2021-040
RESOLUTION ADOPTING AND APPROVING SARPY COUNTY AND CITIES
WASTEWATER AGENCY EMPLOYEE HANDBOOK
WHEREAS, pursuant to the Interlocal Cooperation Act, Neb. Rev. Stat. § 13-801, et seq.
(the “Act”), Sarpy County and the Cities of Papillion, Bellevue, Springfield, La Vista and Gretna
entered into an agreement (as amended the “Formation Interlocal”), and formed the interlocal
agency called the Sarpy County and Cities Wastewater Agency (the “Agency”) (all capitalized
terms not otherwise expressly defined herein shall have the same meanings as provided in the
Formation Interlocal);
WHEREAS, the Agency is a separate body corporate and politic under the Act;
WHEREAS, pursuant to the Formation Interlocal, the powers of the Agency as a body
are exercised by the Agency Board;
WHEREAS, pursuant to Section V(A)(4) of the Formation Interlocal, the Agency has the
power and authority to “[m]ake, amend, and repeal such Agency bylaws, rules, and regulations
from time to which are not inconsistent with the Act and [the Formation Interlocal] and which
are intended to carry out and effectuate the Agency’s powers and purposes”;
WHEREAS, in connection therewith, the Agency Board reviewed the proposed Agency
Employee Handbook attached hereto as Exhibit A (the “Employee Handbook”); and
WHEREAS, the Agency Board deems it appropriate and advisable to approve the
attached Employee Handbook.
NOW, THEREFORE, BE IT RESOLVED BY THE AGENCY BOARD THAT the
Employee Handbook attached hereto as Exhibit A is hereby adopted and approved.
The above Resolutions were approved by a vote of the Sarpy County and Cities
Wastewater Agency Board at a public meeting duly held in accordance with applicable law on
20th day of October, 2021.
the ____

______________________________
Sarpy County and Cities Wastewater
Agency Board Chairman

ATTEST:

______________________________
Sarpy County and Cities Wastewater
Agency Secretary
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Welcome to the Sarpy County & Cities Wastewater Agency!
The Sarpy County & Cities Wastewater Agency (hereinafter referred to as the Agency) is
founded on the principle of public accountability and teamwork. We hope you will find
your employment with the Agency enjoyable.
This handbook has been prepared to welcome you and help you understand the
Agency’s policies, procedures, and benefits.
The contents in this employee handbook are presented as a matter of information only.
While we follow the policies and procedures described herein, this manual is not intended
nor shall it be considered a contract of employment. The Agency reserves the right to
modify, revoke, suspend, terminate, or change any or all of such plans, policies, or
procedures, in whole or in part, at any time, with or without notice. Employees of the
Agency are considered “at will”; meaning employees may be terminated at any time for
any lawful reason or may terminate their employment at any time.
You may utilize this employee handbook as a continuing source of reference during your
employment with the Agency. If you have questions which have not been answered in
this handbook, please feel free to discuss them with the Agency Administrator or
designee.
Once again, welcome and we wish you every success here at the Agency.
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INTRODUCTION
The Purpose of this Handbook
We think that employees are happier and more valuable if they know what they can
expect from the Sarpy County & Cities Wastewater Agency and what the Agency expects
from them. In this handbook we introduce you to the Agency’s, values, culture, and goals.
We expect you to incorporate that information into your day-to-day job performance,
striving to meet the Agency’s values in everything you do.
The remainder of this handbook will familiarize you with the policies, benefits, and
responsibilities of being an employee at the Agency. Please understand that we may
have to revise, rescind, or supplement these policies from time to time. Nothing in this
handbook should be considered a contract of employment or a promise. The policies can
change at any time, for any reason and without advanced notice.

What You Can Expect from the Sarpy County & Cities Wastewater Agency
The Agency believes in a work environment that fosters innovation and involvement to
meet the challenges of our business. We believe in providing quality service to our
customers and a quality workplace for our employees. Through this commitment, we will
continue to ensure our success and growth.

What We Expect from You
At the Agency, service to our customers is everyone’s responsibility. You should always
treat our customers, fellow employees and Agency Officials with respect. Our employees
provide the services that our customers rely upon and expect and enable us to grow and
create new opportunities in the future.
We expect and depend upon you to perform your job to the best of your ability and to act
in ways reflecting favorably on the Agency, and yourself.

Right to Revise
This Employee Handbook contains the employment policies and practices of the Agency
in effect at the time of publication. The Agency reserves the right to revise, modify, delete,
or add to any and all policies, procedures, work rules, or benefits stated in this handbook
or in any other document, except for the policy of at-will employment.
Any written changes to this handbook will be distributed to all employees so that everyone
will be aware of the new policies or procedures. Changes will be effective on the dates
determined by the Agency. No oral statements or representations can in any way alter
the provisions of this handbook. Nothing in this Employee Handbook or in any other
human resource documents, including benefit plan descriptions, creates or is
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intended to create a promise or representation of continued employment for any
Employee. If you are uncertain about any policy or procedure, please check with the
Agency Administrator or designee for clarification.
Definitions Used in the Handbook
1. “Employee” as used in this handbook, refers to individuals employed by the
Agency.
2. “Supervisor” refers to your immediate supervisor.
3. “Agency” means the employer, the “Sarpy County & Cities Wastewater Agency”.
4. “Human Resources Department” means the Sarpy County Human Resources
Department.
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EMPLOYMENT
EMPLOYMENT AT WILL
Employment at the Sarpy County & Cities Wastewater Agency is at will. Employment atwill may be terminated with or without cause and with or without notice, at any time by
the Employee or the Agency unless otherwise stipulated in an employment agreement
approved in writing by the Agency Board (or its duly authorized designee). Nothing in this
handbook or in any document or statement shall limit the right to terminate employment
at-will. No Board member, Supervisor or Employee of the Agency has any authority to
enter into an agreement for employment for any specified period of time or to make an
agreement for employment other than at-will. Only the Board members have the authority
to make any such agreement and, even then, only in writing.
The remainder of this handbook will familiarize you with the policies, benefits, and
responsibilities of being an Employee with the Agency. Please understand that this
handbook can only highlight and summarize the Agencies policies and procedures.

EQUAL EMPLOYMENT OPPORTUNITY
The Agency is an equal opportunity employer and makes employment decisions on the
basis of merit. We want to have the best available person in every job. Agency policy
prohibits unlawful discrimination based on race, color, national origin, religion, sex
(including pregnancy, sexual orientation and gender identity), disability, marital status,
age, and any other protected status made unlawful by federal, state, or local laws. The
perception that anyone has any of those characteristics or is associated with a person
who has or is perceived as having any of those characteristics is also discrimination and
is against the law.
The Agency is committed to compliance with the Equal Pay Act of 1963, the Civil Rights
Act of 1964 (Title VII), the Age Discrimination in Employment Act of 1967 (ADEA), the
Americans with Disabilities Act of 1990, and all applicable state laws providing equal
employment opportunities. This commitment applies to everyone involved in Agency
operations and prohibits unlawful discrimination by any Employee or Official of the
Agency.
The Agency will make reasonable accommodations for known physical or mental
limitations of an otherwise qualified individual with a disability who is an applicant or an
Employee unless an undue hardship to the Agency would result. Any applicant or
Employee who requires such accommodations should contact the Agency Administrator
and provide details of the requested accommodation. The Agency will review and identify
any barriers that interfere with the equal opportunity of the applicant or employee to
perform his or her job. The Agency will identify any possible accommodations that
4|Page
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address the limitation. If an accommodation is reasonable and will not impose an undue
hardship, the Agency will make the accommodation.
Employees who believe that they have been subjected to any form of unlawful
discrimination, or if they know of another employee who has been the subject of
discrimination, are encouraged to submit a written complaint to your supervisor or the
designated Human Resources department. Your complaint should be specific and should
include the names of the individual(s) involved and the names of any witnesses. If you
need assistance with your complaint, or if you prefer to make a complaint in person,
please contact the designated Human Resources representative. The Agency will
immediately undertake an effective, thorough, and objective investigation and attempt to
resolve the situation.
If the Agency determines that unlawful discrimination has occurred, effective remedial
action will be taken commensurate with the severity of the offense, up to and including
termination. Appropriate action also will be taken to deter any future discrimination. The
Agency will not retaliate against any employee for filing a complaint and will not knowingly
permit retaliation by any Agency member.

DRUG FREE WORKPLACE
The Agency is subject to the Drug-Free Workplace Act of 1989, Public Law 100-690.
The Agency is committed to the policy of maintaining a drug-free workplace. Thus, the
unlawful manufacture, distribution, dispensation, possession, or use of any controlled
substance or alcohol by any employee in the workplace is prohibited. Any violation of
this prohibition will result in discipline up to and including discharge.
It is not the Agency’s intent to intrude into the private lives of employees. However, the
effect of drug and alcohol abuse on safety, work quality, increased medical expenses
and lost productivity requires a drug free workplace policy.
This policy prohibits the following:
•

Employees who use, attempt to possess or use, manufacture or participate in the
transfer, sale, offering or possession of unauthorized alcohol, illegal drugs,
prescription drugs, or other controlled substances while on the job or on Agency
premises (including parking lots and job sites), will be subject to severe
disciplinary action which may include termination.

•

When there is reasonable cause to suspect that an employee is in possession,
under the influence, or using alcohol or drugs on the job, the employee may be
required to submit to an alcohol or drug test. Employees who refuse to submit to
a search or test will be considered to be insubordinate and shall be subject to
discipline up to and including termination.
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•

Employees that report for work or are at work under the influence of alcohol,
illegal drugs or any controlled substance, will be subject to severe disciplinary
action up to and including termination.

•

Employees under a physician’s care, taking medication, which may affect their
ability to work safely, are responsible for informing the Agency Administrator
before beginning work.

•

Employees are obligated to refuse any emergency Agency calls if they are offduty and have been drinking or are under the influence of a n i l l e g a l d r u g o r a
p r e s c r ib e d d r u g t h a t m a y im p a i r t h e ir a b i l it y t o wo r k sa f e l y .

•

Applicants who have been provided a conditional job offer shall be required to
pass a pre-employment drug test prior to gaining employment with the Agency.

As required by federal law, employees working on a federal contract are required to
notify the employer with five (5) calendar days, if convicted of a criminal drug violation.

ANTI-HARASSMENT POLICY & COMPLAINT PROCEDURE
(Includes Dating/Consensual Relationship Policy Provision)
The Agency strives to create and maintain a work environment in which people are treated
with dignity, decency and respect. The environment of the Agency should be
characterized by mutual trust and the absence of intimidation, oppression and
exploitation. The Agency will not tolerate unlawful discrimination or harassment of any
kind. Through enforcement of this policy and by education of employees, the Agency will
seek to prevent, correct and discipline behavior that violates this policy.
All employees, regardless of their positions, are covered by and are expected to comply
with this policy and to take appropriate measures to ensure that prohibited conduct does
not occur. Appropriate disciplinary action will be taken against any employee who violates
this policy. Based on the seriousness of the offense, disciplinary action may include verbal
or written reprimand, suspension, or termination of employment.
Supervisors who knowingly allow or tolerate discrimination, harassment or retaliation,
including the failure to immediately report such misconduct to the designated human
resources (HR) department, are in violation of this policy and subject to disciplinary action.
Prohibited Conduct
The Agency, in compliance with all applicable federal, state and local anti-discrimination
and harassment laws and regulations, enforces this policy in accordance with the
following definitions and guidelines:
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1. Discrimination
It is a violation of the Agency’s policy to discriminate in the provision of employment
opportunities, benefits or privileges; to create discriminatory work conditions; or to
use discriminatory evaluative standards in employment if the basis of that
discriminatory treatment is, in whole or in part, the person's race, color, national
origin, religion, sex (including pregnancy, sexual orientation and gender identity),
disability, marital status, age, or any other protected status.
Discrimination of this kind may also be strictly prohibited by a variety of federal,
state and local laws, including Title VII of the Civil Rights Act of 1964, the Age
Discrimination Act of 1967 and the Americans with Disabilities Act of 1990. This
policy is intended to comply with the prohibitions stated in these anti-discrimination
laws.
Discrimination in violation of this policy will be subject to disciplinary measures up
to and including termination.
2. Harassment
The Agency prohibits harassment of any kind, including sexual harassment, and
will take appropriate and immediate action in response to complaints or knowledge
of violations of this policy. For purposes of this policy, harassment is any verbal or
physical conduct designed to threaten, intimidate or coerce an employee, coworker, or any person working for or on behalf of the Agency.
The following examples of harassment are intended to be guidelines and are not
exclusive when determining whether there has been a violation of this policy:
•

•

Verbal harassment includes comments that are offensive or unwelcome
regarding a person's race, color, national origin, religion, sex (including
pregnancy, sexual orientation and gender identity), disability, marital status,
age, or other protected status, including epithets, slurs and negative
stereotyping.
Nonverbal harassment includes distribution, display or discussion of any
written or graphic material that ridicules, denigrates, insults, belittles or
shows hostility, aversion or disrespect toward an individual or group
because of race, color, national origin, religion, sex (including pregnancy,
sexual orientation and gender identity), disability, marital status, age, or
other protected status.

