally to hiring and promoting. Nothing herein shall create a
property right in employment, entitlement to be hired or promoted, or an expectancy of continued
employment. Nothing herein establishes grounds upon which hiring or promoting must be based.
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20. EMPLOYEE BENEFITS
Eligibility for vacation leave or other employee benefits does not create any property right in
employment or any expectancy of continued employment.

21. INFORMAL PROCEDURE FOR REPORTING/RESOLVING PERCEIVED HARASSMENT AND/OR
DISCRIMINATION

A.

It is the policy of the County to treat all employees equally in the terms and conditions of
their employment. The harassment of any employee is contrary to this policy and may be
considered a violation of federal law and will be considered justification for disciplinary or
other appropriate action. This policy applies to all employees, supervisors, agents, and non-
employees who have contact with employees during working hours. This policy defines
harassment and outlines the method by which it is reported.

This policy provides an informal procedure for reporting any conduct or condition
perceived to be race, color, religion, gender, sex, national origin, age, genetic information,
veteran status, or disability harassment to enable the County to receive timely notice and
to act affirmatively, if needed, to assure compliance with the law. If this informal
procedure does not achieve the desired result, the affected employee should utilize the
Grievance Hearing procedure to bring the matter before the County Grievance Committee.

Race, color, religion, gender, sex, national origin, age, genetic information, veteran status,
or disability harassment (by conduct or condition) (hereinafter “Prohibited Conduct”) is
prohibited.

If you consider another person’s conduct or a workplace condition to be Prohibited
Conduct, report it immediately to any supervisor or Elected Official.

The supervisor or Elected Official receiving any such report shall report the matter to the
appropriate Elected Official or officials which, for the implementation of this procedure,
shall be the Elected Official(s) responsible for managing the day-to-day affairs of the office
of County government in which the alleged Prohibited Conduct occurred or in which the
alleged harasser works.

Any supervisor or Elected Official receiving any report of Prohibited Conduct shall take
appropriate action to remedy such conduct or condition(s) and shall respond to the
person reporting the matter so the person originating the report can be informed of the
action taken.

If the person reporting the alleged Prohibited Conduct is not satisfied with the action
taken or if the alleged Prohibited Conduct continues, that person shall report the matter
to the County’s Prosecuting Attorney or Deputy Prosecuting Attorney.

Except to the extent needed to implement this policy and remedy the alleged harassment,
the identification of the person reporting the Prohibited Conduct or condition shall remain
confidential to the extent possible.

Reporting conditions or conduct reasonably believed to be Prohibited Conduct shall not
adversely affect the reporting employee.
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22. GRIEVANCE HEARING PROCEDURE

CAVEAT: The purpose of this Grievance Hearing Procedure is to establish a required procedure
to resolve applicant and employee grievances, and to thereby enable the County to
voluntarily conform the conduct of County Officials and County employees to the
requirements of County policy. If the applicant or employee does not follow this
affirmatively required County grievance hearing procedure, the County will raise waiver
and estoppel as affirmative defenses to any claims against the County filed by the
applicant via any administrative or judicial procedures otherwise available for redress of
grievances.

A. AVAILABILITY OF PROPERTY RIGHT HEARING

1.At-will employment may be terminated by either the County or the employee at
any time without prior notice, without cause, and without any property right
hearing.

2.Any claim that any employee has a constitutionally protected property right in
employment, entitling the employee to continued employment until “just cause”
for discipline or dismissal is proved by the County at a predeprivation hearing, must
be timely asserted in writing by the affected employee in accordance with this
Grievance Hearing Procedure, or the property right claim will be waived by the
employee.

B. AVAILABILITY OF LIBERTY RIGHT HEARING

1.Any claim of illegal County employment discrimination on the basis of race, color,
religion, gender, national origin, age, genetic information, veteran status, or
disability or because the County is acting in a manner that is arbitrary, capricious,
or unreasonable, in hiring, compensation, conditions of employment, discipline, or
dismissal must be timely made in writing by the affected applicant or employee in
accordance with this grievance hearing procedure.

2.Any claim that any employee treatment, discipline, or dismissal is
unconstitutional punishment due to the employee’s exercise of a constitutionally
protected “liberty right” or other constitutionally protected activity of the
employee must be timely made in writing by the affected employee in
accordance with this grievance hearing procedure.

3.Any claim that any employee treatment, discipline, or dismissal is contrary to the
public policy of Arkansas must be timely made in writing by the affected
employee in accordance with this grievance hearing procedure.

C. AVAILABILITY OF NAME CLEARING HEARING
Any claim that any employee’s liberty interest in future employment has been damaged as

a result of any “stigmatizing charge” publicly communicated by the County must be timely
asserted by the affected employee in accordance with this grievance hearing procedure.
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D. AVAILABILITY OF HEARING GENERALLY

1.A grievance hearing requested by an applicant or employee is not required to be
held unless it is timely requested in the manner required by this Employee
Grievance Hearing Procedure and required by the constitution or by this policy.

2.Neither liberty rights nor property rights are created by this document.

3.The County may, in its discretion, hold a hearing prior to any decision ordeprivation.
E. TIMELY REQUESTS FOR GRIEVANCE HEARINGS

1.1t is the applicant’s or employee’s duty to request a grievance hearing with the
Public Service Committee.

2.The applicant or employee must timely file a written grievance hearing request after
any claimed deprivation of the applicant’s liberty or employee’s liberty or property,
or any right to a hearing or to object to the deprivation shall be waived.

3.The grievance hearing request should state, in writing:
a. the grievance for which a hearing is requested;
b. the factual basis of the grievance; and
c. therelief sought.

4.The written grievance hearing request shall be delivered to the Public Service
Committee in care of the County Judge no later than four-thirty o’clock (4:30) p.m.
on the third full business day (weekends and holidays excluded) after any claimed
deprivation for which a grievance hearing is requested.

5.Any dismissal decision shall automatically be a suspension with pay for three full
business days (weekends and holidays excluded) during which time the employee
subject to dismissal may request a pre-deprivation hearing, in which case the
suspension with pay shall continue until the conclusion of the County Grievance
Committee hearing. (In no event shall a suspension with pay status extend more
than fourteen (14) days, unless the suspension with pay status is extended by
decision of the County Grievance Committee. All accrued by unpaid leave time --
e.g., vacation, comp. time, etc. -- will automatically run concurrent with the period
of suspension with pay, unless the employee prevails in his or her grievance). Any
discipline decision that will result in reduction or removal of pay or position shall
automatically be deferred for three full business days (weekends and holidays
excluded) during which time the employee subject to discipline may request a pre-
deprivation hearing, in which case the deferral shall continue until the conclusion
of the County Grievance Committee hearing.

6.The Grievance Committee shall respond in writing to all timely submitted Grievance
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Hearing Requests within ten (10) days, stating:
a. thetime and place of the hearing, if the hearing request is granted; and
b. the reason for denial, if the hearing request is denied.

F. HEARING PROCEDURES

1.Notice: After an employee requests a grievance hearing, the employee shall be
notified of the date, time, and place of the hearing.

2.Suspension With Pay: If it is determined that the grieving employee should
continue to work until the hearing is concluded, the employee may be requested to
perform duties for the benefit of the County with pay pending the outcome of the
hearing.

3.Hearing Record: The hearing shall be reported by a court reporter (not merely a
tape recorder) for transcription upon request by either party at the expense of the

requesting party.

4.Procedural Issues: At the hearing, on the record, the parties shall suggest any
desired hearing procedures and state any complaints regarding:

a. the notice;

b. the date, time, or place of the hearing;

c. the opportunity to refute fairly the charges; and
d. theimpartiality of the decision maker(s).

5.Rules of Procedure and Evidence: Informal rules of procedure and evidence (Ark. Code Ann.
§ 25-15-208) shall be followed:

a. witnesses shall testify under oath;

b. parties shall be allowed, at their own expense, to obtain and use legal
counsel for representation;

c. parties shall be allowed to obtain and use the presence of witnesses for
examination, cross-examination, and rebuttal; and

d. parties should be granted a reasonable continuance if requested prior to the
hearing in writing and if reasonably necessary for stated reasons to prepare
adequately for the hearing.

6.Publication: The County Grievance Committee shall hear the evidence offered by
the parties; hear any argument desired by the parties, and vote without public
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discussion or deliberation. Only the decision, and not the factual or legal reasons,
therefore, shall be announced publicly. The hearing shall be in public if so, required
by the F.O.I.A. (Ark. Code Ann. § 25-19-101,et.seq); however, the employee may, at
any time, decline the hearing and accept the intended discipline or dismissal.

7.Confirm in Writing: After the hearing, the grieving applicant or employee shall be
sent a letter stating the factual and legal bases found by the County Grievance
Committee for any refusal or removal of pay or position.

G. HEARING ISSUES AND BURDEN OF PROOF:

1.Property Interest Hearings

a. Since this County employment policy affirmatively creates at-will
employment, the employee has the burden of proving by a preponderance
of the evidence that he or she has a property interest in his or her
employment.

b. Where the employee meets his or her burden of proof, the supervisory
official has the burden of proving “just cause” for the supervisory officials’
intended discipline or dismissal of the employee.

2.Liberty Interest Hearings
a. Claim of Arbitrary Discrimination (Unequal Treatment)

i.  The grieving employee has the burden of proving by a
preponderance of the evidence that he or she is being treated
differently than another person otherwise similarly situated with
the employee.

ii. Where the employee meets his or her burden of proof, the
supervisory official has the burden of proving by a preponderance
of the evidence that the reason for the difference in treatment is
rationally related to the effectuation of a legitimate County
objective.

b. Claim of Unconstitutional Punishment

i The employee has the burden of proving by a preponderance of
the evidence that he or she has engaged in constitutionally
protected conduct that was a substantial or motivating factor in
any adverse employment decision, discipline, or dismissal.

ii. Where the employee meets his or her burden of proof, the
supervisory official has the burden of proving that the adverse
employment decision, discipline, or dismissal would have
occurred even in the absence of the constitutionally protected
conduct.
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c. Claim of Discrimination Due to Race, Color, Religion, Gender, Age,
Genetic Information, Veteran Status, or National Origin

The grieving applicant or employee has the burden of proving
by a preponderance of the evidence that he or she is being
treated or affected differently than another person who, other
than for race, color, religion, gender, age, genetic information,
veteran status or national origin is similarly situated with the
applicant or the employee.

Where the applicant or employee meets his or her burden of
proof, the supervisory official has the burden of proving by a
preponderance of the evidence that the proven inequality of
treatment or effect is necessary to effectuate a compelling
County object.

d. Claim of Discrimination Due to a Disability

The grieving applicant or employee has the burden of proving by a
preponderance of the evidence that he or she is a qualified
individual with a disability who, because of the disability, is being
treated or affected differently than another person in regard to job
application, procedures, advancement, dismissal, compensation,
training, or other terms conditions, or privileges of employment.

Where the applicant or employee meets his or her burden of
proof, the supervisory official has the burden of proving by a
preponderance of the evidence that the proven difference in
treatment or effect is job-related and necessary to effectuate a
legitimate County objective that performance of the job cannot be
accomplished by reasonable accommaodation, or that the needed
accommodation would result in undue hardship on the County.

e. Claim of a Completely Arbitrary Decision.

The grieving employee has the burden of proving by a
preponderance of the evidence that the action taken against him or
her is not rationally related to the effectuation of any conceivable
legitimate governmental objective of the County.

