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about managerial rules and procedures.
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1 EMPLOYMENT/PERSONNEL PROCEDURES

1.1 Filling Vacant Positions

1. If there are any questions as to whether a vacancy exists, check with the Civil Service Department.  This is also a good time to review the position and job specification to see if there have been any significant changes in the duties.  If there are, contact the Civil Service Department.

2. Submit a “Personnel Action Form – Authorize Filling of a Vacancy” (See Forms Appendices Pg. 17-Available  Electronically) to the County Administrator’s Office, who will forward copies of approved forms to the Civil Service and Human Resources Departments. 

3. Upon receipt of a copy of the Personnel Action Form, the Human Resources Department will send to the Department Head an Interview Sheet and the motor vehicle clearance check form.  Department Heads are to conduct motor vehicle clearance checks on finalists for a position.  See Administrative Manual 1.6 for details.
4.
The next steps to be taken will depend if the position is competitive or non-competitive and guidance will be provided by the Civil Service Department.

Competitive:  See Filling Competitive Positions 1.2.1
Non-Competitive, Exempt, Labor:
See Filling Non-Competitive, Exempt, and Labor Positions 1.2.2
1.2 Creating New Positions

NOTE:
The County Administrator must be consulted about creating any new positions prior to beginning the following steps.

1.
The Department Head shall submit two (2) New Position Duties Statement (NPDS) forms to the Civil Service Department.  On the NPDS, list the duties and estimate the percent of time each duty will take.  If the position is well defined, a short-form NPDS may be used.  For example, the Sheriff may want to create a Correction Officer position to perform the same duties as the other Correction Officers.  Both forms of the NPDS are available upon request from the Civil Service Department as Word documents that can be completed electronically.  They are also available on the county network, G drive in the AC folder.
2
The Personnel Officer will title and grade the position and return the NPDS to the Department Head.  If it is a title already used, the new position will be in the same salary grade.  A new title will be graded by the Personnel Officer and Human Resources Director based on the education, experience, responsibility/accountability, supervision, other job factors, and similar positions.  Human Resources will apply the guidelines of the FLSA to determine whether the position is non-exempt (union) or exempt (management/confidential).
 

3.
The Department Head shall submit a “Personnel Action Form – New Position Authorization” (See Forms Appendices Pg. 18-Available Electronically) to the County Administrator, along with the original NPDS forms.  
4.   
If approved by the County Administrator, copies of the approval will be forwarded the Department Head and the Department Head must then draft and submit a resolution to create and fill the position to their jurisdictional committee.  The original approved Personnel Action Form and NPDS forms will be forwarded to the Legislative Office for committee action.
5.   
Upon approval by committee, the original Personnel Action Form will be returned to the County Administrator’s Office so that copies may be made for the appropriate departments.  Upon receipt of a copy of the Personnel Action Form, the Human Resources Department will send to the Department Head an Interview Sheet and the motor vehicle clearance check form.  Department Heads are to conduct motor vehicle clearance checks on finalists for a position.  See Administrative Manual 1.6 for details.
6.
Upon approval of the Resolution, signed originals of the NPDS are returned to Civil Service by the Legislative Office; one copy will be forwarded to the Department Administrator.  The position is now created and may be filled.
7.   
For new titles, a job specification will be written by the Personnel Officer.  This specification will be sent to the Department Administrator for review before the Personnel Officer officially adopts it.

8.   
Jurisdictional Classification:  All new titles are in the competitive classification. The State Civil Service Commission will consider adding a title to the non-competitive, exempt, or labor classification if justification can be shown that meets their policies and criteria.  

9.   
The next steps to fill the position will depend if the position is competitive or non-competitive.

Competitive:  See Filling Competitive Positions 1.2.1
Non-Competitive, Exempt, Labor:
See Filling Non-Competitive, Exempt, and Labor Positions 1.2.2
1.2.1 FILLING COMPETITIVE POSITIONS
1.  
It will usually be necessary for the Civil Service Department to canvass applicants on the appropriate list, allowing 5 business days to respond to the canvass.  The appointing authority has a right to ask for a Certification of Eligibles restricted to their municipality (i.e. county, village, school district); however, once the restricted list is used it must be used to fill any subsequent openings until the list is exhausted.  Then the full list will be certified.
2. A Certification of Eligibles will be issued based on the canvass responses and the “Rule of Three,” which states that the top three candidates willing to take the position will be certified for appointment.  Everyone ranked above or tied in score with the third candidate is reachable, so the Certification may include more than 3 names.

3.   
Copies 1 and 2 of the Certification of Eligibles will be sent to the Department Administrator, along with copies of applications, an informational memo, a job specification, copies of any other forms such as veterans or transfer forms, and any transfer or reinstatement requests.

4.   
If the Certification contains fewer than 3 names, it is a non-mandated list.  It is still a valid list as long as it contains 1 or 2 names; the appointing authority should consider those candidates, but is not required to hire one of them.  Instead a provisional may be hired.  (See Provisional Appointments 1.2.3)

5.   
The Certification is issued for 30 days; the hire date of the person selected must be before it expires.  The appointing authority may e-mail the Personnel Officer to request a 30-day extension before the Certification expires.

6.   
It is a good practice to interview all of the candidates on the Certification, but it is not required.  It is the responsibility of the appointing authority to check references to verify experience listed on the application.  The educational degree and any license or certificate required for the position were checked as part of the application review process; appointing authorities should check if any required license or certificate is current.  If a candidate does not respond to attempts to contact them for an interview or declines the position, document your attempt.  Contact the Civil Service Department if you have fewer than three candidates to select from so that a new Certification can be issued.

7.  
It is important that candidates have accurate information about the job before they make a decision about accepting the position. Human Resources will send an Interview Sheet to the Department Administrator so that information about benefits can be given.  Each candidate interviewed should receive a copy of the job specification and information about probationary period and the type of appointment—permanent, contingent-permanent, provisional, or temporary.  

8.   
After the hiring decision has been made, complete Copy 1 of the Certification and submit it to Civil Service along with a “MSD-426A Form” or “pink slip” (See Notice of Personnel Change, MSD-426A 1.2.4) (See Forms Appendices Pg. 19-Available Electronically), signed original offer letter, and any other forms.  (See Offer Letter 1.2.5)  It is recommended that the Department Administrator forward a copy of the offer letter to the Civil Service and Human Resources Departments to review before asking candidate to sign.

9.  
The pink slip should include the resolution number that created the position in remarks (if a new position) and the eligible list number.  A signed copy of the pink slip will be returned along with a copy of the Probationary Report form.  (See Probationary Period 1.2.7)
10. 
All candidates who were not selected, whether they were interviewed or not, should receive a brief letter from the Department Administrator indicating that another candidate was selected.  (See Sample Letter in Forms Appendices Pg. 21-Available Electronically).
1.2.2 FILLING NON-COMPETITIVE, EXEMPT, AND LABOR POSITIONS

1. 
The Department Administrator (appointing authority) and the Personnel Officer will discuss how to inform candidates of vacancies and how applicants will apply.
2. 
How vacancies are publicized:

· Any union rules for posting must be followed.

· The Department Administrator may have a candidate in mind.

· Civil Service may have applications on file for same or similar positions.

· Civil Service can write a vacancy announcement for position, which will be posted internally, on County website, and on America’s Job Bank (Department of Labor).  It can also be sent to other municipalities, schools, libraries, etc., as appropriate.

· The Department Administrator may decide to advertise.  Civil Service will help with writing the ad and arranging the advertising, but the cost of advertising as well as final approval of the ad and advertising media will be the department’s responsibility.

3.
The Personnel Officer and the Department Administrator will agree on whether the application should be submitted to the Civil Service Department or to the Department Administrator.

· Applications may go directly to the Department Administrator if the minimum qualifications are routine and some of the applicants may work in the department already (example:  The Highway Department may take applications for a Motor Equipment Operator position).  

