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1.

PERSONNEL ADMINISTRATION

1.1

USE AND REVISION OF MONROE COUNTY PERSONNEL POLICY HANDBOOK
The Monroe County Personnel Policy Handbook is designed to provide employees with
informaPon about working condiPons, employee beneﬁts, and some of the policies aﬀecPng
employment. Elected oﬃcials/department heads, and employees should read, understand, and
follow all provisions of the Personnel Policy Handbook. These policies describe many employee
responsibiliPes and outline the programs developed by Monroe County to beneﬁt our employees.
One of our objecPves is to provide a work environment that is conducive to both personal and
professional growth.
Nothing in this policy is intended to, in any sense, consBtute a contract of employment or an
expectaBon of conBnued employment. Monroe County is an AT-WILL employer, which means
the employee may resign at any Bme and the County may discharge an employee at any Bme
with or without cause. This Personnel Policy Handbook is not a contract of employment.
No personnel policy handbook can anPcipate every circumstance or quesPon about policy. As
Monroe County conPnues to grow, the need may arise to change policies. Monroe County,
therefore, reserves the right to revise, supplement, or rescind any policies or porPon of the
Personnel Policy Handbook from Pme to Pme as it deems appropriate, at its sole and absolute
discrePon. Employees will, of course, be noPﬁed of such changes as they occur.
Although we believe the descripPve materials contained in the Personnel Policy Handbook are
accurate, some secPons, such as the secPon regarding insurance, are only summaries. Any
discrepancies between these summaries and the terms of the actual plans will be governed by
the terms of the underlying, more detailed policies and procedures. Any quesPons regarding
summaries, their underlying policies and procedures, if applicable, and any discrepancies
between them should be directed to your elected oﬃcial, department head, or the Human
Resources Department.

1.2

EXCEPTIONS AND SPECIAL CONDITIONS
These policies and procedures apply to all employees, except when in conﬂict with special
employment condiPons set forth for elected oﬃcials, when in conﬂict with various statutes
governing employment relaPonships, or when in conﬂict with speciﬁc provisions of employment
contracts entered into by the Monroe County Commissioners.
These policies and procedures do not apply to Central Dispatch employees. Central Dispatch
employees are governed by the Central Emergency Dispatch Center Personnel Manual.
Elected oﬃcials are excluded from the provisions of the Personnel Policy Handbook, unless
speciﬁcally noted.

1.3

PERSONNEL POLICY ADMINISTRATION
A Personnel Policy CommiQee comprised of department heads, representaPves of the Monroe
County Board of Commissioners, the Monroe County Council, the Monroe Circuit Court, the
Human Resources Department, and the other elected oﬃcials of Monroe County shall be
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convened at least bi-annually to review the personnel policies and make recommendaPons for
modiﬁcaPons.
It shall be the responsibility of the following three overseeing authoriPes: Monroe County
Commissioners, Monroe County Board of Judges and Monroe County ProsecuPng AQorney to
interpret these policies and procedures, to ensure that they are administered in a consistent and
imparPal manner, and to provide oversight and approval as required.
1.4

MANAGEMENT RIGHTS
Monroe County, as a public employer, retains the sole and exclusive responsibility and authority
to manage and direct its workforce on behalf of the public, and to conduct the operaPons and
acPviPes of Monroe County to the full extent authorized by law. Elected oﬃcials/department
heads have responsibility for the day-to-day supervision and operaPon of their respecPve oﬃces
as prescribed by statute. In their discrePon, elected oﬃcials and department heads are allowed to
insPtute, for the eﬃcient operaPon of their departments, addiPonal, more stringent
requirements than those contained in this Policy. Elected oﬃcials and department heads are
encouraged to put such policies in wriPng.
Those departments with addiPonal statutory Board or Commission supervision or interacPon
including, but not limited to, the Monroe County Airport, Health Department, Parks Department,
and Planning Department, shall be responsible for following the policies and/or statutory
requirements of that Board or Commission.

1.5

DEFINITIONS
The following deﬁniPons apply throughout the text of the Personnel Policy Handbook. Any
quesPons about the interpretaPon of these deﬁniPons should be directed to the Human
Resources Department.
“Anniversary Date” refers to the date an employee becomes a full-Pme employee.
“At Will” refers to the nature of the employment relaPonship, which means that the employee
may resign at any Pme and the County may discharge the employee at any Pme with or without
cause.
“Circuit Court” refers to the Monroe Circuit Court, a court of general jurisdicPon administered in
accordance with Indiana Code 33-4-10, et. seq.
“ConBnuous County Employment” refers to a term of employment with the County which has
been uninterrupted and during which the employee has not ceased employment with the County
for any period of Pme.
“County” or “Monroe County” refers to all divisions of Monroe County government as well as the
Monroe Circuit Court. The term includes the oﬃces of the Auditor, Board of Commissioners,
Circuit Court, Clerk of the Circuit Court, Coroner, County Assessor, Monroe County Council, Public
Defender, Prosecutor, Recorder, Sheriﬀ, Surveyor, Treasurer, and all other County oﬃces, boards
and departments.
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“Date of TerminaBon” refers to the last date the employee actually worked for the County.
VacaPon or beneﬁt leave may not be used towards determinaPon of an employee’s date of
terminaPon.
“Dependent” refers to the employee’s spouse, child, step-child, or family member who requires
the employee’s care.
(Registered) “DomesBc Partner” refers to an individual who is in a commiQed relaPonship of
indeﬁnite duraPon with a County employee, with an exclusive, mutual commitment similar to
that of marriage, and where the couple has registered as partners with the County Human
Resources Department. The partners share the necessiPes of life and agree to be ﬁnancially
responsible for each other’s well-being, including basic living expenses. The domesPc partners
must declare under oath that they are not related by blood closer than permiQed under marriage
laws of the State of Indiana; that they are not married according to the laws of the State of
Indiana; that they are at least 18 years of age and have the capacity to enter into contract; that
they have no other domesPc partner; that they share a household; and that they are jointly
responsible to each other for the necessiPes of life. The County may require documentaPon
substanPaPng these declaraPons.
“Elected Oﬃcials” refers to those individuals elected to the following oﬃces: Auditor, Board of
Commissioners, Board of Judges of the Monroe Circuit Court, Clerk of the Monroe Circuit Court,
Coroner, County Assessor, Members of the Monroe County Council, Prosecutor, Recorder, Sheriﬀ,
Surveyor, Treasurer.
“Employee” refers to a person employed by the County including appointed department heads
and supervisors. The term does not include elected oﬃcials.
“Exempt” employees are excluded from speciﬁc overPme provisions of Federal and State law.
Exempt employees are not enPtled to overPme compensaPon or compensatory Pme oﬀ.
“Full-Time Employees”* are those not assigned to part-Pme or temporary statuses, who work a
minimum of seventy (70) hours during a two (2) week pay period. Full-Pme employees work
throughout the year and not on a seasonal basis. Full-Pme employees are eligible for the County’s
beneﬁt package, subject to the terms, condiPons, and limitaPons of each beneﬁt program.
“Non-Exempt” employees are enPtled to overPme compensaPon/compensatory Pme oﬀ under
speciﬁc provisions of Federal and State laws.
“Part-Time Employees” * are those not assigned to full-Pme or temporary statuses, who
regularly work less than twenty-eight (28) hours per work week. Part-Pme employees work
throughout the year and not on a seasonal basis. Part-Pme employees may occasionally work
addiPonal hours based on staﬃng and business needs of the County. Part-Pme employees retain
that status unPl expressly noPﬁed of a change. Part-Pme employees receive all legally-mandated
beneﬁts (such as worker’s compensaPon and social security beneﬁts), but they are not eligible for
the County’s other beneﬁt programs. See Addendum A.
“Seasonal Employees”* are those, as deﬁned under any applicable federal law who work one
hundred twenty (120) days per year or less for the County. These days need not be consecuPve.
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Seasonal employees are not considered full Pme and are not provided health insurance, unless
required by federal law.
“Temporary Employees”* are hired as interim replacements to temporarily supplement the
workforce, assist in the complePon of a speciﬁc project, or work on an hourly basis averaging
usually less than twenty (20) hours of work per week annually depending upon staﬃng and
business needs of the County. Employment assignments in this category are of a limited duraPon
usually of ninety (90) days or less depending upon staﬃng and business needs of the County.
Temporary employees retain that status unPl noPﬁed of a change. Temporary employees receive
all legally-mandated beneﬁts (such as worker’s compensaPon and social security), but are not
eligible for the County’s other beneﬁt programs.
* If a department hires an individual to stand-in for a full-Pme employee on a leave of absence,
the department head shall contact the Human Resources Department to conﬁrm the individual’s
employment status and eligibility for beneﬁts.

2.

EQUAL EMPLOYMENT OPPORTUNITY and NON-DISCRIMINATION

2.1

EQUAL EMPLOYMENT OPPORTUNITY
Monroe County is an equal opportunity employer. It is the County’s policy to treat all employees
and applicants for employment equally according to their individual qualiﬁcaPons, abiliPes,
experience, and other employment standards. The County does not discriminate on the basis of
age, color, disability, ethnicity, gender, naPonal origin, race, religion, veteran status, genePc
informaPon, or any other legally-protected classiﬁcaPon. This policy of non-discriminaPon applies
to all terms and condiPons of employment, including but not limited to recruiPng, hiring,
promoPon, training, transfer, compensaPon and discharge. It is the County’s policy to comply
with all applicable Federal, State and local laws governing employment. All posiPon vacancy
noPces, posPngs, adverPsements, and recruiPng literature shall contain the phrase “An Equal
Opportunity Employer.”
Any employee with quesPons or concerns about any type of discriminaPon in the workplace shall
bring these issues to the aQenPon of their elected oﬃcial, department head, or the Human
Resources Department. Employees may raise concerns and make reports without fear of reprisal.
Anyone found to be engaging in any type of unlawful discriminaPon will be subject to disciplinary
acPon, up to and including terminaPon of employment.
P:\County Forms& Info\Human Resources Forms\Miscellaneous Forms\JobOpeningNoPce.ro

2.2

AMERICANS WITH DISABILITIES ACT
It is the intent and policy of the County that qualiﬁed individuals with disabiliPes parPcipate in
and receive the beneﬁt of the services, programs or acPviPes of the County. It is the policy of the
County not to discriminate against a qualiﬁed individual with a disability in: job applicaPon
procedures; the hiring, advancement or discharge of employees; employee compensaPon; job
training, and other terms, condiPons and privileges of employment. It is the intent of the County
to comply with all applicable requirements of the Americans with DisabiliPes Act (“ADA”).
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Monroe County will reasonably accommodate persons with a disability on a case-by-case basis,
which may include making faciliPes readily accessible to individuals with a disability, restructuring
jobs, modifying work schedules, modifying equipment, or similar accommodaPons. Employees
who wish to request an accommodaPon are advised to contact the Human Resources
Department to obtain ADA forms for processing. Completed forms will be returned to the
Human Resources Department with a copy forwarded to the employee’s supervisor. Any
employee who believes he or she has received treatment inconsistent with this policy or with any
requirement of the ADA may ﬁle a complaint within one hundred eighty (180) days of the date of
the alleged discriminatory act or pracPce with the Human Resources Department, the Monroe
County Legal Department or the Equal Employment Opportunity Commission.
(Medical Review Form) P:\County Forms & Info\Human Resources Forms\FMLA_Other
Leave_ADA\Reasonable AccommodaPon Request.pdf
2.3

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT
Monroe County is compliant with applicable requirements and standards of the Health Insurance
Portability and Accountability Act of 1996 (“HIPAA”), and has established guidelines regarding the
privacy of individually idenPﬁable health informaPon accordingly.
Monroe County has designated the Human Resources Department as the County’s “privacy
oﬃcial” who is responsible for developing and implemenPng privacy policies and procedures; and
the Human Resources Department is the contact person who is responsible for receiving
complaints regarding compliance.
All County HIPAA inquiries shall be directed to the Human Resources Department located in the
Courthouse.

2.4

POLICY PROHIBITING HARASSMENT
It is the policy of the County to provide all employees and volunteers with a workplace that is
safe, comfortable, and free of harassment. It is the County’s policy to prohibit all forms of
harassment at work, including harassment based on age, color, disability, ethnicity, gender, sexual
orientaPon, naPonal origin, race, religion, veteran status, or any other legally-protected
classiﬁcaPon. All employees are responsible for complying with the County’s policy prohibiPng
harassment.
A. Harassment means any unwelcome or oﬀensive conduct, whether wriQen, verbal or physical,
which is:
1. Directed at or to an employee because of the employee’s age, color, disability, ethnicity,
gender, sexual orientaPon, naPonal origin, race, religion, or veteran status; or
2. Directed toward any person concerning an individual, or a class of individuals, because of
the age, color, disability, ethnicity, gender, sexual orientaPon, naPonal origin, race,
religion, or veteran status of the individual or class of individuals. For example, racial or
ethnic slurs or derogatory epithets are prohibited in the workplace, regardless of whether
a member of the racial or ethnic group is present when the statement is made.
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Harassment does not refer to occasional compliments or other statements of a socially
acceptable nature. Harassment refers to behavior which is unwelcome and which is so oﬀensive
and/or persistent as to create, or have the potenPal of creaPng, an inPmidaPng, hosPle, or
oﬀensive working environment for any employee.
B. Sexual harassment may include the following:
1. Oﬀensive or unwelcome sexual ﬂirtaPons, advances or proposiPons, communicated
verbally, by touch or in wriPng;
2. Obscene or sexually suggesPve comments about a person’s body or appearance;
3. The use of “oﬀ color” language or “dirty jokes”;
4. Printed or electronic display or transmission of sexually explicit photographs, drawings,
greePng cards, arPcles, books, magazines, messages, cartoons, or any other image;
5. Electronic messaging, including but not limited to, emails, blogs, chat rooms, etc.
6. Conduct with sexual implicaPon that has the purpose or the eﬀect of interfering with
work performance or creaPng an inPmidaPng, hosPle, or oﬀensive work environment;
7. Unwelcome or unnecessary touching of any part of another’s body;
8. Sexually degrading words to describe a person or a group of people;
9. Slurs, threats, repeated commands or other oﬀensive verbal or physical conduct relaPng
to a person’s sex or sexual orientaPon.
C. This policy applies to all full-Pme, part-Pme, and temporary employees and to elected
oﬃcials, department heads, and volunteers.
D. It is a violaPon of this policy to use an individual’s submission to or rejecPon of harassing
conduct as the basis for any employment decision aﬀecPng the individual. RetaliaPon
towards an employee who reports harassment is strictly prohibited.
E. Employees who believe they have been subjected to harassment shall promptly report the
harassment to their elected oﬃcial, department head, or the Human Resources Department
and complete a Harassment Complaint Form. The best Pme to register a complaint is
immediately aqer the act occurs. Employees shall submit the completed Harassment
Complaint Form to their elected oﬃcial, department head, or the Human Resources
Department.
1. If the department head is the subject of the harassment complaint the employee shall
submit the completed form to the elected oﬃcial responsible for that department head
or the Human Resources Department.
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2. If the elected oﬃcial is the subject of the harassment complaint, the employee shall
submit the completed Harassment Complaint Form to the Human Resources Department,
the Monroe County Commissioners, the Board of Judges, or the Monroe County Legal
Department. The Monroe County Legal Department and the Human Resources
Department must be provided a copy of each completed Harassment Complaint Form.
When feasible, the County will make a representaPve of each sex available to receive
such complaints.
F.

All employees who observe or otherwise learn of or have reason to suspect any conduct
which may violate this policy shall promptly report such facts to their elected oﬃcial,
department head, or the Human Resources Department, and shall cooperate fully in any
invesPgaPon or disciplinary acPon undertaken pursuant to this policy. Failure to comply with
this secPon shall be grounds for appropriate disciplinary acPon, up to and including
terminaPon.

G. The elected oﬃcial, department head, or the Human Resources Department shall conduct a
prompt and careful invesPgaPon. The invesPgaPon may include interviews with all persons
having direct knowledge of the unwelcome behavior, including the person who made the
complaint, the person accused of sexual or other harassment, and other potenPal witnesses.
H. At the conclusion of the invesPgaPon, the elected oﬃcial, department head, Human
Resources Department, or other invesPgator will review the ﬁndings with the person(s) who
made the complaint. If the invesPgaPon reveals that the complaint is factual, appropriate
correcPve acPon will be taken to prevent the harassment from occurring again, up to and
including discharge of any employee believed to be guilty of harassment. In any case,
parPcularly in situaPons where the facts uncovered during the invesPgaPon are inconclusive
or unclear, the County will ensure that all parPes are reacquainted with the policy prohibiPng
sexual or other harassment at work.
I.

Monroe County will take reasonable steps to keep the complaint conﬁdenPal and, to the
extent possible, maintain the privacy of the persons involved. Monroe County, however,
cannot guarantee conﬁdenPality.

J.

Monroe County takes this harassment policy very seriously and will make all reasonable
eﬀorts to educate its employees about this policy. Every new employee will be provided a
copy of the policy when hired, which may be reviewed during orientaPon. If the policy is
amended, copies of the amendments will be given to all employees.

K. Monroe County also recognizes that careful consideraPon must be given to quesPons
regarding whether a parPcular acPon or incident is purely personal or social without any
discriminatory employment eﬀect. False accusaPons of sexual harassment can have
devastaPng eﬀects on the lives and reputaPons of innocent women and men; therefore, the
County may discipline, up to and including terminaPon of employment, those employees who
are proved to have intenPonally, maliciously, and wrongly accused others of sexual
harassment.
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L. PrevenPon is the best policy for the eliminaPon of harassment. Employees shall be aware of
this harassment policy at all Pmes and seek to avoid creaPng condiPons that encourage such
acPvity.
M. Sexual and other forms of harassment by any employee may result in personal legal and
ﬁnancial responsibility for the employee oﬀender.
(Harassment Complaint Form) P:\County Forms & Info\Human Resources
Forms\Miscellaneous Forms\HARRASSMENT COMPLAINT.docx
2.5

COMPETENT AND INCLUSIVE WORKFORCE
Monroe County Government must conduct trainings to maintain a competent and inclusive
workforce. Competency includes both subject matter competency, which varies from office to
office, and more universal competency such as computer usage and internal control training. All
full time County Employees shall be required to participate in all universal competency trainings
as indicated by the County Commissioners. All full time employees are required to participate in
any subject matter competency training as required by Elected Official overseeing the
department.
In addition, Monroe County Government wants to ensure its workforce is competent to deliver
the required services and create an environment that promotes inclusion for both employees
and the public. In order to be effective, sensitivity training and implicit bias training must be
part of a top down culture that promotes diversity and inclusion. In an attempt to ensure the
same message and quality of training, while adhering to the separation of powers found in state
code, all full time, non-law enforcement, employees, with the exception of those working under
the authority of the Prosecutor and Board of Judges, will be required to participate in training
approved by the Board of Commissioners. All full time Employees working under the Prosecutor
and Board of Judges, are required to participate in a training approved by that employees’
overseeing elected official.

3.

RECRUITMENT, SELECTION AND HIRING

3.1

RECRUITMENT/HIRING
AuthorizaPon to recruit and hire to ﬁll a vacancy in an exisPng or newly-created posiPon rests
solely with the elected oﬃcials and their designated department heads.
Basic job qualiﬁcaPons of formal educaPon, background, and experience shall be determined
before recruiPng begins. These qualiﬁcaPons shall be based on job requirements, as well as
applicable Federal, State, and local laws.
The residency of the applicant/prospecPve employee shall be a criterion when making a hiring
decision. A Monroe County resident shall be preferred.
When a job vacancy occurs, the department may ﬁll the posiPon by promoPon or transfer within
the department without posPng. The County encourages internal promoPon and transfer
whenever possible.
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Unless a posiPon will be ﬁlled by promoPon or transfer from within the department, elected
oﬃcials/department heads shall distribute informaPon regarding vacancies and new posiPons as
follows:
1. By posPng on Monroe County’s intranet site through TSD;
2. By posPng on Monroe County’s internet site through TSD;
3. By publicly posPng on bullePn boards located in each County government building; and
4. By posPng to the Bloomington Work One Center through Human Resources.
At the discrePon of the elected oﬃcial/department head, newspaper and trade journal
adverPsing may be used in recruiPng employees. Elected oﬃcials/department heads may also
place a copy of the noPce in department boxes in the central mailbox system in the Auditor’s
Oﬃce; however, copies must be placed in the following mailboxes: Monroe County Board of
Commissioners, Human Resources Department, County Council, Court Services, and the
ProbaPon Department. AdverPsements shall describe the posiPon, basic qualiﬁcaPons, and state
that the County is “An Equal Opportunity Employer.” An elected oﬃcial/department head also has
the opPon of uPlizing the Human Resources Department for recruiPng.
A noPce of job vacancy should contain the following:
1. The Ptle of the available posiPon;
2. A brief summary of the duPes and responsibiliPes;
3. Minimum educaPon and experience requirements;
4. The pay range;
5. The deadline, if any, and the place for submission of the applicaPon; and
6. A statement that the County is an “Equal Opportunity Employer.”
(No9ce of Job Opening Form) P:\County Forms & Info\Human Resources Forms\Miscellaneous
Forms\JobOpeningNoPce.ro
3.2

RESUMÉS AND EMPLOYMENT APPLICATIONS
Monroe County makes available employment applicaPons upon request. Elected oﬃcials/
department heads should have all candidates for jobs submit a résumé and/or complete a County
Applica9on for Employment (“ApplicaPon”), as well as any other forms required for staPsPcal
purposes or deemed necessary to process the ApplicaPon. Résumés and ApplicaPons shall be
maintained by the elected oﬃcial, department head and/or the Human Resources Department.
The ApplicaPon requests only the informaPon necessary for raPonal decision-making. Only
quesPons speciﬁcally related to occupaPonal standards are included in the ApplicaPon.
ApplicaPons must be fully completed and must account for periods of employment and
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unemployment. Monroe County relies on the accuracy of informaPon on the ApplicaPon, on the
submiQed résumés as well as other data presented throughout the hiring process and
employment. Any misrepresentaPons, falsiﬁcaPons, or material omissions in any of this
informaPon or data may result in the County’s exclusion of the individual from further
consideraPon for employment, or, if the person has been hired, terminaPon of employment.
Submission of a résumé or placement of an ApplicaPon with the County does not mean that all
applicants will be granted an interview by the elected oﬃcial/department head; however, equal
consideraPon will be given to all applicants based on the qualiﬁcaPons listed for the job. Résumés
and ApplicaPons shall only be taken for open posiPons, with the excepPon of recruitment lists
maintained by the Monroe County Sheriﬀ. Prior to a person being placed on the County payroll,
the elected oﬃcial/department head shall submit the person’s ApplicaPon and/or résumé to the
Human Resources Department.
(MCG Applica9on for Employment) P:\County Forms & Info\Human Resources Forms\01 NEW
EMPLOYEE FORMS\01 Pre Employment Packet\Pre Hire Documents Packet
(EEO-4 Voluntary Self-Iden9ﬁca9on) P:\County Forms & Info\Human Resources Forms\01 NEW
EMPLOYEE FORMS\02 Full Time New Employee Forms 2020\03 EEO-4
3.3

APPLICANT TESTING
Applicant tests including, but not limited to, wriQen tests for basic skills, mechanical or physical
agility tests, and some psychological tests may be used by the County in the selecPon process.
Such tests are to be related to the requirements of the posiPon.

