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OGEMAW COUNTY
PERSONNEL MANUAL FOR NON-UNION EMPLOYEES

SCCPE, PURPOSE AND INTENT

This perscnnel manual is applicable to non-union personnel employed by Ogemaw County
(hereinafter sometimes referred to as "County" or "Employer”). It is not applicable to any
employee or group of employees which is now or shall hereaftar be included in a union bargaining
unit or covered under a collective bargaining agreement. Further, this personnel manual is no
applicable to any elected County positions.

Itis the purpose and intent of this manual to act as an information outline of benefits that Ogemaw
County intends to extend to some of its employees. This manual should not be construed as
creating a contract between the Employer and any of the applicable employees. The
interpretation and operation of the benefits noted herein are within the sole discretion of the
Ogemaw County Board of Commissioners (hereinafter sometimes referredto as ‘County Board").
Benefits outlined in this document may be added to, expanded, reduced, deleted or otherwise
modified by the Ogemaw County Board of Commissioners and any such modifications in the
manual shall be solely within the discretion of the County Board. The Employer reserves and
retains, solely and exclusively, all rights to manage and operate its affairs and neither the
constitutional nor the statutory rights, duties and obligations of the Employer shall in any way
whatsoever be abridged by the terms of this manual.

No person or representative of the Employer, other than the County Board of Commissioners, has
any authority to enter into any agreement for employment for any specified period of time, or to
make any agreement contrary to the provisions contained herein. The employees covered under
this manual are employees at will. Thair employment and compensation can be terminated with
or without cause and with or without notice. An employee cannot rely upon custom or prior
practice. The fact that these policies may have been applied differently in the past does not affect
their current or future enforcement.

The policies included in this Personnel Manual supersede, replace and control any prior personnet
manuals, policies, representations, contracts, or practices with the exception of insurance related
benefits. With regard to insurance related benefits, the actual plan documents and/or policies
control, rather than the summary descriptions contained here. Further, the County reserves and
retains, solely and exclusively, al! rights to manage and operate its affairs and such rights of the
County shall not in any way be abridged by the terms of this manual.

Questions regarding policy interpretation should be directed to the Ogemaw County Board of
Commissioners.

EQUAL EMPLOYMENT OPPORTUNITY POLICY

Our employment practices are based on job qualifications without regard to race, color, national
origin, religion, age, sex, marital status, height, weight, handicap, or any other protected status.

FINAL
01-13-00



County Clerk in writing of the need for reasonable accommodation within 182 days after the date
the employee knew or reasonably should have known that an accommodation was needed.
Failure to properly Qgemaw County will preclude any claim that Ogemaw County failed to

notify
accommodate the handicapped employee. Ogemaw County will make accommodations that do
not pose an undue hardship to the County.

A, Sexual Ha[agsment

Ogemaw County's equal employment Oppartunity policy against discrimination and harassment
prohibited by law includes a prohibition against sexual harassment,

is used as a factor in decisions affecting the individual, for example the
individual obtaining employment; QR

2, Such conduct or communication has the purpose or effact of substantially
interfering with an individual's employment or create an intimidating, hostile
or offensive empioyment environment, This includes, but is not limited to:

a. Sexually-orientsd jokes, gesturas, noises, remarks or
comments about a person’s sexuality or sexual experience
directed at or made in the presence of an employee:

b. Sexual or discriminatory displays or publications; and

c. Retaliation for sexuaj harassment complaints.

The foregoing policies require that each individual exhibit, in his or her conduct and
communications, sound judgment and respect forthe feelings and sensibilities of each empioyee,

B. Reporting lleqal Discrimination Of Harassment

It is the policy of Ogemaw County that any employee who in good faith believes he or she has
been subjected to illegal discrimination or harassment prohibited by law, or who belisves in good

faith he or she has observed discrimination or harassment prohibited Dy law, must report that fact
immediately in writing to :

1. His/her immediate supervisor; or

2. If the individual doasg notfeel comfortable with their Supervisor, the individual

should feel free to bypass his/her supervisor and file a written complaint with
the Department Head; or



iscrimination or harassment Prohibited by law
is made in good faith, Ogemaw County will protect the reporting individual from retaliation or any
other detrimental impact on his or her employment,

ENDOOR P

Complaint Procedurg

. This complaint procedure shall be applicable to regular County employses coverag
under this Manual, Excluding, however, employses employed by elected County officials
(sheriff, treasurer, clerk, register of deeds, drain commissioner, prosecutor) for
disciplinary or discharge matters, Complaints of employees working for elected officials
for disciplinary or discharge matterg who are not Covered by a colfective bargaining

2. Should any regular employee of the County to which thig procedurs is applicable,
have a complaint about the interpretation o application of Personnel policies, the
following steps will be taken:

STEPR 1, All compiaints shall be submitted within five (5) working days of jts Occurrance or
when the employee should reasonably have abtained knowledgs of itg occurrenca.
if not so Submittad, the complaint shall bg considered automatically closeq,

department head ags outlined above, The complaint shall be signed by the
employes. The department head shall, within ten (10) working days after receipt of
the written complaint, give his/har decision in writing,




Commissioners.