Where the employee meets his or her burden of proof, the
supervisory official has the burden of proving by a preponderance
of the evidence that the action taken against the grieving
employee is rationally related to the effectuation of a conceivable
legitimate governmental objective of the County.
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3.Name Clearing Hearings

a. The grieving applicant or employee has the burden of alleging that a
“stigmatizing charge” has been publicly communicated by the County or a
County Official or County employee and requesting an opportunity to
publicly clear his or her name. A “stigmatizing charge is any public act or
statement that a reasonable person considers to defame, publicly scorn, or
result in an individual being publicly shunned such that the employee’s
standing in the community is damaged or otherwise limits an employee’s
ability to obtain other employment. A stigmatizing charge is one that is
more than merely adverse to the employee.

b. Where the applicant employee meets his or her burden of proof, the
County shall provide the applicant or employee a public hearing
opportunity to clear his or her name.

23. COUNTY GRIEVANCE COMMITTEE

A. The County Grievance Committee for employees hired by the County Judge shall be the
Public Service Committee of the Quorum Court, but the decision of the grievance
Committee shall only be advisory to the County Judge. (Ark. Con., Am. 55, §3).

B. The County Grievance Committee for employees not hired by the County Judge shall be the
Public Service Committee of the County Quorum Court and the decision of the Grievance
Committee shall be the decision of the County. (Ark. Con., Am. 55, §1).

C. The purpose of the grievance hearing is to enable the County, through its Grievance
Committee, to hear from both the employee and the employee’s supervisory official and
to thereafter determine whether or not an operational decision of the County Official or
employee violates the County policy. If so, the decision of the County Official or employee
is to be modified by the County Grievance Committee to conform that decision to County

policy.

D. The County Grievance Committee is not to substitute its operational judgment for that of
an Elected Official if the decision of the County Official or employee does not violate
County policy.

24, RELEASE OF EMPLOYEE GRIEVANCE RECORDS
Public access to employee grievance records is authorized only if approved by the effected
employee or authorized by the Arkansas Freedom of Information Act.

25. SAFETY-SENSITIVE EMPLOYEE DRUG AND ALCOHOL TESTING
(Revised June 11, 2020, Ordinance 2020-5)

A. The County has a vital interest in providing for the safety and well-being of its employees
and the public and maintaining efficiency and productivity in all of its operations. The
County and certain employees who drive commercial motor vehicles are subject to the
requirements of federal statutes and implementing regulations issued by the Federal
Highway Administration and Federal Transit Administration of the U.S. Department of
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Transportation (DOT). Often however, the DOT and transit policies do not cover certain
County employees who perform safety and security-sensitive functions. In order to further
provide a safe environment for County employees and the public, the County has adopted
the following drug and alcohol testing policy for those employees who are not covered by
federal law with respect to substance abuse testing.

Policy Statement: Covered employees must be free from the effects of illegal drugs and
alcohol during scheduled working hours as a condition of employment. Drinking alcoholic
beverages or using drugs while on duty, on County property, in County vehicles, during
breaks or at lunch, or working or reporting for work when impaired by or under the
influence of alcohol, or when drugs and/or drug metabolites are present in the employee’s
system, is strictly prohibited and grounds for immediate discharge. In addition, employees
are subject to immediate discharge for the unlawful manufacture, distribution,
dispensation, possession, concealment or sale of alcohol or drugs while on duty, on County
property, in County vehicles, during breaks or at lunch.

The County reserves the right to require covered employees to submit to urine drug testing and
Breathalyzer alcohol testing to determine usage of drugs and/or alcohol as provided below.
Employees must submit to all required tests. Any employee who refuses to submit to any
required test without a valid medical explanation will be subject to immediate discharge.
Refusal to execute any required consent forms, failure to show up within the required time
frame or refusal to cooperate regarding the collection of samples, or submission or

attempted submission of an adulterated or substituted urine sample will be deemed refusal
to submit to a required test.

B. Safety-Sensitive employees are subject to testing by the County to detect the presence of
controlled substances and alcohol in their body, including:

1.Pre-employment Testing (controlled substances only);
2.Reasonable Suspicion Testing;

3.Random Testing;

4.Post-accident Testing; and

5.Return-to-duty and Follow-up Testing.

C. Safety-Sensitive employees subject to testing shall include only employees whose duties
require them to:

1.Maintain a commercial driver’s license.
2.Carry a firearm; or

3.Routinely operate an emergency vehicle (one equipped with siren and red or blue
lights) in order to lawfully carry out their duties; and

4.Jail employees.
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D. The Drug and Alcohol Testing Procedures required by the U.S. Department of
Transportation (DOT Rules) shall be the procedures followed by the County, which
procedures shall not be contrary to procedures promulgated by the Association of
Arkansas Counties. Drug and alcohol testing will be administered to the employees in the
circumstances and in the manner mandated by the Rules.

E. Upon the County’s adoption of this policy, or at the point of hiring, each County Safety-
Sensitive employee shall certify in writing that:

1.The employee has been informed of and understands his or her obligation under
the County’s drug and alcohol testing policy and the drug and alcohol regulation of
the DOT;

2.The employee understands that the use or possession of alcohol in any form is
prohibited in the workplace, and that there are restrictions on alcohol use for a
period prior to reporting for work and after an accident;

3.The employee understands that the possession or use of unauthorized or
illegal drugs is prohibited at any time whether in the workplace or not; and

4.The employee understands that, as a condition of employment, the employee must
submit to collection of breath, urine, blood, and/or saliva samples when requested
by the County employer or a contractor acting for the County employer and, also,
that the employee may be subject to drug and alcohol testing in other
circumstances including, but not limited to post- accident and when the employer
has reasonable suspicion to believe the driver has engaged in prohibited actions
concerning controlled substances or alcohol.

F. Reasonable suspicion testing shall not be conducted until after the facts are reviewed by
the Human Resources Manager and they agree with the supervising Elected Official that
reasonable suspicion exists under the particular facts of the particular case.

G. The following shall result in immediate discharge:

1.Refusal to take a mandated test for drugs or alcohol;

2.A positive drug test result, once the time limit for requesting a second test of a
split sample has expired, or upon receipt of a positive drug test result from the
second test; and

3.A positive alcohol test result.

H. Employees whose initial drug test results are positive and who request a test of the second
portion of the split sample will be suspended without pay until such time as the County’s
Designated Representative receives the results of the second (split sample) test. Such
second test will be at the employee’s expense. A negative result from the second (split
sample) drug test will render the first test invalid and the employee will be reinstated with
back pay and reimbursement for the costs of the second test.
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I. An employee suspected of unlawful use of drugs or abuse of alcohol while on duty, as
established by DOT Rules, or who is involve in an accident as defined in 49 CFR 390.4 (and
receives a citation for a moving traffic violation in this section) by the Rules, shall be
suspended immediately with pay until the results of the drug or alcohol test are received
by the County’s Designated Representative.

J.  Alcoholic beverages and drugs are considered to be prohibited substances in the
workplace. For purposes of this policy, the term “drugs” includes controlled substances (as
identified in Schedules | through V of Section 202 of the Controlled Substances Act, § 21
U.S.C. 812, and the regulations promulgated there under, and defined in the Uniform
Controlled Substances Act, Ark. Code Ann. § 5- 64-201 - 216) including synthetic narcotics,
designer drugs, and prescription drugs, excepting: prescription drugs approved by and used
in accordance with the directions of the employee’s physician.

K. The appropriate use of prescription drugs and over-the-counter medications is not
prohibited. Any employee using a prescription drug should consult with his/her physician
and pharmacist regarding the effects of the drug. Employees should read all labels carefully
and provide notice to their immediate supervisor and/or Department Head if any
prescription drugs or over-the-counter medications could impair or limit an employee’s
ability to perform his or her job duties (such as operating a vehicle or heavy machinery).

L. Employees may not have any unauthorized items in their possession or in any area used
by them or under their control. Unauthorized items may include, but are not limited to,
alcoholic beverage containers and drug paraphernalia.

M. The U.S. Department of Transportation issues regulations governing the use of alcohol
and drugs by Motor Vehicle Drivers. The County of Craighead wishes to adopt updates in
the regulations. All updates will be disseminated to the applicable employees and
acknowledged forthwith.

Nothing in this section shall contradict or remove any of the items referenced in A. through
L of Section 25. The incorporated exhibit shall be used exclusively for the County’s policy in
regards to motor vehicle drivers. The County adopts any further updates issued by the U.S.
Department of Transportation to these regulations.

26. INCLEMENT WEATHER POLICY

A. The general policy regarding inclement weather is that Craighead County does not normally
close its offices because of hazardous driving or severe weather. The County Judge will
determine if conditions warrant closure of County Offices. However, the obligation to
provide services to the citizens of Craighead County must be balanced with the risk of
danger to County employees. Therefore, it is appropriate that guidelines which reflect the
need of our citizens’ and employees’ safety be established.

1.Early morning severe inclement weather conditions.

a. The County Judge will determine whether this inclement weather policy
will be placed into effect and will announce its implementation before
6:30 a.m. if at all possible, over the local news media.
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b. On days declared to be covered by the inclement weather policy, all
employees may come in up to two hours late from their normal starting
time without being charged with any leave time. Employees arriving later
than two hours from their regular starting time will be charged the full
amount of time involved in the tardiness, and employees not coming to
work at all will be charged a full day’s absence.

c. The County Road Department and the County Sheriff’s Department shall
incorporate into their schedule the flexibility to alter this schedule in order
to clear and maintain roads and work emergency incidents during inclement
weather. This practice shall not be abused.

27. EMERGENCY CLAUSE
The County Judge and the Quorum Court reserve the right to invoke an “Emergency Clause” in all
personnel matters if deemed necessary.
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PERSONNEL HANDBOOK ACKNOWLEDGMENT

In consideration of my employment, | agree to conform to the rules and policies of
Craighead County including those set forth in this Personnel Handbook. | understand that my
employment and compensation can be terminated with or without cause, and with or
without notice, at any time, at the option of either Craighead County or myself.

| hereby acknowledge that | have been given the opportunity to review and state that |
understand the contents of the Craighead County Personnel Handbook. | further
acknowledge that | have been given the opportunity to ask questions concerning its contents.
| state that | will be cooperative in complying with the policies set forth therein. | understand
that revisions may be made to the Handbook at any time. Further, | agree that the Handbook
is not a contract of any kind, implied or expressed, including one for employment, but is for
my information only.

Employee Name (Print):

Employee Signature:

Date:
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Addendum A

U.S. Department of Labor
EMPLOYEE RIGHTS AND RESPONSIBILITIES

UNDER THE FAMILY AND MEDICAL LEAVE ACT

Basic Leave Entitlement

FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to
eligible employees for the following reasons:

1. forincapacity due to pregnancy, prenatal medical care or childbirth;

to care for the employee’s child after birth, or placement for adoption or foster care;

3. tocare for the employee’s spouse, son, daughter or parent, who has a serious health condition;
or

4. For aserious health condition that makes the employee unable to perform the employee’s job.

N

Military Family Leave Entitlements

Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to covered
active duty status 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 service-member during a single 12-month period. A covered service
member is: (1) a current member of the Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list, for a serious injury or illness*; or (2) a
veteran who was discharged or released under conditions other than dishonorable at any time during
the five-year period prior to the first date the eligible employee takes FMLA leave to care for the
covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious
injury or illness.*

*The FMLA definitions of “serious injury or iliness” for current service members and veterans are
distinct from the FMLA definition of “serious health condition”.

Benefits and Protections

During FMLA leave, the employer 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 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 an employee’s leave.
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Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at least 12 months, have 1,250
hours of service in the previous 12 months*, and if at least 50 employees are employed by the
employer within 75 miles.