3.4

PRE-EMPLOYMENT INTERVIEWS
Pre-employment interviews may be used to gather informaPon and screen applicants for County
employment. Final interviews shall be conducted by the elected oﬃcial/department head or their
designee.

3.5

EMPLOYMENT REFERENCE CHECKS
To ensure that individuals who are employed by the County are well qualiﬁed and have a strong
potenPal to be producPve and successful, it is the policy of the County to check the employment
references of all applicants. In addiPon, criminal record checks may be conducted. InformaPon
regarding this procedure is contained in the “Employment History and Work Experience” secPon
of the County’s Employment ApplicaPon.
For employment reference checks requested by outside employers of past or current County
employees, the County will respond in wriPng only to those reference check inquiries that are
submiQed in wriPng. Responses to such inquiries will be addressed on a case by case basis and
will typically conﬁrm only dates of employment, wage rates, and posiPon(s) held. No employment
data will be released without wriQen authorizaPon and a release signed by the individual who is
the subject of the inquiry unless required by federal, state, or local law.
Requests by elected oﬃcials and department heads for reference checks on applicants may be
directed to the Human Resources Department.
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(Employment Veriﬁca9on/Authoriza9on & Release Form) P:\County Forms & Info\Human
Resources Forms\01 NEW EMPLOYEE FORMS\01 Pre Employment Packet
3.6

CRIMINAL BACKGROUND AND CREDIT CHECKS
All applicants are subject to criminal background checks. Background checks will be conducted on
all post oﬀer candidates. At the discrePon of department heads/elected oﬃcials, current
employees are also subject to criminal background checks. The costs associated with a criminal
background check will be borne by the Human Resources Department.
Any individual with a felony convicPon within the ﬁve (5) year period prior to applicaPon, or any
felony convicPon for a crime of dishonesty (e.g. embezzlement and fraud), shall be immediately
removed from consideraPon for a posiPon. Any other felony convicPon occurring more than ﬁve
(5) years prior to the applicaPon may be cause for removal from consideraPon at the department
head or elected oﬃcial’s discrePon.
Subject to Federal, State, and Local law, all applicants are subject to credit checks. At the
discrePon of department heads/elected oﬃcials, current employees, subject to Federal, State,
and Local law, are also subject to credit checks. The costs associated with a credit check will be
borne by the Human Resources Department.

3.7

CONDITIONAL OFFER OF EMPLOYMENT
Applicants may receive a condiPonal oﬀer of employment condiPoned on the successful
complePon of all established prerequisite requirements of the posiPon, which may include
passing medical, physical, and mental examinaPons or requirements, drug tests, and reference
and criminal background checks. Applicants who receive a condiPonal oﬀer employment are not
employees of the County unless they receive an oﬃcial leQer of employment. Monroe County
may withdraw the condiPonal oﬀer of employment at any Pme for any reason, except as
otherwise prohibited by law.

3.8

MEDICAL EXAMINATIONS
To help ensure that employees are able to perform their duPes safely, medical examinaPons may
be required of those posiPons responsible for public safety and health prior to hiring, or anyPme
during the course of employment with the County.
Applicants may be required to undergo a pre-employment medical examinaPon by a health
professional of the County’s choice, at the County’s expense. Employees shall be required to
submit to ﬁtness for duty medical or psychological evaluaPons prior to returning from military
leave or employee illness or injury leave under the Family and Medical Leave Act, or to meet
terms and condiPons associated with performing job duPes. Applicants may be required to
submit to a drug test at the discrePon of the elected oﬃcial/department head and prior to being
hired by the County.
InformaPon on an employee’s medical condiPon or history shall be kept in a conﬁdenPal medical
ﬁle that is separate from other employee informaPon. Medical informaPon shall be maintained
by the Human Resources Department and/or the elected oﬃcial/department head/ that is
responsible for the employee, such as return to work slips, restricPons, etc.
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Access to this informaPon will be limited to the employee, elected oﬃcial/department head of
the employee, the Monroe County Legal Department, the Human Resources Department, and, if
necessary, the Auditor. The Court Administrator may also access this informaPon for Court
employees.
(Consent to Drug Test Form and Condi9onal Oﬀer of Employment Form) P:\County Forms &
Info\Human Resources Forms\01 NEW EMPLOYEE FORMS\01 Pre Employment Packet
3.9

AUTHORIZED ALIEN STATUS AND CITIZENSHIP
VeriﬁcaPon of Employment Eligibility: All applicants must cooperate with the County in its
compliance with the ImmigraPon Reform and Control Act of 1986, as amended. Applicants who
refuse to supply the documentaPon necessary to prove they are American ciPzens or aliens
authorized to work in this country will not be considered for employment. The Human Resources
Department shall ensure that the I-9 Form is properly completed and retained as required by law.
The Auditor cannot process payroll claims for any employee unless the appropriate forms are
completed.

3.10

NEPOTISM
Monroe County’s policy is to hire, promote, and transfer employees on the basis of individual
merit and to avoid any hint of favoriPsm or discriminaPon in making such decisions.
Monroe County prohibits its elected oﬃcials, department heads, and employees from hiring, for
full-Pme, part-Pme, temporary, intermiQent, or hourly employment, their relaPves or domesPc
partners. Individuals who are relaPves or domesPc partners may not be employed in a posiPon
that results in one relaPve or domesPc partner being in the direct line of supervision of the other
relaPve or domesPc partner. A full-Pme employee hired prior to April 29, 2005, shall not be
aﬀected by this provision, unless the employee experiences a change in status aqer May 25,
2007. Any part-Pme, temporary, intermiQent, or hourly employee hired prior to July 1, 2012 shall
not be aﬀected by this provision, unless the employee experiences a change in status aqer July 1,
2012. Examples of a change in status include, but are not limited to, a break in employment, a
part-Pme employee becoming a full-Pme employee, and an employee transferring within a
department or to another department within the County or Judicial Circuit. A person may not be
appointed to a Monroe County Board or Commission if the person is a relaPve or domesPc
partner of any member of the appoinPng body.
For purposes of this policy, the term “relaPve” means any of the following:
1. a spouse;
2. a parent or stepparent;
3. a child or stepchild;
4. a brother, sister, stepbrother, or stepsister;
5. a niece or nephew;
6. an aunt or uncle; or
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7. a daughter-in-law or son-in-law.
An adopted child of an individual is treated as the natural child of the individual. The terms
“brother” and “sister” include a brother or sister by the half blood. If the deﬁniPon of “relaPve”
in Indiana Code 36-1-20.2-8, or a successor statute to it, is changed, the deﬁniPon of this term
shall change accordingly.
For purposes of this policy, the term “domesPc partner” shall include individuals who are in a
relaPonship conforming to the deﬁniPon of “domesPc partner” set forth in secPon 1.5 of the
Monroe County Personnel Policy Handbook, regardless of whether they are registered as partners
with the County Human Resources Department.
For each person hired and for each employee who experiences a change of status, the elected
oﬃcial, department head, or employee who makes the hiring or change of status decision, shall
complete the Nepo9sm Policy Compliance Form and ﬁle the completed form with the Human
Resources Director within one (1) week of the hiring or change of status event. AddiPonally,
elected oﬃcials shall complete and ﬁle an Annual Cer9ﬁca9on Form with the Board of
Commissioners between December 15th and December 31st of each year of the oﬃcial’s term.
It is the intent of this policy to fully comply with Indiana Code 36-1-20.2-8, the terms and
provisions of which are incorporated into this policy by reference. Where a term or provision set
forth above diﬀers from the incorporated terms and provisions of Indiana Code 36-1-20.2-8, the
more restricPve or limiPng term or provision shall take precedence.
This secPon does not apply to precinct elecPon oﬃcers, as idenPﬁed in Indiana Code 3-6-6, or to
other individuals who are hired on a temporary basis to work in the administraPon of an elecPon
held in Monroe County, with respect to their service as a precinct elecPon oﬃcer or other type of
temporary elecPon worker.
3.11

EMPLOYMENT STATUS
It is the intent of the County to clearly deﬁne employment status. Any changes in employment
status shall be conveyed in wriBng. No change in employment status is to be construed or
inferred without wricen noBﬁcaBon. Employment beyond any iniPally stated period does not in
any way imply a change in employment status. If a department hires an individual to stand-in for
a full-Pme employee on a leave of absence, the department head shall contact the Human
Resources Department to conﬁrm the individual’s employment status and eligibility for beneﬁts.
(Change Form) P:\County Forms & Info\Human Resources Forms\03 Employee Change Forms

3.12

PROBATIONARY STATUS
ProbaPonary employees are those whose performance is being evaluated to determine whether
further employment with the County is appropriate. The probaPonary period is intended to give
new employees the opportunity to demonstrate their ability to achieve a saPsfactory level of
performance and to determine whether the new posiPon meets their expectaPons. The County
uses this period to evaluate employee capabiliPes, work habits, and overall performance. Either
the employee or the County may end the employment relaPonship at any Pme and for any
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reason, other than as prohibited by law, during or aqer the probaPonary period. The employee
remains an “at-will” employee aqer the expiraPon of the probaPonary period.
All employees shall be probaPonary employees for a minimum of the ﬁrst three (3) months of
employment. At the end of the employee’s iniPal three (3) month probaPonary period, the
elected oﬃcial/department head may extend the employee’s probaPonary status. Such
extensions of probaPonary status should be put in wriPng and placed in the employee’s
personnel ﬁle.
The probaPonary period for merit oﬃcers in the Sheriﬀ’s department shall be twelve (12)
months. Unless an elected oﬃcial/department head decides otherwise, this secPon shall not
apply to employees who transfer to a new department or to a part-Pme employee who is
becoming a full-Pme employee.
3.13

PERSONNEL FILES
The process of selecPng and hiring for each posiPon of employment shall be documented with
the informaPon pertaining to the hired employee retained in that employee’s personnel records.
InformaPon in personnel records may be kept on ﬁle for each employee for a period of not less
than seven (7) years. InformaPon in personnel records may be relevant to and used in making
decisions regarding a person’s status as a County employee.
Monroe County shall maintain three separate sets of personnel records for each employee: the
employee’s personnel ﬁle, administraPve ﬁle, and medical ﬁle.
A. Personnel File
The employee’s Personnel File shall contain the employee’s Ptle, salary informaPon, I-9 Form,
New Hire Payroll Informa9on Form, Applica9on for Employment and/or résumé, rePrement
enrollment forms, Informa9on Changes Form and beneﬁciary forms, and Employee
Acknowledgment Form. The Personnel File shall be maintained by the Human Resources
Department.
B. AdministraBve File
The employee’s AdministraPve File shall contain the employee’s Applica9on for Employment
and/or resume, records of training, documentaPon of the employee’s job performance,
Informa9on Changes Form for salary increases, and disciplinary records, including grievances,
absences, tardiness, employee’s posiPon descripPon and other related data. The
AdministraPve File shall be maintained in the oﬃce of the elected oﬃcial/department head
that hired or authorized the hiring of the employee.
C. Medical File
The employee’s conﬁdenPal Medical File shall contain all medical informaPon, including
disability informaPon, insurance enrollment forms, and other medically related informaPon,
and shall be maintained by the elected oﬃcial/department head under whom the employee
works or by the Human Resources Director. The Medical File shall be kept separately from the
AdministraPve File.
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The employee’s medical ﬁles, and porPons of the employee’s personnel and administraPve
ﬁles, shall be deemed conﬁdenPal personnel records and exempt from public access to the
extent allowed under the Indiana Access to Public Records Law. The informaPon contained in
an employee’s personnel records shall be available to the employee and the elected oﬃcial/
department head under whom the employee works, the County AQorney, and employee
designated as custodians of such records by elected oﬃcial/department head, by this
personnel policy, or by Indiana law. Employees must make a wriQen request to Human
Resources to view their personnel ﬁle by complePng the Request to Review Personnel File
Form.
P:\County Forms & Info\Human Resources Forms\Miscellaneous Forms
(Oﬀer of Employment Form) P:\County Forms & Info\Human Resources Forms\01 NEW
EMPLOYEE FORMS\01 Pre Employment Packet
(New Hire Payroll Informa9on Form) P:\County Forms & Info\Human Resources Forms\01
NEW EMPLOYEE FORMS\02 Full Time New Employee Forms 2020
3.14

PERSONAL INFORMATION CHANGES
Personal mailing addresses, telephone numbers, number and names of dependents (including
dates of birth), changes in marital status, individuals to be contacted in the event of an
emergency, educaPonal accomplishment, and other such personal informaPon should be
accurate and current. Any unreported changes in personal status may impact eligibility under the
County’s beneﬁt plans. It is the employee’s responsibility to convey accurate and up to date
personal informaPon in wriQen form to the Human Resources Director and elected oﬃcial/
department head under whom he/she works. Employees shall use the Monroe County Employee
Change Form – Personal InformaPon. Completed change forms must be submiQed to the Human
Resources Department.
(Change Form) P:\County Forms & Info\Human Resources Forms\03 Employee Change Forms

4.

ORIENTATION, PERFORMANCE EVALUATION AND EXIT INTERVIEW

4.1

ORIENTATION/EXIT INTERVIEWS
Elected oﬃcials/department heads are encouraged to conduct an informal orientaPon to
familiarize a new employee with the County. All new employees will parPcipate in a formal
orientaPon with the Human Resources Department. At that Pme the employee will be provided
with a copy of the Personnel Policy Handbook.
Upon terminaPon of the employment relaPonship with an employee, the elected oﬃcial/
department head may conduct an exit interview or may request Human Resources to conduct an
exit interview with the employee. Please see SecPon 11.1 for informaPon regarding Employment
TerminaPon.
(Employee Exit Interview Form) P:\County Forms & Info\Human Resources Forms\02 Employee
TerminaPon Packet
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4.2

PERFORMANCE EVALUATION
The performance of all employees should be evaluated on an annual basis, using the form
speciﬁed in this manual or other evaluaPon form approved by the elected oﬃcial/department
head. In addiPon, formal performance evaluaPons should be conducted on employees at the end
of their probaPonary period, and especially if the probaPonary period was extended. This allows
the elected oﬃcial/department head and employee the opportunity to discuss job
responsibiliPes, standards, and performance requirements to correct deﬁciencies, to reinforce
employee strengths, and to delineate goals.
AddiPonal formal performance reviews may be conducted to provide both elected oﬃcials/
department heads and employees the opportunity to discuss job tasks, idenPfy and correct
weaknesses, encourage and recognize strengths, and discuss posiPve, purposeful approaches for
meePng goals. Elected oﬃcials/department heads and employees are strongly encouraged to
discuss the employee’s job performance and the elected oﬃcial’s or department head’s goals on
an informal, regular basis.
Performance evaluaPons shall be conﬁdenPal and shall be made available only to the employee
evaluated, their elected oﬃcial/department head and/or the Human Resources Department, and
to a prospecPve elected oﬃcial/department head if a transfer or promoPon is being considered.
Performance evaluaPon forms are maintained by the elected oﬃcial/department head, and/or
the Human Resources Department.
(Performance Appraisal Form) P:\County Forms & Info\Human Resources Forms\Performance
Appraisal Form

5.

EMPLOYMENT HOURS AND WAGE ADMINISTRATION

5.1

PAYROLL WEEK AND WORK WEEK
The payroll week begins on Sunday (12:01 a.m.) and ends on Saturday (midnight). The payroll
week may be changed by the Monroe County Board of Commissioners. Such changes shall be
communicated in wriPng to all employees. The normal work paQern for employees, unless
otherwise speciﬁed and except in designated departments, shall be Monday through Friday.

5.2

WORK HOURS
Monroe County oﬃces and departments shall observe the hours of work designated and
established by the Monroe County Board of Commissioners, the Board of Judges and the Monroe
County ProsecuPng AQorney. The regular work hours may be changed by the Board of
Commissioners, Board of Judges and the ProsecuPng AQorney, as they deem appropriate. Certain
departments may maintain varied work schedules under special employment condiPons set forth
by governing statutes. For example, the Monroe County Sheriﬀ’s Department and the Monroe
County Youth Shelter operate twenty-four (24) hours per day. Shiq schedules for the Sheriﬀ’s
Department shall be determined by the Monroe County Sheriﬀ. Shiq schedules for the Monroe
County Youth Shelter shall be determined by the Monroe County Board of Judges.
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Monroe County and Circuit Court oﬃces shall be open to the public Monday through Friday from
8:00 a.m. to 4:00 p.m., except holidays. Certain oﬃces may, due to the nature of their work,
observe earlier opening hours and/or later closing hours.
Elected oﬃcials or department heads will advise employees of the Pmes their schedules will
normally begin and end. Staﬃng needs and operaPonal demands may necessitate variaPons in
starPng and ending Pmes, as well as variaPons in the total hours that may be scheduled each day
and week.
Flex-Pme is a ﬂexible work schedule equaling at least seventy (70) hours or eighty (80) hours
during a two (2) week pay period, which is predetermined with supervisor approval. Flex-Pme
schedules may be implemented and revised at the discrePon of the elected oﬃcial/department
head. UnPl a revision is approved, the employee must adhere to the established schedule. No
employee will be allowed to vary their work schedule in such a way that it would result in the
oﬃce or department being inappropriately staﬀed to meet business needs.
Work weeks stand alone for purposes of the Fair Labor Standards Act. This is true even for those
employees who uPlize ﬂex-Pme under this secPon; therefore, any non-exempt employee who
works beyond forty (40) hours in one (1) work week is enPtled to overPme compensaPon
pursuant to SecPon 5.13.
While employee rest breaks may be considered a common employment pracPce, there is no
general rule established by state or federal law that requires employees be provided rest break
Pme. Due to the substanPal variaPons in work responsibiliPes, condiPons and management
authority, the County does not have a speciﬁc personnel policy provision providing for rest break
Pme. Department heads may allow some rest break Pme for their employees, but are under no
obligaPon to do so. Employees who take rest breaks without the permission of their Department
head or supervisor may be considered absent from work without authorizaPon during that Pme.
5.3

JOB DESCRIPTIONS
Job descripPons sevng forth the qualiﬁcaPons, duPes, and responsibiliPes for County posiPons
are maintained by the Human Resources Department on behalf of the Monroe County Council.
They are hereby adopted by reference in this Personnel Policy Handbook.

5.4

JOB CLASSIFICATION/PAY SYSTEM MAINTENANCE
Any change in job classiﬁcaPon or pay rate must be approved by the Monroe County Council. The
Monroe County Council oversees maintenance of the job classiﬁcaPon and pay plan. When an
elected oﬃcial/department head wishes to create a new posiPon not currently classiﬁed,
reorganize jobs within a department, review seniority, abolish a posiPon, or review an employee’s
job classiﬁcaPon, the required paperwork, including a review form, must be obtained from the
Human Resources Department. The completed paperwork must be returned, with all required
supplemental informaPon, to the Human Resources Department, which will in turn forward the
requests to the Monroe County Council Oﬃce. The Monroe County Council Personnel
AdministraPon CommiQee reviews such requests and makes recommendaPons to the Monroe
County Council. The Monroe County Council takes ﬁnal acPon on these requests.
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5.5

COMPENSATION
Monroe County’s compensaPon plan is based on the job classiﬁcaPon system. The Monroe
County Council adopts an annual salary ordinance establishing pay rates for all County posiPons.
The annual salary ordinance is hereby incorporated by reference in this Personnel Policy
Handbook.
Elected oﬃcials shall be paid an annual salary. This salary covers the period beginning on 12:01
a.m. on January 1st of their ﬁrst year in oﬃce and ending at midnight on December 31st of their
last year in oﬃce. Elected oﬃcials shall be paid on regular pay days throughout the year.