3. Sexual harassment
Sexual harassment is a form of unlawful employment discrimination under Title VII
of the Civil Rights Act of 1964 and is prohibited under the Agency’s antiharassment policy. According to the Equal Employment Opportunity Commission
(EEOC), sexual harassment is defined as "unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature ... when
... submission to or rejection of such conduct is used as the basis for employment
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decisions ... or such conduct has the purpose or effect of ... creating an
intimidating, hostile or offensive working environment."
Sexual harassment occurs when unsolicited and unwelcome sexual advances,
requests for sexual favors, or other verbal or physical conduct of a sexual nature:
•
•
•

Is made explicitly or implicitly a term or condition of employment.
Is used as a basis for an employment decision.
Unreasonably interferes with an employee's work performance or creates
an intimidating, hostile or otherwise offensive environment.

Sexual harassment may take different forms. The following examples of sexual
harassment are intended to be guidelines and are not exclusive when determining
whether there has been a violation of this policy:
•

•

•

Verbal sexual harassment includes innuendoes, suggestive comments,
jokes of a sexual nature, sexual propositions, lewd remarks and threats;
requests for any type of sexual favor (this includes repeated, unwelcome
requests for dates); and verbal abuse or "kidding" that is oriented toward a
prohibitive form of harassment, including that which is sexual in nature and
unwelcome.
Nonverbal sexual harassment includes the distribution, display or
discussion of any written or graphic material, including calendars, posters
and cartoons that are sexually suggestive or show hostility toward an
individual or group because of sex; suggestive or insulting sounds; leering;
staring; whistling; obscene gestures; content in letters, notes, facsimiles, emails, photos, text messages, tweets and Internet postings; or other forms
of communication that are sexual in nature and offensive.
Physical sexual harassment includes unwelcome, unwanted physical
contact, including touching, tickling, pinching, patting, brushing up against,
hugging, cornering, kissing, fondling, and forced sexual intercourse or
assault.

Courteous, mutually respectful, pleasant, non-coercive interactions between
employees that are appropriate in the workplace and acceptable to and welcomed
by both parties are not considered to be harassment, including sexual harassment.

Consensual Romantic or Sexual Relationships
The Agency strongly discourages romantic or sexual relationships between a supervisor
and an employee who reports directly or indirectly to that person, because such
relationships tend to create compromising conflicts of interest or the appearance of such
conflicts. In addition, such a relationship may give rise to the perception by others that
there is favoritism or bias in employment decisions affecting the staff employee.
Moreover, given the uneven balance of power within such relationships, consent by the
staff member is suspect and may be viewed by others, or at a later date by the staff
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member, as having been given as the result of coercion or intimidation. The atmosphere
created by such appearances of bias, favoritism, intimidation, coercion or exploitation
undermines the spirit of trust and mutual respect that is essential to a healthy work
environment. If there is such a relationship, the parties need to be aware that one or both
may be moved to a different department or other actions may be taken.
If any employee of the Agency enters into a consensual relationship that is romantic or
sexual in nature with an employee who reports directly or indirectly to that employee, or
if one of the parties is in a supervisory capacity in the same department in which the other
party works, the parties must notify the designated Human Resources (HR) Director or
other appropriate Agency Official. Because of potential issues regarding quid pro quo
harassment, the Agency has made reporting mandatory. This requirement does not apply
to employees who do not work in the same department or to parties where neither one
supervises or otherwise manages responsibilities over the other.
Once the relationship is made known to the Agency, the Agency will review the situation
with the designated human resources department in light of all the facts (reporting
relationship between the parties, effect on co-workers, job titles of the parties, and other
similar facts.) and will determine whether one or both parties need to be moved to another
job or division within the Agency. If it is determined that one party must be moved, and
there are jobs in other divisions available for both, the parties may decide who will be the
one to apply for a new position. If the parties cannot amicably come to a decision, or the
party is not chosen for the position to which he or she applied, the designated HR director
and the Agency Administrator or other Agency Official will decide which party will be
moved. That decision will be based on which move will be least disruptive to the
organization as a whole. If no other jobs are available for either party, the parties will be
given the option of terminating their relationship or resigning.
Retaliation
No hardship, loss, benefit or penalty may be imposed on an employee in response to:
•
•
•

Filing or responding to a bona fide complaint of discrimination or harassment.
Appearing as a witness or participating in the investigation of a complaint.
Serving as an investigator of a complaint.

Lodging a bona fide complaint will in no way be used against the employee or have an
adverse impact on the individual's employment status. However, filing groundless or
malicious complaints is an abuse of this policy and will be treated as a violation.
Any person who is found to have violated this aspect of the policy will be subject to
discipline up to and including termination of employment.
Confidentiality
All complaints and investigations are treated confidentially to the extent possible, and
information is disclosed strictly on a need-to-know basis. The identity of the complainant,
if known, may be revealed to the parties involved during the investigation, and the
designated HR department will take adequate steps to ensure that the complainant is
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protected from retaliation during and after the investigation. All information pertaining to
a complaint or investigation under this policy will be maintained in secure files within the
designated HR department.
Complaint procedure
The Agency has established the following procedure for lodging a complaint of
harassment, discrimination or retaliation. The Agency will treat all aspects of the
procedure confidentially to the extent reasonably possible.
1. Complaints should be submitted as soon as possible after an incident has
occurred, preferably in writing. The designated HR Director may assist the
complainant in completing a written statement or, in the event an employee refuses
to provide information in writing, the HR Director will dictate the verbal complaint.
2. Upon receiving a complaint or being advised by a supervisor that violation of this
policy may be occurring, the designated HR director will notify senior management
and review the complaint with the Agency’s legal counsel.
3. The designated HR department will initiate an investigation to determine whether
there is a reasonable basis for believing that the alleged violation of this policy
occurred.
4. If necessary, the complainant and the respondent will be separated during the
course of the investigation, either through internal transfer or administrative leave.
5. During the investigation, the designated HR department, together with legal
counsel or other management employees, will interview the complainant, the
respondent and any witnesses to determine whether the alleged conduct occurred.
6. Upon conclusion of an investigation, the designated HR department or other
person conducting the investigation will submit a written report of his or her findings
to the Agency. If it is determined that a violation of this policy has occurred,
appropriate disciplinary action may be recommended. The appropriate action will
depend on the following factors:
a)
b)
c)
d)

the severity, frequency and pervasiveness of the conduct.
prior complaints made by the complainant.
prior complaints made against the respondent; and
the quality of the evidence (e.g., firsthand knowledge, credible
corroboration).

If the investigation is inconclusive or if it is determined that there has been no
violation of policy, but potentially problematic conduct may have occurred, the
designated HR department may recommend appropriate preventive action.
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7. The Agency Administrator or other Agency Official will review the investigative
report and any statements submitted by the complainant or respondent, discuss
results of the investigation with the designated HR department and other Agency
Officials as appropriate, and decide what action, if any, will be taken.
8. Once a final decision is made, an Agency Official and the designated HR
department will meet with the complainant and the respondent separately and
notify them of the findings of the investigation. If disciplinary action is to be taken,
the respondent will be informed of the nature of the discipline and how it will be
executed.
Alternative Legal Remedies
Nothing in this policy may prevent the complainant or the respondent from pursuing formal
legal remedies or resolution through local, state or federal agencies or the courts.

WORKPLACE VIOLENCE & PREVENTION POLICY
The Agency is committed to preventing workplace violence and to maintaining a safe
work environment. The Agency has adopted the following guidelines to deal with
intimidation, harassment or other threats of or actual violence that may occur onsite or
offsite during work-related activities.
Prohibited Conduct
All employees, customers, vendors and business associates should be treated with
courtesy and respect at all times. Employees are expected to refrain from "horseplay" or
other conduct that may be dangerous to others. Conduct that threatens, intimidates or
coerces another employee, customer, vendor or business associate will not be
tolerated. This list of behaviors provides examples of conduct that is prohibited:
•
•
•
•
•
•

Causing physical injury to another person.
Making threatening remarks.
Displaying aggressive or hostile behavior that creates a reasonable fear of injury
to another person or subjects another individual to emotional distress.
Intentionally damaging employer property or property of another employee.
Possessing a weapon while on Agency property or while on Agency business.
Committing acts motivated by, or related to, sexual harassment or domestic
violence.

Agency resources may not be used to threaten, stalk or harass anyone at or outside the
workplace. The Agency treats threats coming from an abusive personal relationship as
it does other forms of violence.
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Reporting Procedures
Any potentially dangerous situation, indirect or direct threats of violence, incidents of
actual violence, and suspicious individuals or activities should be reported as soon as
possible to a supervisor, security personnel, Agency Administrator, law enforcement or
any Agency Official. Reports can be made anonymously, and all reported incidents will
be reviewed and/or investigated. When reporting a threat or incident of violence, the
employee should be as specific and detailed as possible. Employees should not place
themselves in peril, nor should they attempt to intercede during an incident.
Reporting Protective or Restraining Orders
Employees should promptly inform the designated HR department of any protective or
restraining order that they have obtained that lists the workplace as a protected area.
Employees are encouraged to report safety concerns with regard to intimate partner
violence. The Agency is committed to supporting victims of intimate partner violence by
providing referrals to the Agency’s employee assistance program and community
resources and by allowing the employee to take paid leave for reasons related to
intimate partner violence.
Retaliation
No hardship, loss, benefit or penalty may be imposed on an employee in response to:
•
•
•
•

Filing or responding to a bona fide complaint of workplace violence.
Good faith reports of suspicious individuals or activities
Appearing as a witness or participating in the investigation of a complaint.
Serving as an investigator of a complaint.

Lodging a bona fide complaint will in no way be used against the employee or have an
adverse impact on the individual's employment status. However, filing groundless or
malicious complaints is an abuse of this policy and will be treated as a violation. Any
person who is found to have violated this aspect of the policy will be subject to discipline
up to and including termination of employment.
Investigations and Enforcement
The Agency will promptly and thoroughly investigate all reports of threats of violence or
incidents of actual violence and of suspicious individuals or activities. Reports or
incidents warranting confidentiality will be handled appropriately, and information will be
disclosed to others only on a need-to-know basis. The identity of the individual making a
report will be protected as much as possible. To maintain workplace safety and the
integrity of its investigation, the Agency may suspend employees suspected of
workplace violence or threats of violence, either with or without pay, pending
investigation.
Anyone found to be responsible for threats of or actual violence or other conduct that is
in violation of these guidelines will be subject to prompt disciplinary action up to and
including termination of employment.
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The Agency encourages employees to bring their disputes to the attention of their
supervisor or the designated HR department before the situation escalates. The Agency
will not discipline employees for raising such concerns.
Risk Reduction Measures
The Agency takes the following actions to reduce the risk of hiring individuals with a
history of violent behavior.
1. Hiring
The designated HR department takes reasonable measures to conduct
background investigations to review candidates’ backgrounds and to reduce the
risk of hiring individuals with a history of violent behavior.
2. Safety
The Agency conducts annual inspections of the premises to evaluate and
determine any vulnerabilities to workplace violence or hazards. Any necessary
corrective action will be taken to reduce all risks.
3. Employee Responsibility
The Agency supports that nationwide "If You See Something, Say Something®"
campaign. Although the Agency does not expect employees to be skilled at
identifying potentially dangerous persons, employees are expected to exercise
good judgment and to inform the designated HR department or law enforcement
if any employee exhibits behavior that could be a sign of a potentially dangerous
situation.
Such behavior includes:
• Discussing weapons or bringing them to the workplace.
• Displaying overt signs of extreme stress, resentment, hostility or anger.
• Making threatening remarks.
• Showing sudden or significant deterioration of performance.
• Displaying irrational or inappropriate behavior.

WHISTLEBLOWER POLICY
Nebraska law protects public sector employees from retaliation for reporting any legal
violation, “gross mismanagement” of public funds, or a situation creating a “substantial
and specific” danger to public safety. No adverse employment action or retaliation may
be taken against an Agency employee for any lawful disclosure of information on a
matter which the employee in good faith believes evidences:
•
•
•
•

a violation of any law,
a misappropriation of Agency resources,
an abuse of authority, or
a violation of the Agency’s policies
13 | P a g e
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Whistleblower protections are provided in two important areas -- confidentiality and
against retaliation.
1. Confidentiality:
Insofar as possible, the confidentiality of the whistleblower will be maintained.
However, identity may have to be disclosed to conduct a thorough investigation,
to comply with the law and to provide accused individuals their legal rights of
defense.
2. Retaliation:

Adverse employment action or retaliation is an employment-related act or
decision made by a supervisor, or other Agency Official which negatively affects
an employee. The prohibited retaliatory actions could consist of any actual or
threatened involuntary personnel action taken against an employee, including,
but not limited to: dismissal, demotion, transfer, reassignment, suspension,
reprimand, admonition, reduction in rank, reclassification, withholding work, or
requiring a fitness for duty exam.
Any Whistleblower who believes he/she is being retaliated against must contact the
designated Human Resources department immediately. The right of a Whistleblower for
protection against retaliation does not include immunity for any personal wrongdoing
that is alleged and investigated.

VACANCIES & HIRING
The Agency is an equal opportunity employer and will hire individuals on the basis of their
qualifications and ability to perform the essential job functions of the position.
Employment with the Agency is considered to be at will, so that either party may terminate
the relationship at any time for any lawful reason.
Job openings shall be posted, and applications accepted only at the time a vacancy
occurs. Vacancies shall be posted for a minimum of seven (7) calendar days. Any
candidate for employment must complete the application process with the Agency in
order to be considered for hiring.
Veteran’s Preference:
In accordance with Nebraska Revised Statute 48-225 – 48231, a preference will be given to eligible veterans seeking employment with the Agency.
Applicants selected for the vacancy will be provided a conditional offer of employment.
The offer will be contingent upon the successful completion of pre-employment
screenings which may include a pre-employment drug test, medical exam and
background which includes a criminal history check. Prior convictions noted on a criminal
history check, taken by itself, may or may not disqualify an applicant.
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If the background, medical, drug test, or any other subsequent investigation discloses
any deliberate misrepresentation during the hiring process or information indicating that
the individual is not suited for employment with the Agency, the applicant will be
disqualified and the conditional job offer, if made, shall be rescinded. This includes
falsifying information on an application.
The Agency shall adhere to laws concerning public records requests for applicant
information. Applicant records will be retained in accordance with federal and state
employment laws.
Applicants provided with a conditional job offer shall not begin employment with the
Agency until all pre-employment screenings have been successfully completed.

