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AT A REGULAR MEETING OF THE iBOARD OF SUPERVISORS OF THE
COUNTY OF JAMES CITY, VIRGINiA, HELD. ON THE 8TH DAY OF JULY
NINETEEN HUNDRED EIGHTY-FIVE AT 7:33 P.M. IN THE COUNTY
GOVERNMENT CENTER BOARD ROOM, 101 MOUNTS BAY ROAD, JAMES

_ CITY COUNTY, VIRGINIA.

A. * " ROLL CALL

Jaek D. Edwards, Chairman, Berkeley Distriet

Thomas D. Mahone, Vice-Chairman,Jamestown Distriet
Stewart U. Taylor, Stonehouse District

William F. Brown, Roberts Distriet .

Perry M. DePue, Powhatan District

James B. Oliver, Jr., County Administretor
Darlene L. Burcham, Assistant County Administrator
Frank M. Morton, III, County Attorney
B. MINUTES dune 24, 1985 Regular 'Vleetmv
June 24, 1985 ~ Action Minutes

Mr. Mahone made a motion to approve the first set of minutes.

On a roll c¢all, the vote was AYE: Brown, Edwards, DePue, Mahone,

~ Taylor (5). NAY: {0).

o, - [ . {. . o
It was the consensus of the Board fo continue with the present

.minute format, with more summarizing statements.

D. PUBLIC HE-ARINGS
1. Case No. 5-59-85. Amendment to Chapter 17, Subdivision, of the

Code of James City County

The Planning Commission recommends épproval of the amendment.

Mr. Edwards opened the public hearing, and as no one wished to
speak, he closed the public hearing.

Mr. DePue made a motion to approve the amendment.

On a roll eall, the vote was AYE: Brown, Edwards, DePue, Mahone,
Taylor (5). NAY: (0). i

2. Case No. 7-10-85. 'Anheuser-Buseh, Ine.

The Planning Comimission recommends approvel of the applieation.
Mr. Edwards oéenéd the pilblie hearing

1. Mr. David W. Otey, representatwe for” Anheuser Buseh, Ine., spoke
in favor of the proposal indieating that if the rezoning was approved and if the
Brewery should expand in the future, it would give the County an increased tax
base.
b N‘: ia i } ! :
Mr. Edwards closed the pubhc hearmg. ’

Mr. ‘DePue made a motlon to' approve the application.

On a roll call, the vote was AYE: Edwards, DePue, Mahone, Taylor
(4). NAY: (0). Mr. Brown abstained.

i .*s". RESOLUTION

[ SRS I R

RESOLUTION OF APPROVAL -~ ZONING CASE
NO. 7-10-85. ANHEUSER BUSCH, INC.

L) . Ly
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WHEREAS, in aceord with Section 15.1-431 of the Code of Virginia, and Seetion
20-14 of the James City County Zoning Ordinance, a public hearing
was advertised, adjoining property owners notified, and a hearing
seheduled on Zoning Case No. Z-10-85 for rezoning approximately
45.11 acres from M-1, Limited Industrial to M-2, General Industrial
on property identified as parcel (1-78) on James City County Real
BEstate Tax Map No. (50-2), and including a portion of parcel (1-1) as

. shown on James City County Real Estate Tax Map No. {51-3}, and;

WHEREAS, in accord with the Planning Department's recommendation, the
Planning Commission following its public hearing on May 28, 1985
recommended approval of Zoning Case No. Z-10-85, and;

WHEREAS, Zoning Case No. Z-10-85 is in accord with the adopted
Comprehensive Plan of James City County.

THEREFORE, BE IT RESOLVED tﬁat the Board of Supervisors of James City
County does hereby approve Zoning Case No. Z-10-85 as deseribed
‘herein. . .

e

3. Case No. Z-11-85. Paul N, Carrithers

The Planning Commission recommends denial of the proposal.
Mr. Edwards opéned the publie hearing.

1. Mr. Paul Carrithers, appliéant, requested the Board preserve the
permitted uses of his land that he had before the new Zoning Ordinance was
adopted. :

Mr. Edwards closed the public hearing. -

Mr. DePue stated he would be willing to consider rezoning a smaller
portion for business on Route 80.
Mr. Brown stated if a reasonable plaﬁ was submitted, he would

consider the proposal.

Mr. Edwards stated there was & great difference between rezoning
property to market it and rezoning for a specifie proposal.

. Mr. Brown made a motion to defer the issue until the next Board
meeting on July 22, 1985.

Oon a'roil eall, the vote was AYE: Bfown, bePue, Mahone, Taylor
(4). NAY: Edwards (1).

4, Case No. Z~12-85. Sheldon Lumber Go., Inc.

The Planning Commission recommends approval of the application.

Mr. Bdwards opened the public hearing, and as no one wished to
speak, he closed the public hearing.

Mr. Taylor made a motion to éppro';'é the application.

On a roll call, the vofe »\:ras AYE: Browri, Edwards, DePue, Meahone,
Taylor (5). NAY: {0). S

. RESOLUTION |

RESOLUTION OF APPROVAL - ZONING CASE .

NO. Z-12-85. SHELDON LUMBER COMPANY, INC.

WHEREAS, in accord with Section 15,1-431 of the Code of Virginia, and Section
20-14 of the James City County Zoning Ordinance, a public hearing
was advertised, adjoining property owners notified, and a hearing
scheduled on Zoning Case No. Z-12-85 for rezoning approximately
3.26 acres from B-1, General Business and M-2, General Industrial,
to M~1, Limited Industrial on property identified as parcels (1-31),

)

)
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(1-32) and a portion of (1-30) on James City County Real Estate Tax
Map No. (12-4), and;

WHEREAS, in aeeord with the Planning Department's recommendation, the
Planning Commission following its public hearing on May 28, 1985
recommended approval of Zoning Case No. Z-12-85, and;

WHEREAS, the site meets the location ecriteria for Limited Industrial
development, as established in the Comprehensive Plan, and;

WHEREAS, development of the property under the M-1 zoning distriet
regulations should not adversely affeet the current or future
charaeter of the surrounding area, and;

WHEREAS, Zoning Case No. Z-12-85 is in aceord with the adopted
Comprehensive Plan of James City County.

THEREFORE, BE IT RESOLVED that the Board of Supervisors of James City

County does hereby approve Zoning Case No. Z~12-85 as deseribed
herein, )

9. Case No. SUP-13-85. JCSA~Water Transmission Main

- 'The Planning Commission recommends approval of the application
with conditions. . . -

Mr. Edwards 6péned the public hearing, and as no one wished to
speak, he closed the public hearing.

Mr. DePue made a motion to approve the application.

. On a foll call, the vote was AYE: Brown, Edwards, DePue, Mshone,

' Taylor'(5). NAY: (0),

(o
n o .

OF APPROVAL ON SPECIAL USE PERMIT NO. SUP-13-85,

. JAMES CITY SERVICE AUTHORITY WATER MAIN

RESOLUTION

WHEREAS, the Board of Supervisors of James City County has adopted by

. ordinance speeific land uses that shall be subjected to a special use
permit process; and ) Co

1

WHEREAS, the Pianning Commission of James City County, in accordance with

the staff recommendation, has unanimously recommended approval

of Case No. SUP-13-85, a speeial use permit for the construction of
.8 12" water transmission main for a distance of approximately 2800"

along John Tyler Highway or Ingram Road and John Tyler Highway.

THEREFORE, BE IT RESOLVED, that the Board of Supervisors of James City
’ . County does hereby approve the issuance of Speeial Use Permit No.
" . SUP-13-85 as deseribed herein with the following eonditions:

1. ' Compliance with all local, State and Pederal requirements
for the construction, operation and maintenance of the
o water transmission main.
2. Compliance with all State erosion and sedimentation
regulations as speeified in the Virginia Erosion and
Sediment Control Handbook.

3. * Acquisition of all required permits prior to
commencement of construction.

4. For pipeline construction adjacent to existing residential
developments, adequate dust control measures shall be

. teken to prevent adverse ‘effeets on the adjacent
residential property. It is intended that the public
interests should be protected by compliance with all local

and State regulations, insuring that the present and future

results of the proposed water transmission main do not
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create effects adverse to publie health, safety, comfort
or convenience, or value of the surrounding property and
uses thereon.

6. " Case No. SUP-14-85, Jack L. Massie

The Planning Commission recommends approval of the application
with conditions.

Mr. Edwards oﬁened the publie hearing.

1. Mr. Samuel T. i’owell, attorney representing the applicant, spoke in
favor of the application and requested Board approval.

Mr. Edwards closed the publie hearing.
.Mr. DePue _m'adé a motion to approve the‘application.

On a roll eall, the vote was AYE: Brown, Edwards, DePue, Mahone,
Taylor (5). NAY: (0).

RESOLUTION

OF APPROVAL ON SPECIAL USE PERMIT NO. SUP-14-85.
JACK L. MASSIE

WHEREAS, the Board of Supervisors ‘of James City County has adopted by
ordinance specific land uses that shall be subjected to a special use
permit process; and o

WHEREAS, the Planning Commission of James (,lity’ County, in accordanee with
the staff recommendation, has unanimously recommended approval
of Case No. SUP-14-85, a special use permit to allow the storage,
stockpiling and distribution of sand, gravel and crushed stone as a
use within the A-1, General Agricultural District and to allow an
JIndustrial Development within the R-P, Reservoir Protection
QOverlay Distriet on property identified as parcel {(1-9) on James City
‘County Real Estate Tax Map No. (13-3).

THEREFORE, BE IT RESOLVED, that the Board of Supervisors of James City
County does hereby approve the issuance of Special Use Permit No.
SUP-14-85 as deseribed herein with the following conditions:

1. , This project shall be eonstructed in aceordance with the site
; plan submitted with this applieation received by the Planning
", Department on May 3, 1985 except as modified by the Site
| Plan Review Committee. This plan shall be submitted to the
“Site Plan Review Committee for their review and approval.

2. I construetion of the faéility 'has not begun within 12 months

..., . of the issuance of this permit, it shall become void.

' Construction shall be defined as clearing, grading and the
. . exeavation and pouring of all footings covered by this permit.

3. 'Ever’green plarif ma.terial'sh'all be planted on the 8' berm to be
located along the eastern end of the property.

4, Theland presehtly ‘farﬁiec'lumust remain idle or in pasture.

3 ¢
5.  The porous pavement shall be vacuumed and cleaned at least
every four months. .

NN ot

1. Case No. SUP-17-85. Mid-County Park Waterworks Facilities

with eonditions.

; o 1
. Mr. Bdwards bpened the publie hearing, and as no one wished to
speak, he closed the public hearing.

Pl

The Planning Commission recommends approval of the application :

)

]
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Mr. DePue made a motion to approve the applieation.

On a foll call, the vote was AYE: Brown, Edwards, DePue, Mahonhe,

Taylor (5). NAY: (0).

RESOLUTION

dF APPROVAL ON SPECIAL USE PERMIT NO. SUP-17-85.
MID-COUNTY PARK WATERWORKS FACILITIES

WHEREAS, the Board of Supervisors of James City County has adopted by
ordinance specifie land uses that shall be subjected to a special use
permit proeess; and

WHEREAS, the Planning Commission of James City County, in accordance with
the staff recommendation, has unanimously recommended approval
of Case No. SUP-17-85, a special use permit to allow the
construction of a deep well, water storage tank, water mains and a
water pumping faeility at the Mid-County Park Site.

THEREFORE, BE IT RESOLVED, that the Board of Supervisors of James City
County does hereby approve the issuance of Special Use Permit No.
‘SUP-17-85 as described herein with the following conditions.

L Compliance with all loeal, State and Pederal requirements for
the construction, operation and maintenance of the
waterworks facility.

2.  Compliance with all State Erosion Control and Sedimentation
Regulations as specified in the Virginia Brosion and Sediment
Control Handbook.

3. Acquisition of all required permits prior to commencement of
construetion.

4. For construction adjacent - to existing  residential
developments, adequate dust eontrol measures shall be taken
to prevent adverse effects on the existing residential property.
It is intended that the publie interests should be protected by
compliance with all local and State regulations, insuring that
the present and future results of the proposed water facility
do not create effeets adverse to publie health, safety, comfort
or convenience, or value of the surrounding pbroperty and uses
thereon. . .

8. Case No. SUP-19-85. Robert Farkas -

The Planning Commission récommends approval of the application
with one condition. .

Mr. Edwards opene‘d the publie hearing.

1. " Mr. Robért Farkas, 129 Leon Drive, the applicant, requested Board
approval of the application.

. Mr. Edwards closed the bublic hearing.
+'Mr. DePue made & motion to approve the applieation.
 On & roll call, the vote was AYE: Brown, Bdwards, DePue, Mahone,
Taylor (5). NAY: (0). :

gl LN TN

‘RESOLUTION

-

v i OF APPROVAL ON CASE NO. SUP-19-85.
L . ROBERT P. FARKAS

x
t

it b, - MR 311 ‘ T R
WHEREAS, the Board of Supérvisors of James City County has adopted by
+, ‘ordinance specifie land uses that shall be subjected to a special use
i permit process; and | . .

Y
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WHEREAS, the Planning Commission of James City County, in accordance with
the staff recommendation, has unanimously recommended approval
of Case No. SUP-19-85, a special use permit for the construction of
one two-family dwelling unit on property located on Cardinal Acres
Drive identified as parcel {4-12) on James City County Real Estate

" Tax Map No. (46-4).

THEREFORE, BE IT RESOLVED, that the Board of Supervisors of James City
County does hereby approve the issuance of Special Use Permit No.
SUP-19-85 as deseribed herein with the following condition.

The special use permit shall authorize the construction of one two-

family structure on property identified as parcel (4-12} on James
City County Real Estate Tax Map No. (46-4),

9. o Cdmbrehensive Plan Iievisiohsé Low and Moderate Density

. The - Plaming -Commission, in aceordance with staff's
recommendation, reecommends the definition changes.

Mr. Edwards opened the public hearing.
1. Mr. Jack Seruggs, Toano, spoke against the ehahges.
Mr. Edwards closed the public hearing.

Mr. Edwards made a motion to amend the resolution on moderate
density residential to strike "or to 12 dwellings™ and substitute "or higher."

Ona roll call, the vote was AYE. Brown, Edwards, DePue, Mahone,
Taylor (8). NAY: (0). ;

Mr. Edwards made a motion to approve the resolution as amended.

On a roll call, the vote was AYE: Brown, Edwards, DePue, Mahone
(4). NAY: Taylor (1). , o

Mr. Mahone Jé.nd Mr. DePue stated they would like to see further
revisions at a later time.

[ '

. RESOLUTION

RESOLUTION OF APPROVAL - COMPREHENSIVE PLAN AMENDMENT

CASE NO. CP-1-85. LOW AND MODERATE DENSITY RESIDENTIAL DEFINITIONS

WHEREAS, in accord with Section 15.1-453 and Section 15.1-431 of the Code of
Virginia, a public hearing was scheduled and held on July 8, 1985 for
Case No., CP-1-85 for amending the Land Use Element of the
Comprehensive Plan of James City County by changing the
definitions of Low Density Resuientxal and Moderate Density
Residential, and; | PR R

WHEREAS, the Planning Commission following its public hearing on May 28,
1985, recommended approval of  the Comprehensive Plan
amendments set forth in Case No. CP-1-85,

NOW, THEREFORE BE IT RESOLVED that the Board of Supervisors of James
City County does hereby amend the Land Use Elefnent of the
Comprehensive Plan of James City County to define "Low Density
Residential" as follows: S .

H .
Low density areas are residential developments or land suitable for
such developments with overall densities of up to 1 to 2 dwellings
per acre depending on the character and density of surrounding
development, physical attributes of the property, buffers and the
number of dwellings in the proposed development. In general, low
density residential areas are located in the Primary Service Area
and are where natural characteristies such as terrain and soils are
suitable for residential development. Low density residential areas
are located so that publie services and utilities exist or are expected
_to be expanded to serve the sites over the next 20 years. Timing of
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the development of particular sites within low density areas will
depend upon the availability of utilities and the eapacity of roads
and other publie serviees. Suggested types of activities inelude:
single family homes, duplexes, cluster housing, recreation areas,
neighborhood commereial establishments, sehools, churches and

. community oriented public facilities.

BE IT FURTHER RESOLVED that the definition of "Moderate Density

Residential" within the Land Use Element of the Comprehensive

© Plan of James City County shall be amended to read as follows:

Moderate density areas are residential developments or land suitable
for such developments with overall densities from 2 dwellings per
acre up to 8 dwelling units per acre, or higher, depending on the
character and density of surrounding development, physical
-attributes of the property, buffers and the number of dwellings in
the proposed development. The location criteria for moderate
density residential requires that these developments be located in
the Primary Service Area where utilities are available. Optimum
sites are near the intersections of collector streets; have natural
characteristies such as terrain and soils suitable for compact
residential development; and provide suffieient buffering so that the
“higher density development is compatible with nearby development.
Timing of the development of particular moderate density sites will

-depend upon the availability of public utilities and the capacity of

roads and other public services. Sugmested types of activities
include: single family homes, townhouses, apartments, mobile home
parks, cluster housing, recreation areas, neighborhood ecommercial
establishments, schools, churches and eommunity oriented publie
facilities. .

i : 1 ' ‘ .
Ordinance to Create A Central Absentee Voter Distriet for General

. Elections
‘Mr. Frank Morton eneouf‘aged Board approval of the amendments.

Mr. Edwards opened the publie hearing, and as no one wished to

. . Speak, he closed the public hearing.

;VIr. Edwards made a motion to approve the re'Solution.

On a r(ol)l call, the vote was AYE: Broﬁn, Edwards, DePue, Mahone,
NAY: (0). = -

The Board recessed &t 8:58 p.m.'and reconvened at 9:10 pm
CONSENT CALENDAR

Mr. Edwards e{sked the Board members if they wished to have any

items removed from the Consent Calendar.

Mr. DePue withdrew # E-3.

Mr. Edwards mad'é a motion to approve all remaining items on the

Consent Calendar.

On a roll ‘call, the vote was AYE: Brown, Edwards, DePue, Mahone,

, Taylor (5). NAY: (0).

1.

Fare Schedule Increase - Jamestown-Seotland Ferry

¢ RESOLUTION

JAMESTOWN-SCOTLAND FERRY

, WHEREAS, the Virginia Deparfment :of High'ﬁays and Transportation is charged

with operation of the Jamestown-Seotland Ferry which serves as a
vital link between Surry County and James City County; and

jWHEREAS, ninéts} percent of the travelers using the Ferry commute to James

City County and Williamsburg for the purpose of employment; and
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WHEREAS, the Virginia Department of Highways and Transportation has now
elected to propose a toll schedule increase in an effort to diseourage
‘vehicular use of the Ferry System; and .

WHEREAS, the James City County Board of Supervisors is of the opinion that a
toll schedule inerease would place an economie burden on those who
must use the Ferry to reach places of employment.

NOW, THEREFORE, BE T RESOLVED that the James City County Board of
: Supervisors does oppose any inerease of the Ferry tolls.

BE IT FURTHER RESOLVED that the James City County Board of Supervisors
requests that the State Department of Highways and Transportation
make every effort to provide safe, toll-free passage between Surry
.and James City County. ‘

S

2. ) ADe.dication of Streets in Mirror Lake Estates, Section 1

RESOLUTION

DEDICATION OF STREETS IN MIRROR LAKE ESTATES, SECTION 1

WHEREAS, ‘the developer of Mirror Lake Estates, Section 1 has requested the
.+ Board of Supervisors to include ecertain streets in the State
Secondary Highway System; and ' :

WHEREAS, the Board of Supervisors desire certain streets in the Mirror Lake
Estates, Section 1 to be ineluded in the State Secondary Highway
System, provided these streets meet with the requirements of the
Virginia Department of Highways and Transportation, and providing
that any alterations, corrections, or other matter that might be
found desirable by the Virginia Department of Highways and
Transportation are made within a ninety (90) day period from the
date that the Virginia Department of Highways and Transportation
makes its final inspection.

NOW, THEREFORE, BE IT RESOLVED by the Board of Supervisors of James

City County, that the Department of Highways and Transportation

- be, and is hereby respectfully requested, econtingent upon the above,

to include the following streets in the Mirror Lake Estates, Section

i1, Stonehouse Magisterial District, James City County, in the State
Secondary Highway System:

1.~ Mirror Lake Drive - 50 foot right-of-way
From: State Route 602
" To: End of cul-de-sae
Distance: 930 feet (0.18 miles)

. 2. Refleetion Drive - 50 foot right-of-way
From: Interseetion of Mirror Lake Drive
To: End of culde-sac
Distance: 1,458 feet (0.28 miles)

The rights-of-way of 50 feet, along with drainage easements, are
guaranteed as evidence by the following plats of record:

Mirror Lake Estates, Section 1, recorded in Plat Book 38, pages 78
and 79, dated November 21, 1983,

BE IT FURTHER RESOLVED that this resolution be forwarded to the Resident
Engineer of the Department of Highways and Transportation.

4, . Set Public Hearing Date of August 12, 1985 for:
8. Case No. SUP-18-85. James D. Carter
b. Case No. Z-14-85. Amendment to JCC Zoning Ordinance
e. ' Case No. S-80-85. Amendment to Chapter 17, Subdivision, of
. the Code of James City County
d.  Case No. CP-2-85. Amendment to Comprehensive Plan
€. Case No. CP-3-85. Amendment to Comprehensive Plan
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5. Set Public Hearing Date of August 12, 1985 for Boundary Line
- Adjustment, Sanitary Distriet No. ‘I, Lift Station "B"

3. - Operation Brightside

Mr. DePue commended A'nheixser—Busch, Ine., for their second year

~ of donations for Operation Brightside.

Mr. DePue made a motion to adopt the resolution.

' On a roll call, the vote was AYE: ‘Brown, EdWards, DePue, Mahone,
Taylor (5). NAY: (0).

RESOLUTION

© OPERATION BRIGHTSIDE APPROPRIATION

WHEREAS, Anheuser-Busch Corporation has offered to donate funds to continue

its support of Operation Brightside in James City County; and

WHEREAS, the James City County Parks and Recreation Office desires to
control litter and improve the landseape of County parks; and

WHEREAS, the James City County Parks and Recreation Office desires to join
with Anheuser-Busch in Operation Brightside.