5.6

TIMEKEEPING
Federal and State laws require the County to keep an accurate record of Pme worked in order to
calculate employee pay and beneﬁts. “Time worked” is all Pme actually spent on the job,
performing assigned duPes. Extended periods of Pme spent in the oﬃce, but on personal
maQers, shall not be counted as “Pme worked”.
The Fair Labor Standards Act (“FLSA”) and Family and Medical Leave Act (“FMLA”) require that
certain records be kept on each covered non-exempt worker. The record must include accurate
informaPon about the employee and data about hours worked and wages earned. Employers are
required to maintain the following records:
1. Employee’s full name, as used for social security purposes, and on the same record, the
employee’s idenPfying symbol or number if such is used in place of name on any Pme, work,
or payroll records;
2. Address, including zip code;
3. Birth date if younger than nineteen (19) years old;
4. Sex and occupaPon;
5. Time of day of week when employee’s workweek begins, hours worked each day, and total
hours worked each workweek;
6. Basis on which the employee’s wages are paid;
7. Regular hourly rate;
8. Total daily or weekly straight-Pme earnings;
9. Total overPme earnings for the workweek;
10. All addiPons to or deducPons from the employee’s wages;
11. Total wages paid each pay period; and
12. Date of payment and the pay period covered by the payment.
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Indiana Code 5-11-9-4 requires that public sector employees maintain records showing which
hours were worked each day by oﬃcers and employees. These records are subject to audit by the
State Board of Accounts. Time worked is all the Pme actually spent on the job performing
assigned duPes.
Every employee is responsible for accurately recording Pme worked. Employees should accurately
record the Pme they begin and end their work and the Pme they begin and end any departure
from work for personal reasons. All employees should record Pme in the Pme-keeping system to
the nearest ﬁve (5) minute mark, rounding up or down appropriately. Employees should not, in
any circumstance, round to the nearest quarter hour, unless doing so is, in fact, rounding to the
nearest ﬁve (5) minute mark. For example, an employee who reports to work at 9:04 a.m. should
report 9:05 a.m. as the Pme arrived. An employee reporPng at 9:04 a.m. should not report 9:00
a.m. or 9:15 a.m. An employee who reports to work at 9:02 a.m., would report 9:00 a.m., since
9:00 a.m. is the nearest ﬁve (5) minute mark.
An employee’s failure to submit accurate Pme records according to this schedule may result in
the employee’s failure to receive a paycheck for the Pme period in quesPon. The employee’s
paycheck may be held unPl accurate Pme records, which verify the employee’s aQendance and
work hours during the Pme period in quesPon are submiQed by the employee.
OverPme work (work beyond forty (40) hours per week) should be approved by the elected
oﬃcial/department head or their designee before it is performed, unless circumstances will not
allow for such approval. In those circumstances, the overPme work shall be approved
retroacPvely and raPﬁed by the elected oﬃcial/department head prior to submission for payroll
purposes.
Employees shall record the use of sick leave, personal beneﬁt leave, vacaPon leave, FMLA leave,
or any other type of approved leave on their Pme records. Failure to record the leave may result
in the employee not being paid for the leave. Employee Pme sheets are to be submiQed to the
Auditor with each payroll. Time sheets must be signed by the elected oﬃcial/department head or
designee.
Tampering, altering, or falsifying Pme records, or recording Pme on another employee’s Pme
record, shall result in disciplinary acPon, up to and including discharge. QuesPons or concerns
regarding these maQers should be placed in wriPng and submiQed to a law enforcement agency
for invesPgaPon. Please see also SecPon 5.16 – Ghost Employment.
It is an employee’s responsibility to sign his Pme records to cerPfy the accuracy of all Pme
recorded. The elected oﬃcial/department head or designee will review Pme records before
submivng them for payroll processing. If correcPons or modiﬁcaPons are made to the Pme
record, the employee should verify the accuracy of the changes by signing the Pme record.
Should an employee fail to sign such a Pme record, the record shall be submiQed by the elected
oﬃcial/department head or designee with an acknowledgment that the employee has reviewed
the modiﬁcaPon.
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Employees who respond to business communicaPon (pager, cell phone, telephone) while on-call
and oﬀ-duty shall record such contacts in minute increments on an Oﬀ Duty/Pager Hour Log if
they wish to be compensated for such Pme. Employees shall document the actual Pme spent
responding to each call as it occurs. At the end of each week, the employee shall total the Pme
for all calls and round that weekly total up to the nearest ﬁve (5) minute mark, rounding up or
down appropriately. The total of all calls shall be included on the employee’s Pme sheet for that
pay period.
All elected oﬃcials/department heads shall be required to complete for each employee under
their supervision general payroll form 99A (Employee Service Record). This form contains each
day’s hours worked for the preceding year and must be submiQed to the Auditor each year by
February 1.
(Oﬀ Duty/Pager Hour Log) P:\County Forms & Info\Human Resources Forms\Miscellaneous
Forms\Oﬀ Duty Pager Hour Log.doc
5.7

PAY PERIODS
Employees are paid bi-weekly.

5.8

PAY CORRECTIONS
Monroe County takes all reasonable steps to ensure that employees receive the correct amount
of pay in each paycheck and that employees are paid promptly on the scheduled payday. In the
unlikely event there is an error in the amount of pay, the elected oﬃcial/department head should
promptly bring the discrepancy to the aQenPon of the Auditor so correcPons can be made.

5.9

TRAVEL TIME
A. Home-to-Work Travel - Travel to and from home is not work Pme.
B. Out-of-Town Travel - An employee who is sent out of town for one (1) day will be paid for
Pme spent in traveling.
C. Overnight Travel - Time spent traveling for work, as long as approved in advance by the
employee’s supervisor, is considered compensable work Pme.

5.10

PAY DEDUCTIONS/GARNISHMENTS
Monroe County is legally required to make certain deducPons from each employee’s paycheck,
including Federal, State and local income taxes. The County must also deduct social security taxes
on each employee’s earnings. The County matches the amount of social security taxes paid by
each employee.
The County oﬀers programs and beneﬁts beyond those required by law. Eligible employees may
voluntarily authorize deducPons from their paychecks to cover costs to parPcipate in these
programs.
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When the County is served a writ of garnishment requiring payment of a porPon of the
employee’s compensaPon, a processing fee, as allowed by law, may be deducted from the
employee’s pay and retained by the County.
QuesPons concerning paycheck deducPons and/or methods of calculaPon should be directed to
the Auditor.
5.11

ABSENCES FROM WORK
A. The payroll administrator will return the pay voucher to the elected oﬃcial/department head
and advise that the employee must use beneﬁt Pme, other than FMLA or sick leave, in the
following order: accrued overPme or compensatory Pme over the county limit, vacaPon leave
or personal beneﬁt leave, followed by other accrued overPme, compensatory Pme, and
holiday Pme (if applicable). Sick Personal beneﬁt leave shall be taken in accordance with
SecPon 6.1.3 (Sick Personal Beneﬁt Leave Beneﬁts).
An employee who has no exisPng beneﬁt Pme, as described above, shall have any hours short
of the employee’s regular working hours deducted from their wages or salary and will be
subject to disciplinary acPon, up to and including terminaPon, if the absence from work is not
covered by other leave provided under SecPon 6.2 (Other Leave).
B. Volunteer Fireﬁghters’ Absences from Work
Pursuant to Indiana Code 36-8-12-10.5, employees who are volunteer ﬁreﬁghters and who
have noPﬁed Monroe County in wriPng of that fact may not be disciplined for absences by
reason of responding to a ﬁre or emergency call that was received before the Pme that the
employee was to report to employment. Likewise, employees may not be disciplined for
leaving the employee’s duty staPon to respond to a ﬁre or an emergency call if the employee
has secured authorizaPon from the employee’s supervisor to leave their duty staPon in
response to a ﬁre or an emergency call received aqer the employee has reported to work.
The employee’s supervisor may require an employee that has been absent from employment
for reasons stated above to present a wriQen statement from the ﬁre chief or other oﬃcer in
charge of the volunteer ﬁre department at the Pme of the absence indicaPng that the
employee was engaged in emergency ﬁreﬁghPng or emergency acPvity at the Pme of the
absence. The employee shall not be paid for an absence, with supervisor approval, unless
beneﬁt Pme is used.

5.12

LONGEVITY
Unless otherwise indicated by a contract or by the Ordinance for Fixing Salaries, the longevity pay
policy provides addiPonal salary increments to all full-Pme employees based on complete and
uninterrupted years of service with the County. Periods that would be aﬀected by interrupted
service cannot be claimed. Longevity pay accrues on the employee’s anniversary date and shall be
submiQed for payment on the payroll voucher immediately following the employee’s anniversary
date. Longevity pay will not be prorated for less than twelve (12) months of employment. In other
words, if employment is terminated either by the employee or the County prior to the
employee’s anniversary date, the employee will not receive longevity pay. VacaPon and other
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beneﬁt leave may not be used to extend the Pme of employment in an eﬀort to gain longevity
pay.
A copy of the longevity pay schedule may be obtained from the Human Resources Department or
the Auditor.
5.13

OVERTIME
Each employee is designated as EXEMPT or NON-EXEMPT from Federal and State wage and hour
laws.
EXEMPT employees are excluded from speciﬁc overPme provisions of Federal and State law.
Exempt employees are not enPtled to overPme compensaPon or compensatory Pme oﬀ.
NON-EXEMPT employees are entitled to overtime compensation/compensatory time off under
specific provisions of Federal and State law.
Elected oﬃcials and their personal staﬀs, poliPcal appointees, and legal advisors are not covered
by the Fair Labor Standards Act (“FLSA”). Certain other employees, typically execuPves,
administrators and professionals, while covered by the record keeping provisions of the FLSA, are
exempt from the overPme provisions of the Act. The employee’s job descripPon and the Salary
Ordinance adopted by the Monroe County Council should be consulted to ascertain whether the
employee is eligible for overPme compensaPon under the Act. Non-covered and Exempt
employees are compensated not for the amount of Pme spent on the job, but rather for the
general value of the services performed. Such employees are generally not hired to work a set
number of hours per week, but are expected to fulﬁll their job responsibiliPes regardless of the
number of hours involved and are paid a salary intended to compensate for any and all
“overPme”; however, such employees must work a minimum of seventy (70) or eighty (80) hours
during a two (2) week pay period (depending upon their required schedules) in order to be
considered full-Pme employees and eligible for beneﬁts accorded full-Pme employees. Exempt
employees must submit accurate Pme records, as described in SecPon 5.6.
For quesPons regarding number of hours worked, please see SecPon 1.5 for the deﬁniPon of fullPme and part-Pme employees.
Non-exempt employees, as determined by the Monroe County Council’s designaPon of jobs for
compliance with the FLSA, may be required to work overPme when operaPng requirements or
other needs cannot be met during regular working hours. OverPme assignments will be made to
best meet the operaPonal needs of the County. All overPme work must receive the elected
oﬃcial/department head’s prior authorizaPon. Employees who work overPme without receiving
prior authorizaPon from the elected oﬃcial/department head may be subject to disciplinary
acPon, up to and including terminaPon of employment.
Unless circumstances will not allow for such approval, overPme work (work beyond forty (40)
hours per week) must be approved by the elected oﬃcial/department head or their designee
before it is performed, and such permission must be documented in a manner approved by the
elected oﬃcial/department head. In circumstances where advance approval is not feasible, the
overPme work shall be approved retroacPvely and raPﬁed by the elected oﬃcial/department
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head prior to submission for payroll purposes. In any instance, documentaPon of permission for
overPme must be maintained by the elected oﬃcial/department head and be made available,
upon request.
Non-exempt employees working in excess of forty (40) hours in a work week shall receive
compensatory Pme oﬀ, in accordance with the FLSA, at a rate of one and one-half (1.5) hours per
hour worked. OverPme compensaPon in the form of overPme pay at a rate of one and one-half
(1.5) Pmes an employee’s hourly wage for all approved hours worked in excess of forty (40) hours
in a work week shall only be allowed if the following two (2) condiPons are met:
1. The overPme was authorized in advance by the elected oﬃcial/department head; and
2. The funds are available and, if necessary, were appropriated by the Monroe County Council.
CalculaPng overPme is based on actual hours worked. Time oﬀ on compensatory leave,
bereavement leave, sick personal beneﬁt leave, vacaPon leave, personal leave or emergency
closings will not be considered as hours worked for purposes of calculaPng overPme
compensaPon. Time oﬀ on holidays will be considered as hours worked for purposes of
calculaPng overPme. For example, a non-exempt employee who uses beneﬁt leave during the
normal work week but then works a day during the weekend will not earn overPme for the
weekend day worked. Instead, the employee will count the weekend day worked as a regular
workday and will not record the beneﬁt Pme taken during the week. The beneﬁt Pme will be
saved for the employee’s later use.
All accrual of overPme shall be made in compliance with the Personnel Policy Handbook. Any
payments of overPme shall be made in compliance with the Monroe County Ordinance for Fixing
Salaries.
5.14

COMPENSATORY TIME
Each employee is designated as NON-EXEMPT or EXEMPT by Federal and State law.
NON-EXEMPT employees are enPtled to overPme compensaPon/compensatory Pme oﬀ under
speciﬁc provisions of Federal and State law.
With the excepPon of ResoluPon 2008-57, EXEMPT employees are excluded from specific
overtime provisions of Federal and State wage and hour laws. See SecPon 5.13 for more
informaPon regarding exempt/non-covered employees.
The following paragraphs apply to all non-exempt employees as determined by the Monroe
County Council’s designaPon of jobs for compliance with the Fair Labor Standards Act (“FLSA”):
Non-exempt employees who work more than thirty-ﬁve (35) but not more than forty (40) hours in
a week are not enPtled to overPme compensaPon by the FLSA. Monroe County, however, makes
it a policy to provide compensatory Pme oﬀ to non-exempt employees who work between thirtyﬁve (35) and forty (40) hours per week at the rate of one (1) hour per hour worked. CalculaPng
compensatory Pme is based on actual hours worked. Compensatory Pme over the county limit
must be used within two (2) months of being earned by the employee.
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Time oﬀ on compensatory leave, bereavement leave, sick personal beneﬁt leave, vacaPon leave,
personal leave or emergency closings will not be considered as hours worked for purposes of
calculaPng compensatory Pme. Time oﬀ on holidays will be considered as hours worked for
purposes of calculaPng compensatory Pme. For example, a non-exempt employee who uses
beneﬁt Pme during the normal work week but then works a day during the weekend will not earn
compensatory Pme for the weekend day worked. Instead, the employee will count the weekend
day worked as a regular workday and will not record the beneﬁt Pme taken during the week. The
beneﬁt Pme will be saved for the employee’s later use.
Scheduling the use of compensatory Pme oﬀ shall be at the discrePon of the elected oﬃcial/
department head. Use of compensatory Pme must be determined in advance of submission of
the payroll. Non-exempt employees shall be provided with and shall sign a Compensatory Time
oﬀ Agreement Form. Copies of the signed Agreements shall be kept by the elected oﬃcial/
department head, the Human Resources Department, and by the Auditor.
Elected oﬃcials and department heads shall provide the Auditor with an accurate and current
record of all accrued compensatory Pme simultaneously with the current payroll. All elected
oﬃcials and department heads shall provide documentaPon showing compensatory hours
calculated in accordance with this policy. Employees shall not be allowed to accrue more than
forty (40) hours of compensatory Pme unless in excepPonal circumstances, and with approval of
employee’s supervisor. Elected oﬃcials/department heads may impose more stringent standards
than those contained herein, regarding the accrual of compensatory Pme for their departments,
but may not impose less stringent standards.
An employee must have less than forty (40) hours of accrued compensatory Pme before that
employee may use any sick personal beneﬁt leave, vacaPon leave, or personal leave health clinic
Bme pursuant to SecPon 6.1 of this policy.
Any employee with accrued compensatory Pme, who transfers to another department, will
receive their accrued compensatory Pme or receive monetary compensaPon for the accrued Pme
from the department under which the Pme was worked.
(Compensatory Time oﬀ Agreement Form) P:\County Forms & Info\Human Resources
Forms\Miscellaneous Forms\COMP TIME OFF AGREEMENT.doc
Any payment of compensatory Pme shall be made in accordance with County Council ResoluPon
2009-18 or any subsequent, relevant resoluPons regarding compensatory Pme.
It shall be the responsibility of the overseeing authority, in accordance with SecPon 1.4 –
Management Rights, to interpret these policies and procedures, to ensure that they are
administered in a consistent and imparPal manner, and to provide oversight and approval as
required.
5.15

EMERGENCY CLOSING
Periodic or temporary emergencies, such as severe weather or power failures, can temporarily
disrupt operaPons, somePmes requiring the brief closing of County faciliPes. When such an
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emergency occurs during non-working hours, local radio and/or television staPons will be asked
to broadcast noPﬁcaPon of the closing.
The Monroe County Commissioners shall decide when County faciliPes shall be oﬃcially closed;
however, the Board of Judges shall decide when Circuit Court oﬃces are closed and the Monroe
County ProsecuPng AQorney shall decide when the Oﬃce of the ProsecuPng AQorney shall be
closed.
When faciliPes are oﬃcially closed for temporary emergency condiPons before the beginning of
the workday, the Pme oﬀ from scheduled work will be paid to full-Pme employees (excepPng
public safety employees) aﬀected by the facility closing.
If a full-Pme employee reports to work, and the facility is later closed due to a periodic or
temporary emergency aqer the employee’s arrival, the employee shall be paid for a full work day
without being required to use vacaPon, personal leave, compensatory Pme, or by making up this
Pme within the pay period; however, if a full-Pme employee does not report to work on a day in
which the facility is later closed, Pme missed will be charged against the leave the employee
intended to use that day or will be Pme without pay. The elected oﬃcial/department head may
allow the employee to make up Pme missed, provided that the Pme missed is made up within the
same pay period and is documented.
This policy does not apply to public safety employees engaged in work during any emergency as
declared by the Monroe County Commissioners.
This secPon of the Monroe County Personnel Policy Handbook is intended to outline procedures
for periodic or temporary emergencies. Employees should be aware that a severe emergency
could occur, which would signiﬁcantly impact the operaPons of Monroe County and could result
in the loss of jobs for some county employees. In such a situaPon, employees aﬀected would not
conPnue to be paid by or receive beneﬁts from Monroe County. Those aﬀected employees,
however, may be eligible to conPnue health insurance coverage as described in SecPon 6.3.3 of
this Handbook, enPtled “Beneﬁts ConPnuaPon (COBRA)”.
Severe emergencies, which require longer closings of Monroe County Government oﬃces and
which could result in the loss of jobs for county employees, shall be governed by the Monroe
County Government ConBnuity of OperaBon Plan (COOP) emergency plans developed by the
Monroe County Board of Commissioners.
The COOP is the policy that defines the minimum required actions by ALL MCG elected officials
and employees. The COOP is set up to ensure that our local government continues to provide
mission essential functions during a range of emergencies, including, but not limited to, acts of
nature, acts of violence, technological attack, and infectious disease. The COOP addresses
accessibility of buildings, general personnel welfare, and expectations of general performance.
Each Department also has a supplemental COOP that is specific to their department and ensures
communication and understanding of requirements by their respective employees. Departmental
COOPs may be more (but not less) restrictive than the County COOP.
See Addendum A.
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5.16

GHOST EMPLOYMENT
Indiana law makes it illegal for public servants to engage in Ghost Employment. Elected oﬃcials of
Monroe County and their employees shall adhere strictly to the law as stated in Indiana Code
35-44.1-1-3.
If an individual has quesPons or suspects that a violaPon of Indiana Code 35-44.1-1-3 has
occurred within Monroe County Government, those concerns should be submiQed to a law
enforcement agency for invesPgaPon.

6.

EMPLOYEE BENEFITS

6.1

BENEFIT TIME
Monroe County provides a wide range of beneﬁts to eligible employees. Programs such as social
security, worker’s compensaPon, and unemployment insurance cover all employees in the
manner prescribed by law. Eligibility for addiPonal beneﬁts depends on a variety of factors, many
of which are described elsewhere in the Personnel Policy Handbook. The Human Resources
Department will idenPfy the programs for which employees are eligible.
For purposes of the accrual of beneﬁt Pme, one (1) day of beneﬁt Pme for a thirty-ﬁve (35) houra-week employee equals seven (7) hours. One (1) day of beneﬁt Pme for a forty (40) hour-a-week
employee equals eight (8) hours. Any adjustments in schedules made by departments for
whatever reason, which aﬀect the length of an employee’s workday, shall not aﬀect the abovestated accrual rate.
It is the County’s intent that employees shall be allowed to use their beneﬁt Pme in ﬁve (5)
minute increments, subject to approval by the employee’s supervisor and/or elected oﬃcial/
department head.
6.1.1

VACATION LEAVE BENEFITS
Eligibility
Vacation leave with pay is available to full Pme employees to provide opportunities for
rest, relaxation, and personal pursuits in accordance with the schedule below and
depending upon the employee’s regular work schedule. Full-time employees are eligible
to accrue and use vacation leave as described in the Personnel Policy Handbook. See
Addendum A.
Accrual CalculaBons
Accrual of vacaPon begins upon date of hire, and will normally be computed from
anniversary date to anniversary date. VacaPon Pme may not be taken before it is earned.
For purposes of this section, an employee shall receive credit for prior, full years of
employment with the County as a full-time employee.

YEARS OF EMPLOYMENT

VACATION LEAVE EARNED
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Aqer six (6) months of County
employment

Aqer complePon of one (1) year
of conPnuous County
employment and unPl the end of
the ﬁqh (5th) year of conPnuous
County employment
Aqer complePon of ﬁve (5) years
of conPnuous County
employment and unPl the end of
the tenth (10th) year of
conPnuous County employment
Aqer complePon of the tenth
(10th) year of conPnuous County
employment unPl terminaPon of
County employment

One (1) week per year
(35 hours or 40 hours per year)

Two (2) weeks per year
(70 hours or 80 hours per year)

Three (3) weeks per year
(105 hours or 120 hours per year)

Four (4) weeks per year
(140 hours or 160 hours per year)

Breaks in Employment
A. If an employee voluntarily leaves employment and returns within a one (1) year
(twelve (12) month period), credit towards prior full years of service for vacaPon
purposes will be given, and credit toward years of service for vacaPon purposes will
be given. The employee will begin to accrue vacaPon at the same level the employee
was earning before the break in employment, using the employee’s new re-hire date.
One (1) week (35 or 40 hours) of vacaPon will be available for that employee’s use six
(6) months aqer the re-hire date. At one (1) year, the employee accrues vacaPon Pme
based on the new anniversary date as if there were no break in service, per the chart
above.