EMPLOYMENT OF FAMILY MEMBERS (Nepotism)
The Agency is committed to a policy of employment and advancement based on
qualifications and merit and does not discriminate in favor of or in opposition to the
employment of family members.
Due to potential for perceived or actual conflicts, (such as favoritism or personal
conflicts from outside the work environment, which can be carried into the daily working
relationship), the Agency will only hire family members of those individuals currently
employed, if:
•

Candidates for employment will not be working directly for or supervising a family
member, and;
• Candidates for employment will not occupy a position in the same line of
authority in which employees can initiate or participate in decisions involving a
direct benefit to the family member. Such decisions include hiring, retention,
transfer, promotion, wages and leave requests.
This policy applies to all current employees and candidates for employment.
“Family member” is defined as one of the following: spouse, domestic partner or anyone
in a sexual or romantic relationship and, whether by blood, adoption, marriage or
domestic partnership, the parent, child, grandparent, sibling, grandchild, uncle, aunt,
nephew, niece or any person residing in the immediate household.
The employee’s immediate supervisor is responsible for ensuring policy compliance and
for monitoring changes in employee reporting relations after initial hire to ensure
compliance with this policy. Employees are responsible for immediately reporting any
changes to their immediate supervisors.
If any employee, after employment or change in employment, enters into one of the
above relationships, one of the affected individuals must seek a transfer or a change in
the reporting relationship, if one is available. Such changes must be approved by the
Agency Administrator. If a decision cannot be made by the affected employees within
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fourteen (14) days of reporting, reassignment will be determined by the Agency
Administrator. If reassignment is not available, one of the affected individuals will be
required to separate their employment from the Agency.
No exception to this policy will be made without the written consent of the Agency
Board.

WORK ELIGIBILITY
As required by the Federal government, within three (3) business days of employment,
employees are required to complete federal Form I-9 and show documentation proving
their identity and eligibility to work in the United States. Employees that have worked for
the Agency previously, need only provide this information if it has been more than three
(3) years since the employee last completed an I-9 Form for the Agency or if their current
I-9 Form is no longer valid.
All offers of employment are contingent upon verification of the individual’s right to work
in the United States. If an individual is unable to produce the required documentation or
a receipt or letter requesting the appropriate documentation within three (3) days of hire,
employment will be terminated. If a hired individual has not submitted the original
documents to replace the receipt/letter within ninety (90) days of hire, employment will
be terminated.

EMPLOYMENT CLASSIFICATIONS
The following definitions are provided so that employees can better understand their
employment status and benefits eligibility. An employee’s classification is based on their
job description and the nature of the position will determine how employees are paid and
whether or not the employee is eligible for overtime pay. These classifications do not
guarantee employment for any specified period of time.
1. FLSA Classification
Employees are classified as “exempt” or “non-exempt” according to the Fair Labor
Standards Act (FLSA). An employee who is non-exempt is entitled to receive
overtime pay after working forty (40) hours per week, while exempt employees are
not eligible for overtime. An Employee’s exempt or nonexempt classification may
be changed only upon written notification by the Agency. Non-exempt employees
are often referred to as “hourly” employees while exempt employees are often
referred to as “salaried” employees.
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2. Employment Classification
Full-Time Exempt (Salaried) Employees are benefit eligible and are regularly
scheduled for and expected to work a minimum of forty (40) hours per week.
Exempt (salaried) employees are not eligible for overtime compensation.
Full-Time Non-Exempt (Hourly) Employees are paid for actual hours worked.
Non-Exempt (hourly) employees are regularly scheduled to work a minimum of
forty (40) hours per week and are eligible for overtime compensation.
Part-Time Hourly Employees are regularly scheduled for and work less than forty
(40) hours per week and are paid for actual hours worked. Employees may be
eligible for certain benefits as required by law depending upon the average
number of hours worked per week.
Temporary/Seasonal Employees are hired for a specified time period not to
exceed twelve (12) months. Temporary or seasonal employees are not benefit
eligible.
Student Interns: An internship is a professional learning experience that offers
meaningful, practical work related to a student’s field of study or career interest.
Internships may consist of a full or part-time work schedule and may be paid or
unpaid.

INTRODUCTORY PERIOD
New employees serve a six (6) month introductory period. During the introductory period,
employees are expected to demonstrate the necessary skills and abilities to perform the
duties of their assigned position. The employee’s immediate supervisor will be assessing
performance and suitability for continued employment during this time period. The
Agency may extend the introductory period if it desires.

JOB DUTIES
The Agency Administrator or designee will explain job responsibilities and expected
performance standards. Primary job responsibilities are outlined in an employee’s job
description and may change at any time during employment. From time to time,
employees may be asked to work on special projects, or to assist with other work
necessary or important to the operation of the Agency. In some cases, the operational
needs of the Agency may require a change of an employee’s regular workday and/or
workweek hours. An employee’s cooperation and assistance in performing additional
work or working a different schedule is appreciated and expected.
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The Agency reserves the right, at any time, to alter or change job responsibilities, assign
additional job responsibilities or change the hours of work. If this were to occur, the
Agency will provide the employee with proper notice. If an employee believes that they
are performing work which is out of the scope of their job description, they may request
a job audit by contacting the Agency Administrator.

JOB PERFORMANCE & REVIEW
The Agency is committed to helping each employee realize his or her full potential. The
Agency encourages employees and their supervisors to discuss job performance and
goals on an informal, day-to-day basis. Written performance standards may be
developed for each position and evaluated accordingly. Employees will be notified of
performance expectations.

PERSONAL INFORMATION
The Agency is required by law to keep current employee’s names and addresses.
Employees are responsible for notifying the Agency of any changes in personal data such
as mailing addresses, telephone numbers, names and number of dependents, individuals
to be contacted in the event of emergency, educational accomplishments, and other
similar information.
Please contact the Agency Secretary with changes to personal information. Employees
are also to notify the Agency Secretary or designee if they participate in the insurance
plans and have a change in family status. Failure to report status changes for insurance
purposes within thirty (30) days of the change may result in a denial of coverage.

PERSONNEL RECORDS
Official employee personnel records will be maintained by the Agency. Personnel records
are the property of the Agency. Once a document becomes an official record and is
placed in an employee’s personnel file, it cannot be permanently removed except as
required by law. Employees may review their personnel file by contacting the Agency
Secretary to schedule an appointment. Employees may request copies of information
contained in their file at their expense.
Employment records, other than those records or reports made up of public information,
shall be considered confidential and only those with a need to know will have access.
Agency employment records will only be released in accordance with federal and state
law. In order for the Agency to release an employee’s confidential personnel record(s),
the employee will be required to provide the Agency with written authorization.
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The Agency requires that a supervisor review any report or record that is considered
disciplinary action with the employee before it is submitted to the employee’s official
personnel file. Employees will be provided a copy of the discipline and will required to
sign the document as an acknowledgement that the document will be placed into their
official personnel file.
Employee’s medical records, such as notes received from a health care provider, worker’s
compensation reports, FMLA records and other similar medical records shall be kept in a
confidential file separate from all personnel records.

SECONDARY EMPLOYMENT
Employees may engage in secondary employment with the prior approval of the Agency
Administrator. Prior to engaging in secondary employment, employees are required to
submit a request in writing to the Agency Administrator outlining the place of employment,
the duties required, and the hours of work. The Agency Administrator will review the
request to determine if the secondary employment would create a conflict of interest with
Agency employment. If the secondary employment is denied due to a conflict of interest,
the Agency Administrator will notify you in writing outlining the reason(s) for the denial.

LAYOFF AND RECALL
The Agency will attempt to avoid layoffs and, whenever possible, will consider
alternatives to layoff before any final decisions are made. The Agency will attempt to
layoff introductory and part-time employees before laying off full-time employees,
however, there is no guarantee that this will occur as the Agency will choose employees
for layoff based on the needs of the Agency.
Employees chosen for layoff will be given as much notice as is required by law. Except
for emergencies, such as equipment failure or weather, a full-time employee who is to be
laid off for more than one (1) week will be given a ten (10) day notice prior to the layoff.
No notice will be given for layoffs of a shorter period caused by lack of work, equipment
failure, weather, or similar incidents.
Employees will be informed of the reason for the layoff and the estimated length.
Employees who are laid off will be maintained on a recall list for six (6) months or until
the Agency determines the layoff is permanent, whichever occurs first. Removal from the
recall list terminates all job rights the employee may have. While on the recall list,
employees should contact the Agency Administrator if they become unavailable or
unwilling for recall i.e. obtained other employment. Employees who do not keep current
contact information with the Agency will lose their recall rights.
Employees will be recalled according to business need, their job classification, and their
ability to perform the job. Notice of recall will be sent by registered mail, return receipt
requested, to the current home address on record with the Agency. Unless an employee
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responds to the recall notice within ten (10) calendar days following receipt of the notice,
or its attempted delivery, the employee’s name will be removed from the recall list and
the employee will no longer have any job rights with the Agency.
Seniority will continue to accumulate during any layoff period of thirty (30) days or less.
Employees laid off for more than thirty (30) days and subsequently recalled within six (6)
months from the date of layoff will be credited with the years of service accumulated at
the time of layoff. If the layoff is expected to exceed thirty (30) days, the employee shall
be paid out vacation, sick leave and any other form of paid leave in accordance with
Agency policies. The employee shall be paid at the hourly rate in affect at the time of
layoff. Employees who are laid off will not accrue sick leave, vacation or other forms of
paid leave during the layoff.

SEPARATION OF EMPLOYMENT
It is Agency policy to terminate employment because of an employee’s voluntary or
involuntary resignation, discharge, retirement or death; the expiration of an
employment contract; or a permanent reduction in the workforce or any other similar
reason for separation.
Discharge can be for any reason not prohibited by law. In the absence of a specific
written agreement, employees are free to resign at any time and for any reason and
the Agency may separate employment at any time and for any lawful reason.
Employees are requested to give advance written notice of their intent to resign.
Employees who fail to give a two (2) week written notice are deemed ineligible for reemployment. Official resignations may only be rescinded with the approval of the
Agency Administrator.
The Agency will adhere to the following guidelines for employee separations.
1. Employees who are absent from work for three (3) consecutive workdays
without being excused or giving proper notice will be considered as having
voluntarily resigned.
2. The Agency or designee may conduct an exit interview with the employee prior
to separation.
3. Employees are required to return all Agency property on or before their last
official day of employment. This includes identification and access badges,
keys, credit cards, electronic equipment, tools, operation manuals and any
other Agency property.
4. It is the Agency Administrator’s responsibility to ensure that the employee has
complied with the work requirements set forth in the Education Reimbursement
policy if the employee has received funds in accordance with that policy.
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5. Separating employees may receive compensation for accrued paid leave on
their final check. Payment shall be in accordance with Agency paid leave
policies.
6. Any deductions made from the employee’s final check will be made in
accordance with county policy or as allowed by law.
7. Separating employees that participated in the Agency’s insurance benefits will
be sent information via U.S. mail to their address on record of their right to
continue coverage under that plan as required under the Consolidated Omnibus
Budget Reconciliation Act “COBRA”.
8. Requests for employment references should be directed to the designated
Agency Administrator and should include an authorization by the employee for
the release of the requested information.
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HOURS OF WORK, TIMEKEEPING & PAY PRACTICES
HOURS OF WORK
This section is intended to set forth the normal work week, but is shall not be construed
as a guarantee of hours of work per day or per week. Normal business hours for Agency
operations are Monday – Friday, 8:00 AM – 4:45 PM. Employees shall report to work at
a starting time and leave work at a quitting time as determined by the Agency
Administrator.
1. Full-time, Non-Exempt (Hourly) Employees
Full-time, non-exempt (hourly) employees are normally scheduled for forty (40)
hour per week. Employees shall be paid for actual hours worked plus any
accrued paid leave taken within the work week.
With approval of the Agency Administrator, if you are a non-Exempt employee,
you may be allowed to flex your work schedule within the same workweek in order
to achieve forty (40) hours of work. If you work less than forty (40) hours in a given
workweek, you are required to utilize appropriate paid leave in order to be paid
for forty (40) hours. If appropriate paid leave is unavailable, you will be paid for
the actual hours worked.
2. Full-time, Exempt (Salaried) Employees
Full-time, exempt (salaried) employees are expected to work a minimum of forty
(40) hours per week or eighty (80) hours per pay period. Upon approval from
their immediate supervisors, employees may flex their work schedule within the
pay period in order to achieve the eighty (80) hour minimum. However, as a
public employee, the Agency requires that paid leave be deducted from banked
accruals if actual hours of work are less than eighty (80) per pay period. Salary
reductions shall only be made as allowed by law.

