2022 Master Merit Personnel System Handbook

CHAPTER 5

Highlighted Text means this is new number and section

Merit Personnel System

Definitions

5.025 Definitions.

5.027 "Anniversary and—merit—satary increase—date" defined.

5.028 “Applicant” defined.

5.029 "Appointing authority" defined.

5.031 "Break in service" defined.

5.032 “Candidate” defined.

5.033 "Class" defined.

5.035 "Class specification" defined.

5.037 "Classification" defined.

5.039 "Classification plan" defined.

5.040 “Classified service” defined.

5.0401 “Confidential employee” defined.

5.0402 “Countywide promotional recruitment” defined.

5.041 "Date of hire" {'hire—-date™) defined.

5.043 "Demotion" defined.

5.0431 “Department of Human Resources” defined.

5.0432 “Department promotional recruitment” defined.

5.0433 “Eligibles” defined.

5.0434 “Eligible 1list” defined.

5.045 "Empt A empl A mpt—emptoyee™ “Employer”
defined.

5.046 “Employee” defined.

5.047 "Grade" defined.

5.0475 "Intermittent hourly employee" defined.

5.048 "Legal professional employee" defined.

5.049 "Line personnel" defined.

5556 "Merit PersenrperOrdinarec' defined:

5.051 “Merit salary increase date” defined.

5.052 “Minimum qualifications” defined.

5.0521 “Open competitive/countywide promotional recruitment”
defined.

5.053 "Osrertimedefineds “Overfill appointment” defined.

5.054 "Part-time employee" defined.

5.055 "Permanent employee" defined.

5057 "Department—of human—= T ' defined-

5.059 "Position" defined.

5.061 "Promotion" defined.

5.062 “Provisional appointment” defined.
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5.063 "Reclassification" defined.
5.0631 “Reemployment” defined.

5.0632 “Re-employment list” defined.
5.0633 “Referral list” defined.

5.0634 “Reinstatement list” defined.
5.0635 “Seasonal position” defined.
5.0636 “Separation” defined.

5.0637 “Temporary position” defined
5.065 "Transfer" defined.

5.0651 “Transfer list” defined.

5.0655 “Unclassified service” defined.
5.0657 “Voluntary demotion list” defined.
5.066 "Work week" defined.

Health Benefits Program

5.068
5.069

Health benefits program.
Administration of health benefits program.

Merit Personnel System for Employees in Classified Service

5.080 Declaration and Purpose

5.085 Establishment of merit personnel system.

5.087 Rules and regulations.

5.089 Nepotism prohibited.

5.0891 Appointing authority prohibited from appointing
related persons under certain circumstances;
exceptions.

5.0892 Persons who become related after appointment:
Appointing authority required to take corrective
action; notification of appointing authority required.

5.091 Classified service: Composition, appointments and
discharge.

5.093 Unclassified service: Composition, salaries set by
county commissioners.

5.094 Legal professional employee: Rights, privileges and

benefits; inapplicability of certain code provisions.

Classification Plan

5.095

Establishment of classification plan.
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5.096 Job evaluation committee: Creation and purpose;
composition; appointment; members; term.

5.097 Revision of classification plan.

5.098 Training of the committee members; rules and duties of
the job evaluation committee.

5.099 Classification of positions.

5.101 Reporting changes in positions; reclassification of
positions.

5.103 Investigations.

5.105 Status on reclassification.

5.107 Interpretation of specifications.

Compensation

5.109 Compensation plan.

5.111 Establishing salary grades.

5.113 Total compensation.

5.115 Application of rates.

5.117 Part-time employment.

5.119 Rate on initial hire, rehire, promotion, demotion or
transfer.

5.121 Merit salary adjustment.

5.122 Salary adjustment for less than 2 consecutive days off
in work week.

5.123 Special salary adjustments.

5.125 Statement of overtime policy; authority to prescribe
policy and procedures.

5.126 Overtime; computation of time worked.

5.127 Rate of earning accrued overtime.

5.129 Emergency overtime.

5.131 Overtime to be authorized in advance.

5.133 Reports of overtime work required.

5.135 Compensation for overtime; limit on overtime accrual.

5.137 Classes which are exempt from payment of overtime.

5.139 Payment of accrued overtime on transfer, termination;
exception.

5.143 Appeals from salary decisions for unrepresented
employees.

5.145 Career incentive plan for employees; inapplicability
to certain elected county officials and certain
employees.

5.146 Career incentive plan for justices of the peace.
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Recruitment Process for Classified Service B

5.149 Types of examinations.
5.151 Investigations of applicants.
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5.153 Applications.

5.154 Application for flexibly staffed class series.

5155 Eligibility—+ mpet

5.157 Promotional examinations.

5.159 Time for examinations.

5.160 Waiver of examination.

5.161 Postponement of tests.

5.163 Continuous examinations.

5.165 Announcement of examinations.

5.167 Minimum passing scores.

5.169 Appeal—ef—examinations.

5.170 Joint appeal process for joint agency recruitments+
sppeats—fromJeoint—ageney aminaEiens.

5.171 Corrections of examination ratings.

53173 Emplroyment—of—<disabledpersonss

5.174 Veterans' preference.

Eligible Lists and

Certification

5.175 Types of eligible lists.

5.177 Order of names.

5.179 Duration of lists.

5.181 Integration into Subsequent ListsMerger—eof 1ist

5.183 Removal of names from eligible lists.

5.185 Director ef—humen—reseur may refuse to examine or
refuse to certify.

53187 Statement—of direetor of human— B vporn—refusalt
£ SRR * rtifyv—appeal—toperseonnel ST

5.189 Creation of referral listCertifiecation—of nam

5.191 Duty of eligibles to respond.

5.192 Consideration of eligible candidates.

Appointments

5.193 Types of appointments.

5.195 Reinstatement.

5.196 Voluntary demotion.

5.197 Transfers: Kinds of transfers; conditions.

5.199 Transfers: Probationary periods.

5.201 Transfers: Protests.

5.202 Inter-jurisdiction transfers; POST certified positions
in law enforcement.

5.203 Employment by Washoe County of employees of agencies
or organizations whose functions have been assumed by
Washoe County.

5.205 Employment by Washoe County of former exempt

employees; retention of earned leave; continuous
employment of certain judicial employees.
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5.207 Probationary appointments.

5.209 Provisional appointments.

5.210 Overfill appointments.

5.211 Temporary and seasonal appointments.

= 12 Mmoo o P NPENE IR ENE RN N £ A2 Kl P B SNNE VS n
2+ Femporary appoirtment f—disapbledpersen

Probationary Period

5.215 Length of probationary period.

5.217 Interrupted probationary period.

5.219 Reports of performance of probationers.
5.221 Rejection of probationary employees.

Personnel Records

5.223 Reports of personnel actions.
5.225 Roster.
5.227 Confidential records.

Attendance and Leaves

5.229 Normal work week.

5.231 Holidays.

5.233 Compensation for holidays worked; limit on accrual.

5.235 Temporary and temporary part-time employees not
compensated for holidays on which they do not work.

5.237 Vacation: Full-time employees.

5.239 Vacation: Part-time employees.

5.243 Time when vacation shall be taken; limit on accrual.
5.245 Cash payment for accrued vacation; death of employee
entitled to unused, accumulated wvacation.

5.247 Vacation; records and reports.

5.251 Sick leave.

5.255 Sick leave accrual and payment on death, separation,
disability or termination.

5.257 Use of sick leave.

5.259 Sick leave when receiving industrial insurance or
occupational disease benefits.

5.261 Approval and substantiating evidence for sick leave.

5.263 Earning of sick or annual leave while on leave.

5.267 Sick leave; records and reports.

5.268 Personal leave.

5.269 Leaves of absence.

5276 Leas £ absen ander—theFamily and Mediecal Tea
et

5.271 Reporting of absences.

5.273 Absence without leave.

5.275 Adjustments in anniversary dates: Continuous service.
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Employees' Right to Organize
5.281 Rights of organization.

Evaluation of Performance

5.283 Performance evaluation: Timing and method.

5.285 Standard performance.

5.287 Copies of performance evaluation reports.

Training

5.289 Training: Responsibility of appointing authority.

5.291 Training in new processes.

5.293 Specialized training.

Separations

5.295 Resignation.

5.297 Contents of action form; review, recommendations,
appeal.

5.303 Layoff: Formula.

5.305 Layoff: Returnees from military service.

5.307 Layoff: Demotions; displacements; transfers.

5.309 Layoff: Written notice.

5.311 Layoff: Rehire; preference for employees electing

displacement or temporary demotion; status;
dispositions of accrued sick leave.

Disciplinary and Correctional Actions

5.313 Warning and reprimand.
5.315 Suspension.
5.317 Demotion and dismissal.

Appeals and Hearings

5.319 Procedures for suspension and demotion.

5.321 Discharge: ©Notice of proposed action.

5.323 Immediate suspension pending discharge.

5.325 Suspensions due to pending criminal charges.
5.327 Procedure for discharge.

5.329 Response to notice of proposed action.

5.331 Appeal from discipline; selection of arbitrator.
5.333 Arbitration: Hearing; costs; decision.

Reprisal for Reports of Improper Governmental Action
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5.3331 Definitions.

5.3332 Appointment, qualifications and authority of hearing
officer; county manager's duties.

5.3333 Written appeal by officer or employee who claims
reprisal or retaliatory action was taken.

5.3334 Time for hearing; continuances.

5.3335 Procedures for conduct of hearing on written appeal;
hearing officer's decision.

5.3336 Prohibitions and application.

Full-Time Service Required

5.334 Full-time service required.

Prohibitions and Penalties

5335 Ineeompatible—aectivitiest—Prohibitions

5.337 Incompatible activities: Speeifie—County wide
prohibitions.

5.339 Incompatible activities: bBesignration Department wide
prohibitions.

5.340 owrership—of—ecounty computer tem—de—minimis—uUse
of county property, equipment or other county facility
authorized; restrictions and prohibitions.

5.341 Political activity.

5.343 Prohibition against discrimination.

Miscellaneous Provisions

5.349 Employees' compliance with Nevada Motor Vehicle
Insurance Act.

Merit Personnel System for County Employees
General Provisions

5.025 Definitions. As—used—in—the Merit Personnel OCrdinance;

the—words—and—+terms—defined—3n—These definitions apply to

sections 5.027 to 5+6665.349, inclusive.;—hea the—mearsings

r EN + 3 1 cralhad + +hoam 1o 11ah ESIE RPN

respeetively aseribed—to—themin steh seetions.

rr1n Oxrd N 2712 . DO N 11421
1 0—0rd—Ne+—21 3R Ord—Ne—F++43

5.027 "Anniversary and-merit selary increase—date" |defined.

1. M“Anniversary date” means date of hire and triggers leave
accruals. Anniversary dates may change.andmerit—salary—inereas

— - e — —_—
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Commented [KM1]: Merit salary increase dates
are dealt with in section 5.051.
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5.028 “Applicant” defined. “Applicant” means a person applying
for an employment position.

“.7." PAppointing authority" defined.
1. "Appointing authority" means eaeh—an elected official or
department head who has the er—and—ecach appointed—head-of—=
department—having—the—authority legally to hire or make
appointments to employment positions or a person to whom this
authority has been delegated by the elected official or
: +

department head.—3a—+%h GREY rviee. Thisautherity may P
Aoleooa+r oA 11k 1 eS| £ Ny v+ PN RSN i TS Aor vt o+
detegated—by sucheleetedofficer or—the appoints: department
head.

2. "Appointing authority" does not include "employer" as
defined in section 5.045.

12 Ord—Ne—233+modeled after NAC 284.022]
5.031 "Break in service" defined. "Break in service," execept—
& mpted—by tten—5-275+means an interruption e£f—in an

employee's continuous county service requiring the removal of
his—the employee’s name from payroll records except as exempted

by section 5.275 (adjustments in anniversary dates; continuous
service) .
[r1 Ord N 2
—Ord

i —Ne—21

2]
El

5.032 “Candidate” defined. “Candidate” means an applicant who
has met the recruitment and selection requirements and has been

placed on an eligible list.

h

5.033 "Class" defined. "Class" means a group of positions wit

sufficiently similar with—respeet—te—+their—duties and
responsibilities such that the same title may reasonably and—
fairlty—Dbe used to designate each position atteeated—te—within
the classy. £hat-A class uses substantially similar the—same
3 1

criteria of fitness, may beused,—that——substantially—th St
minimum qualifications may ke —reguired—and—that—+th ame and
schedule of compensation—may—bemade—to—appty witheguity.
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e e 233; modeled after NAC 284.030]

=7

5.035 "Class specification" defined. "Class specification"
means a written description of a class which includes typical

duties, knowledge, skills and abilities, and minimum job
requirements.
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5.037 "Classification" defined. "Classification" means the

systematic process of amatytiecally—grouping and allocating
positions to classes based on similarity of duties and
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5.039 "Classification plan" defined. "Classification plan"
means all the classes which have been established——ateng—with
and the rules for maintaining them, as adopted by the governing

14
i =l oo £~
T TaSS T T+
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5.040 “Classified service” defined.
1. “Classified service” means all positions in the public
service which are
(a) designated as being in the classified service, and
(b) filled according to merit and fitness from eligible
lists prepared upon the basis of examination, which is open

and competitive except as otherwise provided in this
chapter, and
(c) which are not otherwise exempted.

(i) Positions exempted from the classified service are

set forth in Section 5.045 (definition of employee),
Section 5.093 (definition of unclassified service) and

Section 5.048 (definition of legal professional)
2. Except as otherwise provided, a person in the classified

service must not be appointed, transferred, promoted,
demoted or discharged in any manner or by any means other
than those prescribed in this chapter or an applicable
collective bargaining agreement.

5.0401 “Confidential employee” defined. “Confidential employee”

means an employee who is involved in the decisions of management

affecting\collective %argaining. Confidential employees must be

Commented [KM2]: Changed on 11-9-17 based on
NRS 288.170(6) (a)

J

Commented [KC3]: what about those positions in
the County that have nothing to do with
bargaining i.e Gerlach fire positions &
Alternative Sentencing positions.

excluded from any bargaining unit but are entitled to

~

Commented [KM4R3]: Confidential employee is
defined in NRS 288
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participate in any plan to provide benefits for a group that is
administered by the bargaining unit of which they would
otherwise be a member.

5.0402 “Countywide promotional recruitment” defined. “Countywide
promotional recruitment” means recruitment for a position that
is open only to employees who have been working in the
classified service of Washoe County for at least six months at
time of application.

1 "Date of hire" “hiredatey—defined. "Date of hire" Her—
date!'y—means the date an employee begins or, after a break
resumes paid employment with Washoe County.date—of—

st I AYVEEWSN SN Cont
WSt ghtey—=

5.043 "Demotion" defined. "Demotion" means any movement of an
employee to a position in a class having a lower maximum salary
range than the position previously held dpteds etuding

gererat—satary—adiustmentsy or any downward movement, either in

d

class, grade, or within grade.;—en—theWash Ceounty
a
s

] 4 £ + 2 n n na 1 riz h ] dovted bz +h =N o £

Tessifieation plan and salary hedute—adepted by —the board—of
oty oMM SSieners
['10Q Oxrd N 2121
H10—0Ord—N 135

5.0431 "Department of Human Resources" defined. "Department of

Human Resources" means the department created by section
5.34586%#, and its dedicated staff.
['26, Ord. No. 213; A Ord. Nos. 733, 1060]

5.0432 “Department promotional recruitment” defined.
“Department promotional recruitment” means recruitment for a
classified service position that is open only to Washoe County
employees who are currently working in the department with the
vacant position and who have been working in the classified
service for at least six months at time of application.

5.0433 “Eligibles” defined. “Eligibles” means candidates placed
on an eligible list.

5.0434 “Eligible list” defined. “Eligible 1list” is the list of
candidates who are eligible to be referred to the hiring meamns—a—
Iist—+that is feorwardeddireetty +to—+thehiring—department for
interview and selection consisting of candidates who are
certified for consideration for a position.

(a) A “ranked list” means the candidates are listed in

numerical order based upon examination scores.

(b) An “unranked list” means the candidates meeting the
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minimum gqualification requirements are listed in no
particular order.