The Board of Commissioners will hear the controversy at one of their normailly
scheduled meetings as determined by the chair. The chair may, at his/her
discretion, set up a special meeting to hear tha controversy, In addition, the chair

to present his/her complaint. The employes may present witnesses and evidence
and be represented by an attorney or other person of his/her choosing, The
decision of the Board of Commissioners shall be binding and finai on all parties,

For employees who have been discharged and who have been employed for one
(1) year or more, the Board of Commissioners, within its sole discretion, may
Provide up to four (4) weeks Severance pay and continue health insurance premium
payments for that time, provided the employee is not receiving unemployment
benefits during that period.

The decision of the Board of Commissioners shall be binding and final on al parties.

3. Any complaint not appealed from Step 1 to Step 2 within the prescribed time limit
shall be considerad dropped and not subject to further appeal.

GENERAL INFORMATION

employees of their individual work schedules. Staffing and operationa needs may necessitats

variations in starting and ending times, as well asg variations in the total hours that may be
scheduled each day and week,

B. Meal Breaks

C.  RestBreaks

Full-time, non exempt FLSA employees are Rost breaks are generally allowed rest breaks twice
aday. To the extent possible, rest periods wiil be scheduled with one in the first four (4) hours
of the work day and one in the last four (4) hours of the work day. Each rest break period is not
to exceed fifteen (15) minutes and will be scheduled by your department head, Rest braaks do
not accumulate if not taken, Employees are required to punch out on their time cards.



compensation. Qther employees who work in excess of forty (40) hours in a given week shall bg
paid at the rate of one angd one-half (1 1/2) times their normal hourly rate of pay for the overtime

scheduled to work a thirty five (35) hour work week with exceptions authorized by the Board of
Commissioners, Reguiar Full Time employees are, Subject to the terms ang conditions of the

For the first six (6) months of a regular employee's employment they shali not receive, accumulate
or be entitled to use sick Or vacation days, If regular employees are stiil employed after six (6)
months they shall recsive these bensfits back to their date of hire,

2. P im ea

Temporary employees may be fuli time or part time, and are employed in a position for a specific
limited duration, These employees are generally hired for tha Purpose of relieving regular staff
members who are absent due to iliness, vacation or leave of absence, or for augmenting the
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F. Timgkeeging

Accurately recording time worked is the résponsibility of every non-exempt empioyea, In addition,
exempt employees are expected to keep a log of all hours worked, it is the employses
responsibility to sign their time cards and certify their accuracy,

G. Pay Periods

County employees are normailly paid every other Thursday, Each pay period covers the two (2)
weeks ending on the Friday before you are paid. Inthe unlikely event that thers is an error in the
amount of pay, the employee must promptly bring the discrepancy to the attention of the Payroll
Department so that corrections can be made as quickly as possible.

H. Mileage Reimbursement and Travel Expenses

Employees who are required by the County to use their personal vehicles during the
course of employment for carrying out their job responsibilities for the County, shall be
reimbursed at a mileage rate determined by the County each year. All business travel
must be approved in advance by the Department head,

Employees whose travel plans have been approved may be required to make all travel
arrangements through the County's designated travel Agency.

BENEFITS
A. Medical, Dantal Insurance

Ogemaw County presently offers medical and dentalinsurance for eligibla regular full-time
employees. You should contact the the County Clerk’s Office regarding coverage,
eligibility requirements and required employee contributions. The tarms of the benefit will
be controiled by the insurance carrier's plan description,

FINAL
6 01-13-00



rence. Anemployeg’s benefits are governed by the plan description

and plan documents. In the event any conflict between this Summary and the plan

documents, the plan

documents control,

B. Life Insgrancg

Ogemaw County presently offers Jifg insurance for sligible regular full-time employees.