MEAL & REST PERIODS
Full-time employees shall receive a 45-minute unpaid meal break scheduled workday.
Employees may also be allowed two (2) paid, fifteen (15) minute break periods for each
four (4) hours worked if the workload allows. Meal and break periods for part-time
employees shall be based on hours worked.
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TIMEKEEPING REQUIREMENTS
You are responsible for accurately recording time worked and the utilization of paid leave.
1. Non-Exempt (Hourly) Employees:
Non-Exempt (hourly) employees are
required to record their workday starting and ending time. The Agency
Administrator may also require the recording of meal periods.
2. Exempt (Salaried) Employees: Exempt (salaried) employees are required to
submit hours of work in order to account for attendance and to document paid
leave. Exempt employees paid on a salaried basis will not have deductions made
from their salary except as allowed by law.
Falsifying time records shall result in disciplinary action and may result in termination
from employment.
Attendance at conferences, meetings, and training programs will be considered as hours
worked, if attendance is required and/or approved by the Agency Administrator.

PAY PRACTICES
The Agency shall pay employees in a nondiscriminatory and competitive manner.
Compensation policy decisions will take into consideration the Agency’s overall financial
condition, ability to pay and competitive position.
The Agency administers payroll and benefits through Sarpy County. If you have
questions about your paycheck, or the Agency’s salary administration and benefits
program, please contact the Agency Administrator.
1. General Pay Increases
Pay increases will be effective upon approval of the Sarpy County & Cities
Wastewater Agency Board and are generally provided on an annual basis.
Decisions regarding pay increases may be based on job performance and
available funding.
2. Payday
Employees are paid on a bi-weekly basis, every other Friday. The bi-weekly pay
schedule is made up of twenty-six (26) pay periods per year. If a regular payday
falls on a holiday, employees will be paid on the business day prior to the
holiday. Every effort is made to avoid errors in an employee’s paycheck. Please
contact the Agency Secretary or designee immediately if an error is discovered
or if there is a concern with regard to pay.
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3. Direct Deposit
Agency employees are required to participate in mandatory direct deposit.
Employee pay will be electronically deposited directly into one or more checking
or savings accounts designated by each employee. Accounts must be
established with banks or credit unions that support direct deposit. It is the
employee’s responsibility to notify the Agency Secretary or designee when
there is any change to their bank and/or bank account(s) that affects their direct
deposit by completing a new Direct Deposit Authorization form. Additionally, it is
the employee’s responsibility to ensure that funds were posted via direct deposit
prior to disbursing funds from their account.
4. Mandatory Paycheck Deductions
The Agency is required by law to make certain deductions from an employees pay.
Among these are federal and state income taxes and legally required contributions
to Social Security. These deductions are itemized on your check stub. The amount
of tax deductions depends on earnings and on the information furnished on the
employee’s W-4 and applicable state withholding forms.
Employee contributions to benefit plans will normally be deducted from the
employee’s pay. Employee contributions to insurance plans are automatically
deducted pre-tax from the employee’s pay through Sarpy County’s 125 plan.
5. Wage Garnishments
A wage garnishment is an order from a court or a government agency directing
the Agency to withhold a certain amount of money from an employee’s paycheck
and send it to a specified person or agency. Wages can be garnished to pay child
support, spousal support or alimony, tax debts, outstanding student loans, or
money owed as a result of a judgment in a civil lawsuit.
Employees will be notified of any garnishment orders received. Please note: the
Agency is legally required to comply with these orders. Employees are required to
contact the court or agency issuing the garnishment if there is a dispute or
concern.
6. Overtime Pay
The Agency will pay time and one-half (1 ½) to nonexempt (hourly) employees for
work performed in excess of forty (40) hours in a workweek. Paid leave, with the
exception of sick leave, is considered as hours worked for the purpose of
computing overtime. Overtime work must be authorized in advance by the
employee’s immediate supervisor.
During busy periods, the Agency may require employees to work extended hours.
Overtime is considered a condition of employment, and refusal to accept it when
reasonable notice has been given is cause for discipline, up to and including
termination.
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7. Pay Upon Separation
Employees who separate from the Agency shall receive their final paycheck on
the first regularly scheduled payday following separation of employment. In
addition to hours worked, employees may be paid for accrued leave in accordance
with Agency policy. Deductions from final pay shall only be made in accordance
with Agency policy or which is allowed by law.
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BENEFITS
HOLIDAYS
The Agency observes the following paid holidays each year for eligible Employees:
Holiday
New Year’s Day
Martin Luther King Day
President’s Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veteran’s Day
Thanksgiving Day
Day after Thanksgiving
½ Day Christmas Eve
Christmas Day
½ Day New Year’s Eve

Date Observed
January 1st
3rd Monday of January
3rd Monday of February
Last Monday of May
July 4th
1st Monday of September
2nd Monday of October
November 11th
4th Thursday of November
4th Friday of November
December 24th
December 25th
December 31

Holidays which fall on a Sunday shall be observed on the following Monday; those falling
on Saturday shall be observed on the preceding Friday. If a Christmas Day/New Year’s
Day falls on a Saturday, the ½ day will be observed the Thursday prior. If Christmas
Day/New Year’s Day falls on a Sunday, the ½ day will be observed the following Tuesday.
Holidays which occur during a vacation, sick, funeral or other paid leave shall not be
charged against that leave. Vacation leave taken the first workday before or after the
observed holiday must be approved by the Agency Administrator.
Employees absent without authorized leave on the last working day preceding or the first
working day following a holiday may not be paid for the holiday.
If a non-exempt (hourly) employee is called in to work on a holiday, they shall be
compensated at time and one-half (1 ½) for hours worked in addition to their holiday pay.
Exempt (salaried) employees called in to work on a holiday may take the equivalent time
off on another scheduled workday with the approval of their immediate supervisor.
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PERSONAL LEAVE DAYS
The Agency provides full-time employees two (2) Personal Leave Days each
calendar year, following successful completion of their introductory periods. At the
time an employee becomes eligible for this benefit, the employee shall receive a
pro-rated number of hours based on the number of months remaining in the
calendar year. Unused personal days (hours) on December 31st of each year shall
be forfeited and not carried over to the next calendar year.

VACATION
The Agency provides vacation leave according to length of service and encourages
employees to use this time away from work to rest, relax, and recharge. Employees will
accrue vacation hours on a bi-weekly basis from the date of hire. Employees may utilize
vacation after completion of their introductory period (6 months) or as authorized by the
Agency Administrator.
Vacation will accrue according to length of continuous service with the Agency. Full-time
employees will accrue vacation as follows:
Years of
Service
1 yr.
2 yrs.
5+ yrs.

Annual
Accrual
40 hours
80 hours
120 hours

Vacation leave requests shall be submitted to and approved by the Agency Administrator.
Vacation may be taken in thirty (30) minute increments. Vacations will be scheduled at
the convenience of the Agency; however, every effort will be made to allow the vacation
at the requested time. Paid vacation may not be taken in advance of the accrual.
Employees may carry vacation over from year to year until a maximum of one hundred
sixty (160) hours is reached. If the maximum is reached, there will be no additional
accrual of vacation leave until the employee’s balance drops below the maximum.
Vacation hours remaining at the time of separation will be paid to employees (or their
estate upon death) at the employee’s regular hourly rate of pay.
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SICK LEAVE
The Agency recognizes that employees will need time off from work from time to time to
address their medical needs or the medical needs of their identified family members.
1. Accrual:
•

Full-time employees accrue sick leave from the date of hire, at the rate of
eight (8) hours per month up to 900 hours accrual.

•

Non-Exempt (hourly) employees may accrue up to nine hundred (900)
hours of sick leave.

•

Exempt (salaried) employees may accrue up to nine hundred (900) hours
of sick leave.

2. Use of Sick Leave: Employees are required to notify their immediate supervisor
if they are unable to report for work. Employees may use sick leave in fifteen (15)
minute intervals for the following:
• Illness or injury;
• Treatment of drug or alcohol addiction;
• Pregnancy;
• Medical, Dental and Vision appointments and related treatment which
cannot be scheduled outside of the employee’s regular work hours;
• Exposure to contagious disease under circumstances in which the health
of other employees or the public would be endangered by attendance on
duty.
• To supplement payments received for illness or injury covered by worker’s
compensation
• Care for Immediate Family Members as defined below.
Care for Immediate Family Members: Employees may utilize accrued sick leave
for the illness of an immediate family member (Spouse, children, and parent)
where the employee’s attendance is required. Only twenty (20) hours per fiscal
year of sick leave may be used for parents or children living outside the home.
3. Medical Certification Requirements: Employees are required to provide a
return to work note from a health care provider if absent for three (3) or more
consecutive workdays due to illness, unless waived by the employee’s immediate
supervisor. Employees are responsible for the cost of this appointment. The
employee’s immediate supervisor may require evidence of illness for a lesser
period of absence if sick leave abuse is suspected.
4. Conversion of Sick Leave to Vacation or Pay:
Employees that have accrued nine hundred (900) hours of sick leave may convert
their sick leave to vacation or pay once time per calendar year as follows:
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•
•

Non-Exempt (Hourly) Employees: 50% conversion rate, not to exceed
eighty (80) hours of vacation or pay.
Exempt (Salaried) Employees. 50% conversion rate, not to exceed onehundred twenty (120) hours of vacation or pay.

5. Sick Leave Pay Out Upon Separation
Sick leave shall be paid upon separation, with the exception of dismissal for
disciplinary cause, in accordance with the following:
•
•

Employees with less than ten (10) years of service shall be paid twenty-five
percent (25%) of accumulated sick leave.
Employees with ten (10) or more years of service shall be paid fifty percent
(50%) of accumulated sick leave.

Except for separations due to death, sick leave payouts permitted under this
section shall be deposited into a Health Reimbursement Arrangement (“HRA”)
Account established for the employee. Payouts due to death shall be paid to the
employee’s estate.

FUNERAL LEAVE
The Agency will provide full-time employees time off for bereavement and attendance at
the funeral for the following family members:
•
•

Up to three (3) workdays for the death of immediate family members, a spouse,
child (related by blood, marriage, or adoption), parent, sibling, mother-in-law,
father-in-law, grandparent, or grandchildren.
One (1) workday for the death of an aunt, uncle, niece, nephew, in addition, at
the discretion of the employee’s immediate supervisor, one (1) additional day
of funeral leave may be granted for relatives listed in this section.

The employee’s immediate supervisor may grant one (1) additional day if travel of more
than three hundred (300) miles to the funeral site is involved.
Employees may also use approved vacation leave for funerals and planning
arrangements of those individuals not specified above or if additional time off is needed.
Employees are required to provide notification to their immediate supervisors as soon as
possible prior to leave.
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JURY & ELECTION SERVICE
Employees will be allowed time off to serve on Jury or Election Board Duty by notification
to their immediate supervisors. Employees released from civic duty during regular
Agency business hours are expected to return to work unless other arrangements have
been made with their immediate supervisors.
Employees will be paid their normal wages while serving however, may be asked to waive
Jury or Election Board Duty compensation, if said service was within Sarpy County. If the
Jury or Election Board duty took place outside of Sarpy County, the employee may be
required to sign over service fees to Sarpy County in exchange for full compensation.
Fees associated with expenses, i.e. mileage, shall be retained by the employee.
MILITARY LEAVE
Military leave will be granted pursuant to Nebraska revised statutes. Please notify the
immediate supervisor if ordered to serve.

FAMILY & MEDICAL LEAVE (FMLA)
See Attachment A: Family & Medical Leave Policy
LEAVE OF ABSENCE WITHOUT PAY (Non-FMLA)
A leave of absence without pay is a predetermined amount of time off from work for
whatever purpose, which has been requested by an employee who has completed the
introductory period and approved by the Agency Administrator in writing. The employee
will be given a copy of the authorization. In order to be eligible for a leave of absence
without pay, the employee must have exhausted all appropriate accumulated leave, i.e.
sick leave, vacation, and other similar paid leave. The leave of absence shall be
authorized at the discretion of the Agency Administrator.
During a leave of absence without pay, the employee:
•
•
•

Will be required to pay the full premium to continue enrollment in insurance
benefits.
Will not receive any other job benefits during the period of absence; and
Will not acquire additional seniority during said leave. The employee’s seniority
date will be adjusted based upon the length of the unpaid leave.

The Employer may make exceptions to any of the above conditions for approved leaves
of less than thirty (30) days. There is no exception for leaves extending more than thirty
(30) days.
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Leaves of absence under this policy generally should be taken in full week increments.
Requests for a leave of absence or any extension of a leave should be submitted in
writing to the Agency Administrator at least thirty (30) days before the start of the leave
or extension period. When the need for leave or an extension is not foreseeable,
employees should give as much notice as is possible. Employees on approved leave are
expected to report any change of status in their need for a leave or in their intention to
return to work to the Agency Administrator or designee.
Employees returning from a leave of absence without pay will be reinstated to their same
job or to an equivalent job with equivalent status and pay, to the extent required by law.
Employees returning from a medical leave must provide certification of their ability to
perform the essential functions of their job.
Employees who are unable to report for work because of arrest and incarceration, may
be placed on an unpaid leave of absence. During this time an employee may be allowed
to use accrued vacation, or other similar paid leaves, however, not sick leave, if approved
by the Agency Administrator. The Agency Administrator along with the designated
Human Resources department will decide whether continued active employment is
appropriate pending final disposition of the charges.
If an employee fails to return to work at the conclusion of any approved leave of
absence, including any extension of the leave, the employee will be considered to have
voluntarily terminated.