· The Department Administrator will submit the application of the person selected to Civil Service so the application may be approved before the person is offered the position.

· As part of the application review process, the Personnel Officer will verify the educational degree, and any licenses or certificates that are required.  Work experience information on the application will be reviewed if there are minimum qualifications for experience.  Copies of all approved applications will be sent to the Department Administrator.  

4.
The Department Administrator should review the applications and decide which candidates to interview. The Department Administrator does not have to interview all of the applicants.  It is the responsibility of the Department Administrator to check references to verify experience listed on the application.

5.
The Department Administrator should provide a job specification to each candidate interviewed and should also provide information about benefits (as shown in the Interview Sheet provided by Human Resources), the probationary period, and type of appointment—temporary, permanent, non-competitive, exempt, or labor.    

6.
After a candidate has been selected, submit the “MSD-426A Form” or “pink slip” (See Notice of Personnel Change, MSD-426A 1.2.4) and original offer letter to Civil Service (See Offer Letter 1.2.5).  The pink slip should include the number of the resolution that created the position (if a new position).  A copy of the signed pink slip will be returned to the Department Administrator along with a Probationary Form.  (See Probationary Period 1.2.7)

7.
All applicants who were not selected, whether they were interviewed or not, should receive a brief letter from the Department Administrator indicating that another candidate was selected.  (See Sample Letter in Form Appendices Pg. 21-Available Electronically).

1.2.3 PROVISIONAL APPOINTMENTS
1.
The Rule of Three states that the top three candidates willing to accept a position shall be certified for appointment.  A non-mandated eligible list contains only one or two names. This is a valid list; the candidates have passed the examination and should be considered for permanent appointment.  The Department Administrator may choose to make a provisional appointment.  A provisional appointment is a type where the incumbent has no permanent rights to the position.  The provisional must submit an application and meet the minimum qualifications for the position.  To receive a permanent appointment, he or she must take the civil service test when it is next given and be reachable on the eligible list.  

2.   
Department Administrators may follow many of the same procedures for filling a provisional as they would for non-competitive position.  (See Filling Non-Competitive, Exempt, and Labor Positions 1.2.2) 

3.   
A person who is provisional receives benefits and begins the county probation but does not begin the Civil Service probationary period until appointed from an eligible list.

4.   
When the test is scheduled and announced, Civil Service will send the provisional a letter explaining the importance of the exam to them (SC Civil Service Rule XVI, 3.a.) and will also send a copy of the exam announcement containing the subjects to be on the examination.

5.   
When the Eligible List is established, a Certification of Eligibles will be sent to the Department Administrator.  If the provisional is reachable, the Department Administrator must appoint or remove the provisional within two months of establishment of the eligible list.  Send Copy 1 of the Certification and a pink slip indicating a permanent appointment from an eligible list to Civil Service.  A new offer letter telling the employee of the permanent appointment and start of the probationary period should be issued and an original sent with the pink slip.  

6.   
If the provisional is not reachable and there is a mandated list, the provisional must be removed within two months of establishment of the eligible list.  

7.   
If the provisional is removed, the Department Administrator may either make a permanent appointment of another eligible on the list or leave the position vacant.   

8.   
If the provisional has failed the exam and there is not a mandated list, the provisional may receive a second provisional appointment to the position (SC Civil Service Rule XVI, 3.b.).  

9.   
If a provisional has served at least nine months as a provisional in the title, has passed the exam, and is on a non-mandated eligible list, the provisional is considered permanently appointed and begins probationary period on the date the eligible list is established.

1.2.4 REPORT OF PERSONNEL CHANGE (RPC, Form MSD-426A, Pink Slip)

1.
Submit a MSD-426A Form (See Forms Appendices Pg. 19-Available Electronically) as soon as possible to the Civil Service Department along with any related paperwork.  There needs to be time for the Human Resources Department to schedule orientation.  If you are waiting for an offer letter to be returned, please submit the other paperwork and a note that the offer letter will be submitted as soon as you receive it.  

2.
Complete the top section.  Compare with the application, resolution, Certification of Eligibles, etc., to make sure information is correct.  Use the complete Civil Service title of position.  Reference the Resolution number in remarks for new positions or one amended by resolution.  When appointing an employee to an existing position, write the name of the previous employee who held the position.  You may ask for the candidate’s Social Security number when you offer the position or you may ask Civil Service for the number.

3.
The following terms may help with the type of appointment.  Please call the Civil Service Department if you are not sure of the category.


Permanent:  appointment to a competitive position from a list or appointment to a labor, exempt, or non-competitive position (one of these boxes at the bottom of this section may also be checked).


Contingent-Permanent:  appointment to a competitive position from a list; the previous incumbent is on a leave of absence and has encumbered the position.


Provisional:  a type of temporary appointment to a competitive position where there is no mandated list containing three names.  The provisional employee must take the examination for the position when it is offered next and must be reachable in order to receive a permanent appointment.


Temporary:  an appointment when the duration of the position will be of a very limited time period.


Substitute:  an appointment to a position where the employee fills in for other employees.  This type of appointment is not currently used by Schuyler County.


For Term of Office:  some employees are appointed to a certain term with specified beginning and ending dates.


Permanent Promotion:  this is for employees being appointed from a promotion-eligible list where the examination number starts with a “7” or contains the letters “PR.”


Provisional Promotion:  this promotion is for employees who are receiving a provisional appointment to a position for which they will be taking a promotion-eligible examination or a non-competitive promotion (NCP).


Non-Competitive Class:  Positions for which competitive examination is not practicable.  No examination; minimum qualifications are established by the Personnel Officer.

Exempt Class:  Civil Service sets no minimum qualifications, but State law or the County may have requirements for education and experience.  No examination.   



Labor Class:  Unskilled laboring positions, generally having no minimum qualifications.  No examination.
4.   The department administrator should sign as the Appointing Officer.  The Legislature is the appointing authority for department administrators.

5. Civil Service will review the MSD-426A, sign it, record the information it contains, and send copies to Payroll, Human Resources, and to the appointing authority.  

6. For new employees, a “Key Request Form” should be submitted along with the MSD-426A form in order to a key to be issued to the new employee (See Forms Appendices Pg. 20-Available Electronically).

1.2.5 OFFER LETTERS

Prior to an employee being hired or an employee being appointed to a different title, the appointing authority shall present to that person a dated letter that clearly states the following information:

1.  Title of position being offered.

2.  Salary to be paid upon appointment.

3.  Classification of the position (e.g. Competitive, exempt, etc.).

4.  Type of appointment (e.g. Provisional, permanent, etc.) including civil service examination requirement if appropriate.
5.  Length of probationary period and when it begins for county and for civil service (See 1.2.7)
6.  Number of hours of position per week upon hire.
The employee shall respond to the letter of appointment in writing with a statement that the offer of employment as stated in the letter dated (date to be inserted) is accepted or declined.  The response must be dated and signed by the employee and received by the appointing authority prior to any appointment becoming effective.

There should be two (2) original letters, one which the employee retains, and the other to be submitted with the form MSD-426A to process the appointment.

Offer letters should be reviewed by the Civil Service and Human Resource Departments prior to issuance.

1.2.6 ENCUMBERING POSITIONS

When a permanent employee is appointed from a promotional eligible list or is transferred to a position in which he/she is required to serve a probationary term, the position thus vacated by him/her is automatically encumbered during such probationary term. When an employee is appointed from an open competitive list and must serve a probationary period, the employee may request a leave of absence from the appointing authority to encumber the previous position. If the appointing authority grants the request, then the position may only be filled on a contingent-permanent or temporary basis until the position becomes unencumbered.  When the employee receives permanent status in the new position, the previous position becomes unencumbered.

1.2.7 PROBATIONARY PERIOD

The County recognizes two separate probationary conditions of employment.
The first is the Schuyler County six (6) month probationary period for new employees.  This period is established to benefit both the employee and the County.  It is a period of adjustment and adaptation, both personally and in terms of learning the job requirements and work rules.  If at any time during this period, the employee is unable to adapt successfully to the requirements of the position, the department, or the County as a whole, employment can be terminated immediately.  The employee’s supervisor may offer advice and counseling when a problem becomes apparent, but is not required to do so.  Employees may be given advance notice, but that also is not required.