You should conta

the County Clerk's Office regarding coverage, eligibility requirements

ct
and required employee contributions, The terms of the benefit will be controlled by the

Msurance carrier's p

lan description,

C. Workers' Disabiiity Compensation

Ogemaw County current| rovides workers’ disability com ensation insurance atnocost
g Yp

=0 You. In the event of & work-related injury or condition, workers’ disability compensation

Ogemaw County also currently provides a pension and profit sharing pian for elighle

regular full time emp

loyses covered by this Personnel Manual. The plans are described

in detail in the Plan statement which is available from the County Clerk. The terms of the
plan statement contr
benefits,

ol the benefits provided thereunder and the employee's aligibility for
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ALLOWABLE PAID DAYS
Hoiidayg

Ogemaw County observes the following holidays:

January 1, New Years Day Veterans’ Day

Martin Luther King Day Thanksgiving Day

Good Friday Day aitar Thanksgiving Day

Memoria| Day Scheduled workday beforg Christmas Day
4" of July Christmas Day

Labor Day Scheduled workday before New Years’ Day

All offices wili close except thogg required by law tg remain open, Reguiar Fyji Time
employees who haye Completed thirty one (31) days of service inan eligible employment

Holiday pay wiil bg Calculated baggq on the employeeg’s straight time Pay rate (as of the
: of the holiday) multiplied by the number of hours the employee would ha\{e been

B. Vaggtigng

Eligible full time regular smployees shall earn paid vacation days at the beginning of each
date of hirg year in accordance with the following schedule;

Full-time empioyees hirad prior tg 1-1-95:

8 months to 1 year employment 3 working days
1 year through 4 years employment 10 working days
5 years or more employment 15 warking days plus 1 day for

each year in axcegg of 5 yearg
seniority up to a maximum of 23

days
Fuli-time employees hired on 1-1-95 ang thereafter:
After 1 year employment 5 working days
After 3 years employment 10 working days
3 After 5 years employment 15 working days
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Eligible Full Time employeses who have not completed six (6) months of qualified service
are not eligible for vacation days. However, employses will be credited with vacation time
once the period has been completed. :

Employees may not accumulate more than two-times the annual vacation days permitted
the employes on the above-stated scheduls, Any vacation days accumulated in excess
of this maximum shall be lost unless approved by the employea’s Department Head.

Vacation days must be scheduled in advance with the department head, Department
heads retain the right to approve and disapprove, in whole or in par, vacation requests,
and may reschedula vacations dependent upon the department’s operational needs,

Vacation time can be used in minimum increments of one-half day. Vacation pay is paid

at the employee’s base rate at the time of vacation, and does not include overtime or any
other forms of compensation.

C. §ig&Persouat Leave
1. Pajid Sick Leave,

Each full-time employee will earn ona (1) workday of paid sick leave for each calendar

It is understood by the parties that the County may réquest, at their option, a doctor's
report from any employee who is on sick leave,

previously heid,

Sick leave may be used for doctor's appointments, physical ch eckups and dental work.
A minimum of one-haif (*2) hour may be scheduled and all time off wili be charged in ona-
half (¥2) hour increments even though the employee may use less time.



Employees must notify their Department Head or his’her designee at the earliest
opportunity when they will be off work because of illngss.

submit a report from a doctor of his/her own choosing. If the dispute still exXists, at the
request of the Employer or employes, the designated physician of the Employer and the
employee's doctor shail agree upon a third doctor to submit a report to the Employer and
the employes, and tha decision of such third party shall be binding on all the parties. the
expense of the third party shall be shared equally by the Empioyer and the employee if
not covered by the employee’s insurance. On the basis of said examination, the
Employer shall take appropriate action.

An employee who finds it necessary to use sick time for an accident or illness must notify
his/her supervisor no later than two (2) hours after the start of the work day, if possible.
The supervisor must ba contacted on each additional day of absence.

Sick days will not be granted for absences dus to weather conditions, transportation
problems or other reasons except those specified herain,

Employees returning to work from an illness or Isave of absence may be required by
his/her department head to submit a statement from his/her physician qualifying his/her
ability to work or to verify the iliness.

Personnel taking sick leave on their last scheduled day of work before a holiday or
vacation, and/or their first scheduled day after heliday or vacation may be required to
submit a statement from their physician verifying the iliness. It shall be tha employee's

responsibility to check with his/her department head when calling in to determine if the
statement is necessary,

After an exempt Fair Labor Standards Act (FLSA) employse has exhausted their
accumulated sick time, absences due toillness of less than one (1) day shall be deducted
from any exempt empioyee's pay as a ful| day.