EDUCATIONAL REIMBURSEMENT
If funding is available, the Agency may provide educational assistance to full-time
employees who have completed one (1) year of service as of the date the course begins.
There is no guarantee of funding and approval shall be made on a case-by-case basis.
In order to receive educational reimbursement, the course must be pre-approved by the
employee’s immediate supervisor and the Agency Administrator prior to enrollment.
Eligible employees may be reimbursed for courses of study that in the Agency’s sole
determination, provide benefit to the Agency by furthering job skills and/or knowledge
required of their present or future positions within the Agency. In addition, only courses
that are offered by pre-approved institutions of learning will be eligible for reimbursement.
If funding is available, the Agency may reimburse up to 90% of the cost of tuition, required
books, and class-associated fees for approved technical or undergraduate level courses
up to a maximum of $2,000 per fiscal year, or approved graduate level courses up to a
maximum of $2,500 per fiscal year. Only expenses actually incurred are eligible for
reimbursement. Tuition costs that are covered by grants, scholarships, or other waivers
(and therefore not the financial obligation of the employee) are not eligible for
reimbursement. Reimbursement will be paid only after the course has been completed
and the grades have been received.
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Reimbursement for an undergraduate course is based upon the grade received by the
employee as follows:,
• 90% reimbursement for a grade of “A”
• 80% reimbursement for a grade of “B”
• 70% reimbursement for a grade of “C”
• No reimbursement for a “D” grade or lower
To be reimbursed for graduate courses, the employee must receive at least a grade of
“B” or equivalent. Employees must receive a passing grade for approved classes
designated as “Pass/Fail”. No reimbursement will be made for a grade lower than what
is provided above or for classes the employee does not complete. All classes requesting
reimbursement shall be required for the designated degree being sought.
Employees will not be reimbursed for tuition, books or fees associated with the course if
the employee voluntarily leaves the Agency or is terminated for reasons other than layoff
or job elimination while enrolled in the class.
Employees who separate employment voluntarily or are terminated for just cause within
twelve (12) months of receiving reimbursement are required to repay the Agency in full.
EMPLOYEE ASSISTANCE PROGRAM
The Agency will provide confidential and voluntary assistance through its employee
assistance program (EAP) to all employees and their family members who may be faced
with challenges of financial concerns, legal issues, alcohol or drug problems, marital
problems, illness of a family member, emotional worries, childcare problems, or other
similar issues. For the welfare of employees as well as for effective business operations,
the Agency encourages its employees to take advantage of this valuable benefit.
1. Who is Eligible?
Employees and their family members can refer themselves to the EAP. The
program may be reached twenty-four (24) hours a day on weekdays and
weekends. Family member, as used herein, shall mean the spouse or minor
dependent children of the covered employee or any person who resides
permanently in the “employee'’ residence.
2. Meetings with EAP counselors
EAP counselors are available to meet with employees or family members to
assess a problem and develop a plan for resolution. The counselors may suggest
a referral to an outside resource, such as a therapist, agency, physician,
treatment facility or other professional that would be appropriate to assist in
resolving the problem or situation.
There is no charge for employees or their families to use the services of the EAP.
The EAP counselors will make every effort to coordinate referrals for ongoing
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treatment with the employee's health insurance coverage as well as with his or
her ability to pay.
3. EAP visits during work hours
In most cases an EAP visit that is urgent or cannot be scheduled outside of work
will be treated similar to other doctor's appointments. Refer to company paid time
off and call-in procedures.
4. Referrals for employee performance or behavior issues
When an employee's job performance or attendance is unsatisfactory or there
appears to be signs of other problems impacting work performance, the
supervisor may counsel the employee with an end toward resolving the situation.
If the circumstances warrant, the employee may be referred to the EAP to assist
in the resolution of the problem. Depending on the situation, the employee may
accept or refuse participation in the EAP. However, there may be situations
where continued employment at Agency may be contingent on the employee's
calling the EAP for assistance.
Voluntary participation in the EAP does not jeopardize job security or promotional
opportunities. However, it does not excuse the employee from following company
policies and procedures or from meeting required standards for satisfactory job
performance except where specific accommodations are required by law.
5. Confidentiality
All contact between an employee and the EAP is held strictly confidential. In
cases where an employee's continued employment is contingent on calling the
EAP, the EAP counselor will only verify whether the employee has contacted the
EAP and, if ongoing treatment is necessary, that the employee is following
through on the treatment. Information given to the EAP counselor may be
released to the Agency only if requested by the employee in writing. All
counselors are guided by a professional code of ethics.
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INSURANCE & RETIREMENT SAVINGS PLAN
The Agency participates in the Sarpy County insurance program. Information and
summaries explaining these benefit plans are furnished to employees participating in the
plans (plan participants) as necessary. The Agency and/or Sarpy County reserves the
right at any time to modify, amend, or terminate its employee benefit plans as they apply
to all current, former, and retired employees. See Sarpy County Insurance Benefit Guide
for current calendar year premiums and plan benefits.
GENERAL INFORMATION FOR INSURANCE BENEFITS
1. Eligibility
Employees must be scheduled to work a minimum of thirty (30) hours per week to
be eligible to participate in the insurance programs. Insurance benefits become
effective the first of the month following an employee’s date of hire with the
Agency.

Enrollment
If eligible, you will be given the opportunity to enroll in insurance benefits at the
time of hire, during open enrollment and if you experience a life changing event.
Premiums are paid through payroll deduction.
If eligible, you may make changes to your health insurance coverage during
annual Open Enrollment which occurs during the month of November with a
January 1st effective date. You may also make changes to your health insurance
coverage if you experience a life event such as marriage, birth/adoption of child,
spouse losing coverage and other similar qualifying events. If a life event occurs,
you must notify the Sarpy County Human Resources Department within thirty (30)
days of the qualifying event. If you fail to make timely notification, the affected
person may not enroll until the next annual Open Enrollment period.
2. Plan Documents
All insurance benefits provided are described in official documents that are kept
on file in the Sarpy County Human Resources Department. These documents are
available electronically on the county’s website and will be provided upon request.
Please contact the Sarpy County Human Resources Department for individual
copies of these documents. These documents are the only official and binding
materials concerning the Agency’s insurance benefits.
3. Beneficiary Designation
Employees are required to designate a beneficiary under the county’s group life
insurance plan. The designation must be made in writing and on a form provided
by the insurance provider. It is the employee’s responsibility to maintain accurate
contact information and beneficiary designations. Contact the Sarpy County
Human Resources department in order to complete the necessary paperwork
should changes occur that would affect eligibility status or beneficiary designation.
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4. Consolidated Omnibus Budget Reconciliation Act (COBRA)
The Consolidated Omnibus Budget Reconciliation Act, as amended, (COBRA)
provides eligible employees, retirees, spouses, former spouses, and dependent
children the right to temporarily continue their health, dental, vision and EAP
coverage at group rates. This coverage, however, is only available when coverage
is lost due to certain specific qualifying life events (life event). COBRA participants
pay the entire health premium including contributions previously paid by the
Agency.
Employees and dependents covered by the Agency’s insurance plans will be
notified of their COBRA rights, in certain specified situations including voluntary or
involuntary termination of employment (other than for gross misconduct),
reduction in hours of employment or death of the employee.
Employees are required to provide written notification to the Sarpy County Human
Resources Department within sixty (60) days after a legal separation, divorce or
when a dependent child loses eligibility in order to be eligible for COBRA. Failure
to notify may result in a loss of coverage.
When necessary, employees will be provided with a certificate of prior health
coverage when they lose coverage under the Agency’s health insurance plan.

INSURANCE BENEFITS
Eligible Agency employees may participate in the following insurance benefits. Link to
Sarpy County Insurance Benefits

1. Health Insurance
Employees may choose from the following coverage levels for medical insurance
benefits: employee only, employee and spouse, employee and child, and family.
Eligible employees are required to contribute ten percent (10%) of the monthly
premium for single coverage and seventeen percent (17%) for employee plus
coverage and family coverage. Premium rates and coverage for the January 1 st
calendar year can be found on Sarpy County’s HR website.

Health Insurance for Retirees:
Eligible employees with a minimum of 15 years of service with the Agency and
fifty-five (55) years of age, may continue with the Agency’s primary health
insurance program offered through Sarpy County until the age of sixty-five (65).
Premium contributions by the Agency for those qualifying is as follows:
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•
•

•

Age 55 through 59: The Agency will pay 50% of the monthly premium for
single, employee/spouse, employee/child(ren), or family coverage for
employees.
Age 60 through 65: The Agency will pay 100% of the monthly premium for
single coverage and 50% for employee/spouse, employee/child(ren) or
family coverage for employees until the employee reaches the age of sixtyfive (65).
Eligible employees must be enrolled in the Agency’s current health
insurance program offered through Sarpy County prior to retirement.

Retiree health insurance coverage shall cease upon the retiree reaching the age
of sixty-five (65) or becoming eligible for Medicare benefits.

2. Dental Insurance
Dental insurance is provided to eligible employees at no cost. Employees may
choose to cover their dependents by contributing to the premium. Premium rates
and coverage for the January 1st calendar year can be found on Sarpy County’s
HR website.

3. Long Term Disability
The Agency provides you with a Long-Term Disability Insurance Plan through
Sarpy County at no cost to you. Employees must have one (1) year of continuous
service to be eligible. There is a ninety (90) calendar day waiting period before
benefits begin for those that apply and are approved for coverage.

4. Life Insurance
The Agency provides you with term life insurance.
dependent upon your employee classification.
•
•

Non-Exempt Employee:
Exempt Employee:

The policy amount is

$30,000
$45,000

There is no cost to employees for this coverage. Eligible employees may choose
to purchase additional voluntary life insurance through the Sarpy County
insurance program.

5. Voluntary Vision Plan
Employees may participate in a voluntary vision program. The employee is
responsible for 100% of the premium for single and/or family coverage. This vision
plan is in addition to the one eye exam provided every year through the Agency’s
health insurance plan. The voluntary vision plan provides partial coverage for
frame, lenses and contacts.
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6. Termination of Insurance Coverage:
Insurance coverage provided by the Agency through Sarpy County will end on the
last day of the month in which the employee separates from employment.
Insurance premiums are paid one month in advance and are deducted from an
employee’s paycheck accordingly. Employees will be reimbursed for any premium
amount which was deducted from their paycheck and not utilized.

ADDITIONAL BENEFITS

1. Flexible Spending Account (FSA)
PayFlex administers Sarpy County’s flexible spending account (FSA). An FSA
allows employees to set aside money tax-free that can be used for qualified
medical expenses and dependent care during the designated calendar year.
Designated contributions must be used within the year, except what is allowed for
carry-over. Maximum contributions and carry over limits can be found on the
Sarpy County website.
2. Voluntary Wellness Program
Agency employees are eligible to participate in the Sarpy County Wellness
program if they are covered under the Agency’s health insurance program
(through Sarpy County). The Wellness Program is a voluntary program however,
participation is encouraged. Spouses are also eligible if they are enrolled in the
Agency’s health insurance plan.
Employees who enroll in the Wellness Program and who successfully complete
the program requirements will be eligible for a vacation incentive. For more
information on the Wellness program, please contact the Sarpy County Human
Resources Department.
3. Worker's Compensation
When an employee sustains an injury by accident or occupational disease, arising
out of and in the course of his or her employment, such employee will be eligible
for workers’ compensation benefits if the employee was not willfully negligent at
the time of receiving such injury.
Worker’s Compensation is provided through the Agency. Employees are required
to report any work-related illness or injury to the Agency Secretary as soon as
possible following the incident.
RETIREMENT SAVINGS PLAN
Agency employees are eligible to participate in the 457(b) deferred compensation
retirement savings program through Sarpy County. Participation in the 457(b) is
voluntary, however, encouraged by the Agency. The Agency will match up to eight

37 | P a g e
HB: 4812-6233-5994.4

percent (8%) of employee wages by contributing to a 401(a) plan. Employees may
choose from a list of vendors for their 457(b) and the 401(a)-match program.
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EXPENSE REIMBURSEMENT
Employees may incur expenses related to Agency business. Employees are required to
submit expenses for reimbursement within ninety (90) days of incurring the expense.
The following expenses may be reimbursed by the Agency with proper and timely
submission.
1. Use of Personal Vehicle
Employees required to use their personal vehicle for approved business
purposes will receive a mileage allowance in accordance with the Internal
Revenue Service and as approved by the Agency. This allowance is to
compensate for the cost of gasoline, oil, depreciation, and insurance.
2. Parking Fees
Parking fees incurred on Agency business may be reimbursed by submitting
proof of parking, i.e. receipt, garage parking ticket or any other acceptable
means.
3. Use of Personal Cellular Telephone
If the Agency requires demand for immediate employee access, the employee
may be issued an Agency cell phone or may be reimbursed for Agency business
conducted on a personal cell phone. The amount of reimbursement should be
commensurate with the requirement for Agency business use and may be
reviewed and confirmed periodically by the Agency Administrator.
4. Travel Expenses
Agency employees may be required to travel for conferences, workshops, and
other similar events. Employees traveling on Agency business are
representatives of the Agency and are expected to maintain a high level of
professionalism during the course of business. The Agency Administrator must
approve any employee travel in advance.
Agency business travel and related expenses should be expended and
reimbursed according to the guidelines below.
Lodging – The actual cost, single rate; a receipt is required to receive
reimbursement; it is recommended that the most economical
accommodations be arranged.
Meals/Incidentals – In accordance with IRS regulations, meals and
incidentals shall only be reimbursed if an employee is required to stop for
substantial sleep or rest to perform their jobs. (Overnight stays) The
Agency will provide reimbursement for meals and incidentals in
accordance with the GSA per diem rates for the area traveled to.
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Transportation – Actual cost of round trip by air including transportation
to and from airport. Airfare, mileage or rental car fees will be paid,
whichever is less and most effective. If two or more are attending the
same function, mileage will be considered for one vehicle only.
Any travel expenses considered unreasonable by the Agency Administrator
under the circumstances will not be paid or reimbursed and may become the
employee’s personal responsibility. In order to be reimbursed for business
related expenses employees are required to provide receipts. No
reimbursements will be paid for alcohol or entertainment expenses incurred while
traveling on Agency business.
5. Use of Agency Credit Card
The Agency may allow employees to utilize Agency credit cards for expenditures.
Employees are required to submit itemized receipts for all charges made on an
Agency credit card. Failure to turn in receipts may result in the employee
becoming personally responsible for the costs incurred. Employees are required
to notify the Agency Administrator and the Agency Treasurer immediately if an
Agency credit card is lost or stolen.
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WORK REPORTING LOCATION
MAINTENANCE OF WORK AREA
You are responsible for maintaining your public work area(s) in a clean and orderly
fashion. To fulfill this responsibility, you should, at a minimum, do the following:
•

Place coats, boots, umbrellas, and other items of clothing in designated areas so
that workstations are not unnecessarily cluttered, and aisles, floors, and walls are
free of debris.