5.045 "Employees" ‘empt o mpt—empt "—defined.
l il + vtz A~ 4 BN + o n 2 £ +1 oL n A
B Et—as—provided—Ia—sub on £—thT e
Tk tieon——S5—of tten—5-345+—"e “Employee" means:
(a) A public officer of Washoe County or one of its

townships.

(b) Any person employed by Washoe County or its townships
whose compensation is provided by the county and who is under
the direction or control of officers of the county or its
townships.

2. "Employee" does not include:

(a) Independent contractors or persons rendering professional
services to an employer on a fee, retainer or contract basis.

(b) Interns or volunteerskxempt—emptos S .
3. Personnel exempted from the merit system: "Exempt—employeel
mEeaRS:

(a) District judges and their employees, including but not

limited to employees in the office of the clerk of the Second
Judicial District Courtdistriet—

court and Second Judicial Dlstrlct Court triet grt personnel—
(Ingad o~ L, IS [ g ] + 1 ££4 £+ - e lerle)
et —retudirng—empt FA—ER £E54- - e e,
pE butl r—effiecers—and employees of Witt nb rg—Hatt—Juvenile
Services app01nted pursuant to the provisions of NRS 62.100.+—
na oot na ] ] +]
arret retaries—and—taw—eter)

(b ) Justices of the Ppeace and their employees.

(c Intermittent hourly employees.

(d) All department heads who are appointed or elected
including the county manager and assistant county managers.

(e) A number of discretionary appointees in each department,
which shall not exceed 3 percent of the permanently established
positions as authorized by the board of county commissioners,
designated by the department head, but excluding the department
head.

(f) Legal professional employees

(g) Employees in the unclassified service
(h) Temporary employees

(i) Seasonal employees

4. Positions listed in subsections 2 and 3 are exempt from
the merit personnel system and not in the classified service of
the county and are not entitled to the rights, privileges and
benefits of classified employees unless spec1f1cally stated.Fhe—

i B 1 on £ +1] 2 caharmt e A PN SR NEANE SINE P i PSS 2l eoer
e - e ———— =
beonafi+ + n Mt ma ]
——— e

5. 'Employer" means Washoe County, and shall not be construed

to mean "appointing authority."
rron Oxrd N 2712 . N | Q79 . NA N 50 45N A~ |
f —ord—Neo—=213+—A—H4 8+—0rd= s 450+ ]
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5.047 "Grade" defined. "Grade" means the range or steps of pay
for a class. —Fs—atermusedtodesigrate o satary tevel—A+TE

] nl A 2 + ™ ] e csr oAl h + ™ 1 r

s I e 5 B

. ey 1 r +
e F—rate-

21 Ord—Ne+—243-—NAC 284.066]

5.0475 M"Intermittent hourly employee" defined.

1."Intermittent hourly employee"

Bl + mel s

means a person holding a

position that is not whk t—empt
is paid at an hourly rate. A person in

2N
TS—Ttr

¢ on a fixed schedule and

<

an intermittent hourly

position may not work more than 1039 h

ours in a fiscal year.

2. An intermittent hourly employee is not in the classified
service of the county.

3. Intermittent hourly positions are not entitled to the
rights, privileges or benefits of a classified employee.

Y2, Ord. N 7654
5.048 "Legal professional employee" defined.

1. "Legal professional employee" means a person who is
licensed by—th Hereft sre—ef—the—Stat £ Newvada—to practice
law in Nevada and who is employed fuldt—times r—part—times;—as an
attorney in—%th £fie £~by the district attorney, the—eoffice—
of—the public defender, or the effie f—the—alternate public
defender. er—Pbyv—the dirececteor—of—+h rieor—eitizens AEe¥r-

2. A legal professional employee is not in the classified
service of the county.

H3—0rd—N o5+~ Ord+—Nes—800— 11431322 ef£f—12 22067
5.049 "Line personnel" defined.

1. "Line personnel" means deputi r—offiecer mployees of
the sheriff's department who are deputized as peace officers
according to the provisions of NRS 169.125 (peace officer

defined), are authorized to execute po
with law enforcement responsibilities,
the full amount of peace officer retir
term is applied without regard to sex,
2. "Line personnel" does not includ
or not a Washoe County employee, who i
deputy by appointment of the sheriff a
employee of the sheriff's department.

lice powers or are charged
and who are contributing

ement contributions. The
rank, division or duty.

e any individual, whether
s constituted a special

nd who is not a full-time

[1V229 O N 21 21

T 7 o1 =T
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oot ¥rerer S (=S g t D A = e S e 7 T—CTt
hrhd K Count Cod
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5.051 “Merit salary increase date” mea

ns one year from the date
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of hire, rehire, promotion or salary adjustment.
1. In the case of a demotion or equity salary adjustment, a

merit salary increase date may change in order to prevent salary

inequities for incumbents who occupy the same class, but who
have more experience, education and/or time in the class than
the incumbent receiving the demotion or equity adjustment.

2. Any salary adjustment affecting all employees
authorized by the board of county commissioners shall not impact

the merit salary increase date of any county employee.
['11], Ord. No. 213; A Ord. No. 828]

5.052 “Minimum qualifications” defined. “Minimum qualifications”

means the education, experience and/or training requirements set

forth in the class specification and used as the first screening

method in the selection process.

5.0521 “Open competitive/countywide promotional recruitment”
defined. “Open competitive/countywide promotional recruitment”
means recruitment that is open to all applicants, both external
and internal.

5.0522 “Overfill appointment” defined. “Overfill appointment”
means that there is an overlap between the employee who is
leaving the position and the incoming employee. An overfill
appointment is limited to six weeks unless otherwise specified
by the County Manager.

5 N5 LAt EXE SIE RSN LB DENE S S| LLVAC T NEE SIE 2N L oY n B S ol g

- i defined- i means—any—time—worked
EEEN £ 40 heiae 1 ERPENES T 1
e S £ 40—hovrs—In—a—work—weeks

[124 Ord N 2123. N Ned N 627  loedh

24 O0rdNo+—213+—AO0rd-—N 556
5.054 "Part-time employee" defined. "Part-time employee" means
a person who is employed on a fixed schedule of less than 2080
hours in a year. b part—tim POy is—rmeot—Fn—+th Tassified
— = i P

i £—th ey

rv4a Oxrd N =~

| ra—No—= o1
5.055 "Permanent employee" defined. '"Permanent employee" means

an employee in the classified service who has kbeen—Jtawfully
]

retained mpltetion—ef— successfully
completed the probationary period. The term “permanent” is not a

oy o~
ot

KRS Boailtian
TR s—Pposttion

guarantee of a specific time period of employment.

vocg Oxrd N 2121
T 7 EERS s =7
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T 12 To-vo—= Ty 7% EEAS O 7T T
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/{Commented [KM5]: Determined by statute
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5.059 "Position" defined.
assigned to an employee. and—respensib
3 ]

TeemaA 4+ 2] ] n £ 2 L SR IR =N 2
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5.061 "Promotion" defined. "Promotion" means advancement to a
position in a class which has a higher grade than the class
reviously held.any—wm e e
P4 i o
haicchoayr m i oo eV Yo +hoar + 1 1 i 73 1]
s—berhe e s e ey aege—har FEse—prevtens—
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5.062 Provisional Appointment defined. “Provisional Appointment”

means an appointment meeting the requirements of 5.209
(Provisional Appointment) .

5.063 "Reclassification" defined. "Reclassification" means a
reassignment or change in alteeatien—ef—an individual position
by (a) raising it to a class with a higher grade;higher—etassy

(b) reducing it to a +ewer—class with a lower grade; +—or
(c) moving it to another class at the same level on the basis of
significant changes in kind, difficulty or responsibility of the
work performed.

e

2172
E=

; NAC 284.094+

5.0631 “Reemployment” defined. “Reemployment” means a
noncompetitive appointment of a current or former employee to a
class for which he or she has reemployment rights, as provided
in this chapter.

5.0632 “Reemployment list” defined. “Reemployment list” means a
list which consists of the names of employees who have been laid

off.

5.0633 “Referral list” defined. A referral list means the list

of candidates who have been referred to the hiring department
for an interview. Referral lists are sent in rank order and the

number of names referred is determined by the hiring department.

5.0634 “Reinstatement list” defined. “Reinstatement list” means
a list which consists of placement in a classification in which
a former employee previously held permanent status or to a
classification that requires reasonably similar knowledge,
skills, and abilities.

5.0635 “Seasonal position” defi
K .

i ed. “Seasonal position” means a
position [rired threugh o

sstor a specific time

Commented [KC9]: Only some of the positions
are hired through the merit system.

\{Commented [KM10R9]: Removed language
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period. A seasonal worker is not in the classified service of
the County.

5.0636 “Separation” defined. “Separation” means leaving County
employment by any means including, but not limited to,
retirement, resignation, termination or layoff.

5.0637 “Temporary position” defined. “Temporary position” means
a position that is not hired through the merit process and is
for a period of six (6) months or less. A temporary worker is
not in the classified service of the County.

5.065 "Transfer" defined. "Transfer" means any movement of an
employee from one position to another position in the same class
or related class with the same salary grade; or the movement of
the employee with—his—and the position to another location.

rran Ord N 2
T 7 o IvO—=

1221
Ea

5.0651 Transfer list defined. “Transfer list” means a list
allowing movement from one position to another position in the
same classification or another classification requiring
reasonably similar knowledge, skills, and abilities, and having
the identical salary grade as the employee’s current job
classification.

5.0655 “Unclassified employees” defined. “Unclassified
employees” shall be given the meaning set forth in section 5.093
(unclassified service). Unclassified employees shall serve at
the pleasure of the appointing authority and are not entitled to
the rights, privileges or provisions of the classified service.

5.066 "Work week" defined.

1. "Work week" means the period commencing 12:01 a.m. Monday
and ending 12:00 midnight the following Sunday.
2. For employees who have been approved to work an

alternative work schedule, "work week" means a fixed and
regularly recurring period of 168 hours, commencing on the day
and at the time the employer designates as the start of the work
week.
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Health Benefits Program

Health benefits program.
"Health benefits program" means a program to provide

5.068

1.
health benefits to el

d employees,

lcers an

ble county offi

igi

insurance,

including the maintenance of the appropriate funds,

to provide such benefits.
The health benefits program shall provide quality
insurance plans covering eligible county officers and employees

thereof,

or combination

2.

and to qualified retirees and their

and their dependents,

dependents.

The health benefits program shall assist enrollees and
dependents in accessing the health care system and provide

3.

education to insure appropriate and prompt delivery of service.

The health benefits program shall establish and maintain

4.
eligibility,

and

written plan documents and provider listings,
provide communications relating to health benefits and wellness

to enrollees and family members.
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5.069 Administration of health benefits program.

1. The director of human resources shall preside over and
make recommendations for the health benefits program in
negotiations with employee organizations.

2. The director of human resources shall oversee the
preparation of the health benefits program and present it to the
board of county commissioners for adoption. Once adopted, the
director of human resources will administer the health benefits
program.

3. The director of human resources shall prepare statistical
information on claims associated with the county's self-funded
plans to substantiate expenses and use in evaluation, plan
development and claims forecasting.

4. The director of human resources shall review and approve
all expenditures for claims and vendor contracts.
5. The director of human resources shall preside over the

Insurance Appeals Committee established to review denied claims

and benefits associated with the self-funded insurance plans.
rvo NDrd N 12274 £ £ 6-20_NQ1
B 3

Classification Plan for Employees in the Classified Service

5.085 Establishment of merit personnel system. A merit
personnel system for all employees in the classified service is
hereby established. These provisions do not apply to those in
the unclassified service or those exempted under the provisions

of section 5.045 (employee defined). ef—th Ciaas pt—th
et A e A o 4 B n £ + o n & NAE 4 bhaoarah
mpted—under—the preovision £ tieon—5-045—ishereby
establisheds
[r21 Ord N 2121
P —Ord—Ne—21+31

5.087 Rules and regulations.

1. The department of human resources, with the approval of
the board of county commissioners, shall from time to time
promulgate appropriate rules and regulations for the
administration of the Merit Personnel Ordinance.

2. Nothing in this section shall be construed to:
(a) Prohibit elected officers and appeintive—appointed
department heads from premutgatimg—establishing office or

department rules and regulations not in conflict with any
provision of law, the Merit Personnel System—Sxdinmnanee, or the
rules and regulations established premulgated pursuant to the
provisions of subsection 1.

(b) Limit the power,—and authority and discretion of elected
officers to conduct and manage the affairs of their offices. as—

they see—£it~-
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5.089 Nepotism prohibited.

1. Except as provided in subsection 2, it is unlawful for an
appointing authority—as—defined—in tieon—5-029, including any

county board or commission, elected or appointed, to employ in
any capacity on behalf of the county, any relative of such
individual or of any member of such board or commission within
the third degree of consanguinity er—affinityas set forth by the

State of Nevada Commission on Ethics.

2. Nothing in this section shall:

(a) Prevent any officer of this county, employed under a flat
salary, from employing any suitable person to assist in any such
employment, when the payment for any such service is met out of
the personal funds of such officer.

(b) Be deemed to disqualify any widow or widower with a
dependent or dependents as an employee of any officer or board
in this county.

3. No person employed contrary to the provisions of this
section shall be compensated for such employment.
H33+—0rd-—Ne+—2131

5.0891 Appointing authority prohibited from appointing related
persons under certain circumstances; exceptions.

1. Except as otherwise provided in suk tion ard—3—and
NRS 281.210, an appointing authority shall not appoint a person
to a position in the classified or unclassified service en—-e¥—
after—b mber—30—3+999,—if, upon his—appointment, the person
will be the immediate supervisor, or will be in the direct line
of authority, of:

A spouse, child, parent or sibling of the person;
The spouse of a child, parent or sibling of the person;

(

(

(c

(
r

)
)  The child, parent or sibling of the person's spouse; or
d) An aunt, uncle, niece, nephew, grandparent, grandchild or
first cousin of the person.

2. \If an appointing authority determines that;—fer—a—ecertain—
positiont{s)r—under Aasideration, the enforcement of the
provisions of subsection 1 will be impracticable and cause an
undue hardship to the appointing authority, the appointing
authority may prepare a written justification seeking
authorlzatlon for the appointment of person(s) to a position ex—

eta in—viotation—eof subseetion3tseeking an exemption. Factors
which may be considered include, but are not limited to,
difficulty in recruiting applicants for the positions.

3 N+ EENENE N S NN £ + 1 CEVNE I~ N2 ESSE I S PN S nt 4+
. te¥r—preparatton T—CTt WXt cCh Ju tr ot Toh—purStaht—t

e tion2—+the Justifiecation The request for exemption must:
(a) Be approved by the board; and
(b) Comply with the provisions of NRS 281.210.
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4. If approved by the board, the appointing authority may
make the appointment (s) and must provide a copy of the board's
approval, including any special conditions imposed, to the

affected employee(s) .| | commented [KM12]: NRS 281.210 does not
[l’) Oxrd N 10 ')] B authorize this exemption.
7 oo+

5.0892 Persons who become related after appointment:
Appointing authority required to take corrective action;
notification of appointing authority required.

1. If employees of an appointing authority become related in
such a manner that, if the relationship existed when the
employees were appointed, the appointing authority would have
been prohibited from appointing one of those employees pursuant
to section 5.0891, and the appointing authority has not received
approval of the board pursuant to section 5.0891, the appointing
authority shall ensure that, as soon as practicable after the
employees become related, the employees do not continue to hold
positions in which one of the employees is the immediate
supervisor, or is in the direct line of authority, of the other
employee.

2. Employees who become related after they have been
appointed to their positions as described in subsection 1 shall,
within 10 working days after they become related:

(a) Notify the appointing authority of the relationship; and

(b) Submit to the appointing authority a recommendation for
action to be taken by the appointing authority to ensure that
the employees do not continue to hold positions in which one of
the employees is the immediate supervisor, or is in the direct
line of authority of the other employee.

3. In determining the manner in which to comply with the
provisions of subsection 1, the appointing authority is not
required to accept a recommendation submitted pursuant to
subsection 2.

rv Ord N 108231

H3—ore—Ne—1 ]
5.091 Classified service: Composition, appointments and
discharge.

1. The classified service of Washoe County is comprised of

all positions in the service of Washoe County now existing or
hereafter created which are not included in the unclassified
service or are specifically exempted from the unclassified
service as set forth in section 5.045.

