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INTRODUCTION

An interesting and challenging experience awaits 9 an employee of Canadian County. In order to
answer questions you may have concerning the Coamndy its policies, this handbook has been
written. Please read it thoroughly and retainitftdure reference.

This handbook is designed to familiarize you witte tpolicies and practices that apply to your
employment and is not intended to be and does aostidute a contract of employment. This
Employee Personnel Policy Handbook has been addptéthnadian County pursuant to Okla. Stat.
Ann. tit. 19, § 339 (A)(9).

The following personnel policies are designed forim Canadian County Employees of the County's
operating policies and practices as they appljltG@@unty employees. County employees are defined
as those deputies and employees employed by oingeat the pleasure of the Elected Officials,
Department Heads, Directors or Judges. Each Camployee is responsible to the Elected Official,
Department Head or Director who hires and/or apggdimat employee.

Each office or department may implement additigp@icies for the operation of that specific office
or department provided that these additional pedido not contradict the general personnel policies
of Canadian County.

From time to time as conditions change, it will fecessary to change or add rules and procedures
governing employees. Where practical or requiredalay such changes will be posted in advance of
their effective date, after which time they willdmene a part of this handbook. Should you have any
guestions regarding policies, please ask your sigmr elected officer or the County Clerk for
assistance.



EMPLOYMENT POLICIES

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The County provides equal employment opportunitydlb employees and applicants regardless of
race, color, religion, sex, age, national origiitizenship status, disability, genetic information
veteran status. This commitment to equal employnmaportunity extends to all aspects of
employment, including hiring, promotion, trainingprking conditions, compensation and discipline.
The County complies with all applicable federal atate equal employment opportunity laws.

RECRUITMENT/JOB POSTING

All job openings shall be posted publicly and/dtefi from applications filed with the Elected

Official. Postings generally include the title, thalary range, the minimum hiring specificationsl an

the closing date for filing applications. Applizais will only be accepted when there is a job
opening, and applications submitted will be mamedi on file for one year.

HIRING PROCEDURES

Each elected official shall be responsible fordgrand/or appointing the employees in his/her effic
The number of persons hired or appointed shall ds=d on the budget appropriation for the fiscal
year in which the hiring/appointment is made.

Employees serve at the pleasure of the electediaffi

All new employees, upon instruction from the eldabéficial, will report to the County Clerk's Offic
for enroliment as a county employee.

Applicants and employees will be required to denras their eligibility to work in the United State
as provided by federal and state laws.

HEALTH AND SAFETY ORIENTATION

Upon employment with Canadian County, each new eyeg will be given an initial health and
safety orientation. The orientation shall be gitemll new employees by either the director oesaf

or his designee for the county. Each new emplayi#eeview a written copy of Canadian County’s
General Policies and Procedures relating to thdtiHead Safety Programs. Upon reviewing these
policies and procedures the employee will have apodunity to ask questions and receive
clarification on any item that is not completelydenstood. The new employee will be instructed on
their job and any related task to be performed witidinclude any specific safety or health related
hazards that might be associated with the perfocenan their job. New employees will also review
policies and procedures for reporting and propeudeentation of all injuries regardless of severity.



Once each quarter, the employee will attend aséfeining session arranged and / or instructed by
the director of safety pertaining to the specifafesy hazards that may be associated with their
particular job. These policies and procedureseatablished to help the employee better understand
both the employer and employee’s responsibilitiesreating a safe work place, and to help limit the

possible occurrences of job related injuries.

Through combined efforts, Canadian County and tkial@@ma State Department of Labor focus on
reducing occurrences of on the job injuries. Arleeeport of injuries to employees within the work

place is finalized and submitted to the Departm@intabor to be analyzed. For the purpose of
reporting these statistics, Canadian County Ger@oalernment is divided into seven departmental
areas. Within each department are listed theexfand staff for the County Government.

» Executive Officers

o Commissioner District 1
Commissioner District 2
Commissioner District 3
County Sheriff
County Court Clerk
County Clerk
County Treasurer

o County Assessor
* General Government Support

0 County Clerk’s Staff
County Assessor’s Staff
County Commissioners Support Staff
Maintenance Staff
Computer Support Staff
County Election Board Staff

o County Free Fair Staff
* Highway Department

o County Road District 1

o0 County Road District 2

o County Road District 3
* Judicial Courts

o0 County Court Clerk’s Staff

OO0 O0OO0OO0Oo

O 0O O0OO0O0

* Municipal
o0 Children’s Justice Center Staff
* Police

o County Sheriff's Department
o County Jail Staff

» Public Finance
o County Treasurer’'s Staff

As an employee of Canadian County, it is your righthave the safest working environment as
possible. Through continued efforts, Canadian @otemains committed to provide each employee
a safe work place. An assessment of each pogiasnbeen conducted and associated hazards have
been identified within the safety plan. As an emypke of Canadian County, you share in the
responsibilities in making safety happen. Wheneobreg possible safety hazards or violations, you
should correct or report them immediately. Canadaunty promotes a solid safety program which
requires each employee to attend a minimum of $adety training sessions each fiscal year (July 1



through June 30). A safety inspection of all Cgymoperty and facilities will be conducted at leas
once a quarter. These policies and proceduresséablished to help the employee better understand
both the employer and employee’s responsibilitresreating a safe work place and to help limit the
possible occurrences of job related injuries.

Upon completion of reviewing the General Health &adety Rules, employees will sign and date an
acknowledgement of agreement and understanding.

POLICY AGAINST HARASSMENT AND DISCRIMINATION AND CO MPLAINT
PROCEDURE

Discrimination, harassment, and/or retaliation my érm constitute misconduct that undermines the
integrity of the employment relationship with theu®ty. The County prohibits discrimination and/or
harassment that is sexual, racial, or religiousature or is related to anyone’s gender, nationgim
age, disability, or any other basis protected luefal, state, or local law. Furthermore, the Cpunt
will make reasonable accommodations for qualifirediviiduals with known disabilities, unless doing
so would result in an undue hardship, health, fatgaoncern.

Unwelcome sexual advances, requests for sexualdawoother verbal, visual, or physical conduct of
an harassing and/or discriminatory nature will ¢ibme harassment and/or discrimination.
Employees must be allowed to work in an environnfezd from unsolicited and unwelcome sexual
overtures. Sex discrimination and sexual harass@enagainst the law. The following are some
examples of conduct which may be legally actionakbual harassment:

* Use of any offensive or demeaning terms whichehsaxual connotation.

* Objectionable physical proximity or physical cacit

* Unwelcome suggestions regarding, or invitatiomssiocial engagements or work-related social
events.

* Any indication, express or implied, that an enyele's job security, job assignment, conditions of
employment, or opportunities for advancement depmnohay depend on the granting of sexual
favors to any other employee, supervisor, or manage

* Any action relating to an employee's job statdscv is in fact affected by consideration of the
granting or refusal of social or sexual favors.

» The deliberate or careless creation of an atmerepbf sexual harassment or intimidation.

* The deliberate or careless expression of jokesroarks of a sexual nature to or in the presehce o
employees who may find such jokes or remarks oifens

* The deliberate or careless dissemination of na$efsuch as cartoons, articles, pictures, etc.),
which have a sexual content and which are not sacggor our work, to employees who may
find such materials offensive.

The County expects that everyone will act respdynsib establish a professional work environment.
However, if an employee feels he/she has been cedjeto any form of harassment and/or
discrimination, the employee should report thatduart to his/her immediate supervisor, another
member of supervision, or a member of the Boar@@mhmissioners within three calendar days of the
offense. Employees are not required to approaelpéison who is harassing and/or discriminating
against them, and they may bypass any offendingbeewf supervision. The person the harassment
or discrimination is reported to will take the ngsary steps to initiate an investigation of the
discrimination and/or harassment claim. Employeles believe they have been discriminated against



on the basis of a disability or who believe thewéaot been properly afforded a reasonable
accommodation for a disability should utilize tek@me complaint and reporting process.

The County will conduct its investigation in as fidantial a manner as possible. However, the
County will not allow the goal of confidentiality tbe a deterrent to an effective investigation. A
timely resolution of each complaint will be reacrsdl communicated to the employee. Appropriate
corrective action, up to and including terminatiavi]l be taken promptly against any employee

engaging in discrimination and/or harassment. Tdreective action issued will be proportional to the

severity of the conduct. The alleged harasser’pl@yment history and any similar complaints of

prior unlawful discrimination and/or harassment wé taken into consideration.

The County prohibits retaliation of any kind agaiesiployees, who, in good faith, report harassment
and/or discrimination or assist in investigatinglseomplaints. If an employee feels he/she has bee
subjected to any form of retaliation, the emplogbeuld report that conduct to his/her immediate
supervisor, another member of supervision, or HuRasources within three calendar days of the
offense. Employees are not required to approaetpénson who is retaliating against them, and they
may bypass any offending member of management.

MEDICAL EXAMS

As a condition of employment, it may be necessarydb applicants to pass a medical evaluation by
a County selected physician after a conditionaroff employment has been made. An applicant who
has received a conditional offer of employment aha fails to appear for a medical examination will
be disqualified from further employment considemati Medical exam expenses shall be provided by
the County.

Okla. Stat. Ann. tit. 40, § 191

NEPOTISM

An elected official shall not hire, appoint or appe the employment or appointment of any person
who is related by blood or marriage within the dhilegree.

"Any person who is related by blood or marriagehwitthe third degree” includes, but is not limited
to, spouse, child, step-child, child-in-law, stdphd-in-law, grandchild, step-grandchild, parereps
parent, parent-in-law, sibling, step-sibling, gilghin-law, grandparent, grandparent-in-law, aunt,
uncle, niece, and nephew.

Okla. Stat. Ann. tit. 21, 88 481-487



PERSONNEL RECORDS

Personnel records of all County employees shakdp by the County Clerk and are the property of
the County. Whenever there is a change in addpéss)e number, dependents or beneficiaries, it is
the responsibility of the employee to report susnge to the County Clerk.

Personnel records will be maintained and requestspérsonnel records or information will be
handled in accordance with Federal and OklahomalaivOklahoma’s Open Records Act.

No employment inquiries or verifications are torbkeased except by the County Clerk or by persons
who have received authorization from the CountylCle

Okla. Stat. Ann. tit. 51, § 24A.7

COMPENSATION POLICIES

TIME RECORDING (NON-EXEMPT EMPLOYEEYS)

The County is required by law to keep accuraterdscof the actual hours worked by the non-exempt
employees, including hours worked each day and hatars worked each work week. Non-exempt

employees must use time clocks, timecards, or adimailar means of accurately recording their

regular hours worked, meal periods, overtime, atrsgnholiday and vacations. Time records should
be carefully checked for accuracy as paycheckshailtalculated according to the information shown
on them unless the information is determined terbeneous.

