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OBJECTIVES AND SCOPE
Purpose:

The purpose of this Personnel Manual (the “Manual”) is to inform each Emmet County employee
of the policies, procedures and fringe benefit programs applicable to employees of Emmet
County.

Authority:

The interpretation and operation of the benefits noted herein are within the sole discretion of the
County Board of Commissioners. Benefits outlined in this document may be added to, expanded,
reduced, deleted or otherwise modified by the County Board of Commissioners and any such
modifications in the Manual shall be solely within the discretion of the County Board. The
Employer reserves and retains, solely and exclusively, all rights to manage and operate its affairs
and neither the constitutional nor the statutory rights, duties and obligations of the Employer shall
in any way whatsoever be abridged by the terms of this Manual.

The fact that these policies may have been applied differently in the past does not affect their
current or future applications. The Administrator interprets and administers these policies in
accordance with County Board policy. Human Resources will confer with the County
Administrator who is solely authorized to grant exceptions.

The policies included in this Manual supersede, replace and control any prior personnel manuals,
policies, representations, contracts, or practices. Employees violating policies in this Manual may
be subject to disciplinary action, up to and including termination from employment.

Scope:

This Manual applies to full-time, part-time, and seasonal personnel in all departments and
positions. The policies apply to employees of elected officials on economic issues and the Board
of Commissioners encourages elected officials to adopt the non-economic policies and use this
Manual for their respective offices. The policies in this Manual do not apply to union employees
if addressed in a collective bargaining agreement. However, non-economic policies apply to
union employees on issues not covered by union contracts (for example, the Equal Employment
Opportunity policies and Information and Technology Policy). If Elected Officials or Department
Heads have rules and regulations that are more restrictive, then those rules and regulations apply.

Individuals employed by the Courts are considered employees of the particular Court and not of
Emmet County. Notwithstanding, the County encourages the Courts, whenever possible, to
utilize the policies in this Manual and adhere to the provisions in Supreme Court Administrative
Order 1998-5 as is relates to consistency with the funding unit’s (Emmet County) policies.

Employment with Emmet County is At Will. This means that employees have not been hired for
a specified duration, and that they can terminate their employment with the County or the County
can terminate the employment relationship at any time, with or without cause, and with or
without prior notice except as addressed in a collective bargaining agreement. This Manual is not
to be construed as a contract of employment, express or implied, nor a guarantee of employment.

The County shall decide who is an Exempt employee based on the content of the position’s
approved job description.

Page 1



14

15

1.6

2.1

2.2

Questions concerning the policies, procedures and fringe benefits in this Manual may be directed
to the Department Head, Human Resources Director or to the County Administrator.

Collective Bargaining Agreements (“CBA”):

Unless specifically addressed in a CBA, the non-economic policies regarding illegal conduct or
rules or standards of conduct will continue to be applicable to employees covered by a CBA.
Where provisions of this Manual differ from the provisions of an existing collective bargaining
agreement, the provisions of the CBA supersede the provisions of this Manual for bargaining unit
employees.

Elected Officials:
This Manual does not affect the statutory powers of Elected Officials.
Distribution of Manual:

All employees and Department Heads are able to access this Manual via County intranet.
Additionally, all employees and appointed Department Heads will receive the most current
version of the Manual during onboarding and must sign a statement acknowledging receipt of the
Manual.

EQUAL EMPLOYMENT OPPORTUNITY

The County is committed to providing equal employment opportunities to all employees and
applicants for employment in compliance with all pertinent federal, state and local laws, rules
and regulations. Employment selection and all other employment decisions will be made
without regard to race, color, creed, religion, national origin, sex, (including pregnancy,
childbirth, breastfeeding or related medical condition), disability, age, height, weight, military
service or veteran status, marital status, familial status, genetic information, gender identity,
sexual orientation, or any other reason prohibited by law. This commitment and prohibition of
unlawful discrimination and retaliation applies to all terms and conditions of employment,
including advertising, recruiting, hiring, training, placement, transfer, promotion, termination,
layoff and recall.