Example: A full-9me employee, employed by the County for eight (8) years, who
terminated employment on February 1, 2007, but returned to county employment on
October 1, 2007, would use the return date of October 1st as the new anniversary
date for vaca9on calcula9on purposes. Vaca9on leave of ﬁve (5) days would be
available for use on April 1, 2008. On October 1st, 2008, vaca9on leave would be
granted, according to the chart above, as if the employee had never separated from
County employment.
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B. The employee with a break in service greater than twelve (12) months will be treated
as a new employee for vacaPon calculaPon purposes per the chart above.
Employment TerminaBon
Accrual of vacation leave will normally be computed from anniversary date to anniversary
date. Upon termination of employment, an employee’s accrued vacation leave shall be
calculated on a pro-rata basis as set forth in the following personnel form; however,
employees who are discharged (as defined in Section 11.1) will not receive
compensation for any unused vacation leave.
Transfers
If an employee transfers between departments within the County, the employee’s balance
of unused vacation leave shall be transferred to the new department unless used by the
employee prior to the effective date of transfer.
Pay in Lieu of VacaBon
All employees should take their annual vacation leave as it accrues. No pay will be issued
in lieu of vacation leave.
VacaBon Carry Over
With prior written permission of the elected official/department head, a maximum of ten
(10) days may be carried over into the next anniversary year or may be converted to sick
personal beneﬁt leave. Payment for carried over days will be in addition to the employee’s
pro-rata payment for the current year’s vacation days. If the employee has additional
unused vacation days above the ten (10) that have been carried over, the employee may
convert those days to sick personal benefit leave with prior written permission of the
elected official/department head.
Scheduling VacaBon Time
Scheduling of vacations is at the discretion of the employee’s supervisor. To take vacation,
employees should request advance approval (as soon as possible) from their supervisors.
If employees’ requests for vacation leave are in conflict, the supervisor shall determine
which request shall be approved. Vacation requests will be approved based on a number
of factors including performance, impact on department efficiency, business needs, and
staffing requirements. Vacation leave may be taken in five (5) minute increments as
approved by the employee’s supervisor, as indicated in Section 6.1.
An employee with accrued sick personal benefit leave who is ill or injured for more than
two (2) days during vacation may request that the days of injury or sickness be credited to
accrued sick personal benefit leave. The vacation leave that is replaced by sick personal
benefit leave can be rescheduled by the elected official/department head. Requests must
be accompanied by a physician’s statement (or other proof satisfactory to the supervisor)
verifying that the illness or injury would have documented requests may be granted at the
discretion of the employee’s elected official/department head. No vacation shall accrue
while an employee is on unpaid leave of absence, except for leave pursuant to the Family
and Medical Leave Act, including Family Military Leave. AN EMPLOYEE’S TERMINATION
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DATE MAY NOT BE EXTENDED OR RETIREMENT DATE SET TO GAIN ADDITIONAL
VACATION TIME.
(Request for Vacation Form) P:\County Forms & Info\Human Resources Forms\VacaPon
Forms
(Vacation Days Calculation upon Termination of Employment Form) P:\County Forms &
Info\Human Resources Forms\02 Employee TerminaPon Packet
6.1.2

HOLIDAYS
Each year the schedule of holidays shall be determined by the Monroe County Board of
Commissioners in consultaPon with the Board of Judges and other elected oﬃcials. FullPme employees shall receive regular pay for holidays. Part-Pme, Seasonal or Temporary
employees shall be compensated only for hours actually worked, if any, on a holiday.
Employees who work in a department that maintains a varied work schedule under
special employment condiPons, as described in SecPon 5.2, shall count hours worked on
a County-holiday as actual hours worked. The actual hours worked shall be counted
towards the accrual of compensatory Pme, if the employee is a non-exempt employee.
FloaPng holidays are not provided, unless provided by a Union contract or speciﬁcally
provided in the annual schedule of holidays menPoned above.
An employee must use accrued beneﬁt Pme in the following order: compensatory Pme in
excess of the limit allowed in SecPon 5.14, accrued holiday Pme (if any), vacaPon Pme or
personal Pme. In other words, an employee with accrued vacaPon Pme must use any
compensatory Pme in excess of the limit, ﬁrst, and then any accrued holiday, second,
before the employee may use accrued vacaPon Pme or personal Pme. If an employee’s
religion observes holidays other than those designated, the employee may, with
supervisor’s advance permission, work on regularly scheduled holidays and be absent for
the holidays observed by the employee’s religion. This does not aﬀect the use of sick
personal beneﬁt leave.
All requests for time off must receive the elected official/department head’s prior
authorization. Employees who use holiday, compensatory, or vacation time without
receiving prior authorization from the elected official/department head may be subject to
disciplinary action, up to and including termination of employment.
P:\County Forms & Info\Human Resources Forms\VacaPon Forms
Holiday Pme oﬀ shall be paid at the employee’s base rate at the Pme of the holiday. See
Addendum A.

6.1.3

SICK PERSONAL BENEFIT LEAVE BENEFITS
The County provides paid sick personal beneﬁt leave beneﬁts to all full-Pme employees.
This beneﬁt Bme is designed to be used as the employee needs and upon approval by
their supervisor. This beneﬁt Bme may be used for, but not limited to, for periods of
temporary absence due to illness, injury, and the aQendance of medical appointments,
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mental health days, unplanned personal events, bereavement, and vacaBon. An
employee with accrued sick leave shall receive regular pay for absences from
employment for illness, injury, or the aQendance of a medical appointment for the
employee, or the employee’s family member.
One (1) day of sick personal beneﬁt leave shall be granted to full-Pme employees upon
commencement of employment. Thereaqer, full-Pme employees shall earn one (1) day of
sick personal beneﬁt leave on the ﬁrst day of each full month of conPnued employment.
These days may be accumulated without limit unPl terminaPon of employment. If an
employee transfers between County departments, any unused sick personal beneﬁt
leave is transferred to the new department. Upon terminaPon of employment, the
employee shall NOT be compensated for accrued sick personal beneﬁt leave. Sick
Personal beneﬁt leave may be used in ﬁve (5) minute increments, as approved by the
employee’s supervisor and as indicated in SecPon 6.1.
An injured or sick employee absent for more than three (3) days must provide the
supervisor a wriQen statement from the treaPng physician, which establishes the
employee’s inability to fulﬁll the condiPons of employment. An employee who is absent
for more than three (3) days as a result of the injury or illness of an employee’s family
member shall be required by the supervisor to provide a wriQen statement from the
treaPng physician, which establishes that the employee needed to be available to care for
the family member. Monroe County reserves the right to have the employee examined by
a physician chosen by the County and at the County’s expense. The elected oﬃcial/
department head must provide the Auditor with a report of sick days used for each
employee during each payroll period.
(Employee Time Oﬀ Request Form) P:\County Forms & Info\Human Resources
Forms\FMLA_Other Leave_ADA
6.1.4

CONVERSION OF SICK LEAVE
Employees may convert up to one (1) unused sick day per quarter into a personal day.
Personal Pme may be used for any personal reason without speciﬁcaPon; however, the
scheduling of an employee’s request to take a personal day lies within the discrePon of
the elected oﬃcial/department head. The right to convert one (1) sick day, if not
exercised during a given quarter of the calendar year, is carried over to subsequent
quarters of the same calendar year. Thus, if an employee does not exercise their right to
convert an available sick day during a given quarter of the calendar year, they may do so
in a subsequent quarter of the same calendar year (in addiPon to the one (1) sick day
which they could normally convert that quarter). If the employee has not converted any
available sick days during the ﬁrst three (3) quarters of a calendar year, the employee
would have the right to convert up to four (4) available sick days into personal days
during the 4th quarter of the calendar year. The unused right to convert sick days may not
be carried-over to a subsequent calendar year. Personal leave may be used in ﬁve (5)
minute increments, as approved by the employee’s supervisor and as indicated in SecPon
6.1.
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Monroe County Government encourages its employees to dedicate Pme to community
service to enhance and support our community. In accordance with Indiana Code
35-44.1-1-3, department heads and/or elected oﬃcials may allow an employee to
convert up to one (1) unused sick day (seven (7) hours for thirty-ﬁve (35) hour per week
employee/eight (8) hours for forty (40) hour per week employee) per calendar year which
may only be used to perform community service (see SecPon 6.1.4). Using this leave, the
hours in community service must be performed during the normal hours of employment
and cannot exceed the hours in the employee’s normal work day. The department head
and/or elected oﬃcial may require documentaPon from the agency beneﬁPng from the
community service, including the hours the employee performed community service.
Employees may not receive ﬁnancial compensaPon for performing such community
service, but may receive meals and items of nominal value recognizing their parPcipaPon
in the acPvity. Community service performed may not promote religion, aQempt to
inﬂuence legislaPon or governmental policy, or aQempt to inﬂuence elecPons to public
oﬃce. Community service performed must be at the beneﬁt of another governmental
enPty within Monroe County or an organizaPon exempt from federal income taxaPon
under SecPon 501(c)(3) of the Internal Revenue Code that provides direct support to
Monroe County ciPzens.
Employees may convert up to one (1) unused sick day per calendar year to perform
community service as approved by the department head and/or elected oﬃcial and as
indicated in SecPon 5.16. The unused right to convert a sick day to community service
leave may not be carried over to a subsequent calendar year. Community service leave
may be used in ﬁve (5) minute increments as indicated in SecPon 6.1 and approved by
the department head and/or elected oﬃcial.
For a community service acPvity that has been formally recognized by the Board of
Commissioner as having a parPcular value in supporPng a funcPon of Monroe County
government and that requires a Pme commitment greater than the number of hours in
an employee’s work day, up to four (4) unused sick days per calendar period may be
converted if approved by the department head and/or elected oﬃcial. With the approval
of the department head and/or elected oﬃcial, all or part of the hours an employee
engages in this community service may take place outside the employee’s normal hours
of employment.
An employee who has been has been employed full Pme by the County for more than six
(6) months may only convert sick leave into personal leave or for community service that
he/she has currently accrued beyond ﬁve (5) days. Sick Pme may not be used for
community services if, as a result of such use, the employee will become enPtled to
overPme compensaPon.
6.1.5

MONROE COUNTY HEALTH CLINIC TIME
Eligible Employees who use the Monroe County Health Clinic (“Health Clinic”) may
receive beneﬁt Pme. The beneﬁt is subject to other provisions of this secPon. Such Pme
will be treated in the same manner as personal beneﬁt leave sick Pme used (see SecPon
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6.1.3); however, personal beneﬁt leave sick or other beneﬁt Pme will not be lost due to
visiPng the clinic.
The beneﬁt Pme for an employee is only available for Health Clinic appointments of the
employee or when the employee accompanies a dependent child (in accordance with
PaPent ProtecPon and Aﬀordable Care Act (“PPACA”)).
Clinic appointments for employees and dependent children scheduled during an
employee’s regular work hours require the employee to receive prior approval from his/
her supervisor, or elected oﬃcial/department head. Travel Pme for the Employee’s
appointment at the Bloomington clinic locaPons will be included if the employee is
coming directly from and returning directly to work. If only one (1) leg of travel to the
Bloomington clinic locaPon is during regular work hours, then only that Pme will be given
as beneﬁt Pme. Travel to the Bedford Health Clinic locaPon is not covered by the Health
Clinic beneﬁt Pme. Employees can use their personal beneﬁt leave sick Pme beneﬁt to
cover travel Pme to the Bedford clinic locaPon when such travel occurs during their
normal work hours.
No travel Pme will be given for dependent children’s appointments.
Employees must have a note from the Health Clinic staPng the Pme arrived and departed
in order to receive this Beneﬁt Time.
6.1.6

6.2

WELLNESS EVENTS
Wellness events organized through the County Wellness plan will be considered oﬀ the
clock unless otherwise authorized by the Monroe County Board of Commissioners.

OTHER LEAVE
6.2.1

MILITARY LEAVE
A military leave of absence will be granted to all full-Pme employees with appropriate
military orders to aQend scheduled drills or training, or to respond to call to acPve duty
with the U.S. armed services. Monroe County intends to comply with the Uniformed
Services Reemployment Rights Act of 1994 (“USERRA”), 38 U.S.C. 4301-4335. Employees
should complete an Employee Time Oﬀ Request form and submit a copy of their military
orders to the elected oﬃcial/department head. A copy of the military orders should be
forwarded to the Human Resources Department and aQached to the payroll claim during
the employee’s military leave. During military leave, Pmesheets must be submiQed by the
elected oﬃcial/department head to the Auditor’s Oﬃce.
(Employee Time Oﬀ Request Form) P:\County Forms & Info\Human Resources
Forms\FMLA_Other Leave_ADA
A. Fideen (15) Day Paid Leave for Training
Employees with appropriate military orders will be granted paid leave from the
County for up to ﬁqeen (15) days per calendar year for training purposes. Paid
military leave shall not be “charged” against the employee’s beneﬁt leave.
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Paid military leave normally does not apply to weekend training drills. If the
employee has military orders for weekend training and is scheduled to work that
same weekend the employee may be paid for these days; however, the employee will
only receive pay for a total of ﬁqeen (15) days per calendar year unless beneﬁt Pme is
used.
Employees on two (2) week acPve duty training assignments or inacPve duty training
drills are required to return to work for the ﬁrst regularly scheduled shiq aqer the
end of training, allowing reasonable travel Pme.
B. Training in Excess of Fideen (15) Days or Extended AcBve Military Duty
Employees whose military leave exceeds ﬁqeen (15) days per calendar year may
choose to charge the absence which exceeds ﬁqeen (15) days to accrued Pme oﬀ
(vacaPon leave, personal Pme, compensatory Pme or holidays) or be absent without
pay.
C. Status of Beneﬁts While on Military Leave
Employees on two (2) week acPve duty training assignments or inacPve duty training
drills are required to return to work for the ﬁrst regularly scheduled shiq aqer the
end of training, allowing reasonable travel Pme.
Longevity pay, vacaPon leave, sick personal beneﬁt leave and holiday beneﬁts shall
conPnue to accrue and should be recorded on the employee’s Pmesheet during the
period of the employee’s military leave and submiQed for payment on the payroll
following the use of the leave. If a full-Pme employee’s anniversary date occurs
during an employee’s military leave, which should be noted on the employee’s
Pmesheet and longevity pay shall be submiQed for payment on the payroll following
the accrual of the beneﬁt. Employees shall be enPtled to bereavement leave while on
military leave and shall contact their elected oﬃcial/department head, and Auditor in
conjuncPon with the Human Resources Department, if such circumstances arise
during their military leave.
Any health plan, including self-insured plans, provided by Monroe County will be
conPnued on the same terms for the employee on military leave. The employee
remains responsible for their share of any beneﬁt costs while on military leave. The
employee must make saPsfactory arrangements with the Monroe County Auditor to
pay their share of beneﬁt costs, prior to the start of the leave.
The County’s obligaPon to maintain health insurance beneﬁts stops if and when an
employee informs the County of an intent not to return to work at the end of the
military leave period, or if the employee fails to return to work when the military
leave is completed. The County’s obligaPon also stops if the employee’s health
insurance premium payment is more than thirty (30) days late and the County has
given the employee wriQen noPce at least ﬁqeen (15) days in advance advising that
coverage will cease if payment is not received. In the event of the employee’s death,
the employee’s spouse and/or dependents may be enPtled to conPnue health
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insurance coverage by paying the full cost of coverage at the County’s group rates,
plus an administraPve fee.
Please consult the Monroe County Human Resources Department Oﬃce and SecPon
6.3.3 of this Policy.
D. Reinstatement of Employment
Employees on longer military leave must noPfy the County of the intent to return to
employment in accordance with all applicable state and federal laws.
Upon returning from military leave of absence, an employee will be reinstated to the
same posiPon or one of comparable status and pay, provided the employee is
discharged from military status under honorable condiPons, and makes a request for
reinstatement within thirty (30) days aqer release from acPve duty or one (1) year
aqer release from hospitalizaPon due to military accident. The employee must also
be qualiﬁed to perform the normal duPes of the occupaPon for which they are being
considered.
Employees who leave employment to serve in the armed forces of the United States
shall be enPtled to a leave of absence without pay, pursuant to the provisions of
federal law. In general, the federal law requires that employees who receive
cerPﬁcates evidencing saPsfactory complePon of military service must be reinstated
to their former posiPon or one comparable to it along with seniority rights if the
employee makes formal applicaPon for reinstatement within ninety (90) days aqer
military discharge (or from hospitalizaPon conPnuing aqer discharge for a period of
not more than one (1) year). Department heads are advised to consult with the
Human Resources Department to ascertain speciﬁc re-employment condiPons and
procedures required by federal law.
(Employee Time Oﬀ Request Form) P:\County Forms & Info\Human Resources
Forms\FMLA Other Leave ADA
6.2.2

BEREAVEMENT LEAVE
At their supervisor’s discrePon and aqer consultaPon occurs between the employee and
the supervisor, full-Pme employees will be granted up to three (3) working days (24
hours) for the death of:
a.
Spouse
b.
Child
c.
Grandchild
d.
Parent (or an individual who stood in loco paren3s to an employee when the
employer was under the age of 18)
e.
Sibling
f.
Grandparent
g.
In-law relaBve of the same degree
h.
Step relaBve of the same degree
i.
Other relaBve of whom the employee is the sole survivor
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When an employee is on FMLA leave to care for a family member and the leave is
terminated by the death of the family member, the employee will be granted the
normal Bme oﬀ for funeral/bereavement as described above. may be granted paid
bereavement leave under the following schedule:
Up to ﬁve (5) days for
the death of
employee’s:

Up to three (3) days
for the death of
employee’s:

Up to one (1) day for
the death of
employee’s:

Spouse, child, or stepchild

Son in-law; daughter
in-law

Aunt or Uncle

Parent or step-parent

Brother-in-law; sisterin-law

Niece or Nephew

Mother-in-law and
father in-law

Up to one-half (½)
day for the death
of employee’s
friend.

Spouse’s aunt or
uncle, niece or
nephew, or any great
extension of a family
member

Brother or step-brother;
sister or step-sister
Grandparent, stepgrandparent,
grandchild, spouse’s
grandparent or
grandchild, or any
relaPve living in the
employee’s household
for whom the employee
is the sole provider
DomesPc Partner
(Registered)

At their supervisor’s discrePon and aqer consultaPon occurs between the employee and
the supervisor, full-Pme employees may be granted up to one (1) addiPonal day of
bereavement leave to aQend funeral services for a family member which is conducted
outside a 150-mile radius of Monroe County and up to two (2) addiPonal days of
bereavement leave to aQend funeral services for a family member conducted outside a
500-mile radius of Monroe County.
AddiPonal Pme oﬀ may be granted by the employee’s supervisor with the addiPonal
leave charged against the employee’s accrued compensatory Pme, vacaPon leave, sick
leave or personal beneﬁt leave.
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For the purpose of SecPon 6.2.2, DomesPc Partner (Registered) will be treated as a
spouse.
Completed leave request forms must be forwarded to the Human Resources Department.
See Addendum A.
(Employee Time Oﬀ Request Form) P:\County Forms & Info\Human Resources
Forms\FMLA_Other Leave_ADA
6.2.3

JURY DUTY
Monroe County encourages employees to fulﬁll their civic responsibiliPes by serving jury
duty when summoned in any State or Federal court. All full-Pme employees who are
lawfully required to report for jury duty will be granted leave with pay in lieu of jury pay
during the absence required for such duty. The full-Pme employee will conPnue to accrue
all regular beneﬁts for the full term of the jury duty absence. Full-Pme employees shall
not accept jury duty pay since they are granted leave with pay. Part-Pme and temporary
employees shall not receive regular pay for Pme spent serving on jury duty, but shall
receive regular jury duty pay.
Employees must show the jury duty summons to their elected oﬃcial/department head
and Human Resources immediately upon receipt in order for the elected oﬃcial/
department head to make arrangements to accommodate the employee’s absence.
The employee is expected to report for work whenever the court schedule permits.
(Employee Time Oﬀ Request Form) P:\County Forms & Info\Human Resources
Forms\FMLA_Other Leave_ADA