•

Throw away trash, waste, and scrap in proper containers;

•

Consume any food only in the cafeteria or in employee break areas so that public
work areas are kept free of food and related litter;

•

Prior to the end of the workday, clean and store all tools and equipment and
properly secure any items, papers, or information of value, and;

•

Report to the Agency Administrator or designee any existing or potential
workplace hazards and safety violations.

Agency Officials are responsible for ensuring that any workplace hazard and safety
violations are addressed in a timely manner and for making sure that work areas including
aisles and floors are free of debris and other unnecessary items.

PERSONAL PROPERTY
Employees are expected to exercise reasonable care to safeguard personal items
brought to work. The Agency is not responsible for the loss, damage, or theft of personal
belongings brought to the workplace.
You may have a reasonable expectation of privacy for your workspace, however, in order
to maintain a safe and secure workplace or to investigate allegations of workplace
misconduct, including criminal misconduct, the Agency or County (with notification to the
Agency) reserves the right to search desks, workstations, file cabinets, storage areas and
other similar areas. Searches of personal items brought into the workplace, i.e. vehicles,
packages, briefcases, backpacks, purses, bags, wallets and other similar items will be
conducted as allowed by law. These inspections may occur at any time, with or without
notice as law allows.
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PARKING
The Agency will provide parking for employees. The parking lot is considered part of the
work location; therefore, all Agency policies and rules apply to employees and their
vehicles while on the lot.
Employees who use the parking lot do so at their own risk. Employees are encouraged
to lock their cars at all times when left in the parking facilities and to remove valuables.
The Agency assumes no responsibility for any damage to, or theft of, any vehicle or
personal property left in the vehicle while in the parking lot.
SMOKING/TOBACCO FREE WORKPLACE
The Agency shall comply with the Nebraska Clean Indoor Air Act of 2008 . This act
eliminates smoking and the use of electronic smoking devices in enclosed indoor
workspaces and indoor public places.
In addition to the state law, the Agency prohibits the use of tobacco within designated
agency facilities which includes:
•
•
•
•

Sarpy County & Cities buildings utilized by the Agency.
Sarpy County & Cities owned sidewalks and parking lots utilized by the Agency.
Agency owned vehicles.
Agency owned buildings and properties.

Tobacco means all products used in the form of cigarettes, pipes, cigars, chewing
tobacco or other smokeless tobacco.
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PERSONAL CONDUCT
CODE OF ETHICS AND BUSINESS CONDUCT
This Code of Conduct establishes a set of standard expectations for employee conduct
while working for the Agency.
1. Build Trust and Credibility
The success of the Agency is built on the trust and confidence earned from
employees, customers, and shareholders. Credibility is gained by adhering to our
commitments, displaying honesty and integrity, and reaching Agency goals solely
through honorable conduct.
2. Respect for the Individual
Agency employees deserve to work in an environment where they are treated
with dignity and respect. The Agency is an equal opportunity employer and is
committed to providing a workplace that is free of discrimination of all types from
abusive, offensive, or harassing behavior. Employee’s harassed or discriminated
against, should report the incident to the Agency Administrator or the designated
human resources department.
Agency employees are expected to support an inclusive workplace by adhering
to the following conduct standards:
•
•
•
•
•
•
•

Treat others with dignity and respect at all times.
Address and report inappropriate behavior and comments that are
discriminatory, harassing, abusive, offensive, or unwelcome.
Foster teamwork and employee participation, encouraging the
representation of different employee perspectives.
Seek out insights from employees with different experiences,
perspectives, and backgrounds.
Avoid slang or idioms that might not translate across cultures.
Support flexible work arrangements for co-workers with different needs,
abilities and/or obligations.
Be open-minded and listen when given constructive feedback regarding
others’ perception of your conduct.

The Agency will not tolerate discrimination, harassment or any behavior or
language that is abusive, offensive, or unwelcome.
3. Create a Culture of Open and Honest Communication
At the Agency, everyone should feel comfortable to speak his or her mind,
particularly with respect to ethics concerns. The Agency will investigate all
reported instances of questionable or unethical behavior. In every instance where
improper behavior is found to have occurred, the Agency will take appropriate
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action. The Agency will not tolerate retaliation against employees who raise
genuine ethics concerns in good faith.
4. Avoid Conflicts of Interest
Agency employees must avoid any relationship or activity that might impair, or
even appear to impair, the employee’s ability to make objective and fair decisions
when performing job duties. Employees may at times be faced with situations
where business actions may conflict with personal or family interests. Employees
must never use Agency property or information for personal gain or personally
take for themselves any opportunity that is discovered through their position with
the Agency.
Here are some other ways in which conflicts of interest could arise:
• Being employed by, or acting as a consultant to, a competitor or potential
competitor, supplier, or contractor, regardless of the nature of the
employment, while employed with the Agency.
• Hiring or supervising family members or closely related persons.
• Serving as a board member for an outside commercial company or
organization doing business with the Agency.
• Owning or having a substantial interest in a competitor, supplier, or
contractor.
• Having a personal interest, financial interest, or potential gain in any
Agency transaction.
• Placing Agency business with a firm owned or controlled by an Agency
employee or family member.
• Accepting gifts, discounts, favors, or services from a customer/potential
customer, competitor or supplier, unless equally available to all Agency
employees.
Employees with a conflict-of-interest question should seek advice from the
Agency Administrator. Before engaging in any activity, transaction or relationship
that might give rise to a conflict of interest, employees must seek review from the
Agency Administrator.
5. Gifts, Gratuities and Business Courtesies
The Agency is committed to competing solely on the merit of the services we
provide. Employees should avoid any actions that create a perception that
favorable treatment of outside entities by the Agency was sought, received, or
given in exchange for personal business courtesies. Business courtesies include
gifts, gratuities, meals, refreshments, entertainment or other benefits from
persons or companies with whom the Agency does or may do business.
Employees will neither give nor accept business courtesies that constitute, or
could reasonably be perceived as constituting, unfair business inducements that
would violate law, regulation or polices of the Agency or customers, or would
cause embarrassment or reflect negatively on the Agency’s reputation.
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6. Conducting Personal Business on Agency Time
Employees are prohibited from conducting personal business during hours in
which they are scheduled to work. Employees may utilize paid leave, lunch or
break periods or time before or after work hours to conduct personal business.
7. Agency Recordkeeping
Agency records must be true, accurate and complete and maintained in
accordance with applicable record retention requirements.
8. Accountability
Employees are responsible for knowing and adhering to the values and
standards set forth in this Code and for raising questions if uncertain about
Agency policy. Employees concerned whether the standards are being met or
who are aware of violations of the Code, are obligated to report their concerns to
the Agency Administrator, Agency Official or designated HR department. The
Agency takes seriously the standards set forth in the Code, and violations are
cause for disciplinary action up to and including termination of employment.
9. Confidential and Proprietary Information
Integral to the Agency’s business success is the protection of confidential Agency
information, as well as nonpublic information entrusted to us by employees,
customers, and other business partners. Confidential and proprietary information
includes such things as pricing and financial data, customer names/addresses or
nonpublic information about other entities, including current or potential supplier
and vendors. Employees shall disclose confidential and nonpublic information
without a valid business purpose and proper authorization.
10. Use of Agency Resources
Agency resources, including time, material, equipment, and information, are
provided for Agency business use. Nonetheless, occasional personal use is
permissible as long as it does not affect job performance or cause a disruption to
the workplace.
Employees and those who represent the Agency are trusted to behave
responsibly and use good judgment to conserve Agency resources. The Agency
Administrator is responsible for the resources assigned to the Agency and is
empowered to resolve issues concerning their proper use. Employees will not
use Agency equipment such as computers, copiers, and fax machines to conduct
outside business or in support of any religious, political or other outside daily
activity. Employees shall not solicit contributions nor distribute non-work-related
materials during work hours.
In order to protect the interests of the Agency’s network and employees, the
Agency reserves the right to monitor or review all data and information contained
on an Agency issued-issued computer or electronic device, and the use of the
Internet during working hours. Agency resources will not be used to create,
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access, store, print, solicit or send any materials that are harassing, threatening,
abusive, sexually explicit, or otherwise offensive or inappropriate. Questions
about the proper use of Agency resources should be directed to the Agency
Administrator
11. Media Inquiries
All media inquiries should be directed to the Agency Administrator. Employees
shall not respond to inquiries from the media nor issue press releases unless
approval is granted by the Agency Administrator.

ATTENDANCE POLICY
Employees of the Agency are public servants and as such are expected to perform their
job as effectively and efficiently as possible. Part of such performance is attendance.
Prompt and regular attendance is essential to the operation of the Agency.
The Agency is aware that it may be necessary for employees to be absent from work
and that emergencies, illnesses or pressing personal business, that cannot be
scheduled outside work hours may arise. Paid Leave is provided for this purpose.
Employees unable to report to work, or will be arriving late to work, are directed to
contact their immediate supervisors or designees no later than the starting time of their
workday. Employees unable to call because of an illness, an emergency or for some
other reason, shall have someone call on their behalf.

PERSONAL APPEARANCE
Agency employees are required to maintain a professional appearance while at work.
All employees are required to be clean and presentable when reporting for work.
Employees are required to follow the dress requirements and safety protocol
established for their position within the Agency as determined by the Agency
Administrator.
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ELECTRONIC COMMUNICATIONS (Internet/Intranet/Email/Sarpy County
Systems)
In order to remain competitive and to better serve the taxpayers, Agency employees will
utilize Sarpy County computer systems and shall adhere to Sarpy County’s electronic
communications policies and procedures.

The following general guidelines will apply to Agency employees.
•
•

Employees are responsible for any and all activity initiated by their E-mail ID,
user account or personal workstation.
County or Agency equipment cannot be used for knowingly transmitting,
retrieving, or storing any communication that is:
o Discriminatory or harassing;
o Derogatory to any individual or group;
o Obscene or pornographic;
o Defamatory or threatening; or
o For any purpose that is illegal or contrary to Agency or Sarpy County
policy or interests.

Employees should not assume electronic communications are private. E-mail messages
and files, like other types of correspondence and EMPLOYER documents, can be
accessed and read by authorized individuals. Sarpy County, along with the Agency
reserves the right, at its discretion, to review any employee’s electronic files and
messages to the extent necessary to ensure electronic media and services are being
used in compliance with the law, this policy and other Agency and/or Sarpy County
policies.
Security / Appropriate Use
Employees must respect the confidentiality of other individual’s electronic
communications. Employees are prohibited from engaging in or attempting to engage
in:
• Monitoring or intercepting the files or electronic communications of other
employees or third parties;
• Hacking or obtaining access to systems or accounts they are not authorized to
use;
• Using other individual’s logins or passwords; and
• Breaching, testing, or monitoring computer or network security measures.
• No e-mail or other electronic communications can be sent that attempts to hide
the identity of the sender or represent the sender as someone else.
Policy Violations
Employees who violate Agency and/or Sarpy County information system policies are
subject to disciplinary action up to and including termination. Employees who utilize the
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e-mail system for defamatory, illegal, or fraudulent purposes and employees who break
into unauthorized areas of the County’s computer system are also subject to civil liability
and criminal prosecution.
Please refer to the “Sarpy County Information Technology Security Policy” for further
information. This policy is available on the Sarpy County Human Resources webpage.