*Special hours of service eligibility requirements apply to airline flight crew employees.
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 regimen 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 entitlement in one block. Leave can be taken
intermittently or on a reduced leave schedule when medically necessary. Employees must make
reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the

Employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave

Employees may choose or employers may require use of accrued paid leave while taking FMLA leave.
In order to use paid leave for FMLA leave, employees must comply with the employer’s normal paid
leave policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is
foreseeable. When 30 days’ notice is not possible, the employee must provide notice as soon as
practicable and generally must comply with an employer’s normal call-in procedures.

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
employer if the requested leave is for a reason for which FMLA leave was previously taken or certified.
Employees also may be required to provide a certification and periodic recertification supporting the
need for leave.
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Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under FMLA. If
they are, the notice must specify any additional information required as well as the employees’ rights
and responsibilities. If they are not eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA-protected and the
amount of leave counted against the employee’s leave entitlement. If the employer determines that
the leave is not FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers

FMLA makes it unlawful for any employer to:
1. Interfere with, restrain, or deny the exercise of any right provided under FMLA; and
2. 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 prohibiting discrimination or supersede any State or
local law or collective bargaining agreement which provides greater family or medical leave rights.
FMLA section 109 (29 U.S.C. § 2619) requires FMLA covered employers to post the text

of this notice. Regulation 29 C.F.R. § 825.300(a) may require additional disclosures.
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Craighead County Time and Attendance Policy

Introduction
(Ordinance 2021-36)

Craighead County has the right and responsibility to manage the workforce and ensure
employees are being paid appropriately based on hours worked. This policy outlines the
proper recording and approval of hours worked, leave usage, and manual adjustments to time
records.

The County’s standard work week shall be forty (40) hours, consisting of five (5) standard
workdays, unless otherwise implemented and approved by administrative officials in
authority.

The County’s standard workday shall be from 8:00 a.m. until 5:00 p.m. for Courthouse
employees. County Road Employees’ work schedule shall be four (4) ten-hour (10) workdays,
each week, year-round. (Road Employees will work Monday after Thanksgiving holidays.)

The normal work period shall be forty (40) hours per week for all employees except
employees engaged in the provision of law enforcement. The normal work week for law
enforcement personnel (including security personnel in the detention center) shall be no
more than eighty-six (86) hours in a fourteen (14) consecutive day work period. Clerical staff is
not considered as law enforcement employees. The County’s pay period shall end at midnight
Monday, three (3) days before each scheduled payday.

When possible, Craighead County employees shall receive breaks of fifteen (15) minutes. For
each four (4) hours worked County employees generally will be allowed a consecutive fifteen
(15) minute break. County employees shall receive a one (1) hour lunch break. However, for
purposes of keeping certain offices open, lunch scheduling will be at the discretion of the
County official or supervisor in charge. County Road Department employee lunch breaks may
be reduced to thirty (30) minutes in order to redeem working time and daylight. No
employee may perform work while on a lunch break.

Craighead County’s official time and attendance system is Kronos and is hereinafter referred
to as the “timekeeping system”. The system and associated work records are used for
recording actual hours worked and leave taken (vacation, personal, comp days) for all
employees.

Actual hours worked will be recorded by facial recognition using a time clock kiosk and
adjustments and leave requests are entered by an employee through a computer, or a mobile
application. Time may be entered by a department’s Elected Official / Department Head /
Supervisor when an individual is unable to enter their own time. The time and leave data
collected is transferred to the payroll system to generate pay according to the hours recorded.
The timekeeping system tracks and manages employees’ worked hours andapplies current
Craighead County pay rules prior to transmitting the data to payroll.

To ensure consistent application of this policy, the data recorded in the timekeeping system
shall be considered the “official” time record of each workday. Any disputes over actual hours
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worked or attendance will be resolved by referring to the timekeeping system records.

It is recognized that in certain situations (e.g., clock malfunction) it may be necessary to correct
or enter missing data. Manual time or leave adjustments shall be documented. Manual
adjustments may be requested through the Elected Official/ Department Head / Supervisor,
who in turn shall have the responsibilityof making edits and notes on the electronic time
record.

Definitions

1. “Clock-in” and/or “Punch-in” (or “-out”): An action whereby an employee uses the facial
recognition/mobile punch at the time clock kiosk to submit a time entry. For the purposes of
this policy, these terms have the same meaning and may be interchanged.

2. Elected Official/ Department Head / Supervisor: The individual within the department
who operational authority.

3. Timesheet Approver: The Elected Official/ Department Head / Supervisor, or Approver
Designee.

4. Approver Designee: Any individual who has been given authority by the Elected Official/
Department Head / Supervisor to approve changes in employee timesheets.

5. Employee: An individual who works within the department and charges time against the
departmental account.

6. Exempt Employee: An individual identified as working in a position that is not subject to
the minimum wage and overtime requirements of the Fair Labor Standards Act.

7. Non-Exempt Employee: An individual identified as working in a position that is eligible to
receive overtime, for hours actually worked when in excess of 40 hours per week. Exception:
County Sheriff’s Office and Detention Center employees. The normal work week of law
enforcement personnel (including security personnel in the detention center) shall be no
more than eight-six (86) hours in a fourteen (14) consecutive day work period. Clerical staff in
the Sheriff’s Office and Detention Center are not considered as law enforcement employees.

Responsibilities

Elected Officials/ Department Heads / Supervisors are responsible for insuring that employee
time records are reviewed and approved in an appropriate time frame that is in line with the
payroll schedule, as published annually by the County Clerk. Elected Officials/ Department
Heads / Supervisors may delegate review and approval authority to a subordinate supervisory
employee. For purposes of this policy, the Elected Official/ Department Head / Supervisor (or
established delegate) will be referred to as the Timesheet Approver.

Timesheet Approvers are responsible for ensuring that the work and leave time reported

accurately reflects each employee’s actual hours worked and leave taken for the work week
and validates this by approving each employee’s timesheet and/or leave request. Intentional
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errors in reporting and/or approving actual hours worked, can result in disciplinary actions, up
to and including termination.

All employees are responsible for routinely reviewing their pay statement for accuracy. If the
employee discovers errors in hours, it is to be reported to their Elected Official/ Department

Head / Supervisor immediately. If the employee does not receive a prompt response, or does
not agree with the response, the employee is to contact the Human Resources Manager.

Employees who work in more than one department are to transfer hours to the appropriate
department by submitting a change request to modify the cost center.

Procedures

All employees shall record their hours worked and leave usage within the timekeeping
system. Timesheets shall be submitted by the employee and approved by the Timesheet
Approver each pay period.

Full-time Non-Exempt Employees are expected to record a minimum of forty (40) hours per
week.The forty (40) hours shall be comprised of hours worked and when applicable, leave
taken. Full-time Non-Exempt Employees who are unable to record a total of forty (40) hours
and have leave accruals available should submit a time off request through the employee
dashboard to their Elected Official/ Department Head / Supervisor. Non-Exempt Employees
will only be paid for their actual hours worked and approved leave taken.

All leave time taken shall be entered through the timekeeping system, using the leave request
feature. Leave requests should be entered and approved before the time off has occurred.
Employees are not paid for hours of vacation, personal time, or comp time in excess of their
available balance(s), respectively.

If an employee was not fully compensated for hours worked and/ or leave taken because of a
datainput error or a missed Punch-in (or -out), the employee should notify their Elected Official/
Department Head / Supervisor who will work with the County Clerk’s Office/Payroll to rectify
the error.

1. Daily Clock-in / Clock-out

> Itis the responsibility of each Exempt and Non-Exempt and employee to Clock-in
at the beginning of each scheduled workday and Clock-out promptly when their
workday is completed.

> All Exempt and Non-Exempt employees are to Clock-in and Clock-out at their
assigned time clocking terminal or terminals approved by their Elected Official/
Department Head / Supervisor.

> All Non-Exempt employees are required to Clock-out for unpaid meal breaks and
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Clock-in upon return.

» Non-Exempt employees who adjust the duration of their lunch period must notify
their supervisor of what change is to be made to the lunch period to reflect the
actual time taken through the timekeeping system. If an employee is not free to
leave the worksite during a lunch period or performs work during a lunch period,
the employee is to be paid for the lunch period. The employee should submit a
Change Request to modify the lunch period.

» All Non-Exempt employees leaving for approved personal reasons (other than the
lunch period) during the day must Clock-out when leaving and Clock-in upon
returning.

» Non-Exempt employees are not allowed to work without recording and getting
paid for time worked. This may be referred to or known as “off the clock”
(working without recording the time worked). A few examples, but not exclusive
may include:

e Working during a meal period and not reporting the time worked.

e Working at home or off County property and not reporting the time
worked.

e Sending, reading, or responding to work-related emails or phone calls
outside normal work hours and not reporting the time worked (Non-
exempt employees are not to respond, read, or compose work-related
emails outside of regularly schedule hours unless directed by their
Elected Official/ Department Head / Supervisor.

e Working before or after a shift and not reporting the time worked.

An employee may not accumulate overtime by arriving early or leaving late unless
specificallypre-authorized by his supervisor. If a Non-Exempt employee has
accumulated unapproved hours beyond his/her approved schedule during a week, he
may be required to leave work early. This activity is prohibited and a violation of the
policy and cannot be acquiesced by the immediate supervisor of the employee.

Comp Time is earned on a weekly basis after forty (40) hours of actual work has been
recorded during the established work week. Comp Time will be calculated based on the
actual hours recorded and credited to the employee and should be approved by their
Elected Official/ Department Head / Supervisor in advance.

Disagreements on work hours contained in the timekeeping record shall be reviewed with
theemployee’s supervisor (and, if necessary, department Elected Official/ Department
Head / Supervisor) who will take action to resolvethe issue and authorize any changes
deemed necessary to the timekeeping data. Any other disputes must then be addressed
by the Human Resources Manager.

2. Missed Punches and Adjustments

If an employee fails to Clock-in or Clock-out for their shift, the employee will be required to
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utilize the timekeepingsystem to submit a Change Request to record the missed time
punches including an explanation in the notes section of the request. If an employee is
unable to enter their missed time, the Elected Official/ Department Head / Supervisor may
adjust the employee’s time in the timekeeping system and add a note of explanation as to
the correction.

Employees demonstrating multiple failures to clock in or out without reasonable justification
will be subject to disciplinary action as set forth in the employment policy.

Under no circumstances can an Approver Designee adjust their own timesheets.
Corrections shall only be made by the Elected Official/ Department Head / Supervisor.

Guidelines for Time Corrections:

Employees should request/submit all time corrections through the timekeeping system by
using the Change Request function, to their Elected Official/ Department Head /
Supervisor in order to have a record corrected. The timekeeping system maintains an
audit trail of all time corrections.

The request should be comprised of:
1. Date and times that are to be corrected.
2. Reason for the correction (be specific).
3. When (what time) the punch should have been for.

If a missed Punch-in or Punch-out occurred due to working off-site, the employee must
also provide the location where the workday began or ended in the request for correction.

Example: Attending Supervisory training class at ABC community center, reported to
theleisure Services Department for a meeting with XYZ Department Head about ABC
Festival.

All requests should be reviewed, and edits should be made within 24 hours of the request.

Electronic Approvals

All timesheets must be reviewed and submitted by the both the employee and approved
by the Timesheet Approver.

All employees shall approve their timesheet no later than the designated time set by the
County Clerk/Payroll on Tuesday before the pay date for the two week pay period by
completing their submission within the timekeeping system.