Non-exempt employees are required to accuratelyrdetheir time and the following rules must be
observed:

1. You should arrive at the workplace allowing suffiti time to clock or check in (if
appropriate) and start work on time.

2. Employees should clock or check in or otherwiseueately record their time immediately
prior to starting work, immediately before and afteeir meal periods and when leaving at
the end of the work shift or when leaving the presifor approved personal reasons.

3. If appropriate, timecards must be returned to theedard rack immediately after being
checked. Employees are responsible for ensurirtghla timecards are not lost, mutilated
or falsified.

4. Employees are not permitted to clock or check indnother employee or to otherwise
record another employee's time.

5. To be valid, corrections or alterations on a tirmeord must be initialed as soon as possible
by the employee’s supervisor. Employees who €atlock or check in or out or otherwise
accurately record their time may be subject toigise up to and including immediate
discharge.

6. Employees are prohibited from working overtime tisahot approved and authorized by a
supervisor.



PAYMENT OF WAGES

All County officials and employees shall be paidcevmonthly. The first pay period begins at 12:01
a.m. on the % day of the month and ends at 12:00 midnight oriifeday of the month. The second
pay period begins at 12:01 a.m. on th& #iay of the month and ends at 12:00 midnight onlake
day of the month. Employees of the Children’s &estCenter who work shift work in a 24 hour
residential program shall have their first pay pérbegin at 7:01am on thé' tlay of the month and
end at 7:00am on the ®@lay of the month. The second pay period shalirbag7:01am on the 16
day of the month and end at 7:00am on the firstafahre next month. The regular paydays shall be
on the 8 and 28' of each month. Checks will normally be distributed 4:00 p.m. on the regular
payday. When a payday falls on a holiday or otlwr-scheduled workday, employees will normally
be paid on the last preceding work day.

PAYROLL DEDUCTIONS

Only deductions required and/or permitted by law/anauthorized by the employee will be withheld
from an employee’s paycheck. Those required bydesas follows:

FEDERAL INCOME TAX
STATE INCOME TAX
SOCIAL SECURITY TAX
MEDICARE TAX
LEVIES
GARNISHMENTS

Examples of deductions which may be authorizechbyeimployee include:

. GROUP HEALTH INSURANCE
. OPTIONAL INSURANCE PLANS
. DEFERRED COMPENSATION

Any questions about a paycheck should be addrdssetb the employee's supervisor or department
head, then to the elected official under whom timpleyee works. The elected official will make
further checks, if necessary, with the County Clerk

Whenever an employee's employment terminates,niptoger shall pay the employee's wages in full,
less offsets, at the next regular designated pagdtgblished for the pay period in which the work
was performed either through the regular pay chanoeby certified mail postmarked within the
deadlines herein specified if requested by the eyaa.

Okla. Stat. Ann. tit. 19, 8 153; Okla. Stat. Ann.it. 40, 88 165.2 to 165.3

HOURS OF WORK:

The Canadian County Courthouse will normally beroponday through Friday from 8:00 a.m. to
4:30 p.m.



Most County employees will follow a normal schedofdorty (40) hours per week plus an unpaid 30
(thirty) minute lunch period each day. Each eleabfficial shall set the lunch periods and break
periods, if any, for his/her office, but at no timball an office be left without adequate staff to
perform necessary duties.

The activities of some departments require altereatchedules to meet their work needs. In those
departments, the elected official may authorizedation from the normal work schedule.

WORK WEEK AND WORK PERIOD:

The work week for all employees, except law enforeet and 24 hour residential program staff
commences at 12:01 A.M. on Sunday and ends at l@nddight the following Saturday. For
employees of the Children’s Justice Center who vabikt work in a 24 hour residential program, the
work week commences at 7:01am on Sunday and end®@am on the following Sunday. For law
enforcement employees who meet the following resments:

1) A uniformed or plain-clothed member or a body diaafrs who are empowered by statute or
local ordinance to enforce laws designed to mainpablic peace and order and to protect both
life and property from accidental or willful injurand to prevent and detect crimes;

2) Has the power of arrest; and

3) Presently undergoing, has undergone, or will unaleng-the-job training and/or a course of
instruction and study which typically includes piogd training, self-defense, firearm
proficiency, criminal and civil law principles, isgtigation and law enforcement techniques,
community relations, medical aid, and ethics.

29 C.F.R. § 553.211(a)

the work period begins at midnight on Sunday anttinaes on a 28 day cycle ending at midnight on
Sunday four weeks later. This latter work perioddlh law enforcement is intended to qualify foeth
exemption permitted under Section 7(k) of the Ealvor Standards Act, as amended.

EARNING OVERTIME:

Canadian County’s overtime policy conforms to oweet provisions of the Federal Fair Labor
Standards Act and applicable Oklahoma Laws. Exemgtirom these provisions will be claimed only
when the necessary basis is established.

Canadian County Employees who are not exempt amdandnnot law enforcement personnel shall be
entitled to overtime payment at the rate of 1 ¥esrtheir regular rate of pay for all hours workedi
work week in excess of 40 hours.

In the case of law enforcement personnel who ateexempt compensatory time will be earned for
hours worked in excess of 171 hours in the 28 daio@. Such compensatory time will be earned at
the rate of 1 %2 times the employee’s regular rapag.

Note: Only non-exempt employees are entitled to sacompensatory time as described above.
Exempt employees are not entitled to overtime pay.



COMPENSATORY TIME OFF FOR OVERTIME:

Canadian County has adopted as its policy, pracioé procedure, a method of compensating
employees for overtime whereby employees are redquw utilize compensatory time off in lieu of
cash overtime payments. As an exception to thiscypobnd at the sole discretion of the elected
official, the elected official may decide to malkash overtime payments. Compensatory time off will
be granted to an employee at the rate of 1 %2 Houesach hour of overtime worked.

All compensatory time off will be scheduled witranreasonable period after requested, if it does not
unduly disrupt operations. Except in the case wfdaforcement personnel, each employee can accrue
up to 240 hours of compensatory time off in liewwértime payment. After the accrual of 240 hours
of compensatory time, such employee will therediepaid cash payment for overtime.

In the case of law enforcement personnel who ateekempt, each employee can accumulate up to
480 hours of compensatory time off. After the aatraf 480 hours of compensatory time, a law
enforcement employee will thereafter be paid caslgment for overtime. In all cases where
compensatory time off is authorized, once the egg#das utilized compensatory time off to reduce
the maximum accrual below the applicable limitnttzelditional overtime will be paid in the form of
additional compensatory time off.

74 O.S. 8§ 840-2.15; 29 U.S.C. § 2079(0).
Note: 74 O.S. 8§ 840-2.15 requires that any Countymployees working in "an institutional

setting” ( i.e., jailors and perhaps others) must b allowed to take their compensatory time off
within 180 days of when it is accrued.

LEAVE BENEFITS

Canadian County has adopted a paid general leagegm for regular employees which incorporates

forms of leave such as annual (vacation), sickdeanilitary leave, bereavement leave, and education
leave. It is the intent of the general leave progta allow eligible employees greater flexibility the

use and application of paid absence from work wmigntaining necessary and appropriate operation
levels. Each elected official shall be responsiblekeeping records of the leaves taken by his/her
employees and shall make monthly reports to thenGoGlerk. Such records shall include type and

length of leave. All vacation and leave benefitalsbe calculated from the date of employment.

MILITARY LEAVE: Full-time employees who are members of any mnjliteserve component
will be granted military leave for such time asythae in the military service on field training or
active duty for periods not to exceed an accumaatf five (5) years while working for Canadian
County. In order to be eligible for such leave, ¢éneployee must:

1. Provide Canadian County with advance writtesesbal notice of the leave;

2. Return to work or apply for reemployment in mdly manner after conclusion of
service; and

3. Have not been separated from service with audidfging discharge or under other



than honorable conditions.

During the first thirty (30) calendar days for Cdraa County employees in any federal fiscal year,
employees shall continue to receive their full taguate of pay for such military leave of absence.
The federal fiscal year is October 1st to Septendt#h. This time may not be used for weekend
drills. Such requested leave shall be supportel egpies of the armed forces orders.

Okla. Stat. Ann. tit. 72, § 48

BEREAVEMENT LEAVE: Employees shall be granted time off with pay noexeeed (3) three
consecutive scheduled working days to attend theral in the event of the death of the employee's
spouse, child, step-child, child-in-law, step-ckitdlaw, grandchild, step-grandchild, parent, step-
parent, parent-in-law, sibling, step-sibling, gilghin-law, grandparent, or grandparent-in-law.
Employees shall be granted time off with pay forqie working day to attend the funeral in the éven
of the death of the employee’s great-grandparem@ategrandchild, uncle, aunt, nephew, or niece.
Any additional time shall be charged to vacatiavior compensatory time (comp. time).

At the discretion of the elected official, bereawsnleave may be granted an employee to attend the
funeral service of other relatives.

EDUCATION LEAVE: Full-time employees may be granted leave with fiayattendance at
conferences, seminars, or short-courses of ingtructlesigned to advance the technical or
professional skills of the person attending. Susiication or training leave must be authorized ey th
elected official prior to the leave being taken &mel education or training must be determined Iy th
County to be related to the employee’s job resmiitges for the County.

Okla. Stat. Ann. tit. 19, § 130.6

INCLEMENT WEATHER AND UNSAFE WORKING CONDITIONS LEA VE: If Canadian
County offices are closed because of an imminenilt theeatening the public health, safety, or wedfa

of county employees or the public, or when courffices are temporarily closed or reduced due to
hazardous weather conditions, the person desigriatethe Board of County Commissioners for
Canadian County will place employees who are sdeddio work in the affected work areas on paid
administrative leave or, if applicable, shall assthem to work in another location. During their
normal duty hours, employees on paid administrdtase due to unsafe working conditions are on
stand-by or on-call status. The person designatedhb Board of County Commissioners for
Canadian County may call employees to return tw tltemal duties or respond to the demands of the
situation as necessary.

Paid administrative leave means leave grantedféxtafl employees if offices are closed because of
an imminent peril threatening the public healtHesa or welfare of county employees or the public,
or when county offices are temporarily closed atueed due to hazardous weather. Examples of
reasons for temporarily closing an office due teafa working conditions are: leaks of toxic fumes i
buildings; life threatening damage to building stures; or emergency operations which would be
disrupted by the presence of the usual work fooceany other condition which poses a significant
threat to the safety of the work force.

10



Paid administrative leave will be allowed to alfeated employees only when a county office is
temporarily closed or services are temporarily cedudue to hazardous weather. The granting of
administrative leave applies only to employees dalesl to work during the time period of the closure
or reduced services. It does not apply to employdes are absent during the closure or reduction on
any previously approved leave. The following rudesll apply to the granting of administrative leave

- The time period shall be considered a 24-hour derio

. If the employee has already scheduled sick, vatatwy comp. time leave when the
courthouse closes, then the scheduled leave stagiska vacation, or comp. time leave.