NOW, THEREFORE, BE IT RESOLVED that the Board of Supervisors of James
City County authorizes an appropriation of $6,010 for Operation
Brightside, as follows: )

Revenues

Operation Brightside = $6,010

Expenditures: . .

Special Projects .. $6,010
Operation Brightside

© Mr. Taylor noted the Board passed a resolution in the Consent
Calendar oppoesing a fare inerease for the Jamestown-Scotland Ferry. He
suggested sending someone to represent the Board at the State Highway and
Transportation publie hearing on July 10, 1985,

¥ BOARD CONSIDERATIONS
"1, Appéal of Subdivision Disapproval - Mirror Lake Estates, Sections
- 3A and 3B .

. Mr. Frank Morton stated he had been assured there would be no
problems agreeing on a water contraet. He recommended the Board confirm the
decision of the Director of Planning denying approval for Sections 3A and 3B.

" MF. Taylor statéd the applicant's request covered only a portion of
the property to be developed under the old Zoning Ordinance. ’

Mr. Edwards mede a motion to deny the appeal,

.'On a roll ¢all, the vote was AYE: Brown, Bdwards, DePue, Mahone
{4). NAY: Taylor (1),

RESOLUTION

e .
APPEAL OF SUBDIVISION DISAPPROVAL
MIRROR LAKE ESTATES, Sections 3A and 2B

WHEREAS, the developers of Mirror Lake Estates, Sections 3A and 3B have
appealed the deeision of the Director of Planning disapproving plats,
plans and application for subdivision approval; and

.81

T



WHEREAS, the Board of Supervisors is of the bpinion the Director of Planning
was correet in disapproving said plats, plans and application.

NOW, THEREFORE, BE IT RESOLVED by the Board of Supervisors of James
City County, Virginia that the decision of the Director of Planning
disapproving the plats, plans and applieation for subdivision approval
of Mirror Lake Estates, Sections 3A and 3B is hereby upheld for the
following reasons. . ;

1. The submission had not received preliminary approval on or
before April 8, 1985, the date of adoption of the
comprehensive amendments to the Zoning Ordinance of James
City County, Virginia. The zoning amendments required, in
part, increased lot sizes in the distriet in whieh Mirror Lake
_Estates is situated, i.e., A-l Distriet. The new lot sizes,
requiring a minimum of 40,000 square feet, exceeded the siZes
submitted by the developers.

9. . The Subdivision Ordinance ‘reduireé' ‘the provision of public
water to all subdivisions or the jnstallation of a eentral water
system. The plans as submitted failed to show either.

2. i Appointment of a County Historiecal Commission

- Mr. Brown requested staff to list what the duties and responsibilities
of the Committee would be. .He also stated the number of positions on the
Committee and the names submitted for those positions should be reviewed.

Mr. DePue made a mo"c'ién'tb‘apbrove the resolution, deleting the
last paragraph.

On a roll call, the vote was AYE: Brown, Edwards, DePue, Mahone,
Taylor (5). NAY: (0).

RESOLUTION

'HISTORICAL COMMISSION

WHEREAS, the Board of Superv1sors has acknowledged that the preservation of
historie resources is important to the future of James City County;
and . R .
o L) :|-!',“ o B .
WHEREAS, the Board of Supervisors Iis ‘committed to citizen involvement in
determining the priorities of a historic preservation plan.

NOW, THEREFORE, BE IT RESOLVED that the Board of Supervisors of James
City County hereby establishes a Historical Commission to serve in
an advisory capacity on historical issues.

it EL T I !

: A A :
3. . Personnel Manual Revisions ;, = ..

Mrs. Darlene Burcham stated the Personnel Manual revisions
clarified language and definitions fo facilitate policy implementation as well as
met requirements of the Pair Labor Standards Act. She requested Board
approval. . T ‘

. Mr. Mahone questioned a provision in the manugl that prohibits
relatives of a member of the Board of Supervisors from holding a eounty job.

Mr. Mahone stated ieave time should be extended to an hour instead
of 30 minutes and suggested that change be implemented the next time the
manual is revised. He also stated employees should not have access to personnel
files. : . S

Mi'. Oliver stated 'the éta’ﬁe P‘riir"&icy Act dictates employees have
access to their personnel file.

Mr. DePue stated that ;t‘ employees have concerns with the
Personnel Manual, they should contaet him and he would diseuss those concerns
with the County Admmxstrator.
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-Mr. Brown made a motion to approve the revisions.

On a roll call, the vote was AYE: Brown, Edwards, DePue, Mahone,
Taylor (). NAY: (0)

RESOLUTION

REVISIONS OF THE COUNTY PERSONNEL POLICIES
AND PROCEDURES MANUAL

WHEREAS, the Board of Supervisors of James City County is desirous of
maintaining updated and formalized personnel policies and
procedures for County employees; and

WHEREAS, compliance with the Fair Labor Standards Aet requires ehanges in
our existing policies.

NOW, THEREFORE, BE IT RESOLVED that the Board of Supervisors adopt the

attached document entitled "Personnel Policies and Procedures
Manual, James City County, Virginia" effective July 8, 1985.

G. PUBLIC AUDIENCE

Mr. Jaek Seruggs, Toano, requested the Board send a representative
to the Jamestown-Scotland Ferry publie hearing held by the State Department of
Highways and Transportation on July 10, 1985, and go on record stating James
City County is in favor of havmg a brldge constructed

H. . REPOR’I‘S OF THE COUNTY ADMINISTRATOR
- Mr. -Oliver requested the Board go into an Executive Session at the
appropriate time to diseuss possible land acquisition and a legal matter.

b ;- ty 4
L v . BOARD REQUESTS AND DIRECTIVES
* Mr. Brown requested' ‘a staff recommendatmn on the possible
installation of warning lights at the Grove and Central Pire Statjons.

Mr. Brown requested staff prepare a resolution of appreeiation for
Susie Dorsey. ! ; .

. Mr. DePue stated he took offense at the demotron of a school
administrator to a teacher’s position.

Mr. DePue requested the County Attorney submit a report to the
Board on alternatwe methods of appointing School Board members.
o x .
. Mr Edwards made a motton to 0'0 mto Executive Session to discuss a
legal issue and possible land acquisition pursuant to Section 2.1-344(a)(1) and (2)
of the Code of V1rgm1a, 1950 as amended.
" |
b On a roll ca]l, the vote was AYE Brown, Edwards, DePue, Mahone,
Taylor (5). NAY: (0). ... .. 4
; ET PRLR TR B A
The meetmg eonvened into Executwe Session at 10:09 p.m. and
reconvened 1nto pubhe session at 10:39 pom.

Mr. ’I'aylo: made a motlon to approve the resolution on land
acquisition.
(I TN Al

On a roll call, the vote was AYE: Brown, Edwards, DePue, Mahone,
Taylor (5) NAY: (0. .. . . .

RESOLUTION

ACQUISITION OF CERTAIN REAL PROPERTY

WHEREAS, in the oplmon of the Board of Supervisors of James City County,
Virginia, a public necessity exists for the aequisition of certain real
property . hereafter more particularly described in James City
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County, Virginia, for the consfruction, altering, maintaining and
repairing a roadway in James City County, Virginia, for publie

' purposes, and the preservation of the health, safety, peace, good

order, ecomfort, convenience, morals and ‘welfare of James City
County, Virginia.

NOW, THEREPORE, BE IT RESOLVED:

Seation 1. That the County Attorney and/or the law firm of Stone,
Bland and Pugh, P.C., be, and they are hereby authorized and
directed to acquire in the manner provided by Title 15.1, Chapter 7,
Article 1 of the 1950 code of Virginia, as amended, and by Title
33.1, Chapter 1, Article 7 of the 1950 Code of Virginia, as amended,
certain real property in James City County, Virginia, together with
all rights and appurtenances thereto.

Section 2. That the County Administrator is authorized and
directed to aet for and on behalf of the County in agreeing or
disagreeing with the owner of the property upon the compensation
and damages, if any, to be paid within the limit of the funds
provided as set out in Section 4 of this Resolution which has been
authorized and appropriated.

Section 3. That the name of the present owners of the land to be
acquired as provided in Section 1 of this Resolution together with a

substantial deseription of the parcel is as follows:

OWNERS: “Trustees of the General Assembly of the Churches
of the Lord Jesus Christ of the Apostolic Faith, Inc., A
Pennsylvania Corporation.

. P £ '
DESCRIPTION: All that certain lot, piece or parcel of land,
situate in Stonehouse District, James City County, Virginia,
i shown and designated as Parcel 1 on that certain plan entitled,
nChickahominy Churech Road, Plat for Acquisition of Right-of-
Way, James City County, Virginia, dated February 3, 1985, and
made by AES, a professional corporation, Willlamsburg,
Virginia, which seid plat is duly of record in James City
County, Plat Book 40, Page 54. Said Parcel containing
approximately 0.06 acres.

b

Section 4. The funds estimated as necessary to compensate the
owners of the above-described parcel for land and damages, if any,
within the limits of which the County Administrator is authorized to
agree with them is THREE HUNDRED NINETY-TWO AND NO/100
'DOLLARS ($392.00).
‘Seation 5. The County Attorney and/or the law firm of Stone, Bland
& Pugh, P.C., shall notify the property owners of the compensation
.and damages offered by the County forthwith on or before July 17,
1985. . PR o
S 0 . _—

Section 6. That in the event of the property deseribed in Seetion 3
of this Resolution has been conveyed, the County Attorney and/or
the law firm of Stone, Bland & Pugh, P.C., are authorized and

~ directed to institute proceedings against successors in title.

. i N .
An emergeney is hepeby declared to exist and this Resolution shall
be effective from the date of its passage.

Mr. Edwards made a motion to adjourn.

On a roll call, the vote w'as'AYE: Brown, Edwards, DePue, Mahone,

Taylor (5). NAY (0).

JBO/jhw
BOS i1

The Board adjourned at 10:43 p.m. )

e N

James/Bl Oliver, Jr. I
Clerk 1o the Board




AAJBOZ2

i . =

ORDINANCE NO. 30A-11
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AN ORDINANCE TO AMEND AND REORDAIN CHAPTER 17, SUBDIVISIONS, OF THE CODE OF
THE COUNTY OF JAMES CITY, VIRGINIA, ARTICLE II, PLATS, DIVISION 1, GENERALLY,
SECTION 17-54, FEES.

BE IT ORDAINED by the ‘Board of Supervisors of the County of James City,
Virginia, that Chapter 17, Subdivisions, is hereby amended and reordained

effective July 1, 1985, by amending Section 17-54, Fees.

Chapter 17. Subdivisions
Article II. Plats.
Division 1. Generaily.

Section 17-54. Fees.

There shall be a charge for the examination of every plat reviewsd by the
agent or commission. At the time of filing the preliminary plat, the

" subdivider shall deposit, with the agent, checks payable to the treasurer in

the amount of twenty-five dollars per plat plus five dollars ($5.00) per lot
for each lot over five lots in the subdivision plat.

. Edwards, Chairman
of Supervisors

ATTEST:

. Oliver, Jr.
to the Board

. ted by the Board of Supervisors, James City County, Virginia, on
the _ 8th  day of _ July -, 1985. . ,

ORDINANCE NO. 55A-7

AN ORDINANCE ;I‘O AMEND AND REORDAIN CHAPTER 2, ADMINISTRATION, OF THE CODE OF -
THE COUNTY OF JAMES CITY, VIRGINIA, ARTICLE II, MAGISTERIAL DISTRICT, ELECTION
DISTRICTS AND ELECTION PRECINCTS, SECTION 2-4, ELECTION PRECINCTS AND POLLING
PLACES ESTABLISHED, AND SECTION 2-4.1, CENTRAL ABSENTEE VOTER ELECTION
DISTRICT FOR PRESIDENTIAL YEARS. -

TF
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BE 1T ORDAINED by the Board of Supervisors of the County of James City,

Virginia, that Chapter 2, Administration, is hereby amended and reordained by

- amending Section 2-4, Election precincts and polling places established and

" Section 2-4.1, Central absentee voter election district for presidential years.

Chapter 2. Administration
Article II. Magisterial District, Election Districts and

Election Precinets

Sec. 2-4. Election preci:_lcts and polling places established.

Pursuant to authority contained in the Code of Virginia, Sections 24.1-37
through 24.1-39, the precincts and their respective polling places for the
county are hereby created and established as set forth in this section.

The precincts for each election district and the polling place for each
precinct shall be as set forth below:

Berkeley Election District: Berkeley Precinct-—County Maintenance Garage

polling place (Tewning Road).

Jamestown Election District: Jameitown Precinct—-Rawls Byrd ElementarywSchool
polling place. : ;

Roberts Election District: Roberté -Precinct.——llt. Gilead Baptist Church
polling place. ’

. Powhatan Bl:éctiojh District: Powhatan Precinct—Norge Elementary School

polling place.

Stonehouse Electlon District: Stonehouse Precinct—County Office Building
polling place (Emergency operations center).

3

Sec. 2-4.1. Central absentee voter election district.

(a) There is hereby established for the county a central absentee voter

election district for all general elections. The polling place of the central

absentee voter election district shall be located in close proximity to the .

registrar's office.

(15) The central -absentec voter election district shall conform in all
aspects with the revisions of Section 24.1-233.1 of the Code of Virginia

- (1950), as amended.

ajrman
of Supervisors

ATTEST:

Jamés B] Oliver, Jr.
Clerk—t0 the Board )

Adopted by the Board of Supervisors of James City County, Virginia,
this 8th day of July, 1985, )

1

-
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PERSONNEL POLICIES
PROCEDURES MANUAL

JAMES CITY COUNTY, VIRGINIA
July 8, 1985

Rules of this manual shall be enforced as of the effective date; employer
retains the right to unilaterally change them at any time.
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JAMES CITY COUNTY -89

PERSONNEL POLICIES AND PROCEDURES
MANUAL

.

It is the fundamental policy of the County of James City that a
fair and uniform personnel management system be established and maintained for
its employees to ensure the most effective provision of services to the
citizens of the community.

The County shall recruit, select, train and promote persons for
all job classifications without regard to race, religion, national origin,
physical handicap, age, or sex; except where the physical handicap, age or sex
is a bona fide occupational qualification or disqualification.

. The County shall insure that all personne.l decisions affecting
employees shall be consistent with, and not in violation of Title VII of the

" Civil Rights Act of 1964, as amended, the Equal Pay Act, the Age

Discrimination Act, and the Rehabilitation Act, or any Commonwealth of

* ,Virginia laws against discrimination.
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.. CHAPTER 1

'AUTHORITY AND ADMINISTRATION

Al A L e e —

Section 1.1 Authority

The Board of Supervisors is empowered under the Code of the
State of Virginia to establish departments, to employ persomnel and to set
salaries. The Board of Supervisors thereby adopts the personnel policies
contained in this manual. Policies are subject to be changed at the

‘discretion 'of the Board of Supervisors.. Any policy in conflict with federal,

state, or local law shall be superseded by the pertinent law.

Section 1.2 Administration

The County Administrator or his designee shall be responsible
for the administration of the County personnel program. This manual is
intended to address most personnel situations and actions for which the County
Administrator is responsible., However, those situations not specifically
covered shall be interpreted and acted upon by the County Administrator or his
designee in keeping with the intent of these policies and procedures.

Section 1.3 Coverage of Personnel

: The pérsonnel policies and procedures shail apply to all
permanent and limited term employees of James City County, the James City
Service Authority, the James City County Transit Company, and the James City

" County Social Services Department. Policies and procedures shall specifically

apply to other employees only where expressly stated.

Where local regulations are in conflict with State regulations,
James City County Social Services employees shall be governed by those State
policies relative to the Compensation Plan and the Merit System Plan for
Personnel Administration. (eff. 6-1-75)

Section 1.4 Severability

If any part, section, sub-section, sentence, clause or phrase of
this policy is for any reason held to be unconstitutional or invalid, such
decision shall not affect the constitutionality or validity of the remainder
of this policy.

1375R
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CHAPTER 2

EMPLOYMENT PRACTICES

Section 2.1 Policy

. It is and shall continue to be the policy of James City County
to provide employment on an equal opportunity basis to all, and to administer
its employment practices without regard to race, religion, national origin,
physical handicap, age, or sex.

Section 2.2 Appointing Authority

vt The Board of Supervisors delegates to the County Administrator
the responsibility for recruitment, -selection, and appointment of employees

‘within the guidelines of the approved budget.

Section 2.3 Employment Categories

A. Permanent '‘position < A permanent position 'is one

established by the Board, funded in the budget, and

- - 'projected to continue indefinitely unless the Board shall

eliminate it. A permanent position may be either a
‘full-time or a part-time position. . o

‘B.  Limited term position - A limited term position is one
established by the Board of Supervisors, funded under
special . Federal or ' State programs, and projected to

. continue subject to the continuation of the respective
program. In the event such Federal or State funding should
.cease, the positions so affected shall have no guarantee of
general County funding. A limited term position may be
.either a full-time or a part-time position.

C. - Temporary = position -~ A temporary position is one
established by the Board of Supervisors or the County
Administrator to perform a specific function, such as a
special project or to substitute for a permanent employee,
with the term of employment depending on the continuing
need for the function being performed. A temporary
Tposition may be either a full-time or a part-time
' position. A temporary position shall be maintained for no
more than 12 months, although the position may be renewed
: by the Board of Supervisors or the County Administrator.
E:Temporary employees may be discharged at the will of the
- County Administrator, without cause or hearing.

, P I { .

D. ' On-call position - An on-call position is ‘one established
by the Board of Supervisors or the County Administrator to
'serve the County on an as-needed basis to provide necessary
‘public 'service.. On-call employees may be discharged at the

will of the County Administrator, without cause or hearing.

2-1

T



92

A N

Section 2.4 Hours of Employment - ~

A. Full-Time Employment - Full-Time Employment refers to all
positions so declared by the Board of Supervisors or the
County Administrator. . The employee filling a2 full-time
position shall work the number of hours so designated by
that department as full-time, which shall be a minimum of

© 37-1-2 hours per week or 1,950 hours per year as a regular
.work schedule.

B. Part-Time Egpldyment -~ A part-tine position' is one which
has as its regular work schedule, fewer hours per week or
year than a comparable full-time position.

C. Official Work Hours - The official hours of work for the
County office and administrative personnel shali be 8:30
a.m. to 5:00 p.m. Monday through Friday with one hour for
lunch. “Because of differing tequlrements. schedules may
vary from these times.

Section 2.5 Publicity of Employment Opportunities

: = The Personnel Office shall determine, after review of the
County's Affirmative Action Plan, the publicity required to obtain a
reasonable number of qualified applicants for each vacancy. Publicity may
include advertisements in newspapers and trade journals, radio and television
broadcasts, correspondence and other contacts with schools and colleges,
contacts with various community groups, and the encouragement of County
employees informally to advise others of the job vacancies in County
government.

. Section 2.6 Eu_:p_loment Applications K

Persons seeking to apply for employment with James City County
shall be referred to the Personnel Office. Except for fire and police,
applications shall be accepted only for posted vacancies. Specific positions
must be designated on all employment applications to guarantce full review of

_ the application in the selection process.

Section 2.7 Employment Tests and Examinations

A Regmred ~ The County Admimstrator may require, but is not

- . limited to, wutilization of one or more of the following

tools in the pre-employment or post-employment process:

- oral interviews; .,evaluation of experience and training;

: reference and background checks; polygraph tests, written

: examinations; agility tests; performance tests; and medical

examinations. Applicants, if required to undergo skills

testings, will normally be tested by the Personnel Office

staff, although .occasional outside expertise may be

utilized in test selection and administration. Tests used

shall be predictive i of success in the job under
consideration. G

2-2
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B. Refusal - Any applicant refusing to undergo any requireg 3
tests or ecxaminations shall be eliminated from further
consideration; in such a situation, the applicant shall be
deemed to have withdrawn the employment application.

Section 2.8 References

All applicants for employment with the County are required to
‘provide at least three work-personal references. It shall be the
responsibility of the department head where the vacancy exists to verify these
references prior to employment of an applicant.

Section 2.9 Hiring of Relatives

A. Restricted - No member of a family shall directly or
indirectly supervise another member of the same family. A
selection of a relative of a department head or of a higher
county official shall be reviewed and approved by the
County Administrator prior to appointment. A relative of a
member of the Board of Supervisors shall not be employed by
the County in any capacity.

*» "B, - Family - Rela.twe or member of a family is defined for the
purposes of this section as spouse, parent, spouses's
parent, son, .daughter, brother, sister, son-in-law,
daughter-in-law, sister-in-law, brother-in-law,
grandparents, grandchildren, step-children, guardian and
step-parents. . ) .

AAJSO2

‘Section 2.10 Orientation for New Employees

A. Poliey - It is the County policy to provide information to
" help all new employees learn more about the County and what
is expected from them as employees of James City County.

B, [Personnel Office Responsibility - Permanent and limited
term employees shall meet with a Personnel Officer to

insure that all formal paperwork related to employment is
complete. The employee shall be given an Employee Handbook
along with other pertinent data about employment with James
City County. . ,

C. Department Head Resmnsibihtz The depa.rtment head shall
require the supervisor of a new employee to inform him of
job responsibilities and duties, familiarize him with
County facilities and personnel and inform him of working
iconditions. L

l W7
D. Emplovee Responsibility - It shall be the responsibility of
the employee to read the Employee Handbook and to become
familiar with its content, as well as all other County
! pohcles procedures and regulations.

! ! 4
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Section 2.11 Probationary Period

-A. Objective - The probationary period is a trial period
designed to give both the newly hired or promoted employce
and the County an opportunity to determine whether the
correct employment decision has been made.

B. Duration - Employees appointed or promoted to permanent or
1imited term positions shall serve a probationary period of
six (6) months. Persons appointed to sworn positions in
the Police and Fire Departments and to Dispatcher positionms
shall serve a probationary period of twelve (12) months.
The County Administrator may extend a probationary period
for up to six additional months if he deems it necessary to
evaluate the employment decision.