The second type is the Civil Service probationary period for classified employees upon permanent appointment.  Employees serve not less than eight (8) weeks and not more than fifty-two (52) weeks on probation.  Probationary periods for promotions, transfers and reinstatements are different and are detailed in Civil Service Rule XIV.  Anytime after the eight (8) weeks but prior to the 52nd week of employment, the employee may be retained (taken off probation) for satisfactorily completing the probation period or may be terminated with out a reason given.  The probationary period cannot be extended except for absence.  

The Civil Service probationary period is also served with each new position and begins on the day of permanent appointment. This may run concurrently with the county probationary period for new employees.  Employees who have completed probation have permanent status, which may give them more rights regarding discipline, promotion, reinstatement, transfer, and layoff status.

The Civil Service Department will send a Probationary Form to the department head, who should have a procedure for keeping track of probationary employees.  An appointment becomes permanent after the completion of the maximum period of probation or upon earlier written notice following completion of the minimum period of probation that his/her probationary term is successfully completed.  

Optional:  In the case of a probationary employee’s unsuccessful completion of the probationary period, immediate removal may be made by the appointing authority upon written notification to the employee of his/her unsatisfactory performance, and that the employee shall receive one week’s salary in lieu of being required to report for work.  Contact the Human Resources Department for advice on this procedure.

1.3 Internships

A Department Administrator desirous of obtaining an intern shall submit a “Schuyler County Work-Study/Internship Program Request Form”, “Letter Agreement” and “Waiver and Hold Harmless Agreement”  (See Forms Appendices Pgs. 22-25-Available Electronically) to the County Administrator as applicable.  Approvals shall be forwarded to the Human Resources Department for coordination of the necessary approvals/reviews by the County Administrator and County Attorney and execution of the necessary documentation by the intern.  The County is under no obligation to offer full-time employment to the student prior to or after graduation.  Likewise, the student is under no obligation to the County after completion of the prescribed work period(s) for an Internship.

Upon completion of the above, Department Administrators should obtain and submit an orientation form specific to interns and volunteers (if applicable) to the Human Resources Department.

1.4 Orientation and Exit for Independent Contractors, Volunteers or Interns

There are instances wherein independent contractors, volunteers or interns retained by the County will need certain orientation items.  It will be the responsibility of the Department Administrator to determine the necessary items and request the same from the Human Resources Department.  (See “Department Administrator Request to Human Resources” Form in Forms Appendices Pg. 23-Available Electronically.)  The Human Resources Department will issue and collect the requested items upon the direction of the Department Administrator.
1.5 Orientation and Exit for Active Employees

Every new employee is required to be given new employee orientation by the County’s Human Resources Department.  Newly hired employees shall begin work on the first work day of a pay period per Resolution No. 217-98.  Requests for exceptions to the start date (orientation date) must be directed to the Human Resources Department.

Employees leaving Schuyler County positions will be scheduled for an exit interview with the Human Resources Department, on their last day of employment, to review terminating benefits and collect various items such as County ID card, keys, etc.

1.6 Motor Vehicle Clearance Checks

EMPLOYEES:

Upon authorization to fill a position, the Human Resources Department will send an Interview Sheet, along with the County’s Motor Vehicle Records Check Form (See Form Appendices Pg. 34-Available Electronically).
When a Department Head determines finalists for a position, and conducts reference checks, the County’s Motor Vehicle Records Check Form should be completed for each finalist and submitted to the County Administrator’s Office for each applicant.  Driving Record information will be supplied by the Sheriff’s Department to the County Administrator’s Office, who in turn will share with the Insurance Carrier and Department Head as appropriate.

This policy applies to INTERNS and CONTRACTORS as well.

UPON DEPARTURE FROM COUNTY EMPLOY:

Once a staff person, intern or contractor has left employment or is no longer with Schuyler County, Department Heads are responsible to notify the County Administrator’s Office for insurance purposes.

RELEASE OF INFORMATION:

Civil Service Applications completed as of January 1, 2007 include the disclaimer which allows for the release of the above information.  For finalists that completed a Civil Service Application prior to January, 2007, please contact the Human Resources Department for a Release Form.  Said Release Form will have to be signed by any finalist prior to submitting the County’s Motor Vehicle Records Check Form.

1.7 Progressive Discipline Guidelines


[image: image2.emf]The following guidelines are to be used for increasing levels of discipline for employees who repeatedly violate work  rules/ethics.  These guidelines are to be used as a tool for improving employee performance as well as imposing  necessary discipline.  Whe n used, progressive discipline gives an employee a clearer understanding of employer  expectations and the consequences for failure to meet them; and provides employees with an effective opportunity to  improve in order to meet those expectations.  It is und erstood that progressive discipline is not necessarily the  process to be used for every type of problem or misconduct.     The Human Resources Department should be consulted for guidance with the appropriate form(s) and procedure(s)  as well as direction on co mplying with Section 75 of Civil Service Law.     What is Progressive Discipline?   For discipline to be progressive, each related event or incident must trigger a response that is more severe.  Each  “step” in the process more strongly encourages the employee t o modify his or her behavior.     The Progressive Discipline Approach             ↓     →         ↓     →       ↓       →       ↓       →                ↓           The key to successful counseling/discipline is proper documentation  and  ensuring  that the documentation is in the  employee’s official personnel file in the Human Resources Department.         Some serious infractions warrant skipping one or more steps and jumping to a higher level of discipline (very serious  infractions such  as fighting or theft may warrant termination as the first and only step).  For very serious infractions, it  may be appropriate to suspend an employee  and contact the Human Resource Department to review the incident.   For example, it may be advisable to suspend employees involved in a physical altercation because the County’s  prime objective may be to remove the danger rather than to announce a terminat ion and risk the escalation of a  situation.    

Improper Behavior  

Does this violation warrant  disciplinary action?  

NO DISCIPLINARY  ACTION  

Does this violation warrant more than  a verbal counseling?   VERBAL COUNSELING  

Does this violation warrant more than  a written counseling?  

WRITTEN COUNSELING  

Does this violation warrant more than  a suspension?  

SUSPENSION  

Termination  


2 OPERATIONAL PROCEDURES

2.1 Legislative Process Guidelines

All Departments report to a Legislative Committee, which has general oversight of all matters pertaining to the work of the Legislature.  The County Administrator has the day to day operational control of all county departmental matters.  

The Legislature meets the second Monday of every month at 6:30 p.m. in the Legislative Chambers.  Committees meet the following week with schedules set each year.  A Legislative Calendar is available for review in the hallway outside the Legislative Chambers and electronically in Outlook (Go to File Open; Click on Other User’s Folder; Click on Name and bring up Legislature; Under Folder Type Click Calendar; Click Okay.)
Each Department Administrator shall submit an agenda for committee and plan on attending their respective committee meeting, even if there is no business.  The Committee Chair will make the final determination as to whether attendance is necessary.  Agenda items are to be submitted, along with drafted resolutions, to the Legislative Office staff no later than 5:00 p.m. the Wednesday prior to committee week.  There will be no reminders or follow-up from the Legislative Office should agendas not be received.  Resolution templates are available through the Legislative Office, and on the county network, G Drive in the AC folder.  (See Forms Appendices Pgs. 26-27-Available Electronically).
Please contact the Legislative Office for a copy of the Legislature’s Rules of Procedure which outlines specific information about the committee process and departments’ jurisdictional committees.  Any questions relative to the Rules of Procedure or Legislative process should be referred to the Legislative Office staff.

2.2 County Attorney Access Policy (Resolution No. 131-95)

· All requests for legal assistance shall be made in writing on the appropriate form as provided by the County Attorney’s Office. Requests shall be directed to the County Attorney's Office located in the Schuyler County Office Building, Unit 5.  E-mail of form will be regarded as a request in writing.
· All office consultations shall be by appointment only on reasonable notice.