It is the policy and practice of Emmet County to comply fully with all relevant and applicable
provisions of the Americans with Disabilities Act (ADA), the Americans with Disabilities
Amendments Act (ADAAA) and the Pregnancy Discrimination Act (PDA), as well as state and
local laws concerning the hiring and employment of individuals with temporary and ongoing
disabilities. Emmet County specifically recognizes its obligation under the Michigan Disability
Civil Rights Act. Further, Emmet County hereby informs all employees that the Act requires
that the employee notify the Employer within one hundred eighty-two (182) days of becoming
aware of the need for an accommodation, that the employee does need such an accommodation.
This policy is neither exhaustive nor exclusive. Emmet County will not discriminate against any
employee or job applicant because of a person’s physical or mental disability with respect to any
terms, privileges or conditions of employment, including, but not limited to hiring,
advancement, discharge, compensation, benefits and training.
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3.2

3.3

Upon request, applications will be available in alternative, accessible formats, as will assistance
in completing the application. Pre-employment inquiries will be made regarding only an
applicant’s ability to perform the duties of the position, not any disabling condition.

Physical examinations will be required only after conditional job offers are made.

NONDISCRIMINATION/ANTI-HARASSMENT
POLICY AND COMPLAINT PROCEDURE

Obijective:

Emmet County is committed to a work environment in which all employees are treated with
respect and dignity. All employees have the right to work in a professional atmosphere that
promotes equal employment opportunities and prohibits unlawful discriminatory practices,
including harassment. Therefore, the County expects that all relationships among persons in the
office will be business-like and free of bias, prejudice and harassment. Emmet County has
developed this policy to ensure that all employees can work in an environment free from unlawful
harassment, discrimination and retaliation. The County will make every reasonable effort to
ensure that all concerned are familiar with these policies and are aware that any complaint in
violation of such policies will be investigated and resolved appropriately.

Any employee who has questions or concerns about these policies should talk with their
Department Head, the Director of Human Resources or the County Administrator. These policies
should not, and may not, be used as a basis for excluding or separating individuals of a particular
gender, or any other protected characteristic, from participating in business or work-related social
activities or discussions. In other words, no one should make the mistake of engaging in
discrimination or exclusion to avoid allegations of harassment. The law and the policies of the
County prohibit disparate treatment on the basis of sex or any other protected characteristic, with
regard to terms, conditions, privileges and perquisites of employment. The prohibitions against
harassment, discrimination and retaliation are intended to complement and further those policies,
not to form the basis of an exception to them.

Equal Employment Opportunity is Exclusive of Harassment:

It is the policy of the County to ensure equal employment opportunity without discrimination or
harassment on the basis of race, color, religion, sex, weight, sexual orientation, gender identity or
expression, age, disability, marital status, citizenship, national origin, genetic information, or any
other characteristic protected by law. The County prohibits any such discrimination or
harassment.

Non-retaliation:
Emmet County encourages reporting of all perceived incidents of discrimination or harassment. It
is the policy of the County to promptly and thoroughly investigate such reports. Emmet County

prohibits retaliation against any individual who reports discrimination or harassment or
participates in an investigation of such reports.
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3.5

3.6

Sexual Harassment:

Emmet County’s equal employment opportunity policy against discrimination and harassment
prohibited by law includes a prohibition against sexual harassment. Sexual harassment constitutes
discrimination and is illegal under federal, state and local laws. The law defines sexual
harassment as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct or communication of a sexual nature when either:

1. Submission to such conduct is made, either explicitly or implicitly, a term or condition of
an individual’s employment;

2. Submission to, or rejection of, such conduct by an individual is used as a basis for
employment decisions affecting such individual; or

3. Such conduct has the purpose or effect of substantially interfering with an individual’s

work performance or creating an intimidating, hostile or offensive working environment,
or has an ethnic, racial, religious, or sexual basis.

Title VI of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro
guo and b) hostile work environment. Sexual harassment may include a range of subtle and not-
so-subtle behaviors and may involve individuals of the same or different gender. Depending on
the circumstances, these behaviors may include unwanted sexual advances or requests for sexual
favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an
individual’s body, sexual prowess or sexual deficiencies; leering, whistling or touching; insulting
or obscene comments or gestures; display in the workplace of sexually suggestive objects or
pictures; and other physical, verbal or visual conduct of a sexual nature.