‘C. Termination - Employees serving probationary periods may be
discharged or demoted at the will of the County
Administrator, without caduse or hearing.

!

Section 2.12 . Performance Evaluations

*  Each employee's job performance shall be reviewed and evaluated
by the department head every six months on a form provided by the Persomnel

. Office. The evaluation shall be signed by the employee and become a part of

the employee's personnel file. .
Section 2.13 Employment Date- '

A. Defined - The employment date is the date on which an
employee was initially employed as a permanent or limited
term .employee, provided there has been no break in
service. The employment date for an employee who begins
his employment in a temporary position and is subsequently
selected for a permanent or limited term position, is the

i date on which the employee was initially employed as a
o : temporary employee, provided there has been no break in
service.

i B. Purpose = The employment date is the effective date to
determine length of service with the County for computing
seniority, leave accrual, and service recognition.

Sectioh 2.14 Reempl om-:e';it

. © Any former emplo&fee c;f the County may reapply for employment.
1f selected, such employee shall be treated the same as if it was his initial
employment with the County.

A - SO

" Section 2.15 Reinstatement i

i T .

A former employee may be reinstated to his original position if
that position has not been filled. If such reinstatement occurs, a condition
of the reinstatement shall be the reimbursement of all terminal leave

2-4
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payments. A reinstated employee shall retain his original employment dat'é'95
All VSRS and health insurance benefits may be restored as permitted by those
programs.

.

Section 2.16 Transfer

A transfer is a lateral move of an employee from one position to
another position in the same salary grade, or a change in the assignment of a
position from one department to another. Transfers shall be authorized by the
County Administrator.

Section 2.17 Promotion ) ‘ )

' A promotion is 'the selection of an employee, after competition
with other internal or external applicants. to a position at a higher salary
grade.

‘Section 2.18 Demotions

- A. Demotion — A demotion is a reduction in the salary grade of
" an employee in conjunction with a change of job duties and
respons1bilit1es or positions.

B. Voluntary Demotion ~ A voluntary demotion is a demotion
made at the request of an employee for perscnal reasons or
to remain employed if his position is eliminated. A
voluntary demotion may not require a reduction in salary.

C. Disciplinary Demotion ~ A disciplinary demotion is a
-demonon for the purpose of reprimanding an employee for
‘ inappropriate conduct as outlined in Chapter 7, Standards
of Conduct.

AAJBOZ2

Section 2.19 Temporary Assignments L

A. Purpose -''An employee may be temporarily assigned to a

- vacant position, or a prescribed set of duties, other than

; . that to which he is officially assigned, to meet
- emergencies occasioned by abnormal workload or

organizational changes, to cover absences pending official
assignment of personnel or to perform duties pending the
development and classification of a new position, or for
other purposes necessary to provide quality public service.

B. Documentation — Temporary assignments shall be justified in
writing by the appropriate department head and coordinated
with the Director of Personnel prior to the employee
beginning' such temporary assignment. Approved temporary
assignments and the reasons therefore shall be made a part
of the employee's personnel record. Temporary assignment
of ten {10) working days or less shall be exempt from the
formal documentation and approval requirements.

LN I A
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Section 2.20

Duration — No employee shall be temporarily assigned to a
position, or set of duties, other than the position to
which he or she is officially assigned and paid in excess
of a total of ninety (90) work days in any twelve (12)
month period.

Salary - Salary of the employee in a temporary assignment
shall not changé except as outlined in Chapter 4, Section
4.10B. .

Outside Emplioyment

Section 2.21

A.

Conflict With County Employment - An employee may engage in
supplemental employment, provided that the performance of
their occupational duties with the County is not impaired
and provided an actual or potential conflict is not created.

Approval - Each employee who desires to engage in
supplemental employment shall inform his department head,
in writing, prior to beginning such work. if the
department head or the Personnel Office determines at any
time that the other employment creates an actual or
potential conflict which reflects discredit or potential
discredit upon the County, or that the performance of his
duties with the County are impaired by the supplementary
job, the employee shall be requested to terminate the
outside employment. Refusal to comply with such request
shall result in disciplinary action.

LN R ‘
Appeal —~ An unfavorable' decision made by the department
head or Director of Personnel may be appealed to the County
Administrator. '

Reductions in Forge o

A.

Definition — A i‘eduction in force is the elimination of a
permanent County position by the Board of Supervisors.

Policz‘ - When a reduction in force occurs, every effort
shall be made to place the incumbent in another position
for which he or she qualifies. Seniority and job

performance shall be used ,to determine which employees
shall be laid off. Those with the least years of service
and those having officially documented disciplinary actions
within their persomnel files shall be the first to be laid
Off- v . [ l A . AN

LA o i
Notice - Employees shall be given, when possible, at least
a two week notice before termination due to a reduction in
force. ; :

Displacement - Fuli-time 'permanent employees shall be

allowed to displace other employees with less seniority

within any class in which they previously held a position
2-6
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with James City County. Part-time permanent employees
shall be allowed to displace other part-time permanent
employees with less seniority in any class in which they
previously held a position with James City County.

E. Recall - A terminated employee shall be offered
reinstatement to his former position or any position for
which he has a displacement right if such position is
filled within one (1) year from the date of termination. A
new employee shall not be hired for such positions until
the terminated employee has been offered a recall and given
two (2) days to accept or reject the recall. Recalled
employees shall not be required to serve another
probaticnary period.

1

Section 2.22 Resignations

A, Policy - It is the policy of the County to make a
reasonable effort to retain good employees. However, the
County requires notice of resignations to effectively
replace employees who are leaving the County employment.

" B. Notice - Employees in exempt positions are required to
give the Personnel Office at least 20 work days notice of
an impending resignation. All employees are required to
give the Personnel Office at least ten (10) work days
notice of an impending resignation; failure to comply shall
result in "loss of annual and sick leave payments as
outlined in Chapter 5, Section 5.4.

Section 2.23 Unemployment Insurance (Unen_:glomen{: Compensation})

Any separating employee may fils for unemployment compensation -
through the Virginia Employment Commission. Eligibility for such benefits,
however, requires that the employee either (a) left employment for good cause,

" (b) was not discharged for misconduct, and-or (¢) did not refuse suitable

employment.

The Virginia Employmefit Commission should be contacted for
details. ! R

oy
nit
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CHAPTER 3
- CLASSIETCATION PLAN

Section 3.1 Objectiw_re

The purpose of the classification plan is to group similar
positions together and to define their .duties and minimum qualification
requirements for purposes of recruitment, training, career planning,
assignment to a salary grade and communication of job requirements to
employees.

Section 3.2 Definitions

A. Position - A group of currently assigned duties and
responsibilities requiring the full or part-time employment
of one person. A position may be occupied or vacant.

B. Class - A group of positions that: (1) have similar duties
and responsibilities, (2) require like qualifications, and
(3) can be compensated equitably by the same salary range.
! A class may be composed of only one position.

C. Allocation or Classification — The assignment of a position
to a class.

D. Position Description — A written description of the duties,
responsibilities, and requirements of a position.

E. Class Specification - A written description of a class,
prepared as a representative sample of the positions
. allocated to that class. It includes information such as
. typical duties, distinguishing features of the work, and
minimum <qualifications, including knowledges, skills and

abilities.

F. (Class Title - The official designation or name of the class
as stated in the class specification and schematic list of
classes. 1t shall be used on all personnel records and
actions.

G. Position or Working Title - A title assigned by the
department head with the concurrence of the Director of
Personnel which describes the primary function, duty, or
responsibility of a position. It is usually more specific
than the general class title and may be used for the
employee's working purposes including internal and external
correspondence. :

H. Classification Plan - The official or approved system of
grouping positions into appropriate classes, including (1)
schematic index to the class specifications; (2) class
specifications and (3) rules for administration.

" 31
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Section 3;3 Allocation of New Positions to the Classificafion Plan

The department head shall complete a position description
covering the duties and responsibilities of each proposed position. The
County Administrator shall allocate the position to cne of the classes in the
Classification Plan. If a suitable class does not exist, he shall establish a
new class and shall allocate the position to it.

Section 3.4 Allocation Appeals

If an employee, supervisor, department head or personnel officer
has facts which indicate to him that a position is improperly allocated, he
may request the County Administrator to review the allocation of his
position. Such request shall be submitted in writing and shall contain a
statement of justification.

Section 3.5 Maintenance of Plan

A. Bach time a vacaney occurs, a position description-shall be
completed and submitted to the County Administrator for a
review of the allocation of the position. This requirement
may be waived by the County Administrator in cases where
changes in the duties and responsibilities of a position
have been unlikely. :

B. TEach time a department or division is reorganized, position
descriptions for all affected employees shall be submitted
to the County Administrator for his review.

AAJSO2

C. The County Administrator may require departments or
employees to submit position descriptions on a periodic
basis, or at any time he has reason to believe that there
has been a change in the duties and responsibilities of one
or more positions.

shall be written and incorporated in the existing Plan.
The class title shall be added to the schematic list of
titles. Likewise an abolished class shall be deleted from
the Position Classification Plan by removing the class
specification and eliminating the class title from the
schematic list of titles.

(—H D. Each time a new class is established, a class specification
I

E. The County Administrator shall cause a general review of
the Position Classification Plan to be conducted at least
once in each two year period.

Section 3.6 Interpretation of Position Descriptions

. Descriptions are intended as a general statement of work and are
not intended to impose limitations or restrictions on the duties any employee
may be required to perform. ’

3-2
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hours.

Section 3.7 Interpretation of Class Specifications

The class specifications are "descriptive and not restrictive.
Use of descriptions as to duties, qualifications or other factors shall not be
held to exclude other positions of similar type or quality. 1In a series of

_classes, such as the police classes, the specifications for all classes shall

be reviewed as a unit.

Section 3.8 Official Copy of the Classification (Plan

The County Administrator shall maintain the official copy of the

4C1ass'.ific'a;tion Plan. - A copy of the-official plan shall be available for

inspection by the public under reasonable conditions during regular business

1376R
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 CHAPTER 4
COMPENSATTON PLAN

Section 4.1 Objective

The purpose of the Compensation Plan is to:

(Aa) Establish and maintain a sdlary structure which will
attract and retain qualified employees;

(b} Assure internal equity in the assignment of classes to
salary grades through a systematic evaluation of each
position;

(c) Maintain the salary structure in proper relation to
competitive pay practices in the local labor market in
which the County competes;

(d) Assure each County emplovee receives a salary review
at specified intervals;

{e) Provide an effective control- of salary payments on a
uniform basis; and

(f) Furnish County Administration with a consistent and
- effective means of recognizing and rewarding improved
and outstanding performance.

Section 4.2 Definitions

Section 4.3 Assignment of Positions and Classes to Salary Grades

Three factors are considered in detemining the salary grade to
which a position will be assigned:

(a)

(%)

Job _Evaluation Plan - After an accurate position
description including education and experience requirements
has been developed, the Personnel Office shall designate

" the appropriate job evaluation plan. The compensable

factors in the position shall then be identified and
assigned points. The points shall be determined by
comparing the compensable factors against established
standards. The total number of points assigned to the

-position shall equate to a salary grade in the Compensation

Plan. ) -

Intemal Equity - After a position has been assigned to a
salary grade pursuant to the job evaluation plan, the
Personnel COffice shall compare the position with other
positions which are at or near the proposed salary grade to

4-]
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ensure that posi'tions having similar duties,
responsibilities and qualification requirements are

compensated similarly.

{¢) Labor Market Compatisons - The salary range propesed for
the position shall be compared to salary ranges of similar
positions in other local governments and businésses with
ghich we compete for applicants. The County Administrator
shall determine which local governments and businesses are
appropriate for the labor market comparisons.

After reviewfng the three factors outlined above, the
Director of Personnel shall recommend the most appropriate
salary grade for the position.

Section 4.4 Placement in the Salary Rgg' e

A. Starting Salary - A new employee shall be placed at the
first step of the salary range for the position.
Exceptions to this placement may be granted for a new
employee exceeding the minimum qualifications for the
position; however, such exceptions shall be approved by the
County Administrator.

B. Reinstatement — A reinstated employee shall be paid at a
step within the approved salary range for the position in
. which he is reinstated. The step shall be determined by
the County Administrator.

. . . . [ Y

C. Reemployment - When a former 'County employee is rehired,
his starting salary shall be determined in acecordance with
A above,

[
1

Section 4.5 Part-Time Salaries

) A part-time employee shall be pai"d" on an hoﬁ'rly basis. The
hourly salary shall be determined by dividing the annual salary for the grade
and step at which the employee is placed by the number of hours per year that
a full-time employee in that position.or class would be required to work.
Section 4.6 Temporary Salaries f ‘

A temporary employee sha.lff be pa.id" on an hourly basis. The

hourly salary _sha.ll be determined by the County Administrator.

Section 4.7 On-Call Salaries . B

. An on-call employee shall be paid on an hourly basis or a flat
rate for a designated work period. The hourly salary or flat rate shall be
determined by the County Administrator.. This section does not apply to any
permanent or limited term employee. .
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Section 4.8 Progression Through the Salary Ranpe (Merit Increases) 103

A. Merit Review — Each employee shall be reviewed annualiy by
the department head. The review of the employee's
performance for the past year shall include, but notl be
limited to, six-month performance evaluations, attendance
records, disciplinary actions, letters of commendation and
other information contained in the personnel records. A
recommendation as to whether the employce shall receive a
merit increase and the amount of such increase shall be
based upon the review.

.B. Amount of Increase - 1If a merit increase is granted, it
shall be within the following parameters: .

(a) Employees at the Al through F$S step of a salary range
- shall be eligible for a merit increase of 1, 2, 3, 4,
or 5 steps.

(b) Employees at the ‘Gl throuéh G4 step of a salary range
- ghall be eligible for a merit increase no greater than
the number of steps that it takes to reach the G5 step.

(c) Ewmployees at the G5 step of the salary range for one
year shall be eligible for a longevity merit increase
in the |, range of an amount equal to 2-1-2% of the G5
‘step. There are five such steps in the L range.

(d) Employees who have received five longevity increases
in the L range shall be eligible for a longevity merit
increase in the M range of an amount equal to 1-1-4%
of the G5 step. There are five such steps in the M
range. )

C. Merit Increase Date - The first day of the pay period in

which an employee was initially employed as a permanent or

J limited term employee shall be the effective date for the
employee's annual merit increases. :

1. The merit” increase date shall not be changed as a
result of reclassification, promotion, transfer, or
voluntary demotion.

.
z‘!

2. The merit increase date shall be deferred one calendar
month for each period of 30 consecutive calendar days
during which the employee is absent from the service
of the County without pay.

3. The merit increase date may be administratively

changed by the County Administrator for reasons
- including, but not limited to, the following:

4-3
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(a) Disciplinary demotion
(b} Condition of employment
(¢) Reinstatement

(d) Reemployment

Section 4.9 Changes in Salary Grade

A. Promotion - When an employee is promoted his salary shall

" be increased to the minimum salary for the higher ¢lass, or

to the step closest to 5% above his present salary,
whichever is greater.

B. Transfer — There shall be no change in salary as the result
of a lateral transfer.

‘C. Demotion — When an employee is demoted, he shall be paid at

a step which is within the approved range for the lower

class. The step shall be determined by the County
Administrator. , ]

Disciplinary demotions shall a..lw'ays be accompanied by a
’reduction in salary as provided in Chapter 7 Standards of

Conduct, Section 7.5C (5).

D. Reallocations

ey

2

Reallocation Upward — When a position is reclassif ied
upward, the employee's salary shall change' in the same
manner as in a promotion, as outlined in A above.
s -

Reallocation Downward - When a position is
reclassified downward, the employee's salary shall not
be reduced. If the employee's salary is within the
salary range for the new grade, he shall be eligible
for merit increases as described in Section 5 above.
If the employee's salary is above the salary range for
the new grade, the employee shall continue at that
salary as 1long as he remains in the position, but
shall not be eligible for salary increases, including
general - salary increases, until such time as his
salary falls within the new range.

E. . Regrade or Market Adjustment

(1)

(2)

Regrade 'Upward or Upgrade — When a class is upgraded,
the salary of those employees in the class shall be
increased in the same manner as a promotion, as

outlined in A above. Exceptions may be granted by the
- County Administrator.

Regrade ' Downward _or Dc;wngrade - When a class is
downgraded, the salary of the employees in the class

shall be treated the same as a downward reallocation,
as outlined in D(2) above.

44
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" “Section 4.10 Other Salary Changes

A. General Salary Increase or Salary Structure Adjustment -
After a review of the Compensation Plan, the County
Administrator may recommend a general salary increase.
Such increase shall be applied directly to the salary
ranges so that each grade and step in the salary structure
is adjusted to reflect the increase. Such increases shall
not change any employee grade or step in the ‘salary
structure. The County Administrator may exempt certain
classes or positions from a general salary increase and
make other exceptions if he deems it appropriate to
maintain a fair salary structure.

B. Temporary Assignment or Acting Capacity - If an employee is
 temporarily assigned to a position at a higher salary grade
. g .than his permanent position for 20 consecutive working days
or more, the employee shall receive a temporary salary
adjustment during that assignment. The adjustment shall be
_ computed on the same basis as a promotional increase and
shall not affect the merit increase date. The employee's
- penefits and salary’ increases shail be based on his
. permanent position and salary.

1\
O : C. Incentive Awards - An Incentive Award is a vehicle for
0 recognizing outstanding performance in a special assignment
D for the County. The amount of the award shall be
< determined by the County Administrator, but will normally
not exceed 5 percent of the employee's base salary. The
<T incentive award shall be a single lump sum cash payment.
1t shall not be used as a routine salary supplement. The
incentive award shall be documented by a memorandum from
the department head or the County Administrator. A copy of
. the memorandum shall be placed in the employee's personnel
{ file. The receipt of such an award shall not affect the
" employee's base salary.

‘ Section 4.11 Overtime

.

A. Responsibility - The authorization and control of all
overtime work 1is the responsibility of the department
head. Overtime assignments shall be permitted only when
required by operational necessity. Department heads shall
assure that adequate funds are available for payment for
overtime work.

B. Eligibility - All employees except these in bona fide
professional, administrative or executive positions, as
defined by the Fair Labor Standards Act, elected officials,
and certain seasonal employees, are eligible to earn
overtime. The Personnel Office shall review each position
to determine whether it is exempt or non-exempt from
overtime payments. The status of classes shall be

‘ ’ 4.5
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indicated in the schematic list of class titles, and the
status of individual positions shall be indicated in the
personnel files.

Computation _of  Overtime Pay -  Monetary overtime
compensation shall be one and one-half times the employee's
hourly rate of pay for each hour of overtime worked. The
hourly rate of pay shall be determined by dividing the
employees's annual salary by the number of
regularly-scheduled hours per year for the position.

Minimum Increment of Overtime — Overtime shall be earned in
increments no smaller than thirty minutes.

Computation of Overtime Hours -

1. Overtime shall be paid when, due to operational
necessity, a non-exempt employee is required to work
in excess of the maximum number of allowable hours in
his work pericd. .

2. ;The work periods'l and maximum allowable hours for
County employees are as follows:

Category Work Period .Allowable
of Personnel (Consecutive Days) Hours
Firefighting and EMS 27 204
Law Enforcement 25 150

All Other o1 40

3. Paid or unpaid time off during which the employee is
absent from the service of the County shall not be
counted as hours worked in determining if the meximum
aliowable number of hours has been exceeded. Such
absences include, but are not limited to, sick,
annual, compensatory, civil, personal and military
leave, holidays, leaves of absence, lunch periods and
inclement weather days. ,

Compensatory Leave or Compensatory Time

1. Non-exempt employees who are authorized to work in
excess of their regilarly-scheduled work hours, but
_who do not exceed the maximum allowable number of
hours as defined in D  above, may be granted
compensatory leave in the amount of one hour of leave
for each hour worked or 'may be paid their regular
hourly rate in .lieu of compensatory leave for hours
worked.

Lit
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2. HNon-exempt employees who are authorized to work ;};07

excess of their regularly scheduled work hours, a

the hours exceed the maximum allowable number of hours
as defined in E above, may in lieu of overtime pay be
granted compensatory leave which shall be used during
that pay period in the amount of one and one-half
hours of leave for each hour worked during the work
period in excess of the maximum alliowable hours.

3. The Department head shall deternine the most
appropriate form of compensation based on available
funds and workload. Compensatory leave shall be
specifically’ approved by the department head in

* advance of it being earned.

4., Under special circumstances, the County Administrator
may grant compensatory leave for employees other than
" as specified in (1) above.

5. Compensatory leave shall be used within three months
of the time in which it is earned or it shall be
forfeited.

Section 4.12 Holiday Pay

Any permanent or limited term employee who is eligible to earn
overtime and is required by his supervisor to work on a holiday which is
observed by the County, shall be compensated for that holiday at a rate of
twice his regular daily or hourly rate, or at the discretion of the department
head, authorized compensatory leave as outlined in Section 4.11(F) above. See
also Chapter 5, Section 5.1(E), Holidays on Non-Scheduled Work Days.

Section 4.13 Standby Pay

A. Eligibility - A permanent or limited term employee who is
required to be available by telephone or beeper after
regular work hours ‘to respond to emergency calls, and who
must respond within a reasonable period of time when
called, is eligible for standby pay.

B. Computation of Pay - Employees who are required to be on
standby shall receive fifty cents per hour for each hour on
standby. This payment shall be made regardless of whether
the employee is actually called out, and shall be in
addition to any payment they may be eligible to earn for
actual hours worked as outlined in Section 4.11, above.

C. Restrictions - Employees who, for any reason, cannot
fulfill their standby duties for part or all of the
required period, shall obtain approval from their
Department Head or his designee for another employee to
substitute for them.
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Section 4.14 Maintenance of Plan

A. Prior to the annual submission of the budget to the Board,

' the County .Administrator shall complete a general review of

the Compensation Plan and shall recommend appropriate
adjustments.

B. Proposed adjustlilents to the Compensation Plan shall be
approved by the Board as a part of the annual budget.

C. The Personnel’ Office shall make periodic reviews of
positions in the Classification Plan. As part of that
review, the Personnel Office shall recommend appropriate
changes in the salary grade -and class for the positions
reviewed.