· Hypothetical questions will not be referred to the County Attorney's Office.

· The County Attorney's Office shall not be scheduled for attendance at any meeting without reasonable advance notice and the consent of the County Attorney.

· Members of the Legislature shall route requests for legal services through the Clerk of the Legislature or the Chairman of the Legislature in the absence of the Clerk. All other County offices and employees shall forward requests through their respective Department Administrators.
· Requests for legal services by the Department of Social Services will continue to be processed in accordance with separate contractual arrangements now or hereafter existing between the Department of Social Services and the County Attorney's Office.
· Genuine emergencies or court cases in actual litigation are not subject to this procedure.

2.3 Work Order Requests – Buildings and Grounds

Any and all office maintenance needs to be done in departments, including but not limited to, moving furniture, hanging pictures, waste removal, recycling, cleaning needs, etc. are to be submitted on a “Work Order Request Form” (See Forms Appendices Pg. 28-Available Electronically).
2.4 Liability Insurance Administration

Any and all insurance correspondence, questions or claims shall be filed in the County Administrator’s Office.  The County Administrator or designee will be responsible to report changes to the insurance policies.   

In the case of a Notice of Claim, it is essential that the County Administrator and County Attorney Offices are notified immediately.

Any accidents, excluding work-related accidents that occur on County-owned property shall be reported on an “Accident Report Form” (See Forms Appendices Pg. 29-Available Electronically). 

The County Administrator will also be responsible for soliciting quotes on the county’s property/casualty insurances every three years.

2.5 Lunch Hour – Departmental Coverage

In an effort to meet the public needs, the County is desirous of having all County Departments open during the lunch hour whenever possible.  All County Departments having two or more employees are to stagger their lunch hour whenever possible so that at least one employee shall be available to the public during the normal lunch hour.  It is understood that, on occasion, this may not be possible.

2.6 Payroll Checks

Payroll checks will be available to all departments on Friday of payday, unless you have elected direct deposit.  Employees who elect direct deposit will receive their pay on the preceding Wednesday.  

If receiving paper checks and you have employees who work night shifts, paychecks will be available for pick up on Thursday after 12:00 noon.  If you have an employee who will not be working on Friday, payday, you may submit your written approval for them to pick up their paycheck on Thursday between 4:30 – 5:00 p.m., or you may pick up their check for them.  

Under no circumstances are paychecks to be cashed prior to the Friday pay date.

2.7 County-Sponsored Blood Drives

On occasion the County will sponsor a blood drive.  Hourly employees who, with their Department Administrator’s approval, make an appointment during their normal working hours to participate in a County-sponsored blood drive are authorized to receive one (1) hour of paid administrative leave.  Verification of appointments will be made through the American Red Cross.  
2.8 Contracts/Insurance Standards

The County Attorney and Legislative Offices are responsible for administration of all contracts for the county.  Please see the Legislative Office for a Contract Policy Instructional Manual and the County Attorney’s Office for the Minimum Insurance Standards.

Insurance Standards Waiver Policy (Resolution No. 189-05)

It is occasionally necessary for the Legislature to grant a waiver of County insurance standards for good cause.  Requests for waivers shall be granted by a consensus of the Chairman of the Legislature, County Administrator and County Attorney.  Waivers shall be granted only in writing and copies thereof shall be appended to the particular contract at issue.  Any of the designees may sign the waiver.  In the event of an impasse regarding a waiver, the parties may submit the issue to the Legislature for consideration.

2.9 JP Chase Master Card (“P”-Card) Procedure
The objective of the JP Chase Master Card (“P” Card) is to purchase departmental services and/or goods that require cash in advance.  Department Administrators will determine which employee(s) within their department will be issued a “P” Card.  The Department Head is responsible for defining the limitations to be set on the account, specifically the credit limit and the merchandise codes, and provide the limitations to the Purchasing Specialist.   Please contact the Purchasing Department for further information and refer to the County’s Procurement Policy for complete details on this procedure. 
2.10 Request for Transfer of Funds

In accordance with the Schuyler County Legislature’s Rules of Procedure, transferring funds within the same groups may continue to be done at the departmental level via written notice to the Treasurer.  However transferring funds among groups, i.e. from a .200 to a .400 account, while previously subject to legislative oversight, now requires approval from the County Administrator in lieu of the Legislature.  (See Form Appendices Pg. 33-Available Electronically)  Fund transfers from any other budget account would continue to require legislative approval by resolution.
2.11 Grant Requests
Procedure for Grant Requests:

· Grants for all departments are to be addressed first with the County Administrator.
· Committee approval (grant applications with a timeline that do not allow for it to go through committee prior to a Resolution, may be approved by the county Administrator in order to meet the deadline).

· Legislative Resolution approving necessary documents.

The County Administrator is to be the first contact in all cases.  Where time permits, and upon approval by the County Administrator the application request will be forwarded to the appropriate committee as per past practice.  In the case of Administrator approval resulting in immediate submission, the appropriate committee chair is to be informed of all relevant information pertaining to the grant request.
2.12 Audit Process 
The County Auditor’s Office (Legislative Clerk) is responsible for auditing all claims against the county.  Please see that office for a Voucher Preparation Instructional Manual.
2.13 Travel Requests 

The County Administrator’s Office is responsible for approving all requests for travel.  A travel request form is required to be submitted along with all relevant attachments.  The form is available through the County Administrator’s Office or on the county network, G drive in the AC folder.  See the Policies & Procedures Manual for detailed information on the County’s travel policy.
2.14 Reimbursement for Guest Speakers, Teachers, Etc. (Resolution No. 592-90 and 412-01)

Department Administrators who are required to provide training for employees are allowed to request speakers, teachers, etc. to provide such services on site and authorized to provide a meal and/or pay for any related expenses, such as an honorarium, hotel or mileage, not to exceed the total cost of Seventy-Five Dollars ($75.00) upon Committee approval.  Any expenditure in excess of Seventy-Five Dollars ($75.00) must be approved by resolution of the entire Legislature.  County employees will not be reimbursed for their own meal.  
2.15 Guidelines Relative to Purchasing Refreshments for Certain County-Related Functions (Resolution No. 195-99)

Refreshments may be purchased for any of the following type of county training opportunities for county employees, independent contractors or volunteers:  
· Hosting Regional Training Meetings

· Hosting Regional Information Sharing Meetings

· Attending Regional Training/Information Sharing Meetings wherein there is a rotating cycle of sharing refreshments.

· Conducting in-house training sessions that are a minimum of (3) hours in duration.

Providing refreshments is to mean providing a non-alcoholic beverage, small snack and necessary paper supplies.

In-house training sessions or county-scheduled meetings should be scheduled so as not to conflict with meal times.

Purchases of refreshments and/or meals are to be requested via form by the Department Administrator and authorized by the County Administrator only.  (See Forms Appendices Pg. 32-Available Electronically).  The approved form is to be attached to the voucher for payment.
2.16 Freedom of Information Law (FOIL) Requests

Under the provision of the New York FOIL, Article 6 of the Public Officers Law, a person is able to apply to inspect certain records.  Within five (5) business days of receipt of a written request for a records reasonably described, the department must either make the record available – deny access in writing giving the reasons for denials – or – furnish a written acknowledgment of receipt of the request and a statement of the approximate date when the request will be granted or denied.  The date must be reasonable under the circumstances of the request, and in most instances, it cannot exceed twenty (20) additional business days.  If more than twenty (20) additional business days is needed, the department must provide an explanation and a date certain within which it will grant or deny the request in whole or in part.  That date, too, must be reasonable in consideration of the facts.  A fee of up to 25 cents per photocopy may be charged.  There shall be no fee for inspection certification or search for records.