Harassment on the Basis of Other Protected Characteristics:

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this
policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or
aversion toward an individual because of their race, color, religion, sex, sexual orientation, gender
identity or expression, national origin, age, disability, marital status, citizenship, genetic
information, or any other characteristic protected by law and that: a) has the purpose or effect of
creating an intimidating, hostile or offensive work environment; b) has the purpose or effect of
unreasonably interfering with an individual’s work performance; or ¢) otherwise adversely affects
an individual’s employment opportunities.

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or
hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility
or aversion toward an individual or group that is placed on walls or elsewhere on the Employer’s
premises or circulated in the workplace, on company time or using company equipment by e-
mail, phone (including voice messages), text messages, social networking sites or other means.

Individuals and Conduct Covered:

These policies apply to all applicants, employees, elected officials, volunteers, and committee
members, whether related to conduct engaged in by fellow staff or by someone not directly
connected to the County (e.g., an outside vendor or consultant). Emmet County encourages
employees to immediately report any discriminatory or harassing conduct by vendors or
consultants to the employees’ supervisors, Department Heads, Human Resources, or to the
County Administrator. An investigation will be conducted as set forth in Section 3.8 below.
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3.8

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related
setting outside the workplace, such as during business trips, business meetings and business-
related events.

Reporting an Incident of Harassment, Discrimination or Retaliation:

Emmet County encourages reporting of all perceived incidents of discrimination, harassment or
retaliation, regardless of the offender’s identity or position. Individuals who believe that they
have been the victim of such conduct, or who witness such conduct should file a written report as
described in Section 3.8 below.

Supervisors have a responsibility to maintain a work environment that is free from unlawful
harassment and must report, in writing, any observed or reported incident of harassment
involving other employees immediately to their Department Head or the Human Resources
Director.

You may, but are not required to, speak with the offending individual directly. You may inform
the offending individual that the behavior in question is unwelcome and must be stopped.

Complaint Procedure:

1. Individuals who believe they have been the victims of conduct prohibited by this policy
or believe they have witnessed such conduct should file a written complaint with:

their immediate supervisor,
human resources,

union representative, or
the County Administrator.

cooTw

The written complaint will be forwarded to the Human Resources Director.

If the complaint is against the Human Resources Director, the complaint should be
forwarded to the Administrator. If Complaint is against the Administrator, the complaint
should be filed with the Human Resources Director. In either of these situations, the
Human Resources Director or the Administrator will inform the Chairperson of the Board
of Commissioners

2. Emmet County encourages the prompt reporting of complaints or concerns so that rapid
and constructive action can be taken. Therefore, while no fixed reporting period has been
established, early reporting and intervention have proven to be the most effective method
of resolving actual or perceived incidents of harassment.

3. Upon receipt of a complaint, Emmet County will conduct a prompt and impartial
investigation. The investigation may include individual interviews with the parties
involved and, where necessary, with individuals who may have observed the alleged
conduct or may have other relevant knowledge.

4. To the extent possible, the investigation will be conducted in a manner calculated to
protect the privacy of the individuals involved, and the confidentiality of the complainant.
However, no employee is promised strict or absolute confidentiality.
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4.2

5. Employees who become aware of complaints or investigations of harassment are
expected to refrain from unnecessary and unprofessional discussions with coworkers
concerning the individuals involved as such discussions may themselves be a form of
retaliation or harassment.

6. Retaliation against an individual for reporting in good faith harassment or discrimination
or for participating in an investigation of a claim of harassment or discrimination is a
serious violation of this policy and, like harassment or discrimination itself, will be
subject to disciplinary action. Acts of retaliation should be reported immediately to the
Human Resources Director or the Administrator and will be timely investigated and
addressed.

If the investigation reveals that harassment or discrimination in violation of this policy has
occurred, disciplinary action, up to and including discharge, will be taken. The nature of the
discipline will depend upon the circumstances of each case.

If an investigation of the complaint of harassment or unlawful discrimination reveals that the
complaint was frivolous or not made in good faith or that an employee has provided false
information regarding the complaint, disciplinary action may be taken against the individual who
filed the complaint or who gave the false information.