Section 4.15 Integ_grétation of Plan

The County Administrator s!hall interpret the application of the
Compensation Plan to resolve pay determinations which are not specifically
covered by this Chapter, using the principles expressed herein as a policy
guide. .

Section 4.16 Official Copy of the Compensation Plan

The County Administrator shall maintain the official copy of the
Compensation Plan. A copy of the official plan shall be available for
inspection by the public under reasonable conditions during regular business
hours. .
"!.; N
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A.

Part—-tinﬁe Permanent Employees - A part-time permanez;lt
employee shall be paid for the holidays observed by
full-time employees for the number of hours determined by
the ratio of the number of hours his position is authorized
to work on an annual basis with the number of hours per
year that a similar full-time position would work. When a
part-time permanent employee is scheduled to work on any
day on which a holiday falls, he shall receive compensatory
time off for the holiday for the number of hours equal to
the ratio described above. Such payment or compensatory
time shall be earned in increments no smaller than 30
minutes.

Annual, Sick, and Compensatory Leave —~ An employee who is
on approved annual,- sick or compensatory leave during a
period in which a holiday falls shall not be charged leave
for the observed holiday.

Wilitary Leave — An employee who is on militar‘y’leave with

.pay during a period in which a holiday falls shall not

receive any additional pay or compensatory leave for the
holiday.

Forfeiture of Holiday Pay - Unless an employee actually

works the last scheduled work day before the holiday and

the first scheduled work day after the holiday, or is on
authorized sick, annual, compensatory or personal leave, he
shall forfeit his eligibility to be compensated for
holidays observed by the County. .

- Section 5.2 Annual Leave

Accrual of Leave - The amount of annual leave which an
employee accrues per month is determined by dividing the
mumber of hours per year which the position is authorized
in the budget by 260, which is the number of days per year
excluding weekends. The amount of leave accrued per month

‘increases by 50% when an employee completes his fifth year

of service with the County, and by an additional 33-1-3%
when an employee completes his fifteenth year of service
with the County. .Annual leave is accrued semi-monthly upon
completion of each full pay period of employment. However,
leave shall be accrued during a pay period in which the
employee is on leave without pay or a leave of absence only
as outlined in Section 5.9(C) and Section 5.10{H), below.

3
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Examples of leave accrual rates are outlined below:

Monthly Leave Accrual Rate in Hours

Annual S
. Authorized ‘Years of Service ~
Catepory of Employee Hours 05 _ 5-15 Qver 15
Professional, Technical, .1950 1.5 11.25 15
Office
Maintenance, Trades, 2080 © 8.0 12.0 16
Dispatch ’ .
Law Enforcement 2117 8.0 12.0 16
Fire, EMS 2977 12.0 , 18.0 24
Half-time 1040 4.0 6.0 8

Maximum Accrual Limited - An employee may accrue up to the
amount of leave he can earn in a two-year period. The
employee's leave balance must be within the allowed maximum
on July 1st of each year or he shall forfeit the excess.

Initial Three Months of Employment - An employee may not
use annual leave during his first three months of

employment with the County unless it was authorized as a
condition of employment or is authorized by the County

Administrator.

Purpose of Leave - Annual leave may be used by an employee
to provide paid absences for vacation and other personal
purposes including sickness, or for absences in excess of

hours available from other types of leave.

Minimum Increment of Leave - Annual leave shall be accrued
in increments no smaller than 15 minutes, and taken in
increments no smaller than 30 minutes,

Aviilability of Leave - An emiployee shall accrue annual
leave before he may use it.

Leave Requests ~ Employees &hall request annual leave in
advance on the appropriate forms. While the employee's
leave requests shall be given every consideration, all such
requests are subject to approval by the department head.
It {s the department head's responsibility to manage the
leave schedules within the department.
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" Section 5.3

Sick Leave

A.

D.

111

Accrual of Leave - The amount of sick leave which an
employee accrues per month is determined by dividing the

- number of hours per year which the position is authorized

in the budget by 260, which is the number of days in a year
excluding weekends. Sick leave is accrued semi-monthly
upon completion of each full pay period of employment.
However, leave shall be earned for pay periods during which
an employee is on leave without pay or a leave of absence
only as outlined in Sectiom 5.9(C) and Section 5.10(H),
below. . o

:

Maximum‘? Accrual Unli‘mitcd - There is no maximu:h limit to
the amount of sick leave which may be accrued.

‘Purpose of Leave -~iSick leave may be used by an employee to

provide paid absences for the following reasons:

- 1. A personal illness, injury or disability not incurred

in the line of duty, which incapacitates the employee
- to perform his duties;

2. Appointments for examination and treatment related to

health when approved in advance by the department head
and when such - appointments cannot reasonably be
scheduled during non-work hours.

Extended Leave — When it becomes evident an employee shall
be unable to be at work for an extended period of time
(five - (5) consecutive working days). the employee shall
furnish the department head with a written statement from
his physician. This statement shall include:

1. the nature of the employee's condition;

2. the expected date on which the employee will be able
to return and perform normal work duties (in cases
- where applicable); and

. [ . B
3. .the approximate anticipated date of medical release by
the physician. - .

A

Minimum incfement of Leave - Sick leave shall be accrued in

increments no smaller -than 15 minutes, and taken in
increments no smaller than 30 minutes.

Availability of Leave — An employee shall accrue sick leave
before he may use it.

Submittal of Leave Form — Upon his return to work after a
sick leave absence an employee shall complete the
appropriate leave form and submit it to his department head
for processing.

HEB
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Section 54

Section 5.5 °

H.

.
»

Sick Leave Bank - Employees may voluntarily elect to pool
accrued sick leave into a sick leave bank for the purpose
of providing participating employeés additional leave for
extended 1illness or injury. Such a bank shail be
administered by employees, supported by employees, and
shall cease to exist should there be insufficient employee
interest. ) :

Terminal Leave Payments

A,

Annual Leave - 'Upon separation from County service,

employees shall receive the monetary equivalent of their

accrued annual leave up to the annual maximum accrual. If
two week's notice is not  given by an employee of his
resignation, the equivalent of one day shall be deducted
from the leave payments for each day that the employee
failed to give notice of termination up to a two-week
maximum. .

Sick Leave - Upon separation from County service, unless
discharged for disciplinary reasons, employees with more
than two years of service shall be compensated for their
accrued sick leave at the rate of one day's pay for every
four days of accrued sick leave, or $1,000, whichever is
less. If two week's notice is not given by an employee of
his resignation he shall forfeit all terminal sick leave
payments. : .

Death of Employee — In the event of the death of an
employee, the designated beneficiary shall receive terminal

leave payments.

Workers! Compensation .

A,

Coverage ~ The County furnishes Workers' Compensation
insurance for all employees as required by the Virginia
Workers' Compensation Act. The insutance provides benefits
to employees who have an accident or illness that arises
out of and in the course of County employment. Some of the
benefits include compensation for (1) temporary total
disability, (2) temporary partial disability, (3) permanent
partial disability, (4) permanent total disability, (5)
medical expenses, (6) rehabilitation, and (7) death
benefits. .The .Act 1is administered by the Industrial
Commission of Virginia, located in the Blanton Building,
Governor and Bank Streets, Richmond, Virginia.

Injury Report —' An employee who has an accident or illness
that arises out of and in the course of County employment
shall immediately report the accident or illness to his
immediate supervisor. Failure to promptly report the
accident or illness may result in loss of compensation and

payment of medical bills.

5-5
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D.

E.

F.

G,

H.

¥edical Treatment -~ If the accident results In bc>cli;y13
injury, the employee or supervisor shall call the Office of
Personnel who will refer the employee to a pamel physician
‘or emergency room. If no one is available at the Office of
Personnel or if the injury is an emergency situation, the
employee shall seek treatment from an authorized Workers'
Compensation physician or the emergency room. All medical
bills deemed to be related to a compensable accident or
i1lness shall be paid by the County unless otherwise
provided by law.

Incapacity from Work — If an employee is incapacitated from
work due to the injury or illness, the County shall
maintain the employee on the regular payroll for up to
seven calendar days on a reimbursable basis, If the
accident or 1illness 1s deemed . compensable, workers'
compensation shall begin with the eighth day of
disability. 1If the incapacity continues for a period of
more than three weeks, workers' compensation shall be
allowed from the first day of such incapacity. The salary
“paid for the first seven days of disability shall be

" reimbursed either by the use of sick leave or on a dollar

for dollar basis. g -
!

Amount of Compensation -  Workers®' compensation payments

shall be the lesser of two-thirds of the employee's average
weekly salary or the current maximum established by the
"Industrial Commission. An employes may elect to supplement
his compensation up to the amount of his regular net pay by
using the necessary amounts of annual or sick leave,
However, in no case shall the total compensation be greater
than what - the employee's net pay would be if he were not
" incapacitated.

Use of 'Leave Pending Determination of Compensability — If a
determination as to whether an incapacity is compensable is
pending, an employee may use accrued annual or sick leave.
If the incapacity is ultimately deemed compensable, the

" employee shall repurchase the portion of accrued leave for

which he received compensation.

"Light Duty Work - An employee incapacitated from his
regular duties shall accept alternate work duties offered -
by the County, if made available, provided that the
treating physician does not restrict the employee from
performing such alternate duties. If an injured employee
‘refuses any employment suitable to his capacity, he shall
not be entitled to any compensation at any time during the
continuance of -such refusal, unless in the opinion of the
Industrial Commission, 'the refusal was justified.

Health and Life Insurance — The County shall continue to
pay its share of health and life insurance premiums so long
as the employee remains classified as a full-time permanent

)
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Section 5.6

or limited term employeé. If an employee is temporarily
performing light duty work in a part-time position he may
continue to be classified as a full-time permanent or
limited term employee even though he is paid as a part-time

employee.

Qgcstio - Questions regarding workers' compensation and
its a.pplicaticn to County employees shall be directed to

‘the Office of Personnel.

Personal Leave

Section 5.7

A.

Eligibility —~ Full-time and part-time permanent and limited

. term employees shall be entitled to perscnal leave upon the

death of members of the employee's immediate family.

The immediate family is defined as: spouse, parent,
spouse's  parent, son, daughter, brother, sister,

grandparents, grandchildren, step-children, step—parents,
guardian, and any persons residing in the same household as
. the employee.

i

chrsona.l Icavc. if rcquested' by the emi:loycc shall be

granted by the department head for a period not to exceed
three (3) working days.

Special Circumstances — Where special circumstances
warrant, personal leave may be used, with the approval of
the department head, for major illness in the employee's
immediate family requiring the attendance of the employee.

Additional Leave - Absence in excess of the pernitted
allowance, unless authorized by the County Administrator,
shall be deducted from annual leave. If the employee has

rexhausted his annual leave, it shall be regarded as leave
- without pay

Civil Leave

A.

Lt ' R .n
Eligibzhty - Leave with full pay shall be granted an
employee for any absence necessary for serving on a jury,
or attending court as a witness under subpoena,

Amount “of Compensation - An employee compensated for civil
duties, as by jury or witness fees, shall be paid only the
difference between such compensation and his regular salary
for the period of absence unless the absence is charged to

‘annual leave

Expert Witnesses - '[n those circumstances where a County
employee is acting as an expert witness in a court
proceeding which is not directly related to his duties for
‘the County that employee shall be charged annual leave or
leave without pay., = . oo
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Section S'. 8

Section 5.9

115

Military Leave

A. Eligibility - Employees who are members of the organized
reserve forces of any of the armed services of the United
States, National Guard, or naval militia shall be entitled
to leaves of absence from their County duties, without loss
of seniority, accrued leave, or efficiency rating, on all
days during which they are engaged in annual active duty or
training, or when called forth by the Governor during a

- disaster. . '

B. Approval -~ ©Employees shall be required to present
appropriate orders to their department head as a condition
of leave approval. Military leave shall not be appropriate
for weekly or monthly drills.

C. Loss of Pay — There shall be no loss of pay during military
leaves of absence not exceeding fifteen days per federal
fiscal year. Absence exceeding fifteen days shall be
‘treated as leave without pay or, if approved, charged to
annual leave.

D. Return from Active Duty — Employees ofdered to active duty,

when relieved from such duty, shall be restored to
positions held by them when ordered to duty.

Leave Without Pay

A. Applicability — An employee shall bte on leave without pay
under the following circumstances:

o

1. Unapproved absence from the job during a scheduled
work period,

2. Approved absencé for which the employee "has
insufficient accrued leave, and

3. . Absences authorized as a condition of employment.

B. Approval -~ The department head shall notify the Personnel
Office immediately of any employees on leave without pay in
his department. All requests for leave without pay of less
than five working days shall be submitted in writing to the
department head. The department head, with the concurrence
‘of the Director of Personnel, may approve such leave '
without pay. Leave in excess of five days is addressed in
Section 5.10, Leave of Absence.

.C' 'Accrued'Le'b.\?é —~ Sick and annual leave shall not be earned

for any pay period during which an employee takes leave
without pay which is not prior approved or exceeds one full
work day.

5-8
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Section 5.10 Leave of Absence

A,

Defined - A leave of absence is five or more days of
approved leave without pay. _ A Leave of Absence may be
utilized for any mutually agreeable reasons. An employee
must exhaust his accrued leave before being granted a leave

- .of absence.

Request for Leave - All requests for leaves of absence
shall be submitted to the department head and shall state
the reasons for the leave and the length of the leave. A
request for a leave of absence for medical purposes shall
be accompanied by a note from the employee's physician
stating the expected length of the disability and the date
the employee is expected to be able to return to work.

Approval Required - If the department head recommends the
leave, he shall forwdrd the request to the Director of
Pergonnel. The Director of Personnel shall forward the
request and his recommendation to the County
Administrator. The County Administrator has the authority
to approve or deny leaves of absence.

Leave of Absence Agreement - If a leave of absence is
approved, a formal agreement which states the purpose and

length of the leave shall be signed by the employce and the
County Administrator.

Violation of Agreement ~ Should an employee fail to return
to work by the date specified in the Leave of Absence
Agreement, the County Administrator may declare the
employee to have terminated voluntarily as of the expected
return to work date. . An employee who accepts employment

-’elsewhere while on a Leave of Absence, unless approved,
‘shall be considered to have terminated the employment with
. the County without notice as of the original date the leave

was begun.

Merit Increase Date - An employee's merit increase date

shall be deferred one calendar month for each period of

thirty (30) consecutive calendar days he is on a leave of

. .absence.

" Health and Life Insurancé - The.‘Céunty shall pay its share

of County health and life insurance premiums during an
approved Leave of Absence, unless otherwise provided in the

" Leave of Absence Agreement,

Accrued Leave — Sick and annual leave shall not be -earned

,for any pay period during which an employee takes a leave

of absence which includes more than one full work day of
that pay period. ,

&
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Section 5.11 Retirement

A,

VSRS ~ The County participates in the Virginia Supplemental
Retirement System (VSRS).

‘Eligibility for Membership ~ Full-time permanent and

1imited term employees who begin employment with the County
before their 60th birthday, or who are active or inactive
members from previous employment, are eligible for
nembership in VSRS.

Cost - The County .pays the full cost of the VSRS
contribution for the employee.

. Eligibility for Retirement with Benefits. from VSRS

1. Service Retirement - An employee is eligible for
service retirement if he is::

2) A VSRS member, at least 55 years of age, and has
" at least five years of contributions in VSRS, or

b) Aged 60 or older.

2, Disability  Retirement - A member may apply for
disability retirement when the member: )

a) Has at least five years of VSRS covered service
’ _or if the cause of the disability is compensable
under Workmen's Compensation;

b} Becomes mentally or physically unable to perform
present duties;

c) Is under age 65; or is under age 60 and covered
‘ under special “benefits for law enforcement
officers and firefighters; and

d) The. ’disability is total and likely to be
‘permanent.

+
‘ [

Retirement Benef its -~ Amou.nt of retirement benefits vary
based on such factors as years of covered servwe. age upon
retirement, and salary. Employeces may ' contact the
Personnel Offi.ce for information regarding their estimated
retirement benefits. ' Employees planning retirement should
contact the Personnel Office six (6) months prior to
retirement to facilitate the application for all retirement
benefits. 2y N

! o AT L

Mandatory {-Retiremérnt "-— Except. in extraordinary
circumstances, retirement is required of employees upon
their attaining age 70. The County Administrator may ‘allow
an employee to remain until the end of the fiscal year in

which the employee reaches age 70, if such would contribute

to the efficient fugg%(iioning of County government,
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Section 5.12 OGroup Life Insurance

A.

Eligibility for Coverage — Group life insurance is provided
through the VSRS. All full-time permanent and limited term
employees are covered by the insurance unless they are age
70 when first . employed or reemployed A medical
examination is not required.

Cost - The County pays the full cost of coverage for the
group life insurance.

Benefits - Benefits include:

1. Natural death benefits in the amount of the employee's
annual salary rounded to the next highest thousand and
.then doubled,

2. Double indemnity for accidental death, and

3. Dismembetment; payments for accidental loss of one or
more limbs. or of eyesight.
!
Employees may contact the Personnel -Office for
additional information regarding group life insurance
benefits. . . .

. Conversion - Employees terminating from County service

other than for retirement may convert their group life
insurance to an ‘ndividual policy if application is made
within 31 days after termination of employment. Required
forms are available in the Personnel Office.

Retirement - ‘Cove't'ed' euiployees who are retiring from County
service and who have at least five years of service credits
in VSRS continue to be covered by group life insurance,

. unless the retirement is for a job-related disability which

is compensable under the Virginia Worker's Compensation
Act. Service retirees' 1life insurance reduces 2 percent
each month after the date they retire. The reduction stops
when the covera'ge reaches 25 percent of the original
value. Accidental death coverage ceases at retirement.

2 : o ;

.-Section 5.13 Health Insurance

A.

C.

Blue Cross-Blue Shield - ‘l’he County has a group contract
with Blue Cross—Blue Shield of Virginia.

ligibilitx _ Full-time permanent and limited term
employees and their spouses and dependent children are
eligible for Blue Cross-Blue Shield coverage.

.Cost - The County pays the full cost of the coverage for
{ the employee, and a portion of the cost for the employee's
dependents ,

, 15-11
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D. Details of Plan - The plan is detailed in a brochure which
may be obtained from the Personnel Office.

Section 5.14 Deferred Compensation

A. Authority - The County may develop a deferred compensation
plan to allow County employees to defer a portion of their
salary for retirement purposes. Such a plan shall be
voluntary and shall be in accordance with appropriate
federal and state laws. )

B. Eligibility - All full-time and part-time permanent and
limited term employees shall be eligible to participate in
the deferred compensation plan.

¢ Section 5.15 Credit Union _ A : ‘

A: Langley Federal Credit Union - The employees of James City
County do NOT have their own credit umion. However, the
Langley Federal Credit Union welcomes County employees as

' . members. ‘
L . e ) )
B. GEligibility - All full-time and part-time pernanent
Io:u:l1,'>loyet=:s are eligible to join the Langley Federal Credit
Union. .

C. Information — The Payroll Office can assist with further
vinformation about the credit union policies.

AAJBOZ
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‘ _ Section 5.16 Physical Exams “ ° -

I A. Pre-Employment Physicals - Physical examinations shall be

[ required for all applicants. for designated Public Safety

: : and Operations positions before being offered employment
~with the County.

Biennial Physicals ~ All designated Public Safety and
Operations positions shall be required to have physical
exams every two years.

—)

€. Cost - The County shall pay the cost of required
pie-employment and biennial physical exams.

I
|
! . . D. Operations Positions - .For purposes of this Section,
i . " Operations Positions shall be defined as Buildings and
l Grounds, Landfill, Service Authority, - Transit, and Park
! Positions.

Section 5.17 Uniforms

.~ A. Public Safety Departments - Each employee in the Fire,
Police, and Sheriff's Departments who is required to wear a
uniform shall be furnished such uniform with accessories.

5-12
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Section 5.18

. .Section 5.19

Section 5.20

Protective gear for fire suppression shall be provided to
“uniformed employees in the Fire Department. All clothing
and equipment issued by the County shall remain the
property of the County. - Non-serviceable c¢lothing and other
County issued equipment may be replaced on a turn in one
for one basis.

B. Maintenance and C_)perations'Depértments - Each employee in

the maintenance and operations departments who is required
to wear a uniform shall be furnished such uniform which
shall be maintained by the County at County expense. All
lost or negligently damaged clothing shall be replaced at
the employee's expense. . .

Clothing Maintenance

A. Employee Responsibility - Each uniformed employee in the
public safety departments shall be responsible for the
cleaning and maintenance of his County issued uniforms.

- Only . an initial wuniform ~ alteration shall be the
responsibility of the County.”

B. Annual Allowance - An annual allowance shall be paid each
uniformed employee in the public safety departments for the
.cleaning and maintenance ofr County issued uniforms. Such
" an annual allowance shall also be paid each Investigator
and the Supervisor of Investigations in the Police
Department for the cleaning. and maintenance of their

. on~duty c¢lothing. The annual allowance shall be determined
" by ‘the adopted budget. Payments shall be made each pay
period for the allowance due for the preceding pay period.
Payments shall be prorated for only the period of actual

employment. .

Bonding

Each County employee is covered under a pgeneral employee
“blanket" bond at no cost to the employee. In those positions
where a higher bond is required, because of the nature of the
position, the County pays for any further costs.

Notary Fees . \

Several County employees maintain “Notary Public" permits. The
fees for such permits shall be paid by the County, when such
services by an employee are felt to assist the County's service
to the public or to further the County's own business
operations. There shall be no charge for notary services for
the County.

'5.13
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Section S5.21

Travel b . 1 2 1

Section 5.22

Section S5.23

" A, Authorization - Employees may be required to travel out of

the County when such travel is beneficial or necessary to
the official business and conduct of the affairs of County
government. All travel shall be approved in advance by the
department head.

B. -Administrative Regulations - The Administrative Regulations
shall be consulted for specific details on travel policy,’
including reimbursement procedures.

Tuition Reimbursement or Educational Assistance
>

See Chapter 6, Training, for educational assistance programs.

" ¢

1385R

Employee Assistance Program

A. Confidential Counseling and Psychotherapy — The County has
created a program to provide all full-time permanent and
limited term employees, and their eligible dependents, ten
hours of confidential counseling and psychotherapy per year.