2. Appointments in the classified service must be made
according to merit and fitness from eligible lists prepared upon
the basis of examination, which must be open and competitive,
except as otherwise provided in the Merit Personnel System—
Srdinanee.

3. A person shall not be appointed, transferred, promoted,
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demoted or discharged as an employee effiecer;—eterk;

+aberer—in the classified service in any manner or by any means

other than those prescribed in the Merit Personnel

eféiﬁaﬁeeSystem or applicable collective bargaining agreement.
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4.5+ Notwithstanding any provision o

at kis—their pleasure pursuant to NRS 249.060.

1] .
2 O O 7 O O 7

5.093 Unclassified service: Composition, salaries set by

the Washoe County Code
or any agreement, the county treasurer may remove his—deputies

county commissioners.

1. The unclassified service of Washoe County shall be
comprised of positions held by county officers or employees,

follows:

(a) Persons chosen by election or appointment to fill an

elective office.

(b) Members of appointed boards and commissions, and

appointed heads of departments.

(c) The county manager, and those persons of the county
manager's staff who are appointed into the unclassified service.
(d) Discretionary Appointments. A department head or elected

officer may appoint a certain number of unclassified employees

not to exceed three At the discretion of the elective officer or
head of each department, a number of employees in each
department, kxcluding the elective officer or department head,
as designated by the elective officer or department head, which
shall not exceed UBL percent of the permanently established

departmental positions as authorized by the board of county
commissioners. If three (3) percent of such positions +s—equals
less than one employee, the elective officer or department head
is entitled to at least one sueh—unclassified empleyee
appointment. Human Resources is responsible for determining the

- Commented [KC13]: e believe this needs to

stay in. We need clarification that the
elected officer and department head are not
counted as part of the 3%.

number of appointments each department is entitled to and shall

use the same calculation for each department.

Commented [KC14]: These are considered
temporary employees and we do not consider
them unclassified.

Commented [KC15]: we do not do this. They are
under Nurses bargaining unit or temp or
intermittent.

(e) Physicians employed as full-time employees.
(f) o A I [ A P ey P -
Persons—holding temporary part—tim r—Eemp
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between—+th aiversity of Nevada—andeother gRtr:
(f+) Such other officers and employees as are authorized by

law to be employed in the unclassified service—, such as the

Commented [KM16R15]: Omit nursing?

~| Commented [KC17]: This is outdated. Usually

hired as Public Service Interns which would be
temp or intermittent.

Commented [KM18R17]: Let’s delete
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county treasurer who may remove his—deputies at histheir er—her—
pleasure pursuant to NRS 249.060.

2. An elective officer or department head ef—each department
i lects—E rad his—diseretion who makes discretionary
appointments as permitted by paragraph (c) of subsection 1 shall
immediately report to the—persemnel—department Human Resources
the positions designated kby—him—to be in the unclassified
service. An established classified position may not be
declassified, nor an established unclassified position
classified, while that position is occupied.

3. Salaries of all persons in the unclassified service, whose
salaries are set by the board of county commissioners and
excluding county elective officers whose salaries are fixed by
statute, shall be fixed by the board of county commissioners.

4. No person appointed to the unclassified service shall be
entitled to the rights, privileges or provisions of the
classified service relative to appointment, promotion, demotion,
transfer or rehire. An unclassified employee shall serve at the
pleasure of the appointing[authorityk

rv2og O N 2172 . O N Q0 2072 v &5 101
T 7 EEaS s A AS ) 7 7% ESaS arama CEEE~ATE=S7 7 >7 7 LT

5.094 Legal professional employees : Rights, privileges and
benefits; inapplicability of certain code provisions.

1. A legal professional employee is entitled to the rights,
privileges and benefits of an employee in the classified service
pertaining to holidays, career incentive accrual and pay,
vacation leave accrual and pay, sick leave accrual and pay,
personal leave accrual and pay, leaves of absence, travel
expenses and any other benefits deemed appropriate by the board
of county commissioners.

2. Except as provided in subsection 1, the provisions of this
chapter do not apply to legal professional employees. The
inapplicable provisions include, but are not limited to, those
relating to appointment, promotion, demotion, salary
adjustments, overtime, transfer, rehire, discipline and
discharge.

3. Legal professional employees are not covered by the
provisions of sections 5.247 and 5.267 with respect to recording
absences of less than a day. Each appointing authority
employing legal professional employees shall establish

requirements for the recording of absences of less than a day.
i 1 PR

Commented [KM19]: This has been added to the
WS definition 5.0655.
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Commented [KC20R19]: Even though this would be
in the definition, this is where we look for
the rules of Unclassified. Can this please
stay in.

Commented [KM21R19]: oh Cat! Okay.
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employees not covered by the unit as confidential employees are
entitled to the same benefits as those set forth in the

collective bargaining agreement.
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Classification Plan

5.095

Establishment of classification plan.

1.

human resources.
2.

positions in the classified service,

the

board of county commissioners relative to budgeted
appropriations for salary and wage expenditures.

3.

The Merit Personnel OSxdinanee—System shall not be

The board of county commissioners declares that since

uniform salary and wage rates and classifications are necessary
for an effective and efficient personnel system,
compensation plan shall set the official rates applicable to all
but the establishment of
the compensation plan shall in no way limit the authority of the

construed to supersede or conflict with existing or future

contracts of employment dealing with wages,

conditions.
2712 . Ord N 71
+35 ¥ers T

111
T
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5.096 Job evaluation committee:

Creation and purpose;

composition; appointment; members;

term.

1.

The job evaluation committee is hereby created.

Th

purpose of the committee is to perform a review of job

descriptions submitted by the department and determine the point

e

The classification plan shall be approved by the board of
county commissioners upon the recommendation of the director of

hours and working

value according to the current job evaluation methodology.

o

1nteornal o fFf foamat 1 o £ 2ok Tyt 1ion KW g v eon—+h BoI-AE
interral—staff function—-of Jeob atuation—based—upon—the Ppoint
£ ESPANEVY M o s o n math A~ =3
faetor mpariseon—ethodotogy=

2. The committee shall be composed of seven members as
follows:

(a) Three representatives of the Washoe County Employees

Association appointed by that Association in accordance with its

bylaws and operating practices.
(b)

One representative from the Nurses Association appointed
by that Association in accordance with its bylaws and operating

Commented [KM23]: This dept keeps changing -
need to redo language

practices.

(c) The director of human resources or the director's
designee.

(d) [The Budget Manager. direeteoreof finane rrhe director!

{ \ On A Az Aag 1 o Nt A~ doarma vt £ Saav nal

e re—dndividual—rep¥ rEing—thedepartment—of Fuvenit

73 EN EEEEN S 2N + 1 diract £ ot Ao b st

it appointed—bythe direcetorof that departments

3. The Director of Human Resources and Budget Manager or
their designees direetor—of human—+ wrees;—or—the direector!
a 1o n + 1 A3 v ESPANEVY £ £ EVSE 2 g3 N |
desipeo——end—the—reerer et —Hrapece o he <l eeater
designree;—are perpetual members of the committee.
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4. The makeup of the committee £er
recorded in writing by the Director—eizee x
When a person is removed or resigns, the association will be
notified and that association will appoint a replacement.

5. Any member, except those listed in subsection 3-—2—fe)—and—
+e—aboeve, who misses 3—three consecutive meetings without a

HS

the—members will be

£ Taa
T—roitatt

qar th

¥

valid excuse may be removed by the committee. In such event,
the direeteor—ofhuman— greesDirector will contact the
appointing association or individual ard—that—a A

individuat—witl—appoint— to discuss the possibility of
appointing a new member.
vy Ord N 11 7. N A N 21 £ £ 129 _.0c1
H3—0rd- 3 rd ££—1 ]
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5.097 Revision of classification plan.

1. When the board of county commissioners has authorized
organizational or budgetary changes which require the creation,
division, combination, alteration, or abolishment of
classification(s), the department of human resources, or the
impacted department shall bring the classes affected to the job

evaluation committee for review. The job evaluation committee
will evaluate the job(s) using generally accepted job evaluation
methodology. £he—peint—faecter mparison—methodelogy.

2. Thedepartment—of human— grees—shaltl—fromtime—to—timey
&5+ ary;—a After consultation with appointing authorities,
recommend changes in the Merit Personnel Ordinance and county

personnel regulations.

3. Any changes in classifications for positions on the
management salary schedule and division director positions or
the equivalent thereof as determined by the director of human
resources will go directly to the classification vendor for

review rather than the job evaluation committee. —direetor—of—
R 133 byt neotr Jmaliids oo P2 Hah—1u 1+ 1 an rod b
Bofraa—s = s—but—reot—tretudirg anySterpesttier +ed—
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4. The job evaluation committee will adse—have authority to
make changes in job titles to make them more reflective of job
dutiesyor to make minor changes to job descriptions so that the

descriptions reflect job responsibilities——arnd—te—mat ther
manaor ~h o + 1 4 £ SN + PNV 11+ ™1y £
miner—chang = Tassitications—= SEE we—the—Ppurpes £
P ~ £ +1 PPN RN NN nd + ot za 4 n £ + 1 Mao iy +
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5.098 Training of the committee members; rules and duties of
the job evaluation committee.
1. The department of human resources shall train er—previde—
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for—training—oef-the members of the job evaluation committee in
the peint—faetor mparisen—generally recognized methodology of
job evaluation. Thedepartment—shall be respensible—for
I I
nrosza A4 - EENNP-Y D NE IR SV SN BN IR 2= £ nA o~ £ 11 n 3
providingen—geoing trainingas—n ey —and—training—eof all new
EPNEN Jagod 2~ e o s
Feb atuatien FarEE members—
2. 6=n o+t mmTEE appointments—ha beer—made;—EThe
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h—the—assist the—human—r GE

e
s and procedures for transacting
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=t ryirg—et
to—5-—304-—3netusive. A majority of the members of the committee
constitutes a quorum for purposes of conducting a meeting and a
majority of the quorum is necessary to act upon any item.

3. Once all members have received training—in—thepoint
faetor comparisenmethodetlogyof Seb—evaluation, the committee
will meet as needed upon the call of the director of human
resources to evaluate jobs using—the point—faector compariseon—
methodology and slotting process making  and make

recommendations where appropriate regarding: the points to be
assigned to a given job, the appropriate classification of jobs,
the reclassification of positions, and the consolidation—ef—

isting—etassifieations, creatlon rew—etassifieations,
alteration—e£ isEin = ,and/or abolishment of
existing—classifications. —and—reetassifs
These issues witl—may be brought before the committee by the
director of human resources.

4. All recommendations made by the committee for the creation
of—a—rew—elassifieatien, reclassification, abolishment—ef—as—

isting—etassifieation, consolidation—ef—etassifieations, or
alteration of existing classifications, or where there is a
fiscal impact, must be forwarded to the board of county
commissioners for final action.

5. ©Nothing herein alters a department head's responsibility
for proper administration of that department's budget.
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5.099 Classification of positions. All positions in the
classified service shall be allocated to an appropriate class in
the classification plan. The—altlocation-ofpositions—t e S
B 1+ 1 on T el ot e 4+ +1h ceritors Fabliahad 2 PoE SIS
posittions—inrelation—teo—th riteria—established—in tion
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5.101 Reporting changes or newin positions; reclassification of

positions.

1. Whenever an appointing authority proposes the
establishment of a new position or makes a significant change in
the duties and responsibilities of an existing position, the
facts shall be reported to the department of human resources in
the manner and on the forms prescribed by the department, with
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the advice of the appointing authority.

2. Requests for reclassification which result from program
changes, establishment of new positions, changes to
organizational structure, changes in the level of service which
require a new classification, or establishment of new
classifications shall be submitted on the forms prescribed by
the department of human resources by the appointing authority as
part of the department's/divisien's annual budget process for
approval by the board of county commissioners.

3. The department of human resources shall be responsible for
confirming the duties and responsibilities assigned to the
position.

34. The job evaluation committee shall be responsible for
providing the evaluation of the position and the appropriate
classification using the generally accepted job evaluation with—

. ) - i ] . - ;
methodology.—and—stetting—proecess~ The points assigned is—are
the determining factor in establishing the pay range.

5. The department of human resources shall be responsible
for providing the pay analysis and recommendation for any
program/—classification changes prior to submission to the board
of county commissioners.

6. In the event that a request for a new position or
reclassification under this subsection cannot by necessity be
made as part of the budget process, the appointing authority
shall submit the request to the budget office and human
resources for consideration. If approved, the request will be
evaluated by the job evaluation committee and their

recommendation will be submitted H{eorn—theappropriate—forms—and
Atk + 1 NN J3:0+ 2 n mma ] na e o 11
with—the—Jeb atuatien e s—ard—human—r Hrees
department?! ¥ mmendatiensy directly to the board of count

P Yy Yy
commissioners for approval.
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5.103 Investigations. The department of human resources, upon

the written request of an appointing authority or an employee,
or upon its own initiative, may investigate the classification
status of any existing position.

rr40 O N 2172 . O N 22 1001
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5.105 Status on reclassification.

1. An incumbent of a reclassified position may retainhis—
sppeintment—and—move to the level of the reclassified position
when—hehasperformed—theduts for—6—months—and— if the
incumbent meets the minimum qualifications for the new class.
When an employee has been performing the duties and
responsibilities for 6 months prior to reclassification, the

employee shall not be required to serve a new probationary
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period.

2. When a position is reclassified to a higher level salary
grade and the incumbent retains kis—appeintment—statusthe
position, or is appeinted-selected from an apprepriate—eligible
list, kis— the salary shall be governed by the provisions
relating to promotion.

3. The effective date of a position reclassified to a class
having the same or higher salary grade shall be either the date
the position was studied, or 90 days after the request to study
the position was received in the human resources department,
whichever occurs first; or another date as may be agreed to
between an employees' association and the county. The effective
date of a position reclassified to a class having a lower salary
grade shall be the date the position was studied.

4. An incumbent of a position reclassified downward shall
retain his or her status in the lower class. If the incumbent's
current salary exceeds the top of the salary range for the lower
classification, the salary will hett—havehis—satary—frozen
until the grade encompasses the frozen rate of pay.

H41—0rd—Ne—233 Ord-—Nes+—7F33—828—9005—30038
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5.107 Interpretation of specifications.

1. The class specifications are intended to be descriptive
and explanatory rather than restrictive. The use of a
particular expression or illustration as to duties shall not be
interpreted to exclude others not mentioned which are of similar
kind or quantity.

2. In determining the class to which any position shall be
allocated, the specification shall be considered as a whole and
in relation to others in the classification plan. Consideration
shall be given to the duties, responsibilities, qualifications,
knowledge and abilities required in relation to those of other
classes in determining the kinds of positions which a class is
intended to include.

3. The staotement—of guatificationsreguired—experience and
training requirements statement for a partiewtar—class is
intended as a standard for the evaluation of applicants. The
department of human resources has the authority, after
consultation with appointing authorities, to interpret these
qualifications so that equivalent qualifications to those stated
in the specifications may be accepted.

4. Even though not specifically mentioned in the class
specifications, the following qualifications are implied
requirements and Qualtifieatiens—expected of all incumbents of
positions in county employment:+

(a) —sveh—as a valid driver's license when the position

requires driving,
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(b) ox g h 2o na o+ ] K 1+
good—physiecal—and—mental—heatth,
(c) freedomfromdisablingdefeetsy—honesty, sebriety;—
courtesy and industry;—shaell—bedeemed—to—be—implied—in—th
ol 2 £4 + 1 PR N T DI BE VPN £ 2N ] n +thotioabh oAt
quetifieation reguirements—of ecach elassy a—though—reot
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peetficallymentioned—an—th 1as peeifications—.
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Compensation
5.109 Compensation plan. The compensation plan of Washoe

County consists of the schedule of grades of pay as prepared by
the department of human resources after consultation with
appointing authorities and approved by the board of county
commissioners. Each class in the classification plan shall be
assigned to the appropriate grade in the compensation plan.

1] .
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5.111 Establishing salary grades. In recommending to which
grade classes shall be assigned, the department of human
resources shall give appropriate consideration to the following
factors:

1. Maintenance of equitable relationships between classes
based on their relative duties and responsibilities;

2. The level of prevailing rates for comparable work in
private and public employment; and

3. Available cost-of-living information.

rv44 Oxrd N 2712 . DO N 272 10601
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5.113 Total compensation.