DISCIPLINE
The Agency’s progressive discipline policy and procedures are designed to provide a
structured corrective action process to improve and prevent a recurrence of undesirable
employee behavior and performance issues.
Outlined below are the steps of the Agency’s progressive discipline policy and
procedures. The Agency reserves the right to combine or skip steps depending on the
facts of each situation and the nature of the offense. Some of the factors that will be
considered are whether the offense is repeated despite coaching, counseling, or
training; the employee’s work record; and the impact the conduct and performance
issues have on the Agency.
Nothing in this policy provides any contractual rights regarding employee discipline or
counseling, nor should anything in this policy be read or construed as modifying or
altering the employment-at-will relationship between the Agency and its employees.
Procedure
Step 1: Counseling and Verbal Warning
Counseling an employee provides an opportunity for the Agency Administrator to
bring attention to the existing performance, conduct or attendance issue. The
Agency Administrator should discuss with the employee the nature of the problem or
the violation of Agency policies and procedures. The Agency Administrator is
expected to clearly describe expectations and steps the employee must take to
improve his or her performance or resolve the problem. The Agency Administrator
will prepare written documentation of the verbal counseling. The employee will be
asked to sign this document to demonstrate his or her understanding of the issues
and the corrective action.
Step 2: Written Warning
Written warning involves more-formal documentation of the performance, conduct or
attendance issues and consequences. During this step, the Agency Administrator
will meet with the employee to review any additional incidents or information about
the performance, conduct or attendance issues as well as any prior relevant
corrective action plans. The Agency Administrator will outline the consequences for
the employee of his or her continued failure to meet performance or conduct
expectations. A formal performance improvement plan (PIP) requiring the
employee’s immediate and sustained corrective action may be issued if needed. The
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written warning may also include a statement indicating that the employee may be
subject to additional discipline, up to and including termination, if immediate and
sustained corrective action is not taken.
Step 3: Suspension and final written warning
Some performance, conduct or safety incidents are so problematic and harmful that
the most effective action may be the temporary removal of the employee from the
workplace. When immediate action is necessary to ensure the safety of the
employee or others, the Agency Administrator may place the employee on
administrative leave with pay pending a review of the situation or if an investigation
is warranted, the results of an investigation.
Unpaid suspensions that are recommended as part of the normal sequence of the
progressive discipline policy and procedures are subject to approval the designated
HR department. Depending on the seriousness of the infraction, the employee may
be suspended without pay in full day increments consistent with federal, state, and
local wage and hour employment laws. Nonexempt/hourly employees may not
substitute, or use accrued paid leave in lieu of the unpaid suspension. In compliance
with the Fair Labor Standards Act (FLSA), unpaid suspension of salaried/exempt
employees is reserved for serious workplace safety or conduct issues. HR will
provide guidance to ensure that the discipline is administered without jeopardizing
the FLSA exemption status.
Step 4: Recommendation for termination of employment
The last and most serious step in the progressive discipline process is a
recommendation to terminate employment. Generally, the Agency will try to exercise
the progressive nature of this policy by first providing warnings, issuing a final written
warning or suspending the employee from the workplace before proceeding to a
recommendation to terminate employment. However, the Agency reserves the right
to combine and skip steps depending on the circumstances of each situation and the
nature of the offense. Furthermore, employees are at-will and may be terminated
without prior notice or disciplinary action.
An immediate supervisor’s recommendation to terminate employment must be
approved by the Agency Administrator. As a public employee, the Agency will afford
the employee a “loudermill” hearing for any discipline contemplated that results in a
loss of pay.

Performance and Conduct Issues Not Subject to Progressive Discipline
Behavior that is illegal is not subject to progressive discipline and may result in
immediate termination. Such behavior may be reported to local law enforcement
authorities. Similarly, theft, substance abuse, intoxication, fighting and other acts of
violence at work are also not subject to progressive discipline and may be grounds for
immediate termination.
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Documentation
The employee will be provided copies of all progressive discipline documentation,
including all PIPs. The employee will be asked to sign copies of this documentation
attesting to his or her receipt and understanding of the corrective action outlined in
these documents. Copies of these documents will be placed in the employee’s official
personnel file.
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WORKPLACE SAFETY
AGENCY VEHICLE USAGE POLICY
The purpose of this policy is to ensure the proper use and safety of those individuals
required to drive for Agency business.
1. Driving Requirements & Responsibilities
Employees holding positions that require regular driving for business as an
essential job function must, as a condition of employment, be able to meet the
driver approval standards of this policy at all times.
a. Employees must have a valid and current Driver’s license in order to
operate an Agency vehicle, or a personal vehicle with current auto
insurance while on Agency business.
b. Employees whose driver’s license is revoked or suspended shall notify the
Agency Administrator and shall immediately discontinue the operation of
an Agency vehicle.
c. Motor vehicle records will be obtained on all drivers prior to employment
and may be conducted periodically during the course of their employment.
d. Employees are responsible for any driving infractions or fines as a result
of their driving and are required to report all ticket violations received
during the operation of an Agency vehicle or while driving a personal
vehicle for Agency business, within twenty-four (24) hours to the Agency
Administrator.
2. Agency Vehicles & Mileage Reimbursement
Employees may be assigned an Agency vehicle if driving is required on a regular
and reoccurring basis. As a last alternative, when no Agency vehicle is available,
employees may use their own vehicles for business purposes with prior approval
of the Agency Administrator.
a. Approval from the Agency Administrator is required before operating any
Agency owned vehicle.
b. Employees may be allowed to take an Agency vehicle home upon written
approval of the Agency Administrator. Employees will be required to
provide a written acknowledgment that they fully understand that the
vehicle is to be used for Agency business only and not for personal use.
c. Employees who use their personal vehicles for approved business
purposes will receive a mileage allowance equal to the Internal Revenue
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Service optional mileage allowance for such usage. This allowance is to
compensate for the cost of gasoline, oil, depreciation, and insurance.
Employees who operate personal vehicles for Agency business are
required to have appropriate insurance coverage.
3. Driver Safety Rules
Vehicle accidents are costly and, more importantly, they may result in injury. It is
the driver’s responsibility to operate the vehicle in a safe manner and to drive
defensively to prevent injuries and property damage. The Agency expects each
driver to drive in a safe and courteous manner pursuant to the following safety
rules and guidelines. The attitude taken when behind the wheel is the single most
important factor in driving safely.
a. Driving on Agency business and/or driving an Agency vehicle while under
the influence of alcohol, illegal drugs, any other intoxicant and other drugs,
prescription or over the counter (which could impair driving ability) is
prohibited and is sufficient cause for discipline, up to and including
termination of employment.
b. Drivers who are issued a cellphone for business use are expected to
refrain from using their phone while driving as use of a cellphone while
driving is not required by the Agency. Safety must come before all other
concerns. Regardless of the circumstances, including slow or stopped
traffic, employees are required to use hands-free operations or pull off to
the side of the road and safely stop the vehicle before placing or accepting
a call. Employees are encouraged to refrain from discussion of
complicated or emotional matters and to keep their eyes on the road while
driving at all times. Special care should be taken in situations where there
is traffic or inclement weather, or the employee is driving in an unfamiliar
area. Hands-free equipment will be provided with Agency issued phones
to facilitate the provisions of this policy. Reading or sending text
messages while driving is strictly prohibited.
c. No driver shall operate a vehicle on Agency business when his/her ability
to do so safely has been impaired by illness, fatigue, injury, or prescription
medication.
d. All drivers and passengers operating or riding in an Agency vehicle or on
Agency business must wear seat belts, even if air bags are available.
e. No unauthorized personnel are allowed to ride in Agency vehicles.
f. Drivers are responsible for the security of Agency vehicles assigned to
them. The vehicle engine must be shut off, ignition keys removed, and
vehicle doors locked whenever the vehicle is left unattended.
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g. Drivers are responsible for adhering to traffic laws while operating a
vehicle on Agency business.
4. Defensive Driving Guidelines
a. Drivers are required to maintain a safe following distance at all times.
Drivers should keep a two second interval between their vehicle and the
vehicle immediately ahead. During slippery road conditions, the following
distance should be increased to at least four seconds.
b. Drivers must yield the right of way at all traffic control signals and signs
requiring them to do so. Drivers should also be prepared to yield for
safety’s sake at any time. Pedestrians and bicycles in the roadway always
have the right of way.
c. Drivers must honor posted speed limits. In adverse driving conditions,
reduce speed to a safe operating speed that is consistent with the
conditions of the road, weather, lighting, and volume of traffic. Tires can
hydroplane on wet pavement at speeds as low as 40 mph.
d. Radar Detectors are strictly prohibited in Agency Vehicles. Drivers are to
drive at the speed of traffic but never to exceed the posted speed limit.
e. Turn signals must be used to show where you are heading, while going
into traffic and before every turn or lane change.
f. When passing or changing lanes, view the entire vehicle in your rear-view
mirror before pulling back into that lane.
g. Be alert of other vehicles, pedestrians, and bicyclists when approaching
intersections. Never speed through an intersection on a caution light.
When the traffic light turns green, look both ways for oncoming traffic
before proceeding.
h. When waiting to make left turns, keep your wheels facing straight ahead. If
rear ended, you will not be pushed into the lane of oncoming traffic.
i.

When stopping behind another vehicle, leave enough space so you can
see the rear wheels of the car in front. This allows room to go around the
vehicle if necessary and may prevent you from being pushed into the car
in front of you if you are rear-ended.

5. Accident Procedures
Employees are required to report all accidents to law enforcement that occur
while conducting Agency business or while operating an Agency vehicle and are
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expected to fully cooperate. If able, the employee should follow the procedures
outlined below.
a. Report accident to law enforcement and render aid to those injured, if
able.
b. Employees are not allowed to leave the scene of the accident until
released by law enforcement.
c. If law enforcement is unavailable, the employee should contact the
Agency Administrator to seek direction before leaving the scene and the
employee should record the name(s) and address(es) of the driver,
witnesses, and occupants of the other vehicles.
d. Complete the form located in the Vehicle Accident Packet. Pertinent
information to obtain includes license number of other drivers;
insurance company names and policy numbers of other vehicles; make,
model, and year of other vehicles; date and time of accident; and overall
road and weather conditions.
e. Do not discuss the accident with anyone at the scene except law
enforcement. Report statements made by individuals involved in the
accident to law enforcement.
f. Employees may provide the other party with their name, address, driver’s
license number, and insurance information.
g. Employees must report any accident, theft or malicious damage involving
an Agency vehicle to the Agency Administrator, regardless of the extent of
damage or lack of injuries. Such reports must be made as soon as
possible but no later than twenty-four (24) hours after the incident.

CELLPHONE USE POLICY
The Agency may provide cell phones to designated employees or may reimburse
employees for business use of personal cellphones. This policy outlines the use of
cellphones at work and the safe use of cellphones by employees while driving.
1. Cellphones should be turned off or set to silent or vibrate mode during meetings,
conferences and in any circumstance where incoming calls may be disruptive.

2. While at work, employees are expected to exercise discretion when making and
receiving personal calls. Excessive personal calls during the workday can
interfere with employee productivity and be distracting to others. Employees are
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encouraged to make any personal calls during lunch and break times.
3. Employees are not to conduct personal business or play games, search the
internet, engage in social media and other similar personal actions on their
cellphone during working hours.
4. Reimbursement of Personal Cellphone Used for Agency Business
The Agency may reimburse an employee for the business usage of a personal
cell phone. Reimbursement is dependent upon the employee’s position and use
requirements. The Agency will not be liable for the loss of personal cellphones
brought into the workplace.
5. Agency-Provided Cellphone
When job duties or business needs demand, the Agency may issue a business
cellphone to an employee for work-related communications. Personal use of
Agency-owned cellphones should be kept to a minimum.
Employees in possession of Agency owned cellphones are expected to protect
the equipment from loss, damage or theft. Upon resignation or termination of
employment, or at any time on request, the employee may be asked to produce
the phone for return or inspection.
6. Safety issues for cellphone use
Employees are expected to follow applicable local, state, and federal laws and
regulations regarding the use of cellphones at all times.
•

•

•

•
•
•

Employees whose job responsibilities include regular or occasional driving
and who use a cellphone for business use are expected to refrain from
using their phone while driving; use of a cellphone while driving is not
required by the Agency.
Safety must come before all other concerns. Regardless of the
circumstances, including slow or stopped traffic, employees are required
to use hands-free operations or pull off to the side of the road and safely
stop the vehicle before placing or accepting a call.
Employees are encouraged to refrain from discussion of complicated or
emotional matters and to keep their eyes on the road while driving at all
times. Special care should be taken in situations where there is traffic or
inclement weather, or the employee is driving in an unfamiliar area.
Hands-free equipment will be provided to those employees who drive to
facilitate the provisions of this policy.
Reading or sending text messages while driving is strictly prohibited.

Employees who are charged with traffic violations resulting from the use of
their phone while driving will be solely responsible for all liabilities that
result from such actions.

55 | P a g e
HB: 4812-6233-5994.4

7. Video or audio recording devices
The use of camera or other video or audio recording-capable devices on Agency
premises is prohibited without the express prior permission of the Agency
Administrator and of the person(s) subject to recording. Video or audio recording
in restrooms and/or locker rooms is strictly prohibited.

GENERAL SAFETY PRECAUTIONS
Employee safety is very important to the Agency.
The prevention of accidents and injuries to employees as well as the general public
shall be part of every work activity. Agency Officials will be held accountable to maintain
a safe and healthy environment for all employees and to ensure that employees adhere
to all safety precautions and practices.
Each individual employee is the most important factor in job safety. Each employee must
therefore act safely in order to protect themselves, co-workers and members of the
general public.
Employees should recognize and adhere to the following general safety precautions.
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Your safety is your personal responsibility.
Always follow the correct procedures.
Never take shortcuts.
Wear clothing appropriate to job being performed. Wear safety vests, boots,
when required.
Take responsibility and clean up if you made a mess.
Clean and organize your workspace.
Ensure a clear and easy route to emergency exits and equipment.
Be alert and awake on the job.
Be attentive at all times to your work surroundings.
When in doubt, contact your supervisor or manager for instruction, guidance, or
training.
Never take risks when it comes to safety.
Obey safety signs, stickers, and tags.
Take short breaks when you keep up a repetitive motion for a long period of
time, and sit, stand, or walk with good posture.
Report serious injuries immediately to a supervisor and get emergency
assistance.
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•

•
•
•
•

Keep things in perspective. Hazards may be limitless, so focus on the most
likely risks first. Strained backs and sliced fingers may be more popular in your
workspace than would the risk of flooding (as in a basement office) or the risk of
wild animals cutting loose (as in a zoo).
Immediately notify others of any (new or old) hazards that you perceive.
Be alert to hazards that could affect anyone— not just yourself; in this
respect, maintain a team mentality at all times.
Report a hazardous condition immediately to your manager or supervisor.
Be conscious as to what others are doing around you and do your best to
ensure you don’t pose a hazard to them (and vice versa).