- If the employee takes vacation or comp. time letaveot come to work due to bad weather
and then the courthouse closes, the vacation ormpcdime leave will be changed to
administrativeleave.

Employees who are not eligible to accrue leaveh agtemporary employees, shall not be granted
administrative leave when county services are tearpp closed or reduced due to hazardous weather
conditions.

When the person designated by the Board of Couatgr@issioners authorizes offices or departments
to maintain basic minimum services because hazardeeather conditions impede or delay the
movement of employees to and from work, employespansible for providing minimum services
shall report to work. The elected or appointed cidfs of each office will be responsible for
determining essential department functions andrergthat employees who staff such functions are
informed Employees who are considered responsible for bammemum services and who are
required to work when county services are templgraeduced due to hazardous weather conditions
will be entitled to accrue administrative leave astraight-time basis up to eight hours per day for
hours worked in their regularly scheduled work pési during such reduction. Administrative leave
accrued under this provision must be taken witl80 #lays of its accrual or the employee shall be
paid for the leave. An extension of the time pefiadtaking the leave may be approved for up to an
additional 180 days, providing the elected or apgal official approves. Accrued administrative
leave must be used before granting of any vacét@ve except when the employee may lose accrued
leave.

Employees who are responsible for basic minimunviees are expected to report to work as
scheduled or if called in. If they cannot repartntork, they must call their supervisor and askéo
excused from reporting. If they are excused byirtsapervisor, they will be allowed to use
administrative leave in the same manner and amasirihe other county employees who have not
been designated “essential staff”.

If they are NOT excused by their supervisor, theystmeport to work as scheduled. Failure to do so
will result in disciplinary action up to and inclnd termination. In addition, they may be requilksd
their supervisor to:

Q) Charge the absence to accumulated compengatery

(2) Charge the absence to accumulated vacatioer;leav

3) Make up lost time in a manner consistent witle LSA, if the Appointing Authority
determines that office hours and schedules permit.

Okla. Stat. Ann. tit. 74, 8 840-2.20A; Okla. AdminCode § 530:10-15-71

JURY AND COURT DUTY: Canadian County desires that all employeedlfthkir duty to serve
as members of juries or to testify when called @déral, State or municipal courts. Therefore, the
following procedures shall regulate when an empgagecalled for jury duty or subpoenaed to court:

11



- The employee will be granted a leave of absencenwhe employee is subpoenaed or
directed by proper authority to appear in Fedebthte or municipal court as a witness or
juror. The employee will be required to provideéisfactory documentation requiring their
appearance as a witness or juror.

- The employee will receive his/her regular compeaasaduring the time he/she is serving on
jury duty.

- The employee may retain all compensation or feegtlwhe/she receives for serving as a
juror.

- If the employee is relieved from court or jury dalyring working hours, the employee must
report back to his/her worksite.

- The above provisions concerning compensation foretin court do not apply if the
employee is involved in private litigation. On tkesccasions, the employee must take
vacation leave, compensatory time or leave witlpayt

Okla. Stat. Ann. tit. 38, 88 34-35

LEAVE WITHOUT PAY: Leave without pay of specified length may be tgdnat the sole
discretion of the elected official. While on leawghout pay, an employee will not accrue vacation
time or sick leave. The employee will not receith® monthly benefit allowance and will be
responsible for the payment of any insurance premithat would have been paid by the county or
deducted from the employee’s paycheck. Paymerhefinsurance premiums will be coordinated
with the County Clerk’s Payroll Department.

An employee granted leave without pay remains anGoemployee and does not lose his/her work
experience status. The absence without pay lealersit extend for a period in excess of 90 (nihety
days.

Okla. Stat. Ann. tit. 74, § 840-2.21

FAMILY AND MEDICAL LEAVE (FMLA)

Family/Medical Leave (FML) is provided consistentiwthe Family and Medical Leave Act (FMLA).
Any provisions of Canadian County’s policies whente found to be contradictory to the FMLA will
be superseded by the FMLA.

« EMLA Policy. Except in the case of Military Caregiver Leawedqcribed below), eligible
employees may take up to 12 weeks of unpaid FMhbiwiany 12 month forward rolling period
(described below) and be restored to the same @qaivalent position upon your return from
leave. In order to be eligible for FML, you mustvie worked for Canadian County for at least 12
months, and have worked at least 1,250 hours duhedl2 months preceding the beginning of
your leave. The 12 month forward rolling periodidg which time you may take up to 12 weeks
of unpaid FML leave is a period measured forwaofithe date the employee first takes FML
leave. For example, if an eligible employee fiedtes FML leave on May 1, they are entitled to
no more than 12 weeks of FML leave through April 3bte: For coordination, see the section
on Military FML below.
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Reasons for FML. You may take FML for any of the following reasond) the birth of a son or
daughter; (2) the placement of a son or daughttdr yau for adoption or foster care; (3) to care
for a spouse, son, daughter, or parent with a ser®@alth condition; (4) because of your own
serious health condition which renders you unablpdrform the functions of your position; (5)
because of a qualifying exigency arising out offdmet that your spouse, son, daughter, or parent is
a Covered Military Member on active duty (or hagraotified of an impending call or order to
active duty) in support of a Contingency Operation(6) to care for a Covered Servicemember
with a serious injury or iliness if the Covered Bee member is your spouse, son, daughter,
parent, or next of kin. Leave because of reasdfiof “2” must be completed within the 12
month period beginning on the date of birth or plaent. Note: For coordination, see the
section on Military FML below.

Military FML.

= Military Caregiver Leave. If you are the spouse, son, daughter, paremgext of kin of a
Covered Service member, you may take a total af/@éks of unpaid FML within a 12 month
period to care for the Covered Service memlidte: You are entitled to a total of 26 weeks
of Military Caregiver Leave during a 12 month period. The 12 month period mentioned
in this subsection on Military Caregiver Leave begis on the first day you take FML
leave to care for a covered service member and enl® months after that date.

- Certification for Military Caregiver Leave. lfoy are requesting Military Caregiver Leave
to care for a Covered Service member, you mustlg@gpropriate certification completed
by an authorized health care provider of the cavervice member. When you request
Military Caregiver Leave, Canadian County will rgtiyou of the requirement for
certification and when it is due (15 days after yequest leave). Failure to provide the
requested certification in a timely manner may ggdize your leave or result in denial of
leave until it is provided.

= Military Qualifying Exigency Leave. You may take a total of 12 weeks of unpaid FML
within a 12 month period because of a qualifyinggercy arising out of the fact that your
spouse, son, daughter, or parent is a on covertke atuty (or has been notified of an
impending call or order to covered active dutyfhe Armed Forces. Note: The 12 month
period mentioned in this subsection on Military Qudifying Exigency Leave is the period
described in the FMLA Policy section above.

- Certification for Qualifying Exigency Leave. Yfou are requesting Military Qualifying
Exigency Leave, you must provide documentationadsioly the military which indicates
that the covered military member is on coveredvactiuty or is under a call to covered
active duty status in the Armed Forces. You musb grovide a statement of facts
sufficient to support your need for leave. Sudtdahould include the type of Qualifying
Exigency for which leave is requested and any albll written documentation which
supports your request. When you request Militanalidying Exigency Leave, Canadian
County will notify you of the requirement for cditation and when it is due (15 days after
you request leave). Failure to provide requestadification in a timely manner may
jeopardize your leave or result in denial of leawél it is provided.
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The term:

"Covered Active Duty" means —

- in the case of a member of a regular compoonérihe Armed Forces, duty during the
deployment of the member with the Armed Forcesfr@ign country; and

- in the case of a member of a reserve compooktite Armed Forces, duty during the
deployment of the member with the Armed Forcesfiar@ign country under a call or order to
active duty under a provision of law referred tosection 101(a)(3)(B) of Title 10 of the
United States Code;

"Covered Military Member" means your spouse, sieyghter, or parent on covered active
duty or call to_covered active duty status.

"Covered Service member" means—

- a member of the Armed Forces, including a mambée National Guard or Reserves, who
is undergoing medical treatment, recuperationherdpy, is otherwise in outpatient status, or
is otherwise on the temporary disability retired,|for a serious injury or iliness; or

- a veteran who is undergoing medical treatmeatiperation, or therapy, for a serious injury
or illness and who was a member of the Armed Foficetuding a member of the National
Guard or Reserves) at any time during the periofl géars preceding the date on which the
veteran undergoes that medical treatment, recupeyatr therapy;

"Next of Kin" used with respect to an individuaheans the nearest blood relative of that
individual;

"Serious Injury or lllness" means —

- in the case of a member of the Armed Forcedu@ing a member of the National Guard or
Reserves), means an injury or illness that wasrraduby the member in the line of duty or
active duty in the Armed Forces (or existed betbee beginning of the member's active duty
and was aggravated by service in line of duty divaauty in the Armed Forces) and that
may render the member medically unfit to perforra thuties of the member's office, grade,
rank, or rating; and

- in the case of a veteran who was a membereoAtimed Forces (including a member of the
National Guard or Reserves) at any time duringreogedescribed in paragraph (8)(B), means
an injury or illness that was incurred by the memhbethe line of duty on active duty in the
Armed Forces (or existed before the beginning efrttember's active duty and was aggravated
by service in line of duty on active duty in themded Forces) and that manifested itself before
or after the member became a veteran; and

- the term 'veteran' has the meaning given thra te section 101 of Title 38, United States
Code;

"Qualifying Exigency" means the following:

(1) Short-Notice Deployment: (i) To address anyésthat arises from the fact that a Covered
Military Member is notified of an impending call order to active duty in support of a
contingency operation seven or less calendar degs  the date of deployment; (ii)
Leave taken for this purpose can be used for agai seven calendar days beginning on
the date a Covered Military Member is notified afimpending call or order to active duty
in support of a contingency operation;

(2) Military Events and Related Activities: (i) Tattend any official ceremony, program, or
event sponsored by the military that is relatetheactive duty or call to active duty status
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of a Covered Military Member; and (ii) To attendniidy support or assistance programs
and informational briefings sponsored or promoted the military, military service
organizations, or the American Red Cross thatelstad to the active duty or call to active
duty status of a Covered Military Member;