1.The grade for each class represents the range of pay rates
for full-time biweekly employment unless the compensation plan
specifically states otherwise.

2. Unless otherwise indicated in the compensation plan, the
rates of pay set forth represent the total compensation in every
form except for overtime compensation.

3. Reimbursement of an employee for expenses incurred in
operating his or her private motor vehicle for the convenience
of the county shall not be deemed to be a part of total

compensation.
rr4e Oxrd N 2
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5.115 Application of rates. Each employee in—+the—elassified
serviee—shall be paid within the salary range in the grade for
the appropriate class.

r'4¢ Oxrd N 2712 . DO N 22 QD 1
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5.117 Part-time employment.
1. An employee who works in a permanent position established
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for a portion of a regular work week or work year shall be paid
for the actual hours worked.

2. Part-time employment does not include temporary,
intermittent or seasonal employment.

3. Combined positions with the county shall not exceed 8 hours

per day total work time, or more than 40 hours per work week,

except in the case of authorized overtime.
rv479 Ord N 2713 . Ord N Q29 137 £ £ f=20-0Na1
49 —Ord—No+—2133 ra-—Neos— — ££- .

5.119 Rate on initial hire, rehire, promotion, demotion or
transfer.

1. Initial hire for a position shall be made at the entrance
rate of the range for the class, except as provided in sections
5.123 (special salary adjustments) and 5.203 (employees of
organizations whose functions have been assumed by Washoe
County) .

2. A former permanent employee, who, after a break in
service, 1s reinstated to a position in the same or a related
class, shall be compensated at a rate at or below kis—the
previous relative placement in the salary range for the former
position, at the discretion of the appointing authority.
Compensation at a higher rate may be allowed upon approval by
the director of human resources.

3. Whenr—an—employ is—premeted;—he—Upon promotion, an
employee is entitled to the entry salary for the higher grade or
10 percent above the employee's base salary, whichever is
greater, provided there is at least a 10 percent differential
between the top of the salary range for the lower grade and the
top of the salary range for the higher grade.

(a) If the differential between the two grades is between 5
percent and 10 percent, the employee is entitled to

the entry salary for the higher grade or the differential
between the two grades, whichever is greater.

(b) If the differential between the two grades is less than
5 percent, the employee is entitled to the entry salary or
5 percent, whichever is greater, except as provided below.
(c) In all instances, the amount of the salary increase
upon promotion must not exceed the top of the salary range
for the higher grade. Any exception may be approved by the
county manager upon written justification from the
appointing authority and recommendation of the assistant
county manager or designee.

4. When o permaonent—empt is—demeted;—he—An employee who
is demoted shall be compensated within the range at a rate which
reflects an approximate 5 percent salary decrease in the class
to which the employeeke is demoted. The salary decrease may be
waived upon approval by the appointing authority.-—eane—the—

as ESIENER £ £V
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5. When—an— An employee who transfers to a position in
another class shall be compensated at the same pay rate +—he—3s—
reitled—+teo—th rrespending—step—in the same salary range.
Any exception requires written justification of the appointing
authority and approval by the director of human resources.

[vr4 O N 2123 N O\ N £0Q 722 Q2 1058 10601
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5.121 Merit salary adjustment.

1. Except as provided in subsection 2, the amount of the
merit salary adjustment which may be paid is 5 percent of an
employee's base salary, excluding any overtime. A merit salary
adjustment must be based upon satisfactory job performance.

2. A merit salary adjustment may be given only if the
employee's total salary, after adding the adjustment, does not
exceed the maximum amount of the employee's salary range. If

giving the full merit salary adjustment would result in a total
salary exceeding that maximum amount, the employee may be given
a reduced adjustment which would result in a total salary equal
to the maximum amount of the employee's salary range. However,
if a merit increase brings an employee within one -half 2
percent of the top of the range, the employee shall be paid at
the maximum salary for the range.

3. Earned merit salary adjustment shall be made on the
employee's merit salary increase date.
4. An employee who is not given a merit salary increase on

the annual merit review date is eligible to receive the merit
salary increase at any later pay period during the annual review
year. Granting a delayed merit salary increase in any
succeeding pay period does not affect the employee's merit
anniversary date.

5. An employee who has had his or her merit salary increase
withheld is entitled to receive this increase only within the
immediately succeeding merit review period. The appointing
authority may reevaluate the employee at any time during this
subsequent period.

6. When the merit salary adjustment is delayed solely through
administrative or clerical error, the adjustment shall be made
effective as of the date it was properly due.

[ 490 O N 2172 . O N Q0 40Q 7220 Q
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5.122 Salary adjustment for less than 2 consecutive days off in

work week.

1. It is the policy of Washoe County that every department
and agency shall, when possible, schedule work days for its
employees in a manner which provides each employee with at least
2 consecutive days off in a work week.

2. Except as provided in subsection 3, if an employee works a
regularly assigned schedule that does not contain at least 2
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consecutive days off in a work week, that employee is entitled
to a 5 percent increase in their ®is—base pay for all hours
worked in that work week.

3. The failure of an employee to receive at least 2
consecutive days off in a work week because the employeeke has
worked overtime does not entitle an employee to any increase in
thehis base pay.

4. Nothing in this section limits the power of Washoe County
to schedule an employee's hours or compel an employee to work
overtime.

e Oxrd N /o Ry S Ord N |
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5.123 Special salary adjustments.

1. An accelerated rate of pay may be made for new hires in
order to meet difficult recruiting problems or to obtain a
person with markedly superior qualifications under the following
conditions:

(a) An appointing authority may appoint an individual into
the salary range for a classification used exclusively by
his—their department.

(b) Appointments above the entry rate for classifications
found in more than one department must be pre-approved by
the director of human resources or designee. Whenever a
position is filled in this manner, the salary of the other
incumbents occupying that same class shall be reviewed and
may be recommended for adjustment by the director or
designee.—directeor—of human—= o .

2. A special salary adjustment, within the range, may be
approved by the director of human resources or designee in order
to correct existing salary inequities.

3. A 5 percent pay increment may be approved by the director
of human resources or designee for an incumbent of a
classification temporarily assigned duties and responsibilities
beyond those required for the classification as a whole. 1In the
event that the duties are assigned for longer than 6 months, a
classification study shall be conducted
and an appropriate classification assigned to the position.

7 B - 7 - - 7 7 7

5.125 Statement of overtime policy; authority to prescribe
policy and procedures.

1. It is the policy of Washoe County that overtime should be
kept to an absolute minimum consistent with the basic functions
and purposes of the operating department and shall remain within
the spending authority as provided in each department's budget.

2. Decisions concerning the need for overtime are fiscal and
management functions. Therefore, policies, requirements,
procedures and necessary records shall be prescribed by the
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county manager with the approval of the board of county

commissioners.
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5.126 Overtime; computation of time worked. For employees who
are compensated for overtime at time and one-half or straight
time, overtime shall only be based upon actual time worked.
However, time paid, but not worked, including annual leave,
compensatory time, holiday and personal leave, but excluding
time paid while on sick leave, shall be considered as time
worked for the purpose of computing overtime.

rv4 Ord AL 6237 . Ord AL QL C Qcc Q77 10
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5.127 Rate of earning accrued overtime.

1. For those employees who are covered by the overtime
requirements of the Fair Labor Standards Act, overtime shall be
earned at the rate of one and one-half times their regular
hourly rate for each hour or major fraction thereof worked.

2. For those employees who are exempt from the overtime
requirements of the Act as provided for in section 5.137,
overtime shall be at straight time unless otherwise provided by
a collective bargaining agreement or resolution.

[ ~p) Ord N 21 Ord N 7 Q. QL6 [oWANAm|
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5.129 Emergency overtime. Emergency overtime is a need to be
determined by the elective officer or head of each department.
Where the overtime is the result of predictable or extended
increase in workload, prior approval of the county manager is

necessary.
[ve2 OrA N 21221
- —
5.131 Overtime to be authorized in advance. In all cases where

overtime is necessary, it shall be authorized in advance by the
responsible supervisor before being worked, approved or
liquidated by the subordinate employee, unless emergency

prevents prior approval.
[vc4 Ord N 21 il
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5.133 Reports of overtime work required.

1. All overtime work within a department or office shall be
reported-reviewed on a biweekly basis te—by the department head
or elective effieerofficial or designee.

2. Annually, or more often if deemed necessary, the county
manager shatdt-—may submit a report of the total hours of overtime
worked in each department or office to the board of county
commissioners.

rvrog Ord N 2172 . Ord N 4091
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5.135 Compensation for overtime; limit on overtime accrual.
Except as provided in subsection 4, an employee shall be
compensated for overtime work at the applicable rates provided

for in section 5.127 (rate of earning accrued overtime) in the
following manner:

1. Either cash payment, —e¥ compensatory time off, or a
combination thereof, which election must be made at the time
earned.

2. Except for those employees described in subsection 3, an

employee shall not accumulate more than 240 hours of
compensatory time; any overtime in excess of 240 hours shall be
provided in cash.

3. A public safety employee as defined under the Fair Labor
Standards Act shall not accumulate more than 480 hours of
compensatory time; any overtime in excess of 480 hours shall be
provided in cash.

4. All employees on the unclassified management salary
schedule and division directors at salary grade T and above on
the confidential salary schedule are only eligible for
compensatory time. For these employees, any overtime worked
beyond 240 hours shall not be accumulated or recorded.

[vc g Ny N 2172 . Ny N 261 C & I~ Q7 1
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5.137 Classes which are exempt from payment of overtime. The

department of human resources shall maintain

a listing of those

positions which are exempt from the overtime requirements of the
Fair Labor Standards Act. based—upon—either the prefessienaly
174 3 3 e Ama o EIE N o Aol 4 forth in + 1 +
—— R T
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5.139 Payment of accrued overtime on transfer, termination;
exception. Except as provided in subsection 34, an employee

shall be paid for accrued overtime upon transfer or termination
as follows:

1. If an employee who has accumulated overtime credit
transfers from a position under the jurisdiction of one
appointing authority to a position under the jurisdiction of
another appointing authority before the accumulated time has
been taken or compensated for, all accumulated overtime shall be
compensated for[by the department or office the employee is
leaving at the salary rate and pay grade from which the employee

==
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If an employee who has accumulated compensatory time moves
from a position eligible for compensatory leave payout to a
position ineligible for compensatory leave payout before the
accumulated time has been taken or compensated for, all
accumulated compensatory leave shall be compensated for at the
salary rate and pay grade from which the employee is moving.
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23. If an employee who has accumulated overtime credit
terminates county employment before the accumulated time has
been taken or compensated for, all accumulated overtime shall be
compensated for by the employing office or department at the
time of termination.

34. Employees on the unclassified management salary schedule
shall not receive a cash payment for any accumulated
compensatory time in any circumstance.

—45. Division directors at salary grade T and above on the
confidential salary schedule shall not receive a cash payment
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5.143 Appeals from salary decisions for unrepresented
employees. Reasonable opportunity to be heard shall be provided
by the department of human resources to any employee who is not
covered by a collective bargaining agreement and is affected by
a change in salary or classification. The employee shall direct
his—their request to kis—their appointing authority, who shall
seek to arrive at a solution consistent with the classification
and compensation plans and acceptable to the employee. If the
appointing authority is unable to resolve such a request within
a reasonable time, the matter shall be submitted to the human

resources department. IE—theproblemecannot—beresolved—at—that
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5.145 Career incentive plan for employees; inapplicability to
certain elected county officials and certain employees.
1. Career Incentive Plan: Except as provided in subsection 5,
a career incentive plan is hereby instituted for county
employees as follows:
(a) An employee who has 5 or more years of continuous
full-time equivalent county service and who, for the
preceding review period, has been rated standard or better
pursuant to sections 5.283 to 5.287 (evaluation of
performance), inclusive, 1is entitled to career incentive
pay at the rate set forth in paragraph (c).
(b) A permanent part-time employee is entitled to career
incentive pay in the manner provided for full-time
employees in paragraph (a), except that a part-time
employee must work or be in a paid leave status the same
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number of hours as a full-time employee works in 1 year in
order to receive a "year of full-time county service"
within the meaning of paragraph (a). A part-time employee
completing the number of "years of full-time county
service" set forth in paragraph (a) is entitled to career
incentive pay at the rate set forth in paragraph (c).
(c) An employee entitled to career incentive pay shall

receive: $300-per—vyearof serviceup—to o maximum annual—

e e e L £ i
Total Years of Annual Longevity Amount of Semi-
Full-Time Service Payment Annual Installments
5-6 $1,500.00 $750.00
6-7 $1,600.00 $800.00
7-8 $1,700.00 $850.00
8-9 $1,800.00 $900.00
9-10 $1,900.00 $950.00
10-11 $3,000.00 $1,500.00
11-12 $3,100.00 $1,550.00
12-13 $3,200.00 $1,600.00
13-14 $3,300.00 $1,650.00
14-15 $3,400.00 $1,700.00
15-16 $3,500.00 $1,750.00
16-17 $3,600.00 $1,800.00
17-18 $3,700.00 $1,850.00
18-19 $3,800.00 $1,900.00
19-20 $3,900.00 $1,950.00
20-21 $4,000.00 $2,000.00
21-22 $4,100.00 $2,050.00
22-23 $4,200.00 $2,100.00
23-24 $4,300.00 $2,150.00
24-25 $4,400.00 $2,200.00
25-26 $4,500.00 $2,250.00
26-27 $4,600.00 $2,300.00
27-28 $4,700.00 $2,350.00
28-29 $4,800.00 $2,400.00
29-30 $4,900.00 $2,450.00
30-or more $5,000.00 $2,500.00

(d) For purposes of career incentive pay:

(+1) The number of "years of full-time county service"
does not include any period in excess of 31 calendar days
per calendar year during which an employee is on leave
without pay.

(2ii) The number of years an employee has been in the
service of the county includes all periods of continuous
service after the date the employee was last hired as a
permanent employee, and includes former periods of service
if each applicable period of separation may be bridged
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pursuant to subsection 2.

2. Bridging Periods of Separation. A period of separation may
not be bridged to increase the number of years of service,
except that:

(a) A period of separation which resulted from a layoff
may be bridged to increase the number of years of service
if the employee was subsequently rehired pursuant to
section 5.311 (Layoff: Rehire).

(b) A period of separation may be bridged if the employee
was rehired within 1 year after the date of commencement of
the separation and the employee has been in the continuous
service of the county for 1 year after the date he was
rehired.

3. An employee's eligibility for career incentive pay must be
reviewed as of June 1 and December 1 of each year with payment
to be effected in equal semiannual installments payable on the
first pay day of June and December immediately following a
determination of eligibility.

4. Upon death or f¥or qualified employees retiring or
resigning in good standing before the due date of any semiannual
increment, the amount of the payment shall be prorated.

5. The career incentive plan does not apply to elected county
officers, the amount of whose annual salaries are governed by
the provisions of NRS 245.043 (annual salaries of elected county

officers), and does not apply to any employee who is covered by
a collective bargaining agreement entered into pursuant to
chapter 288 of the Nevada Revised Statutes.
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5.146 Career incentive plan for justices of the peace.

1. A justice of the peace who has served in office for more
than 4 years is entitled to an additional salary of 2 percent of
his—their base salary for each full calendar year they havehe—
kas served in kis—their office. For the purposes of this section
a full calendar year includes the time from the first Monday in
January until December 31st for a justice of the peace who was
elected in the preceding regular election.

2. The additional salary provided in this section for an
eligible justice of the peace:

(a) Is computed on July 1 of each year by multiplying 2
percent of the base salary for the appropriate fiscal year
by the number of full calendar years the justice of the
peace has served in his office;

(b) Must not exceed 20 percent of the base salary of the
justice of the peace; and

(c) Is calculated and paid in the same manner as it is for
every other eeunty—Washoe County elected official.

3. If the additional salary provided for in this section is
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modified,

or terminated for all other county elected

phased out,

or termination shall

phase out,
apply to Washoe County Justices of the Peace at the same time,

said modification,

officials,

and on the same terms and conditions as it

applies to all other Washoe County elected officials.
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Types of examinations.
Human resources shall establish and administer competitive

5.149

1.
examinations for the purposes of hiring and promotion into the

classified service of Washoe County.

The examinations shall evaluate the qualifications of the

2.
applicants.