6.2.4

FAMILY AND MEDICAL LEAVE ACT
Following is a summary of the County’s policy for extending family and medical leave to
employees. This policy eﬀects compliance with the Family and Medical Leave Act of 1993
(“FMLA”). If you have any quesPons about the applicability of the following provisions,
please contact the Human Resources Department.
A. Eligibility
The FMLA provides eligible employees with up to twelve (12) weeks of unpaid leave
for their own serious health condiPon which makes the employee unable to perform
the essenPal funcPons of his or her job, the birth or care of a newborn child, the
placement with the employee of an adopPve child or a foster care child, or the care
of the employee’s child, spouse, or parent (but not parent “in-law”) with a serious
health condiPon. Leave to care for a newborn child or for a newly placed child must
conclude within twelve (12) months aqer the birth or placement. For an employee to
be eligible for leave under the FMLA (“FMLA leave”), the employee must have been
employed by the County for at least twelve (12) months and worked 1,250 hours
within the previous twelve (12) month period. For the purpose of Pme worked,
Monroe County will follow the IRS guidelines, which currently state that any Pme
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employed prior to a seven (7) year break in service will not be counted towards the
twelve (12) months employed.
“Serious Health CondiPon” means an illness, injury, impairment, or physical mental
condiPon that involves:
1. any period of incapacity or treatment connected with inpaPent care (i.e., an
overnight stay) in a hospital, hospice, or residenPal medical care facility; or
2. a period of incapacity requiring absence of more than three (3) calendar days
from work, school, or other regular daily acPviPes that also involves conPnuing
treatment by or under the supervision of a health care provider; or
3. any period of incapacity due to pregnancy, or for prenatal care; or
4. any period of incapacity or treatment therefore due to a chronic health condiPon;
or, a period of incapacity that is permanent or long-term due to a condiPon for
which treatment may not be eﬀecPve (e.g., Alzheimer’s, stroke, terminal
diseases, etc.); or
5. any absences to receive mulPple treatments (including any period of recovery
there from) by, or on referral by, a health care provider for a condiPon that likely
would result in incapacity of more than three (3) consecuPve days if leq
untreated (e.g., chemotherapy, physical therapy, dialysis, etc.)
B. Maximum Amount of Leave
The maximum amount of leave under this policy is twelve (12) work weeks in any
twelve (12) month period. For purposes of calculaPng an employee’s enPtlement to
subsequent FMLA leave, the twelve (12) month period is measured forward from the
date when the employee’s previous FMLA began. For example, under this method an
employee would be enPtled to twelve (12) weeks of leave during the year beginning
on the ﬁrst date FMLA leave is taken (e.g., March 5, 2007); the next twelve (12)
month period would begin the ﬁrst Pme leave is taken aqer complePon of that
twelve (12) month period ending (e.g., March 4, 2008).
Where spouses are both employed by the same department within the County, they
are jointly enPtled to a combined total of twelve (12) work weeks. If spouses are both
employed by the County, but work in separate departments, they are each enPtled to
twelve (12) weeks leave.
C. Intermicent Leave
FMLA leave may be taken on an intermiQent basis or an employee may work a
reduced schedule when medically necessary to care for a seriously ill family member,
or because of the employee’s serious health condiPon; however, only with the
elected oﬃcial/department head’s approval may an employee take intermiQent leave
or work a reduced schedule to care for a newborn or newly placed adopted or foster
care child.
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Only the amount of leave actually taken while on intermiQent/reduced schedule
leave may be charged as FMLA leave. Employees will not be required to take more
FMLA leave than necessary to address the circumstances that cause the need for
leave.
An employee who needs intermiQent leave or a reduced schedule for foreseeable
medical treatment must work with their employers to schedule the leave so as not to
unduly disrupt the employer’s operaPons, subject to the approval of the employee’s
health care provider. In such cases, the employer may temporarily transfer the
employee to an alternaPve job with equivalent pay and beneﬁts that accommodate
recurring periods of leave beQer than the employee’s regular job.
D. Advance NoBce
When an employee plans to take FMLA leave, the employee must complete an
F.M.L.A. Request for Leave (Non-Military) form. The employee is required to ﬁle the
request with the employees’ elected oﬃcial/department head thirty (30) days in
advance of the need to take FMLA leave when the need is foreseeable or noPce as
soon as pracPcable when the need to take FMLA leave is not foreseeable. All
completed Request for Leave forms must be forwarded by the elected oﬃcial/
department head to the Human Resources Department.
The elected oﬃcial/department head will complete a Response to Family/Medical
Leave Request Form, submit it to the employee, and forward a copy to the Human
Resources Department.
E. Medical CerBﬁcaBon
Monroe County requires the complePon of a Cer9ﬁca9on of Health Care Provider
Form to support a claim for FMLA leave. For an employee’s own medical leave, the
cerPﬁcaPon must include a statement that the employee is unable to perform the
funcPons of their posiPon. For leave to care for a seriously ill child, spouse, or parent,
the cerPﬁcaPon must include an esPmate of the amount of the employee’s Pme that
will be needed to care for the child, spouse, or parent. The County reserves the right
to require a second medical opinion from an independent medical provider. The
County will pay for the second opinion and will designate a provider who is not an
employee of the County. If the ﬁrst two (2) opinions conﬂict, the County will pay for a
third opinion. The third opinion is ﬁnal and binding on both the County and the
employee.
F. SubsBtuBon of Paid Leave
FMLA leave is unpaid leave. The employee may choose to use any sick personal
beneﬁt leave, or accrued vacaPon leave, or personal leave for any part of the twelve
(12) week period of FMLA leave. The employee must use all accrued compensatory
Pme. With the approval of the employee’s elected oﬃcial/department head, the
employee may use accrued beneﬁt Bme (see SecBon 6.1) leave and/or take an
extended non-paid leave of absence (see SecBon 6.2.6) prior to or aqer the FMLA
leave.
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G. Health Insurance and Beneﬁts
VacaPon leave, sick personal beneﬁt leave and holiday beneﬁts shall conPnue to
accrue and should be recorded on the employee’s Pmesheet during the period of the
employee’s FMLA leave and submiQed for payment on the payroll in which the
beneﬁt Pme occurs. If a full- Pme employee’s anniversary date occurs during an
employee’s FMLA leave should be noted on the employee’s Pmesheet and longevity
pay shall be submiQed for payment on the payroll following the accrual of the
beneﬁt. Employees shall be enPtled to bereavement leave while on FMLA leave.
Employees shall contact their elected oﬃcial/department head within three (3) days
of the actual bereavement leave if such a circumstance arises during their FMLA
leave.
Any health plan, including self-insured plans, provided by Monroe County, will be
conPnued for the employee on FMLA leave on the same terms as such coverage
would have been provided if the employee had conPnued to work. Employees remain
responsible for their share of any beneﬁt costs while on FMLA leave. The employee
must make saPsfactory arrangements with the Monroe County Auditor in conjuncPon
with the Human Resources Department, prior to the start of their leave, if possible,
to setup a payroll deducPon schedule to pay their share of the beneﬁt premiums
while on leave.
The County’s obligaPon to maintain health insurance beneﬁts under the FMLA stops
if and when an employee informs the employer of an intent not to return to work at
the end of the leave period, or if the employee fails to return to work when the FMLA
leave enPtlement is exhausted (unless the employee has requested another form of
available leave). The County’s obligaPon also stops if the employee’s health insurance
premium payment is more than thirty (30) days late and the Auditor’s oﬃce, in
conjuncPon with the Human Resources Department, has given the employee wriQen
noPce at least ﬁqeen (15) days in advance advising that coverage will cease if
payment is not received.
H. Status Reports
The County may require an employee to report periodically during the leave period
on the employee’s leave status and the employee’s intenPon to return to work. The
County may consider the employee’s failure to return to work at the end of the leave
period as an employee resignaPon.
Prior to the end of the employee’s FMLA leave, the Human Resources Department
should complete a No9ﬁca9on of End of Family/Medical Leave Form and submit it to
the employee, providing the elected oﬃcial/department head with a copy.
I.

Outside Employment While on Leave
While an employee is on FMLA for their own serious illness or injury, he/she shall not
be engaged in outside employment. Any excepPons shall be approved, in advance of
engaging in outside employment, by the Monroe County Commissioners, the Board
of Judges, or the Prosecutor.
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J.

RestoraBon of Employment
An employee who completes a period of leave will be returned either to the same
posiPon the employee was in prior to the leave or to a posiPon equivalent in pay,
beneﬁts and other terms and condiPons of employment (provided the employee is
able to perform the funcPons of the job).
(Cer9ﬁca9on of Health Care Provider Form, Request for Leave Form, Response to
Family/Medical Leave Request Form, Physician/Prac99oner Cer9ﬁca9on Form
[FMLA], and No9ﬁca9on of End of Family/Medical Leave Form) P:\County Forms &
Info\Human Resources Forms\FMLA_Other Leave_ADA

6.2.5

FAMILY MILITARY LEAVE
A. Eligibility
An eligible employee (an employee who has been employed by the County for at
least twelve (12) months and worked 1,250 hours within the previous twelve (12)
month period) who is a spouse, son, daughter or parent of a person who is on or
ordered to acPve duty in the Armed Forces may take Family Military Leave in the
following circumstances:
1. A “qualifying exigency” arises out of the fact that the spouse, son, daughter, or
parent of the employee is on acPve duty, or has been noPﬁed of an impending
call to acPve duty status, in support of a “conPngency operaPon” as determined
by the Secretary of Defense; or
2. To care for a covered service member, when the employee is the spouse, son,
daughter, parent, or next of kin of a covered service member, who has incurred
an injury or illness in the line of duty while on acPve duty in the Armed Forces
that may render the service member medically unﬁt to perform duPes of the
service member’s oﬃce, grade, rank, or raPng. “Covered service member” means
a member of the Armed Forces who is receiving medical treatment, recuperaPon,
therapy, or is otherwise in outpaPent status or on the temporary disability rePred
list for a serious illness or injury. “Next-of-kin” is deﬁned as the nearest blood
relaPve of the injured or recovering service member.
B. Maximum Amount of Leave
1. Leave due to a “qualifying exigency”: An eligible employee may take up to twelve
(12) workweeks of leave during any twelve (12) month period. This type of leave
will be counted toward the employee’s twelve (12) week maximum of FMLA leave
in a twelve (12) month period.
2. Leave to care for an injured or ill service member: An eligible employee may take
up to twenty-six (26) workweeks of leave during a single twelve (12) month
period to care for the service member. Leave to care for an injured or ill service
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member, when combined with other FMLA-qualifying leave, may not exceed
twenty-six (26) weeks in a single twelve (12) month period.
3. A husband and wife who are both employed by the same department within the
County may both take leave due to a “qualifying exigency” and are jointly enPtled
to a combined total of twelve (12) workweeks of leave.
If spouses are both employed by the County, but work in separate departments,
they are each enPtled to twelve (12) workweeks of leave.
4. A husband and wife who are both employed by the same department with the
County may both take leave to care for an injured or ill service member, and are
jointly enPtled to a combined total of twenty-six (26) weeks of leave.
If spouses are both employed by the County, but work in separate departments,
they are each enPtled to twenty-six (26) workweeks of leave
C. DocumentaBon
1. When leave is due to a qualifying exigency, employees requesPng this leave must
provide proof of the qualifying service member’s call-up or acPve military service
paperwork. This documentaPon may be a copy of the military orders or other
oﬃcial Armed Forces communicaPon.
2. When leave is to care for an injured or ill service member, employees requesPng
this leave must provide documentaPon of the service member’s illness, injury
and need for care. This documentaPon may be a copy of the military medical
informaPon orders for treatment, or other oﬃcial Armed Forces communicaPon
pertaining to the service member’s injury or illness incurred on acPve military
duty that renders the service member medically unﬁt to perform his or her
military duPes. Employees will also need to complete and submit form DOL
WH-380 to the Human Resources Department.
D. Advance NoBce
When an employee plans to take Family Military Leave, the employee must complete
an Employee Time Oﬀ Request form. The employee is required to ﬁle the request with
the employee’s elected oﬃcial/department head thirty (30) days in advance of the
need to take Family Military Leave, unless the acPvaPon orders are issued less than
thirty (30) days before the requested leave is to begin, in which case the employee
shall provide such noPce as is reasonable and pracPcable. AcPvaPon orders must be
forwarded to the elected oﬃcial/department head with the Employee Time Oﬀ
Request form. All completed Request for Leave forms and a copy of acPvaPon orders
must be forwarded to the Human Resources Department.
E. Intermicent Leave
Leave taken because of a qualifying exigency may be taken intermiQently or on a
reduced schedule basis. Leave taken to care for an ill or injured service member may
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be taken intermiQently or on a reduced schedule basis when medically necessary for
such care.
F. Other Requirements and/or Beneﬁts
Monroe County and the eligible employee shall comply with requirements described
in SecPon 6.2.4 concerning medical cerPﬁcaPon, subsPtuPon of paid leave, health
insurance and beneﬁts, status reports and restoraPon of employment.
(Request for Leave Form, Response to Family Military Leave Request Form, Qualifying
Service members documenta9on, Military Medical Informa9on, DOL WH-380 form,
and No9ﬁca9on of End of Family Military Leave Form) P:\County Forms &
Info\Human Resources Forms\FMLA_Other Leave_ADA
6.2.6

EXTENDED NON-PAID LEAVE OF ABSENCE
A. DeﬁniBon
A leave of absence is leave from employment duPes for a reason which serves the
best interest of the County. This SecPon is not intended to aﬀect or impact any leave
of absence approved or allowed under SecPon 6.2.4, or any leave of absence
approved or allowed as a condiPon of employment during the hiring process.
B. Eligibility
Only full-Pme employees are eligible to apply for an extended, non-paid leave of
absence.
C. DuraBon
A leave of absence shall be for any reasonable period of Pme approved by the
employee’s elected oﬃcial/department head and the respecPve authority overseeing
the department or oﬃce (see SecPon 1.3).
D. ApplicaBon
Employees desiring to take a leave of absence shall submit an Applica9on for
Extended, Non-Paid Leave of Absence to their supervisor. The original request shall be
forwarded to the Human Resources Department and a copy to the elected oﬃcial/
department head for consideraPon.
E. Approval
The decision as to whether to grant a leave, and the terms thereof, lies enPrely with
the elected oﬃcial/department head and the respecPve authority overseeing the
department or oﬃce (see SecPon 1.3). However, if it is an appointed department
head who is requesPng such leave, the decision to approve or deny lies with the
respecPve authority overseeing the department or oﬃce (see SecPon 1.3).
F.

CompensaBon
Employees will not be paid during their leave of absence.

G. Beneﬁts
Employees will not accrue any beneﬁts while on leave. The Employee on leave will
remain on PERF, but no addiPonal PERF contribuPons by the County will be made
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during the leave. An employee who is on FMLA or military leave may conPnue to
have medical insurance beneﬁts, if eligible under the terms of the insurance policy;
however, the employee must pay his/her porPon of the premium (see SecPons
6.2.1(C) and 6.2.4(G)).
H. Return from Leave
Before returning to work, the employee must provide wriQen noPce to Human
Resources and their elected oﬃcial/department head of the employee’s intenPon to
return to work, according to the terms speciﬁed by the elected oﬃcial/department
head and the respecPve authority overseeing the department or oﬃce (see SecPon
1.3), and as stated in the leave designaPon leQer provided to the employee upon
approval of the extended-non-paid leave of absence.
I.

Forfeiture of Right to Return to Work. If the employee fails to return to work in
accordance with the terms stated in the leave designaPon leQer, referenced in
subsecPon H above, it may result in the loss of employee’s right to return to work,
subject to the decision of the elected oﬃcial/department head and the respecPve
authority overseeing the department or oﬃce (see SecPon 1.3). See Addendum A.
(Applica9on for Extended Non-Paid Leave of Absence) P:\County Forms & Info\Human
Resources Forms\FMLA_Other Leave_ADA

6.3

EMPLOYEE BENEFITS
6.3.1

WORKER’S COMPENSATION
Employees medically disabled on the job shall receive beneﬁts in accordance with Indiana
law, speciﬁcally Indiana Code 22-3-3-7, provided a physician acceptable to the County
cerPﬁes that the employee was unable to work.
VacaPon leave, sick personal beneﬁt leave and holiday beneﬁts shall conPnue to accrue
during Pme oﬀ due to an on-the-job injury and shall be submiQed for payment on the
payroll following the use of the leave. If a full-Pme employee’s anniversary date occurs
during an employee’s Pme oﬀ, that should be noted on the employee’s Pmesheet and
longevity pay shall be submiQed for payment on the payroll following the accrual of the
beneﬁt. Employees shall be enPtled to bereavement leave during Pme oﬀ due to an onthe-job injury and shall contact the Human Resources Department and their elected
oﬃcial/department head if such circumstances arise during their absence.
Under certain circumstances, Monroe County’s worker’s compensaPon insurance carrier
shall pay two-thirds (⅔) of the employee’s current salary for approved leaves of absences
due to an on-the-job injury. An employee, who is receiving worker’s compensaPon
beneﬁts, may use their accrued beneﬁt Pme to the extent necessary to cover the onethird (⅓) porPon of the employee’s paycheck not covered by worker’s compensaPon or to
cover the employee’s costs of insurance or other beneﬁts normally deducted from the
employee’s paycheck by the Auditor’s Oﬃce. Use of beneﬁt Pme is subject to the
approval of the employee’s elected oﬃcial/department head. Some employees may
receive full pay while oﬀ work due to an on-the-job injury if such pay is provided for in a
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contract or the Monroe County Salary Ordinance. Those employees may not use accrued
beneﬁt Pme during their absence.
Neither the County nor the insurance carrier will be liable for the payment of worker’s
compensaPon beneﬁts for oﬀ-duty injuries or injuries that occur during an employee’s
voluntary parPcipaPon in any oﬀ-duty recreaPonal, social, or athlePc acPvity sponsored
by the County.
On the day of the incident or as soon as possible thereaqer, the injured employee’s
elected oﬃcial/department head must complete a Supervisor’s Incident Inves9ga9on
Report and all other necessary forms. The forms are available from the Human Resources
Department and must be returned to the Human Resources Department for processing.
6.3.2

MEDICAL BENEFITS AND LIFE INSURANCE
The County has established a parPally self-funded health (medical and dental) beneﬁts
plan for regular full-Pme employees and their families who choose to parPcipate.
Appointed and elected oﬃcials and their families may also be enPtled to parPcipate in
the medical beneﬁts program. A porPon of the cost of this plan is paid by the County. The
County also furnishes a $25,000.00 term life insurance policy at no charge to each fullPme employee. The terms and condiPons speciﬁed in such plans govern coverages.
InformaPon about how to enroll, change or conPnue coverage may be obtained from the
Human Resources Department.
Beneﬁt Summary:
A. IniBal enrollment period – New employees:
Eligible new employees may enroll in the health beneﬁts plan without any restricPons
within thirty (30) days of being hired. Insurance coverage will begin on the ﬁrst day of
the month following thirty (30) days of full-Pme employment with the County.
Employees who do not elect to parPcipate in the plan will be asked to sign a waiver of
this beneﬁt.
B. Newly eligible persons:
1. Spouse: A new spouse may be enrolled without restricPons if the applicaPon for
coverage is received and enrollment fees are paid within thirty-one (31) days of
marriage.
2. Newborn and adopted children: Newborn or adopted children are automaPcally
covered for thirty-one (31) days from the date of birth or placement for adopPon.
The child may be enrolled for further coverage in the plan without restricPons if
the employee submits an Informa9on Changes Form to the Human Resources
Department and the Auditor within thirty-one (31) days of the date of the child’s
birth or placement.
C. Special enrollment for loss of other coverage: Under some circumstances, a special
enrollment without restricPons may occur if an employee waived coverage for
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himself or dependents at the Pme of iniPal enrollment because of the employee’s
coverage under another health insurance or beneﬁt plan, but subsequently lost that
coverage for reasons other than non-payment of premium.
D. Late enrollment: An eligible employee or dependent who did not request enrollment
for coverage during the iniPal enrollment period or as a newly eligible person, or
during a special enrollment period in which the individual was enPtled to enroll, may
apply for coverage at any Pme during the year as a Late Enrollee.
However, there will be no coverage under the plan for pre-exisPng condiPons of the
Late Enrollee for up to eighteen (18) months. A pre-exisPng condiPon is one which
was present and for which medical advice, diagnosis, care or treatment was
recommended or received within six (6) months of the period ending on the date of
late enrollment.
E. Dropping dependents or canceling coverage: If an employee parPcipates in a SecPon
125 TaxSaver Plan, the employee may not drop dependents or cancel coverage unPl
the end of the plan year.
F. SecBon 125 TaxSaver Plan:
1. The SecPon 125 TaxSaver Plan can save money for any employee who pays for
insurance coverage or establishes a ﬂexible spending account for dependent care
or unreimbursed medical expenses through payroll deducPons. Premiums for
insurance coverage’s or ﬂexible spending accounts are deducted from the
paycheck before Federal, FICA, State and local taxes are calculated. Taxes are
computer on the reduced amount. Taxes on the lesser amount result in fewer
taxes and more take home pay, but will aﬀect total earnings for Social Security
purposes.
2. To parPcipate in the TaxSaver Plan you must sign a Salary RedirecPon Agreement
each year. You cannot change or revoke this Agreement with respect to pre-tax
deducPons before the next anniversary date of the Plan unless a “change of
status” as deﬁned by IRS regulaPons occurs.
G. Supplemental insurance programs: Supplemental medical, disability and life
insurance (including policies on family members) programs are available. The costs of
such supplemental policies are paid enPrely by the parPcipaPng employee through
payroll deducPons.
6.3.3

BENEFITS CONTINUATION
The Federal Consolidated Omnibus Budget ReconciliaPon Act (“COBRA”) gives employees
and their qualiﬁed beneﬁciaries the opportunity to conPnue health insurance coverage
under the County’s health plan when a “qualifying event” would normally result in the
loss of eligibility. Common qualifying events include resignaPon, terminaPon of
employment, death of an employee, a reducPon in an employee’s hours, a leave of

County of Monroe, Indiana Personnel Policy Handbook – 04-1-2020
45

Page

absence, an employee’s divorce or legal separaPon, and a dependent child who no longer
meets eligibility requirements.
Under COBRA, the employee or beneﬁciary pays the full cost of coverage at the County’s
group rates, plus an administraPon fee. The County, through a third-party administrator,
provides each eligible employee with a wriQen noPce describing rights granted under
COBRA when the employee becomes eligible for coverage under the County’s health
insurance plan. The noPce contains important informaPon about the employee’s rights
and obligaPons. Elected oﬃcials/department heads must noPfy the Human Resources
Department and the Monroe County Auditor immediately aqer an employee is
terminated.
Speciﬁc details regarding eligibility and coverage are available from the Human Resources
Department.
6.3.4

PUBLIC EMPLOYEES’ RETIREMENT FUND
Most full-Pme employees are automaPcally enrolled in a rePrement program known as
the Public Employee’s RePrement Fund (“PERF”). PERF mandates that each employee
contribute three percent (3%) into their personal PERF account. Monroe County has
elected to make this three percent (3%) contribuPon into each employee’s fund. In
addiPon, there is an employer porPon, which is a percentage set by the State. This
amount is based on each employee’s salary. These funds go directly into the PERF General
Fund for new and exisPng rePrees. This is deposited directly into the fund. The employee
has several opPons with regard to how the employee’s own money is invested in the
fund. If employment is terminated before the money vests (generally upon ten (10) years
of service), the employee’s contribuPons, plus interest, are refunded although it usually
takes several months to process the return. Generally, the money becomes vested aqer
ten (10) years.
When an employee reaches age sixty-ﬁve (65), the employee may receive the full
rePrement amount if the employee has at least ten (10) years of eligible service. An
employee with ﬁqeen (15) or more years of service may elect to rePre as early as age ﬁqy
(50); however, rePrement beneﬁts are substanPally reduced if the rePrement occurs
before age sixty (60). The pension is calculated by a formula set by law. On the average,
County contribuPons furnish approximately eighty-ﬁve percent (85%) of the total beneﬁt
an employee receives. A handbook, which more fully explains the program, is available
from the Human Resources Department.
Some employees and their dependents may be eligible, pursuant to Indiana Code
5-10-8-2.6, to conPnue health plan coverage for themselves and their spouses aqer
rePrement by paying the full costs of coverage at the County’s group rates, plus an
administraPve fee. Criteria for eligibility are in accordance with State law. The current
criteria include the employee must be at least ﬁqy-ﬁve (55), have twenty (20) years of
creditable public employment (ten (10) of which immediately precedes the rePrement),
and must have parPcipated in PERF for ﬁqeen (15) years.
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Pursuant to Indiana Code 5-10-8-2.2, rePred or permanently disabled Sheriﬀ’s depuPes
and their spouses and current dependents may also request to conPnue health plan
coverage by paying the full cost of coverage at the County’s group rates, plus an
administraPve fee.
Speciﬁc details regarding these coverages should be obtained from the Human Resources
Department before the date of rePrement. Please see SecPon 6.3.3 of this Policy.
6.3.5

DEFERRED COMPENSATION
Monroe County oﬀers a voluntary deferred compensaPon program to eligible employees.
Full-Pme employees may parPcipate in a deferred compensaPon program. This program
is a way to set aside part of an employee’s income through voluntary payroll deducPons
that defer tax liabiliPes on this income unPl rePrement. Diﬀerent investment opPons are
available and may be discussed with a representaPve of the company, which administers
the deferred compensaPon program.
(Changes Form) \\Neptune\Chiron_temp\data\public\County Forms & Info\Human
Resources Forms\03 Employee Change Forms

7.