(3) Childcare and school activities: (i) To arrarigealternative childcare when the active duty
or call to active duty status of a Covered Militdhember necessitates a change in the
existing childcare arrangement for a biologicalp@ed, or foster child, a stepchild, or a
legal ward of a Covered Military Member, or a chilor whom a Covered Military
Member stands in loco parentis, who is either uratpg 18, or age 18 or older and
incapable of self-care because of a mental or physiisability at the time that FMLA
leave is to commence; (i) To provide childcareamurgent, immediate need basis (but
not on a routine, regular, or everyday basis) whemeed to provide such care arises from
the active duty or call to active duty status @ @vered Military Member for a biological,
adopted, or foster child, a stepchild, or a legafdvof a Covered Military Member, or a
child for whom a Covered Military Member standdano parentis, who is either under age
18, or age 18 or older and incapable of self-camabse of a mental or physical disability
at the time that FMLA leave is to commence; (iig @nroll in or transfer to a new school
or day care facility a biological, adopted, or &sthild, a stepchild, or a legal ward of the
Covered Military Member, or a child for whom the v@oed Military Member stands in
loco parentis, who is either under age 18, or &y@rlolder and incapable of self-care
because of a mental or physical disability at theetthat FMLA leave is to commence,
when enrollment or transfer is necessitated byatiire duty or call to active duty status of
a Covered Military Member; and (iv) To attend meg$ with staff at a school or a daycare
facility, such as meetings with school officialggaeding disciplinary measures, parent-
teacher conferences, or meetings with school cdonsséor a biological, adopted, or foster
child, a stepchild, or a legal ward of the Covekéititary Member, or a child for whom the
Covered Military Member stands in loco parentispvi either under age 18, or age 18 or
older and incapable of self-care because of a rhenfahysical disability at the time that
FMLA leave is to commence, when such meetings aessary due to circumstances
arising from the active duty or call to active dstgtus of a Covered Military Member;

(4) Financial and legal arrangements: (i) To makepmlate financial or legal arrangements to
address the Covered Military Member’s absence wdnl@ctive duty or call to active duty
status, such as preparing and executing financidl l@ealthcare powers of attorney,
transferring bank account signature authority, Eng in the Defense Enrollment
Eligibility Reporting System (DEERS), obtaining rtaly identification cards, or preparing
or updating a will or living trust; and (i) To acts the Covered Military Member’s
representative before a federal, state, or locahey for purposes of obtaining, arranging,
or appealing military service benefits while thev€@d Military Member is on active duty
or call to active duty status, and for a period®6fdays following the termination of the
Covered Military Member’s active duty status;

(5) Counseling: To attend counseling provided byweone other than a health care provider
for yourself, for the Covered Military Member, aorfthe biological, adopted, or foster
child, a stepchild, or a legal ward of the Coveéititary Member, or a child for whom the
Covered Military Member stands in loco parentisovig either under age 18, or age 18 or
older and incapable of self-care because of a rhenfahysical disability at the time that
FMLA leave is to commence, provided that the needcbunseling arises from the active
duty or call to active duty status of a Covereditdily Member;

(6) Rest and recuperation. (i) To spend time witoaered Military Member who is on short-
term, temporary, rest and recuperation leave duhegeriod of deployment; (ii) Eligible
employees may take up to five days of leave fohéastance of rest and recuperation;
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(7) Post-deployment activities: (i) To attend aaficeremonies, reintegration briefings and
events, and any other official ceremony or progemonsored by the military for a period
of 90 days following the termination of the Coveiditary Member’s active duty status;
and (ii) To address issues that arise from thehdelad Covered Military Member while on
active duty status, such as meeting and recovahegbody of the Covered Military
Member and making funeral arrangements;

(8) Additional activities: To address other evewmtsich arise out of the Covered Military
Member’s active duty or call to active duty stapusvided that the employer and employee
agree that such leave shall qualify as an exigeaog, agree to both the timing and
duration of such leave.

Notice of Leave. If your need for FML is foreseeable (e.g. basedo expected birth, placement
for adoption or foster care, or planned medicahttreent for (1) your or your family members
serious health condition, or (2) a serious injurylloess of a covered service member), you must
give Canadian County 30 days prior written noti¢t€30 days notice is not practicable, you must
provide notice as soon as possible and practiddhdainto account all of the facts and
circumstances of your situation. Failure to prevédich notice may be grounds for delay of leave.

Medical Certification. If you are requesting FML because of your owraarovered relation’s
serious health condition, you and the relevant theahre provider must supply appropriate
medical certification. When you request FML, CamadCounty will notify you of the
requirement for medical certification and whersitlue (15 days after you request leave). Failure
to provide requested medical certification in agiynmanner may jeopardize your leave or result
in denial of leave until it is provided. The coynat its expense, may require an examination by a
second health care provider designated by Candciamty, if it reasonably doubts the medical
certification you initially provide. If the secorftkalth care provider’'s opinion conflicts with the
original medical certification, Canadian County, itst expense, may require a third, mutually
agreeable, health care provider to conduct an exation and provide a final and binding opinion.
Canadian County may require subsequent medicaficatibn on a reasonable basiblote: For
coordination, see the specific certification requiements in the section on Military FML
above.

Reporting While on FML. If you take FML, you must contact Canadian Couriythe first and
third Monday of each month regarding your status yasur intention to return to work.

FML is Unpaid. However, Canadian County will require you to year accumulated paid leave
or compensatory time simultaneously in certainwiistances. You will be required to substitute
accumulated and available paid vacation leave amdimpensatory time for any unpaid FML for
the birth and care of an employee’s child aftethiplacement for adoption or foster care, or for
the care of a seriously ill family member. Paidatgon, compensatory time and/or sick leave will
be substituted as FML for the employee’s own serizealth condition.

The required substitution of accumulated paid lesmv&/or compensatory time as described above
will not apply if you are receiving workers’ comation benefits or if you are receiving
payments under a short term disability policy.

The substitution of paid leave time and/or comptmgatime for unpaid leave time does not

extend the 12 week leave period (or the 26 weekelgeeriod in the case of Military Caregiver
Leave).
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Workers’ Compensation. If you sustain an on-the-job injury that quakfias a serious health
condition under this policy, Canadian County wilhryour FML concurrently with your workers’

compensation leave. Canadian County will providesly notice as required by the Family and
Medical Leave Act.

Medical and Other Benefits. During an approved FML, Canadian County will ntain your
health benefits, as if you continued to be activatyployed. If paid leave and/or compensatory
time is substituted for unpaid family/medical lea@anadian County will deduct your portion of
the health plan premium as a regular payroll dednctif your leave is unpaid, you must pay your
portion of the premium to Canadian County by thstfday of each month. Your health care
coverage will cease if your premium payment is ntbem 30 days late. If you elect not to return
to work at the end of the leave period, you willreguired to reimburse Canadian County for the
cost of the premiums paid by Canadian County fontaming coverage during your leave, unless
you cannot return to work because of a seriousttheaindition, a serious injury or illness of a
Covered Service member, or other circumstancesnaeyour control. If the FMLA absence lasts
longer than your period of FMLA leave entitlemehtnay be necessary to fill the position with
another employee.

Intermittent and Reduced Schedule Leave Family Medical Leave may be taken intermittently
(in separate blocks of time due to a single heatihdition) or on a reduced leave schedule
(reducing the usual number of hours you work perkweek or workday) if medically necessary.

If leave is unpaid, Canadian County will reduce rysalary based on the amount of time actually
worked. In addition, while you are on an intereritt or reduced schedule leave, Canadian County
may temporarily transfer you to an alternative posiwhich better accommodates your recurring
leave and which has equivalent pay and benefits.

Return from Leave. If you take leave because of your own serioudtimeandition, you are
required to provide medical certification that yare fit to resume work. Employees failing to
provide the certification will not be permittedrissume work until it is provided.

An employee generally has a right to return to ghme position or an equivalent position with
equivalent pay, benefits and working conditionghet conclusion of the leave. The taking of
FMLA leave cannot result in the loss of any bentbfst accrued prior to the start of the leave.

LEAVE SHARING POLICY

Canadian County has adopted a Leave Sharing Pwhagh is similar to, but is not totally consistent

with, the Leave Sharing Program for State employees

A county employee may donate vacation, sick or camsptory leavéo another county employee only

pursuant to the following conditions:

For the receiving employee:

- The receiving employee must be a full-time employeth one (1) year or more of
continuous service with Canadian County.
- The receiving employee has abided by the countigipslregarding the use of leave.
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.- The receiving employee has exhausted, or will eghaall vacation leave, sick leave and
compensatory time due to illness, injury, impairtnen physical or mental condition, which
is of an extraordinary or severe nature, for thelegee or the employee’s spouse, child,
step-child, parent, step-parent or legal dependent.

- The condition has caused, or is likely to cause,eimployee to go on leave without pay or
terminate employment.

- The elected official or department head of the ix@cg employee determines that the
employee meets the criteria for donated leave.

- The elected official or department head may reqtimve employee to submit, prior to
approval or disapproval of shared leave, a mediedificate from a licensed physician or
health care practitioner verifying the need for kb@ve and expected duration of the iliness,
injury, impairment, or physical or mental conditifter which the leave is donated. In lieu of
a medical certificate, the elected official or dépeent head shall submit to the Board of
County Commissioners a letter of explanation tafyd¢he need for the leave.

- The receiving employee may receive one week of ohbeave for each year of county
employment.

- Any donated leave may only be used by the recigarthe purposes specified in this policy.

- All forms of paid leave available for use by theipgent must be used prior to using donated
leave.

- The maximum amount of shared leave an employee ne@give is two hundred sixty-one
(261) days of shared leave during their total cp@mployment.

- If an employee’s leave is due to their own illnesgjry, impairment, or physical or mental
condition and the leave continues for more than&s, they may be eligible to access their
disability benefits. The employee should call GPi®perty & Casualty at (405) 316-7162
for information about filing a claim. A DisabilitiYlan Handbook is available on the State
Insurance website at http://www.ok.gov/sib/Membardbooks/index.html

For the donating employee:

- An employee may donate vacation, sick or compeng#tave to another employee provided
the donation does not cause:
o the vacation leave balance of the employee td&bw eighty (80) hours or
o the sick leave balance of the employee to fallWwedayhty (80) hours or
o the compensatory leave balance of the employealtbelow eighty (80) hours

- Any donated leave not used by the recipient dudgagh occurrence as determined by the
elected official or department head shall be reidrmo the donor. The donated leave
remaining will be divided among the donors on agted basis based on the original donated
value and returned at its original donor value esidstated to the original leave balance of
each donor.

- All donated leave must be given voluntarily. Noptoyee shall be coerced, threatened,
intimidated, or financially induced into donatingoation or sick leave for purposes of the
leave sharing program.

- Employees may not donate excess vacation, sickrapensatory leave that the donor would
not be able to otherwise take.

Donated vacation, sick or compensatory leave maghlaeed between employees on an hour-to-hour
basis irrespective of the hourly wage of the dawptir receiving employee.

Employees who become elected officials may not tioaay unused sick leave to employees after
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their term of office begins. The elected officgabick leave balance is retained strictly for egtient
purposes.

The supervising officials of both the Recipient Hayee and the Donor Employee must approve the
leave sharing arrangement form before approvaheyBoard of County Commissioners.