Examinations shall be open to all applicants who are

3.
authorized to work in the United States and who meet the minimum

qualifications.
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Human Resources shall determine whether an applicants meets

1.
the minimum qualifications to compete for am—employment or

promotion.
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2. Human Resources may consider any combination of the following

before examination or certification of a list:

s

(a) Tests of qualifications in written, oral, online and/or

performance form;

(b) Evaluation of education, experience, training, skills
and/or abilities;

(c) Investigation of character, personality, and/or
background

(d) References by persons having knowledge of the
applicant;

(e) Evidence of citizenship or right to work in the United
States,

(f) A DD-214 form showing honorable discharge from the
Armed Forces of the United States,

(g) Valid licenses or certifications, or

(h) Evidence of identification, fitness and qualification.
(i) Any other job-specific requirements Human Resources
deems appropriate for the position.
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Submitted applications and all other examination materials,

inclu

ding examination questions and booklets, are the property

of the department.
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5.154 Application for flexibly staffed class series.
1.

“Flexibly staff series” means a group of related positions

throu

gh which an employee may progress to the next level in the




The hiring department may hire at any of the advertised

2.

series upon meeting the requirements of the class and the
levels within the class series.

recommendation of the appointing authority.
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Eligibility to compete.

5.155

the

in

ions

ions

t

1lve exXamlina

for classified posit

Competit
Washoe County service shall be open to all applicants who are

authorized to work in the United States and who meet the

qualifications established for the class or position for which
application is being made.

Ban the Box legislation
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the criminal history of

In accordance with NRS Chapter 245,

2
an applicant for employment may be considered only after the

earlier of the final interview conducted in person or the

A policy will have to

incorporated (AB 384).

be drafted to incorporate specific statutory

provisions.

pursuant to a specific provision of state or federal
a person is disqualified from employment in a particular

position because of the particular criminal history of the

extension to the applicant of a conditional offer of employment
person.
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Promotional examinations.
Merit and fitness for promotion within the public service

5.157
1.
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shall be ascertained through competitive examinations, except as
provided in sections 5.105 (reclassification), 5.160 (waiver of
examination), and 5.202 (interjurisdictional transfers).

2. P A promotional examinations may apply to all departments
or may be restricted to qualified employees in one department if
it is determined by the director of human resources that there
is a sufficient number of qualified employees in a single
department. and—ali—relevant gty —pot
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3. Competition in promotional examinations shall be limited to
employees who:
+(a). Have permanent or probationary status and have served
at least 6 months in the classified service. Department only-
promotions are limited to employees who have worked at least 6
months in the classified service in the department

1 on + 131N

fonat—unit—oerwnits—Ffer—which the examination is being

A +
reganizat
held; and

2= (b) Meet the minimum requirements for the class for which
the examination is being held; and
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5.159 Time for examinations and interviews.

1. Examinations. Upon giving a minimum of 3 days' notice to
his or her immediate supervisor, a county employee;—eotherwise—
guatifiedsy—shall be permitted to take a reasonable amount of
time to take any examination given by the department of human
resources during working hours without loss of pay. Empteyees—
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2.Interviews. Upon giving a reasonable amount of notice to his
or her immediate supervisor, a county employee shall be
permitted to take a reasonable amount of time to interview
during working hours. At the discretion of the appointing
authority, employees may interview during working hours and are
witheouwt—Jteoss—ef pay er may Ppe—required to use appropriate
accrued leave and/or to flex their work time.
e
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5.160 Waiver of examination. The director of human resources
may waive examination for those classes requiring specific
training, education, certification, licensure, experience or

when there are an insufficient number of qualified candidates.
I
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All qualified applicants shall be placed on an unranked eligible
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5.161 Postponement of tests. If the department of human
resources determines that a sufficient number of qualified
candidates has not made application for an examination or for
other good reason, the department may postpone or cancel a test
or an examination or extend the filing.-periedby—ogiving

1 Nl PSRN 2N et ES AN £

o o= PEoT=T "otx (SraSra T

rv7n Ord N 2112 . Ord N 72 10601
T 7 EeaS T2 EeaS < 7 T T

5.163 Continuous examinations.

1. The department of human resources may conduct examinations
and create countywide eligible lists continuously.

2. The names of eligibles who took the same or a comparable
examination on different dates may be ranked, for purposes of
certification, in the order of final earned ratings, except as
such order may be modified by the application of veterans'
preference point.

3. Eligibility from a continuous examination may be deemed to be
established as of the date of the candidate’s application

10601
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5.165 Announcement of examinations.
1. Public notice of each examination shall be given.
2. Examination announcements shall be in such form as the

department of human resources requires. —but—shalt—include—a
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5.167 Minimum passing scores.
1. The passing score for attaining a place on an eligible list
shall be a rating of at least 70 percent. In—examinatieons;,—the—
Fo—percent—rneednot—be—thearithmetie— The 70 percent score is
derived from the raw score and may be adjusted based on factors
stablished by Human Resources. £—h
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2. Cempetiters—Applicants failing to achieve a passing score
in any phase of the examination process may be disqualified from
further participation in the fmmediate—current examination.

3. Test items and raters' comments are confidential and are
not subject to inspection by the candidate.

4. Comments to test items must be submitted at the time the
test is being administered on forms supplied by department of
human resources. The department of human resources will review
the comments and may take any actions it deems appropriate.

5. Failing score information is not provided to candidates.
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5.169 Appeal £
1. Appeal of ts5—of amiratieons—er—findings of
ineligibility to compete must be received in writing in the
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g
i
d

department of human resources within 521 business day—eatendasr
working days—after the date of gradernetifiecation—or
notification of ineligibility to compete.

2. Appeals are limited to evaluation and/or clarification of
application materials previously submitted. No new information

H
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5.170 Joint appeal process for joint agency recruitments;
appeals from joint agency examinations. In the event Washoe
County 1s a party to a cooperative agreement with other local
agencies for the purpose of conducting a joint recruitment for
similar public employee positions, the county may agree to
participate in a mutually agreed upon joint examination appeal
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submitted prior to exam scoring.
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Eligible List and Certification

5.175 Types of lists.
1. The director shall adopt procedures for the establishment
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of eligible lists for appointment and @romotion
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at. Reemployment lists, consisting of the names of employees
who have been laid off.

b2. Department promotional lists.

c3. Countywide promotional lists.

d4. Open competitive Eligible lists.—fxrem

e5. Transfer lists.

f6. Inter-jurisdiction transfer lists.

g#. Voluntary demotion lists.

8h. Reinstatement lists.

9i. An unranked list created under section 5.160 (waiver of
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5.177 Order of names. The names of eligibles on promotional

and open eligible lists shall be ranked in the order of their
total rating earned in the examination, including veterans'
preference.
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5.179 Duration of lists. The term of eligibility of applicants

on such lists is 1 year but may be extended by the director of
human resources up to a maximum of 3 years unless one of the
following conditions are met:

(a) until the duties or qualifications for the
classification have materially changed;

(b) until a sufficient majority of candidates on the list
have been interviewed and the hiring authority determines the
number of remaining eligible candidates on the list in relation

to the labor market is insufficient to meet the needs of the
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department with the approval of the Director; or
(c)until the director determines the number of remaining
eligible candidates on the list in relation to the labor market
is insufficient to meet the needs of the County.
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5.181 Merger—of 1ists-—Integration into Subsequent Lists

1. The names of eligible persons on current lists may be
integrated onto subsequent lists for the same class if there has

been no material change in the qualification requirements and/or

examination process. If the list is a ranked list, the names of
eligible persons may be integrated according to the final scores

of those eligible persons.

2. As used in this section, “material change” includes,
without limitation, a change in the minimum qualifications for
the class or the subject matter, scope or weights of various
phases of the examination.

[NAC 284.370]
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5.183 Removal of names from eligible lists.
1. The names of eligible persons may be removed from the
active lists for any of the following causes:
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full-time permanent position in the class for which the
examination was given.

(b) Expiration ef—the—+termeofeligibility—of the eligible
list.

(c) Separation of a promotional eligible from the county
service.

(d) Failure to respond within the required time to any
notice ef—eertificationor—av ISE
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(e) fFailure to appear for a scheduled interview,
(f) er—where—reguired;—£fFailure to submit requested forms
or information.
(eg) A request by the eligible to be removed from the list.
(h) A request by the eligible to be removed from the list.—

(1) For causes listed in section 5.185
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—3~2 A person whose name has been removed from an eligible
list may request to be reinstated on the list under the
following conditions:
(a) A probationary employee who has resigned from county
service in good standing—mey—be—reit ted—teo—th :
st
(b) A promotional eligible who has resigned from county
service in good standing may be reinstated to the open
competitive list; or
(c) An employee who is no longer eligible as a promotional
candidate em—a—3ist—may be reinmsteted—+teplaced on the open
competitive list.
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(d) An e&&g&b&e—employee removed from the list due to
selection pursuant to subsection 1(a) above whe—may
subsequently voluntarily demotes to a class in a lower
grade may be reinstated to the list.

(e) An eligible person whose name has been removed from a
current list may request that his or her name be
reactivated by stating the reasons for the request. If the
department of human resources determines that the reasons
are justified, and the person’s term of eligibility has not
otherwise expired, his or her name may be reactivated. Aﬁ—
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5.185 Director of human resources may refuse to examine or
refuse to certify an applicant. The director of human resources
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Certification of names and creation of referral list.

5.189
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The Director shall create and ceztify the names from current
eligible lists resulting in the creation of a referral list in
response to a request from an appointing authority. The

appointing authority shall specify the number of eligibles
needed.

(a) For an initial vacancy, the—eappeointing auvtherity shaltl
reguest—a the referral list shall contain an even number
of elibibles. names—to—be—ecertified rging—frem

g
(i) The list shall contain a minimum of one eligible from
the promotional list and one eligible from the open
competitive list.
(ii) The promotional list candidates shall be ranked by
final score and precede the open competitive candidates,
who are ranked by final score.
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(iii) If an insufficient number of either open competitive
or promotional eligibles are available, additional names
may be certified from the other pertien—-of—th et

list to complete the certification.
(iv) If there are fewer than—the number—eof-available names

than requested by the appointing authority em—a—+ist, the
list may be forwarded with the fewer number or

rtifieation—qualified eligible from other lists may be

forwarded to the appointing authority—determined—+to—b
appropriate by the human—= wrees—departments- Names from
other lists must follow those names must follow those on
the original referral list. +—Ff—any;—ecertifiedfrom—Eth
EOSE R NN | 13 1] 15 +

riegtrat—etigible—dists

(b) For multiple vacancies within 45 90 days of original
certification date, eme—more names from each of —frem the
promotional and open competitive portions of the eligible list
may be certified for each additional vacancy.

(c) When—within—the —rarg £ Ao to—be—ecertified—there
are tied scores within the range of names to be certified, the
tie shall not be broken, and all eligibles with the tied score
shall be certified.

2. For each initial vacancy for unskilled and semiskilled
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classes, the appointing authority shall request a number of
names to be randomly certified from unranked eligible lists,+—
from—aminimumof six—to o masximumof twenty names= For
multiple vacancies within 45— 90 days of the original
certification date, eme-more names may be certified for each
additional vacancy.

3. An appointing authority may request selective
certification for a particular position if the standard
certification described in subsection 1 does not provide
candidates qualified to perform duties of the position
satisfactorily. Where selective certification is necessary, the
appointing authority shall furnish in writing those specialized
requirements peevtiar—to— of the position and the reasons for
such requirements.

(a) If the department of human resources determines that
the facts and reasons justify selective certification, the
department may certify the highest ranking eligibles who
possess the special qualifications.

(b) Certification of eligibles of only one sex must not be
made unless there is clear evidence that efficient
performance of duties assigned could be performed only by
the sex specified.

(c) Authorization for selective certification must be made
on the basis of requirements and needs of the position. =aa—
2 nAa I EETEN B =N 4

4. If the number of eligibles requested by the appointing
authority pursuant to section 1 or 2 is not available for
appointment, the appointing authority may make an appointment
from the remaining eligibles or make a provisional appointment
upon approval by the department of human resources.

5 Th nom £ n 13 ~a m nat W ritq £1 g ma +h o
The—aam £ an—-eligible may notb rtifiedmore—than

+h + 3 m vy v A 24+ n 3 + m PEEENNE IR I IR 2Wm

e —imes—ferpermarent—pesttienstothe same appoiating

PEE =l SN I from +h m 1121 12 + i + +h raoor + £

auwtherity from—th SR THegibledists pt—at—the reguest—of

the—appointingautherity—After initial certification, an

appointing authority may, based upon job-related criteria,
request that the department of human resources remove an
eligible's name from the eligible list for future certifications
to that department. The appointing authority must notify the
eligible in writing of the reasons justifying £hkeiz—removal from
the list.
6. In order to be placed on a the applicable list, the
department of human resources must be notified in writing when
(a) An employee who is requesting a transfer from one
department or class, or
(b) a probationary employee who is requesting a transfer
from a part-time to full-time position, or vice versa, or
(c) an employee who is requesting a voluntary demotion, or
(d) a current or former employee who is requesting
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reinstatement.—must—seornetify the department—of human
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¥ o IRr—writing,—in—order—+tobeplaced—on—+th
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appropriat rtification1ist—in—addition—+to—+the nam
vt g £ a 1irm A EANER 73 E n £ 131 + PN 1 nd D
rtified—under—the provisions—of subseetions—T—and—2=

7. Certification of eligibles from unranked lists established
in accordance with section 5.160 (waiver of examination) shall
include all available eligibles on such lists.

8. Duplicate names shall not be certified from more than one
eligible list in a flexibly staffed class series. Eligible
candidates who appear on more than one list in the series shall
be certified from the highest level list within the class series
the hiring department requests. The hiring department has the
discretion to hire at any level within the class series +—unltess—

] il T - o ]
leszal £ + 1 'V‘l'\'-l

FI P hich

1 I —4nliev—-of+the highex 1

['84, Ord. No. 213; A Ord. Nos. 360, 491, 611, 730, 733, 828,
60, 1244]

¢
882, 905, 945, 1054, 10

5.191 Duty of eligibles to respond. Every eligible shall

respond by the deadline listed on the within catendar—days
after notice.—of reifieation.

re 1= Ord N 2712 . Ord N Q921

f d—MNo—2+3 =d—N 8821
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5.192 Consideration of eligible candidates.

1. Once a list is certified, candidates on the list must be
given consideration for appeimtment— the position by the
appointing authority.

2. An appointing authority may screen such candidates using
any or all of the following job-related screening processes:
interview, background investigation, reference check, pre-
employment medical exam (where such exam meets the requirements
of the ADA), and other appropriate job-related screening
processes. If an appointing authority uses such screening
processes, all eligible candidates must be screened with that
process.;—hoewever;—a

3. An appointing authority may modify the process used for

each list depending upon the list under consideration. Fexr—

E o bacleraan d ohanl ESWENEVY PENEE IR
(SERIC S Suns aa SAS AST NS [EaaS A 5 328 3 T KT OFr—atfr—3HtceE

Jurisdietion—transfer- All applicable screening processes must

ma A
G

=
NE 41
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Appointments

5.193 Types of appointments. Vacancies in positions in the
classified service may be filled by the appointing authority by
rehire, transfer, demotion, appointment from an appropriate
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eligible list. Vacancies in the unclassified service may be
filled as discretationaryby appointments er—temporary—
appointment—by a department head or elected official. —suppitied—

O .
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5.195 Reinstatement.

1. An employee who has attained permanent status in a class
and who has:

(a) Resigned from the county service in good standing;

(b) Accepted an unclassified appointment; or

(c) Accepted a voluntary demotion
may be reinstated under the following conditions:

(i+) The position must be in the same or related class to

that held by the employee at the time of resignation, change to

unclassified status, or voluntary demotion. The position must
have reasonably similar knowledge, skills and abilities and be

at the same or a lower salary grade. =+
i :

1) i) 3ot

{7 T TR trohy
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(1ii2) Reinstatement must occur within 3—years—1 year from
the date of resignation, change to unclassified status or
voluntary demotion.

(11i3) Reinstatement must be upon approval by the director
of human resources or designee.