2.  Eamily lline

A maximum of ten (10} days of paid sick leave per calendar year shafl be granted for
iliness of immediate family members (parents, spousae, children). Such leave shall be
chargeable against accumulated sick leave. |t shajl count toward FMLA if otherwise
applicable under the FMLA.
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D. Funerai Leave

When a death oCeurs in the employee’s immediate tamily, the employee shall bg entitled
to three (3) working days off with Pay, starting with the datg of the death and/or ending
no later than two (2) days after the funeral. Additiona time may be authorized by the
Department Head. Immediate family is parent, wife or husband and children, three (3)
days off with pay shall be allowed for family members as follows: Sister, brother, mother-
in-law, father-in-jaw, brother-in-law, sister-in-law, daughter-in-law, son-in-law,
grandparents and grandchildren. An employee will ba allowed one (1) working day to
attend the funera of a close relative provided such funeraj day is a normaj day of work.

E. ury Du

one calendar year. if thig initial leave period ig insufficient, consideration wilf be given to
a written request for a single extension on no mora than thirty (30) calendar days. Al

Personailleaves of absence shall bg without pay and benefits, Employess may continue
insurance coverage's at thair own éxpense during a Personal leave of absence. An
employee will not accumuiate sick leave or vacation time, nor wiil be paid for holidays
which may fall during the leave pericd,

When a leave of absence is granted for more than five (5) calendar days for any reason,
the County does not guarantee that the employee will be reinstated in thejr former
position or to the same grade and step leve| when he/she i3 ready to return to work. That
decision will be at the discretion of the department head.

If the employee fails to report to work at the expiration of thg approved leave Period, they
will be deemed 1o have voluntarily quit their position,
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B. Military Leave

The County abides by the mandatory provisions of Federal and State laws regarding re-
employment rights of veterans and in granting leaves of absence,

C. Family and Medical Leaves

1. Aneligible employee who has cam pleted twelve (12) months of employment
and worked at least 1250 hours in the past twelve (12) months may request an unpaid
leave of absence for a period not to exceed twelve (1 2) weeks in any tweive (12) month
period measured forward from thae date the employee’s first FMLA leave begins. The

a, A serious health condition that makes the employee unable to perform the
functions of his/her position;

b. In order to care for the employee's spouse, child Or parent if the parson
being cared for has a serious healith condition:

C. Because of tha birth of a child of the employes, and in order to care for the
child within twelve (12) months of the child's birth;

d. Because of the placement of a child with the employse for adoption or
foster care, and in order to care for the child within tweive (1 2) months of
the child's placement:

Unless leave is taken for the employee’s own serious health condition or that of his or her
child or spouse, the total leave taken by spouses when both are employed by the
Employer is limited to twelve (12) weeks.

2. Intermittent Leave, Unless the Employer agrees, leave for the birth or
placement of the employee’s child, orto care for the child within tweive (12) months of the

If medically necessary, leave for the employee’s serious heaith condition or to care fora
seriously-ill spouse, child or parent, may be taken intermittently or on a reduced leave
schedule,

3. Substitution of Paid Leave. An employee is required to use alf accrued paid
sick leave, personal leave days and annual leave for leave taken for the employee’s
serious heaith condition or to care for a seriously-ill Spouse, child or parent. An employee
is required to use all accryed paid annual leave and personal leave days for leave taken
for the birth or placement of the employse's child, or to cara for the child within twelve
(12) months of the child's birth or placement. An employee may not use accrued paid
sick leava for leave taken for the birth or placement of a child or to care for the child
unless the employee or the child has a serious health condition.
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When Ieave is taken for the birth of a child or to care for the child within twelve (12)
manths, and tha leave is foreseeable based on the event, the employee must provide not
less than thirty (30) days notice before the leave is to begin. If the date of the birth or
leave to begin is not foreseeable, such natice must be as soon as is practicable.