All department Timesheet Approvers are required to approve their department
timesheets no later than the designated time set by the County Clerk/Payroll on Tuesday
before the pay date for the two week pay period by entering an approval within the
timekeeping system.
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By submitting and approving an electronic timesheet, the employee and the Timesheet
Approver are attesting that, to the best of their knowledge, the information submitted is
complete and accurate. Employees and Timesheet Approvers who purposely enter
and/or approve time when they have knowledge that the time has been falsely reported,
including time omission of which they are aware, may be subject to disciplinary action as
allowed in the employment policy.

5. Time Off Requests and Employee Leave

Exempt and Non-Exempt employees shall enter requested paid leave into the
timekeeping system, before the time is taken. Pre-scheduled leave hours will appear
automatically on the employee’s timesheet.

If an employee is unable to request time off in advance, the employee shall notify their
Elected Official/ Department Head / Supervisor of the absence and submit the time off
request when they return and before the end of the pay period to correctly reflect in the
timesheet. If an employee comes to work on a day when leave time had been previously
requested and approved, he or she shall immediately notify their Elected Official/
Department Head / Supervisor that their timesheet needs to be corrected. When an
employee is out due to illness his/her department their Elected Official/ Department
Head / Supervisor, may input the necessary leave hours. This input shall be documented
and later verified by the employee.

The timekeeping system will accrue leave (vacation, personal, etc.) in accordance with
accrualrates applicable to each employee. Accrued leave hours will be accurate and
accessible to employees within the timekeeping system. Employees shall not enter leave
hours in excess of the available balances. Leave taken shall not count towards hours
worked for the purposes is computing comp time.

6. Holidays

Holiday pay will automatically be applied to eligible employees’ timesheets in the
timekeeping system. When requesting time off during a Holiday week an employee
may need to enter two separate time off requests, skipping the date(s) of the holiday.

Example: December 24-25th (pre-defined as a holiday) falls on a Tuesday and
Wednesday and the employee wants to take the full week off. The first leave request
would cover the period of December 23 (Mon). The second leave request would

cover the period of December 26™ (Thursday) and December 27" (Friday).

Eligible employees are not to enter leave requests for a holiday unless they are scheduled
to work on the holiday.

Timeclock or System Problems

If any employee is unable to clock-in or clock-out because of a timeclock malfunction, it is the
employee’s responsibility to immediately inform his/her department their Elected Official/
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Department Head / Supervisor. In the event of a time clock malfunction, the employee should
submit the Change Request through the system, or the Elected Official/ Department Head /
Supervisor may make manual entries for Clock-in or Clock-out on an employee’s behalf.
Departments are to immediately notify the HR/Payroll Office of any timeclock or system
problems. A delay in reporting of issues can result in disciplinary action through the
employment policy.

Prohibited Time and Attendance Actions

Employees are subject to disciplinary action, including termination, as has been stated
throughout this policy and subject to terms of the employment handbook. Prohibited actions
may include, but not limited to the following:

Any attempt to tamper with the timekeeping hardware or software.

Clocking in or out for another employee (a.k.a. “buddy punching”) may result in
both employees being subject to disciplinary action.

Interfering with another employee’s use of timeclocks.

Falsification of hours worked.

Excessive missed punches.

Repeated failure to request time off in a timely manner.

Repeated failure to promptly verify, approve, and reconcile time and leave records.

NP
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Review of Time and Attendance Policy with County Employees; Employee Acknowledgment

The Time and Attendance Policy shall be reviewed with every County employee who is subject
to the policy provisions contained herein immediately upon the date of effectiveness. At that
time, the employee shall review, acknowledge, and execute a Time and Attendance Policy
Acknowledgement Form. It is the Elected Official/ Department Head / Supervisor
responsibility to review this policy with their employees and return theexecuted Employee
Acknowledgement form to Human Resources for inclusion in the employee’spersonnel file. All
forms must be provided to the Human Resources Manager within seven (7) days of
implementation.

Availability of Time and Attendance Policy
A copy of this policy shall be available for review in the County Employment Policy Handbook

on the County’s website, the Human Resources Managers Office, and/or in the office of the
Elected Official of each department.
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AN ORDINAN CE TO AMEN D ORDINAN CE 2014-3 UPDATIN G THE CRAIGHEAD
COUN'I'Y EMPLOYMENT POLICY FOR DOT DRUG AND ALCOHOL USE AND -
TESTING DECLARING AN EMERGENCY AND FOR OTI-IER PURPOSES '

WHEREAS, the Quorum Court has revxewed and consulted w1th apphcable laws and

regulattons govermng the use of dtlugs and alcohol by motor veh1cle drivers, and

WHEREAS the uUs. Department of Transportatlon "DOT" has tssued regulahons as part of 49 :

CFR Part 40 and 382 that shall be mcorporated mto the Cralghead County Employment Pohcy
Handbook, and ' _

WHEREAS, the DOT has made several rev1510ns and updates to theu- regulauons, and '

. WHEREAS, the County hasa vxtal mterest in provxdmg for the safety and well—bemg of it's
' employees and the publlc and mamtammg efﬂc1ency and productwtty tn all of it/ s operatlons,

WHEREAS it is the County s mtentlon to comply wnth any apphcable state reqturements
govemmg drug and or alcohol testmg, Wl'llCh is not preempted by DOT regulatzons

NOW THEREFORE beit Ordamed by the Quorum Court of Craighead County, State of
Arkansas as tollows _ _

___‘...ttSECTION 1 Ordmance No.2014-3 adoptmg the Cratghead County Employment Pohcy shall

be amended and Section 25 of the Pohcy shall be amended to mclude the followmg Section M.

. :M). The U S. Department of: Transportatlon issties regulattons governmg the use of alcohol and

* drugs by Motor Vehicle Drivers: The County of Craighead wishés to adopt updates in the -
_..regulations.:All updates w1ll be dlssemmated to apphcable employees and acknowledged

forthw1th
Nothmg in thls section shall contradtct or remove any of the 1tems referenced in A through L of

- Section 25. The incorporated exhlblt shall be used exclusively for the County’s policy in regards .

* to motor vehicle drivers. The County adopts any further updates tssued by the U. 5.
Department of Tramportation to’ these regulat:ons c ; :

SECTION 2. Ordmance No 2014—3 Sectton F shall be modtfied to state

Reasonable suspxmon testtng shall not be conducted unitil after the facts are reviewed by the
Human Resources manager and they agree with the' supervising Elected Ofﬁcral that reasonable
suspicion extsts under the partlcular facts of the parttcular case.

~ SECTION 3. Severabtiity If any prowsmn of thxs ordmance is held invalid, such mvalndtty
‘shall not affect the remaining provisions of the ordinance which remains effective absent the

“invalid prows:on, and to this end, the prowsxons of thls ordmance are declared to be severable. '

SECTION 4, Ttis hereby determmed by the Quorum Court that the above-descrfbed
amendment is needed within the coming days for the immediate needs of employees for fair
treatment in apphcable areas of drug and aleoho} testmg The health and safety concern of the




Clhzens of Cralghead County, and is vltal to the health we]fare, _and safety of the pubhc,
- therefore, an emergency is decIared to exist ancl thlS Ordmance shall be in fuIl force and effect ot

a from and after ltS passage and approval

- ATTEST:.

' County Clerk
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~WHEREAS, further review of accruals for Vacation time was discussed, and

FILED

MAR 24 2000
KADE HOLLIDAY
AN ORDINANCE TO AMEND ORDINANCE 2014-3 UPDAW&%TE COURT CLERK
CRAIGHEAD COUNTY EMPLOYMENT POLICY FOR VACATION AND PAID
TIME OFF, AND FOR OTHER PURPOSES

ORDINANCE NO. 2020 - SL )

WHEREAS, the Quorum Court has reviewed and consulted many employees and
elected officials regarding various efficient and administrative approaches to vacation |
and paid time off eligibility requirements, and

WHEREAS, the Quorum Court has reviewed the Craighead County Employment
Policy and wants to ensure a fair distribution of employee’s time, and

WHEREAS, the Quorum Court concurs in the importance of the employees of
Craighead County and seeks to foster an environment whereby employees receive
benefits that foster a healthy working relationship, and

WHEREAS, a Committee consisting of various employee of Craighead County met and
discussed the needs for revisions to the Paid Time Off Policy, and

WHEREAS, the elected officials were able to provide input and feedback for the fairest
and most efficient approach, and

NOW THEREFORE be it Ordained by the Quorum Court of Craighead County, State of
Arkansas as follows: ;

SECTION 1. Ordinance No. 2014-3 adopting the Craighead County Employment
Policy shall remove the current language in Section 10, Personal Time: C., and insert

the following:
The County shall allow personal time accrued as follows:

Effective May 1, 2020, all full-time employees hired will be eligible to accrue up to a
maximum of 720 hours during their employment at Craighead County. At the time of
departure from the County for any reason, all personal time will be forfeited.

All full-time employees hired on or before April 30, 2020 will follow the following
personal time policy:

>




Full-time employees will be eligible to accrue up to a maximum of 720 hours during
their employment at Craighead County. Employees departing from Craighead County
would receive accrued personal time paid based on the year of departure and years of
service listed in the chart below:

January 1, January 1, January 1, 2022 | January 1, 2023
2020 2021
0-3 Years of 100 hours 80 hours 60 hours 40 hours
service
4-7 Years of 240 hours: 200 hours 160 hours 120 hours
Service
8-11 Years of 540 hours 480 hours 420 hours 360 hours
Service
12+ Years of 720 hours 640 hours 560 hours 480 hours
Service

Existing employees personal time payouts will be based on the accrued personal time

upon passage of this ordinance.

Employees will be able to continue to accrue time up

to a maximum of 720 hours but cannot be paid out more than what was recorded at the
time of the ordinance.

Full-time employees will be eligible to accrue up to a maximum of 720 hours during
their employment at Craighead County. Employees departing from Craighead County
~“will receive accrued personal time paid based on the year of departure and years of
service listed in the chart below. Such chart shall be utilized for all employees as
January 1, 2023:

January 1, 2023 ]
0-3 Years of 40 hours i
service
4-7 Years of 120 hours
Service
8-11 Years of 360 hours
Service
12+ Years of 480 hours
Service




SECTION 2. Ordinance 2014-3 shall be amended. Section 10, Personal Time, E and F
shall be removed and stricken from the Craighead County Employment Policy.

SECTION 3. Severability. If any provision of this ordinance is held invalid, such
invalidity shall not affect the remaining provisions of the ordinance which remains
effective absent the invalid provision, and to this end, the provisions of this ordinance

are declared to be severable. "
PASSED AND APPROVED on this 24— day of W 020.

) \

Marvin Day, County Judge

ATTEST:

County Clerk
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KADE HOLLIDAY
 COUNTY & PROBATE COLRT GLERK

oRolNANCE_- NO,-zoz'oél"\ . .