VACATION LEAVE

All full-time Canadian County employees shall beitted to vacation leave that is accrued on a
monthly basis in accordance with the schedule roedlibelow:

Accrual Rates — Effective January 1, 2011
Years of Service Vacation Leave Accumulation
0-5Years 7.33 hours per month / 88 hours annuall 200 hours
5-10 Years 10.67 hours per month / 128 hoursallynu 200 hours
10 — 20 Years 12.67 hours per month / 152 hourgadiyn 200 hours
OVER 20 Years 14.00 hours per month / 168 hoursiain 200 hours

Vacation leave must be earned before it is takeamployees must work six (6) months before accrued
vacation leave can be taken. No vacation will degér than 10 consecutive working days without
permission of the appropriate elected official. c&on schedules are subject to elected official
approval. Vacation leave will be accrued on a rhignbasis and pro-rated, as appropriate, for less
than full-time service.

The vacation leave year shall be April 1 throughréia31. No vacation leave shall be accumulated
beyond the accumulation limit during the vacatieave year period. The vacation leave balance shall
not exceed 120 hours at March 31. The county admptise it” or “lose it” rule. Any vacation leave
balance that exceeds 120 hours at March 31 shadkhe

Upon separation from employment, an employee wallpaid for the balance of accrued vacation
leave up to the accumulation limit.

Holidays that fall during an employee’s vacatioaMe shall not be counted as vacation leave.

Okla. Stat. Ann. tit. 19, § 1301; Okla. Stat. Anntit. 74, 8 840-2.20
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SICK LEAVE

All full-time Canadian County employees shall beiteed to sick leave with pay that is accrued on a
monthly basis in accordance with the schedule redlibelow:

Accrual Rates
Sick Leave Accumulation Limits

10.00 hours per month 1040 hours

An employee may utilize sick leave for the follogireasons:

- Personal iliness or when the employee cannot wecklse of sickness, injury, pregnancy, or
medical, surgical, dental or optical examination, ti@atment, or where the employee’s
presence at work would jeopardize the health okthployee or others.

. Personal iliness, injury, pregnancy, or medicatg®al, dental or optical examination or
treatment of the employee’s spouse, child, stefuicparent, step-parent or legal dependent.

In the event the leave is due to your own seriaadth condition, or for the seriously ill conditiof a
family member, the sick leave will also constittaenily/medical leave where appropriate. During an
approved FML, Canadian County will maintain youahie benefits, as if you continue to be actively
employed. (See previous section on Family and béddieave). If your need for sick leave is
foreseeable, you must give Canadian County 30 gags written notice. Where the need for sick
leave is not foreseeable, you are expected toynGinadian County within 1 or 2 business days of
learning of your need for sick leave, except inr@xtdinary circumstances. Failure to provide such
notice may be grounds for denial of the leave @slsiave.

If you are requesting sick leave, you and the @sié\health care provider may be asked to supply
appropriate medical certification. Failure to paeirequested medical certification in a timely mamn
may result in disciplinary action up to and inchglitermination and/or denial of leave until it is
provided. Canadian County, at its expense, mayimr@qn examination by a second health care
provider designated by Canadian County, if it reatdy doubts the medical certification you inityall
provide. Canadian County may require subsequenicalezkrtification on a reasonable basis.

An employee shall not use sick leave for vacateavé. An employee shall not use sick leave before
it is accrued. Sick leave will be accrued on a thigrbasis and pro-rated, as appropriate, for tleas
full-time service. Holidays that fall during an ployee’s sick leave shall not be counted as sick
leave.

When terminating employment with the County, an kxyge may not collect pay for accrued sick
leave. Abuse of sick leave is grounds for ternmamat

If an employee leaves Canadian County employmedtiemeemployed with Canadian County at a
later date, Canadian County will not reinstate anysed sick leave accumulated during the previous
employment.
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Okla. Stat. Ann. tit. 19, § 1301; Okla. Stat. Anntit. 74, § 840-2.20.

FRINGE BENEFITS

The County pays for unemployment insurance, sagalrity (with the employee paying an equal
percentage), and worker's compensation insuraiite County also pays a portion of the premium
for health care insurance.

HEALTH CARE INSURANCE

Canadian County provides each full-time employeth e monthly benefit allowance. The benefit
allowance is used to pay for the health, dentadjcbbfe and disability coverage for the employee.
Any unused benefit allowance may be used for amlthli life insurance, vision coverage, insurance
coverage for dependents, or supplemental healiteceinsurances.

Any unused (leftover) benefit allowance may be inek as taxable compensation. If the employee

elects to receive the leftover benefit allowancdaxsble compensation, such taxable compensation
will be paid in equal amounts each pay period dkerplan year. The employee shall acknowledge
that leftover benefit allowance received as taxa@olpensation will be reported on the annual W-2

and appropriate taxes will be withheld.

Canadian County provides health, dental, life, lmigg, and vision insurance benefits through
participation with the Employees Group Insuranceighon (EGID), a Division of the Oklahoma
Office of Management and Enterprise Services. wrnsto 74 O.S. § 1315 (J), EGID requires all
employees to enroll in the health plan offered layp&lian County unless the employee provides proof
of other group health coverage or has Indian oitamyl health benefits.

All employees who “opt-out” of health insurance emge due to other group health coverage, Indian
or military health benefits will be required to pide proof of the other group health coverage,dndi

or military health benefits at the annual optioniqe

Failure to provide this proof of other group healtiverage, Indian or military benefits will resint

the employee being enrolled in the HealthChoicehHigtion plan. The employee will not be able to
change this enrollment until the next annual oppeniod or the occurrence of a recognized midyear
Internal Revenue Code Section 125 Qualifying Event.

County's Payment of Employer Share of Health Insurace Premiums During Leave of Absence

If an employee is on medical leave, including woskeompensation leave, the County will continue
to pay the County's portion of health insurancerpuens for the first 12 weeks of the absence (if the
absence qualifies under the County's FMLA policjor employees on workers' compensation
leave exceeding 12 weeks, the County will contipaiging the County's portion of health insurance
premiums for up to a total of one year of the leawdich is the limit of such benefit afforded ttat
employees under the Oklahoma Personnel Act.
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The employee will be responsible to pay their portof health insurance premiums that would
normally be deducted from their paycheck while tlaeg on approved medical leave, including
workers’ compensation leave. Payment of the epgale portion of the health insurance premiums
will be coordinated with the County Clerk’s PayrDikpartment.

RETIREMENT

Canadian County is a member of the Oklahoma Pshiployees Retirement System. Please refer to
your OPERS Handbook for details.

HOLIDAYS

The Canadian County Commissioners and members eofCémadian County Excise Board shall
designate and publish between the 1st and 20tramfialy each year which holidays the County
Offices will be closed.

When a holiday falls on a Saturday, it shall beeobsd on the preceding Friday. When a holiday falls
on a Sunday, it shall be observed on the followManday. Any County employee, who is on leave
without pay status, and who does not work the wylday immediately preceding and the working
day immediately following a holiday, shall not baigbfor that holiday.

Okla. Stat. Ann. tit. 19, 8§ 350; Okla. Stat. Ann.it. 25, § 82.1

Note : Refer to page 41 for the definitions of empyees and who is eligible for health insurance,
retirement benefits and holidays.

GUIDELINES FOR APPROPRIATE CONDUCT

As an integral member of the Canadian County tegoy are expected to accept certain
responsibilities, adhere to acceptable businesgiptes in matters of personal conduct, and exlaibit
high degree of personal integrity at all times.sThot only involves sincere respect for the rigirid
feelings of others, but also demands that bothour yusiness and personal life you refrain from any
behavior that might be harmful to you, your co-werg and/or Canadian County, or that might be
viewed unfavorably by the public at large.

Whether you are on duty or off, your conduct raean Canadian County. You are, consequently,
encouraged to observe the highest standards adgwmiohalism at all times.

Types of behavior and conduct that Canadian Couahsiders inappropriate include, but are not
limited to the following. This iNOT a complete list and the County reserves the tgimvestigate,
make judgments and take appropriate disciplinatiodn each individual incident. The level of
severity of any infraction is solely at the disaetof the Elected Official.
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« Falsifying employment or other County records.

* Violating the County's non-discrimination andsaxual harassment policy.

» Soliciting or accepting gratuities.

» Excessive absenteeism or tardiness.

e Excessive, unnecessary, or unauthorized use amt@osupplies, particularly for personal
purposes.

* Reporting to work intoxicated or under the inflge of non-prescribed drugs, and illegal
manufacture, possession, use, sale, distributidransportation of drugs.

e Bringing or using alcoholic beverages on Countgperty or using alcoholic beverages while
engaged in County business off County premises@xghere authorized.

« Fighting or using obscene, abusive, or threatgtanguage or gestures.

» Theft of property from co-workers or the County.

» Disregarding safety or security regulations.

* Insubordination or willful refusal to follow arraer.

» Failing to maintain the confidentiality of proted County information.

» Conviction of a crime.

» Falsifying time keeping records with intent tdrded.

» Deliberate or willful misrepresentation of Coupylicy.

» Willful damage or destruction of County property.

» Loafing, loitering or sleeping during work time.

* Neglect of duty or incompetence.

» Unsatisfactory job performance.

* Violation of County policy or a provision of thidandbook.

» Failure to follow supervisory instructions or elitions.

* Improper recording of time worked.

» Work performance which is below the standardgesformance required by the department.

» Distribution or posting of written or printed nbeat that is not authorized by the Elected Officer.

» Inefficiency or lack of effort in the performanoéduties.

» Careless, negligent or improper use of Countperty or equipment.

» Thoughtless conduct which results in injury thess or in more than minor property damage.

« Willfully causing damage or destruction of equgam or property belonging to the County or to
fellow employees.

» Falsification of records or misrepresentatiomaiterial information.

e Thievery.

» Failure to maintain satisfactory and/or harmosigalationships with the public or with fellow
employees.

* Refusing to sign a consent form permitting theu@y to inspect and/or search an employee’s
personal property on County premises for intoxisaabntrolled or illegal substances or any other
substance which impairs job performance.

* Abusing the sick leave policy.

Should your performance, work habits, overall atté, conduct or demeanor become unsatisfactory in

the judgment of Canadian County, based on violat&ther of the above or of other County policies,
rules, or regulations, you will be subject to didiciary action, up to and including dismissal.
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ABSENTEEISM/TARDINESS

Every employee is expected to attend work regulgklyendance on a regular basis is an absolute
essential part of every position at Canadian Caugtgessive absenteeism or tardiness shall subject
the employee to discipline, up to and includinghbarge.

One absence or one tardiness occurrence will rded for each day absent or tardy for any reason
which is not for an acceptable excuse in the judgrmé Canadian County or otherwise excusable by
law. Occurrences of absences and tardiness wilddmumented and considered as grounds for
discipline.