Requests for public records can be made by e-mail or by using “Application for Public Access to Records Form” (See Forms Appendices Pg. 30-Available Electronically).  Forms for requesting records from government agencies via e-mail are available on the Committee on Open Government’s Web site:  http://www.dos.state.ny.us/coog/emailrequest.htm.
Additional details on FOIL requests can be provided by the Schuyler County Attorney’s Office or the NYS Department of State Committee on Open Government (518) 474-2518 or http://www.dos.state.ny.us/coog/coogwww.html. 

3 STANDARDS OF CONDUCT FOR MANAGEMENT/ CONFIDENTIAL EMPLOYEES
3.1 Department Administrator Leave Policy

County policy requires Department Administrators to provide the County Administrator’s Office with the necessary form outlining their request to take vacation, sick, personal days and Exempt Employee Discretionary Time (EEDT) (See EEDT below).  This form should be completed in advance whenever possible.  Sick leave days should also be reported in advance if possible or immediately upon return to work.  (See “Personnel Leave Form” in Forms Appendices Pg. 31-Available Electronically.)
EXEMPT EMPLOYEE DISCRETIONARY TIME (EEDT)
The County is aware that it is the responsibility of Management/Confidential employees to perform the work necessary for the efficient operation of their departments, which at times requires extra hours of service.

In recognition of this fact, the County allows these exempt employees to exercise professional discretion in using EEDT in increments of no more than one full work day.  This work day may be used in conjunction with other leave time such as vacation, personal or holiday, however, only one day of EEDT shall be used during any period of leave.  EEDT taken in segments of less than 4 hours does not need to be reported to the County Administrator’s Office.
3.2 Telecommute/Work-At-Home Policy

Due to change in society’s work habits and advances in technology, the County has established a telecommute/work-at-home policy for its Management/Confidential employees only.  Under circumstances that would benefit the employee and benefit the provision of service to the County, the Legislature supports the concept of work being performed at home.  Each case will be considered on its own merits upon request by an employee or the employer.

For a Department Administrator’s request to work at home, the authorizing agent will be the County Administrator.  For deputies and confidential employees, the determination will be made by the Department Administrator who will keep the County Administrator informed of the arrangement and update the County Administrator on the situation in a timely manner.  Guidelines for establishing any such Work Agreements should be coordinated with the Human Resources Office.
4 WORK RELATED INJURIES
4.1 NYS Worker’s Compensation

All injuries incurred while on the job must be reported to the Supervisor immediately.  The Supervisor must complete a “Supervisor’s Report of Accident” form and a “C-2” form to be filed with the Human Resources office within ten (10) days of injury in order to trigger the employee’s right to Workers’ Compensation benefits.  Forms for reporting injuries may be obtained in the Human Resources office or printed out from Form Appendices (Pgs. 36 & 37).  Any face or head injury must be reported on Workers’ Compensation Board forms; the county is required to file with New York State.
5 MEDICAL LEAVE OF ABSENCE

5.1 NYS Disability

When an employee notifies their supervisor of the need for a medical leave of absence, the Human Resources Department should be notified immediately.  The Human Resources Department will meet with the employee and explain the available benefits.  After this meeting, the Human Resources Department will inform the supervisor of the leave arrangements (accruals, sick bank, disability being utilized during such leave).  Disability benefits are payable for any non-work related injury or illness (including disability due to pregnancy) beginning on the 8th consecutive day of disability.  Benefits are payable for up to 26 weeks.  A “day of disability” is one on which the employee was prevented from performing work because of disability and for which he/she has not received regular wages or remuneration.
6 FORMS

PERSONNEL ACTION FORM – AUTHORIZE FILLING OF A VACANCY (RESOLUTION NO. 247-05)

Department


FT/PT
      Position/Title

Salary


Reason

 FORMDROPDOWN 

 FORMCHECKBOX 
  FORMCHECKBOX 

      FORMTEXT 

     



 FORMCHECKBOX 
Resignation












 FORMCHECKBOX 
Retirement













 FORMCHECKBOX 
Removal













 FORMCHECKBOX 
Other     
Name of Last Employee in Position:       
Details/Justification:

     
Department Head Signature: 




Date:  







My signature below indicates preliminary approval to proceed with filling the vacancy.
County Administrator:




Date: 






My signature below indicates the position has been reviewed and approved for filling per civil service requirements.

Personnel Officer:





Date:





My signature below indicates the positions has been reviewed and approved for filling per salary schedule and human resource requirements.

HR Director:






Date:





FINAL AUTHORIZATION GRANTED  FORMCHECKBOX 


FINAL AUTHORIZATION NOT GRANTED  FORMCHECKBOX 

County Administrator:




Date: 




Copy to Department  FORMCHECKBOX 

Copy to Civil Service  FORMCHECKBOX 
      Copy to Human Resources  FORMCHECKBOX 

Updated June 27, 2008

PERSONNEL ACTION FORM – NEW POSITION AUTHORIZATION
Department

FT/PT

Position/Title


Salary


 FORMTEXT 



 FORMDROPDOWN 

 FORMCHECKBOX 
  FORMCHECKBOX 



Details/Justification:

     
Department Head Signature: 




Date:  







AUTHORIZATION GRANTED  FORMCHECKBOX 



  AUTHORIZATION NOT GRANTED  FORMCHECKBOX 

County Administrator:                             


Date: 





Committee Chairman:





Date: 





Copy to Department  FORMCHECKBOX 

Copy to Civil Service  FORMCHECKBOX 

Copy to Human Resources  FORMCHECKBOX 

Updated 1/2007
SUPPLEMENTARY PAYROLL CERTIFICATION AND REPORT OF PERSONNEL CHANGE (MSD 426-A)
Schuyler County Civil Service
From:  County Department or Municipality:         
	Name of Employee:       

	Social Security Number:       

	Address:       


	Title of Position:       

	Salary:       

	For New Appointments:

Name of Last Employee in Position:       
	Eligible List #:         
(If applicable)

	Appointments
	Check Nature of

Personnel Change
	Effective Date
	Action Necessary by

Appointing Officer

	
	 FORMCHECKBOX 
  Permanent
	     
	Return Certificate of Eligibles/Offer Letter



	
	 FORMCHECKBOX 
  Contingent Permanent
	     
	Return Certificate of Eligibles/Offer Letter



	
	 FORMCHECKBOX 
  Provisional
	     
	Attach Application/Offer Letter



	
	 FORMCHECKBOX 
  Temporary
	From             To      
	Attach Application/Offer Letter



	
	 FORMCHECKBOX 
  Substitute
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  For Term of Office
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Permanent Promotion
	     
	Return Certificate of Eligibles/Offer Letter



	
	 FORMCHECKBOX 
  Provisional Promotion
	     
	Attach Application/Nomination



	
	 FORMCHECKBOX 
  Non-Competitive Class
	     
	Attach Application and Offer Letter



	
	 FORMCHECKBOX 
  Exempt Class
	     
	Attach Application and Offer Letter



	
	 FORMCHECKBOX 
  Labor Class
	     
	Attach Application and Offer Letter



	
	
	
	

	Terminations
	 FORMCHECKBOX 
  Resignation
	     
	Submit Signed Resignation



	
	 FORMCHECKBOX 
  Retirement
	     
	Submit Signed Retirement Notice



	
	 FORMCHECKBOX 
  Deceased
	     
	Indicate Date



	
	 FORMCHECKBOX 
  Removal
	     
	Attach Copy of Proceedings



	
	 FORMCHECKBOX 
  End of Temporary Appointment
	     
	Indicate Date



	
	 FORMCHECKBOX 
  Layoff (lack of work or funds)
	     
	Give Facts Under Remarks



	
	
	
	

	Other

Changes
	 FORMCHECKBOX 
  Military Leave of Absence
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Other Leave of Absence
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Transfer
	     
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Demotion
	     
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Suspension
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Reinstatement
	     
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Change in Classification
	     
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  New Position
	     
	Submit Resolution/Minutes



	
	 FORMCHECKBOX 
  Change in Salary
	     
	Indicate New Salary Above



	
	 FORMCHECKBOX 
  Change in Name or Address
	     
	Indicate New Name or Address Above



	
	 FORMCHECKBOX 
  Change in Hours
	From             To      
	Give Facts Under Remarks



	
	 FORMCHECKBOX 
  Other
	     
	Give Facts Under Remarks



	Remarks:        

	Appointing Officer’s Signature:                                                                                                                                          Date:        


	Title:        



Civil Service Use Only:

	This certifies that the above employment is in accordance with Law and Rules made in pursuance to Law.  Subject to any limitation or condition specified above.