B. Cost - The cost for the services is billed to the County
"and the employee's majof medical policy of their health
‘insurance. .

r

C. Service Provider -~ The professional service provider for
" the counseling and psychotherapy is selected by the County
on a yearly basis.

D. Information -~ Information as to the eligibility of
‘dependents and the service provider will be published
lannually by the Personnel Office. Any questions regarding
the Program should be directed to that office.

5-14 |
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Section 6.1 Objective

CHAPTER 6
TRAINING

. The purpose of empioyee development and educational assistance
programs is to provide all levels of employees the necessary training
opportunities to perform their jobs to the best of their abilities.

Section 6.2 - Educational Assistance

A.

C.

Horkshops and Seminars — With prior approval of the County
Administrator and provided funds are available, full-time
and part-time permanent and limited term employees may
attend workshops, seminars, -and other training programs
which are directly related to their current jobs. They
shall be reimbursed for all reasonable expenses incurred in
the participation of such'programs. Based upon the cost of
a training program, the type of training program, and the
length of service of the employee, the County Administrator
may execute an .agreement that states if the -employee
voluntarily fails to remain in County employment for at
least one year after program attendance, the cost of the
program shall be reimbursed to the County by the employee.

Repayment shall be deducted from the final payroll proceeds

of the employee if repayment is not made prior to
termination. | , .

Correspondence Courses - With prior approval of the County
Administrator and provided funds are available, full-time
permanent and | limited term employees shall be {fully
reimbursed for the basic¢ cost of any correspondence course

satisfactorily completed, provided these courses are

directly job related,

" College Tuition (Tuition Reimbursement) - ;With prior

approval of the County Administrator and provided funds are
available, full-time permanent and limited term employees
shall be fully reimbursed for the cost of tuition for
college credit courses satisfactorily completed, provided
these courses are directly job related. . Maximum
reimbursement during any fiscal year shall normally be for
three (3) semester or four (4) quarter courses. The County
Administrator may authorize more courses per fiscal year in
extraordinary cases, If an employee fails to remain in
County employment for at least. one year after such
reimbursements, those tuition payments for course work

" during the past twelve (12) months shall be deducted from

the final Ppayroll. proceeds of the employee or otherwise
repaid to the County.

6-1
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Section 6.3 Employee De\}em@ent‘

A. Purpose and Responsibility - If the Board of Supervisors
elects to implement an in-house training program, it shall
be the responsibility of the County Administrator to foster
and promote training programs for County employees for the
_purpose of improving the quality of services rendered to
the County and of aiding employees to equip themselves for
advancement. . :

B. Administration

If an in-house tfaining pfogram is adopted, the County
Administrator shall:

1. Prescribe for department heads appropriate standards
for training programs and approve programs as meeting
such standards.

2. See that training is carried out as approved and shall
have prepared certificates or other forms of
. . recognition to persons who satisfactorily complete
. ~ approved courses and programs.

((\jl 3. Assist department heads in developing and conducting

0 ) training to meet the specific needs of their
departments, and in developing and utilizing other

2 techniques for increasing employee efficiency.

<

4. Develop and cohduét supervisory and management
_ training ‘and other types of training and employee
development programs common to all departments.

5. Make available information concerning job requirements
and - training opportunities in order to assist
employees in increasing their efficiency in their
present positions, and in preparing themselves for
promotions to higher positions, in the County.

i | C ‘ Keep a record of all approved training programs and
i ’ “courses, and a record of employees who successfully
; ; complete Isuch courses and programs. .

‘o
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‘CHAPTER 7
STANDARDS OF CONDUCT

Section 7.1 OQObjective

Regulations to govern the conduct ‘of employees are necessary for
the orderly operation of the County. Such regulations are to the benefit of
and protect the rights and safety of all employees.

The County recognizes its continuing responsibility to develop
and administer the necessary employment regulations and disciplinary measures
in a fair and consistent manner. The County requires all employees to conform
with these regulations and to otherwise conduct themselves in a responsible
and professional manner.

Section 7.2 Applicable Regulations

Employees shall not conduct themselves in a manner which

"violates the public trust, discredits the County or its employees, or hinders

the effective performance ~of the County's governmental or proprietary
functions. . The regulations referred to in this chapter and the conduct listed
herein are not intended to be all inclusive for inappropriate conduct.
Inappropriate conduct shall be disciplined consistent with the provisions of
this chapter.

"Section 7,3 Management Responsibility °

Department heads shall be responsible for administering timely

" and consistent disciplinary measures for inappropriate conduct pursuant to the

procedures set forth in this chapter. = If the appropriateness of specific

" conduct is in question, the department head shall consult with the Director of

Personnel to determine if the conduct is inappropriate and the proper
disciplinary measure to be administered.

Section 7.4  Coverage of Personnel

‘All permanent and limited term County employees, including
enployees of a constitutional officer who has agreed to include the employees

. under the County's compensation plan and personnel policies, shall be subject

to the disciplinary procedures in this chapter. Temporary and probationary
employees may be discharged at the will of the County Administrator, without
cause or hearing. -

Section 7.5 Disciplinary Measﬁtes

A. Application — Department heads and Supervisors shall apply
disciplinary measures fairly and uniformly. It is the
County's policy that discipline be a progressive process
and disciplinary measures of less severity than discharge
be taken to correct inappropriate conduct before

7-1
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proceedings for discharge are initiated. However,
discharge shall be appropriate for first violations12)5
extreme misconduct. No employee has a right or guarantee
to any progressive disciplinary measure.

Classification of Disciplinary Measures -~ Disciplinary

_measures include:

1. Verbal reprimands ..

2 Written reprimands. .
3. Suspensions.

4, ' Reductions in grade.
5. Demotions.

6. Discharge.

Definjtion of Discipl inary Measures.

‘1. Verbal Reprimand: ‘A verbal communication directed to

an employee for the purpose of making a final
.statement regarding inappropriate conduct. Any verbal
reprimand shall be documented on Discipline Form A
(see Appendix B) within two days of the reprimand and
forwarded to the Director of Personnel who shall place
the document in the employee's personnel file.

2. Written Reprimand: A written communication directed
to an employee for the purpose of making a final
statement regarding inappropriate conduct. Any
written reprimand shall be documented on Discipline
Form B (see Appendix B) within two days of the.
reprimand and forwarded to the Director of Perscnnel
who shall place the document in the employee's
personnel file. A copy of the written reprimand shall
be delivered to the employee.

3. Susgensién: ‘A "tcmporary separation from employment

. for the purpose of reprimanding an employee for
’ inappropriate . conduct. A suspension may be with or
without pay. ' An initial suspension shall not exceed
ten working days. A second suspension within any
twelve-month-'period shall not exceed twenty working
days. -Any suspension without pay for days equivalent
,'to more than one full work day shall result in the
loss of the accuiulation of .sick leave and annual
leave for that pay period.

4. Reduction in‘Grade: The adjustment of an employee's

wages to a lower step of the salary grade to which he
is assigned on the County pay plan for the purpose of
reprimanding the employee for inappropriate conduct.

7-2
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Demotion: Demotion in this chapter shall always mean
disciplinary demotion. A disciplinary demotion is the
assignment .of an employee to a lower classified
position for the purpose of reprimanding the employee
for inappropriate conduct. Demotion shall not be used
as a disciplinary measure if the employee cannot
qualify for the lower position, or if such demotion
would require the displacement of another employee. A
demotion shall. be accompanied by a reduction in grade
and salary. :

Discharge: A dismissal from employment for the
purpose of reprimanding an employee for inappropriate
behavior. An employee who is discharged forfeits all
accunulated sick leave.

D. Procedure

1.

Normal procedure. It shall be the responsibility of
the department head to document any inappropriate
conduct thought to justify a suspension, reduction in
grade, demotion, or dismissal on Discipline Form C
(see Appendix B) and to deliver it to the Director of
Personnel. The Director of Personnel shall conduct an
investigation within five working days and document
the findings on Discipline Form C. If the Director of
Personmel determines that a lesser disciplinary
measure is appropriate, he shall direct the department
head to take appropriate action. If the Director of
Personnel determines that the disciplinary measure is
warranted, he shall notify the employee of the
proposed disciplinary measure in writing to avail him
an opportunity to respond to the proposed disciplinary
measure. A hearing shall be requested in writing by
an employee within two working days after receipt of
such written notice or the right to a hearing shall be
waived. The Director of Personnel shall meet with the
employee within two working days after receipt of a
timely written request for a hearing. If the Director
of 'Personnel maintains that the disciplinary measure
is 'warranted, he shall complete Discipline Form C to
document his recommendation and deliver it to the
County Administrator . within two working days. The
County Administrator shall review Discipline Form C,

. and any other information he deems relevant, and

impose the appropriate disciplinary measure within two
working days of the receipt of Discipline Form C. A
written notice of the disciplinary measure shall be
delivered to the employee. The Director of Personnel
shall place a copy of the notice in the employee's
personnel file. o N )

.
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Iemédiate  Suspendioms: If a department aj}ea%
determines that an employee's inappropriate beha

"+ poses an immediate threat to the safety or discipline

of other employees, he shall immediately suspend such

" an employee. No such suspension shall be imposed by a

department head for more than three working days. 1If
such action is taken, the department head shall on
that day prepare Discipline Form C (see Appendix B)
and deliver it to the Director of Persomnel. If the
conduct occurs -after official work hours, it shall be
delivered the next official work day. If the Director
of Personnel concurs in the action taken, he shall
process the disciplinary measure in the same manner as
provided above. If the Director of Personnel
determines an immediate suspension is not warranted,
he shall notify the employee in writing to return to
work subject to the decision of the County
Administrator as to the appropriate disciplinary
measure. If the Director of Personnel determines it

. is necessary to extend an employee's immediate

suspension pending the County Administrator's action,
he shall notify the employee in writing of such
extension,” No such suspension shall exceed ten
working days. ’

Fritten 'Notices: All disciplinary notices to an
employee shall be hand-delivered to such an employee

. or delivered by certified mail to the. employee's last

known address as reflected in the records of the
Personnel Department. It shall be the responsibility
of all employees to notify the Personnel Department
promptly of any address change and the return receipt
or the return of the notice letter shall satisfy any
requirement of notification to the employee.

Employee iRegm:st. All written requests by an employee
for a hearing, as provided in this Chapter, shall be -
hand-delivered tc the Personnel Department or the
department head. All written requests delivered to a
department head shall that day be delivered to the

" Personnel Department.

. Department head Absent. Whenever it is provided that
‘any action is to be taken by a department head, and

the department head is absent, such action shall be
taken by the person exercising the department head's
authority during that period of absence.

. County Administrator Absent. Whenever the County

Administrator is absent, unless he otherwise
designates, the Assistant County Administrator shall
take any d1sc1p11nary measure required of the County
Administrator in this Chapter.

74
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7. Director of Personnel Absent. Whenever it is provided
that any action is to be taken by the Director of
- - Personnel, and the Director of Personnel is absent,
’ such action shall be taken by the person exercising
the Director of Persommel's authority during that

period of absence.

8. Discipline of Personnel Department Emglozee.' Whenever
any disciplinary measure is initiated toward an

employee of the Personnel Department, the Assistant
County Administrator shall exercise the duties of the
Director of Persomnel in regard to that disciplinary
measure.

_E. Pending Criminal Charges.

1. QNormal procedure. An employee shall report to the
Director of Personnel if he is charged with a felony
or other criminal offense within one work day of the
-offense. If an employee is charged with a felony or
other .criminal offense of such nature that the
employee's continued performance of County duties (a)
poses an immediate threat to the discipline or
effective performance of other employees, or (b) has

. an immediate adverse effect on the reputation of the

; County, or (¢} impairs the effective performance of

any County function, the Director of Personnel shall

investigate such matter, document the information on

Discipline Form D (see Appendix B), and deliver it to

the County Administrator within two working days. If

the County Administrator determines a suspension is

warranted, he shall notify the employee in writing of

the proposed suspension and avail him an opportunity

to respond to the proposed action at a hearing. The

hearing shall be requested in writing by the employee

within two days after receipt of such written notice

or the right to a hearing shall be deemed waived. The

County Administrator shall meet with the employee

within two working days after receiving the written

- request for a hearing. The County Administrator may

suspend such employee for all or any part of the time
criminal proceedings are pending.

2. Immediate suspension. With the consent of the County
Administrator, the Director of Personnel may order an
immediate suspension, when appropriate, pending his
investigation and the determination of the County
Administrator.

Section 7.6 Categories of Inappropriate Conduct

. Typical inappropriate “conduct has been listed in threé
categories 'to assist in administering disciplinary measures in a fair and
consistent manner. Each category of conduct has a suggested corresponding
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mra. e, However, mitigating or  aggravating circumstances may tequi:iag
different disciplinary measure than suggested. Each disciplinary me
shall take into consideration the circumstances surrounding the misconduct,
the employee's work history, and the impact of the misconduct on the effective
operation of the County.

Category 1 Cénduct

Category 1 includes inappropriate conduct, which in the initial
instance is not severe in nature, but which requires corrective -action to
maintain a proper work environment. Category 1 offenses include, but are not
limited to: .

A. Poor housekeeping which creates or contributes to
inefficient, unsanitary, or unsafe work conditions.

B. Careless workmanship whiéh evidences unsatisfactory job
performance.

C. Careless or negligent maini'.enancc,' handling, or use of
County property.

D. Excessive a.bsencesr or tardiness.

" B. Unjustified absence from the work station or department
without a supervisor's permission.

F. Stopping work before the specified end of a working day or
starting work after the specified beginning of the work day.

G. Horscpla.y,' pranks, or non-work related activity during
working hours. - ,

" H. Posting or removal of notices, signs, or other writing in
any form on any non-employee bulletin boards on County
property without permission of the department head.

I. Unauthorized solicitation of employees or others during
working hours on County property.

J. Unauthorized distribution of Iiterature or any other
material during working hours or on County property.

K. Abusive or obscene 1a.nguage
L. Conviction of a traffic moving'violation while operating a

County vehicle.
t

Appropriate disciplinary measure for Category 1 Conduct
occurring in any 12 month period: . )
First offense - verbal warning

Second offense - written warning
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Third offense — suspension, reduction in grade, and-or demotion

Fourth offense - discharge

Category 2 Conduct

Category 2 Conduct includes inappropriate conduct severely
disruptive to the proper operation of the County. Category 2 offenses
include, but are not limited to:

A.

B.

K.

Refusal to follow a supervisot's instructions or perform

assigned work.
Violation of safety rules.

Reporting to work under the influence of alcohol or

-unlawful controlled substances.

Failure to report to work without proper notice to
supervisor. -

Unauthorized use of County vehicles or equipment or
unauthorized removal of such from an employee's work
station.

Use of §ick leave for any purposes other than as outlined
in Chapter 5, Section 3C. '

Threatening, or interfering with the work of fellow
employees or supervisors.- .

Acceptance of gifts or gratuities from any person, company,
or corporation, or any other act that constitutes a
conflict of interest as defined in the Comprehensive
Conflict of Interest Act, Code of Virginia, 1950, as
amended. :

Failure to report known work-related illegal activity of
any employee.

Unauthorized ‘non-County employment or activity which
interferes with the performance of an employee's assigned
duties and responsibilities.

Fighting on County property or during the working day.

Appropriate disciplinary meéasure for Category 2 conduct
occurring in any 12 month period:

First offense - suspension, reduction in grade, and-or demotion

Second offense ~ discharge v
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Category 3 Conduct includes inappropriate conduct unacceptable
to the proper operation of the County. Category 3 offenses include, but are

not limited to:

A.

B,

L.

. 1s discharge.

1407R

Use of alcohol or unlawful use or possession of controlled
substances on County property during working hours.

Failure " to réport to work without proper notice to

_ supervision for three consecutive work days.

Falsification of County tecords, including, but not limited
to vouchers, time records, leave records, insurance claims,
or the application for employment.

Three or more garnishments . involving more than one
indebtedness during any 12 month period.

~ Gambling on County property or during working hours.

Theft or unauthorized removal of County property or

employee property.

. . Unauthorized pos!session of firearms or other weapons on

County property or during working hours.

i H . h
Participation Tin any kind of work slowdown, sitdewn, or
similar concerted interference with County operations.

Unauthorized use of County documents, records, or

confidential information. L
Job-related lyihé, stealing, or éheating.

Any criminal conviction for an act occurring on or off the
job which is related to job performance, or is of such a
nature that to continue the employee in the assigned
position .could constitute negligence in regard to the
County's duties to the public or other employees, or which
adversely affects the reputation of the County, or is
conduct unbecoming of an employee.

IR [ EE :
Failure to re'p&tt to the Director’ of Personnel being
charged with a felony or other criminal offense within one
work day of the offense. . _ *

The apbfépr{at'é dis'c‘hiblkinary meaisuré for any category 3 Conduct

[P RIS .o
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CHAPTER 8
GRIEVANCE PROCEDURE

Section 8.1 " CObjective

The purpose of the James City County Grievance Procedure is to

-afford an immediate and impartial method for the resolution of disputes which

may arise between the County government and employees in the County service.

Section 8.2 Coverage of Personnel

A.

This procedure shall apply to the following persons:

1. all non-probationary pérmanent and limited term
employees of James City County;

. 2. employees of the Department of Social Services of

James City County, in accordance with Section
"2.1-114.5:1(C}(4) of the Code of Virginia; and

3. employees of the Sheriff, Commissioner of Revenue, and
Treasurer of James City County.

Notwithstanding subsection (a) of this section, the
department head or principal officer and principal deputy
or assistant to any department or office who would
otherwise be eligible to file grievances, if such employees
customarily make policy decisions which affect the
operation of the ‘entire department or office, may file
grievances regarding dismissals only.

1. Department heads shall include the: (1) Director of

" Code Compliance, (2) Director of Planning, (3)
Director of Community Development, (4) Director of
Persomnel, (5) Director of Financial and Management
Services, (6) Director of Public Works; (7) Director
of Community Services, (8) Director of Parks and
Recreation, (9) Director of Social Services, (10)
Transit Manager, (11) Chief of Police, (12) Fire
Chief, and (13) Director of Assessments.

2. .Principal Officers shall include the: (1) County
. Administrator, (2) County Attorney, (3) Sheriff, (4)
Treasurer, (5) Commissioner _of Revenue.

Probationary employees, temporary employees,' principal
officers or department heads and their deputies and
assistants as provided in subséction (b), above, and law
enforcement officers who have elected to pursue their
remedies as set forth in Chapter 10.1 of Title 2.1 of the
Code of Virginia, shall not employ this Grievance Procedure.
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Section 8.3 Definition of a Grievant; Grievance )

A grievant shall be any Counfy employee having a grievance, as
defined below.

- : A grievance shall be a complaint or dispute by a James City
County employee relating to his or her employment, including, but not limited
to: :

(a) disciplinary actions, including dismissals, demotions
and suspensions, provided that dismissals shall be
grievable whenever resulting from formal discipline or
unsatisfactory job performance;

{b) the application 'or interpretation of personnel
policies, procedures, rules and regulations including
‘the application of policies involving matters referred

* to in Section 8.4 (c) below;

(¢) acts of reprisal as the result of utilization of the
grievance procedure or of participation in the
grievance of another James City County employee; and

(d) complaints of discrimination on the basis of race,

color, creed, political affiliation, age, handicap,
national origin or sex.

‘Section 8.4 Management Responsibilities

) Management shall be the Board of Supervisors and its Designees
who establish the Operating Policies for James City County. Management
reserves the exclusive right to manage the affairs and operations of the

‘County government. Accordingly, the following complaints are not grievable:

(a) establishment ard revision of wages or salaries
including performance evaluations and concomitant pay
raises, position classifications or general benefits;

(b) work activity accepted by the employee as a condition
of employment or work activity which may reasonably be
© expected to be a part of t_he job content;

(¢) the contents of ordinantes, statutes or established
. personnel policies, '‘procedures, rules and regulations;

" (d) failure to promote, except where an employee can show
established promotional policies or procedures were
not followed or fairly applied;

{¢) the methods, ' means . and personnel by which work
\ activities are to be carried on;

o1 '
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(f} termination, layoff, demotion or suspension from
duties because of lack of work, reduction in work
force, or job abolition;

(8) the hiring, promotion, transfer, assignment, and
.retention of employees within the County service; and

(h) the relief of employees from duties of the County in
emergencies.

Section 8.5 Standing to Pursue a Grievance

A grievant must be personally and directly affected by an
occurrence or condition before he shall be permitted to pursue a grievance.
Thus, for example, no employee may grieve another employee's job performance
unless such job performance directly and adversely affects the grievant's own
employment. Disputes as to an employee's standing to file a grievance shall
be determined as shall any other dispute as to grievability.

_ Section 8.6 Grievability

) A. Decisions regarding grievability under this Procedure shall
" be made by the County Administrator pursuant to procedures
set forth below. Decisions shall be made at the request of

the grievant or his department head or principal officer

within ten (10) days of such request. A copy of the rul ing

shall be sent to the grievant and to the grievant's
department head or principal officer. Decisions by the

County Administrator that an issue is not grievable may be
appealed by the grievant to the Circuit Court of James City

- County for a hearing de novo on the issue of grievability

as provided in Section 15.1-7.2 and 2.1-114.5:1(E) of the

Code of Virginia (1950), as amended. Pursuant to those
sections, proceedings for the review of the decision of the

County Administrator shall be instituted by filing a notice

of appeal with the County Administrator within ten (10)

days after the date of his decision as to grievability, and

by giving a copy of such notice to all other parties to the
grievance. - Within ten (10) days after receiving notice of

appeal, the County Administrator shall transmit to the

Clerk of Circuit Court -of James City County a copy of his
decision, a copy of the notice of appeal, and any exhibits

which may have been provided in connection with the
resolution of the issue of grievability. A list of the
evidence furnished to the court shall also be furnished to

- the grievant. .The failure of the County Administrator to
: wo transmit the .record within the time allowed shall not
’ . prejudice _the rights of the grievant. If the County
Administrator fails to transmit the record within the time
‘allowed, the Circuit Court, on motion of the grievant, may

jssue a  FWrit of Certiorari requiring the County
Administrator to transmit the record on or before a certain

date as provided in Section 2.1-114.5:1(E) of the Code of

8-3
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Virginia (1950), as amended. Within thirty (30) days of
receipt by the Clerk of Court of the record in the matter,
the Court, sitting without a jury, shall hear the appeal on
the record and such.additional evidence as may be necessary
to resolve any controversy as to the correctness of the
record. The Court, in its discretion, may receive such
other evidence as the ends of justice may require. The
Court may affirm the decision of the County Administrator
o or may reverse or modify said decision. The decision of
. . the Court shall be rendered no later than the fifteenth
’ (15th) day from the date of conclusion of the hearing. The
decision of the Court is final and is not appealable. All
matters, from the institution of a request that the County
Administrator determine the issue of grievability through
the notation of appeal of an adverse decision by the County
Administrator, shall be recorded on forms provided for
those purposes by the Director of Personnel.