Lifting & Climbing Safely
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Always use both hands when lifting a heavy or cumbersome object.
Adopt a proper stance for lifting: put the strain on your legs, not your back
(crouch at your feet, keep your back straight, and don’t bend at the waist).
Test the weight before you lift something up completely; it might be too late if
you realize a few seconds later that it’s too heavy or cumbersome for you.
Consider a back brace if the work is heavy or you have a sensitive back.
Move your feet, not your back, when you want to travel or turn while carrying a
heavy load.
Lift slowly and smoothly.
Keep your burden close to your body; this means less strain on you.
If your load is too heavy for you to handle alone, don’t be shy—ask for help!
Ensure ladders are secure and steady before climbing aboard.
Never climb on improvised ladders. Shelves and storage units are poor
substitutes. Don’t be lazy and find a proper solid ladder.
Don’t let appearances fool you. Railings might appear solid and fixed, but they
might be improperly securing; at least, test them first.
Use safety harnesses if your job includes heights.
Eliminate distractions when working on a roof, scaffold, or other elevated
platform. More than ever, stay focused and alert!
Keep an eye out on the floor to ensure it’s free of obstacles and spills. If it isn’t,
get cleaning!
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Tools & Machinery:
•
•
•
•
•
•
•
•
•
•
•

•

•
•
•

•
•

Use machinery only if you’re authorized, trained, and alert.
Always use the appropriate tool for the respective task.
Clean your tools and keep them in good working order.
Organize your tools and don’t be careless; someone could easily slip or get hit
due to a misplaced object.
Always ensure that the operator of a machine sees you; never approach
from behind or from a blind side.
Do not perform a task unless you’ve been trained, and you are aware of the
hazards as well as how to mitigate/eliminate them.
Never leave machinery running unattended.
Never remove safety guards that are in place to protect you and the
surrounding area.
Obey all operating instructions.
If something is wrong, stop the machine immediately and get assistance.
Communicate your location and process to those around you, so they’ll know
where you are, what you’re doing, and when they need to be getting out of the
way.
Never walk in front of a forklift, tractor, or any other heavy machine; the
operator may not have seen you—and, even if he has, there’s always room for
error, so make sure that error isn’t you being trampled.
Always read labels and instructions alerting you to potential dangers and
hazards.
Unless it’s your job, never tamper with electric controls, cords, switches, or
other such hazardous items.
Dress properly and compactly: billowing, loose, or hanging clothes and
accessories (ties, earrings, bracelets, loose sleeves, etc.) may easily get caught
up in moving parts.
Never insert fingers or any other objects that don’t belong into moving
machinery.
Turn off machines and equipment before you even consider cleaning, unjamming, oiling, adjusting, or moving them.
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Beware Of Fire Hazards:
•
•
•
•

Follow the fire emergency plan; ensure that you know and understand it.
Participate in fire drills.
Avoid “power strips” which can ignite a fire if overloaded.
Know where fire extinguishers are located in the various work areas.

Gearing Up For Safety:
•

Always wear appropriate clothing and shoes respective to your job.

•
•
•
•
•
•
•
•

Fire extinguishers must be available and readily attainable.
First aid kits must be available and readily attainable.
Never remove or tamper with safety devices.
Use a back brace if you’re lifting heavy objects or you’ve got a sensitive back.
A hard hat will protect you if there’s a risk of falling objects
Wear gloves if you’re handling sharp objects or toxic substances.
Wear goggles if your work poses a hazard to your eyes.
Wear safety harnesses if you’re working from an elevated location and there’s
the risk of falling.

•

Wear non-skid footgear:
o If your workspace involves slippery surfaces (kitchens, spas, pools, etc.)
o If you’re lifting heavy items
Wear a breathing mask at all times, especially if:
o You deal with dangerous or toxic chemicals or fumes
o Your workspace has poor ventilation
o Your workspace has debris, dust, and other flying particles.
Wear the protective equipment that is intended and recommended for your
particular task.
o Seat belts
o Safety glasses or goggles
o Protective clothing, headgear, and/or footgear
o Safety harnesses, etc.

•

•
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Sarpy County & Cities Wastewater Agency Employee Handbook
ATTACHMENT A
Family & Medical Leave Policy

Policy:
The Sarpy County & Cities Wastewater Agency (Agency) will comply with all
applicable requirements of the Family and Medical Leave Act (“FMLA”).
Comments:
(1)

The FMLA requires all public agencies, including state, local, and federal
employers, to provide eligible employees up to twelve (12) weeks of jobprotected leave in any twelve (12) month period for certain personal and
family medical reasons. The twelve (12) month period is a rolling period
measured backward from the date an employee uses any FMLA leave.

(2)

Employee Eligibility.
The FMLA defines eligible employees as employees who have worked for
the Agency for at least twelve (12) months and who have worked at least
1,250 hours in the previous twelve (12) months.

(3)

Leave Entitlement.
Eligible employees may take leave for the following reasons:

(4)

(a)

To care for the employee’s child upon birth or in connection with a
child’s placement with the employee for adoption or foster care;

(b)

To care for a parent, spouse, or child with a serious health
condition;

(c)

When the employee is unable to work because of the employee’s
own serious health condition.

Serious Health Condition.
According to the FMLA, a “serious health condition” means an illness,
injury, impairment, or physical or mental condition that involves:
(a)

Inpatient care (i.e., an overnight stay), including any period of
incapacity or any subsequent treatment in connection with the
inpatient care;
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(b)

“Continuing treatment” by a health care provider which includes any
period of incapacity as a result of:
(i)

(ii)
(iii)

(iv)

(v)

(vi)

A health condition lasting more than three consecutive days
and any subsequent treatment or period of incapacity
relating to the same condition that also includes (a)
treatment two or more times by or under the supervision of a
health care provider; or (b) one treatment by a health care
provider with a continuing regimen of treatment;
Pregnancy or prenatal care, including severe morning
sickness;
A chronic serious health condition that continues over an
extended period of time, requires periodic visits to a health
care provider, and may involve occasional episodes of
incapacity;
A permanent or long-term condition for which treatment may
not be effective, if the employee is under the supervision of a
health care provider (but not necessarily receiving active
treatment); or
Any period of absences to receive multiple treatments by a
health care provider, either for restorative surgery after an
accident or other injury, or for a condition that would likely
result in a period of incapacity of more than three
consecutive calendar days if not treated.
Any period of absence for the treatment of substance abuse.
Absence because of the employees actual use of the
substances, does not entitle the employee to FMLA leave.

(5)

Spouses employed by the same employer are jointly entitled to a
combined leave of twelve (12) workweeks of family leave in the twelve
(12) month period to care for a parent who has a serious health condition.
However, each spouse may take up to twelve (12) workweeks of leave to
care for a child or spouse with a serious health condition.

(6)

Birth, Adoption, or Foster Care of Children.
FMLA leave for birth or placement for adoption or foster care must
conclude within twelve (12) months of the birth or placement. In addition,
spouses employed by the same employer are jointly entitled to a
combined leave of twelve (12) workweeks of parental leave in the twelve
(12) month period for the birth or placement of a child for adoption or
foster care.

(7)

Intermittent or Reduced Work Schedule Leave.
In certain circumstances, eligible employees may take FMLA leave
intermittently (for example, in blocks of time) or by reducing their work
schedule. If FMLA leave is to care for a child after the birth or placement
for adoption or foster care, employees may take their FMLA leave
intermittently or on a reduced work schedule only with the Agency’s
permission. If the FMLA leave is because of the employee’s serious
illness or to care for a seriously ill family member, the employee may take
the leave intermittently or on a reduced work schedule if it is determined
by a health care provider to be medically necessary.

(8)

Notice and Certification.
(a)

Employees who want to take FMLA leave ordinarily must provide
the Agency Administrator at least thirty (30) days notice of the
need for leave, if the need for leave is foreseeable. If the
employee’s need is not foreseeable, the employee should give as
much notice as is practicable. The Agency Administrator and/or
the employee shall notify the designated HR department of the
need for the leave.

(b)

When leave is needed to care for an immediate family member or
for the employee’s own illness and is for planned medical
treatment, the employee must try to schedule treatment in order to
minimize disruptions of Agency operations.

(c)

In addition, employees who need leave for their own or a family
member’s serious health condition must provide medical
certification from a health care provider of the condition on a
certification form provided by the employer. The Agency also may
require a second, and if necessary, a third opinion (at the Agency’s
expense), periodic re-certifications of the serious health condition,
and, when the leave is a result of the employee’s own serious
health condition, a fitness for duty report to return to work.

(d)

Medical certification forms shall be submitted to the designated HR
department for processing. Final approval of FMLA leave shall be
made by the designated HR department. Approval of FMLA may
be delayed or FMLA may be denied for lack of proper medical
certification. FMLA leave may also be delayed for employees who
do not provide proper advance notice of the foreseeable need for
leave.

(e)

(9)

(10)

If an employee does not specifically request FMLA leave, the
Agency may designate any leave time, as FMLA leave based
upon the qualifying reason given for the leave. The Agency
Administrator shall notify the designated HR department
immediately of any employee absence(s) which may be a
qualifying event. The designated HR department shall notify the
employee of their eligibility status and that the leave taken will be
designated as FMLA.

Benefits During FMLA Leave.
(a)

Employees taking leave under the FMLA are entitled to receive
insurance benefits during the leave at the same level and terms of
coverage as if they had been working throughout the leave. If
applicable, arrangements will be made for employees to pay their
share of insurance premiums while on leave. If an employee
chooses not to return to work from FMLA leave, the Agency may
be entitled to recover premiums it paid to maintain insurance
coverage during the leave.

(b)

The employee’s use of FMLA leave will not result in the loss of
any employment benefit that accrued prior to the start of the
employee’s leave. All applicable accrued leaves must be utilized
before an employee is placed on an unpaid status.

Job Restoration After FMLA Leave.
The Agency generally will reinstate an employee returning from FMLA
leave to the same or equivalent position with equivalent pay, benefits, and
other employment terms and conditions. However, an employee on FMLA
leave does not have any greater right to reinstatement or to other benefits
and conditions of employment than if the employee had been continuously
employed during the FMLA leave period.
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(11)

FMLA Leave for Military Families.

(12)

(a)

An eligible employee who is the spouse, child, parent, or “next of
kin” of a wounded U.S. military service member may receive a total
of twenty-six (26) weeks of unpaid leave during a twelve (12) month
period to care for the service member. The employee must use
any applicable accrued paid vacation, sick days, and other similar
leave before going on leave without pay. Sick leave may be
utilized as allowed by current Agency policies.

(b)

Eligible employees may take up to twelve (12) weeks of unpaid
leave during any twelve (12) month period because of “any
qualifying exigency” arising out of the fact that the spouse, or a son,
daughter, or parent of the employee is on active duty or has been
notified of an impending call to active duty status, in support of a
contingency operation. The employee must use any accrued paid
vacation, and other similar leave (other than sick days) before
being placed on an unpaid status.

Other Provisions.
(a)

The FMLA does not affect any federal or state law prohibiting
discrimination or supersede any state or local law or collective
bargaining agreement which provides greater family or medical
leave rights.

(b)

Employees may not perform work for self-employment or for any
other employer during an approved leave of absence, except when
the leave is for military or public service or when the Agency has
approved the employment under its Secondary Employment policy
and the employee’s reason for FMLA leave does not preclude the
outside employment.

(c)

It is the intent of this policy to comply with the Family and Medical
Leave Act as amended and to outline the general guidelines which
shall be followed by the Agency. Any disputes arising from the
policy statement or the Family and Medical Leave Act as amended
shall be presented to the Agency Board for discussion,
interpretation and resolution.
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(13)

Definitions.
In accordance with the Family Medical Leave Act of 1993, the
following definitions shall be used for the outlined terms:
"Son" or "Daughter” or "Child" means the inclusion of a biological,
adopted or foster child, a stepchild, legal ward or child of a person
standing in loco parentis (in place of a parent). The son, daughter or
child must be either under age 18 or 18 and over but incapable of self
care because of a mental or physical disability.
"Parent" means a biological parent or an individual who stands or stood
in loco parentis to an employee when the employee was a child as
defined above. The terms do not include parents-in-law.
"Spouse" means a husband or wife as defined or recognized under
state law for purposes of marriage in the state where the employee
resides.
"Health Care Provider" is defined as those authorized to practice by
the state in which they practice. (For complete listing see DOL Final
FMLA Regulations, 825.118) Including
•
•
•
•
•
•
•
•
•
•
•
•

Doctor of medicine or ostepoathy
Podiatrist
Dentist
Clinical psychologist
Optometrist
Chiropractor (care limited)
Nurse practitioner
Nurse midwife
Clinical social worker
Christian Science practitioner listed with First Church
of Christ, Scientist, Boston
Any health care provider recognized by the employer’s
group health plan
A health care provider as defined above who practices
and is licensed in a country other than the U.S.
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