AN ORDINANCE TO AMEND ORDINANCE 2014-3 UPDATING THE -
CRAIGHEAD COUNTY EMPLOYMENT POLICY FOR ANNIVERSARY DATE,
- IMPLEMENTING AND ADOPTING JOB DESCRIPTIONS CLASSIFYING
EXEMPT AND NON EXEMPT EMPLOYEES AND FOR OTHER PURPOSES

_ :WHEREAS the Quorum Court concurs 1n the 1mportance of the sk1ll level and
N expenence in employees of Crarghead County, and - SRS

o .WHEREAS the Quorum Courf wants to foster an env:ronme_nt for a productlve '
_ workforce and recogmze workers for a ]ob well done, and - S

-. WHEREAS the Quorum Court concurs in the zmportance of the employees of -
‘Craighead County and seeks to foster an environment whereby employees receive
- benefits that foster a healthy workmg relattonslup, and _ _

-fWHEREAS the Quorum Court values thelr employees and seeks to avoxd turnover and
: promote longevaty for the employees, and _ _

| '-'WHEREAS the Quorum Court understands the resources and t1me that are spent
: trauung employees and seeks to provrde an envrronment for long-term placement and

| .IWHEREAS, the Quorum Court seeks to adopt a ]ob evaluatlons and a salary

| 1___W-adm1mstratlon prograrn in the near future to assrst wrth employee retention and

quahty, and "

RS WHEREAS the' Quorum Court seeks to adopt and mcorporate a reference of all exempt
: -;,;,;and non exempt ]ob clasmﬁca tlons for all posltrons of employment

..:_NOW THEREFORE be 1t_ Ordamed by the Quorum Court of Cralghead County, State of

R 'Arkansas as follows

- SECTION L That the Quorum Court shall adopt a ]ob evaluatron and salary
B admmistration program inther near future -

SECTION 2. “That the Quorum Court adopts and mcorporates by reference the
attached exhibit setting forth ]ob descrlpttons and classrficatxon of exempt and non

. exempt employees

_ "SECTION 3. Ordinance No 2014—3 adoptlng the Cralghead County Employment
Policy shall be amended and Sectlon 6 Paragraph B. shall be removed and reV1sed to

state as follows

B. County employees salarles and wages shall be based on the personnel compensatlon

plan (anhual budget) and will depend on location of the employee’s assignment in that
plan. That newly hired persons employed by Crarghead County, who have met

eligibility requirements, may receive thelr first raise on thelr first anmversary of their
employment hlre date. : :

K




’ SECTION 4 Severablhty If any provxsion of thxs ordinance is held mvahd such.
invalidity shall not affect the remaining provisions of the ordinanice which remains -

“effective absent the invalid provision, and fo thxs end the prov151ons of this ordinance

are declared to be severable o :
'PASSED AND APPROVED on this 24 day of 2020,

EMa_r’v'iﬁfljaj'r; Courity Judge




, Grades
Craighead County Job Titles - 7-2019 Reviewed | Exempt | V" | 116+
Exempt Exempt
As_sessor—BUsine'ss Personal Property Administration NE

Assessor-G]S Techmm_an X NE
Assessor-Personal Property Admimstration X NE
Assessor-Property Assessment Review - X NE
Assessor-Real Property Administration X NE
Assessor-Rural Property Administration X NE
Assessor-Stub/Urban Property Administration X NE
Assistant Director of OEM X

Assis‘tant Veteran Services Officer X

Circwt Clerk Asmstant Chief Deputy -
Circwt CIerk-Deputy Clerk X
[Clrcuit Clerk-Deputy-Civil Clerk X
"|Circuit Clerk-Deputy-Criminal Clerk X
Circuit Clerk-Deputy-Domestic Clerk X NE

X
X
X

[Circuit Clerk-Deputy-Juvenile Clerk
Circuit Clerk- Deputy—Lake City Clerk
) CiI‘GUIt Clerk- -

2 A5
County Cled<~Deputy Clerk % _
[County Clerk-Election Clerk™ ™~ X NE
'[County Clerk-Head Election Clerk X ‘NE
County Clerk-Head Probate Clerk X _ NE
“[Caunty Clerk-Payrolt Clerk - ' X NE
County Clerk-Probate Clerk ' ' X NE
County Judge - Seoretary/Coordlnator | X NE
Deputy Treasurer : X NE
Detention Center Admlmstratlve Offi ce Manager - X NE
Detentlon'Center Asmstant Jail Admm (Juvenlle) X NE

Detention Center Bookmg Supervrsor
Detention Center Corporal

Detention Centér Deputy Clerk
Detentlon Center lnformat:on Systems Tech

NE

Detentlon Center Maintenance Admrnlstrator % NE-
Detention Center Maintenance Security X NE:
X
X

Detention Center Officer NE.
Detention Center Sergsant NE




Grades

Craighead County Job Titles - 7-2019 Reviewed | Nom- g
: Exempt )
- : Exempt

Dlstnct Court Chief Deputy X NE
District Court Custodian X NE
District Court Deputy Cierk X NE
District Court Liaison X NE
DTF Fiscal Officer X NE
X NE

DTF Legal Se'creta_'ry )

B t, E BEDiR

Juvenlle Probahon OfF cer '

)

2 3
R TR

TN
IT Systems Admlnlstrator X NE
Juvenile’Intake Officer ~ X NE
| Juvenile Office Manager X NE
- X NE

Mamtenance-Buﬂdlng Maintenance X NE
Maintenance-Custodian - X NE
Mainténance-Custodian Team Lead X NE -

X NE -

" [Maintenance-Grounds Maintenance.

il

Publlc Defender.Secretary/Legal Support Speclahst

Maintenance-Maintenance Tech X NE
P.A. Executive Assistant X "NE
[PA. Tnvestigator X NE
P.A. Receptionist X NE
P.A. Secretary/Coordinator 1 X NE

- [P.A. Secretary/Coordinator i ~ X NE
“[P:A. Victim/Witness Coordinator X NE
P.A. Victim/Witness Coordinatar-Financial X NE

X

Rda-dmerk

NE

[Road Coordinator _ _' T
R o Dishict

Road Heavy Equipment Operator

. NE

Road Mechanic =

“NE

Road Shop Manager

A
L

Shenff Chlef Court Secunty Officer

NE

Shenff Chief Depl

Shenff ciD Captaln X “NE
Sheriff CID Secretary X NE
Sheriff Computer Administrator X NE
Sheriff Court Sectrity Officer X NE




. Non- Grades
Craighead County Job Titles - 7-2019 Reviewed | Exempt 116+
EXempt | ¢ empt

Shenff Deputy Clerk
Sheriff Deputy First Class
Shenff Deputy Sheriff _
Sheriff Eastern Division Deputy
Sheriff Environmental Officer
Sheriff Lieutenant

Sheriff School Resource Officer
Sheriff Sergeant

Sheriff Staff Accountant
Sheriff Transport. Officer

xxxxxxxx;xx
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FILED
ORDINANCE NO. 2020 - _\ Q) MAR 2 4 2020

BE IT ENACTED BY THE QUORUM COURT OF CRAIGHEAD COUNTY, STATE OF ARKAMSASIRLIDAY

ORDINANCE TO BE ENTITLED: “AN ORDINANCE AMENDING ORDINANCE NO. 2014-3 TO AMEND THE
COUNTY EMPLOYMENT/PERSONNEL POLICY HANDBOOK FOR TRAVEL, AND FOR OTHER PURPOSES”

WHEREAS, the Public Service Committee, from time to time, has reviewed and updated the Employment
Policy for Craighead County Employees, and

WHEREAS, it has come to the attention of the Public Service Committee that there is an area in the
Personnel Policy that needs to be clarified, and

WHEREAS, Government employees traveling at government expense are required to comply with Federal
Travel Regulations, and

WHEREAS, Quorum Court seeks to adopt a policy that balances the need to assure that official travel is
conducted in a responsible manner with the need to minimize administrative costs, and

-WHEREAS, the Publi&Service Committee has reviewed the U.S. General Services Administration

guidelines and seeks to modify changes to the Employment Policy, and

NOW THEREFORE, be it Ordained by the Quorum Court of Craighead County, State of Arkansas as
follows:

SECTION 1. Ordinance No. 2014-3 adopting the Craighead County Employment Policy shall be amended
and Section 16 shall be removed and revised to state as follows:

The County shall reimburse reasonable travel expense based upon the following guidelines provided that
prior approval is secured from the authorizing official of the department. Mileage is paid for the use of a
private vehicle when traveling for official business using the current state mileage rate {the maximum
mileage rate allowed is based upon the shortest major highway route) from regular place of work to the
destination. Please note that travel reimbursement is NOT a per diem and is to be claimed for actual
expenses for meals and lodging, not to exceed the maximum allowable rates per meal: breakfast, lunch
and dinner as listed in the Federal Travel Directory plus applicable sales taxes for overnight stays, Meals
are only reimbursed if overnight travel is required. The first and last day of travel is limited to 75% of the
maximum allowable rates per meal: breakfast, lunch and dinner per GSA guidelines. If your trip includes
meals that are already paid for (such as through a registration fee for a conference), you will need to
deduct those daily meal allowances from your claim. Refer to Section 301-11.18 of the Federal Travel
Regulation for speci’fic guidance on deducting these amounts from your per diem reimbursement claims.
The Federal Travel Directory is found on the Governmental Services Administration (GSA} website. The
maximum allowance for meals INCLUDES taxes and up to 15% tip reimbursement. Lodging rates per the
Federal Travel Directory EXCLUDE room tax and should be exceeded only by the room tax amount unless
special authorization is given in writing by the authorizing official of the department justifying the need to
exceed the standard reimbursement rate. All travel expenses are paid based upon signed {by one
individual incurring charges) and fully documented receipts as to who, what, when, where and why, are
turned into Accounts Payable. To determine whether each person stayed below the maximum aliowable
rates for meals, if a receipt contains meals for more than one person, each item should be clearly marked
according to who ordered each item. Non-county employees traveling on official business for the County




are bound by the guidelines listed in this section. The County shall not reimburse the cost of alcoholic

beverages. When using airplane travel, allowable additional travel expenses are limited to: travel to and
from airport on travei days, and/or hotel to and from conference location.

SECTION 2. Severability. If any provision of this Ordinance is held invalid, such invalidity shall not affect
the remaining provisions of the Ordinance which remains effective absent the invalid provision, and to
this end, the provisions of this Ordinance are declared to be severable.

i+ p(/cm,uf\
Dated this 2-4" " day of 2020. %

Marvin Day !
County Judge

Attest:

€ Holliday
County Clerk
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APR 28 2020
ORDINANCE NO. 2020 - KADE
JZ)_ COUNTY & pno}garsl"clé{;% Cxenx
AN ORDINANCE TO AMEND ORDINANCE 2014-3, INCORPORATING A POLICY FOR
EXEMPT EMPLOYEES LEAVE REQUIREMENTS, AND FOR OTHER PURPOSES

WHEREAS, the Quorum Court regularly reviews the Cralghead County Employment
Policy, and
WHEREAS, further review has indicated that the policy is silent on the treatment of
Exempt Employees and a fair administration of the Fair Labor Standards Act, and

WHEREAS, an exempt leave policy is needed for the proper treatment of pay practices
including sickness, disability, and duties imposed upon the employee, and

WHEREAS, an exempt leave policy shall be incorporated to project fairness and

.. provide applicable guidelines for managers and elected officials, and

. WHEREAS, the Quorum Court seeks to adopt and incorporéte an Exempt Employment

Policy.
NOW THEREFORE be it Ordained by the Quorum Court of Craighead County, State of

Arkansas as follows:

SECTION 1. Ordinance 2014-3 shall be amended and Section 5 of the Craighead

- County Employment Policy shall add the following Subsection H

-(Reference Exhibit A)

.. SECTION 2.". Exempt employees will still be required to submit time sheets in
- connection with each pay period to their supervisor to allow for proper payroll

processing by the County Clerk.

SECTION 3. Severability. If any provision of this ordinance is held invalid, such
invalidity shall not affect the remaining provisions of the ordinance which remains
effective absent the invalid provision, and to this end, the provisions of this ordinance

are declared to be severable.