	Certificate

Valid Until:

	Personnel Officer:


	Date:


SCHUYLER COUNTY KEY REQUEST FORM
Request order must be approved by Department Head or Deputy
DATE:





DEPARTMENT:






IS THIS KEY REQUEST IS FOR A NEW EMPLOYEE?  
YES    FORMCHECKBOX 
        NO 
 FORMCHECKBOX 

IF EMPLOYEE IS NOT NEW, REASON FOR THE KEY REQUEST: 
NAME OF NEW/ACTIVE EMPLOYEE:










KEY(S) REQUESTED (Enter the Number Stamped on the Key)






DEPARTMENT HEAD SIGNATURE: ___________________________________________
Instructions:  

For New Employee:  Return this form with the Pink Slip to insure that the new employee will have a key available at their Orientation session.

For Active Employee:  Call Buildings and Grounds at 535-8111 to arrange a time for the employee to pick up the key(s).  The employee must bring this completed form when they pick up the key(s).
Submit with MDS-426A Form to Civil Service Department
SAMPLE LETTER TO APPLICANTS

Department Letterhead

{Date}

{Applicant Name and Address}

Dear {Addressee}:
Thank you for your interest in the position of      .   This letter is to inform you that the position has been filled.

We wish you every success in your future endeavors.

Sincerely,

{Name and Title}

SCHUYLER COUNTY WORK-STUDY/INTERNSHIP PROGRAM
Request Form

Department:
     
Term of Internship:
     
Paid*
 FORMCHECKBOX 


Unpaid
     FORMCHECKBOX 

*If paid, amount:
     

Budgeted:
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

Intern’s weekly schedule:
     
Is this intern part of an academic program or other institution?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If yes, please attach a copy of any intern agreement affecting either the intern or the county, along with a Certificate of Insurance of liability insurance, for referral to the County Attorney’s Office.

NOTE:  If your department requires any specific confidentiality agreement, or has any questions regarding confidentiality agreements, attach them for referral to the County Attorney’s Office.

Approved:

 FORMCHECKBOX 

Disapproved:

 FORMCHECKBOX 

County Administrator



Date

Approved:

 FORMCHECKBOX 

Disapproved:

 FORMCHECKBOX 

County Attorney



Date

Return form to the County Administrator’s Office upon completion
DEPARTMENT ADMINISTRATOR REQUEST TO HUMAN RESOURCES

Orientation for

Volunteers / Interns / Independent Contractors

Name of Incumbent:  






  Department: 















  


Contractor 


Incumbent’s Street Address   







  
 Volunteer 













        
       Intern      


City  







  State  



  Zip 




Check Desired Items:

  Photo ID Card

  Key No.(s) 










  E-Mail Address

  In-House Phone 

  Parking Permit












            
Department Head Signature



       Date

Human Resources Checklist





Copy To:












  Buildings & Grounds











  Information Technology
Date of Orientation:




 

Incumbent’s Driver License No. 


     - State: 

  Expiration Date




Issued Items:

  Parking Memo




  Parking Permit # 







  Photo ID Form 

  Sign Key Book / Key No.(s) Issued 






I acknowledge receipt of all items / information checked above.

Incumbent’s Signature



Date



Date of Exit Interview:






Copy To:












  Buildings & Grounds

Items for Collection:








  Information Technology











  Exiting Incumbent
Photo ID









  Department Head
Parking Tag # 













Key No.(s)  





Exiting Incumbent’s Signature


Date



LETTER of AGREEMENT
This Letter of Agreement confirms the responsibilities of the County and the student intern, the beginning and ending dates of the internship, and a waiver of liability.  This agreement will be provided to the Human Resources Department prior to the student reporting to work at the County.
The employer is under no obligation to offer full-time employment to the student prior or after graduation. Likewise, the student is under no obligation to the employer after completion of the prescribed work period(s) for an Internship.
Responsibilities

Student Intern: As the student intern enters the County he/she is expected to assume, as much as possible, the role of a regular staff member. The responsibilities include:
1.
Adhering to County work hours, policies, procedures and rules governing professional staff behavior.

2.
Adhering to County policies governing the observation of confidentiality and the handling of confidential information.

3.
Assuming personal and professional responsibilities for his/her actions and activities.

4.
Maintaining professional relationships with County employees, customers and so forth.

5.
Utilizing a courteous, enthusiastic, open-minded, critical approach to policies and procedures within the profession.

6.
Relating and applying knowledge acquired in the academic setting to the County setting.

7.
Developing a self-awareness in regard to attitudes, values and behavior patterns that influence work.

8.
Preparing for and utilizing conferences and other opportunities of learning afforded in the County.

9.
Being consistent and punctual in the submission of all work assignments to the supervisor.

AGREED
________________________________________
Student Signature

Employer: It is the responsibility of the employer to provide direct, on-the-job supervision of the student intern which includes the following:

1.
Orienting the student intern to the County's structure, operations, policies and procedures.

2.
Introducing the student intern to the appropriate professional and clerical staff.

3.
Providing the student intern with adequate resources necessary to accomplish job objectives.

4.
Affording the student intern the opportunity to identify with the supervisor as a professional staff person by jointly participating in office functions.

5.
Assigning and supervising the completion of tasks and responsibilities that are consistent with the student intern's role in the County.

6.
Providing necessary supervisory conferences with the student intern.

7.
Submitting an evaluation on the student intern's job performance upon request.

AGREED
________________________________________
Employer Signature

Return form to the Human Resources Department upon completion 
WAIVER AND HOLD HARMLESS AGREEMENT

SCHUYLER COUNTY INTERNSHIP PROGRAM
I am a student intern for Schuyler County.  I agree to hold harmless Schuyler County, its employees, volunteers, other participants, and elected officials for any bodily injury, sickness, death or property damage while serving as an intern.  I agree not to bring any action or claim on my own behalf against any of the above for any such injury occurring to me while participating in said internship, or for the recovery of any of the costs or expenses regarding the injury which I might incur, unless such injury, sickness, death or property damage is the direct result of the negligence of Schuyler County.

I also agree to be responsible for any bodily injury to others, sickness, death or property damage caused by me.

I understand that as part of my responsibilities of this internship that I may encounter confidential information and I agree not to disclose it in any way that Schuyler County would deem inappropriate or as a breech of confidentiality.

Intern’s Signature



Date

Witness Signature



Date
HEALTH INSURANCE INFORMATION

I do / do not (circle one) have health insurance.  If yes, please set out the name and address of insurer and policy number.  If you have an insurance identification or beneficiary card, please attach a photocopy to this form.

FOR MINORS

If you are under 18 years of agenda, your parent(s)/guardian(s) must countersign this agreement below.

Parent’s Signature



Date

Parent’s Signature



Date

Return form to the Human Resources Department upon completion
RESOLUTION TEMPLATES

{This Resolution is to authorize a contract or contract renewal with a vendor.}

RE:
AUTHORIZE CONTRACT WITH [PROVIDER/VENDOR] – [DEPARTMENT]

WHEREAS, [reason(s) for need for contract – if renewal, state change in terms that mandates a resolution].


NOW, THEREFORE, BE IT RESOLVED, that the Chairman of the Legislature be hereby authorized to execute a contract with [Provider/Vendor] for the [Department] for [services] for the term [start and end dates], funding available in the [year] [Department] budget account no. [account and line item number]; subject to approval of the Schuyler County Attorney.   
{This Resolution is for establishing a NON-COMPETITIVE grant with no match}
All other grants do not require a budget to be established by Resolution.