2. Reinstatement of a permanent or unclassified employee
shall not require the service of a new probationary period.
Reinstatement of an employee who has resigned shall require the
service of a new probationary period.

rvo- Oxrd N 212 . Ord N 72 Q29 Q17
T 7 E=AS s A AS A a2 EeaS g 7 E=

10603
T 7 T+ T

5.196 Voluntary demotion.

1. An employee may request demotion to a position in a class
with reasonably similar prereguisite knowledge, skills and
abilities and a lower salary grade.

2. Demotion to another department requires approval of the
department of human resources. Demotion within a department is

h demat1on o

at the discretion of the appointing authority. Suehdemetionmay

=N nevma bt A A aa A s 1 £ + 1 EEC NN AN i IR 1t g g e £+

be—permitteduponapproval——of the appointing autherity and after
PR SN ESE N S n + 1 dornagrtmant £ s o 13 a Eooy
geh—in tigation—as—the department—of human = grees—deem
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3. Voluntary demotion of a permament— classified employee
with permanent status shall not require the service of a new
probationary period. Employees serving an initial probationary
period who voluntarily demote must serve the remaining portion
of the probationary period in the new class.

rvr1 Ord N Q17 . Ord N 1NeNn
| —— EEAS s =77 EEAS s TUOU]

5.197 Transfers: Kinds of transfers; conditions.

1. An employee may request transfer to a position in a class
with reasonably similar knowledge, skills and abilities in the
same salary grade.

(a) The position to which an employee is transferred may be

in a different department or location.
(b) When an employee transfers from a position under one
appointing authority to a position under another appointing

authority without a break in service, the employee’s
vacation and sick leave balances shall pecome a charge upon

| //[ Formatted: Highlight

the department to which the employee transfers.
(c) All accumulated comp time shall be compensated for by
the department the employee is leaving. Any exception must

be agreed upon by both department appointing authorities or

designees.

2. An appointing authority may, after reasonable notice
and upon the approval of the director of human resources+
transfer any permanent or probationary employee under—his—
Furisdietion— within the department from one position to
another position in the same class in the same salary
grade,—or
(b) from a position in one class to a position in a related
class with the same grade and with reasonably similar
prereguisite—knowledge, skills and abilities in the same
salary grade.

Z23. An appointing authority may, after reasonable notice and
upon approval of the department of human resources , transfer

for—th AveRten £ —+the—ecounty—any classified employee with—
permanent—status—from a position in eme—etass—3dr—one location to
another location. permanent—assigament—in o positien-of+th S

34. Transfer of a classified employee from one appointing
authority to another shall not require the service of a new
probationary period. Probationary employees so transferred
shall serve the remaining portion of the probationary period.

T ERN 3+ 2 o+ g o~ PN 1l El ooy 12N EE2Y

Tt POSTETFOoR——=¢ Wi C—atrt POy == trafhSTrerrea May—o TH——
loeatrion—dadifferent Freom +h ot Lony b b 1 £33 franmafayraeand

T St rofr—aF e refrt T ¥Fom—that—TT¥Fom—wWiaSi—t Wor tFrafSTerrets

o SN ma 3z E SN SPoNE ESEVPINEY P2 EIE S PSR 2 DNE Bood-atEiner

WS H—at PTGy trafrSTEeE TrOoM—a—P TTEFOR—uRaeE Fr PPt Rg
Ehoaed + + = EIESE] rder nothor PECENENE NS R Eh ot g

[SaCaSr S aC s oy S o O uRGe oottt appoTr it g v Taotr T

Wit oaa ENEVS ] EEEN S o + 1 o nd 1l il z Bhalan

wWiEtaotbt—a—Poreaks—TIH—Se¥EvE S ot To—ant HexK—=Cta oottt S
ho11 W m NNy EEESWNE N 2N oF PN 2N 2N E A= SPoNE
a5 T = oG SPOo—t 1t [S3cASEes S Wt cErafrSTe¥S—




2022 Master Merit Personnel System Handbook

13 oeaaraaa ] +ad PENERE SI hall b aoomean taod £ + 1

T —aececumulated eI et mpensated—forby—Eh
dernartmant 1 E ] 3 e 4 £ EEE =l SENEVS ] P2 RN o rd o~ PSSl SN S 2N
department—heFs leaving—Ff autheorizedin—= rean with—th
nyratra 4 n £ + 1 Maoya+ Do N 1 Orda o B EVENE BECW-C I TN I
provisien £f—the Merit PersennelOrdiran recrriRg—payReRt
eof—eovertime~r

rrQQ Oxrd N 2712 . N O N 722 Q29 17 10601

88+—0rd—No-= —A—-Ord—Nes— —828+ 7
5 1Q0Q Moo o £ o Dol ot o ey Moo o En o £
—+ Transfer Probationary period Transfer—of—
Bermanent Ml £ ESN il + nother EVSIE VPN
permanernt—empt from—on Tass—to—aneotheror fromon
P ENNE RN i AR EEE I SWNE S i 3 + natrho holl + v Avaaa o + 1 rrza £
appetnting—autheority areother—shall neotreguirethe servi £

Arewr—orobatrionarv—oueriod Proabationar M
a—rew—probationary period Probatieonary—employ S
transferredshall—

+1h roamadndner et 4 £ +h Srobationare Beriod
¥ the—remaining portion—of +the preobationary periods

1 89—0rd-—No+—213+—AOrd—Nos+—468—91+7}

5.201 Transfers: Protests.

1. If a transfer is protested by an employee as being made
for the purpose of harassing or disciplining—=imthem, the
employee may appeal such transfer in the manner provided in
section 5.331. The appointing authority may require the
employee to transfer pending disposition of the appeal.

2. 1If the transfer requires an employee to relocate kistheir

residence and the appointing authority requires the employee to
transfer pending appeal, the county shall pay the employee's
travel expenses or assist the employee to move in accordance

with the provisions of subsections 1, 2 and 4 of section 5.395.
R A S

5.202 Inter-jurisdiction (lateral) transfers; POST certified
positions in law enforcement.

1. An individual seeking appeintment to transfer to a law
enforcement position in a class with reasonably similar
knowledge, skills and abilities may be placed on an eligible
list if whe at the time of making application:—fer—employment
with—the—~county
(a) the person is employed as a law enforcement employee at the
level or above the position they are applying for and holdirg a
valid Peace Officer Standards and Training Certificate
(P.0.S.T.); and

(b) the person is in good standing as either a permanent or
probationary employee in the classified service of a Nevada
public agency operating under a competitive hiring process —

PPN N S I SN oy el o + A . and

perating o personnelmerit system;

(c) the person preovided—theindividuat meets the minimum
qualifications for the position; and appiied—Ffer—

(d) the person holds a position at the same level and
Nevada ‘iretucding—hotaing—the—apprepriate P.0.S.T category
it a2 + \ m z nl a n 1321 14 + L IR
reifieaterr may be placedonaneligible tist—= raing
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2. An eligible who is appointed under this section ard—an—
& rear wWEh tieon—5-489{7H+—shall serve the required

probationary period before attaining permament—classified
status.

3. Persons hired pursuant to the—inter—Furisdiection—+transfer
provision £—th ge—this section shall accrue sick leave,
annual leave and overtime in the same manner and at the same
rates and shall be entitled to the same benefits as those

provided to new hires. Such persons shall not be entitled to
transfer any leave balances as—set—feorth—in tteon—5-3+97—from
the transferring jurisdiction.

['4 Oxrd N 1054 . Oxrd N 110711

H4—0rd—Ne+—31054 re—N 13104

5.203 Employment by Washoe County of employees of agencies or
organizations whose functions have been assumed by Washoe
County.

1. 1If Washoe County assumes in whole or in part a function of
an agency or organization, an employee who is performing that
function for the agency or organization at the time of the
assumption and who will be performing a similar function for
Washoe County immediately following the assumption may be
included within the county's merit personnel system without
examination.

2. The department of human resources shall determine the
status and benefits of each employee included within the
county's merit personnel system pursuant to subsection 1. The
employee's status must be equivalent to the status he or she
would have had if khe—were—employed by Washoe County during the
term of his or her employment with the agency or organization.
The employee's benefits may include those benefits which he or
she had during the period of kis—employment by the agency or
organization, but shall not exceed the benefits which would have
been available to the employee under the Merit Personnel
Ordinanee—System during the same period.

3. If the agency or organization paid an employee described
in subsection 1 a salary which is greater than the salary
allowed under the employee's classification with Washoe County,
the employee shall receive his former salary until it is equaled

or exceeded by the salary for that classification.
S —_——

5.205 Employment by Washoe County of former exempt employees;
retention of earned leave; continuous employment of certain
judicial employees.

1. An exempt—employee exempted from the merit personnel
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system pursuant to 5.045(3) , except for district judges and
justices of the peace, who is hired in the classified or
unclassified service by Washoe County immediately upon
terminatien— separation as an exempt employee, shall be credited
for time served as an exempt employee for purposes of sick leave
accrual, vacation eligibility and accrual, career incentive, and
health insurance benefits. The transition from service as a
judicial employee to a county employee shall not be deemed a
break in continuous service.
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5.209 Provisional appointments.

1. In the absence of an appropriate eligible list, and upon
specific approval of the department of human resources, a
provisional appointment may be made of a person meeting the
minimum qualifications for the class.

2. The provisional appointment must be terminated within 30
days after the establishment of an appropriate eligible list and
not later than 6 months following the date of kisthe person’s
original appointment.

3. Service in a provisional status will not be credited for
purposes of probation but will be credited towards sick and
annual leave and the anniversary date, if immediately followed
by a probationary appointment.

4. A provisional appointee is not in the classified service.
Q
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5.2108+ Overfill appointments.

1. If an appointing authority determines that a position
within the department is:
(a) Critical to the mission of the department;
(b) Has responsibility for a unique function; or
(c) Requires the possession of highly specialized knowledge,
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skills, and abilities;

the appointing authority may request that an overfill
appointment to the position be made.

2. An overfill appointment is limited to 6 weeks overlap
between the employee who is resigning the position and the
incoming employee. An overfill appointment does not increase
the number of permanently established positions. Any exception
must be approved by the Board of County Commissioners.

3. A request for an overfill appointment must be made in
writing and approved by the Bdirector of human resources or

designee. +£he—formeof a—written Fustifiecationbasedupon—+the—
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4. No overfill appointment request may be made unless the 22T S PEOEEEr.
employee occupying the position being vacated has provided a
written resignation to-—ane the appointing authority. Hhas—
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5. Upon expiration of the period of time of the overfill
appointment or sooner if the resigning employee vacates the
position, the overfill appointment expires and the incoming
employee fills the position of the resigning employee.

I":]_I Ord No— 1(\QR}
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5.211 Temporary and seasonal appointments.

1. Temporary appointments are made by the appointing
authority. When services to be performed are required for a
limited term of not to exceed 6 months, the appointing authority
shall indicate the probable duration of employment on his

request for certification. 2. Seasonal appointments: Upon

¥ ipt—of—the—request of the appointing authority, the

department of human resources shall provide an unranked eligible
list. shall—eertify—the rem f—eligibtesfrom the appropriat
12 eran] 12 ot o n et o sy g 1] oot ] TIPSO
Hegibtetist—whe—ha roted—that—th it —ar pt—employment
forthe duration of the empleyrmentdndieazed—1f, before or

after certification, it appears that there are no eligibles who
will accept such employment, the human resources department may
authorize a provisional appointment not to exceed 6 months to

fill the vacancy. ~__— Commented [KC31]: This may not make sense for
32. Service under temporary or seasonal appointment EempREEEy/Sereenal cEpelniEniEs.

immediately preceding appointment to a permanent position in the
same department shall be credited for purposes of sick and
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annual leave and merit salary increases, but shall not be
counted as part of the probationary period applicable to the
permanent position.
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Probationary Period

5.215 Length of probationary period. After considering the
recommendations of appointing authorities, the director of human
resources or designee shall determine the length of the
probationary period for each class in the classified service and
shall identify the same in the county classification plan. The
probationary period shall be either 6 months or 1 year. Classes
shall be assigned to a l-year probationary period if, in the
judgment of the director of human resources or designee, they
meet one of the following criteria:

1. The class requires work in locations where visits by
supervisors are necessarily infrequent, and a 6-month period
would be inadequate to judge fairly the employee's work.

2. The tasks to be performed in the class occur on a seasonal
or cyclical basis so that in a 6-month period the supervisor
would not be able to observe the employee in the performance of
all aspects of the work.

3. The tasks to be performed are professional skills or
highly skilled such that it would take a l-year period to meet

the full performance level knowledge, skills and abilities.
['Q7 OrA N 272, OrA N iy o] 1142 12441
t — e = e e A

5.217 1Interrupted probationary period.

1. With the prior approval of the department of human
resources, the probationary period may be extended until the
required numpber of months have been worked in the following
circumstances:

(a)If a probationer has not, during his—the prescribed
probationary period, worked the number of months set forth
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in the classification and compensation plan.—his—
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23— (b) When a probationary employee is injured on the
job and is placed in a "light duty" assignment as—eertified—
by—the—riskmanagement—aivision,—0or 1s temporarily assigned
to another position as certified by the appointing
authority.+ his—prebationary perieodmay,—with—priesr
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worked—the—reguired number—of month

2. In no event may the probationary perlod

exceed length of

the probationary period for the job classific

ation.

3. In calculating the required period, over

time work and other

time beyond those variations as specified in

section 5.275 shall

not be counted. The appointing authority sha

11 report to the

human resources department and the employee when,

because of

inadequate time served, the probationary peri

od is to be

extended
rroQ Ord N 2172 . Ord N 72 Q29 1060 114231
[ 087—0rd+—N —A—Ord—N 7 8—3060—31431
5.219 Reperts—efpPerformance evaluation of probationers.

1 Th PR EENE IR S IS EEE N SNEE I SR T hall £ 1 watlh P rEmoant £

The—appointing avthority shall file with the department—of

human—r vrees—a—report—oef— A performance evaluation is
required at the end of the 3rd and 5th month for each employee

serving a 6-month probationary period. For those employees

serving a 12-month period, the appointing aut
performance zepert—evaluation at the end of t
11th month of employment.

2. Copies of all performance reperts—evalu
given promptly to the employee and Human Reso

hority shall file a
he 3rd, 8th and

ations shall be
urces.

3.7—and—tThe appointing authority shall pro
training of and assistance to the employee to

vide for the

meet the standards
= b oy ATt

of performance for the position.—te—whichh
(L oYe) Ord N 272 . Ord N 7 10607
f —Ore—No+—213+—AOrd—Nos- 3—+ ]

oS E= S R SASAS 2

B
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5.221 Rejeetion—Termination of probationary employees.
1. Probationary employees serve at the pleasure of the

appointing authority, and the appointing authority may, at any

time during the probationary period, terminate a probationer.
2. The appointing authority may terminate the probationer by

filing all evaluations and a notice of termination with the

department of human resources. Rejeetieon—-of—an—empt dar

. .

Tircr

\>3
+ T
&

-

==
11 1 sl 4 ol i
T = R FSnca oY
1 vt £
1S S Femeh T+

P

3. If a report—of paratieon—for—th Rp1ov notice of
termination is not received in the department of human resources
or postmarked by the close of business on the last day of the
probationary period, the employee will be considered
satisfactorily to have completed the probationary period and
acquired permanent status.

4. Any promotional appointee who fails to attain permanent
status in the position to which he or she was promoted, or who
is dismissed for cause other than misconduct or delinquency e#—
his—part—from the position to which he or she was promoted,
either during the probationary period or at the conclusion
thereof, shall be restored to the position from which he or she
was promoted. For purposes of this section, a promotional
appointee is any person who was hired from a promotional list.