27% ot A
PASSED AND APPROVED on this dayof _7tpe+i , 2020.
A
Marvin Day, County Judge

County CIerk




EXHIBIT A.
5 (H)

Purpose. In accordance with the Fair Labor Standards Act regulations, exempt employees who
are required to be paid on a salary basis may not have their pay reduced for variations in the
quantity or quality of work performed as defined in the Code of Federal Regulations.

1. Exempt employees normally:must receive their full salary for any week in which they
perform any work, without regard to the humber of days or hours worked. However,
exempt employees need not be paid for any workweek in which they perform no work at

all for the County.

2. Deductions from pay cannot be made as a result of absences due to the circumstances
listed below. Such improper pay deductions are therefore specifically prohibited by
- Graighead Gounty; regardless of the circumstances. Managers or supervisors violating
~ this policy will be subject to investigation of their pay practices and appropriate
corrective action in accordance with normal procedures.
Jury duty,. '
Attendance as a witness.
Temporary military leave.
Absences caused by the employer.
. Absences caused by the operating requirements of the business.
- Partial day amounts other than those specifically discussed below.

3. The few exception§ to the requirement to pay exempt employees on a salary basis are
... listed below. In these cases, deductions may be permissible as long as they are consistent

with other company policies and practices.

e Ao o

a. Absences of one or more full days for personal reasons other than sickness or
disability (partial days must be paid).
~ b, -Abseénces of one or more full days due to sickness or disability.
c. Penalties imposed by infractions of safety rules of major significance, A
- deduction from pay asa penalty for violations of major safety rules can be made
in any amount,

d. ~Unpaid disciplinary suspensions of one or more full days in accordance with
Counties disciplinary policy.

e. Deductions for the first and last week of employment, when only part of the week
is worked by the employee, as long as this practice is consistently applied to all
exempt employees in the same circumstances.

f. Deductions for unpaid leave taken in accordance with a legitimate absence under
the Family and Medical Leave Act.

4. Complaint Procedures. If you believe that an improper deduction has been made to your
salary, you should immediately report this information to your direct supervisor, elected
official or to the human resources department. Reports of improper deductions will be
promptly investigated. Ifit is determined that an improper deduction has occurred, you
will be promptly reimbursed for any improper deductions made, This provision does not




negate the employees right under the employment policy for a grievance hearing, if
employee so chooses. '

. Nothing in Section H shall contradict Section 13 of the Craighead County Employment
Policy regarding Leave Policies and its amendments hereinafter,




oromanceno. 2021 ~ 3(0 -
FILED
BE IT ENACTED BY THE QUORUM COURT OF CRAIGHEAD COUNTY,
ARKANSAS; AN ORDINANGE TO BE ENTITLED: NOV 2 3 2021
LESLI PENNY

COUNTY & PROBATE CDUHTQLEBK

An Ordinance édopting Kronos time and attendance poiicies for Craighead County.

WHEREAS: Craighead County is in the process of moving from paper time sheets to the Kronos facial recognition time
keeping system. The purpose of these policies is to provide the needed changes to the Craighead County Personnel Policy
Handbook to incorporate the move to Krones. Electronic tme-keep:ng will provide a true accounting of an employee's work

hours, making it beneficial for the County and the emp!o__yee

SECTION 1. There is an immediate need to adopt the Kronos tlme and attendance policies for Craighead County by
reference. A copy of the Kronos time and attendance policy is attached and shall be filed in the office of the Craighead
County Clerk and incorporated into the Craighead County Personnel Policy Handbook upon approval by the Quorum Court,

SECTION 2. EMERGENCY CLAUSE. An emergency is hereby declared to exist and this ordinance is necessary for the
completion of the federal audit of Craighead County and shall be in full force and effect after its passage and approval,

Dated this_ 22 day of Movcuhert a1

Approved; M

Marvin Day

"This publication was paid for by the Craighead County Clerk, cost of this publication $




Craighead Coimty Time and Attendance Policy

introduction

Craighead County has the right and responsibility to manage the workforce and ensure
employees are being paid appropriately based on hours worked, This policy outlines
the proper recording and approval of hours worked, leave usage, and manual

adjustments to time records.

The County's standard work week shall be forty (40) hours, consisting of five (5)
standard workdays, unless otherwise implemented and approved by administrative

officials in authority.

The County’s standard workday shall be from 8:00 a.m. until 5:00 p.m. for Courthouse
employees. County Road Employees’ work schedule shall be four (4) ten-hour (10)
workdays, each week, year-round. (Road Employees will work Monday after

Thanksgiving holidays.)

The normal work period shall be forty (40) hours per week for all employees except
employees engaged in the provision of law enforcement. The normal work week for law
enforcement personnel (inciuding security personnel in the detention center) shali be
no more than eighty-six (86) hours in a fourteen (14) consecutive day work period.
Clerical staff is not considered as law enforcement employees. The County's pay period
shall end at midnight Monday, three (3) days before each scheduled payday.

When possible, Craighead County employees shall receive breaks of fifteen (15)
minutes. For each four (4) hours worked County employees generally will be allowed a
consecutive fifteen (15) minute break. County-employees shall receive a one (1) hour
lunch break. However, for purposes of keeping certain offices open, lunch scheduling
will be at the discretion of the County official or supervisor in charge. County Road
Department employee lunch breaks may be reduced to thirty (30) minutes in order to
redeem working time and daylight. No employee may perform work while on a lunch

break.

Craighead County's official time and attendance system is Kronos and is hereinafter
referred to as the “timekeeping system”. The system and associated work records are
used for recording actual hours worked and leave taken (vacation, personal, comp

days)} for ali employees,

Actual hours worked will be recorded by facial recognition using a time clock kiosk and
adjustments and leave requests are entered by an employee through a comptiter, or a
mobile application, Time ‘may be entered by a depariment's Elected Official /
Department Head / Superviscr when an individual is unable to enter their own time. The
time and leave data collected is transferred to the payroll system to generate pay
according to the hours recorded. The timekeeping. system tracks and manages
employees’ worked hours and applies current Craighead County pay rules prior to
transmitting the data to payroll.

To ensure consistent appllcatlon of this policy, the data recorded in the timekeeping
system shall be considered the “official” time record of each workday. Any disputes over
actual hours workedor attendance wili be resolved by referring to the timekeeping



system records.

It is recognized that in certain situations (e.g. clock malfunction) it may be necessary to
correct or enter missing data. Manual time or leave adjustments shall be documented.
Manual adjustments may be requested through the Elected Official/ Department Head
{ Supervisor, who in turn shall have the responsibility of making edits and notes on the

electronic time record.

Definitions

1. “Clock-in" and/or “Punch-in” {or “~out”): An action whereby an employee uses
the facial recognition/mabile punch at the time clock kiosk to submit a time entry. For
the purposes of this policy, these terms have the same meaning and may be

interchanged.

2. Elected Officiall Department Head / Supervisor: The individual within the
department who operational authority.

3. Timesheet Approver: The Elected Official/ Department Head / Supervisor, or
Approver Designee,

4. Approver Designee: Any individual who has been given authority by the Elected
Officiall Department Head / Supervisor to approve changes in employee timesheets,

5. Employee: An individual who works within the department and charges time against
the departmental account.

6. Exempt Employee: An individual identified as working in a position that is not subject
to the minimum wage and overtime requirements of the Fair Labor Standards Act,

7. Non-Exempt Employee: An individual identified as working in a position that is
eligible to receive overtime, for hours actually worked when in excess of 40 hours per
week. Exception: County Sheriff's Office and Detention Center employees. The normal
work week of law enforcement personnel (including security personnel in the detention
center) shall be no more than eight-six (86) hours in a fourteen (14) consecutive day
work period. Clerical staff in the Sheriff's Office and Detention Center are not considered

as law enfarcement employees.

Responsibilities

Elected Officials/ Department Heads / Supervisors are responsible for insuring that
employee time records are reviewed and approved in an appropriate time frame that is
in line with the payroll schedule, as published annually by the County Clerk. Elected
Officials/ Department Heads / Supervisors may delegate review and approval authority
to a subordinate supervisory employee. For purposes of this policy, the Elected Official/
Department Head / Supervisor (or established delegate) will be referred to as the

Timesheet Approver.

Timesheet Approvers are responsible for ensuring that the work and leave time reported
accurately refiects each employee’s actual hours worked and leave taken for the work
week and validates this by approving each employee’s timesheet and/or leave request.




Intentional errors in repoﬁing and/or approving actual hours worked, can result in
disciplinary actions, up fo and including termination.

All employees are responsible for routinely reviewing their pay statement for accuracy.
If the employee discovers errors in hours, it is to be reported to their Elected Officialf
Department Head / Supervisor immediately. If the employee does not receive a prompt
response, or does not agree with the response, the employee is to contact the Human

Resources Manager,

Employees who work in.more than one department are to transfer hours to the
appropriate department by submitting a change request to modify the cost center.

Procedures

All employees shall record their hours worked and leave usage within the timekeeping
system. Timesheets shall be submitted by the employee and approved by the
Timesheet Approver each pay period.

Full-time Non-Exempt Employees are expected to record a minimum of forty (40) hours
per week. The forty (40) hours shall be comprised of hours worked and when applicable,
leave taken. Full-time Non-Exempt Employees who are unable to record a total of forty
(40) hours and have leave accruals available should submit a time off request through
the employee dashboard to their Elected Official/ Department Head / Supervisor. Non-
Exempt Employees will only be paid for their actual hours worked and approved leave

taken.

All leave time taken shall be entered through the timekeeping system, using the leave
request feature. Leave requests should be entered and approved before the time off
has occurred. Employees are not paid for hours of vacation, personal time, or comp
time in excess of their available balance(s), respectively.

If an .employee was not fully compensated for hours worked and/ or leave taken
because of a data input error or a missed Punch-in (or -out), the employee should notify
their Elected Official/ Department Head / Supervisor who will work with the County Clerk’s

Office/Payroll to rectify the error.

1. Dally Clock-in / Clock-out

>t is the responsibility of each Exempt and Non-Exempt and employee to
Clock-in at the beginning of each "scheduled workday and Clock-out

promptly when their workday is completed.

> All Exempt and Non-Exempt employees are to Clock-in and Clock-out at
their assigned time clocking terminal or terminals approved by their Elected
Official/ Department Head / Supervisor,

» All Non-Exempt employees are required to Clock-out for unpaid meal breaks
and Clock-in upon return.

» Non-Exempt em'ployee's who adjust the duration of their lunch beriod must




notify their supervisor of what change is to be made to the lunch period to
reflect the actual time taken through the timekeeping system. If an employee
is not free to leave the worksite during a lunch period or performs work during
& lunch period, the employee is to be paid for the lunch period. The employee
should submit a Change Request to modify the {unch period.

» Al Non-Exempt employees leaving for approved personal reasons (other than
the lunch period) during the day must Clock-out when leaving and Clock-in

upon returning.

> Non-Exempt employees are not allowed to work without recording and
getting paid for time worked. This may be referred fo or known as “off the
clock” (working without recording the time worked). A few examples, but hot
exclusive may include:

+ Working during a meal period and not reporting the time worked.

« Working at home or off County property and not reporting the time
worked. : i

» Sending, reading, or responding to work-related emails or phone
calls outside normal work hours and not reporting the time worked
(Non-exempt-employees are not to respond, read, or compose work-
related emails outside of regularly schedule hours unless directed
by their Elected Official/ Department Head / Supervisor.

o Working before or after a shift and not reporting the time worked.