WORKING CONDITIONS

7.1

SAFETY
Establishing and maintaining a safe work environment is the shared responsibility of the County
and all employees. The County will take all reasonable steps to assure a safe work environment.
The County will comply with all applicable federal, state and local safety regulaPons.
Employees are expected to obey safety rules and to exercise cauPon in their work acPviPes.
Employees shall report to work in proper condiPon to safely complete their assigned duPes.
Employees shall immediately report any unsafe condiPons to their supervisor. Supervisors and
employees are expected to correct unsafe condiPons as promptly as possible.
Employees must report within twenty-four (24) hours to their elected oﬃcial/department head
and to the Human Resources Department all on-the-job accidents that result in injury,
regardless of how insigniﬁcant the injury may appear, so that an invesBgaBon into the incident
may be made. An incident report must be completed and submiced to the Human Resources
Department.
Such reports are necessary to comply with applicable laws and to iniPate insurance and worker’s
compensaPon procedures.
(Accident Report: First Report of Injury) P:\County Forms & Info\Human Resources Forms\Work
Comp Forms\2-First Report of Injury form.pdf

7.2

APPEARANCE OF WORK AREAS
Monroe County expects employees to keep work areas, meal areas, and rest rooms neat and
clean. These qualiPes promote health, producPvity, safety, and good morale.
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7.3

SMOKING
In keeping with the County’s intent to provide a safe and healthful work environment, smoking in
all County buildings is prohibited. This policy applies equally to all employees, elected oﬃcials
and visitors.

7.4

BLOOD BORNE PATHOGENS
Employees working in high-risk jobs will be oﬀered blood borne pathogen training and a series of
hepaPPs B vaccinaPons for their protecPon at no cost to the employees.
The OccupaPonal Safety and Health AdministraPon (“OSHA”) has determined that certain
employees in the workplace face a signiﬁcant risk from blood borne pathogens. To ensure that
employees are aware of occupaPonal exposure to blood borne pathogens, the County will
develop an exposure control plan to minimize or eliminate employee contact with human blood
or other bodily ﬂuid, which may contain blood borne pathogens, such as hepaPPs B virus and HIV.
This control plan will be available for use by all employees.

8.

USE OF COUNTY PROPERTY

8.1

USE OF TELEPHONES AND COUNTY MAIL
Personal telephone calls, whether on County or personal phones, shall be limited in frequency
and duraPon. Personal use of County telephones and FAX machines for long-distance and toll
calls at the County’s expense are not permiQed. Employees making personal long-distance and toll
calls shall noPfy and obtain approval from their elected oﬃcial/department head of this use and
shall reimburse the County for the calls.
To ensure eﬀecPve telephone communicaPons, employees shall always use an approved greePng
and speak in a courteous and professional manner.
The mail system is reserved for business purposes. Employees shall obtain supervisor approval
before sending or receiving personal mail at the workplace.

8.2

USE OF CELL PHONES, COMPUTERS, E-MAIL, AND THE INTERNET
Purpose: Employees may be provided with cell phones and informaPon technology (computers,
computer soqware, and the electronic mail system) as a tool to support the business of the
County. The eﬀecPve performance of the County’s computer and telecommunicaPons network
depends upon users adhering to established standards of proper conduct. In general, this
requires eﬃcient, ethical and legal uPlizaPon of network resources. This resource, as with any
other public resource, demands those entrusted with the privilege of its use to be accountable.
The following guidelines and policies deﬁne the responsibiliPes of employees and volunteers
using County-issued cell phones, network and Internet resources. USE OF THE MONROE COUNTY
CELL PHONES AND THE NETWORK RESOURCES IS A PRIVILEGE, NOT A RIGHT.
Monitoring of Internet Use: County cell phones, computers, the County Internet connecPon, and
the electronic mail system are County assets and are subject to review or monitoring at any Pme
without noPce. Because the cell phones, computers, County Internet connecPon and the e-mail
system belong to the County and not to the employees, employees should have no expectaPon of
privacy regarding these items. Users should be aware that informaPon contained on County cell
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phones or computers, including their e-mail messages, is subject to public disclosure. If a user
violates any of the provisions contained in this policy, his or her access to the County resources
may be denied and disciplinary acPon may be taken.
Storage of personal informaBon, including, but not limited to, data, pictures, videos, or music,
on County-owned and issued equipment is discouraged. Personal informaBon and images will
not necessarily be protected, preserved or stored by the County. Employees who voluntarily
place personal informaBon, including health-related and other private or protected
informaBon, on County-owned and issued devices or equipment must be aware that the
County may, at any Bme and for any reason, delete personal informaBon placed on Countyowned devices or equipment.
Internet Use Policy: All users of County-provided Internet services, including e-mail, must abide
by State, Federal and local laws. Internet and e-mail use must comply with County policies and
regulaPons, including the County’s Equal Opportunity Employment policies as well as the policies
prohibiPng harassment in the workplace.
Sodware DuplicaBon Prohibited: Monroe County purchases and licenses the use of various
computer soqware for business purposes and does not own the copyright to this soqware or its
related documentaPon. Unless authorized by the soqware developer, the County does not have
the right to reproduce this soqware for use on more than one computer. Employees may only use
soqware on mulPple machines according to soqware license agreements. The County prohibits
the illegal duplicaPon of soqware and its related documentaPon. No licensed soqware may be
installed on County computers that has not been authorized by the County, and/or is not properly
licensed to the County.
Acceptable Use: The following are acceptable uses of the County’s computer resources:
Work Related Use: The Internet and e-mail are to be used for the County’s business
purposes. Using appropriate Web sites for work-related purposes is unrestricted as long
as it is reasonable.
Personal Use: The Internet is a powerful communicaPons tool that can provide a great
deal of useful informaPon. Unfortunately, it can also be a distracPon from producPve
work when browsing non-work related sites. While personal use of the Internet and email is permiQed, it is to be kept to a minimum. Personal use must be non-commercial,
that is, not related to any for-proﬁt business or acPvity or any use for which the employee
will receive remuneraPon. Extensive use of network resources for personal use is
prohibited.
E-mail: Personal e-mail shall be sent or received as seldom, and be as brief as possible.
Use of personal e-mail which unduly disrupts the employee’s work or is deemed to be
excessive by the employee’s supervisor may result in the employee being disciplined or
terminated.
Internet: Exploring the Internet during working hours is permiQed, but shall be kept to a
minimum. Use which is deemed to be excessive by the employee’s supervisor may result
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in the employee being disciplined or terminated. Unless work-related, employees may
not parPcipate in chat rooms or blogging conversaPons when using county computers.
Common Sense: Use common sense with open Web sites, especially with visitors in the
area. For example, if you are searching the Internet during your lunch hour, be sensiPve
to the fact that the general public may view your computer screen and see that you are
on a non-work related Web site; the public will not be aware that you are uPlizing your
lunch hour for this Internet acPvity and could assume that you are “surﬁng the net” while
“on the clock.”
Security: Employees shall not allow unauthorized access to the County’s computer network.
Allowing unauthorized access includes, but is not limited to, sharing passwords with other
individuals, making authenPcaPon items such as passwords easily available, failing to log oﬀ
when leaving a computer, and allowing unauthorized persons physical or electronic access to the
County’s systems. Individual users may be held accountable for their account’s use by other
people. County employees may not use unsecured portals such as Gmail or Yahoo accounts
without ﬁrst giving wriQen noPce to the County Commissioners.
Passwords: The password feature of the County’s computer network is the foundaPon for
maintaining the conﬁdenPality of the County’s communicaPon system. ConﬁdenPality of
passwords and user accounts must be protected. Passwords, system telephone numbers, and
similar informaPon may not be disseminated to the public and must be retained as conﬁdenPal
informaPon by the user. For privacy reasons, employees may not aQempt to gain access to
another employee’s personal ﬁle or e-mail messages without the laQer’s express permission.
Internet accounts are to be accessed only by the authorized user of the account.
Security Issues: All security issues shall be communicated immediately upon discovery to the
elected oﬃcial/department head and the Technical Services Department.
Direct Internet Access Prohibited: Employees may only access the Internet through an approved
Internet ﬁrewall. Accessing the Internet directly, by modem, is strictly prohibited unless such
access is approved and installed by the Technical Services Department.
Receiving Unsolicited Oﬀensive Material: If an employee receives ﬁles, messages or informaPon
which violates the restricPons outlined in this policy, or which makes the employee feel
uncomfortable or oﬀended, the employee shall immediately call the maQer to the aQenPon of
the employee’s immediate supervisor. The supervisor should contact a representaPve of the
Technical Services Department or the Monroe County Legal Department to invesPgate the maQer.
Use of Private Sodware Prohibited: No private soqware, “shareware” or other unauthorized
products may be run on County systems.
Downloading Programs: Employees shall not install or execute soqware or hardware that could
damage the County’s systems. Such soqware includes, but is not limited to, ﬁles that have been
downloaded from the Internet or sent as aQachment to e-mail. Prior to downloading programs or
informaPon, employees should verify the security of the informaPon and, if in doubt, check with
the County's Technical Services Department.
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Virus ProtecBon: All material downloaded from the Internet or from computers or networks that
do not belong to the County MUST be scanned for viruses and other destrucPve programs before
being placed onto the computer system. All employees will be expected to follow the instrucPons
from their supervisor for this scanning process. Any quesPons shall be referred to the Technical
Services Department staﬀ. Any problems noted by the Technical Services Department staﬀ must
be resolved prior to the downloaded material being placed on the computer system. As with all
security issues, the discovery of a virus shall be communicated immediately to Technical Services.
Receiving Electronic Mail with an Acachment: If you receive non-departmental, external e-mail
with an aQachment, DO NOT TOUCH THE ATTACHMENT; DO NOT OPEN IT; DO NOT VIEW IT; DO
NOT SAVE IT TO DISK, REGARDLESS OF WHO SENT YOU THE E-MAIL. Many viruses aQach to
address books and can give the appearance of being sent to you by your loved ones or legiPmate
professional contacts. Contact the person who sent the e-mail to you, verify they actually sent it
to you, and ask them what is speciﬁcally contained in the e-mail. If you are at all unsure about
whether or not to open an e-mail, contact the Monroe County Technical Services Help Desk.
Downloading Programs from the Internet: IntenPonal use of Internet resources to access, view
or process ﬁles dangerous to the integrity of the network is prohibited. Only soqware and
programming services authorized by Monroe County Technical Services may be used in
conjuncPon with County computer or communicaPons systems.
Privacy and ConﬁdenBality: InformaPon transmiQed through the County’s electronic
communicaPon resources are NOT privileged communicaPons. EMPLOYEES ARE CAUTIONED
NOT TO COMMUNICATE ANY MATERIALS OR LANGUAGE THAT THEY WOULD NOT
COMMUNICATE IN A PUBLIC ARENA. Employees do not retain any right to privacy in any
documents, messages, or images they create, store, send, or receive on the computer or the
Internet under the Electronic CommunicaPons Privacy Act, and any other State or Federal law
regarding e-mail and Internet use. Employees do not have a personal privacy right in any maQer
created, received, or sent from the County electronic mail system.
Prohibited Uses of Internet and E-mail: Employees should consider the possible adverse
consequences of internet posPngs, such as future employment, cross-examinaPon in criminal
cases and public as well as private embarrassment. Employees are encouraged to seek the
guidance of supervisors regarding any posPng that may adversely reﬂect upon either the County
or upon the professionalism or integrity of the employee. The following prohibited uses of the
Internet and e-mail apply to use before, during and aqer work hours:
Oﬀensive Material: IntenPonal use of Internet resources or e-mail to view, access,
process, upload, download, distribute or print illegal, violent racist, sexual, ethnically
derogatory, or obscene material, inappropriate text, or graphic ﬁles is prohibited. The
display or transmission of illegal images including child pornography is prohibited. The
display or transmission of violent or sexually- explicit images, messages or cartoons, or
any transmission that contains ethnic slurs, racial epithets, or anything that may be
construed as harassment or disparagement of others based on their race, naPonal origin,
sex, sexual orientaPon, age, disability, religious or poliPcal beliefs is not permiQed at any
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Pme. Monroe County will cooperate in the invesPgaPon and/or prosecuPon of any
employee found to be accessing or viewing illegal material.
PoliBcal or Religious SolicitaBons, PromoBons, AdverBsements: No one may solicit,
promote or adverPse any poliPcal or religious organizaPon or other personal causes,
product or service through the use of electronic mail or anywhere else on County
premises.
Business SolicitaBons, PromoBons, and AdverBsements: No one may solicit, promote or
adverPse any business, product or service through the use of e-mail or the Internet. This
includes solicitaPons or adverPsements for personal business ventures (i.e., rental of your
apartment, selling cosmePcs, buying your used car, etc.). Use of network resources for
commercial use or proﬁt is prohibited.
Engaging in Gambling: Gambling, even where legal, is not permiQed at any Pme.
Disguising Your IdenBty: In the course of uPlizing the County Internet system, you may
not disguise your idenPty or the origin of any transmission over any of the County’s
communicaPons systems.
False and Other Improper Materials: Transmission of material that is false, misleading,
derogatory, profane, vulgar or sexually explicit or any other material that would be
oﬀensive or harassing to the average person is strictly prohibited.
Unauthorized Access: Employees shall not use the County’s computer network to obtain,
or aQempt to obtain, unauthorized access to or unauthorized use of resources, whether
within the County or elsewhere. These resources include, but are not limited to,
computer accounts, messages, programs and data ﬁles.
ViolaBons of Monroe County’s Telephone, Internet, Electronic Mail and Computer Usage Policy:
Monroe County will periodically and without noPce to employees monitor the employees’ usage
of County telephones, computers, the County Internet connecPon and the electronic mail system.
Any violaPons of the foregoing policies will be reported to the Monroe County Legal Department.
An aQorney from the Monroe County Legal Department shall address the violaPon with the
elected oﬃcial/department head, which is responsible for the employee in quesPon. The County
shall take correcPve acPon against any employee found to have violated these policies, including
discipline or discharge.
8.3

USE OF VEHICLES AND EQUIPMENT
Monroe County equipment and vehicles (including water-craq) are essenPal tools in
accomplishing an employee’s job duPes. Every employee must obtain advance approval from the
employee’s supervisor before using county equipment or vehicles. When using County property,
employees are expected to exercise care, perform required maintenance, and follow all operaPng
instrucPons, safety standards, and guidelines. It is the employee’s duty and responsibility to
protect and care for County property and vehicles in their possession. Failure to properly protect
and care for property or vehicles may result in disciplinary acPon up to and including terminaPon.
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The Monroe County Board of Commissioners must approve all vehicle purchases or acceptance of
donaPons.
Please noPfy the supervisor if any equipment, machines, tools, or vehicles appear to be damaged,
defecPve, or in need of repair. Prompt reporPng of damages, defects, and the need for repairs
could prevent deterioraPon of equipment and possible injury to employees or others. The
supervisor can answer any quesPons about an employee’s responsibility for maintenance and
care of equipment or vehicles used on the job.
Employees operaPng County vehicles shall maintain the ability to legally operate assigned
vehicles. Employees who operate County vehicles are required to noPfy their elected oﬃcial/
department head and the Human Resources Department in the event that their driver’s license is
suspended or revoked. An employee’s failure to noPfy their elected oﬃcial/department head and
the Human Resources Department of a driver’s license suspension or revocaPon is subject to
disciplinary acPon, up to and including discharge.
Each occupant of a County or personal vehicle while on County business must wear appropriate
seat belts and shoulder harnesses (if so equipped). Employees shall not smoke or allow any
occupant to smoke in a County-owned vehicle. Each employee is personally responsible for any
ﬁnes incurred as a result of driving or parking violaPons. In addiPon, no employee is permiQed,
under any circumstances, to operate a County vehicle or personal vehicle for County business
when any physical or mental impairment causes the employee to be unable to drive safely. This
prohibiPon includes, but is not limited to, circumstances in which the employee is temporally
unable to operate a vehicle safely or legally because of illness, medicaPon, or intoxicaPon.
The driver of a County vehicle shall obey all traﬃc and safety laws, except for law enforcement
personnel engaged in the performance of their duPes as set forth in Indiana Code 9-21-1-8.
Improper, careless, negligent, destrucPve, or unsafe use or operaPon of equipment or vehicles, as
well as excessive or avoidable traﬃc and parking violaPons, can result in disciplinary acPon, up to
and including discharge.
Vehicles owned by the County shall be used for County business only. All County employees are
prohibited from using County vehicles for personal use. Only those employees assigned takehome vehicles by the Monroe County Commissioners are authorized to use County vehicles for
commuPng purposes. In such cases, incidental non-business stops (such as stopping for lunch
between two County business stops) are permissible. Monroe County follows the regulaPons set
forth by the Internal Revenue Service regarding taxable fringe beneﬁts. Employees may contact
the Monroe County Human Resources Department or the Monroe County Legal Department with
quesPons about the manner in which those regulaPons are applied by Monroe County
Government. Each employee assigned a take-home vehicle should make sure he or she knows
and understands the regulaPons and how they apply to the employee.
Law enforcement oﬃcers may exercise de minimis use of county vehicles that are assigned as
take-home vehicles for reasonable and limited personal transportaPon within the county. During
such use, the oﬃcer shall maintain radio contact with Central Dispatch at all Pmes, and shall
respond to emergency situaPons when requested by Central Dispatch. The oﬃcer shall not
substanPally use a county vehicle in the oﬃcer’s business pursuits, or to perform another job.
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The oﬃcer may use the vehicle to drive to and from other employment, but may not use the
vehicle to perform substanPal duPes at that employment. The Sheriﬀ shall monitor use of such
vehicles to assure compliance with this policy and report such use to the Monroe County
Commissioners.
A County vehicle may be used only by the employee to whom it is issued, or by other employees
of the same department who use it for departmental business. All use by non-employees
(including friends and family members) is prohibited.
Except for oﬃcial County business, or as provided in any special policies or procedures that
supersede this policy, County owned vehicles shall not be driven out of Monroe County, unless
authorized by the Monroe County Commissioners.
Maintenance, repairs and fueling of motor vehicles shall be done at the Monroe County Highway
Garage. The Fleet Maintenance Coordinator must purchase all vehicle parts. Only the Coordinator
may authorize repairs or parts purchases from outside vendors.
Employees who violate these provisions shall be subject to discipline, up to and including
terminaPon.

9.

PERSONAL CONDUCT

9.1

ATTENDANCE AND PUNCTUALITY
To maintain a safe and producPve work environment, the County expects employees to be
reliable and punctual in reporPng for scheduled work. If an employee cannot avoid being late to
work or is unable to work as scheduled, the employee shall noPfy their elected oﬃcial/
department head at least one-half (½) hour before the Pme the employee would normally begin
their shiq.
Supervisors are to keep accurate records of all employee absences, including informaPon on
whether the employee’s supervisor was noPﬁed of the tardiness or absence.
Poor aQendance and excessive tardiness are disrupPve. The following shall be grounds for
discipline up to and including terminaPon:
A. Use of sick personal beneﬁt leave for reasons other than illness or injury, except as expressly
permiQed by these policies and procedures;
B. Exceeding accumulated sick personal beneﬁt leave days;
C. A paQern of sick personal beneﬁt leave usage that suggests possible abuse. Examples of such
a paQern include, but are not limited to, recurring use of sick personal beneﬁt leave on
Fridays or Mondays, days before or aqer County holidays, or days before or aqer scheduled
paid Pme oﬀ or compensatory Pme oﬀ. This also includes repeated use of sick personal
beneﬁt leave on days that the employee reasonably should know to be important to the
department by reason of workload, deadlines, or other causes rendering absences
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parPcularly deleterious to the department. Any of the above may consPtute a paQern of
abuse of sick personal beneﬁt leave.
In addiPon, any employee with frequent one-day illnesses may be required by their supervisor or
the Human Resources Department, if designated by the elected oﬃcial/department head, to
present a doctor’s statement or other proof of illness upon return to work in order to receive sick
personal beneﬁt leave beneﬁts.
Excessive lateness and absence shall be considered to be three (3) occurrences of unexcused
absences in a six (6) month period; or three (3) occurrences of lateness in a three (3) month
period; or any combinaPon of thereof. An unexcused absence is deﬁned as an absence for which
the employee does not have the approval of the elected oﬃcial/department head. Employees
who are absent for three (3) consecuPve workdays without noPfying their elected oﬃcial/
department head shall be considered to have voluntarily resigned their posiPon.
9.2

EMPLOYEE CONDUCT AND APPEARANCE
The County respects the privacy interests of its employees and recognizes their right to conduct
their personal lives free from interference by the County. Nonetheless, employees should keep in
mind that, even while oﬀ duty, they represent the County to the public. Certain types of oﬀ-duty
conduct may reﬂect poorly upon an employee’s character and judgment and thereby inﬂuence
his or her standing as a County employee.
The intersecPon of the workplace and social media poses legal and pracPcal risks. While the First
Amendment may provide ConsPtuPonal protecPon for some social media speech by public
employees, employees should be mindful that not all speech is protected by the First
Amendment. EnPtlement to First Amendment protecPon is not absolute. AcPviPes in the virtual
world can have serious implicaPons in the more tradiPonal spaces of employees’ lives, including
the workplace. Use of social media during working hours is discouraged. Use of social media
during working hours should be de minimis and done only with supervisor knowledge and prior
approval.
When parPcipaPng in social media or networking during private Pme, employees should be
aware that their communicaPon may be perceived as a representaPon from both a personal as
well as an organizaPonal or professional perspecPve. It is not the County’s intenPon to
unnecessarily restrict the ability of employees to have an online presence; however, the County
does have an interest in protecPng its ability to conduct public business. Employees should be
aware that any of their social media acPvity that is deemed by Monroe County to damage or
impinge upon Monroe County’s capacity to conduct public business could potenPally result in
disciplinary acPon, up to and including employment terminaPon.
When establishing and maintaining personal social media accounts, employees shall avoid using
their county electronic mail accounts, job Ptles or posiPons, so as to not create an appearance
that Monroe County sancPons or endorses their acPviPes. Employees should not refer to their
connecPons in government as support for the employees’ statements. Employees should not
disclose non-public informaPon. Employees should speak respecoully about current, former and
potenPal employees, vendors, customers and partners of Monroe County. Employees should
refrain from name calling and venPng about supervisors, co-workers or Monroe County’s working
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environment.
Employees who engage in unprofessional or criminal conduct or other serious misconduct oﬀduty may be subject to disciplinary acPon, including dismissal from employment.
Employees are expected to maintain high standards of hygiene, personal appearance, conduct,
cooperaPon, and eﬃciency in their work. Employees shall avoid any acPons which conﬂict with
County policies. Dress, grooming, and personal cleanliness standards contribute to the morale of
all employees and aﬀect the image we present to our ciPzens and visitors. During business hours,
employees are expected to present a clean and neat appearance and to dress according to the
job requirements. Consult your elected oﬃcial/department head if you have quesPons regarding
what consPtutes appropriate avre. In their discrePon, elected oﬃcials/department heads are
allowed to insPtute, for the eﬃcient operaPon of their departments, addiPonal, more stringent
requirements regarding employee conduct and appearance.
9.3

GIFTS OR GRATUITIES
Elected oﬃcials and employees are prohibited from accepPng giqs, favors or gratuiPes oﬀered by
persons or enPPes doing business or requesPng to do business with Monroe County that exceed
One Hundred Dollars ($100.00) in value. Employees must also comply with Monroe County Code
Chapter 296, which sets an annual, cumulaPve cap on the total dollar amount of giqs an
employee may receive.
Employees must consult with their elected oﬃcial/department head prior to accepPng any giq,
favor or gratuity which is oﬀered by persons or enPPes doing or requesPng to do business with
Monroe County.