5. When an +reumbent—employee does not satisfactorily
complete his—the probationary period upon promotion, the
employee shall return to kis—the former position and pay status
as if the promotion had not occurred.

rr100 Ord N 12 . Ord AL 209 72 Q29 1060 114231
= 7 oo~ 7 T Fo——1% < 7 7 (S 7 T TaoT
devartmant £ AR 133 h Gyt g A El rocgirad 4n
SCporcment oo tIoh——= TS—FeguTr eSSt

conneetion—with—The department of human resources shall
establish the manner for recording employment actions such as
appointment, separation from service or other change in position
or salary or other matters affecting the status of positions or
the performance of duties of county employees. Each appointing
authority shall report such actions in the manner proscribed

promptly.
11 1ah ot hall =N PENE NN PN~ B I~ ~ =N manm e e nd n +h
I1I——sueh—report hall—beprepar in—the—mann ard—en—th
£ arm i raln A +h hatm o 13 dornortmant Th
forms—pr ribed by —the human—r grees—department Th
dernogrtmant £ s EEEY ho11 + 11 4 h P2 EEES ESNEVY
department—of humanreseur shald tablish—p=r dur for
Nl o PN £ ot ~d + 2 1+ + 1 EEEE = PECTANE SO B BPZNE O
ading i £ reports—andnotd ce—th GREY mptrotier
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2. Whenever the department of human resources determines that
employment, —e+ proposed employment or payment of any person as
an employee in the classified or unclassified service is in any
way contrary to law or the Merit Personnel System—©Srdirmanece, it
shall so notify the county comptroller, after review with the

division concerned. Upern—suech notice neither the ecounty—

meotroller e +h devartment £ +ochrneal e riri e hall
P tErorCr—hRoO¥r—trt SeparTmert € THOTOgY Vi StraT=

approve—any paymert—tosuch person~

3. Any personnel document effecting a change in an employee's
salary rate and having the identical effective date shall be
processed in the following order:

(a) Merit salary increase.

(b) Reclassification, Promotion or demotion.—er—everati—

mraoan + o n o~ n Adratmant

i

(c) Overall compensation plan adjustment.Premetion—or—
e —

The combined salary increase which an employee shall receive
under paragraphs (a) and (be) is 10 percent or the bottom of the
salary range of the class to which the person is being promoted
or reclassified, whichever is greater.

rr1n01 Ord N 21 s N A N 408 675 723 Q29 1060 107
T oo~ o7 ¢ E=RS “r 7 7 7 7= 7
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|8
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Personnel Records

5.225 Roster. The official roster of county employees
maintained by the department of human resources is a public
record and is open to inspection in the offices of the

department under reasonable conditions during business hours.
rr10o Ord N 27 s N Oypd N 733 10601
10260 rd—Ne—2-3+—A 0rs—Nes— —E ]

5.227 Confidential records.

1. The following records are confidential and not open to the
public or admissible as evidence in any action or proceeding in
the absences of a court order except proceedings and appeals

before th {p rsorret ST L = grievance board appointed | Commented [KC32]: There is not a Personnel

pursuant to the provisions of section 5.319 et seq. (procedures Committee any longer.
for suspension and demotion), and appeals to the courts
therefrom:

(a) Any material to be used in the development and
administration of examinations.
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(b) Names and identities of applicants, eligibles and
special examiners.
(c) Test scores, individual rating sheets, and
evaluations. However, applicants wiltl—may receive
notification of their own test results.
(d) Employee personnel files, except as provided in
section 5.287 (copies of performance evaluations).

(e) Revort £ w1 1 "a B+t irer HEheowed + 4
Repert £ emelovyers—and oppointing authorits
Records regarding applicants or eligibles.
(£ o~ r ot farvrrnt oo n+h AdIt1on +ho+ 1
E——Cetary—dstafurasshedon——<h sdieten—that—h
. g L1
rr1 022 Ord N 21 e N N A N 2 QQD1
= N2 35— Cra—ess A

Attendance and Leaves

5.229 Normal work week.

1. The normal work week for eeuwrnty—employees shall be 40
hours, except that work weeks of a different number of hours may
be established in order to meet the varying needs of different
eeunty—departments. Appointing authorities shall report all
deviations from the normal work schedule to the department of
human resourcespersennel—division and CountyCemptreoltilerls
payroll .offiece~
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The offices of all elected and appointed officers shall be kept
open on all days except Saturdays and Sundays and nonjudicial
days from 8 a.m. to 5 p.m. for the transaction of public
business unless otherwise provided in section 3 or NRS 245.040.

3. The hours during which the Washoe County library and its
branches are open to the public shall be as determined by the
county library trustees.

4. The office of commissioner of civil marriages will operate
by appointment only as determined by the County Clerk.

1

5.231 Holidays.

1. Legal holidays for officers and employees of Washoe County
are declared to be those set forth in NRS 236.015 as amended
from time to time:+
January 1 (New Year’s Day)

Martin Luther King, Jr.’s birthday is on January 15 but is to be

observed on the third Monday in January

President’s dayWashingteon's birthday— A—February—22—bu

be observed on the third Monday in February
Last Monday in May (Memorial Day)
July 4 (Independence Day)
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First Monday in September (Labor Day)

Nevada Day is October 31 but is to be observed on the last
Friday in October

November 11 (Veterans Day)

Fourth Thursday in November (Thanksgiving Day)

Friday following the fourth Thursday in November (Family Day)
December 25 (Christmas Day)

Any day that may be declared a holiday by the President of the

United States or the Governor of the State of Nevada
1+

2 hnl EENE R NSV me ] ERCPNES
p=y Pt fE PTGy WOX

] o
. E E)
sehedute;—14+f January 1, July 4, November 11 or December 25
falls upon a:

(a) Sunday, the Monday following shall be observed as a legal
holiday.

(b) Saturday, the Friday preceding shall be observed as a
legal holiday.

3. Employees working in an alternative work schedule are
entitled to the same number of holidays as employees working a

standard Monday through Friday work week. +f—pursuant—to—

EEEE EEE2 n EESONEE S ERPNEVS)
=y THHh—ah—artte¥rhiatt E=)

EENSN i on 2D +h = PENEEICS SN P SN = 2N ral At khaolad E + N

==, SEaSES 7 CTr \S1o A—wi-ei—trt e Gt RO Gy —=+ S ©

12N rizad 1 nd P2 P2 M F22N E e rled e SN B2 NEESENEV S NN

ESASASE = S ottt F—att POy Tt == WOrKITRg—Fih——afr—arcerhatt
kS ] hedll1 = rnevaa ] v A £ £ + 1 M 11 11 zo
WS ET et regurar—aay TE—trt POy o= SEmE S A ASAS 1
+ + 1 B SWENEVSIE S N A Bracadl oo r £71 a1 A A RSN
t iSo) TEere¥—trr \Sze P S==2a F—TT O TOWITRGg—tt \S3e € FIoet
EEESN EENSN ESIE VNN detrayma o 12N +h ] = EEESENE S S e
T TS c Ot 7T aS—aetTtermIraea o (SE5s POy Sy SaSE= ¥

4. When a holiday of less than a full day is
appeointeddeclared, permanent part-time employees are entitled to
the fractional equivalent time off; that is, an employee who
regularly works 4 hours per day will be given 2 hours off for a
4-hour holiday.

5. Temporary, intermittent hourly, and seasonal employees—ane—
temporarypart—tim mpt shall not be compensated for
holidays on which they do not work. Such employees, however,
who are required to work on holidays shall be compensated at

4 1 7 £ £ Ao XA
“r T+

58+
5.233 . - o ool /{c‘,mmemd [KM33J: 55 provided this atter fron ]

1. Compensation for Holidays. 2017 CEReR
(a) Employees who do not work on a holiday may only be
compensated by cash payment.
(b) Employees who do work on a holiday have a choice of
taking “holiday worked” or “holiday overtime” hours as
either cash or compensatory time. The election shall be
made at the time the hours are reported.
(c) An employee must be in a paid status for the entire
working day both the scheduled work day before and the
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scheduled work day after the holiday to be eligible for

holiday pay.
(i) Employees on leave without pay are not eligible
for holiday pay except for those employees called to
military duty and on military leave without pay
status.
(ii) Employees who are off duty on worker’s
compensation shall be considered on a paid status and
shall receive holiday pay.
(iii) Employees hired on a holiday or hired the day
after a holiday do not receive holiday pay for that
holiday.
(iv) Employees leaving County service in a pay period
that contains a holiday will not be paid for the
holiday unless the employee is in a paid status for
the entire working day both the scheduled work day
before and the scheduled work day after the holiday.

2. Holiday Pay: “Holiday Pay” (Code 0005) shall be defined

as an increment of pay equal to the work hours of the employee’s

regularly scheduled shift (i.e., 8 hours or 10 hours) at the
employee’s reqular, straight time hourly pay rate except as
follows:
(a) Part-time benefit eligible employees shall be entitled
to a prorated number of holiday hours based upon the ratio
of the numbers of hours in their regularly scheduled
workweek to a normal 40 hour workweek rounded down to the
nearest 15 minute increment.
(b) When a holiday of less than a full day is declared,
part-time benefit eligible employees will be entitled to
the fractional equivalent time off (i.e., an employee who
works 4 hours a day will be given 2 hours off for a
holiday) .
(c) Non-benefited part time, temporary, seasonal and
intermittent employees are not eligible for holiday pay.
Hours worked on a holiday are treated as regular hours.
(d) Employees temporarily re-assigned for one week or
longer to an assignment that is less than their regularly
scheduled hours (i.e., working 5 days at 8 hours per day
vs. normal schedule of 4 days at 10 hours per day) during a

workweek containing a holiday shall be entitled to holiday
pay at the lower temporary schedule (i.e., 8 hours vs. 10
hours) .

(e) Employees on light duty assignment during a week which
contains a holiday shall receive holiday pay in accordance
with the light duty schedule.

(f) Holiday pay hours may fluctuate when an employee’s
assigned work schedule varies (i.e., employee working

98, 98,—9+2,—-942,and 4 may sometimes receive a 98 hour or 4
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hour holiday pay—depending on the day the holiday falls).
(g) Work schedules may not be changed during a holiday week

unless approved by Department Head or designee.
3. Holiday not Worked: If a holiday falls on an employee’s
regularly scheduled work day and the employee does not report to

work and has the day off, the employee shall receive holiday
pay, taken as cash only, at their regular, straight time hourly
pay rate for the amount of hours that employee would have
normally worked. Part-time benefit eligible employees are pro-
rated for the holiday.

4. Holiday Off (RDO): If a holiday falls on the employee’s
regular day off (RDO), then the employee shall receive 8 hours
of holiday pay, taken as cash only at their regular, straight
time hourly rate. Part-time benefit eligible employees are pro-
rated for the holiday.

5. Holiday Worked:

(a) An employee compensated for overtime at time and one-

half who works on a holiday shall be compensated by

receiving 1.5 times his or her regular, hourly pay rate for

each hour or major fraction worked on that holiday up to a

maximum of his/her regularly scheduled shift, in addition

to receiving holiday pay. Employees who do work on a

holiday have a choice of taking “holiday worked” er—

“hotida vertime’—hours—as either cash or compensatory

time. The election shall be made at the time the hours are

reported. Compensation for holiday pay hours must be taken
as cash.

(b) An employee compensated for overtime at straight time

who works on a holiday shall be compensated by receiving

one (1) hour of compensatory time for each hour or major
fraction worked, up to a maximum of (8) hours, in addition
to receiving holiday pay. Compensation for holiday pay
hours must be taken as cash.

6. Holiday Overtime: A full-timer employee compensated for
overtime at time and one-half who works over the maximum of his
or her scheduled shift on a holiday or a part-time benefit
eligible employee works over eight (8) hours on a holiday, shall

be compensated by receiving 2.5 times the hourly rate for each
hour or major fraction worked on that holiday, in addition to
receiving holiday worked pay and holiday pay. Employees who
receive holiday overtime have a choice of taking hours as either

cash or compensatory time. The election shall be made at the
time the hours are reported. Compensation for holiday pay hours
must be taken as cash.

7. Weekend Holiday Worked: If January 1, July 4, November
11, December 25 or any other day declared as a holiday falls
upon a Saturday, the Friday preceding must be observed as the
legal holiday. If any of these holidays falls on a Sunday, the
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employee should report holiday hours on a recognized holiday.
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5.235 ZTemporaory and—temporarypart—tim Employees not

compensated for holidays on which they do not work. Temporary,
intermittent hourly, and seasonal and—temporary part—tim
employees shall not be compensated for holidays on which they do
not work. Such employees, however, who are required to work on
holidays shall be compensated at their straight-time hourly rate

unless otherwise provided by law.
rri1n Oxrd N 27 ]
P89 —ced—Ne—2=3-

5.237 Vacation: Full-time employees.

1. On the first day of the pay period following the
completion of 6 months® of continuous county service, each
employee who is employed full time is entitled to 48 hours of
vacation leave credit.

2. After the end of the pay period following the completion
of 6 months' continuous county service, each employee who is
employed full-time is entitled to vacation credit at the
biweekly equivalent of the following hourly rates:

(a) Less than 3 years of continuous service, 96 hours.

(b) Three, but less than 5, years of continuous service, 136
hours.

(c) Five, but less than 10, years of continuous service, 152
hours.

(d) Ten, but less than 15, years of continuous service, 176
hours.

(e) Fifteen, but less than 20, years of continuous service,
192 hours.

(f) Twenty or more years of continuous service, 200 hours.

3. For the purpose of computing credit for wvacation, each
employee is considered to work not more than 40 hours each week.

4. For purposes of vacation credits, the number of years an

employee has been in the continuous service of the county
includes all periods of continuous service after the date the
employee was last hired as a permanent employee and includes
former periods of service if each applicable period of
separation may be bridged pursuant to subsection 5.

5. A period of separation may not be bridged to increase the
number of years of service, except that:

(a) A period of separation which resulted from a layoff may
be bridged to increase the number of years of service if the
employee was subsequently rehired pursuant to section 5.311
(Layoff: rehire preferences).

(b) A period of separation may be bridged if the employee was
rehired within 1 year after the date of commencement of the
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separation and the employee has been in the continuous service
of the county for 1 year after the date he—wasof being rehired.
6. Service under temporary or seasonal appointment
immediately preceding appointment to a permanent position in the
same department shall be credited for purposes of annual leave
at the biweekly equivalent of the above-listed annual hourly
rates.
7. Vacation credit accrues only while an employee is in a
paid status.
['108, Ord. No. 213; A Ord. Nos. 611, 828, 1018]

5.239 Vacation: Part-time employees. On the first day of the
pay period following completion of 6 months of continuous county
service;—and—thereafter;— , each part-time employee is entitled
to vacation credit prorated on the basis of the rates
established in section 5.237 (vacation) for full-time employees.
If an employee who is paid by the hour works more than 40 hours
per week, the hours which exceed 40 are not included in
computing vacation with pay.

100 Ord N 21 . Ord N
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5.243 Time when vacation shall be taken; limit on accrual.

1. The time when vacation leave may be taken shall be
determined by the appointing authority after considering the
needs of the serwviee—department and the seniority and wishes of
the employees.

2. Vacation leave shall be charged on an hour for hour basis
or major fraction thereof, if an employee has worked less than
40 hours in a work week.

3. Vacation credit may be accumulated from year to year, but
may not exceed 240 hours.

(a) Amounts 1in excess of 240 hours as of the end of the
biweekly pay period encompassing December 3lst;—must shall
be forfeited as of that pay period.
(b) An employee who, on or before October 15, requests
permission to take annual leave and the request is denied
for any reason, is entitled to payment for any annual leave
in excess of 240 hours which the employee requested to take
and which the employee would otherwise forfeit as the
result of the denial of the employee's request.
(c) The payment for the employee's unused annual leave pursuant
to this section must be made to the employee not later than
January 31.

4. Vacation leave must not be granted if it exceeds the
vacation credit earned.

5. Vacation leave taken during a biweekly pay period must be
deducted from the employee's vacation credit before vacation
credit earned during that pay period is added to the employee's
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vacation credit.
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5.245 Cash payment for accrued vacation; death of employee
entitled to unused, accumulated vacation.

1. Except as otherwise provided in this section, upon
separation from service for any cause, an employee shall be paid
a lump sum payment for any unused or accumulated vacation earned

through the last day worked. If—+thisdate—3 e
1 + A £ + 1 Mmoot +h 1 A hoall 1 AN |
Tast—da £ the messh—=k zeatren—shal-—lbeprosated

2. Except as provided in section 5.243 (limit on vacation

accrual), under no circumstances shall cash payment be made for
accrued vacation while an employee is in regular employment
status.

3. No elected county officer shall be paid for accumulated
annual leave upon termination of his service.
4. 1If an appointed officer or employee dies and was entitled

to accumulated ammwat—vacation leave, payment for any
accumulated and unused vacation earned through the last day

worked shall be paid in accordance with State law. uwnder—the—
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5.247 Vacationiy records andrepeorts
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2. Employees who are compensated for overtime at the rate of
time and one-half under section 5.127, shall be charged vacation
on an hour-for-hour basis or major fraction thereof.