H—

B. :The issue of grievability may be raised at any step of the
Grievance Procedure prior to the panel hearing provided in
Section 8.12 et seq., of this procedure. Once raised, the
issue must be resolved before. further processing of the

_grievance. The issue of grievability must be raised prior

to ‘the panel hearing or it shall be deemed to have been
waived by all parties. A request that grievability be
determined shall toll the time limits wunder this
procedure., Time limits shall begin to run again the day
after the decision on grievability is made by the County
Administrator or the Circuit Court.

AAJBOZ2

C. The classification of a complaint“as nongrievable by either
the County Administrator or the Circuit Court of James City
County shall not be construed to restrict any employee's
right to seek, or management's right to provide, customary
administrative review of complaints outside of the scope of
the Grievance Procedure. "
Section 8.7 Policy Generally ,

1y

A. All stages ‘of the Grievance Procedure beyond the First

Step, provided in Section 8.9, shall be reduced to writing

on forms supplied by the Director of Personnel. At any

step beyond the Second Step, provided in Section 8.10, both

the grievant and his department lead or principal officer

. or the County Administrator may c¢all upon appropriate
4 witnesses and be represented by legal counsel or another

: ’ person, as provided in this procedure

B. Once an employee reduces his grieva.nce to writmg he shall
. specify on the appropriate form the specific relief he
expects to obtain through the use of this Procedure. This
requirement shall be deemed a substantive matter, and a
failure to specify the relief expected shall be sufficient
cause to terminate the right to further appeal. When the

84
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employce reduces his grievance to writing, he shall obtain
- the necessary forms from the Personnel Office. That office
shall thereupon open a file on the grievance, assign it a
number, and shall assist the grievant, the department head
or principal officer, and the County Administrator, to
insure that all papers are transmitted throughout this

¢ -process in timely fashion.

C. After the initial filing of a written grievance, failure of
either party to comply with all substantial procedural
requirements of the Grievance Procedure without just cause
shall result in a decision in favor of the other party on
any grievable issue, provided the party not in compliance

. fails to correct the noncompliance within five (5) days of
receipt of written notification by the other party of the
compliance violation. Such written notification by the

T ‘ grievant shall be made to the County Administrator.

Failure of either party without just cause to comply with

all substantial procedural requirements at the panel

hearing shall result in a decision in favor of the other

party. Decisions as to whether any employee or management

has in fact failed to so comply shall be made by the County
« Administrator upon the request of the department head or
" principal officer or the grievant that such determination
be made. Any decision of the County Administrator pursuant
- to this subsection shall be final and not appealable.

'

* Section 8.8 Consolidation of Grievances -

i § . i

If more than one grievance is filed arising from the same
factual circumstances, the County Administrator may, at any time prior to a
panel hearing, comsolidate those grievances for joint processing. If the
grievances are consolidated, all time limits set forth in this Procedure shall

' thereafter be calculated from the date of the last filed grievance. Once

consolidated, the grievances shall all be processed as a single matter.

Section 8.9 First Step Procedure: Immediate Supervisor Level

A. No later than ten (10) days after the occurrence ot
condition giving rise to the grievance, or of the date when

" ' ' _ .the employee could have reasonably been expected to have

‘learned of the occurrence or condition, the employee
-affected must identify the grievance verbally to his
immediate supervisor.  Within five (5) days of such
presentation, the immediate supervisor shall give his
‘response to the employee with respect to the particular
_grievance, or shall advise the employee that additional
time is needed to render a decision. In the event
additional time is needed, the immediate supervisor shall
render the decision within three (3) days after notice of
- the need for additiomal time is given. The failure of an
"employee ' to identify 'the grievance within the time
-gpecified above shall constitute a forfeiture and a waiver
‘of any rights to proceed further and shall terminate the
grievance.

v : b
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B. 1If a satisfactory resolution is not reached by this
informal process, the employee shall reduce his grievance
to writing, identifying specifically and in detail the

, - nature of the grievance and the expected remedy, on

Grievance Form A (see Appendix C) provided for that purpose
by the Director of Personnel. Grievants shall be entitled,
should they prevail in their grievance, only to the relief
specifically requested. Such written grievance shall be
presented to the immediate supervisor within three (3) days
of the supervisor's verbal reply to the oral grievance.
The supervisor shall then reply in writing to this written
grievance within three (3) days of receiving it.

C. If the employees's supervisor is also his department head
or principal officer, he shall pass by the Second Step of
this Procedure set forth in Section 8.10 and proceed
immediately to the Third Step set forth in Section 8.11 of
the Procedure.

Section 8.10 Second Step Procedure: Department Head or Principal Officer

Level

- If a satisfactory resolution of the grievance is not reached at
the First Step above, the grievant shall so indicate on Grievance Form A (see
Appendix C) and submit the grievance to his department head or principal
officer within five (5) days. Within five (S) days of receipt of such
submission, a meeting shall be held between the grievant and his department
head or principal officer to review the grievance. This time period may be
extended by mutual agreement between the department head or principal officer
and the grievant.

', At the mesting provided for above, the only persons who may Be

"'present are the grievant, the department head or principal officer, and

‘appropriate witnesses for each side. The meeting may be adjourned to another

"time or place by agreement of the parties. A written reply to the grievance

shall be provided to the grievant within five (5) days after the meeting.

If the g‘rieva.:it's principal officer is the County Administrator,
he shall pass by the Third Step of this Procedure and proceed immediately to
the Fourth Step set forth in Section 8.12 of this Procedure.

Section 8,11 Third Step Procedure: County Administrator Level

If a satisfactory resolution of -the grievance is not reached at
the termination of the Second Step, the employee shall so indicate on
Grievance Form A (see Appendix C) and submit the grievance to the County
Administrator. Submission to the County Administrator shall occur within seven

' (7) days following receipt of the second step reply. The County Administrator

shall then meet with the employee within seven (7) days of receiving the
submission or indicate that an extension is necessary. The extension shall

not exceed three additional ,days except by mutual written agreement. The

employee may have legal counsel, or another representative, and witnesses
present at the Third Step meeting. The County Administrator may have legal
counsel and 'witnesses likewise in attendance. Proceedings shall be in
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;.ccordance with guidelines promulgated by the County Administrator and

provided to the grievant prior to the meeting. The County Administrator may
- designate that the grievance shall be heard by the Assistant County
‘Administrator. Such designation must be in writing. A written response to

the grievance shall be rendered within ten (10} days following the Third Step

‘meeting. At the request of the County Administrator or the grievant, the
" Director of Personnel shall insure that a verbatim record of such meeting is
. made and retained in his custody for not less than twelve (12) months. Such

record may be in writing or by a taped recording. The grievant shall be
entitled to a copy of said record upon payment of a reasonable fee therefor.

Section 8.12 Fourth Step Procedure: The Personnel Appeals Board

. 1f a satisfactdty resolution to the grievance is not reached at
the termination of the Third Step set forth in Section 8.11, the grievant
shall so indicate on Grievance Form A (see Appendix C) and request a hearing
before a Personnel Appeals Board. The request shall be submitted to the
Director of Personnel within seven (7) days of receipt of the third step
response.

: - An impartial Personnel Appeals Board shall be constituted anew
for each grievance. The Director of Personnel shall arrange for the Personnel
Appeals Board selection and shall schedule the Personnel Appeals Board
hearing. - In the event that the Director of Personnel is a party to the
grievance, the request form shall be submitted to the County Administrator and

"the County Administrator or his designee shall make the necessary arrangements.

. Section 8.13 Composition of the Pers‘onnél Appeals ‘Boafd

A. A Personnel Appeals Board shall be constituted as provided
herein. It shall be composed of three (3) members who are
County employees and who shall be chosen in the following
manner: one member shall be appointed by the grievant, one
member shall be appointed by the County Administrator, and
the third member shall be selected by the first two. To
insure an objective Board, neither the grievant nor the
County Administrator or his principal assistant, the
grievant's department head or principal officer, nor the
grievant's immediate supervisor may serve on the panel, nor
may any person serve having direct involvement with the
“grievance being heard. 1In the event that an agreement
cannot be ,reached as to the final Board member, the Chief
-Judge of the Circuit Court of James City County shall
select such third .Board member , pursuant to Section
2.1-114.5:1(D) of the Code of Virginia. ,

B. ‘Both the 'grievant ard the County Administrator shall make
itheir appointments to the Personnel Appeals Board within
“five (S5) days after the request for a panel hearing is

filed. The Director of Personnel shall be notified of the -

‘appointments on Grievance Form B (see Appendix C). These
;‘members shall 'select the third member within ten (10) days
\i‘after the request for a panel hearing is filed and notify
the Director of Personnel of their selection. Unless it is
necessary to involve the Circuit Court in the selection of
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the third member, a complete panel shall be designated on

Grievance Form B within ten (10) days of the request for a
panel hearing.

C. In the event that the first two members cannot reach an
- . agreement as to the third member within ten (10) days, as
provided above, the Director of Personnel, after conf irning
such fact, shall immediately notify the County Attorney's
Office.. The County Attorney shall request the Chief Judge

of the Circuit Court to appoint the third member.

D. The third member of the Personnel Appeals Board shall serve
as Chairman. The Chairman shall set the time for the
hearing and notify the grievant and the County
Administrator thereof. The hearing shall be held as soon
as possible after the date of the original request for a
hearing. Any party may have present at. this meeting an
attorney or a representative of his choice. The Director

. of Personnel shall provide each Board member with copies of
,all written materials and forms submitted in conmection
with the grievance. .

.~ E. The majority decision of the Personnel Appeals Board shall
be final and binding as to any grievance submitted to it
and shall be consistent with provisions of law and written
poiicies. ,

F. The Personnel Appeals Board is constituted solely for the
purpose of determining whether a grievance filed by an
employee is merited, and what remedy, if any, should be
provided. The Personnel Appeals Board may not formulate or
change policy, rules, or procedures. The Persomnel Appeals
Board shall - determine whether the grievant  has
demonstrated, by a preponderance of the evidence, that the
action complained of was without .cause, or done in
violation of a law, rule, regulation or other policy. It
shall not otherwise substitute its judgement for that of
management.

AAJBOZ2
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|l Section 8.14 Conduct of Personnel Appeals Board Hearing

The Personnel Appeals Board shall conduct the hearing as follows:
(a2} To protect the privacy of the parties and other
iemployees, the panel hearing shall be limited- to the
grievant, the panel members, the legal counsel or
.other representative of the grievant and the County,
-appropriate witnesses and official recorders. . The
‘Personnel Appeals Board shall consider any grievance
: ide novo without regard to any proposed disposition by
. iany  lower ,authority, unless the grievant and the
‘County Administrator shall agree, in writing, that the
issue(s) shall be so limited. In all other cases, the
‘Personnel Appeals Board shall consider the patter as

if presented to it in the first instance.
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140 (b) The Personnel Appeals Board may at any time ask the
. "parties . or their representatives for statements
clarifying the issues involved in the grievance,

(c) Exhibits, when offered by the grievant or the County
Administrator, may be received as evidence by the
Personnel Appeals Board, and when so received shall be
marked and made a part of the record.

- {d) The parties may offer evidence and cross examine
‘witnesses and shall produce such additional evidence

. - as the Personnel Appeals Board may deem necessary to

C ‘an understanding and determination of the dispute.
There shall be no formal rules of evidence for the

i Personnel Appeals Board, however, the Board shall be
! .the judge” of the relevancy and materiality of any
revidence offered. -All evidence shall be taken in the

presence of the Board and the parties. The grievant

' ‘shall proceed first, - ‘and shall bear the ultimate

N iburden of persuasion. At the conclusion of the
B . grievant's ‘evidence, the County Administrator shall

- ‘have the opportunity to present his evidence.

(¢) At the conclusion of the County Administrator's
. ‘presentation, the Chairman shall specifically inquire
.of all parties whether they have any further proof to
.offer or witnesses to be heard. Upon receiving a
.negative response, the Chairman shall permit the
‘‘parties to summarize their cases and shall then

' .declare the hearing closed.

(f) 'The 'hearing ma.y"be reopened by the Board on its own
.motion or upon application of a party for good cause
lshown at any time before a final decision is made.

(g) In all matters not otherwise covered by this Sectien,
the Personnel Appeals - Board shall determine the
-procedures to be followed.

(h) Upon thé request of the Chairman, the County
"Administrator, -or the grievant, - the Director of
Personnel shall insure that a verbatim record of the
‘hearing is made and retained in his custody for not

- less than 12 months. The record may be in writing or

. by a taped recording. The grievant shall be entitled

to a copy of such record upon payment of a reasonable
- +fee therefor.

(i) The Director of Personnel may be called upon by the’
Personnel Appeals Board as a witness at any time to

provide _ specific  poliey interpretation or
‘clarification of applicable County policy and these

procedures.
W

8-9

L
O N L R T T T T 1 1 i1 -1 T

)

B



AAUSO2

141
(J) The Director of Personnel shall review the decision of
the Personnel Appéals Board for compliance with law
and written policy and these procedures, and shall
request the Personnel Appeals Board to reconsider any
"decision which in his judgment is not consistent with
the .law applicable to grievance resclution. He shall

not disturb any decision consistent with the law.

Section 8,15 Decision of Personnel Appeals.Board
A.

The decision of the Personnel Appeals Board shall be filed
in writing by the Personnel Appeals Board Chairman with the

‘department head or principal officer, the County

Administrator and the grievant, not later than fifteen (15)
days after the completion of the hearing. The decision
shall summarize the grievance and the evidence, shall make
specific findings of fact, and shall state in full the
reasons for the decision, and the remedy to be granted.
Decisions shall be by majority vote of the entire Board.

‘The decision of the Personnel Appeals Board shall be final

and binding if it is consistent with law and written policy.

The grievant shall bear any cost involved in employing
representation and in preparing his case.

1. - If the Personnel Appeals Board determines that the
" grievant prevails on any grievable complaint or
dispute it may remedy that complaint or dispute by
ordering that the grievant be reinstated to a former
position, awarding back pay: ordering expungement of
information contained in the grievant's personnel
files or other files maintained by the County; or
‘rendering opinions specifying the application or
interpretation of the personnel policies and
procedures as it relates to the specific facts of the

. grievance. ’

2. . If the Board finds that a department head or principal
officer failed to follow established procedures
governing promotion, demotion, transfer, hiring or
layoff, it shall remand the grievance to that
department head or principal officer with the
instruction that the action taken be rescinded, and
proper procedures be followed for the matter in
issue. In connection with such remand, the Board may
make provisional orders governing the case. For
example, a person improperly promoted to a position
may continue to serve temporarily in the position to
which he was promoted, pending compliance with
appropriate procedures.
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Section 8.16

Implementation of Remedy
A.

The County Administrator shall implement any remedy which
may be ordered by the Personnel Appeals Board, provided
that such decision is consistent with law and written
policies. 1If the County Administrator believes that the
Personnel Appeals Board decision is not so consistent, he
shall inform the Board and the grievant of his
determination within seven (7) days of the filing of the

.decision.

The Grievant or the Céﬁnty Administrator may petition the
Circuit Court to order implementation of the decision of

‘the Personnel Appeals Board.

" Section 8.17 Computation of Time

1408R

A.

Except where othefwise provided, time periods under these
regulations shall- be deemed to begin on the day following
that on which any action is to be taken or report rendered,

~and to run without regard to weekends or holidays. If a

time period herein provided ends on a weekend or holiday,
the last day of the time period shall be deemed to be the

'fend of the business day of the first ~working day
- following. Thus, for example, a written grievance under

the first step must be presented to the grievant's

" ‘immediate supervisor within five (5) days of the

'supervisor's verbal reply to the informal grievance. The

‘five (5) days shall begin on the day after receipt of the

jsupervisor's verbal reply and terminate on the fifth day
ifollowing regardless of whether that is a weekend or
‘holiday. 1If it is a weekend or holiday, the time period
'shall be deemed to terminate at the end of the next full
‘working day. L

‘Time limits established under this procedure are ‘intended
‘to be strictly construed and enforced. However, in the

interest of fairness, any time limits may be extended if
'all parties agree to such extensions in writing.

811
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RECORDS AND REPORTS

Section 9.1 Personnel Transactions

All appointments, separations and other personnel transactions
shall be made on forms designated by the County Administrator and maintained
by the Personnel Office. ’

Section 9.2 Attendance Reports

Regular attendance reports shall be prepared and submitted by
each department and agency of the County government as required by the County
Administrator.

Section 9.3 Destruction of Records

Employee personnel records, either the original or microfilm
copies, shall be kept for a minimum of five years. All other records,
including correspondence, applications and examinations may be destroyed after
two years at the discretion of the County Administrator. Affirmative action
information shall be kept for a minimum of three years.

Section 9.4 Public_Inspection

The following information relative to employees and former
employees shall be available for public inspection at reasonable times and in
accordance with such procedures as the County Administrator may prescribe:
name, class title and salary. Examination records and performance rating
reports shall be accessible only to the department head concerned, the Board,
and the employee involved. The Privacy Act shall govern all such public
availability of employee records. Other personnel information may be made
available for official purposes at the discretion of the County Administrator.

Section 9.5 Employee Access
Each employee may review his or her employment file in the
Personnel Office, subject only to time constraints within the Persomnel -

Office. Documents, except those restricted by other policies or laws, may be
reproduced at employee expense by the Persommel Office staff.
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14739 15476
14843 15590
14996 . 15746
15145 15902
15293 16058
15442 - 16214

12393
12517
12641
12765
12889

12978
13108
13237
13368
13497

13592
13728
13864
14000
14136

.14237

14380
14522
14664
14806

14912
15061
15210
15359
15509

15625
15782
15938
16093
16250

16370
16533

- 16697

16351

- 17025

13013
13143
13273
13403
13533

13627
13763
13900
14035
14172

14272
146414
14557

14700

14843

14949

15098
15248
15397
15546

15658
15814
15971
16127
16283

16406

16570
16735
16899
17063

17189
17361
1532
17704

17875

338

354

3?1

389

407

427

447

169

186

194

213

223
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GRADE

13

16

17

A

13441
13575
13710
13844
13979

14086
14226
14367
14508
14650

14762
14910
15057

-15205

18

15352

15474
15628
15784
15938

" 16092

19

16219
16381

16544
16706
16868

20

21

17004
17174

17344

17514

17684

17826
13004
18183
18360
18539

»

14113
14254
14396
14536
14678

14730
14938
15086
15234
15381

15500
15656
15810
15965

16120

16248
16410
16572
16735
16898

17030
17200
17370
17541

17711

-17854

18033
18211
18390

18717
18%04
19092
19279

19466

.18548

14819
14967
15115
15263
15412

15530
15685
15840
15996
16151

16275
16438
16601
16763

16926

17060

- 17231

17402

- 17572

17743

17882
18060
18240
18418
13597

18747
18935
19122
19210
19496

19653

119349

F 20064

20243

123439

JAMES CITY COUNTY

PAY SCALES
D E
15560 16338
15715 16502
15871 16665
16027 , 16828
16183 16991
16307 17122
16469 17294
16633 17465
16796 17636
16959 17807
17089 17943
17260 18123
17431 18303
£ 17601 18482
17772 18662
17913 18809
18093 18997
. 18271 19185
18451 19373
. 18629 19562
18776 19715
18964 - 19912
12152 20110
- 19339 20306
19527 20503
19684 20668
| 19881 20875
F20078 ° 21082
120274 21289
120472 21495
20636 21653
20343 21834
21048 22101
121255 22312
'21461 22534

17155
17326
17498
17669

17542.

17978
18158
18337
18518
18697

18840
19028
19217
19405
19594

19749

1.19947

20144
20342
20539

20701
20908

21114

21321
21529

21701

21919
122135

22352
22570

22751

122979

23206
23434

T 23662

18013
18193
18373
18554
18733

18877

19065 .

19255
19443
19632

19782
19979
20178
20375
20574

20736
20943
21151
21358
21566

L 21736

21953
22171
22383

. 22605

22786
23014

23242
23470
23697

23889
24123
2 346
246056
243844

14y

468

491

514

539

565

592

621

. 24

25

a7t

282

296

311
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GRADE

22

23

24

25

26

27

28 .