9.4

CONFLICT OF INTEREST
Monroe County recognizes and respects the right of individual employees to engage in private
acPviPes outside of the workplace that do not conﬂict with, or reﬂect poorly on, the County. The
County also recognizes its right and obligaPon to determine when an employee’s acPviPes
present a conﬂict of interest with the County. At such Pmes, the County must take whatever
acPon is necessary to resolve the situaPon including, but not limited to, terminaPng employment.
Elected oﬃcials/department heads and employees having a ﬁnancial interest in a company or a
substanPal investment in a corporaPon that might beneﬁt from their dealings with the County
must ﬁle a conﬂict of interest statement with the Human Resources Department. The Human
Resources Department will forward this statement to the Monroe County Commissioners, the
Monroe County Clerk, and the Monroe County Auditor. The Monroe County Auditor will then
place this item on the Board of County Commissioners’ Agenda for review at a public meePng.
An employee who knowingly or intenPonally obtains a pecuniary interest in, or derives a proﬁt
from, a contract or purchase connected with an acPon by the County commits a Level 6 Felony,
unless a ﬁnancial disclosure form is approved in advance and ﬁled as required by Indiana Code
35-44.1-1-4. A ﬁnancial interest of the spouse or dependent of an elected oﬃcial, department
head, or employee is also covered by this law. Employees must ﬁle a conﬂict of interest statement
with the Human Resources Department and the Monroe County Commissioners whenever an
employee’s outside business acPviPes are directly or indirectly linked to the County in a business
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relaPonship, such as vendor, supplier, contractor, or independent subcontractor. The Human
Resources Department has conﬂict of interest forms available upon request.
Employees with quesPons concerning a potenPal conﬂict of interest must immediately contact
their elected oﬃcial/department head, the Human Resources Department or the Monroe County
Legal Department.
9.5

OUTSIDE EMPLOYMENT
An employee may hold a job with another organizaPon as long as the employee, in the opinion of
the County, saPsfactorily performs their job responsibiliPes with the County and the outside
employment does not pose a conﬂict of interest. Employees should consider the impact that
outside employment may have on their ability to eﬃciently perform their work, as well as any
conﬂicts of interest that may arise. Employees must inform their elected oﬃcial/department
head if they hold a job with another organizaPon. All employees shall be judged by the same
performance standards and shall be subject to the County’s scheduling demands, regardless of
any exisPng outside work requirements. It shall be the responsibility of the overseeing authority,
in accordance with SecPon 1.4 Management Rights, to interpret these policies and procedures, to
ensure that they are administered in a consistent and imparPal manner, and to provide oversight
and approval as required.
Outside employment will present a conﬂict of interest if it has an actual or potenPal adverse
impact on the County. If the County, in consultaPon with the County Legal Department,
determines that an employee has a conﬂict of interest, an employee’s outside work interferes
with their performance or their ability to meet the requirements of their posiPon (as it is
modiﬁed from Pme to Pme), if County property has been determined to be used for furthering
outside employment, or if the County determines that the outside employment is in conﬂict with
its ethics code or other codes of conduct, directly or indirectly applicable to a speciﬁc employee,
the employee may be required to terminate the outside employment if the employee wishes to
remain employed with the County.
Employees of the Sheriﬀ and the Monroe County CorrecPonal Center shall also be subject to any
addiPonal outside work policies implemented by the Sheriﬀ.
S:\POLICY and PROCEDURE\ANNUAL DISCLOSURE PACKET
P:\County Forms & Info\Human Resources Forms\Annual Disclosure

9.6

SOLICITATION/DISTRIBUTION
This policy is designed to protect the interests of the ciPzens of Monroe County by ensuring that
only oﬃcial County business is transacted in work areas during employees’ work Pme.
There shall be no solicitaPon or distribuPon by non-employees during work Pme in the
workplace. This secPon does not apply to vendors and/or charitable organizaPons approved by
the Monroe County Commissioners, Board of Judges, or ProsecuPng AQorney. An employee must
obtain prior approval of any not-for-proﬁt solicitaPon from their elected oﬃcial/department head
before distribuPon of materials. An employee may not solicit for business purposes during
employee’s work Pme.
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9.7

SECURITY OF PREMISES
Monroe County wishes to maintain a work environment that is free of illegal drugs, alcohol,
ﬁrearms, explosives, or other dangerous materials. To this end, the County prohibits the control,
possession, transfer, sale or use of these materials on its premises. The County requires the
cooperaPon of all employees in administering this policy.
Desks, lockers, and other storage devices are provided for the convenience of the employees, but
remain the sole property of the County. Accordingly, these storage devices, and any arPcles found
within them, can be inspected by any agent or representaPve of the County at any Pme with or
without prior noPce.
This secPon does not apply to oﬃcial court storage devices, the Sheriﬀ’s Department evidence
rooms, or oﬃcially-sealed ﬁles maintained by the Monroe County Clerk or Court Reporters. Law
enforcement personnel may carry items otherwise prohibited into County buildings if doing so is
directly associated with their duPes as a law enforcement oﬃcer and while on duty.

9.8

CONFIDENTIALITY/REQUESTS FOR INFORMATION
Employees shall consult with their elected oﬃcial/department head before releasing informaPon,
which could be conﬁdenPal or privileged by law. It is a violaPon of state law for a public servant to
knowingly or intenPonally disclose informaPon classiﬁed as conﬁdenPal.
Occasionally, outsiders contact employees for informaPon about current or former employees, or
about the organizaPon’s policies, pracPces or projects. All such requests shall be referred to the
Human Resources Department.

9.9

PERSONAL ITEMS IN COUNTY BUILDINGS AND ON COUNTY PROPERTY
Employees may bring personal items onto or into County property subject to the following:
A. Permission
Personal items may not be kept in an employee’s workspace nor may items be hung on walls
without approval from the employee’s supervisor. Because the Monroe County Board of
Commissioners are responsible for all County-owned and operated faciliPes, no surface in any
facility may be altered or modiﬁed without prior approval from the Monroe County Board of
Commissioners. These surfaces include, but are not limited to, ﬂoors, walls, ceilings, windows
or doors. Please contact Maintenance staﬀ to hang any items in County-owned faciliPes.
B. Liability
1. The safety, repair, and replacement of personal items, including vehicles, brought onto or
into County property, including County parking lots and buildings, is the personal and
ﬁnancial responsibility of the owners of the items and not of the County. Persons bringing
personal property onto or into County property do so at their own risk. The County makes
no warranPes regarding the ﬁtness or safety of its property for any parPcular use.
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2. Injuries caused to persons by personal items brought onto or into County property are
the personal and ﬁnancial responsibility of the owners of the items and not of the
County.
C. Safety and FuncBonality
Personal items brought onto or into County property may not be placed or located in a
manner that renders any door, aisle, passageway, or any other means of ingress or egress, of a
width, size, or arrangement, insuﬃcient to provide a safe and reasonable means of ingress or
egress; creates a ﬁre hazard or other safety concern; or unreasonably reduces the uPlity or
funcPonality of the surrounding space or area for its intended purpose.
With respect to the County property assigned for their use, elected oﬃcials/department
heads, boards, and commissions shall assist the County Commissioners in the enforcement of
the foregoing policies.

10.

OTHER POLICIES AND PROCEDURES

10.1

BUSINESS TRAVEL
This policy sets forth the maximum amount of reimbursement allowable for travel expenses and
does not create any contractual obligaPon on the part of the County to reimburse any employee
for any parPcular item of expense.
All employees seeking reimbursement must strive to incur the lowest possible travel expense and
must exercise care to avoid impropriety or the appearance of impropriety. Public funds must
never be used for personal gain. All employees must request and submit itemized receipts for
every expense for which they are seeking reimbursement when required by this policy. Failure to
submit an itemized receipt (if required) may result in the County denying reimbursement. (See
also SecPon 5.9 regarding Travel Time).
Monroe County Government reimburses employees under an accountable plan, as deﬁned by the
Internal Revenue Service (“IRS”), for ordinary and necessary business expenses incurred. An
accountable plan is an organizaPon’s document plan for reimbursing individuals for business
expenses. These include approved payments for travel expenses including allowable out-ofpocket expenses related to oﬃcial County business. In order to qualify under the accountable
plan, payments for expenses must meet the three (3) requirements of IRS RegulaPon 1.62-2.
These requirements include:
A. Business ConnecBon Requirement
Reimbursements are only for allowable business expenses that are paid or incurred by the
employee in the course of conducPng County business.
B. SubstanBaBon Requirement
The employee must substanPate each out-of-pocket business expense with a detailed record
within a reasonable period of Pme (sixty (60) days), including the following informaPon:
1. The equivalent of the original receipt(s) with amount of each business expenditure;
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2. Dates of expenditure and locaPon; and
3. Business purpose.
C. Return of Funds Requirement
Monroe County Government generally will not provide advance payments for business
expenses. However, should such an advance be received, the employee must substanPate any
amount within sixty (60) days and return any amount in excess of the expenses substanPated
to the County.
If an arrangement meets the requirements of paragraphs 1, 2, and 3 of this secPon, all
reimbursements are treated under the accountable plan rules. These amounts are reimbursed
and excluded from the employee’s gross income.
10.1.1 General Policies
A. This policy applies to all claims for employee reimbursement from the County for
business travel conducted on its behalf, which is not covered by a State-called
meePng policy.
B. No travel or subsistence allowance will be provided for trips for which the employee
receives reimbursement for travel expenses from any other source.
C. Only expenses which are reasonably necessary in order to conduct County business
and which are incurred while in travel status shall be reimbursable. Where personal
travel is combined with travel for County business, only expenses reasonable
necessary for County business shall be reimbursable. An employee is in travel status
during all of the Pme for which it is reasonably necessary to be away from Monroe
County to conduct business (see also SecPon 5.9 regarding Travel Time). Where an
employee combines business travel with personal travel, the employee will not be
considered to be in travel status during that porPon of the trip which is not
reasonably necessary for the business porPon of the trip.
D. Expenses for non-employees who travel with the employee will not be reimbursed.
E. Expenses for personal items and personal services will not be reimbursed.
F. Fees or honoraria paid to an employee during travel status shall become the property
of the County and turned over to the Monroe County Treasurer.
G. Prior approval of all travel must be obtained from the employee’s department head.
10.1.2 VeriﬁcaBon of Expense
A. Itemized provider receipts or credit card receipts must be aQached to all claims. If
these are not available, the following may be subsPtuted:
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1. TransportaPon – DocumentaPon from the provider or travel agent;
2. Lodging – DocumentaPon from the provider or travel agent; or
3. Other – Aﬃdavit of missing receipt.
B. If reimbursement is being claimed for conference or training expenses, a brochure,
program, agenda or other documentaPon which describes the event must be
aQached to the claim.
10.1.3 Per Diem Meal Allowance
A. Per diem meal allowance will not be reimbursed for business performed or events
aQended unless the employee is authorized to use reimbursement for lodging under
10.1.4 and does actually stay overnight. Per diem meal allowance claims must be
accompanied by proof of lodging (such as a lodging reimbursement claim or receipt
for payment of lodging) to be eligible for reimbursement. If the employee lodges with
friends, family or colleagues in lieu of staying in a hotel, the dates of stay and the city
and state locaPon of the individual(s) who provided the lodging must be provided on
a Veriﬁed Statement to document that the employee did, in fact, stay overnight and is
entitled to the meal reimbursement.
B. Monroe County Government per diem is set at $50.00 per calendar day away from
Monroe County.
C. The per diem includes meals and incidentals. From the Internal Revenue Service:
“The per diem rate for meals & incidental expenses (M&IE) includes meals, room
service, laundry, dry cleaning, and pressing of clothing, and fees and Pps for persons
who provide services, such as food servers and luggage handlers. (NoPce 2019-55).”
D. Pursuant to IRS guidelines, the ﬁrst and last days of travel are paid at 75% of the daily
per diem allowance ($37.50).
Example: If any employee is away from the oﬃce overnight for only one (1) night, the
employee would be eligible to reimbursement in the amount of $37.50 for the ﬁrst
day and $37.50 for the last day, for a total per diem reimbursement of $75.00.
E. Per diem is not reimbursed when the traveler stays in his/her own residence unless
the residence is not his/her primary dwelling. In these instances, a Veriﬁed Statement
must be included with the claim explaining that the lodging locaPon is not the
traveler’s primary residence.
10.1.4 Reimbursement for Lodging
A. Employees may claim lodging expense not exceeding the single room occupancy
room charge, including taxes. The employee must obtain the lowest rate and inquire
about government rates.
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B. Employees are encouraged to share lodging. In that instance, the employee who
requests reimbursement for lodging shall note on the claim the name of the coworker who shared the room.
C. An employee may not claim reimbursement for lodging when lodging was provided
by another person who is not in the business of providing lodging.
D. Video tape rentals, pay television charges and other types of entertainment expenses
are not reimbursable.
E. Lodging expense is not reimbursable for any stay unless advance, wriQen approval by
the employee’s elected oﬃcial/department head and the respecPve authority
overseeing the department or oﬃce (see SecPon 1.3) is provided. Each of the three
(3) respecPve authoriPes may administer such approval by their own internallydeveloped standard operaPng procedures.
F.

Employees may claim lodging expense for Saturdays, Sundays, or holidays in order to
reduce the total cost of travel. The savings must be documented and approved in
advance by the elected oﬃcial/department head. Lodging may not be claimed if the
employee is using vacaPon, holiday, or personal beneﬁt leave Pme.

10.1.5 Reimbursement for TransportaBon
A. Air, rail or bus travel cost may be reimbursed. Whichever form of travel the employee
chooses, the employee shall aQempt to obtain the least expensive rate for that form
of travel and shall make transportaPon arrangements accordingly. The employee shall
consult the elected oﬃcial/department head prior to booking transportaPon.
Evidence which saPsﬁes SecPon 10.1.2 (“VeriﬁcaPon of Expense”) must be included
with the claim.
B. If a County-owned vehicle is available to the employee, it should be used instead of a
personal vehicle.
C. An employee using a personal vehicle shall be reimbursed at the same
reimbursement rate as approved by the State of Indiana for State employees. The
rate may be obtained from the Monroe County Auditor’s Oﬃce. This reimbursement
rate is designed to cover all costs associated with the use of the employee’s personal
vehicle. Employees are encouraged to share vehicle transportaPon, when pracPcal,
with one person designated to receive the reimbursement. A mileage claim shall be
submiQed to the Monroe County Auditor.
D. An employee may be reimbursed for the cost of parking and tolls. Evidence which
saPsﬁes SecPon 10.1.2 (“VeriﬁcaPon of Expense”) must be included with the claim.
E. Automobile rental expense may be reimbursed when it is eﬃcient, cost eﬀecPve, and
approved by the employee’s elected oﬃcial/department head. The least expensive
pracPcal vehicle should be rented.
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F. Employees are expected to make the most cost-eﬀecPve and reasonably-priced
decisions regarding travel. An employee who chooses to drive rather than ﬂy must
get the travel approved in advance by the elected oﬃcial/department head. Driving
instead of ﬂying will be approved only where the total costs of driving (including time
worked, any reimbursed mileage, meal allowance and lodging en route) do not exceed
the total costs of ﬂying (including any reimbursed costs of traveling to and from the
airport, parking, meals not provided by the airline, and airfare based on the rate
available fourteen (14) days before the departure date). Employees are expected to,
and shall, discuss travel plans and schedules with supervisors prior to travel in order
to understand and agree upon what Pme will and will not be compensable.
G. The expense of local taxi, train or bus fare will be reimbursed when veriﬁed in
accordance with SecPon 10.1.2.
10.1.6 Conference and Training Expense
A. An employee will be reimbursed for registraPon fees, travel, meals and lodging
associated with aQendance at a conference or training session which is directly
related to the employee’s job assignment. Purely social events held during
conferences which contain only networking but no educaPonal or training
component shall not be counted as Pme worked.
B. The procedures and requirements for such reimbursement shall be the same as set
forth in SecPons 10.1.2 thru 10.1.6.
(Claim Form) P:\County Forms & Info\Auditor Forms
10.1.7 County Credit Cards
A. The Monroe County Commissioners adopted ResoluPon 2007-006 (Monroe County
Code 269) to govern the use of County issued credit cards. The informaPon contained
here is a summary. Any employee using or issued a County credit card should consult
ResoluPon 2007-006 and the accompanying “Guidelines for Use of Credit Cards” in
addiPon to signing the credit card use agreement on ﬁle with the County
Commissioners. Employees shall comply with all requirements of the “Guidelines for
Use of Credit Cards” and ResoluPon 2007-006.
B. County employees may be issued Monroe County credit cards for travel related
expenses associated with aQending conferences, workshops, and business meePngs
or other work related expenses incurred on behalf of the County.
C. County credit cards are for business use only and may not be used for personal
purchases. Other examples of speciﬁcally prohibited uses include the purchase of
alcohol and/or movies and entertainment.
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D. County issued credit cards are the property of Monroe County and employees are
required to return credit cards to the Auditor upon terminaPon. If a card is lost or
stolen, the employee should report the missing card immediately to the Auditor.
E. ViolaPons of this policy are subject to disciplinary acPon up to and including
terminaPon.
10.2

DRUG-FREE WORKPLACE
Drug and alcohol use is highly detrimental to the safety and producPvity of employees in the
workplace. No employee may be under the inﬂuence of alcohol or any illegal drug while in the
workplace, while on duty, or while operaPng a vehicle or equipment owned or leased by Monroe
County.
Monroe County maintains a drug-free workplace in accordance with the Drug-Free Workplace Act
of 1988, and the State of Indiana Drug-Free Workplace ExecuPve Order No. 90-5 of 1990. Failure
to comply with this law could jeopardize government funds received by Monroe County. Any
employee who is convicted of a drug-related crime arising out of conduct while on oﬃcial County
business, or when serving as a representaPve of the County, must noPfy the County within ﬁve
(5) days of the convicPon. Monroe County is required to noPfy the appropriate government
funding agency within ten (10) days of the convicPon.
The unlawful manufacture, possession, distribuPon, transfer, purchase, sale, use, or being under
the inﬂuence of alcoholic beverages or illegal drugs while on County property, while aQending
business-related acPviPes, while on duty, or while operaPng a vehicle or machine leased or
owned by the County is strictly prohibited and may lead to disciplinary acPon, including
suspension without pay or discharge. When appropriate, the County may refer the employee to
approved counseling or rehabilitaPon programs.
Employees may use physician-prescribed medicaPons, provided the use of such drugs does not
adversely aﬀect job performance, the safety of the employee, or the safety of other individuals in
the workplace. Employees may keep prescripPon drugs on County premises when prescribed by a
medical physician. Over-the-counter medicaPons may also be kept on County premises on an asneeded basis. Employees who operate vehicles or equipment in the course of their employment
shall noPfy their elected oﬃcial/department head of prescripPon drugs and over-the -counter
medicaPons, which may impair their judgment in the performance of their job duPes and
responsibiliPes.
10.2.1 Drug TesBng for Employees
Monroe County is commiQed to providing a safe, eﬃcient, and producPve work
environment for all employees. In keeping with this commitment, employees and job
applicants may be requested to provide body substance samples (e.g., blood, urine, hair,
or other body substances) to determine the prohibited use of marijuana, cocaine,
opiates, amphetamines, alcohol, barbiturates, and phencyclidine, and/or other illegal
drugs. Results of any drug tesPng shall remain in the employee’s conﬁdenPal medical ﬁle.
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A. Reasonable Suspicion
An employee will only be requested to submit to a drug or alcohol test when the
elected oﬃcial/department head, the Human Resources Department, or other
trained supervisor has reasonable suspicion that the employee has used alcohol or
drugs or is impaired from the use of alcohol or drugs during employment hours with
the County. In the event that an employee is requested to submit to a drug test, the
elected oﬃcial/department head, the Human Resources Department or supervisor
shall complete a Reasonable Suspicion Observa9on Form or other approved form.
These forms are available from the elected oﬃcial/department head, or the Human
Resources Department. All completed forms must be returned to the elected oﬃcial/
department head or the Human Resources Department.
These forms set forth the observaPons leading to the determinaPon of reasonable
suspicion including the following:
1. ObservaPon of drug or alcohol use;
2. ObservaPon of drugs, alcohol, or containers tradiPonally used to store drugs or
alcohol;
3. ObservaPons of behavior of the employee, including balance, speech, reacPons,
and other characterisPcs supporPng reasonable suspicion of use of drugs or
alcohol or impairment by drugs and alcohol;
4. A paQern of abnormal or erraPc behavior by the employee; or
5. InformaPon provided by reliable or credible sources of the above.
(Reasonable Suspicion Observa9on Form or other approved form) P:\County Forms &
Info\Human Resources Forms\Miscellaneous Forms
B. Post-Accident TesBng
Post-accident tesPng may be required when an employee is involved in an accident
on County property or while operaPng County and/or personal equipment or vehicles
in pursuit of County business which results in either:
1. The death or injury of a County employee or a member of the general public; or
2. Damage to public or private property and/or equipment to the extent that the
equipment or vehicle must be towed from the accident scene.
Monroe County reserves the right to order post-accident tests as it deems
appropriate based on the totality of the circumstances surrounding the accident.
Post-accident tests may include screens for both drugs and alcohol.
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C. Post-ShooBng TesBng
Post-shooPng tesPng shall be required when a police oﬃcer in a line-of-duty incident
shooPng causes death or serious bodily injury to an oﬃcer or other person. PostshooPng tests shall include screens for both drugs and alcohol.
10.2.2 Federal Motor Safety RegulaBons/Commercial Driver’s License Drug and Alcohol Policy
This policy shall apply to an employee who is required to hold a commercial driver’s
license in order to operate a vehicle or equipment as part of employment with Monroe
County.
Monroe County has insPtuted this policy to provide a healthy and safe work environment
for its employees and to ensure the safety of the public. The provisions of this policy are
established to address the use and possession of alcohol, controlled substances,
physician-prescribed medicaPons, and over-the-counter medicaPons by employees in
posiPons that have been classiﬁed as “safety-sensiPve.”
It is the policy of Monroe County to comply with and abide by all laws and regulaPons
that have been established by the Federal Motor Carrier Safety RegulaPons, U.S.
Department of TransportaPon (“DOT”), and Federal Highway AdministraPon (“FHWA”). In
complying with these regulaPons, the County hereby insPtutes a comprehensive
controlled substance and alcohol tesPng, training, and record keeping program for
employees in posiPons that have been classiﬁed as safety sensiPve. In accordance with
DOT/FHWA regulaPons, included in this classiﬁcaPon of safety-sensiPve posiPons are all
posiPons which require an employee to operate a commercial motor vehicle and/or hold
a commercial driver’s license. InformaPon and training concerning the speciﬁc provisions
of this policy will be provided to all employees and supervisors of employees holding
safety sensiPve posiPons.
10.3

POLITICAL ACTIVITY
Employees shall not be required to parPcipate, ﬁnancially or otherwise, in any poliPcal campaign
or party acPvity during their working hours. Monroe County equipment shall not be used to
generate, copy, or reproduce campaign materials. Monroe County vehicles shall not be used to
distribute campaign materials. Monroe County telephones or facsimile machines shall not be
used for campaign purposes. Employees are prohibited from using their County posiPon to assist
in poliPcal campaigns and from using work hours to engage in poliPcal acPvity.
No employee subject to the provisions of the Federal Hatch Act may run for parPsan poliPcal
oﬃce. QuesPons regarding the Federal Hatch Act should be directed to the employee’s elected
oﬃcial/department head, the Human Resources Department, or the Monroe County Legal
Department.