Punctuality is essential to the proper functionifighis organization. “Tardy” is defined as not fupi

in the department at the scheduled time ready ¢pnbeork or leaving work before the scheduled
ending time for any reason which is not an accéptakcuse in the judgment of Canadian County or
otherwise excusable by law. Failure to clock inaclock out will be considered a tardy. Occurrence
of tardiness will be documented and considered@sngls for discipline.

Unexplained absenteeism may be considered volumganyination and the vacant position will be
filled.

PERSONAL APPEARANCE AND DEMEANOR

As an employee, you are a representative of Camad@unty. Discretion in style of dress and
behavior is essential to the efficient operatio©ahadian County. Employees are, therefore, redquir
to dress in appropriate attire and to behave irogepsional manner.

Your appearance should reflect a professional imagéhe public. Wearing clean, neat, well-
maintained and conservative attire suggests thatgoe about your appearance. Someone who cares
about appearance tends also to be responsible albifwert details (quality of work, etc.) and thus
generally displays a better attitude relevant eowlorkplace.

While some employees are required to wear unifootier employees should dress appropriately for
the type of work they are doing. For example, effieorkers should dress appropriately for a business
office. Some offices also observe “Dress Down &yid This observance is a privilege, not a right.
Each elected official or department head is respten$or determining if their office participaten i
“Dress Down Friday”.

In all situations, employees will wear clean andlaw&intained attire appropriate to the type of wor
they do. Shoes are required and must also bematitained. Good grooming and hygiene are
required. No provocative or inappropriate dresaciseptable. Elected officers and department heads
reserve the right to determine the dress code faped their office environment and/or job
description, to determine when dress is provocativenappropriate and to require that an employee
modify his or her dress.

Please use good judgment in your choice of workhe® and remember to conduct yourself at all
times in a way that best represents you and thenf@ouEmployees are also required to keep their
work environment clean and orderly. Before depgrtn the evening, employees should lock all files
and cabinets and clear all work materials from desifaces, especially materials of a sensitive or
confidential nature.
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Employees failing to adhere to proper standardk véispect to appearance and demeanor are subject
to disciplinary action.

POLITICAL ACTIVITY

No county employee (not including elected officesisall participate in partisan politics during natm
county working hours. This means the devoting wietior labor during usual office hours toward the
campaign of any candidate for office or for the mwation to any office.

Use of County property, funds or facilities for qaaigning is prohibited.

USE OF COUNTY PROPERTY

No County official or employee may use County proypéor his or her own personal use or for any
other use not required by their duties with Camadiaunty.

CELL PHONE POLICY

The Oklahoma State Constitution places significastrictions on the use of county-paid cell phones.
In addition, the federal Internal Revenue Serviceé&has significant provisions to determine whether
the use of county-paid cell phones (or any othetétl property” under the 1.R.S. Code) will be
considered as a taxable fringe benefit for indigidemployees. Therefore, in order to comply with
the legal requirements of the Oklahoma Constitytiand in order not to have all cell phones
inappropriately viewed as a taxable fringe bergfithe I.R.S., the following policies and procedure
must be closely followed by all employees:

* County-paid cell phones will be utilized only foounty business. County-paid cell phones will
not be used foany personal calls (either incoming or outgoing).

» The County will periodically audit the usage oluaty-paid cell phones to insure that these phones
are not being used for personal calls.

* Employees who use a county-paid cell phone fos@®l calls (either incoming or outgoing) may
be committing a violation of the Oklahoma State §&iuation and/or the I.R.S. Code and shall be
subject to disciplinary action up to and includdigcharge.

« If an employee wishes to use a cell phone fosq®al calls, there are two acceptable options
available:

1. The employee may carry two cell phones; a counig-pall phone exclusively for county
business; and an employee-paid cell phone for pafsalls; or

2. The employee may obtain and pay for a personalptelhe which is used for both county
business and personal calls.
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ELECTRONIC COMMUNICATIONS

The purpose of this policy is to set forth Canad@ounty's policy regarding access to, use of and
disclosure and retrieval of messages sent andtmived by employees who have access to the
County’s communications systems.

DEFINITIONS

"Communications Systems" refers to systems owneldoateased by the county to send and
receive messages, images, data or content, whobtinde but may not be limited to facsimile

systems, telephone systems, computer systemsnehteystems, websites, electronic mail,
voice mail and pagers.

"Messages" refers to information sent and/or reszkivia Communications Systems including
but not limited to electronic messages, text messagpice messages, written messages, typed
messages, documents, drawings, images, photog@mrss, graphs and numbers.

USE OF COMMUNICATIONS SYSTEMS.

Canadian County’s Communications Systems shouldsked for company business purposes
only. The Communications Systems shall not be dsegersonal messages, solicitation or
distribution of material that does not further Cuhusiness purposes. Use of the system to
make solicitations other than for County approvedopses, to communicate confidential or
privileged information to unauthorized recipients, for communications of a political or
religious nature is prohibited.

Employees are strictly prohibited from sending, kmowingly receiving, electronic
communications of a harassing, intimidating, offe@sor discriminatory nature. The
guidelines set forth in the Policy Against Harassimare fully applicable to electronic
communications. Such conduct, or any other congtuetolation of this policy, may result in
immediate dismissal or other disciplinary measures.

Messages received through the Communications Sgsgiould not be disclosed except to
authorized persons. Except as set forth below|@®raps are prohibited from accessing each
other's E-mail without the express consent of tipleyee. Each employee has a password
which allows access to the E-mail system. Yourswasd is personal and should not be
shared with other persons.

Canadian County reserves the right in its discnetd monitor the Communications Systems
and access electronic communications, at any tingefar any reason without notice to the
employees, to assure its property is being usetusiness or training purposes and to prevent
or detect harassment or other improper use. Cam&daunty further reserves the right to
disclose the County employee's electronic commutinits to others, if the County in its sole
discretion determines that such action is warranted

Employees do not have a personal privacy righhyraessage created, received, stored in or
sent via the County’s Communications Systems, angl@yees should not expect that the
Communications Systems and the electronic commtioisa thereon, are confidential or
private.
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Employees are not permitted to maintain person&ramation on any of the County’'s
Communications Systems.

Deleting an E-mail message does not guaranteeitthes been erased from the system.
Canadian County retains backup copies of certaidianencluding E-mail correspondence, in
the normal course of management of the CommunitaBystems.

Employees should be aware that messages receivedtsige callers or senders are subject to
monitoring.

You should consider E-mail as any other written mseaf communication. Please do not
transmit anything in an E-mail message that youldraot be comfortable writing in a letter or

memorandum. Remember to exercise good judgmentamdnon sense when creating and
distributing messages.

Employees found violating this policy will be sutieto the disciplinary process of the
company which may include verbal or written warnipgpbation, suspension or termination.

Employees will be required to sign an acknowledgmand authorization confirming
familiarity with this policy permitting the Countp monitor all electronic communications.

VEHICLE USAGE

The Oklahoma State Constitution places signifigastrictions on the use of county-owned vehicles.
In addition, the federal Internal Revenue Serviceé€has significant provisions to determine whether
the use of county-owned vehicles (or any othertétisproperty” under the 1.R.S. Code) will be
considered as a taxable fringe benefit for indigid@mployees. Canadian County also has policies fo
the purpose of limiting liability of the County. h&refore, in order to comply with the legal
requirements of the Oklahoma Constitution, in ordet to have the use of county-owned vehicles
inappropriately classified as a taxable fringe Wiér®y the I.R.S., and in order not to expose the
County to unwarranted liability, the following palkes and procedures must be closely followed by all
employees.

» County-owned vehicles may only be used for purpageish are solely for the benefit of the
county. Employees who use county-owned vehiclepidioposes which are not specifically for the
benefit of the county shall be subject to discigtinaction up to and including discharge.

* Only County employees on official County busineasd official guests of the County, may
operate or be a passenger in County-owned vehidBEsunty employees shall not allow family
members or other non-authorized, non-employeepévate or be a passenger in County-owned
vehicles.

* Under certain circumstances, employees may beuctstt by the appropriate elected official to
drive a county-owned vehicle to and from the emp&y home to the employee’s regular place of
work. Although, such use may be proper under theal@ma State Constitution (under
appropriate circumstances), such use may stilldmsidered as a taxable fringe benefit by the
I.R.S. Code.

» Except for “Qualified Non-Personal Use Vehicledl, @ersonal use of county-owned vehicles is
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considered as a taxable fringe benefit by the [.R@&le. This includes normal commuting to and
from the employee’s regular place of work, even netet the direction of the appropriate elected
official. Under the I.LR.S. Code, commuting is m&al use even if the county requires the
employee to take the vehicle home for a bona fitkrness reason such as being “on call.”

“Qualified Non-Personal Use Vehicles” include thaldwing (see U.S. Treasury Regulation
1.274-5T):

Clearly marked police and fire trucks driven byipeland fire officers;

= Unmarked vehicles used by law enforcement offiagéthe use is officially recognized;
= Ambulances or hearses;

= Vehicles designed to carry cargo with a loadedgvesight over 14,000 pounds;

= Delivery trucks with seating for the driver only;

= School buses;

= Tractors and other special purpose farm vehicles;

= A pick-up truck with a loaded gross vehicles weightess than 14,000 pounds if it has been
specially modified so that it is not likely to bead more than minimally for personal reasons.
Modifications must include being marked with permatty affixed decals, painting or other
indications of county ownership and either (see B&Senue Ruling 86-97):

It is equipped with at least one of the followitgms:

a) A hydraulic lift gate;

b) Permanent tank or drums (filling up the bed size);

c) Permanent side boards or panels that materiakg ithie level of the sides of the truck
bed;

d) Other heavy equipment (such as electric generatder, boom, or crane used to tow
automobiles and other vehicles);

OR

It is used primarily to transport a particular typidload (other than over the public highways)
in a construction, manufacturing, processing, fagnimining, drilling, timbering, or other
similar operation for which it was specifically dgsed or significantly modified.

County-owned vehicles (other than Qualified NonsBaal Use Vehicles) will be utilized for
personal use (such as commuting to and from waik) io situations where the use is considered
by the elected official to be solely for the benhefi the county. If the personal use of a county-
owned vehicle has not specifically been determimgthe elected official as solely for the benefit
of the county, the employee will not utilize a copowned vehicle for personal use.

For those employees in positions where the eleaffeddal has determined that the personal use of
a county-owned vehicle is solely for the benefitlué county, (such as to commute to and from
work), each employee will be required to completPaasonal Use of County-Owned Vehicle
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Agreement. In this Agreement, each employee wik&, from among the valuation methods for

which they qualify, the valuation method to be usedletermining the amount of the taxable

fringe benefit (All employees will not qualify fall there of these valuation methods — see IRS
Publication 15B):

= The Cents Per Mile Rule;

= The Commuting Rule; or

= The Annual Lease Value Rule
Note: Some employees may not qualify for all threef these valuation methods — see IRS
Publication 15B).