A

18691
18878
19065
19252
19439

19598

19795

19990
20186
20383

20531
20756
20941
21167
21373

21550
21765
21981
22197
22412

22601
22827
23054
23280
23505

- 19626
- 19822

200138
20215
20411

20578
20784
20990
21195
21401

21579
21795
22010
22226
22442

22628
22854

. 23080

23307

- 23533

Co23tT

23703

23940
24176
24414
24651

24861
25110
25359
25606
25355

23968
24206
24443
24680

24588

25137

25386
25635
25884

26104
26366

26526,

268387
27148

* 4 JAMES CITY COUNTY

. 20607
20813

21020
21226
Q1432

21607
21823

22040

22255

22471

22658

22885
23112
23337

23564

23759
23997
24235
24472
24710

24918
25166
25416
25645

25914

26132
26394

- 26655

26917
27178

27409
27683
27957
28231
28505

PAY SCALES
0 3
21637 22719 |
21854 22946
22070 23174
22286 23400
22503 23627
22687 23321
22914 24060
23141 24298
23348 24536
23595 24774
23791 24981
24029 25230
26267 - 25480
24505 25730
24742 25980
24947 26194
25197 26456
25446 . 26718
25696 26980
25944 27242
26164 27472
26425 , 27747
26687 28021
26949 28296
T 27211 28572
T27439 28811
27713 29099
27983 29387
28262 29675
28536 29964
28779 30218
29067 . 30529
29355 30333
29643 31124
29930 31427

23855
24093
24332
24571
24809

25012
25262
25512
25763

26013

26230
26493
26755

L 27017

27279

27504
27779

. 28054

28329
22604

28846

29134
27422
29711

© 30000

30252
30554
30856
31159
31461

317229
32046
32363
32681
32598

25048
25299
25549
25800
26049

26253
26525
26788
27050
27313

27542
27817
28093
28368
28643

T 28879

29163
29457
29745
30034

30288
30591
30834
31197
31500

31765
32083
32400
32718
33035

33315
33643
3.982
54315
34643

651

683

716

751

788

826

866

326

358
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GRADE

30

31

AAJB0Z2

32

33

34

35

26076
26336
26598
26858
27118

27353
27627
27900
28174
28447

28692
28979
29267
29553
29840

30098
30400
30700
31001
31303

31577
31893
32208
32524
32840

33129
33460
33791
34123
34454

34757
35105
35452
35300
36147

27380
27654
27928
28201
28475

28721
29008
29295
29583

29869,

*30127
30428
30729
31031
31332

31603
31919
32235
32551
32867

33156
33488
33819
34150

T 34482

34785
35133
35482
35829
36177

36495
36860
37225
375990
37954

28749
29037
29324
27611
29899

30157
30458
307460
31062
31364

31633
31949
32267
32583

32899

33183
33515
33847
34179
34510

34814

"35162

35510
35859
36206

36524
36890
37255S
37520
37985

38320
38703
39086
39470
33853

JAMES CITY COUNTY

PAY SCALES

b £
30186 31495
30488 32012
30790 32330
131092 32647
31394 32963
31665 33248
31982 33531
32298 . 33913
32615 34246 -
32931 34579
33215 34876
33546 35224
33879 35573
34211 35922
34543 36271
34842 36584
35191 34950
35539 37316
35887 37681
36236 38048
36555 38383
36920 38767
37286 39150
37651 39535
33017 39913
38350 40268
38733 40671
39117 41073
39501 41476
39884 41873
40236 42243
40638 42670
41065 43393
41444 43515
41846 43937

33230
33613
33945
34278
34611

34910

35259
35609
35957
36307

36620
36986
37353
37718
38085

38413
38798
39182
39566
39949

40302

40705
<1109
41511
41914

42281

42705
43127
43550
43973

44360
44304
45248
45691

46735

34944
35294

. 35643 -

35992
36342

36656

37022
37388
37755
38121

38451
38835
39220
39605
39989

40334
40737
41140

© 41543

41948

42397
42740
43163
43587
44010

44395
44839
45283
45726

L 46171

46578

47044
L7509
41?75
48441

149

09

953

1000

1049

1100

1154

1211

45

47

50¢

524

550

577

606
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GRADE

36

37

33

39

40

A

36469
36833
37198
37563
37927

38264
38646
39030
39412
39795

40150
40551
40953
41354
41756

42129

- 42530

42971
43393
43814

44208
44650
45092
45534
45976

38292
38676
39058
39441
37824

40177
40579
40980
. 41383
41785

42158
42580
43001
43423

- 43844

44235

44678

45121
45563
46005

464618
46883
47347
47811
48275

40207
40609
41011
41413
41815

. 42186

42608
430390
43451
43873

Lh266
44709
45151
45594
46036

46447
46911

47376

47840
48304

. 48739

49226
49713
50202
50689

PAY SCALES

) £
42217 44323
42639 44771
43062 45214
43434 45658 °
43906 46101
44295 46510
44738 46975
45182 47440
45625 47905
46067 48370
46479 48803
46944 49291
47409 49779
47874 50267
48339 50755
"4BT769 51207
49257 51720
49745 52231
50232 52744
50720 53256
51176 53735
51687 54272
52200 54810
52711 . 55347
53223 55834

JAMES CITY COLNTY

46544
47010
47476
47941
43406

48836
49324
49812
50300
50789

51243
51756
52268
52780
53293

53767
54305
54843
55380

55918

56422
56986

"57551

58114
58678

48871
49359
49849
50337
50826

51278
51790

- 52304

52816
53328

53805
54343
54381

55419

55958

56455
57020
57584
58149

58714

59243
59835
60428
61021
61613

1271

1333

1399

1468

1540

635

699

734

)

)
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DISCIPLINARY FORM A

VERBAL REPRIMAND

.Employee Name

Class Title

Department ) ’

Immediate Supervisor Name

Date Violation of Standard of Conduct Occurred

Description of Violation:

" Date Discussed with Employee:

Signature of Supervisor

X X R % K X K K K X X X X X X K X K X XX XK X X XK

 Reviewed by Director of Personnel

Signature

Date

1407R

ST , 1 T T i



DISCIPLINARY FORM B :
WRITTEN REPRIMAND 153

Employee Name

Class Title "

Department

Immediate Supervisor Name

Date Violation of Standard of Conduct Occurred

Description of Violation:

Date Discussed with Employee:

AAJBO2

Signature of Si'u;ervisor Date

2 % K X X K X K X %X K K X K K K XK % % %X K & ¥ K Kk K

Employee Statement: (Please Check One)
I agree with my Supervisor's statement

I disagree with my Supervisor's statement for the reason(s) given below:

Employee Signature Date

* X XK X X X X Xk X Kk &k %k ¥ K k ¥k % %k Kk ¥ Kk K ¥ X % X

Reviewed by Director of Personnel

Signature : Pate
1407R

T T T T , - _
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DISCIPLINARY FORM C
DPISCIPLINARY ACTION

Empléyee Name

Class Title

Department

Immediate Supervisor's Name

Department Head Name

Date of Violation of Standard of Conduct Occurred

Category of Conduct - Category 1 Category 2

Description of Violation:

¥

Category 3

If Category 1 or 2, dates of previous violations

Disciplinary Measure Recommended: -

Signature of Department Head

" Date

Findings of Investigation by the Director of Personnel:

)

)




AAJB0Z -

- Date Reviewed by County Administrator

Disciplinary Measure Recommended by Director of Personnel:

155

Date Employee Notified of Right to Hearing

Hearing Waived

Date of Hearing

Recommendation of Disciplinary Measure Stands

Recommendation Changed to j for the following

reason(s):

Signature of Director of Personnel Date

% %k % %k %k %k % % % k ¥ % ¥ Xk X ¥ kX %k X Kk X ¥ K X X %

Disciplinary Measure to be Taken:

.Signature of County Administrator __- Date

1407R
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_ Status of Case

DISCIPLINARY FORM D

Name of Employee

Class Title

Department

Of fense Charged

Date of Offense

Place of Offense

Recommendation of Immediate Suspension Yes No

Approved by County Administrator Yes No N-A

Findings of Investigation by the Director of Personnel:

Recommendation of Director of Personnel:

Signature of Director of Personnel ' Date

*tl‘lﬂlt**t*tﬂtt*t!*lt*tt#

Proposed Action by County Administrator:

Comments:

Signature of County Administrator Date

)




AAJBO2

‘lt'l**t*tttﬁt‘*‘t*.t*#ttt*

Date of Hearing
Hearing Waived

Action Taken by County Administrator:

15%

Signature of County Administrator

Date

1407R
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GRIEVANCE FORMS
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B

Grievance No. 1540
(to be assigned by Director of PersoHrél)

GRIEVANCE FORM A

Grievant: Position & Department:
Date Submitted: Date Grievance Occurred:

Date Giievince was Verbally Discussed with Immediate Supervisor:
Nature of Grievance (Use ac_lditional paper, if necessary):

Specific Relief Requested (See Section 6.0 of Grievance Procedure):

——

First Step' Remedy (to be filled out by Suﬁervisbf as to what action was taken): _

- Supervisor's Signature: . Date:

Acceptable: __ Not Acceptable: ___ Grievant's Signature: Date:

***I*t*ltt*i**‘t*i't*it*t#**t**t****t****‘**t**#t*tttittltttt**‘**l*#***********tt*tt**tt

Date of Meeting with Department Head Department Head's or Principal Officer‘s
or Principal Officer: , Initials:

Second'S't.ei) ﬁemedy (fo be filled out by Departmént Head or Principal Officer): .

Department Head's or Principal Officer Signa.tﬁre: ‘ S Date:

Acceptable: __ Not Acceptable: __ Grievant's Signature: Date:

Date of Meeting with County Administrator: Extension Date:

Re-schedule Date: County Administrator‘'s Initials: Grievant's Initials: ___

Third Step Remedy (to be filled out by County Administrator):

County Administrator's Signature: Date:

Acceptable: ___ Not Acceptable: __ I (DO ___ - DO NOT) desire a hearing before a Persomnel’
Appeals Board.

Grievant's Signature: Date:

1408R




160 _ GRIEVANCE FORM B

phone number)

APPOINTMENTS TO PERSONNEL APPEALS_ BOARD R

-1st MEMBER (Grievant appointee):

I hereby name to be my appointéd member to the Personnel
Appeals Board established to hear my grieva.nce He—She may be contacted at (address-—

. o M
Signed: I
{Grievant) ; !
2nd MEMBER (County Administrator appoint':ee): ' '
1 hereby name to be my appointed member to the Personnel

Appeals Board established to hear this grievance. He-She may be contacted at
(address—phone nt}mber)

Signed:

{Appointing Authority)

3rd MEMBER (Mutually agreed upon or chosen by Cireuit Court pursuant to Section 9.4 of
the Grievance Procedure): o

. " is hereby selected to serve as it:‘ne third member to
the Personnel Appeals Board established to hea.r this grievance. He-She may be contacted
at (address-phone number)

* Signed: Date: |

{Grievant's Appointee)

Date:

{(County Administrator's Appointee)

RERKRERE RN KRB R L EEEE LR RE RN RN RN E AR R R

NOTE: FAILURE TO COMPLY WITH THE SUBSTANTIVE PROCEDURAL REQUIREMENTS OF THE GRIEVANCE
PROCEDURES MAY CAUSE GRIEVANCE TO BE TERMINATED.

1408R

T



Grievance # 1 6 ]_
Determination of Grievability

Form C

; 1. Grievant:

l 2. Nature of Grievance: (See Grievance Porm A Here state nature in brief).

hJ

3. County Administratdér Determination:

Grievable: Not Grievable:

Reason (only if not grievable):

AAJBO2

‘
'

County Administrator - Date

: l I 4, Appeal

I wish to appeal the decision on grievability. Please transmit the necessary
papers to the Circuit Court as required by law.

Grievant - Date

1408R




162 . i Grievance #

Decisions of Personnel Appeals Board

Form D

Date(s) of Hearing: : Place of Hearing:

Summary of Grievance: (Use additional paper if necessary)

Summary of Evidence:

Findings of Fact:

Reasons for Decision (state in full):

!

Remedy:

These members concur in the above stated decision:

This member dissents from the above stated decision:

éi'dissgnting member shall file a written statement of the reasons for his or her
ssent.

1408R
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AFFIRMATIVE ACTION PLAN
FOR
EQUAL EMPLOYMENT OPPORTUNITY

UNDER TITLE VI of the CIVIL RIGHTS ACT of 1964
| and SECTION 109, HOUSING AND COMMUNITY DEVELOPMENT ACT OF 1974

AAJBO2

JAMES CITY COUNTY,
VIRGINIA

—

MAY, 1980




—————— e ————————————

164

I.-

II.

Policy

James City County is an Equal Opportunity Employer. It shall provide
equal employment opportunity to its employees and applicants for
employment on the basis of fitness and merit without regard to race,
color, religion, national origin, political affiliation, sex, age,
except where sex or age is a bona fide occupational qualification, or
handicap. This policy shall be followed in recruiting, hiring,
promotion into all position classifications, compensation, benefits,
transfers, layoffs, returns from layoffs, demotioms, termination,
County-sponsored training programs, educational leave, social and
recreational programs, and use of County facilities. Any person
employed by James City County who fails to comply with this policy is

subject to disciplinary action.

Where necessary, this policy is to be extended in order that the
County be in compliance with the following federal restraints: the
U.S. Constitution, the Civil Rights Act of 1866, the Civil Rights Act
of 1871, Title VI and VIl of the Civil Rights Act of 1974, the State
and Local Fiscal Assistance (Revenue Sharing) Act of 1972, the Age
Discrimination in the Employment Act of 1975, the Intergovernmental
Personnel Act of 1970, Housing and Community Development Act of 1974,
and the Rehabilitation Act of 1973.

The adoption of this EEO plan by the Board of Supervisors is a
reaffirmation of adherence to and promotion by the Board of the
policy of nondiscrimination in all action affecting County
employees. The guidelines, and objectives contained in this plan are
designed to assist the County and all of its employees adhering to
that policy. '

Annual Goals and Objectives

The County Administrator, with the assistance of the Equal Employment
Opportunity Officer, shall annually perform the following activities
necessary to prepare' and update the goals and objectives of the
Affirmative Action Plan for Equal Opportunity: :

A. Analyze current staff and staffing patterns te determine the
racial and sex composition of County employees and of the
locality in order to establish benchmark ratios of race and sex.

B. Based on-the ratios developed under A. above, establish short
range {less than 1.year) employment goals and objectives which
would further equal employment opportunity for County employees
or the projected work force.

C. Based on the ratios developed under A. above, establish longer
range {1-5 years) employment goals and objectives which would
further equal employment opportunity for County employees or the
projected work force. Prior to the submission of the annual
Performance Report under the Community Development Block Grant
Program, the County Administrator shall review the existing
short range plan, and develop a revised short range and long
range affirmative action plan for the new time frames.

-1-
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III.

Iv.

" C. Department Heads and Supérvisors

Annual short and long range goals shall be kept on file with the]_65

Affirmative Action Plan and other documentation.

' Dissemination of Policies and Procedures

‘ Upon adoption of the Affirmative Action Plan for equal employment,

the County Administrator will disseminate copies of the plan to each
department head. A copy will also be provided each employee
requesting a copy. Posters will be placed on County bulletin boards

. announcing the County as an equal opportunity employer.

All  recruitment act.i{rities, ‘ whether through advertisements,
employment agencies, or others will automatically be informed of the
County's employment opportunity policy. .

Responsgibilities . .
A. County Administrator = -
‘U1timate responsibility for the implemehtatioﬁ of this policy

‘and the County's affirmative action program rests with the
County Administrator. ’

B. " Equal Employment Opportunity (EEO) Officer

The Personnel Officer will assume the position of the Equal
Employment Opportunity COfficer and perform the following duties
and functions: )

1. Be responsible for overall administration of the Equal
Employment Opportunity Plan.

2. Measure effectiveness of the affirmative action plan.
3. Collect and analyze ’data.

4. Act as liaison for the County and other government
agencies and community groups.

5. Kéép management informed of latest developments in the
entire EEO area.

6. Up«')n fe’qugst, couns“e:I employees and other County personnel.

FE—

Each member of mandgement and supervision is responsible within
“his-her area of responsibility for conducting activities in a
manner which will ensure compliance with the policy and the
Affirmative Action Programs. Furthermore, each is made to
understand that his-her work performance in the area of equal
employment affirmative action is being evaluated.

—2—
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V.

Equal Employment Opportunity Procedures

Applicants for employment are considered and placed without regard to
race, sekx, color, religion, national origin, ancestry, handicap, or
age; the County displays equal employment opportunity notices in
conspicuous places available to all employees - and applicants for
employment. Employment application forms are in compliance with
applicable federal laws. A copy of our Affirmative Action Policy may
be obtained from the Personnel Office.

‘Routinely, applications- and supporting documents are sent to the

Personnel Office from whence they are sent to individual supervisors
or managers for evaluation (screening of applications). Those
‘applicants deemed most adequately suited for the position are either
asked to submit additional supporting data and are further evaluated}
or are asked to submit themselves for an interview. Before a formal
offer is made, the EEO officer is consulted to ascertain that a good
faith effort has indeed been made. This is accomplished by the EEO
Officer obtaining evidence that the applicant pool from which the
selection (hiring) was made had been established without regard to
race,  sex, 6 color, national origin, handicap, ancestry, agé oOr
religion. 1If this camnot be vouched, the EEQ Officer may object to
the hiring. In order not to affect adversely the employment
opportunities of minorities and women, supervisors and managers are
especially urged to follow the County policy and equal employment
opportunity commitment, - and to develop a pbetter understanding of the

characteristics of the minority and women work force and the

conditions, problems and expectations of minority groups and women.

A. Recruitment

The recruitment of persons to f {11 wvacancies will be
accomplished without regard to race, Sex, color, national
origin, handicap, ancestry, age Or religion. - The County will
maintain contacts with various minority, feminine and
handicapped groups and organizations concerning manpower
resources and requirements when necessary.

1. The Personnel Officer (EEO Officer) will continue to have
primary responsibility for recruitment activities with
‘direct assistance from department heads.

2. Whenever practical all job openings will be advertised in
the news media. They will also be advertised in the
minority news media as well as with those organizations
and institutions catering predominantly to females and
minorities. Where the visual media (such as posters or
flyers) is used, all pictures shall include minorities and
females. Advertising in the news media may not be done
when more than 5 current (three months or less)

- applications dre on file for a position that becomes
vacant; also, when .selections can be made from a
preselected standing 1ist of qualified applicants.

3.
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3. The latest job listing will be posted in such a manner]_ﬁ‘?

. that all employees and potential employees have equal
~access to this information.

4. Communications will be maintained with educational
institutions and vocational schools for recruitment,
including predominantly minority and female institutions.

5. Positions above the entry level in the Fire, EMS, Police
" and Sheriff's Departments will be advertised in-house only
for one week. 1If qualified applicants are found from
within the organization, selection will be from that group
without the position being advertised in the local news
media.

Selection

‘The selec:tion of ' persorié to fill 'job vacancies will be

accomplished through approved procedures. Persons will be hired
without regard to nonmerit factors folleowing a completely
objective appra{sal of each eligible individual interested in
the position. = - ... L

Promotion l

Promotion will ’be proposed in dccordance with applicable rules,

on a nondiscriminatory basis. ,The procedure used in selecting
persons for promotion will be evaluated periodically to ensure
that they are realistic and relevant.

Any employée who feels he or she has not been accorded fair and
impartial- treatment regarding employment will be offered an

opportunity to discuss this problem. | ,

1. Continued emphasis . will be placed on the County's
_educational assistance programs.

2. Training programs shall be designed to upgrade the skills
of employees so that they can improve performance in their
present position.

3. Oﬁ—the-jéb training “will be desigmed so that employees
have an opportunity to acquire skills needed to qualify
for a better position with the County.

4, Employces “with managerial "ability will be encouraged to
acquire skiils on-the-job or through more formalized
training prior to their advancement into a management
position. R

i F I -4
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VI.

D. Training

The County shall provide training annuzlly to all employees with
responsibilities under this plan including the County
_ Administrator, the EEO Officer and all Department Heads.

E. County Facilities and Benefits

1. Equal opportunity shall be assured to all County employees
for proper use of County facilities.

2. The benefi!ts and conditions of emﬁloyment as outlined in
the Employee Handbook shall be monitored to assure that
they continue to be equally available to all employees.

F. Distribution

In addition to the other provisions of this plan, each
subcontractor will be provided a copy of this plan and will be
informed of the County's overall EEO policy.

General
Race—sex records will be kept on the following:

a. applicants e. transfers
b. hiring ’ f. training
c. . terminations 8. complaints of discrimination

d. promotions .
Records on the subjects listed above will be maintained in the
Personnel Department. They will be reviewed periodically to ensure
that actions taken by the organization are consistent with EEO and
_Affirmative Action Policy.

Records of correspondence with the various recruitment contacts
(minority, female, handicapped organizations) will also be maintained.

A file of all j'ob advertisements will continue to be kept by the
Personnel Department. . ,
At least annually all department heads and supervisors will be
provided training in EEO-Affirmative Action subjects including
interviewing techniques.

All management personnel will be responsible for monitoring emplioyee
placement, assignment of duties and work sites to ensure that
assignments are made on a nondiscriminatory basis.

Exit interviews will be scheduled with each employee who terminates

with the County. The interview will be conducted by Personnel
Department staff.

-5-
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VII.

0072R

Complaints 16 9

The County has an approved Grievance Procedure open to permanent
employees of the County.

In addition, any employee who feels that he-she has been
discriminated against may register a complaint with the EEO Officer.
A report including corrective action taken, if appropriate, will be
given the employee after an investigation has been completed.

~6-
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BACKGROUND

When consistently incorporated with other management efforts,
loss prevention techniques have a profound effect on the reduction of
personal injuries, property damage, and work interruptions. By placing
continual emphasis on the refinement of operational procedures,
employee discipline, and healthful working conditions, it is possible
to virtually eliminate the major causes of municipal losses.

It is an established fact that a well-trained, well-disciplined,
and well-supervised individual in a safe and healthful environment is
unlikely to have an accident. The objectives of this program are
focused upon this accomplishment. A low experience of losses in any
organizaticn is indicative of top quality supervision at all levels;
and it has overruled for all time the misconception that accidents are
inevitable where hazardous operations are accomplished.

PROGRAM IMPLEMENTATION

~ Because of the wide diversity of operations within James City
County GCovernment and the necessary differences in organizational
structure within various departments, it is recognized that certain
terminology, and expressed procedures in this program cannot be equally
applied by’ all. There are some details which might be impossible or
impractical for one department head to implement, as directed, while
another would have no difficulty in applying every one.

¢+ Department " heads will,  therefore, have :some latitﬁde in
formulating and implementing alternative methods wheh necessary as long
as our total loss control objectives are not compromised. .

RESPONSTBILITIES

. All County employees shall be fully responsible for implementing
the provisions of this program as it pertains to operations under their
jurisdiction. The responsibilities listed below are MINIMUM, and they
shall in no way be construed to limit individual initiative to
implement more comprehensive procedures to curb our losses.