RE:
ACCEPT AND ESTABLISH THE [NAME OF GRANT] – [DEPARTMENT]


WHEREAS, [Department] has received the [Name of Grant], and


WHEREAS, said grant period will be for the period of [Term of Grant].


NOW, THEREFORE, BE IT RESOLVED, that the Chairman of the Legislature is hereby authorized to sign any and all documents relative to the grant, subject to the approval of the Schuyler County Attorney, and


BE IT FURTHER RESOLVED, that the Schuyler County Treasurer is hereby directed to establish the [Name of Grant] accordingly in cooperation with the [Department].
{This Resolution is to authorize applying for a competitive grant}

RE:
AUTHORIZE AN APPLICATION WITH THE [AGENCY] FOR [PURPOSE OR NAME OF GRANT]  – [DEPARTMENT]


WHEREAS, [reason(s) or need for the grant application], and


WHEREAS, said grant application [requires a match, or no local share costs]. {if match, how much, and what kind?}


NOW, THEREFORE, BE IT RESOLVED, that the Chairman of the Legislature be hereby authorized to sign a grant application with [Agency] for the [Department] for [name of grant] for the term [start and end dates], subject to approval of the Schuyler County Attorney.   

{When the Department wishes to have one Resolution to apply for and accept the funds, the last paragraph should read as follows:}


NOW, THEREFORE, BE IT RESOLVED, that the Chairman of the Legislature be hereby authorized to sign any and all documents relative to the said grant application with [Agency] for the [Department] for [name of grant] for the term [start and end dates], subject to approval of the Schuyler County Attorney.   

{This Resolution can have several different ending paragraphs depending on what union position it is.  
The Grade of the position, the salary of the position/hourly rate, and the effective date 
should all be spelled out in the last paragraph.}
RE:
AUTHORIZE THE CREATION AND FILLING OF [TITLE OF POSITION] POSITION – [DEPARTMENT]
WHEREAS, [reason for the creation of a new position] {This may take a couple of Whereas clauses}, and

WHEREAS, the [Department] is requesting to create this position, upon the approval of the County Administrator, and

WHEREAS, funding for this position is included in the [Year] budget.

NOW, THEREFORE, BE IT RESOLVED, that the [Department] is hereby authorized to create [Title of Position] position at an hourly rate of [$0.00], to be placed in Grade [Grade Level in Union Contract], as set for in the [Name of Union] Contract.

{This Resolution is for when the position is management/confidential, not union}

RE:
AUTHORIZE AMENDMENT TO THE MANAGEMENT/CONFIDENTIAL SALARY PLAN AND TO CREATE AND FILL [NAME OF POSITION] POSITION – [DEPARTMENT]
WHEREAS, [reason for the creation of a new position] {This may take a couple of Whereas clauses}, and

WHEREAS, it is the recommendation of the County Administrator that [Title of Position] position  be created within the [Department], and


WHEREAS, the County Administrator and the Human Resources Director have completed the following factor rating for the position of [Title of Position]:
I
Accountability


00
II
Complexity of Duties

00
III
Experience/Knowledge
  
00
IV
External Contacts

00
V
Independent Judgment
  
00
VI
Internal Contact

  
00
VII
Impact on Programs/Adm
00
VIII
Interpersonal Skills

00
IX
Supervision/Leadership

00

TOTAL



00 = Grade [Grade Letter].
NOW, THEREFORE, BE IT RESOLVED, that the Management/Confidential Salary Plan be amended to reflect the addition of the [Title of Position] position with the above factor rating in salary grade [Grade], and

BE IT FURTHER RESOLVED, that this Legislature hereby authorizes the [Department Administrator] to create and fill one [Title of Position] position at [Hours per Week], in Grade Level [Grade] of the Management/Confidential Salary Plan in a salary range of [Salary Range $00,000 (minimum) - $00,000 (mid-range)], on or after [Effective Date], with funding already present in the department’s [Year] budget.

{This Resolution is for appointing a Department Administrator}

RE:
AUTHORIZE APPOINTMENT – [TITLE OF POSITION]

WHEREAS, the [Title of Position] position has been vacant since [Date], and {Or it may be that someone resigned}


WHEREAS, it is upon recommendation by the Human Resources Director and the County Administrator that [Name of Person] be appointed to said position.


NOW, THEREFORE, BE IT RESOLVED, that [Name of Person] be appointed [Title of Position] effective [Effective Date] at an annual salary of $00,000, Grade [Grade Level], in the Management/Confidential Salary Plan.

{This Resolution is for appointing a Management/Confidential Employee, other than a Department Administrator}

RE:
ACKNOWLEDGE APPOINTMENT AND SET SALARY FOR [TITLE OF POSITION]

BE IT RESOLVED, that this Legislature acknowledge the appointment by [Department Administrator, Title], of [Name of Person] as [Title of Position] at an annual salary of $00,000, effective [Effective Date], said position is in Grade Level [Grade] of the Management/Confidential Salary Plan.

{This Resolution is normally required because a Department has received extra revenue, 
state or federal aid that was not included in your budget}
RE:
AUTHORIZE AMENDING THE [YEAR] BUDGET FOR [PURPOSE] – [DEPARTMENT]

WHEREAS, [reason(s) or need to amend the budget].  



NOW, THEREFORE, BE IT RESOLVED, that the Schuyler County Treasurer is hereby authorized to amend the [Year] Budget as follows:

AMOUNT
ACCOUNT NO.


DESCRIPTION
+$0,000
0000.000



[Name of Budget Line Item]

+$0,000
0000-0000



[Name of Budget Line Item]
The basic thing to remember is to supply the Clerk with the facts, i.e.; who, what, why and how it is being paid for.  With a reasonable explanation of why, the basics can be filled in.  Do your best and the Clerk will always call upon you to fill in any blanks.  Don’t forget, you can always search the proceedings on the web page under Legislative Minutes to cut and paste a Resolution that is similar to what you need.

SCHUYLER COUNTY BUILDINGS AND GROUNDS WORK ORDER REQUEST FORM

535-8111

Request order must be approved by Department Head or Deputy

DATE:
     
 

DESCRIPTION OF WORK REQUESTED:
     
DEPARTMENT: 
     
DEPARTMENT HEAD APPROVAL:
     
DESCRIPTION OF WORKED PERFORMED:
      

TOTAL HOURS:
     
DATE STARTED:
     

DATE COMPLETED:
     
COMPLETED BY:
     
ACCIDENT REPORT FORM

Date of Accident:


     
Time of Accident:


     
Injured Persons Name:


     
Parent/Guardian:


     
Address:



     





     





     
Phone Number:



     
***************************************************************************************************************

Location of Accident:


     





     





     
***************************************************************************************************************

What Happened:


     
Why was the person on the premises:
     
Any Witnesses?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, names:
     
***************************************************************************************************************

Did they seek medical attention?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If so, where and who?      
Name and signature of person taking report:
     









     
Name (please print)


Signature



Date

This form is for use for non-county employees only.
Submit to the County Administrator’s Office as soon as possible after incident.
APPLICATION FOR PUBLIC ACCESS TO RECORDS
COUNTY OF SCHUYLER

TO:

County of Schuyler



     


 Department



105 9th Street



Watkins Glen, NY  14891

Under the provision of the New York Freedom of Information Law, Article 6 of the Public Officers Law, I hereby apply to inspect the following record(s):

     














Signature




Date

Representing

Mailing Address

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

For Agency Use Only
Approved
 FORMCHECKBOX 

Denied

 FORMCHECKBOX 

     
Record of which this Agency is Legal Custodian cannot be found.

     
Record is not maintained by this Agency

Signature




Title




Date

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>

NOTICE:
You have the right to appeal a denial of this application to the head of this Agency:





Chairman, Schuyler County Legislature





105 9th Street, Unit 6





Watkins Glen, NY  14891

The above person must fully explain the reasons for such denial in writing within seven (7) days of receipt of an appeal.