The County will periodically audit the usage of notowned vehicles to insure that the valuation
of the amount of the taxable fringe benefit is appiate. Adjustments to the amount included on
the employee’s wages as a taxable fringe benefito@imade during one pay period each month
and on the Form W-2 at the end of the year.

Employees who repeatedly under-report the persosade of a county-owned vehicle, or who
knowingly use a county-owned vehicle in excesshaf teported usage, may be committing a
violation of the Oklahoma State Constitution andiloe I.R.S. Code and shall be subject to
disciplinary action up to and including discharge.

UNIFORMS AND SAFETY EQUIPMENT

The Oklahoma State Constitution places significeedtrictions on the use of county-provided
property. In addition, the federal Internal Reven8ervice Code has significant provisions to
determine whether the use of county-provided ptgps&ill be considered as a taxable fringe benefit
for individual employees. Therefore, in order tomply with the legal requirements of the Oklahoma
Constitution, and in order to not have the use ainty-provided uniforms and safety equipment
inappropriately viewed as a taxable fringe bengfithe IRS, the following policies and procedures
must be closely followed by all employees:

Uniforms and safety equipment will be providedlyoto employees in a position where the
written, formal job description for that positiomcludes the issuance of county-provided uniforms
and/or safety equipment as part of the compensatgikage. If the issuance of county-provided
uniforms and/or safety equipment is not includedhi® written, formal job description as part of
the compensation package, the employee will nopimeided with uniforms and (except in
emergency situations) will not be provided withetgfequipment.

All clothing and uniforms provided by the courase a taxable fringe benefit except where all of
the following conditions are present:

a) Clothing or uniforms must be specifically requil@sla condition of employment; and

b) Clothing or uniforms are not adaptable to genesal as ordinary clothing; and

c) Clothing or uniforms are, in fact, not worn for geal use.

All safety equipment provided by the county (excen emergency situation) is a taxable fringe
benefit except where the equipment is specificadiiermined to help an employee perform his/her
job in a safer environment.

Clothing, uniforms and safety equipment providsdthe county shall not be worn or used by
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employees except in the performance of their codnties and in direct travel to and from their
place of employment. Further use of clothing, aimmfs and safety equipment may constitute a
violation of the Oklahoma State Constitution andfa I.R.S. Code and shall subject an employee
to disciplinary action up to and including discharg

FIREARMS/CONCEALED WEAPONS

Canadian County wishes to maintain a work envirammtbat is free of unauthorized firearms,
weapons, explosives, and other dangerous materi@ts.achieve this goal, the County prohibits
(except by authorized Sheriff's office employeesbgrother specific authorization) the possession,
transfer, sale, or use of the following items orufy premises: switchblade knives and knives with
blade longer than four inches, dangerous chemasal, explosives Other objects carried for the
purpose of injuring or intimidating other peopleyriee considered dangerous items. This prohibition
includes all handguns even if the individual hawvadid license to carry a concealed handgun.
Firearms may be present in an employee's vehicléamty property only if the vehicle is locked at
all times. Employees violating this policy will seibject to disciplinary action, up to and incluglin
separation. If any employee observes any dangdtems in violation of this policy on County
property, the employee is under a duty to repashstem to the appropriate elected official.

Pursuant to State and Federal Law, the CanadiamtZdthildren’s Justice Center prohibits the
possession of firearms and weapons in our facil8tatutes allow this protection for our facilitpder
three provisions: Government buildings, the Jueemletention Center and the Canadian County
Educational Center. Therefore, this policy inclidevery building on the property and is also
inclusive of concealed weapons.

Furthermore, Firearms are only allowed in the paghot under the following circumstances:

A gun or knife designed for hunting or fishing posps kept unloaded in a privately owned vehicle
and properly displayed or stored as required by @wa handgun carried in a vehicle pursuant to a
valid handgun license authorized by the Oklahontfadedense Act, provided such vehicle containing
said gun or knife is driven onto facility properyly to transport a student to and from school and
such vehicle does not remain unattended on ourepiyp a gun or knife used for the purposes of
participating in the Oklahoma Department of WildliiConservation Certified hunter Training
education course or any other hunting, fishingetyafor firearms training courses, or a recognized
firearms sports event, team shooting program orpaaition, or living history reenactment, provided
the course or event is approved by the facilitectior, and provided the weapon is properly disglaye
or stored as required by law pending participatiothe course, event, program, or competition; and
weapons in the possession of any peace officethar person authorized by law to possess a weapon
in performance of his/her duties and responsiediti

Oklahoma Statute defines firearms or weapons as:

... any pistol, revolver, shotgun or rifle whetheadied or unloaded, or any dagger, bowie knife, dirk
knife, switchblade knife, spring-type knife, swomhne, knife having a blade which opens
automatically by hand pressure applied to a butpring, or other device in the handle of the knife
blackjack, loaded cane, billy, hand chain, metaldites, or any other offensive weapon, whether
such weapon is concealed or unconcealed.
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Children’s Justice Center employees who violats fholicy are subject to disciplinary action up to
and including termination.

Okla. Stat. Ann. tit. 21 § 1290.22

COMPLAINT RESOLUTION PROCEDURE
(OPEN DOOR POLICY)

Canadian County believes it is in the best inteoédioth the County and its employees to promote
free and open communication between employees lhitelvals of management. Canadian County
encourages employees to discuss work-related aohoeith their supervisor, other management
personnel, and elected officials. However, eversunh discussions, misunderstandings occur. In
order to resolve such instances as quickly andyeasipossible, we suggest the following to ensure
policy of free and open communication:

Step 1. Should you have a concern, bring it torygpervisor’s attention (if appropriate) verbadhy
in writing. After reviewing the facts, your sup&wer will meet with you to discuss your concernd an
to respond.

Step 2: If you are not satisfied with your supsovis response (or if meeting with him or her i$ no
appropriate) then you may present your concerhgémext immediate supervisor or to the appropriate
elected official who will follow the same evaluatiprocess.

Step 3: If you wish to pursue this matter furthtben you may present your concern to a member of
the Board of County Commissioners, who will invgate the matter.

After considering your position and the availabket§, that member of the Board of County
Commissioners will make a final determination orwh@anadian County will respond to your
concern.

STATEMENT OF POLICY REGARDING DRUG AND/OR ALCOHOL U SE BY
EMPLOYEES

The County is committed to providing its employeeth a safe workplace and an atmosphere which
allows them to protect property and other assetsaal in their care. Employees are expected ta be i
a suitable mental and physical condition while atkyallowing them to perform their jobs effectiyel
and safely.

Whenever use or abuse of any mood altering subsi@ach as alcohol or other drugs) interferes with
a safe workplace, appropriate action must be takEhe County has no desire to intrude into its
employees’ personal lives. However, both on-the4md off-the-job involvement with any mood
altering substances can have an impact on our Wamd&pthe County’s interests and reputation, and on
the County’s ability to achieve its objectives afety and security. Employees are expected torrepo
to the County’s premises, work sites, vehicleentliocations or customer work sites with no mood
altering substances in their body. Further, thespssion, sale or use of mood altering substarices a
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work, or coming to work under the influence of sumibstances will be a violation of safe work
practices and may result in disciplinary actiorjuing possible dismissal.

All employees are prohibited from the unlawful usale, dispensing, distribution, possession, or
manufacture of illegal drugs or alcoholic beveragasthe County’s premises, work sites, vehicles,
client locations or customer work sites. In adudifiemployees are prohibited from the off-premises
use of alcohol and possession, use, or sale galllérugs when such activities adversely affect job
performance, job safety, or the County’s reputatiochll employees will be subject to disciplinary
action, up to and including dismissal, for violatsoof this Policy.

Any employee who is charged and/or convicted uadgrfederal or state criminal drug and/or alcohol
statute must notify their supervisor or the persbrdepartment within five (5) days of the charge
and/or conviction and may receive some form ofiglsaary action, including dismissal.

The proper use of controlled medications or overdgbunter drugs as part of a prescribed medical
treatment program of the individual does not cautj by that fact alone, a violation of this Pglic
but it may be important for an employee's supervisobe aware such use is occurring in order to
determine job assignments. Such use may providlases for reassignment, a leave of absence or
dismissal because of medical reasons. An emplogdergoing prescribed medical treatment with a
controlled medication that could impair his/her gilogl, mental or emotional faculties must
immediately report this treatment to his/her suenv Failure to do so will constitute a violatioh

this Policy.

The County may also search Employer owned promerpremises used by the employees, as well as
the personal effects of employees (to include abgthvehicles, containers, tool boxes, lunch pails,

lockers and the like) brought onto the County'spemty. The County may take into custody any

illegal, unauthorized or prohibited items and mayntthem over to the proper law enforcement

agencies. Refusal to allow a search or interfexemith a search may result in disciplinary action,

including possible dismissal.

EMPLOYMENT SEPARATION

Canadian County offers no employment contracts da®s it guarantee any minimum length of
employment. Just as any employee may terminatdogmpent at any time, so may Canadian County
terminate an employee at any time “at-will,” withwithout cause, with or without notice.

There are several types of separation:

RESIGNATION: Employees who find it necessary tontmate their employment with Canadian
County are expected to give two week’s notice &rthupervisor.

REDUCTION IN FORCE (LAYOFF): An employee may bebgct to a non-disciplinary,
involuntary termination through layoff in connectiwith a shortage of funds, abolition of a position
or lack of need for the work performed by an emp®pr group of employees. The elected official
should make every effort to give at least two weelotice of the layoff. In such case, the employee
is eligible to receive the value of their accrued anused vacation and compensatory leave.
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RETIREMENT: Employees planning to retire are reediby OPERS (Oklahoma Public Employees
Retirement System) to submit an application foireatent 60 days prior to their retirement date. To
facilitate the retirement process, employees awsad to contact the County Clerk’s Office 90 days
prior to their planned retirement date. The CouwRligrk’s Office will notify the employing office of
any submitted applications for retirement. The lyge will receive the value of their accrued and
unused vacation and compensatory leave.

DISCHARGE: In order for Canadian County to caryt @s obligations and priorities in the most
efficient manner possible, the County adheres &opthinciples of at-will employment whereby the
County and employees alike can terminate the emudoy relationship at any time and for any reason
or for no reason, not prohibited by Federal, Stat®&lunicipal law. If an employee is separated for
cause (i.e. for misconduct, or for violations ofu@ty policy or for continued misconduct after
repeated warnings), the employee will receive thkies of their accrued and unused vacation and
compensatory leave.

Upon separation the employee must report to thepleying office for an exit interview and to make
arrangements for the final paycheck. The employes contact the County Clerk’s Office for
information concerning withdrawal or transfer ofirement benefits and/or continuing their health
insurance benefits through COBRA.