When leave is taken for the employee’s serious heaith condition, or to cara for a
seriously-ill spouse, child or parent, and the leave s foreseeable based an planned
medical treatment, the employee must make a reasonable effort to schedule the
treatment so as not to unduly disrupt the Employer's operations, and must provide not
less than thirty (30) days notice before the date the leave is to begin. If the date of
treatment requires leave to begin in less than thirty (30) days, however, the employea

4, Medicai Certification, When leavs is taken for the employee's serious
health condition, or to care for a sariousiy-i Spouss, child or parent, the Employer may

5. For leave taken intermittently Or on a reduced leave schedule, fyrther
certification requirements are as follows:

a. When there is planned medica] treatment, the certification must

necessary for such leave and its expected duration,

c. When leavs jg taken to care for a seriously-ifl farnity member, tha
certification must include a statement that such leave is necessary
for the care of the family member who has a serious heajth condition
or will assist in his/hgr recovery, and the &xpected duration angd
scheduls of the leave,

8. mﬂﬂﬂlmmmmmm The Employer may require,
at its own expense if not covered by insurance, a Second medical opinion from a health

care provider designated by the Employer, but not employed on a regular hasis by the
Employer. In the event of a dispute concerning the secand Certification, the Employer
may require, at its own expense if not coverad by insuranca, a thirg opinion from a health

pinion is binding on both parties. The Employer may require
-Certification on g feasonable basis,
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8. Beturn Rights. Upon return from a leave taken for a reason listed under
Subsection 1 (a)-l (d) abave, the employee will be returned to histher former position or

to his/her former position or to an equivalent position, The decision will be at the
discretion of the Employer.

1. Unexcysed absence from work.

2. Tardiness, not at work station and ready to work promptly at starting time,

3. Possession of or consuming any alcohalic beveragg on County property at
any time
4. Reporting to work under the influence of alcohal, orin an unsafe condition,
FINAL
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5. Possession or use of drugs, other than as prescribed by a doctor, on

County Property, reporting to work under the influence of drugs, or failing
to consent to or failing a drug test,

8. Theft or misappropriation of property or funds.

7. Insubordination, including abusive language to a Co-employee or
supervisor.

8. Refusal or fajiure o doajob assignment, or refusai to obey orders of your
Supervisor,

9. Abuse. mi ordelj te destruction of Coun ro » equipment, or

the property of others on County premises,

10.  Falsifying records, including personnel records, time cards, orother racords,

11, uglgwfu[ Haragsmgnt.

12, Personai use of telepho gs for to Isorc cal + Public pay phones

are available for personaj outgoing calls during breaks, meal periods or
such other time as permitted by the individual supervisor,

13.  Use of Ogemaw County Q@ﬁwtmmmmm

14, Smoking prohibited in the workplace,

inclusion of these rules, and the disciplinary Procedures set forth above, is not meant to
either create an employment contract or alter the employees’ statys, Employees are at
will employees and may be terminated at any time, with or without causae,

8. §gb§tancg Abuse Policy

It is the intent of Ogemaw County to provide a drug-free, safe and secure work
environment for oyr employees. To ensurs a safe and efficignt work place, Ogemaw
County will strictly enforce the following Rules:

1. No employea shall Possess, distribute, use or be impaired by alcohol or

" illegal prohibited drugs on Ogemaw County Property, while on Ogemaw County business,
or during working hours, including rest ang meal periods,

2. No employee shali be impaired by legal prohibited drugs while on Ogemaw
County property, on Ogemaw County business, or during working hours, including rest

15 01-13-00



and meat periods.

prohibited drugs” are any prescription or non-prescription drugs that may impair working

drugs or aleohol while on Ogemaw County’s premises, the amployee may be required to
produce the suspscted items or submit to a reasonable inspection for verification. Such
inspection may include Passessions, clothing, lockers and vehicles, if parked on Ogemaw
County's Property, if there is reason to belisve that the prohibited substance may be
present there. Refusal to comply with an inspection request may result in immediate
dismissal,

Cgemaw County sincerely desires to help employses who have alcohol or drug-related
problems. It is the employee’s rasponsiblility to seek assistance, Requests for such 3
leave of assistance will be considered confidential, However, seeking assistance after
disciplinary action has begun or is imminent will not preclude disciplinary action,

be covered by the health Insurance provided by the County, as outlined in your summa
plan description (SPD), The County will require the employee to demonstrate satisfactory
completion of the Program before he or she returns to work,

C. Dress and Hygieng

Becauss Ogemaw County is in the constituent service business, all employees arg
expected to look neat and professional whila at their work area during normal work
periods. Your Supervisor will inform you of what attirg i appropriate. Somse jobs may
have additional restrictions for safety reasons, Exceptions will not be granted without
written permission from your supervisor. Fora first transgression, employees who appear
for work inappropriaﬂy attired or without Proper hygene wiil ba sent fome and directed as
to the appropriate hygene or attire. Under such circumstances, employees will not be

Compensated for tima away from work, For Subsequent transgretions, disciplinary action
may resuit,
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otherwise protected reason,