I hereby appeal the denial of my application:

Signature




Date



SCHUYLER COUNTY AUTHORIZATION TO PURCHASE REFRESHMENTS

Name:       




Department:   FORMDROPDOWN 

Event:       
Date(s) of Event:       

Time/Duration of Event:        
# Of Participants:       
Rationale/Description For Refreshment Request:       
Total Estimated Cost:  $     


Funding Source:       
Department Head

Date


County Administrator
Date
>>>>>-------------------------------------------------------------------------------------------------------------------<<<<<<

SCHUYLER COUNTY AUTHORIZATION TO PURCHASE REFRESHMENTS

Name:       




Department:   FORMDROPDOWN 

Event:       
Date(s) of Event:       

Time/Duration of Event:        
# Of Participants:       
Rationale/Description For Refreshment Request:       
Total Estimated Cost:  $     


Funding Source:       

Department Head

Date


County Administrator
Date
Attach approved form to voucher for payment
SCHUYLER COUNTY REQUEST FOR TRANSFER OF FUNDS

	Name of Administrator/Title:
	Date of Request:


	AMOUNT
	From (Budget Code)
	TO (Budget Code)
	Rationale for transfer request

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	              TOTAL
	


Portion of Rule 22 of Schuyler County Legislature Rules of Procedure Manual: 
Committees shall have general oversight of all matters pertaining to the work of the Legislature as indicated by the titles thereof, or as more specifically described as special duties therefore, the County Administrator shall have day to day operational control of all county departmental matters, as distinguished from purely legislative matters which remain the exclusive province of the Legislature.  “Oversight” shall mean guidance and review at the “general policy making level”.  Each committee shall supervise appropriated expenditures; however, the County Administrator shall have charge thereof in the first instance.  Transfer of funds not within the same group of accounts shall be handled by the County Administrator in consultation with the Department Head and the County Treasurer.  The Department Head shall be responsible for notification of transfers prior to voucher submittal.  Any other unappropriated account expenditure shall be referred by the County Administrator, with recommendation, to the Management and Finance Committee.  The Management and Finance Committee, following financial review with the Treasurer’s Office and County Administrator, shall make a final recommendation to the Legislature on such unappropriated expenditure.











Recommended:

Approval:  ____________
Disapproval:  _________

Remarks:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






_______________________________________________







County Administrator


Date

 FORMCHECKBOX 
  Copy to Department

 FORMCHECKBOX 
  Copy to Treasurer
SCHUYLER COUNTY

MOTOR VEHICLE RECORDS CHECK FORM

Date:      



Department:   FORMDROPDOWN 

Name:  
Last      

First      

Middle Initial      
State of Issued DL: 
 FORMDROPDOWN 

DL #      
Check whether the driver is a:

 FORMCHECKBOX 
Employee



 FORMCHECKBOX 
Contracted person





 FORMCHECKBOX 
Applicant for employment

 FORMCHECKBOX 
Volunteer

	For office use only:

 FORMCHECKBOX 
Copy of MVR given to Department

 FORMCHECKBOX 
Copy of MVR given to Insurance Agent on             

 FORMCHECKBOX 
 MVR record shredded- Initial: ______


Form to be completed by the Department Head and submitted to the County Administrator’s Office
Updated March 5, 2008
[image: image3.png]STATE OF NEW YORK - WORKERS' COMPENSATION BOARD
EMPLOYER'S REPORT OF WORK-RELATED ACCIDENT/OCCUPATIONAL DISEASE

Send this notice directly to the Chair, Workers' Compensation Board at the address shown on the reverse side within ten (10) days after an
accident occurs. ANSWER ALL QUESTIONS FULLY. A copy should also be provided to or retained by your workers' compensation
insurance carrier.

iAny employer who fails to timely file Form C-2, as required by Section 110 of the Workers' Compensation Law, is subject to a fine of not more than

$1,000. in addition, the Board or Chair may impose a penalty of up to $2,500,
TYPEWRITER PREPARATION IS STRONGLYRECOMMENDED - INCLUDE ZIP CODE IN ALL ADDRESSES-EMPLOYEE'S $.S.NO. MUST BE ENTERED BELOW |,
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[image: image4.jpg]SUPERVISOR’S INVESTIGATION & REPORT OF INCIDENT- EMPLOYER: ISCHUYLER COUNTY‘

NAME OF INJURED (Last Name, First Name)

D.0.B.:

S.8.#: ‘ SEX: M [JF]

ADDRESS: CITY/ZIP CODE HOME PHONE #:
DEPT.: JOB TITLE: WORK LOCATION:
WHEN Date and Time of Incident: / / 0 am 1 pm
Date reported to supervisor: / / If delayed, Why?
DESCRIPTION Detail what employee was doing (i.e. - at risk behavior) and/or what physical objects (machines, equipment),
materials (chemical vapor, inhalant) (i.e. - unsafe conditions) were involved:
OF INCIDENT
Was employee doing something other than required duties: [JNO [ YES Ifyes, explain:
State body parts injured:
WHAT
‘Was treatment beyond first aid required? [J YES [ NO If yes, explain:
Fatality:  [JYES [0 NO When: Lost Time [J YES [ NO
WHERE £xact location where incident occurred:
Was ambulance transport necessary?  [J YES {J NO
To what facility?
WITNESSES (Last Name, First Name / Title/TEL. #:)
WHY Comment on the causes of this incident:
PREVENTION What should be done and by whom to prevent recurrence of this type of incident?
What action are you taking to see that this is dene?
SUPERVISOR/MANAGER'’S Signature/Dept.
Phone # Date of this report:
Employee Signature Date /I
Comments:
Cl1o0B

| SUPERVISOR - DO NOT WRITE BELOW THIS LINE
. Date Report Received by Safety Manager

. Date forwarded to HR
C-2 Completed

# of Days Lost: _
OSHALOG #

OSHA notified? (fatality, 3 hospitalizations): _

Lovell Notified

Lovell Safety Management Co., LLC; 125 Maiden Lane, NYC 10038

O CHECK HERE IF CONTINUED ON ADDITIONAL PAGES
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The following guidelines are to be used for increasing levels of discipline for employees who repeatedly violate work rules/ethics.  These guidelines are to be used as a tool for improving employee performance as well as imposing necessary discipline.  When used, progressive discipline gives an employee a clearer understanding of employer expectations and the consequences for failure to meet them; and provides employees with an effective opportunity to improve in order to meet those expectations.  It is understood that progressive discipline is not necessarily the process to be used for every type of problem or misconduct.


The Human Resources Department should be consulted for guidance with the appropriate form(s) and procedure(s) as well as direction on complying with Section 75 of Civil Service Law.


What is Progressive Discipline?


For discipline to be progressive, each related event or incident must trigger a response that is more severe.  Each “step” in the process more strongly encourages the employee to modify his or her behavior.  


The Progressive Discipline Approach


Improper Behavior


  ↓


Does this violation warrant disciplinary action?


NO DISCIPLINARY ACTION


→



  ↓


Does this violation warrant more than a verbal counseling?


VERBAL COUNSELING


→

  ↓


Does this violation warrant more than a written counseling?


WRITTEN COUNSELING



→

  ↓


Does this violation warrant more than a suspension?


SUSPENSION



→         


  ↓


Termination


The key to successful counseling/discipline is proper documentation and ensuring that the documentation is in the employee’s official personnel file in the Human Resources Department.  


Some serious infractions warrant skipping one or more steps and jumping to a higher level of discipline (very serious infractions such as fighting or theft may warrant termination as the first and only step).  For very serious infractions, it may be appropriate to suspend an employee and contact the Human Resource Department to review the incident.  For example, it may be advisable to suspend employees involved in a physical altercation because the County’s prime objective may be to remove the danger rather than to announce a termination and risk the escalation of a situation.