A DEPARTMENT HEADS

All department heads have the full authority to, and total
responsibility for, maintaining safe and healthful working
conditions within their jurisd_ictfion whether it be out in the
field, in the shop, or in the office. Although personnel
exposure to hazards varies widely from department to department,
it is expected that an unrelenting effort will be directed
toward controlling injuries, collisions, liabilities and waste
'of materials in each. Therefore, all department heads shall:

1. Ensure that the policies and procedutés set forth herein
are complied with by all personnel under their direction.

~1-
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2. Provide the leadership and positive direction essential in
maintaining firm loss prevention policies as a prime
consideration in all operations.

3. Devote a portion of staff meetings, as necessary, to a
review of departmental losses (accidents) and to discuss
plans to bring about more positive loss reduction. This
will vary with the frequency and severity of losses and the
degree of hazardous operations involved in each department.

4. Demonstrate a personal concern in departmental losses by
interviewing _directly or through a respousible
representative, each worker and his or her supervisor who

« has: .

a. lLost work time from an industrial injury because of
negligence. Co. .

b. Been involved in a wvehicular collision because of
failure to drive defensively or to comply with traffic
laws.

5. Hold each supervisor fully accountable for an explanation
of the preventable injuries, collisions, and liabilities
incurred by his or her employees. An excessive number is
an indication that some management policies and practices

+ need reevaluation.

- SUPERVISORY PERSONNEL

Every supervisor has full responsibility for the safe

-actions of their employees and the safe performance of machines
: and equipment within his or her operating area, and has

authority to enforce the provisions of this manual to keep
losses at an absolute minimum. Each supervisor shall:

1. Assume full responsibility for safe and healthful working

areas for his or her employees while they are under his or

her jurisdiction.

Be fully accountable for preventable injuries, collisions,

and liabilities caused by his or her employees.

3. Ensure that all management policies herein are fully
implemented for maximum efficiency of each job.

4. Take the initiative in recommending correction of

deficiencies noted in facilities, work procedures, employee

 job knowledge, or attitudes that adversely affect County

‘loss control efforts.

Be firm in enforcement of work policies by being impartial

in taking disciplinary action against those who fail to

‘conform, and by being prompt to give recognition to those

;%ho perform well. -

N

w

- 6. Ensure that each employee is fully trained for the job he
or she is assigned to do, that he or she is familiar with

published department work rules.

-
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EMPLOYEES

Employees are required, as a condition of empioyment, to
exercise due care in the course of their work to prevent
injuries to themselves and to their fellow workers and to

- conserve materials. Each employee shall:

1. Report ali unsafe conditions to his or her supervisor.

2. Keep work areas clean and orderly at all times.

3. Report all accidents immediately to his or her supervisor.

4. Avoid engaging in any horseplay and aveid distracting
others.

5. Learn to lift and handle materials property.

Each employee working at hazardous jobs shall, in addition:

'l. Obey all safety rules and follow published work

instructions. If any doubt exists about the safety of
doing a job, the employee shall STOP and get instructions
from his or her supervisor before continuing work.

2 Operate only machine equipment that he or she has been
authorized to operate by his or her supervisor.

3 Use only the prescribed equipment for the job and handle it
properly.

4. Wear vrequired protective equipment - when working in
5

-

hazardous operation areas. Dress safely and sensibly.
Take an active part in the safety program.

SAFETY OFFICER

The Safety Officer shall conduct an aggressive 1loss
prevention program. He or she is fully responsible for the
staff direction and administration of this program, and shall
take all actions deemed essential to produce a positive
reduction in accidents and their causes, Specifically, the
Safety Officer shall: '

1. Maintain the 1loss control program to incorporate the
current practices and philosophies adopted by the safety
profession as most effective in preventing injuries,
occupational diseases, vehicular collisions, liabilities,
and damage to equipment and material.

2. Consult directly with all management personnel and
employees on loss prevention matters, and provide all the
guidance necessary to assure effective administra.tion of
this program.

3. Periodically attend department staff safety meetmgs to
promote maximum understanding of the program objectives.

4. Periodically evaluate compliance with the program within
departments. Make inspections of facilities for hazardous
conditions and housekeeping, and make frequent checks of
field and shop areas to ensure worker compliance with OSHA
and County work rules.

-3
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5. Maintain an effective driver training program for drivers
of County vehicles.

6. Maintain complete records on County accidents in accordance
_with OSHA requirements and publicize information which will
apprise management and personnel of trends which call for
strong corrective measures. L,

7. Recommend the use of approved type of safety equipment
essential for specified hazardous operations.

8. Fully utilize the assistance available from State and
Federal Labor Department, ,. State Health Department,
.insurance carriers, and  safety councils on wmatters
pertaining to safety and health.

9. Ensure the thorough investigation of accidents resulting in
lost time, hospitalization, death, and extensive property
damage. .

10. Actively participate in the community efforts of safety
professionals and citizens' groups striving to promote

. accident prevention. .

11. Monitor compliance with employee health requirements’ and
report cases of noncompliance to the Department Head
concerned. - P .

12. Receive copies of all completed accident reports from the
Department Head of the supervisor completing it.

13. Forwar_d copies of the report to:

*

a. Safety Committee L .
b. Personnel Department

¢. County Administrator's Office.

INSPECTIONS

The County is subject to various outside éafety inspections
during the course of.the year from: .

i. State OSHA
2. Virginia Department of Labor and Industry
3 State Department of Health.

Tn addition, the Safety Officer-Safety Committee shall conduct
inspections of the wvarious departments from time to time. Each
department must be given an internal inspection at least once per year.

. During these inspections, employees shall be judged on
conditions of facilities, -equipment and machines 7as well as
implementation of the overall program. Program implementation includes
the following:

. . Good housekeeping.

_ Use of prescribed protective equipmetit. )
.Compliance with published department work rules.
Qualification of drivers and condition of wvehicles.
Condition of equipment.

Proper maintenance of electrical equipment.

MEOOw >
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Proper guarding of open pits, ditches, tanks, etc.

G.

H. Proper storage of flapmable-combustible liquids.

1. Portable fire .fighting equipment, first aid kits, and
emergency lighting.

J. Condition of power and hand tools.

K. Proper guarding of powered equipment and machines.

L. Control of excessive noise levels. ,

M. Control of excessive dust levels. .

N. Administrative compliance with this manual and -other

pertinent directives.

JOB SAFETY TRAINING

Job safety training is an important part of 'ever'y

manager-supervisor*'s job. They are responsible for ensuring that their
employees know the right way, the safe way of performing their duties.

No supervisor shall assume that a newly-hired, newly—assiigned,

or reassigned employee thoroughly knows all the safe job procedures.
Employees must be trained. The four-point method of job imstruction
has been found best for all hazardous operations: Preparation,

presentation, performance, and follow-up.

1.

_Preparation

A. Put the employee at ease. . .

B. : Define the job and find out what he or she already knows
~about it.

C. Get the employee interested in learning the job.

D. Place the employee in the correct position to perform the
work. '

i . L . . .
Presentation o o :

i

A. Tell, show, and illustrate one important step at a time.

B. Stress each key point.

C. Instruct clearly, completely, and patiently, but cover no
more than he or she can master each time.

Performance

A. Have the employee do the job; coach him or her while he or

she works.

B. Have the employee explain each key point to you as he'or
she does the job again.

C. Make sure the employee understands.

D. Continue until YOU know HE or SHE knows the job.

Fol low-Up

A. Put the employee on his or her own.

B. Designate to whom the employee goes for help.
C. Check frequently; encourage questions.

D. Taper off extra coaching and close follow-up.

-5
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PERSONAL PROTECTIVE IPMENT

The designation and use of protective equipment for all jobs
which have an inherent injury potential shall be specified by the
supervisors involved. Detailed specifications for the design,
purchase, and use of all protective equipment shall be coordinated
among the Purchasing Specialist, the Safety Officer and the
Supervisors. Specialized protective equipment specified as mandatory
on hazardous jobs shall be provided by the County, and employees shall
be fully accountable for its use and condition. Ordinary safety shoes
and prescription safety glasses shall be provided by the employee when
required. .

TYPES OF _EQUIPMENT
Equipment listed shall be worn when hazards as described exist;

1. Hard hats to protect the head against falling objects, head
bumping situations or electrical conductors. .
2. Goggles, face shield, or safety glasses to guard against

airborne debris, dust, flying particles, chips, chemicals, head
or injurious rays.

3. Ear plugs or ear muffs to guard against prolonged exposure to

noise exceeding sound tolerance levels defined by law.

4. Respirators, gas masks, airline respirators, hose masks, and
self-contained breathing apparatus to protect ewmployees against
toxic or abnormal atmospheric conditions.

S. Safety shoes to protect feet against possible mashing from
articles that can be dropped, from vehicle wheels, machines and
nail punctures.

6. Reflective vests or bright articles to increase employee
visibility while working in or around traffic lanes.
7. Protective clothing, such as gloves, sleeves, aprons, and

leggins, to protect against wounds and abrasions.

MANDATORY USE OF PROTECTIVE EQUIPMENT

When the use of personal protective equipment has be;en specified
for hazardous work, its use shall be mandatory as a condition of
employment. Supervisors shall be held accountable for employees allowed

- to work without compliance. Enforcement can be made easier by

educating employees on the reasons for using or wearing the articles
and the possible injuries that can result when the need is ignored.
The review of injuries by the Safety Office shall place emphasis on
those that resulted from failure to use protective equipment.

NOTE: County employees assigned to inspéct or work at construction
sites or other areas under the jurisdiction of other employers shall
comply with the safety regulations established by those employers.

-6—
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PROPER DRESS FOR RORK

Each employee shall weAr clothing suitable to the job being
performed at all times. Suitable clothing means clothing that will
pinimize danger from moving machinery, hot or injuridus substances,
sunburn, falls, etc.

SAFETY COMMITTEE

To assist in the carrying out of the safety vprogra.m and to
promote employee interest in preventing illness and injury, the County
has established a Safety Committee.

The Committee shall consist of five County employees for the
various departments. As a minimum, the Committee composition shall
include: '

1. A representative from the Public Works Department.

2. A Clerical-Administrative employee.
3, ‘A Sheriff or Fire Department employee.
4, A first level supervisor.

"y .
. All appointments to the Safety Committee shall be made by the
County Administrator for a term of one year. .

wo sl .
The Safety Committee has the responsibility of cocordinating all

" safety functions of the County. - Other duties of this Committee are as

follows: R ‘slg o
" A. Advise the County Admmistra.tor and Safety Offlcer on
issues relating to sa,fety L
.B. To pinpoint unsafe workmg conditions and unsafe practices
and to make sound recommendations for correction.
C. To keep abreast of new safety developments.
D. To keep management advised of accident experiences.
E. To assist in maintaining interest in safety programs by

v "special safety meetings, posters and printed material.
{ F. The Safety Committee .will : investigate each reported
1 employee accident, def ine the reasons the accident took
. place, the necessary act1ons, if any, to prevent a repeat
| occurrence and a.dvise the County Administrator of their
8 findings. “I R T .

dbeocor g
flINVESTIGATION OF INDUSTRIAL INJURIES e

- INVESTIGATION of any actidedt ;is an invaluable tool in
,controlling losses. Each accident must be considered a TOTAL LOSS
unless its true cause is objectively determined and all contributing
deficiencies are corrected. , Thordugh investigation, reporting,
recording, and corrective follow-up of each accident can be time
consuming, but the time used for such a purpose contributes relatively
little to the total time wasted from the disruption that invariably
follows. Devoting necessary time and effort to prevent the recurrence

-,
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1‘18' of each 4dtident is ‘an’ i"iaﬁ'v'es\:ment that pays compounded benefits to

anployees and managoment as their nuaber decreases.

DEFINITTONS .
INDUSTRIAL INJURY — is defined as a personal injury arising out of, and
in the course of, employment with James City County. ] i

OCCUPATIONAL ILLMESS - is defined as a disease caised by :certain
hazardous conditions or materials when there is a direct causal
connection between the conditions under which the work is performed and

the occupational disease.

INVESTIGATION PROCEDURES FOR_INDUSTRIAL INJURIES

1. Bach industrial injury shall be investigated by the supervisor
of the person injured AS SOON AS POSSIBLE after it has occurred
and the following procedures shall be adhered to as closely as

possible:
A. Check the Scene

(1) Begin where the acéident occurred. The first step is
. to carefully examine where the injury occurred,

(2) Reconstruct as much as possible the chain of events
leading up to the injury, and attempt to determine the
single event that caused the injury.

(3) Draw a diagram of the location if it will be helpful
in arriving at a conclusion.

(4) Sketch in machinery, equipment and any other nearby
physical objects, together with the places where
witnesses were standing.

B, Write it Déwn

(1) Make notes on all facts that may relate to the cause
of the injury. As an example: employee had
complained of dizziness - or: employee had not used
proper equipment — etc.

(2) Write down any procedure used, misuse of equipment or
other factors not in accordance with published work

~ rules or safety policies. |

(3) Write down any unsafe ‘conditions in work area,
defective tools or faulty equipment noted.

(4) Write down such other items as: The time of your

TR investigation, the lighting conditions, - the weather

e conditions, if pertinent, . a description of

el supplementary evidence, , and conversations having a

R bearing on the case. ' ' ‘

—8-
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6. tollest fhe tvidence' ~ |

- If an injury or near miss occurs when machine parts or

structures fail, it is essential to determine what failed

. and why. This can frequently be done without laboratory

analysis and corrective action can be initiated without

great expense. If, however, a detailed study is determined

to be essential, then all components shall be collected and
submitted for study immediately.

D. Interview Witnesses

It is important to interview witnesses at the scene
jmmediately or as soon thereafter as possible. Make brief
notes and identify who gave the information.

. E. Interview the Victim
(1) Timing is important. If the injury is minor, the

interview should be made as soon as the investipgation
of the scene and a review of the medical report is

complete. .
(2)- If the injury is serious, selecting the right time is
’ a judgement factor. Too soon afterward a victim may

, be confused and inaccurate; waiting too long, may
cause him to be cautious and evasive, Let the
employee tell his or her story withoiit actual
interrogation, but a complete picture should be
encouraged. The interview must be complete, and it
may be necessary to question the employee or witnesses
several times.

'F. Weigh the Evidence

(1) It is essential to eliminate any inconsistencies in
the testimony of the injured or witnesses even if
further questioning is required.

(2) When assembled, all facts should be reviewed for

. completeness. '

. Sl , .
Doing the job right saves explaining why it was done wrong.

Md‘fOR VEHICLE COLLISION CONTROL

", The operation of vehicles is indispensable in conducting County

. bugsiness and how each vehicle is handled directly affects the

production of each respective County department. Vehicular collisions
are potentially the most costly losses we can incur when the summation
of property damage, bodily injury, fatalities, and liability suits is
considered. We .are insured, BUT, we pay the premiums. And, unless
perfect driving is the rule, the cost of insurance can mount to
proportions that will adversely affect every department in efforts to
accomplish its mission and maintain good public relations.

-9
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RESPONSIBILITIES - e

‘ Depértment Heads having'a need for théﬁ use of . County vehicles

shall:

Aéé'ume full responsibility for the driving record of their
employees while they are on duty.

. .=' Establish firm internal requirements for personnel to fully
. adhere to the policies established -herein and.frequently check
. on their compliance.

. Establish firm policies on disciplinary actions that will be

taken against employees and their supervisors who show a

repeated disregard for good driving practices, and ensure it is

applied consistently.

Insist that all ass1gned vehicles are maintained adequately for
safe operation.

Establish periodic inspection of assigned wvehicles for sa.fety

. discrepancies, malfunctions, signs of abuse, unreported damage

and cleanliness. Have repairs made as soon as possible.

' Fully support the County's driving training program to promote

defensive driving.

Review each preventable vehicle collision and unsafe driving
report with the employee and his or her supervisor to emphasize
management's intolerance of irresponsibility behind the wheel.
Establish an aggressive campaign to enforce the wearing of seat
belts on all trips. .

Super‘visors having" direct authority over employees shall:

1.

- _Ens{lre ‘that employeés do not drive any County vehicle unless .

"they have a wvalid State of Virginia driver's license and are

familiar with State and County driving rules and regulations.
Ensure that only authorized personnel be allowed to operate
County vehicles, special purpose vehicles and trucks.

"A. ' An employee shall not be ceftif ied as authorized to operate

a special purpose vehicle until he or she has
satisfactorily .demonstrated complete familiarity with its
" functions. The employee shall thoroughly understand the
manufacturer's operating instructions, vehicle limitations,
emergency procedures and be able to successfully pass an
operator s checkout test to the satisfaction of the
supervisor.

'_B. ' These procedures shall be accomplished for each type of

special purpose wvehicle and truck the operator is required
to operate. A record of each checkout shall be dated and
recorded. . !

) b )
Be alert in observmg unsafe driving ‘practices of -County

employees and ensure that ‘action is taken immediately to correct

_the driver.

=10~
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4, Review all preventable vehicle collisions with employees at 181
1Safety Meetings and discuss each unsafe act that was responsible
so that something can be gained from the loss.
S. Periodically ride with special purpose vehicle and truck drivers
. . to check for compliance with operating instructions and traffic
¢ regulations. .
6. Ensure that unsafe vehicles are not driven until safety
o discrepancies have been corrected by the garage.
g 1. tnsure that all employees are briefed and understand that the
! "iuse of seat belts while driving or riding in a County vehicle is
'mandatory. ,
AR Employees are required to follow defensive driving practices which are
: | established for the protection of themselves, their fellow employees
_-5'4 and the citizens of the community. Each employee driving a County
(i vehicle shall:

1. Inspect the vehicle which he or she is about to drive, in
) accordance with established work rules. .

’ ;! ' i A. If there is evidence of accident da.fna.ge-. the employee shall
! C S report it to his .or her supervisor or the motor pool
. dispatcher before leaving. - Otherwise, the employee could
Qd be charged for the accident he or she did not have.
O B. If the vehicle is found to be unsafe, the employee shall
i report it in the same manner and request another vehicle. _
' % C. Vehicles having steering or braking defects shall not be
<I
<L

driven. They shall be towed to the garage and repaired
before being returned to service.

2. . Report to the supervisor in writing all defecté noted during the
<:trip. . o :
Wear seat belts at all times while driving. |- C o
Call police to investigate all collisions involving County
wvehicles and report details to immediate supervisor as soom as
possible. . . ' T
. o " ," M . N

Hw

. ] 3 .2
The Safety Officer shall: _— g ¢ vy

v |
,‘,# . J o S T
(’m i+ 1. ; MWaintain and a.dminister{ an’ aggressive pr'ogram for County
I Lo ! employees that will effectively reduce vehicular collisions and
i P liability claims against the County. .
. 2. .- Establish driver performance standards and ensure that all
;. :, enployees understand them. ; -, .. Cy I
3. + Administer a Defensive Driving Course for County employees and
maintain records on their attendance and need for retraining.
4,  Recommend safety equipment requirements and specifications for
i . purchasing new vehicles. .| TR
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-1. o Driver Selectton

Selection of employees who w#ill be required to drive full

or part-time shall be done with care. The lives of people and’

the professionalism of County employees are under .public
eva.lua.tion every time a County vehicle is operated, and it is of
;"}’: attitude toward their driving responsibilities be assigned to
. driving tasks

Drwers -of County vehicles shall be ‘considered qualified when capable
of meeting the following criteria: .

'A ; Possess a valid Virginia driver' 's 11cense of the proper
: ..+ class.

© "B, ' Capable of passing a County physical- examination when a
" question of fitness to drive arises because of prolonged or
‘' gerious illness.

/1; C. '-Capable of passing written tests on driving regulations
', . whenever required. o
1 p. ! Capable 'of successfully passing a driving check fids
< + administered by his or her supervisor periodically. .
.+ B. Capable of -demonstrating familiarity with the type of
' C vehicles assigned,
2. ! Defensive Driving Courses’ : ¢

Full t1me and designated part-time employees drwmg County
vehlcles shall be required to attend the Defensive Driving
course and periodic refresher courses when admmzstered by the
Sa.fety Off icer. . -

A. _.‘Ass1gnments for cla.sses shall be made by the employee's
- . © Department Head to ensure class quotas are met a.nd to
-/ maintain satisfactory work schedules.
B. . Frequency of employee attendance -of Defenswe Drwmg
Courses shall be determined by the Department Head and-or
_the Safety Officer when a review of records indicates a
_need for retraining.

C. ! New employees required to drive County vehicles shall be

required teo complete the Defensive Driving Course
- satisfactorily before starting their driving assignment
whenever possible. (

| . , -

Lo :
OFF-THE-JOB TNJURY CONTROL

Off-the—job (OTJ) injuries present many of the same problems to
the injured employee and management as do industrial injuries. Since
twice as many injuries occur OTJ as occur at work, the need for efforts
to control them is obvious. Yet, this 1is an area where the
conventional approach in striving to control them is generally ignored

-12-
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or resented because of the infringement upon the freedom of _the
individual to do as he or she pleases during their time off. Any
attempt to control these injuries, therefore, must necessarily be by
way of appeal to the better judgement of each individual by citing
examples of errors that brought about misfortune to others.

Prevention of OTJ injuries shall be made an integral part of
this program. The impact of these injuries upon the efficient
operation of County government is evidenced by the same absenteeism,
the same disruption of work schedules, the same costs and the same
suffering. It 1is, therefore, equally important that all personnel
promote a spirit of genuine concern for the well-being of each other
while on or off the job.

SUPERVISORS' RESPONSIBILITIES

1. .Supervisors shall cbtain all possible details on OTJ injuries.
This can contribute to the effectiveness of a control program by
providing information for analysis of leisure time problems.

2. Devote portions of some safety meetings for the promotion of OTJ
safety. Subjects appropriate for seasonal activities are:
proper use and handling of firearms, boat and water safety,
workshop hazards, power mower safety, hazards of do-it-yourself

.- construction projects, Thazards of wmaking thome repairs,
‘consideration for physical limitations while playing games or
working, etc. Discuss injuries that have resulted from these
activities.

3. Encourage employees to submit ideas for the promotion of OTI '

. safety.
EMPLOYEE REPORTS .
Each employee injured OTJ is encouraged to report the type of
injury and parts injured. This will assist in efforts to create an
awareness of the need for safety at home.

Why spend all of your time on the job safety program then lose it all
to OTJ carelessness? .

L
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