D. Outsida Activities and Employment

defined in this Paolicy Manual. Sych outside activities shoyld not exploit the employee’s
association with Ogemaw County for commercial or personaj PUrposes and shoulg notbe

E. Reporting lileqal and Unethical Activity

Any employee who, during the course of employment, believes that ha or she has been
requested or required to sngage in an illeqal or unethical act, or to engage in otherwisg
improper activity which woulg constitute a violation of thig Code of Conduct, must report
that fact immediately, in writing, to their Department Head who wiil promptly undertake to

Whether on working time or not, no employee may distributg literaturg of any kind in any
working areas of the Employer., Working time means actuaj working time ang excludes
designated breaks or meal periods. Work areas include all areag not open to the public,
but exciudes the employee lunch room, If employees have Questions about the meaning
of A"working time” or “‘work areas,"” they should ask thair supervisor for clarification, Non-
employees are prohibiteq from trespassing, soliciting or distributing literatyre on Ogemaw
County's property at all times. :
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In addition, no posting may be placed on the bulliten boad without express approval of the
Clerk's Office. The Clark will only approve postings which related diractly to County
business.

G. Changs of Name, Address. or Telephons Number

If you change your name, marry, have children, change your phone number, or change
your address, it is important that you inform your supervisor and the personnel offica as
S00n as possible so that your records and insurances may be adjusted. It is your
responsibility to keep the Personnal Office up to date regarding these matters,

H. Employment of Relatives

It is the policy of the County to permit the empioyment of qualified individuals who are
relatedtoan existing employee provided a supervisory-subordinate relationship would not
exist as a result of that employment. Relatives arg defined as spousae, brothers, sisters,
parents, in-laws, and natural or adopted children,

If a supervisory-subordinate relationship occurs as a resuit of an election or the marriage
between two employees working in the same area, then the County will request the
individuals decide who to transfer, but the County is not required to do so. If a transfer
does not oceur, the least senior employee will be transferredif a vacant position for which
he/she is qualified is availabla, if such a vacant position is not available, the least senior
employee will be terminated.

l. n r lnspecti

Ogemaw County prohibits the possession, use, transfer or sale of illegal drugs, alchohol,
weapons, firearms, explosives, or other illegal or inappropriate materiais. Lockers, desks,
vehicles, and other property are the property of Ogemaw County and must be rnaintained
according to Ogemaw County rules and policies. Ogemaw County property provided to

in the employee’s absence, Prior authorization must be obtained before any Ogemaw
County property may be removed from Ogemaw County premises,

J. loye f Healt

Ogemaw County is committed to protecting the safety and health of every employee, But,
the responsibility for maintaining a safe and healthy working environment is not just that
of Ogemaw County. To be totally effective, every employee also has a responsibility to
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comply with all safety rules and Programs established by Ogemaw County. Every
employes is responsible to assist Ogemaw County in establishing and maintaining a safe

K. County Vehiclas

County vehicles ars utilized by, or provided to certain employees for business purposes.
Insuranca coverage is provided by the County; however, as an operator of any County
vehicle, you may be responsible for the deductible amount of any insurance claim should
an accident oceur.

is operated, maintained and secured in a manner which protects it's valug and reflacts
favorably on the image of the County .

Eligibility for use of a County vehicle is in the sole discretion of the County, and the
County reserves the unilateral right to, at any time, ravoks the privilege of utilization of
a County vehigls,

L. County Property

Ogemaw County supplies identification badges which are required to be worn,
documents, uniforms, keys, equipment, hardware, software and tools to employees for
use onthe job. “All property remain the property of Ogemaw County and is not to be used

s

for personal projects. The employee ig responsible for the loss or damage of empioyer-

M. Personal Possession

The Employer assumes no responsibility for personal items (radios, pictures, etc.). The
Employer will not reimburse an employee for a iost, missing or damaged personal item,

N. Absenc

required time. If you will be absent from work for soms part of or the whole day, you are
required to report your absence a8 soon as possible to your immediate supervisor, at

least within one hour after the start of your shit, Failure to notify the Supervisor may
resuit in discipline.
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Q. Voluntary Quit

Anemployee who is absent from work for two (2) consecutive work da
the County is considered to have voluntarily quit unless notice was

P, Electronic Messaging System

The County provides various electronic tools for sending and receiving messages. These
tools include, but are not limited to, electronic mail. Thesetools are to be used for County
business only. You should be aware that, because of their slectronic nature

ys without natifying
not possible.

, these tools
are not private. They must not be used for exchanging any confidential information.
SEE ATTACHED
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