An employee may not accumulate overtime by arriving early or leaving late unless
specificallypre-authorized by his supervisor. If a Non-Exempt employee has
accumulated unapproved hours beyond histher approved schedule during a
week, he may be required to leave work early. This activity is prohibited and a
violation of the policy and cannot be acquiesced by the immediate supervisor of

the employee.

Comp Time is earned on a weekly basis after forty (40} hours of actual work has
been recorded during the established work week. Comp Time will be calculated
based on the actual hours recorded and credited to the employee and should be
approved by their Elected Official/ Department Head / Supervisor in advance.

Disagreements on work hours contained in the timekeeping record shall be reviewed
with the employee's supervisor (and, if necessary, department Elected Official/
Department Head / Supervisor) who will take action to resolvethe issue and
authorize any changes deemed necessary to the timekeeping data. Any other
disputes must then be addressed by the Human Resources Manager.

. Missed Punches and Adjustments

if an employee fails to Clock-in or Clock-out for their shift, the employee will be
required to utilize the timekeeping system to submit a Change Request to record the
missed time punches including an explanation in the notes section of the request. If
an employeeis unable to enter their missed time, the Elected Official/ Department
Head / Supervisor may adjust the employee’s time in the timekeeping system and




add a note of explanation as to the correction.

Employees demonstrating multiple failures to clock in or out without reasonable
justffication will be subje_ct to disciplinary action as set forth in the employment policy.

Under no circumstances can an Approver Designee adjust their own
timesheets.Corrections shall only be made by the Elected Official/ Department

Head / Supervisor.

. Guidelines for Time Corrections:

Employees should request/submit all time corrections through the timekeeping
system by using the Change Request function, to their Elected Official/ Department
Head / Supervisor in order to have a record corrected. The timekeeping system
maintains an audit trail of all time corrections.

The request should be comprised of:
1. Date and times that are to be corrected.
2. Reason for the correction (be specific).
3. When (what time) the punch should have been far.

If a missed Punch-in or Punch-out occurred due to working off-site, the employee
must also provide the location where the workday began or ended in the request for

carrection.

Example: Attending Supervisory training class at ABC community center,
reported to theleisure Services Department for a meeting with XYZ Department
Head about ABC Festival.

All requests should be reviewed, and edits should be made within 24 hours of the
request.

Electronic Approvals

All timesheets must be reviewed and submitted by the both the employee and
appraved by the Timesheet Approver.

All employees shall approve their timesheet no later than the designated time set
by the County Clerk/Payroll on Tuesday before the pay date for the two week pay
period by completing their submission within the timekeeping system.

All department Timeshest Approvers are required to approve their department
timesheets no later than the designated time set by the County Clerk/Payrolf on
Tuesday before the pay date for the two week pay period by entering an approval
within the timekeeping system.

By submitting and approving an electronic timesheet, the e'mployee and the
Timesheet Approver are attesting that, to the best of their knowledge, the
information submitted is complete and accurate. Employees and Timesheet




5.

6.

Approvers who purposely enter and/or approve time when they have knowledge
that the time has been falsely reported, including time omission of which they are
aware, may be subject to disciplinary action as allowed in the employment policy.

Time Off Requests and Eniployee Leave

Exempt and Non-Exempt employees shall enter requested paid leave into the
timekeeping system, before the time is taken. Pre-scheduled leave hours will appear
automatically on the employee’s timesheet.

If an employee is unable to request time off in advance, the employee shall notify
their Elected Official/ Department Head / Supervisor of the absence and submit the
time off request when they return and before the end of the pay period to correctly
reflect in the timesheet. If an employee comes to work on a day when leave time
had been previously requested and approved, he or she shall immediately nofify
their Elected Official/ Department Head / Supervisor that their timesheet needs to
be corrected. When an employee is out due to illness hisfher department their
Elected Official/ Department Head / Supervisor, may input the necessary leave
hours. This input shall be documented and later verified by the employee.

The timekeeping system will accrue leave {vacation, personal, etc.} in accordance
with accrualrates applicable to each employee. Accrued leave hours will be
accurate and accessible to employees within the timekeeping system. Employees
shall not enter leave hours in excess of the available balances. Leave taken shall
not count towards hours worked for the purposes of computing comp time.

Holidays

Holiday pay will automatically be applied to eligible employees’ timesheets in the
timekeeping system. When requesting time off during a Holiday week an employee
may need to enter two separate time off requests, skipping the date(s) of the holiday.

Example: December 24-25th (pre-defined as a holiday) falls on a Tuesday and
Wednesday and the employee wants to take the full week off, The first leave
request would cover the period of December 23™ (Mon). The second leave
request would cover the period of December 26" (Thursday) and December 271

{Friday).

Eligible employees are not to enter leave requests for a holiday unless they are
scheduled towork an the holiday.

Timeclock or System Problems

If any employee is unable to clock=in or clock-out because of a timeclock malfunction, it
is the employee’s responsibility to immediately inform his/her department their EIected
Official/ Department Head / Supervisor. In the event of a time clock malfunction, the
employee should submit the Change Request through the system, or the Elected
Official/ Department Head / Supervisor may make manual entries for Clock-in or Clock-
out on an employese's behalf. Departments are to immediately notify the HR/Payroll
Office of any timeclock or system problems. A delay in reporting of issues can result in
disciplinary action through the employment policy.




Prohibited Time and Attendance Actions

Emplbyees are subject to disciplinary action, including termination, as has been stated
throughout this policy and subject to terms of the employment handbook. Prohibited
actions may include, but not limited to the following:

Any attempt to tamper with the timekeeping hardware or software.
Clocking in or out for another employee (a.k.a. “buddy punching”) may
result in both employees being subject to disciplinary action.

Interfering with another employee’s use of timeclocks.

Falsification of hours worked.

Excessive missed punches.

Repeated failure to request time off in a timely manner.,

Repeated failure to promptly verify, approve, and reconcile time and leave

records.

P =
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Review of Time and Attendance Policy with County Employees;
Employee Acknowledgment

The Time and Attendance Policy shall be reviewed with every County employee who is
subject to the policy provisions contained herein immediately upon the date of
effectiveness. At that time, the employee shall review, acknowledge, and execute a
Time and Attendance Policy Acknowledgement Form. It is the Elected Officialf
Department Head / Supervisor responsibility to review this policy with their employees
and return theexecuted Employee Acknowledgement form to Human Resources for
inclusion in the employee’spersonnel file. All forms must be provided to the Human
Resources Manager within seven (7} days of implementation.

Availability of Time and Attendance Policy
A copy of this policy shall be available for review in the County Employment Policy

Handbook on the County’s website, the Human Resources Managers Office, and/or in
the office of the Elected Official of each department.



FILED

DEC 14 202
LESLI PENNY
ORDINANCE NO. 2021 - i l COUNTY & PROBATE GOURT CLERF

AN ORDINANCE TO AMEND ORDINANCE 2014-3 UPDATING THE CRAIGHEAD
~ COUNTY EMPLOYMENT POLICY FOR COMPENSATORY TIME, VACATION,
HOLIDAY, AND PERSONAL TIME, DECLARING AN EMERGENCY; AND FOR OTHER
: PURPOSES

WI{EREAS} the Quorum Court has implemented the Kronos Timekeeping System
(Kronos) to streamline the payroll process and pay employees accurately, according to

ﬁm¢ worked, and

WH;EREAS; the implementation of Kronos necessitates changes in the Craighead
County Employment Policy, and

WHEREAS; the Quorum Court concurs in the importance of updating the Craighead
County Employment Policy to accurately reflect the policies of Craighead County.

-
NOW THEREFORE be it Ordained by the Quorum Court of Craighead County, State of
Arkansas as follows:

SECTION 1. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 7, Compensatory Time: C, and insert the

following;:

An employee who has accrued compensatory time off and who has requested the use of
such compensatory time off shall be permitted to use such time within a reasonable
period after making a request if the use of compensatory time does not unduly disrupt
the (é)p_eration of the employing agency. The Elected Official, Department Head, or
Immediate Supervisor may schedule when compensatory time shall be taken to
maintain County operations without disruption. (See Section 8.B)

SECSTION 2. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 7, Compensatory Time: E, and insert the

following:

All Elected Officials and Department Heads will be responsible for ensuring their
employees maintain time in the Kronos Timekeeping System and are submitting
timesheets biweekly and that those timesheets are reviewed for accuracy and approved
for payroll processing. Non-exempt employees must clock in upon arrival time,



depérture for lunch, return from lunch, and departure at the end of the workday.
Exerinpt employees must clock in upon arrival time and departure at the end of the
workday; Any changes/corrections to employee’s time, for the current pay period, will
be made through Kronos and approved by a supervisor before effective. Any errors
conéerning the recording of employee’s time should be reported to the employee’s
immediate supervisor or department head. Time sheets will be submitted through
Kronos to the County Clerk’s office at the end of each Pay Period to be kept as a

permanent record.

SECTION 3. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 7, Compensatory Time: J, and insert the

following:

Compensatory time balances may be monitored by the Quorum Court, if excessive.

SECTION 4. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 8, Vacations: A, part (2), and insert the

following:

Vacation time is determined and calculated by anniversary date of employment and

accrued as follows:
|

zi. Vacation time can start being used after the first year.
b During the first two years of continuous service, the employee will accrue
~ vacation time at the rate of 0.025 hours per hour worked, but vacations will not
~ be permitted during the 1+ year of service.
c. After the 20 year of service and on the anniversary date of hire, the employee
will accrue vacation time at a rate of 0.05 hours per hour worked.
d. At the beginning of the 6% year and on the anniversary date of hire, the employee
will accrue vacation time at the rate of 0,06 hours per hour worked.
e. Atthe beginning of the 16% year and on the anniversary date of hire, the
employee will accrue vacation time at the rate of 0.08 hours per hour worked.
Continuous service is defined as uninterrupted employment while working as a
regular, full-time employee.
f. Vacation must be accrued before being eligible to use. (Leave of absence without
~ pay shall not interrupt continuous service except for time off).



SECTION 5. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 9, Holiday: A, and insert the following:

Cou_ﬁty employees working on recognized holidays, in a 24-hour, 7 day per week
facility, shall receive holiday pay, plus regular holiday wages for time worked. Wages
WiII!be paid in the next regular pay period from approved holiday pay budget or by
holiday leave with approval of the Quorum Court. If a holiday falls on an employee’s
day off, the employee will be paid for the holiday hours for that day in the next regular

pay period.

SECTION 6. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 10, Personal Time: C, part (1), and insert

the following:

Full-time employees personal time shall be accrued at the rate of 0.025 hours per hours
|

worked.

SECTION 7. Ordinance No. 2014-3 adopting the Craighead County Employment Policy
shall remove the current language in Section 10, Personal Time: E, and insert the

following:

A County employee may elect to donate a maximum of forty (40) hours per year to
another full-time employee or employees for purposes of personal FMLA leave, unpaid
leave, or other leave necessitated by a catastrophic illness. Donated time off can consist
of V‘:acation, personal, or comp time and shall be in minimum blocks of eight (8) hours of
one ftype by donor, Written records of the donation and any subsequent actions will be
pladéd in the employee’s permanent employment file which is monitored by the County
Clerk. Catastrophic shall be defined as an employee personal illness or accident that
prevents the employee from returning to their normal work schedule for a minimum of
thirty (30) calendar days. Illness or accident must be verified by a written doctor’s
statement before employee is eligible to receive any donated personal time. Such
tranfsactions shall be approved by Elected Official or Department Head of affected

eleoyee.