SAFE WORKPLACE POLICY
Purpose:
Emmet County is committed to providing a safe workplace for its employees, customers,
contractors, and the public. Emmet County strictly prohibits and will not tolerate any threatened

or actual workplace violence. This includes, but is not limited to, any of the following conduct in
or around the work environment:

. Threatening injury or damage against a person or property;

. Fighting or threatening to fight with another person;

. Threatening to use a firearm or any other weapon;

. Having unauthorized possession of a firearm or any other weapon while on County
premises or County business;

. Abusing or injuring another person;

. Abusing or damaging property;

. Using obscene or abusive language or gestures in a threatening manner;

. Harassing behavior inconsistent with a normal work relationship or stalking.

Because of the potential for misunderstanding, joking about any of the above misconduct is also
prohibited.

Enforcement:

Any employee who exhibits unsafe workplace conduct will be required to leave County property
and shall remain off County property pending the outcome of an investigation. Employees will
cooperate in all investigations, and a failure to cooperate may result in a disciplinary action, up to
and including discharge. If the investigation substantiates that a violation has occurred, the
County will take immediate corrective action. Corrective action may include immediate
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discipline, up to and including termination. Additionally, the County may, in its discretion,
pursue any criminal or civil remedies which may be available.

Notification and Reporting:

All employees, temporary employees, seasonal employees, and volunteers are responsible for
notifying the County of any threats which they have witnessed, received, or have been told that
another person has witnessed or received. Any individual who reasonably believes that a situation
with any employee or any other party may become violent, should immediately leave the area.

Any violations of this policy should be immediately reported in writing to the Department Head
or Elected Official. If the individual does not feel comfortable reporting to the Department
Director or Elected Official, or if the Department Director or Elected Official is not available, the
report should be made to the Human Resources Director or the County Administrator.

A report or complaint will be promptly investigated and if a report is made in good faith the
employee will be protected from retaliation or any other detrimental impact on their employment.

In order to provide a safe workplace and protect our employees from threats to their safety, the
County must know if a court has ordered an individual to stay away from County locations.
Therefore, this policy also requires all individuals who obtain a protective or restraining order
which lists County locations as being protected areas, to provide the Human Resources Director a
copy of any protective or restraining order. This information will be kept confidential to the
extent possible.

Firearms:

Except as otherwise provided below, employees are prohibited from possessing any type of
firearm in the course of employment with the County or while on County property, irrespective of
whether the employee has a concealed weapon permit or is otherwise authorized by law to
possess the item. For purposes of this section, “in the course of employment” means that staff
shall not bring weapons of any kind into a County facility or onto a County owned property,
grounds or facility for any reason at any time.

This prohibition includes weapons locked inside of a personal vehicle or any other type of mobile
of mobile storage unit

This prohibition shall not apply to:

1. Law enforcement personnel, including employees of the Sheriff’s Office acting in
accordance with rules and regulations applicable to their Office; and

2. Members of the armed services while in uniform in connection with a public ceremony.
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5.1

5.2

5.3

5.4

EMPLOYMENT IN GENERAL
Size of Work Force:

The Emmet County Board of Commissioners, based on the recommendation of the Administrator,
authorizes the number of positions within each Department, and approves layoff and recall
actions as necessary.

Immigration Law Compliance:

All County employees will be required to establish and certify their identity, right to work in the
United States and will complete a Form -9 for this purpose as applicable law requires with
regular updates.

Internal Transfers:

Open positions will first be posted internally to give qualified County employees the opportunity
to apply. Employees are responsible for monitoring job postings, as well as completing and
submitting a job application for positions they are interested in applying for. Job openings will be
posted on the County’s internal job boards for five (5) workdays. Qualified external candidates
will not be considered until the internal posting period has expired.

To qualify for a posted position, the employee must be capable of meeting the essential functions
as described in the approved job description for the position with or without accommodation

An employee is not required to notify their Department Head when submitting an application for
a posted position. However, if an employee is a finalist for a position, their Department Head
will be notified. Both the incoming and out-going supervisors will complete forms
acknowledging the transfer. The incoming supervisor will be notified of any documented
performance issues within the 12 months preceding the transfer.

Although Emmet County will give consideration to current employees who meet the
qualifications of the position to be filled, the County reserves all rights to select and hire persons
for vacant positions. Criteria for selection and hiring shall also be in the sole discretion of the
County.

Hiring Process:

All candidates seeking employment with Emmet County must complete an Emmet County job
application form. These forms are available either from the Human Resources department or
online