10.4

DISCIPLINE AND DISCHARGE
10.4.1 Commission of a Felony, Misdemeanor or Unlawful Act
Monroe County is commiQed to providing its ciPzens with qualiﬁed staﬀ who possess
good character and standards. This policy provides basic safeguards in maintaining a safe
working environment for employees and ciPzens and in fulﬁlling this commitment.
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Whenever an employee is cited for an infracPon while on duty, or arrested for any
misdemeanor or felony while on duty, the employee shall report this maQer, in wriPng, to
their elected oﬃcial/department head within twenty-four (24) hours of the citaPon or
arrest. Failure to report in accordance with this policy shall be considered a violaPon of
the personnel policies subject to disciplinary acPons, up to and including terminaPon.
CitaPons for moving traﬃc violaPons or arrests for misdemeanors or felonies which occur
during an employee’s oﬀ-duty hours must be reported to the elected oﬃcial/department
head in wriPng within ﬁve (5) calendar days of receiving the citaPon or the arrest.
Unauthorized Pme away from work shall be subject to the County’s aQendance and wage
policies. Time spent under arrest or in jail is not considered a valid excuse for missing
work.
An employee who is cited for an infracPon or arrested for any misdemeanor or felony,
whether the citaPon or arrest happened while the employee was on duty or not, may be
suspended without pay pending an administraPve invesPgaPon and/or the disposiPon of
any charges ﬁled against the employee. The invesPgaPon will be used to determine if the
accused employee is in violaPon of the personnel policies and to determine if disciplinary
acPon is warranted, up to and including terminaPon. The determinaPon as to the
whether an employee is suspended shall be based upon the nature and circumstances of
the alleged oﬀense and the impact the charges may have on the employee’s ability to
adequately perform their job duPes and/or remain in compliance with the County’s
personnel policies.
It is the responsibility of any employee with pending criminal charges to provide to their
elected oﬃcial/department head wriQen documentaPon, such as a court record of the
disposiPon of the charges, within ﬁve (5) calendar days aqer receiving noPﬁcaPon. Failure
to do so will be considered a violaPon of this policy and may subject the employee to
discipline, up to an including terminaPon.
If the employee is on a leave of absence pending administraPve invesPgaPon and/or the
disposiPon of any charges, and the employee is not found to have been in violaPon of the
personnel policies, the employee shall be returned from suspension.
Factors to be used in determining appropriate discipline, which may range from no
disciplinary acPon up to terminaPon of employment, will include the employee’s assigned
duPes and responsibiliPes, the nature of the oﬀense, sentences imposed, other
convicPons/infracPons, relevant provisions of Indiana statutes, licensing requirements,
risk of recidivism, reasonable inferences about problems with self-control, propensity for
violence, honesty, and damage to the reputaPon of the employee, the employee’s
department, and/or Monroe County government.
Any employee found guilty, admivng guilt, or pleading no contest or nolo contendere of/
to a felony will be subject to immediate dismissal.
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10.4.2 Uniform Disciplinary Policy
The purpose of this policy is to give employees noPce, insofar as possible, of the County’s
standards, requirements and expectaPons, which are not covered elsewhere in the
Personnel Policy Handbook. Work rules described herein are not all-inclusive and the
omission of a speciﬁc policy prohibiPng a parPcular kind of conduct does not mean the
conduct is acceptable to the County.
It is also the purpose of this policy to describe the County’s general philosophy
concerning discipline and discharge. Each discipline or discharge situaPon presents a
unique set of circumstances that will be reviewed and decided on its individual facts and
in the context of the surrounding circumstances.
THIS UNIFORM DISCIPLINARY POLICY IS NOT INTENDED TO CREATE A CONTRACT
BETWEEN THE COUNTY AND ITS EMPLOYEES. MONROE COUNTY MAY CHANGE THIS
POLICY FROM TIME TO TIME, AND ALL EMPLOYEES WILL BE NOTIFIED OF SUCH CHANGES.
10.4.3 Progressive Discipline
Normally, employee misconduct or unsaPsfactory performance will be subject to the
following progressive disciplinary system, except as otherwise provided herein:
1. The ﬁrst oﬀense or incident will result in a verbal warning;
2. The second oﬀense or incident will result in a wriQen warning;
3. The third oﬀense or incident, including, but not limited to, a repePPon of previous
oﬀenses or incidents within twelve (12) months of the second oﬀense or incident, will
result in a wriQen warning and a one (1) to three (3) day suspension without pay;
4. A fourth oﬀense or incident, including, but not limited to, a repePPon of previous
oﬀenses or incidents within twelve (12) months of the third oﬀense or incident, will
result in immediate discharge. It is the responsibility of the elected oﬃcial/
department head to noPfy the Human Resources Department and the Auditor prior
to discharge.
Monroe County reserves the right to decide upon the appropriate response to employee
misconduct or unsaPsfactory performance, including, but not limited to, counseling,
reprimand, warning, suspension, or discharge, based on all relevant circumstances.
Accordingly, the County will not necessarily adhere to the four-step progressive discipline
system in all circumstances. Rather, the purpose of progressive discipline is to provide
management with the opportunity to put employees on noPce that their conduct is
unsaPsfactory so that they may have an opportunity to correct or improve their conduct.
Employees are required to verify receipt of a noPce of discipline by their signature on a
No9ce of Disciplinary Ac9on Form and/or Counseling Statement. In the case of union
employees, this veriﬁcaPon can be the signature of an employee representaPve present
at the Pme the wriQen warning is given. Where the circumstances indicate that
progressive discipline is inappropriate or fuPle, the County may act accordingly.
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(Counseling Statement and No9ce of Disciplinary Ac9on Form) P:\\public\County Forms &
Info\Human Resources Forms\Disciplinary Forms
10.5

WORKPLACE VIOLENCE
The safety and security of Monroe County employees and customers is very important. It is the
intent of the County to provide a workplace for all employees which is free of violence. Threats,
threatening behavior, acts of violence, or any related conduct which disrupts another’s work
performance or the organizaPon’s ability to execute its mission will not be tolerated.
Workplace violence includes, but is not limited to, inPmidaPon, threat, physical aQack or property
damage. These terms are deﬁned as follows:
1. “InPmidaPon” includes, but is not limited to, stalking or engaging in acPons intended to
frighten, coerce, or induce duress;
2. “Threat” is the expression of intent to cause physical or mental harm. An expression
consPtutes a threat without regard to whether the person communicaPng the threat has
presented the ability to carry it out and without regard to whether expression is conPngent,
condiPonal, or future;
3. “Physical aQack” is unwanted or hosPle physical contact such as hivng, ﬁghPng, pushing,
shoving, throwing objects, ﬁring a weapon, causing an explosion of hazardous materials, or
discharge of hazardous substances; and
4. “Property damage” is intenPonal damage to property which includes property owned or
leased by the County, employees, visitors, or vendors.
Any person who makes threats, exhibits threatening behavior, or engages in violent acts on
County-owned or leased property may be removed from the premises.
Threats, threatening behavior, or acts of violence executed oﬀ County-owned or leased property
but directed at County employees or members of the public while conducPng oﬃcial County
business, is a violaPon of this policy. Oﬀ-site threats include, but are not limited to, threats made
via the telephone, fax, electronic or convenPonal mail, or any other communicaPon medium.
ViolaPons of this policy will lead to disciplinary acPon that may include terminaPon of
employment, and may also result in arrest and prosecuPon. In addiPon, if the source of such
inappropriate behavior is a member of the public, the response may also include barring the
person(s) from County-owned or leased premises, terminaPon of business relaPonships with the
individual(s), arrest, and prosecuPon of the person(s) involved.
Employees are responsible for noPfying their elected oﬃcial/department head of any threats
which they have witnessed, received, or have been told that another person has witnessed or
received. Employees should also report any behavior they have witnessed which they regard as
threatening or violent when the behavior is job related or might be carried out on County- owned
or leased property or in connecPon with County employment.
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Any employee who receives a protecPve or restraining order which lists County-owned or leased
premises as a protected area is required to provide their elected oﬃcial/department head with a
copy of such order.
If an emergency exists, contact the police department at 911, and noPfy your supervisor. If not an
emergency, employees should inform their elected oﬃcial/department head. If the elected
oﬃcial/department head is unavailable or if the nature of the complaint is such that the
employee does not believe he/she can discuss it with the elected oﬃcial/department head, the
employee may bring concerns to the County Commissioners.
Employees who act in good faith by reporPng real or implied violent behavior violaPons of this
policy need not fear retaliaPon.
10.6

ETHICAL RULES
Monroe County oﬃcers, employees, and special appointees shall comply with the rules
promulgated by the State of Indiana for the State Oﬃcers, Employees, and Special Appointees.
See also the Monroe County Code of Ethics, which is set forth in Chapter 296 of the Monroe
County Code.

11.

EMPLOYMENT TERMINATION

11.1

EMPLOYMENT TERMINATION
Since employment with Monroe County is AT-WILL and based on mutual consent, either the
employee or the County has the right to terminate employment at any Pme, with or without
cause. TerminaPon of employment is an inevitable part of personnel acPvity within any
organizaPon, and many of the reasons for terminaPon are rouPne. Below are examples of some
of the most common circumstances under which employment is terminated:
1. ResignaBon or ReBrement
Voluntary employment terminaPon iniPated by an employee. Although advance noPce is not
required, the County requests at least two (2) weeks wriQen noPce from the employee;
2. Discharge
Involuntary employment terminaPon iniPated by the County for disciplinary reasons; and
3. Release
Involuntary employment terminaPon iniPated by the County for non-disciplinary reasons.
Monroe County encourages exit interviews. Exit interviews are scheduled at the Pme of
employment terminaPon to aﬀord an opportunity to discuss such issues as employee beneﬁts,
conversion privileges, repayment of outstanding debts to the County, or return of County owned
property. SuggesPons, complaints, and quesPons may also be expressed. Exit interviews should
be scheduled with the employee’s elected oﬃcial/department head or designee, or the Human
Resources Department. The Human Resources Department will follow up with the elected
oﬃcial/department head to review the exit interview.
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All accrued vacaPon Pme that is due and payable at terminaPon will be paid unless the employee
was discharged, as deﬁned above. If an employee is discharged by the County, the employee
will not be paid for accrued vacaBon Bme. AN EMPLOYEE’S TERMINATION DATE SHALL NOT BE
EXTENDED TO GAIN ADDITIONAL PAID OR UNPAID TIME OFF (e.g., SICK LEAVE, VACATION
LEAVE) OR LONGEVITY PAY.
(Employee Exit Interview) P:\County Forms & Info\Human Resources Forms\02 Employee
TerminaPon Packet
11.2

RETURN OF PROPERTY
Employees are responsible for all property, materials, or wriQen informaPon issued to them or in
their possession or control. Employees must return all County property on or before their last day
of work. The County may take all acPon deemed appropriate to recover or protect its property.

11.3

REQUESTS FOR INFORMATION
For employment reference checks requested by other employers of past or current County
employees, the County will respond in wriPng only to those reference inquiries that are
submiQed in wriPng. When the County is contacted by any person with wriQen consent of the
employee, the County shall release informaPon regarding their posiPon, hire date, and wages.
Responses to such inquiries will conﬁrm only dates of employment, wage rates, and posiPon(s)
held. The Human Resources Department shall not provide reference or employment informaPon
other than the informaPon provided as speciﬁed in this policy; however, Monroe County shall
fully comply with all provisions of Indiana law regarding the release of informaPon.
Employees and former employees shall be provided copies of past performance records upon
request to the Human Resources Department and must acknowledge receipt in wriPng.

12.

PROBLEM RESOLUTION
Employees and supervisors will beneﬁt from a process that allows for the free discussion of
maQers of mutual concern and eﬀecPvely addresses complaints on speciﬁc issues.
These procedures provide for open discussion and speedy resoluPon of employment issues. They
apply to any employee who thinks that the County’s policies have been violated or who believes
that they have been treated unfairly. A complaint is an employee’s expressed dissaPsfacPon with
what the employee believes, rightly or wrongly, to be unfair treatment, or a mistake in the
administraPon of a rule, plan, or County policy.
This secPon does not apply to disciplinary acPons.
When a complaint arises, it should be heard and resolved at the lowest organizaPonal level. The
employee has the following procedure available:
STEP 1:

Elected Oﬃcial/Department Head or the Human Resources Department (Oral
Complaint)
An employee should ﬁrst discuss a complaint with the elected oﬃcial/department head
or the Human Resources Department. The employee should schedule a Pme to discuss
the situaPon with the elected oﬃcial/department head or the Human Resources
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Department and every eﬀort should be expended to resolve the issue saPsfactorily at
this meePng. The employee should schedule the discussion promptly aqer the facts
giving rise to the complaint occur, but in no event later than ten (10) days aqer the
occurrence unless there is good cause for the delay.
STEP 2:

Elected Oﬃcial/Department Head or the Human Resources Department (Wricen
Complaint)
If a complaint cannot be solved saPsfactorily by the employee and elected oﬃcial/
department head or the Human Resources Department through discussion or, if the
decision is not saPsfactory to the employee, the employee may submit the complaint in
wriPng within ten (10) days of the discussion. The employee may take or send the
wriQen complaint to the elected oﬃcial/department head or the Human Resources
Department. Elected oﬃcials/department heads are encouraged to give a wriQen
response to the complaint within ﬁve (5) days. If the elected oﬃcial/department head
elects not to respond to the complaint, then the Human Resources Department, aqer
consulPng with the elected oﬃcial/department head, may issue a response.
If the elected oﬃcial or appointed head of the department of the employee believes
that alternaPve or addiPonal problem resoluPon steps may result in a more saPsfactory
conclusion to this process for the aﬀected parPes, he/she may propose other problem
resoluPons steps to the Human Resources Director. If the Human Resources Director
does not provide the elected oﬃcial or appointed head with reasons why the proposed
addiPonal or alternaPve resoluPon steps should not be used, the elected oﬃcial or
appointed head, with the consent of the employee, may make arrangements for the
addiPonal or alternaPve problem resoluPon steps to be taken.
In addiPon to the above procedures, elected oﬃcials/department heads may refer an
employee under their supervision to a county-provided Employee Assistance Program
(“EAP”) in situaPons where the employee is seeking to resolve his/her employment
problems and, to the extent an EAP is available to address such problems, an employee
may use a County-provided EAP to address his/her problems

13.

SEVERABILITY
The policies and procedures contained in the Personnel Policy Handbook are subject to all
applicable Federal and State laws, and shall be interpreted wherever possible so as to comply
fully with such laws, provisions, or any judicial interpretaPons. If an arPcle or secPon of the
Personnel Policy Handbook shall be held invalid by operaPon of law or tribunal of competent
jurisdicPon, or if compliance with or enforcement of any arPcle or secPon of shall be restrained
by such tribunal, the remainder of the Personnel Policy Handbook and any amendments thereto
shall not be aﬀected and shall remain in full force and eﬀect. The Monroe Board of
Commissioners, the Board of Judges and the Monroe County ProsecuPng AQorney reserve the
right to delete, modify, or amend the policies contained herein or allocate new policies as
needed.

14.

INDEMNIFICATION
In the event that an elected oﬃcial/department head, or any other employee becomes a
defendant, either in their representaPve capacity or individually in any liPgaPon arising out of the
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administraPon of the Personnel Policy Handbook, the County and/or its insurers shall defend the
elected oﬃcial/department head, or employee of that acPon, and pay any judgment entered in
the acPon, so long as the elected oﬃcial/department head, or employee made a good faith eﬀort
to comply with the terms and condiPons set forth in the Personnel Policy Handbook.

15.

ENABLING ORDINANCE
The Personnel Policy Handbook shall be adopted by ordinance passed by the Monroe County
Board of Commissioners. The Personnel Policy Handbook shall be adopted by the Board of
Judges, Monroe County ProsecuPng AQorney and all other elected oﬃcials. The terms and
condiPons of the Personnel Policy Handbook shall be incorporated by reference in the salary
ordinance approved annually by the Monroe County Council and the terms and condiPons set out
herein shall be deemed as a condiPon of compensaPon under that ordinance.

16.

AMENDMENTS
The Personnel Policy Handbook may be amended in substanPally the same form as originally
adopted by the Monroe County Board of Commissioners, Board of Judges and the Monroe
County ProsecuPng AQorney. Any amendments shall be distributed to each department of the
County and shall be conspicuously posted for at least ninety (90) days throughout the oﬃces of
the County aqer their passage. A Personnel Policy CommiQee shall meet to review the terms of
the Personnel Policy Handbook and to recommend amendments.

17.

EMPLOYEE ACKNOWLEDGMENT FORM
The Monroe County Personnel Policy Handbook describes important informaPon about
employment with the County, and I understand that I should consult the Monroe County
Commissioners, Board of Judges, Monroe County ProsecuPng AQorney, the Human Resources
Department, or the Monroe County Legal Department regarding any quesPon not answered in
the Personnel Policy Handbook.
Since the informaPon, policies, and beneﬁts described herein are necessarily subject to change, I
acknowledge that revisions to the Personnel Policy Handbook may occur. All such changes will be
communicated through oﬃcial noPces, and I understand that revised informaPon may supersede,
modify, or eliminate exisPng policies.
I understand the descripPve materials contained in the Personnel Policy Handbook are only
summaries. Any discrepancies between these summaries and the terms of the actual plans will
be governed by the terms of the underlying, more detailed policies and procedures. Any
quesPons regarding summaries, their underlying policies and procedures and any discrepancies
between them should be directed through my elected oﬃcial/department head to the Monroe
County Commissioners, Board of Judges, the Monroe County ProsecuPng AQorney, the Human
Resources Department, or the Monroe County Legal Department.
I acknowledge that my employment with Monroe County is AT-WILL and that the Personnel
Policy Handbook is not, nor does it extend, a contract of employment.
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I have had an opportunity to review the Personnel Policy Handbook, and I understand that it is my
responsibility to read and comply with the policies contained in the Personnel Policy Handbook
and any subsequent revisions.
(signature page follows)
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Employee’s signature:

Date:

Employee’s name (typed or printed):

Oﬃce/Department:

Witness Signature:

Date:

Witness’s name (typed or printed):
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ADDENDUM A
Amendments regarding certain beneﬁts* to part-Pme employees were made to the Personnel Policy
Handbook on June 11, 2004. Part-Pme employees are not enPtled to the beneﬁts* according to the
revised policy; however, current part-Pme employees will conPnue to receive the type of beneﬁts they
received as of the April 30, 2004, pay date. For a list of “grandfathered” individuals, please see the
Monroe County Ordinance for Fixing Salaries.
*Beneﬁts referred to above include: emergency closings (SecPon 5.15); vacaPon (SecPon 6.1.1); holidays
(SecPon 6.1.2); bereavement leave (SecPon 6.2.2); and extended non-paid leave of absence (SecPon
6.2.5).
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ADDENDUM B
Monroe County runs twenty-four (24) hour, three hundred sixty-ﬁve (365) days a year faciliPes. Due to the
nature of the work and the need for conPnuaPon of services for twenty-four (24) hours a day, Monroe
County recognizes that shiq workers at those faciliPes require some variaPon from the standard
personnel policy. This addendum will deﬁne shiq workers and discuss how some ideas in the personnel
policy diﬀer for those posiPons. If an issue arises that is not covered by this addendum for these
posiPons, then those issues will be covered by standard personnel policy.
“Shiq worker” is deﬁned as a worker of a facility who provides a conPnuaPon of service for twenty-four
(24) hours a day, three hundred sixty-ﬁve (365) days a year, such as correcPon oﬃcers and shelter direct
care staﬀ.
Shiq workers deviate from the standard eight (8) hour work day to ensure the conPnuaPon of services is
provided safely and eﬃciently. A department having shiq workers shall insPtute a consistent work
schedule for shiq workers. Beneﬁts will accrue in proporPon to the deﬁned day (see SecPon 6.1).
Given the three hundred sixty-ﬁve (365) day a year operaPon of the facility, the department for such shiq
workers may determine the appropriate manner to schedule holidays, provided that shiq workers shall
only accrue the same number of holidays as other county employees. The amount of compensaPon for a
holiday shall be based on the number of hours insPtuted in the consistent work schedule as described
above.
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