A County employee may not directly or indirectly intimidate, threaten, coerce, or
attempt to intimidate, threaten, or coerce, another County employee for the purpose of



interfering with that employee with respect to donating, receiving, or using donated
time. Any report of such described instances shall be reported in writing to the County
]udge All written reports shall be investigated thoroughly, and appropriate
dlsc1phnary action may be taken for any substantiated violation.

SECTION 8. Severability. If any provision of this ordinance is held invalid, such
invalidity shall not affect the remaining provisions of the ordinance which remains
effective absent the invalid provision, and to this end, the provisions of this ordinance

are declared to be severable.

SECiT ION 9. It is hereby determined by the Quorum Court that the above-described
amendment is needed for the immediate needs of Craighead County, due to the
implementation of the Kronos Timekeeping System “go-live” date of December 14,
2021.

; &
PASSED AND APPROVED on this {3~ day of_Decersleere 2001,

4//4

Marvin Day, County Judge




FILED

- JAN 25 2022
LESLI PENNY.

COUNTY & PROBATE SOURT GLERK

ORDINANCE NO. 2022- 3

AN ORDINANCE TO AMEND ORDINANCE 2014-3 AND ORDINANCE 2021-41;
UPDATING THE CRAIGHEAD COUNTY EMPLOYMENT POLICY FOR VACATION AND
PERSONAL TIME, DECLARING AN EMERGENCY; AND FOR OTHER PURPOSES

WHEREAS; the Quorum Court implemented accruals based on hours worked, rather
than hours paid with Ordinance 2021-41, and

WHEREAS; the Quorum Court desires to reward Craighead County employees with
good benefits, and

WHEREAS; the Quorum Court concurs in the importance of increasing the rates of
accrual for personal and vacation time to continue to make Craighead County a

competitive employer in the area.

NOW THEREFORE be it Ordained by the Quorum Court of Craighead County, State of

Arkansas as follows:

SECTION 1. Ordinance 2014-3 and Ordinance 2021-41 adopting the Craighead County
Employment Policy shall remove the current language in Section 8, Vacations: A, part

(2), and insert the following:

Vacation time is determined and calculated by anniversary date of employment and

accrued as follows:

a. Vacation time can start being used after the first year.

b. During the fitst two years of continuous service, the employee will accrue
vacation time at the rate of 0.03 hours per hour worked, but the use of vacation
accrued time will not be permitted during the 1+ year of service.

¢. After the 2" year of service and on the anniversary date of hire, the employee-
will accrue vacation time at a rate of 0.06 hours per hour worked.

d. At the beginning of the 6™ year and on the anniversary date of hire, the employee
will accrue vacation time at the rate of 0.07 hours per hour worked.

e. At the beginning of the 16% year and on the anniversary date of hire, the
employee will accrue vacation time at the rate of 0.09 hours per hour worked.
Continuous service is defined as uninterrupted employment while working as a
regular, full-time employee.

f. Vacation must be accrued before being eligible to use. (Leave of absence without
pay shall not interrupt continuous service except for time off).




SECTION 2. Ordinance 2014-3 and Ordinance 2021-41 adopting the Craighead County
Employment Policy shall remove the current language in Section 10, Personal Time; C,

part (1), and insert the following:

Full-time employees personal time shall be accrued at the rate of 0.03 hours per hours
worked.

SECTION 3. Severability. If any provision of this ordinance is held invalid, such

invalidity shall not affect the remaining provisions of the ordinance which remains
effective absent the invalid provision, and to this end, the provisions of this ordinance

are declared to be severable.
SECTION 4. Emergency Clause. It is hereby determined by the Quorum Court that the

above-described amendment is needed for the immediate needs of Craighead County,
to correct the deficiency in the previous Ordinance 2021-41 and will be effective at the

pay period beginning January 11, 2022.
PASSED AND APPROVED on this 24" day of 2022

Marvin Day, County Iudge

Lesli Pesiny, County Cler

“This publication was paid for by the Craighead County Clerk, cost of publication

/z
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FILED

JUN 2 8 2022
LESLI PENNY ORDINANCE NO. 2022 - |

COUNTY & PROBATE COURT CLERK

AN ORDINANCE TO AMEND ORDINANC_E 2014-3 UPDATING THE CRAIGHEAD COUNTY
EMPLOYMENT POLICY FOR MILITARY LEAVE, AND FOR OTHER PURPOSES

WHEREAS, the Quorum Court values their employees and emphasizes the County's
commitment to their service members, and

WHEREAS, the Quorum Court uhderstands the importance of retaining and hiring
National Guard and Reservists and the treatment for adequate benefits, and

WHEREAS, the Quorum Court strives to advocate for the importance of the service
veterans and active servicemen and women service members have provided Craighead
County; and

WHEREAS, the Quorum Court seeks to foster an environment that is conducive for
training and annual leave for service men and women members that are county

employees, and |
WHEREAS, the Quorum Court seeks to revise and modify their current Military Leave

policy.

‘NOW THEREFORE be it Ordained:by the Quorum Court of Craighead County, State of

Arkansas as follows:

SECTION 1. That the Quorum Court shall jnodify Paragraph 13, Section B. Military
Leave of the Craighead Employment Policy:

County employees who are members of the armed forces of this state or any other state,
including without limitation the National Guard or a reserve component of the armed
forces, shall be granted leave at the rate of fifteen (15) days per calendar year plus
necessary travel time for annual training requirements or other duties performed in an

official duty status.

To the extent this leave is not used in a calendar year, it will accumulate for use in the
stcceeding calendar year until it totals fifteen (15) days at the beginning of a calendar

year.

The leave shall be granted without loss of pay and in addition to regular vacation time.

Each employee who requests military leave shall farnish a copy of his or her orders for
his or her personnel file,

@




O

An employee who is drafted or called to active duty in the armed forces of the United
States or who volunteers for military sen_}ice shall be placed on extended military leave
without pay and upon application within ninety (90) days after the effective date of his
or her release from active duty shall be reinstated to the pbsition vacated or an
equivalent position at no loss of seniority or any of the other benefits and privileges of
employment,

The right of reemployment shall conform with all federal government rules and
regulations. '

Personnel called to duty in emergency situations by the Governor or the President shall
be granted leave with pay not to exceed thirty (30) working days after which leave
without pay will be granted. This leave shall be granted in addition to regular vacation
time. | |

During any military leave of absence, the ;employee shall preserve all seniority rights,
efficiency or performance ratings, promot':ional status, retirement privﬂeges,' life and
disability insurance benefits, and any other rights, privileges, and benefits to which the

employee has become entitled.

For purposes of computations to determine whether the person may be entitled to
retirement benefits, the period of military service shall be deemed continuous service,
and the employee shall not be required to make any contributions to any retirement

fund.

The state shall continue to contribute its portion of any life or disability insurance
premiums during the leave of absence on behalf of the employee, if requested, so that

continuous coverage may be maintained. -

Whenever an employee is granted military leave for a period of fifteen (15) days per
calendar year or fiscal year under this section, the military leave shall accumulate for
use in succeeding calendar years or fiscal yfears until it totals fifteen (15) days at the
beginning of the calendar year or fiscal year, for a maximum number of thirty (30)
military leave days available in any one (1) calendar year or fiscal year.

Additionally, if employment is inferrupted_ by a period of service, the employee must be
permitted upon request to use any accrued vacation, personal, or similar leave with pay

during the period of service, in order to continue his or her :civilian pay. See20CFR.

Section 1002.153. The employer may not reqitire the employee to use accrued vacation,




BN
TN

personal, or similar leave during a period of service in the uniformed service. Arkansas
Code Annotated Section 21-4-102, 21-4-103, and 21-4-212.

Emergency military call-ups are subject to the U.S. Selective Service Code for
guaranteed reinstatement if call-up does not exceed eighteen (18) months. The County
recognizes the commitment and "i'esponsibi_lity of our employees to serve in the armed

forces.

Accordingly, the County complies with all applicable laws concerning military leave.

The County complies with the Uniformed Services Employment and Reemployment
Rights Act of 1994 (USERRA), which protects applicants and employees who serve in
the military from discrimination in the areas of hiring, job retention, and advancement.
USERRA provides job and benefit protection for employees who serve in the military,
and it provides certain reemployment rights to any employee who has been absent from
work due to service in the United States uhiformed services, '

The County will grant a military leave of absence to employees who are required to
miss work because of service in the United States uniformed services in accordance
with USERRA. Employees must notify the County upon receipt of a notice that he/she
will require a military leave of absence unless providing such notice is prectuded by
military necessity, impossible, or unreasoniable, and employees should provide the
County with a copy of his/her official orders. When an employee receives notice that
he/she will need a military leave of absence, please contact the Payroll Clerk for further
information regarding employee’s rights and responsibilities under USERRA.,

SECTION 2. All other provisions of the Coﬁnty Employment policy shall remain in full
force and shali not be modified by passage of this Ordinance.

SECTION 3. Severability. If any pr_bvision of this ordinance is held invalid, such invalidity
shall not affect the remaining provisions of the ordinance which remains effective absent
the invalid provision, and to this end, the provisions of this ordinance are declared to be

severable.




2
PASSED AND APPROVED on this 2 day of Q‘W‘U , 2022.

APPROVED:

U

Marvin Day, County Judge \

ATTEST:

&7)

o hal 4
Lesli %gnny, County Clerﬂ

“This publication was paid for by the Craighead County Clerk, cost of publication ___.”
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ORDINANCE NO. 2023- 'z ) SEP 26 2023

Coun :
BE IT ORDAINED BY THE QUORUM COURT OF CRAIGHEAD COUNTY, ARKAQ?K%OBATE COURT CLERK

AN ORDINANCE TO BE ENTITLED:

AN ORDINANCE TO AMEND ORDINANCE 2022-17 AND ORDINANCE 2014-3 FOR
POLICIES AND PROCEDURES FOR FULL TIME SHERIFF’S DEPUTIES FOR
MILITARY LEAVE AND FOR OTHER MATTERS

WHEREAS, Ordinance 2022-17 revised the established policy for military leave for employees
of Craighead County, and ’

WHEREAS, HB 1703, (Ark. Code Annotated Section 14-15-506) was passed this past
legislative session that modifies the military leave for Full Time Sheriff’s Deputies, and

WHEREAS, the Craighead County Quorum Court understands the importance of our emergency
personnel and wants to ensure they receive benefit for their military service.

NOW, THEREFORE, BE IT ORDAINED BY THE QUORUM COURT OF CRAIGHEAD
COUNTY, STATE OF ARKANSAS.

Section 1. Section 1 of Ordinance No. 2022-17 and Section 2 Ordinance 2014-3 shall be added
to read as follows and the following shall be added after the first paragraph in Craighead County
Employment Policy, (13) Other Leave Policies, Military Leave (B):

A paid, full-time deputy sheriff (Ark. Code Annotated Section 14-56-506) who is a
member of the armed forces of this state or any other state, including without limitation
the National Guard or a reserve component or auxiliary of the United States Armed
Forces, shall be granted leave at the rate of one hundred sixty — eight (168) hours per
_calendar year plus necessary travel time for annual training requirements or other duties
- performed in an official duty status. Accumulated leave shall not exceed 336 hours in

any one calendar year.

Section 2. Severability. If any provision of this ordinance is held invalid, such invalidity shall
not affect the remaining provisions of the ordinance, which remains effective, absent the invalid
provision, and to this end, the provisions of this ordinance are declared to be severable.

APPROVED:

)
MARVIN DAY, COUNTY JUDGE (
G252

— 7

DATE SIGNED:
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