AUTHORITY TO SEARCH

Desks, lockers, and other storage devices withlerwtbrkplace may be provided for the convenience
of employees, but remain the sole property of tleur@y. Accordingly, they, as well as any
containers or articles found within them, can Ispetted by any member of management, at any time,
with or without prior notice. Containers may ingd&) but are not limited to, any packet, package,
purse, briefcase, or lunch container. Containegssabject to search whether or not they are lacked
Canadian County has the right to search containbether they are locked by a device provided by
the County or by the employee.

Canadian County provides a computer network systaohiding voice-mail, e-mail and Internet
access, to employees for business use only. Emgsoghould not expect privacy with respect to any
of their activities using County-provided computequipment, telephone equipment, computer
services, or Internet access. Canadian Countyvesséhe right to review any files, messages, or
communications sent, received, or stored on thenG/micomputer or telephone systems.

NO SOLICITATION / NO DISTRIBUTION POLICY

Canadian County employees are prohibited from engag solicitation to other County employees
or the public during the work time of either theayee doing the solicitation or the employee being
solicited without the prior approval of the Elec@®fficial. Solicitation includes, but is not lined to,
contacting other employees or the public for thgppse of encouraging their participation or support
for functions or activities which are not relatem the official business of the County. Examples
include encouraging participation in or support fpolitical campaigns, fundraisers, raffles,
organization membership drives, sales of any pripdeic. Solicitation is restricted to non-working
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hours such as lunch breaks, before work, and aftek. Canadian County employees are prohibited
from distributing materials that are not work rethin working areas during working time. Material
of this nature may only be distributed in non-watkiareas such as lunch rooms or break rooms
during non-working times.

SMOKE FREE POLICY

All buildings owned or operated by Canadian Couaty designated as nonsmoking. In addition,

smoking will not be allowed within twenty five (28et of any entrance or exit of any building owned

or operated by Canadian County. The Children’sicRi€enter prohibits the possession and use of all
tobacco products in the facility or on the premisesluding automobiles. Children’s Justice Center

employees who violate this policy are subject seighlinary action, including termination.

Okla. Stat. Ann. Tit, 21 O.S. § 1247

TELEPHONE USE

Personal phones calls on county telephones or mopa cell phones should be kept to a minimum
and must not interfere with County business. Erygds are prohibited from making long distance
phone calls on County phones for personal or n@irless matters.

Violation of the policy will be grounds for discipk, up to and including discharge.

VOTING

If an employee’s work day begins three hours oraradter the time that the polls are opened, or ends
three hours or more before the time the polls &sed, the employee will be expected to vote either
before or after work. If an employee’s work hoan® not within the above schedule, then the
employee will be granted two hours of time durihg period when the election polls are open in
which to vote and will not be subject to loss ofmEensation or any other penalty for absence, ag lon
as they notify their department head either orallyn writing of the intent to be absent at leasé o
day prior to the election and provide to their dépant head proof of voting.

Okla. Stat. Tit. 26, § 7-101.
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PLACE SIGNED COPY IN EMPLOYEE'S PERSONNEL FILE

READ CAREFULLY BEFORE SIGNING BELOW

EMPLOYEE PERSONNEL POLICY HANDBOOK
ACKNOWLEDGEMENT FORM

This is to acknowledge that | have received a cojpthe 2013 Employee Personnel
Policy Handbook adopted by Canadian County and rgtated that it outlines the
policies and practices that apply to me as an eysplavith Canadian County.

| understand it is my responsibility to familiarireyself with all information in the
handbook.

Since the information, policies and benefits désatiin this handbook are subject to
change, | understand and agree that such changésaaade by the County at its sole
and absolute discretion. Any changes to the mdi@nd practices described in the
Handbook must be made in writing by the County,omler to be effective. |
understand this Handbook represents the sole pofidhe County and replaces and
supersedes any and all other oral or written p@elopolicies or procedures except
where additional policies for the operation of &a@fpc office or department may be
present.

| understand this handbook is not nor is it intehtle be a contract of employment. |
understand | am an employee-at-will and understaedCounty Elected Officer retains
the right to terminate his/her employees at anyetfor any reason not prohibited by
Federal, State or Municipal law, and | also undem@temployees can terminate their
own employment at any time.

| further understand that this signed statementbgilplaced in my personnel file.

Employee’s Name Employee’s Signature
(Printed or Typed)

Date
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PLACE SIGNED COPY IN EMPLOYEE'S PERSONNEL FILE

READ CAREFULLY BEFORE SIGNING BELOW

COMPENSATORY TIME OFF FOR OVERTIME AGREEMENT

l, Social Security # , have read,
understand and have in my possession Canadian Y®@Wt13 Employee Personnel
Policy Handbook. | agree as a condition of emplaytrie follow the policies in this
handbook, and if there is at any time something lthl@ not understand, | agree to ask
a county representative.

| further understand that if | am an employee wentitled to overtime pursuant to the
Fair Labor Standards Act, | may be paid compengdioe off in lieu of cash overtime
payment according to the Fair Labor Standards Act @ provided in the County’s
Employee Personnel Policy Handbook.

| further understand that this signed statement @l a permanent record in my
personnel file.

Employee’s Signature Employer Representative Signature

Date
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PLACE SIGNED COPY IN EMPLOYEE'S PERSONNEL FILE

READ CAREFULLY BEFORE SIGNING BELOW

CANADIAN COUNTY TELEPHONE, E-MAIL, INTERNET AND VOI CE
MAIL EMPLOYEE ACKNOWLEDGEMENT FORM

| have read and understand the County’s Electr@ammunication Policy included in the 2013
Employee Personnel Policy Handbook. | understhatall electronic communication systems and
all information transmitted by, received from, dored in these systems are the property of
Canadian County. | also understand that thesemgstincluding facsimile, telecopier, telephone,
voice mail, copy machine, computer, internet, ehmand telephone systems, are to be used
primarily for job-related purposes and not for e purposes, and that | have no expectation of
privacy in connection with the use of this equipim@nwith the transmission, receipt, or storage of
information in this equipment.

| agree not to use a code, access a file, or vetid@y stored communication unless authorized. |
acknowledge and consent to Canadian County momgary use of this equipment at any time, at
its discretion. Such monitoring may include monitg telephone communication, printing up and
reading all e-mail entering, leaving, or storedhiase systems as well as listening to my voice mail
messages. Canadian County reserves and may ex#reisight to review, audit, intercept, access,
disclose, delete, and purge all messages or cocrteaited, received or sent over the internet and e-
mail access systems for any purpose. An employessf the internet and e-mail systems grants
management permission to review any and all tramsecor sites.

| understand that unauthorized, excessive or imgpjate use of any of the electronic
communication systems may be grounds for disciplipeto and including discharge.

Name of Employee (Please Print

Employee’s Signature Date

Name of Management Witness  (Please Print)

Management Witness’ Signature Date
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PLACE SIGNED COPY IN EMPLOYEE'S PERSONNEL FILE

READ CAREFULLY BEFORE SIGNING BELOW

CANADIAN COUNTY PERSONAL USE OF COUNTY-OWNED
VEHICLE AGREEMENT

Employee Name: Date:

Department:

Regularly assigned vehicle:

| have read and understand Canadian County's poficthe use of county-owned vehicles. | have
been instructed by (Elected Official) to use a county-owned vehicle for limited

personal use solely for the benefit of the courBased on my regular use of a county-owned vehicle
for personal use (such as in commuting), | undedsthe valuation of the amount of taxable fringe

benefits attributed to me will be calculated byafkone)

The Cents Per Mile Rule
The Commuting Rule
The Annual Lease Value Rule

Note: Some employees may not qualify for all threef these valuation methods — see IRS
Publication 15B).

AND, | agree to provide the information and docutaénon necessary to make this calculation.

The amount so calculated in each calendar yearbeilincluded in my taxable wages as a fringe
benefit. Falsification of statements concerningigie usage, use of the county-owned vehicle beyond
the specific instructions of the elected officia,failure to provide required documentation maguie

in discipline up to and including discharge.

Employee’s Signature Date Witness Date
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DEFINITIONS

EMPLOYEES:
FULL TIME: Employees scheduled to work 40 houmsezk.

PART TIME WITH BENEFITS: Employees scheduled torlw@0 hours or more per week and more

than 1000 hours per year. Employees are eligibtehkalth insurance and retirement benefits.
Vacation and sick leave will be pro-rated basedagrercentage of the number of hours worked as
compared to a 40 hour work week. Holiday pay bdlpro-rated in a similar fashion.

PART TIME WITHOUT BENEFITS: Employees schedulednork less than 20 hours per week and
less than 1000 hours per year. Employees areligdile for health insurance, retirement, leave or
holiday benefits. An exception applies to thosepleyees who have previous participating service
with OPERS and who have not withdrawn their contitms. These employees are required to
continue to pay retirement contributions on thairt pime wages.

TEMPORARY / SEASONAL: Employees who are hired $biort durations and whose total hours do
not exceed 1000 hours per year. Employees areeligble for health insurance or retirement
benefits. An exception applies to those employehse have previous participating service with
OPERS and who have not withdrawn their contribiiomhese employees are required to continue to
pay retirement contributions on their temporargeasonal wages.

COUNTY OFFICERS:

The county officers are the three County Commissi®nCounty Sheriff, County Treasurer, County
Clerk, Court Clerk, and County Assessor.

DEPARTMENT HEAD / DIRECTOR:
An employee appointed or hired to administer a depent for Canadian County. This includes, but

is not limited to, the Secretary of the ElectionaBy the Children’s Justice Center Facility Directo
and the Secretary of the Free Fair Board.
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RESOLUTION
#13-207
WHEREAS Canadian County has determined there exists a need for an Employee Personnel Policy
Handbook which is uniformly applied to all employees of Canadian County, and

WHEREAS the elected officials of Canadian County have determined that an Employee Personnel
Policy Handbook will significantly improve communications between the County and its employees, and

WHEREAS the elected officials of Canadian County have determined that a written Employee
Personnel Policy Handbook promotes faimess in employment and assists in the prevention of discrimination in
employment of any nature.

NOW, THEREFORE, BE IT RESOLVED that pursuant to Okla. Stat. Ann. tit. 19, Section 339,
Canadian County, by a majority vote of the elected officials, does hereby adopt the "Employee Personnel Policy
Handbook - Canadian County."

Dated this 174 Day of dee. 2012
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Phil Carson, Member — District #1 Commissioner
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ATFEST
Shellcy Dick , County Clerk
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Randall Edwards, County Sheniff Carolyn Lédk, County Treasurer
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Shelley Dick: , County Clerk

if Ramsey-HireCCous fClerk

Matt eehmullcr, County Assessor Judge‘%b Hu |I?61 s Justice Center
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