3. Employees who are compensated for overtime at the rate of
straight time under section 5.127, shall be charged vacation on
an hour-for-hour basis or major fraction thereof only if they
have worked less than forty hours in a workweek.

rv112 Ord N 21 PR e T | N 409 22 QL £ Qc Q77 |
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5.251 Sick leave.
1. Except as provided in subsection 7, each employee in the
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continuous service of the county for less than 10 years is
entitled to sick leave credit at the rate of one and one quarter
(1 /44) days for each month of full-time service.

2. Each employee in the service of the county for 10 or more
continuous years of service is entitled to sick leave credit at
the rate of one and one half (1 +/2%) days for each month of
full-time service.

3. Part-time employees shall be allowed prorated sick leave
ea—thePbasisat the rate of one and one gquarter —ef—(1 +/4%4) days
of credit for each equivalent month of full-time service.

4. For purposes of sick leave, the number of years an
employee has been in the continuous service of the county
includes all periods of continuous service after the date the
employee was last hired in a permanent position and includes
former periods of service if each applicable period of
separation may be bridged pursuant to subsection 5.

5. A period of separation may not be bridged to increase the
number of years of service, except that:

(a) A period of separation which resulted from a layoff

may be bridged to increase the number of years of service

if the employee was subsequently rehired pursuant to

section 5.311 (layoff: rehire).

(b) A period of separation may be bridged if the employee
was rehired within 1 year after the date of commencement of
the separation and the employee has been in the continuous
service of the county for 1 year after the date of rehiring—
h k3 reoha v

6. Sick leave credit earned pursuant to this section is
cumulative from year to year.

7. Seasonal, intermittent hourly, and temporary employees are
not eligible for sick leave. However, time served as a seasonal
and temporary employee may be credited for sick leave purposes
when immediately followed by a probationary appointment within
the same department.

rvr116 Ord N 21 .
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5.255 Sick leave accrual and payment on death, separation,
disability or [termination|.

1. An employee separated from service earns sick leave only
through the last working day for which he or she is entitled to
pay. If that last working day is prior to the last day of the
pay period, the amount of sick leave accrued during that pay
period shall be prorated.

2. Upon death, retirement or permanent disability of an
employee, or upon termination of an employee after 10 years of
full-time employment (or its equivalent if the employee has not
served as a full-time employee) for other than just cause, an
employee shall be compensated for total accrued sick leave in

o

Commented [KM35]: Amended in 2016 Bill 1704

Ordinance 1523 changes made.
proposed and in red.

New changes are




2022 Master Merit Personnel System Handbook

excess of 300 hours at the rate of 1 hour's pay at the
employee's regular hourly rate for every 2 hours of such excess.
The maximum payment for accrued sick leave shall not exceed £86—
BOO\hours at the employee's regular hourly rate. No payment

/[Commented [KM36]: This was adopted by BCC

shall be made for accrued sick leave of 300 hours or less.

3. Upon recommendation of the county manager, the board of
county commissioners may, in its sole discretion, increase the
amount of sick leave payoff described in subsection 2 to any
individual employee who has been employed for any length of time
by altering the formula used to calculate the sick leave payoff
provided for in subsection 2, or the minimum or maximum payoff
provided for in subsection 2.

4. An employee who is laid off and is subsequently rehired
pursuant to section 5.311 (layoff: rehire) shall, on the date he
returns to work, be restored with all uncompensated sick leave
which had accrued on the date of the layoff.

rv117 Ord N 21 4717 &11 7230 79 12375 £ £
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5.257 Use of sick leave.
1. An employee is entitled to use accrued sick leave:
(a) When incapacitated to perform the duties of the
employee's position due to sickness, injury, pregnancy or
childbirth;
(b) When quarantined;
(c) When receiving required medical or dental service or
examination;
(d) For adoption of a child, only as follows:
(1) A male or female employee seeking to become an
adoptive parent may use sick leave for time required
to pursue the specific legal process necessary to
obtain an adoption; and
(ii) If a newborn infant is the subject of an
adoption, an—femate— employee may use up to a total of
6—12 weeks of sick leave, which may be designated as
leave under the Family Medical Leave Act. —inetusive—

£ +h meratE £ 3l il g 1 n Heraraaranh (1)
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(e) In the event of an illness in the employee's immediate
family where such illness requires the employee's
attendance. For purposes of this paragraph, "immediate
family" means the employee's spouse, parents (including
step and foster), children (including step and foster), and

corresponding relations by affinity to the above, anrd—
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and sisters, and if living in the employee's household,
includes grandchildren—, and domestic partners pursuant to
NRS 122A.
(f) In the event of a death in the employee's immediate
family, the employee may use accrued sick leave in the
amount of 105 days, or the equivalent of eighty (80) hours
for full-time employees on alternate work schedules, or the
pro-rated amount for part-time employees at the same ratio
as their regular work hours relate to a full-time work
schedule—deys for attending the funeral and travel to and
from, and attending to any family-related business matters.
For purposes of this paragraph, "immediate family" means
the employee's spouse, parents (including step and foster),
children (including step and foster), brothers, sisters,
grandparents, grandchildren, aunts, uncles, nieces, a#d—
nephews, or corresponding relation by affinity, or domestic
partner as defined by NRS 122A. Should additional leave be
necessary, the department head may authorize the use of
existing accrued leave credits or authorized leave without

cay . —and—eeorresponding {r S } ————— | Commented [KC39]: hy is by “affinity” being

(g) Employees shall be allowed to voluntarily transfer up TEETEER MRS 19 dn WEHR

to a maximum of eighty (80) hours of their accumulated
vacation leave during any calendar year to another employee
who has no accumulated sick leave hours, but who is
otherwise eligible to take paid sick leave in accordance
with the provisions of this section.

(i) Donated vacation must be converted into money at the
hourly rate of salary of the donor and the money must be
converted into sick leave at the hourly rate of salary of
the recipient.

(ii1) Such time shall be transferred to the recipient
employee in blocks of eighty (80) hours to cover a biweekly
pay period in the order in which the donated time is
received.

(iii) In the event that the recipient employee no longer
requires the use of any donated vacation leave, the
vacation leave that has not been transferred to the
recipient employee shall be returned to the donor employee.
(iv) The maximum number of hours that may be transferred to
a recipient employee is 480 hours in any calendar year.

Ord N 21 . Ord N 427 &1 1 799 QA9 1019 11
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5.259 Sick leave when receiving industrial insurance or
occupational disease benefits.

1. When a county employee is eligible at the same time for
benefits under NRS Cehapters 616 or 617 ofMNRS—(Nevada
Industrial Insurance and Occupational Disease Acts) and for sick

leave benefits, the employee shall not be required to use
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accrued sick leave for the period during which Nevada industrial
insurance or Nevada Occupational Disease Act benefits are being
received.

2. Any employee who suffers a job-connected injury or illness
in the course of his employment with Washoe County for which
benefits are paid under ehkepter NRS Chapters 616 or 617 e£NRS—
may, at the option of the employee, apply for and receive
accrued sick leave during the course of such disability. The
amount of sick leave benefit paid to such employee for any pay
period shall not exceed the difference between his normal salary
and the amount of any benefit received, exclusive of
reimbursement or payment of hospital or medical expenses.

3. Any time that is charged to an employee's sick leave on
the first day of a job-connected injury or illness which
qualifies for disability benefits under ehkapter—NRS Chapters 616
or 617 e£NRS—shall be credited back to the employee's sick
leave.

rv119 Ord N 21 . Ord N (a) Q9D
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5.261 Approval and substantiating evidence for sick leave.

1. The appointing authority shall approve sick leave only
after having ascertained that the absence was for an authorized
reason. 2. For absences in excess of 3 days, or cases of
apparent abuse, hethe appointing authority may require the
employee to submit substantiating evidence, including but not

limited to, a physician's certificate.
HI20—60rd—Neo—2+3

5.263 Earning of sick or annual leave while on leave.

1. As long as an employee is inen pay— a paid status, he-the
employee shall earn sick and annual leave while on leave.

2. If the employee F£-he is on leave without pay, hke—there
shall met—earn—Dbe no accrual of sick or annual leave during the
time the employee is on such leave.

3. Upon +termination seperationseparation, an employee shall be
paid for accrued annual leave in a lump sum, and shall not earn

additional leave of any kind.
(121 O N 27 ]
(121, Ord. No. .

5.267 Sick leave; records and reports.
1. Each appeinting—avtherity employee shall keep accurate
records of earmed—and—used sick leave. Such records shall be

kept as prescribed by the County payrolleemptretiesr.department

£ s o 1o nad-—rornort hall =N maa + +h doernartmant
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2. Employees who are compensated for overtime at the rate of
time and one-half urdex tieon—5-327—shall be charged sick
leave on an hour-for-hour basis or major fraction thereof.
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3. Employees who are compensated for overtime at straight time

wader—seection—5-3+27—shall be charged sick leave on an hour-for-

hour basis or major fraction thereof only if they have worked

less than forty hours in a workweek.
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5.268 Personal |leavel.

1. Personal Leave will be earned on a semi-annual basis as

follows:
(a) Pay Period #01 - #13:
Employees who use between 0 - 16.00 hours of sick leave
during the start of pay period #01 and as of the last day
in pay period #13 in each calendar year shall receive
twelve (12-hours) of Personal Leave credit at the end of
the first full pay period in July of that calendar year.
Employees who use between 16.01 - 20.00 hours of sick leave

during the start of pay period #01 and as of the last day
in pay period #13, in each calendar year, shall receive
four (4-hours) of Personal Leave credit at the time
specified above.

(b) Pay Period #14 - #26 or #27:

Employees who use between 0 — 16.00 hours of sick leave
during the start of pay period #14 and as of the last day
in pay period #26 (or in the event of a 27th pay period in

a calendar year, pay period #27), shall receive twelve (12-

hours) of Personal Leave credit at the end of the first
full pay period in January of the next calendar year.
Employees who use between 16.01 - 20.00 hours of sick leave

during the start of pay period #14 and as of the last day
in pay period #26 (or in the event of a 27th pay period in

a calendar year, pay period #27), shall receive four (4-
hours) of personal leave credit at the time specified
above.

2. Personal Leave earned in July and January of each calendar
year must be used by the end of pay period #26 (or in the event
of a 27th pay period in a calendar year, pay period #27), and if

not used, Personal Leave will be forfeited.
(a) . Under no circumstances will there be any cash payment
or cash value for Personal Leave credit that is not used.

(b). In order to accrue Personal Leave, an employee must be

in a pay status (either working or on paid leave) for all
of the pay periods within the applicable semi-annual
period.
3. Permanent part-time employees shall receive a prorated
amount of Personal Leave at the same ratio as their regular work

hours relate to a full-time work schedule. Part-time regular
work hours will be reviewed as of pay period #13 or pay period
#26 (or #27) using the weekly working hours encoded in an

/[
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The use of sick leave for attending the funeral of a

4.
family member,

employees Planned Working Time record.
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and attending to family

related business matters relating to the funeral shall not count
towards the sick leave usage when calculating personal leave.
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A leave of absence may be granted to any employee

occupying a permanent position.

1.

A leave of absence shall be

granted only to an employee who desires to return #£herefrem—to
the county service and who at the time the leave is granted has

a satisfactory service record.

Leaves of absence for 30 working days or less in any
calendar year may be granted upon the approval of the appointing

2.

Leaves for a longer period and up to 1 year may be

granted upon the recommendation of the appointing authority and

authority.
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the approval of the county manager or his—designee.

3. Upon the request of the appointing authority and approval
of the county manager or kis—designee, a leave of absence may be
granted to an employee who:

(a)—desires to attend school or college or to enter

training to improve the quality of his or her service, whke—
(b)is temporarily incapacitated by illness or is pregnant,
(c) who is loaned to another governmental agency for the
performance of a specific assignment, or

(d) for some other reason equally satisfactory.

4. A leave of absence shall not be granted to an employee who
is accepting another position in the classified service or who
is leaving the county service to accept other employment, except
as provided in this subsection.

54. A leave of absence with pay must be granted to any
employee who is required by law to appear as a juror or, who in
their official capacity, is required by law to—e¥ serve as a

witness for Hﬁf@%kiﬂfa case before a grand jury or tribunal of _— Commented [KC41]: These are all for work
the United States Government, the State of Nevada or a political related correct? Jury Duty is now used for

D . T Jurors. Can we please discuss this with you
subdivision thereof, or when subpoenaed to give a deposition Mary? Thx!

that is related to his or her employment. The employee must be
paid kis—the regular salary while on leave of absence, but must
remit to his department head, for deposit in the county general
fund, all fees whiech—he-receiveds as a witness, juror or when
subpoenaed to give a deposition on job-related matters. The
employee may retain amounts received as reimbursement for
mileage and per diem. Court leave must not be charged against
the employee's vacation credit.

65. The board of county commissioners, upon the
recommendation of the county manager, may grant leaves of
absence without pay in excess of 1 year for the purpose of
attending extended courses of training at a recognized college
or university, accepting a position in the unclassified service,
and for other purposes deemed beneficial to the public service.

76. Employees taking authorized educational leaves may elect
to use accumulated annual leave at their option.

8%. Leaves of absence with pay may be granted by the
appointing authority to allow employees time off to vote,
pursuant to the provisions of NRS 293.463 (employees may absent
themselves from employment to vote).

98. Leaves of absence with pay shall be granted to an
employee, whether in the classified or unclassified service, to
act as a volunteer fireman of any regular organized and
recognized fire department for the protection of life or
property during working hours or fractions thereof which should
otherwise have been devoted to county employment.

109. Any employee who is an active member of the any branch
United States armed services United—Stat rry—R rye—th
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unpaid status

Any such absence

shall not be deemed to be such employee's annual leave.
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policy are sufficient to explain this law.
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5.273 Absence without leave.

and

absences shall be considered absence without leave,

deduction of pay shall be made for each period of such absence.

Such absence is grounds for disciplinary action or discharge,
and will serve to interrupt continuous service of the employee.
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Adjustments in anniversary dates

5.275

1.




2022 Master Merit Personnel System Handbook
purposes of career incentive pay, leave accrual, rate of leave
accrual, longevity and merit increase:

(a) Military leave for active service pursuant to an
involuntary call-up, for the duration of the call-up, provided
that the employee resumes active service with the county within
90 days following honorable discharge from military service.

(b) Authorized military leave for training duties, not to
exceed 15 working days in any 1 calendar year.

2. Authorized leave without pay shall not be deemed a break
in continuous qualifying service. However, the period during
which the employee is on leave without pay status shall not be
considered as the equivalent of county service for a purpose of
qualifying time for career incentive and leave accrual.

3. Authorized leave without pay for 30 working days or less
shall not result in a new anniversary date. Authorized leave
without pay in excess of 30 working days shall establish a new
anniversary date commencing with the employee's return to active
service.

[v12579 Oxrd N 21 . Oxrd N 295
— 7 EaaS o g EaaS o g \SaS)

TV
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Employees' Right to Organize

5.281 Rights of organization.

1. Unless otherwise prohibited by the provisions of NRS
Cehapter 288 e£HNRS—(Local Government Employee-Management
Relations Act), employees have the right to join an employee
organization of their choice and shall be free from coercion in
exercising this right.

2. Employees who feel this right has been diminished by
management have, in addition to any other rights provided by
law, the right of an administrative review by the department of

human resources and—then—may appeal—the matter to—+the persennel
mm 1 £ + 1 many ] El Serr a + 1 + 5 A tah o h +
et £—£h mptoy is—aggrt d—by—+theaetion—which+th

a rirmant + 1 —

= rement—takes. =

32. The provisions of sections 5.295 to 5.333, inclusive,
relating to disciplinary and correctional actions, separations,
and appeals and hearings shall not be applicable to employees
covered by a collective bargaining agreement which contains a

grievance procedure for discharge and disciplinary actions.
rv1 20 Oxrd N 27 . 7217970 Oxrd N 207 . DO N 10601
-_ —— e i

Evaluation of Performance

5.283 Performance evaluation: Timing and method.

1. Each appointing authority shall provide for an annual
evaluation of all classified employees, other than those in
temporary appointments or positions, —in—his—departmenty in
achieving the standard of work performance established.




2022 Master Merit Personnel System Handbook
(a) The evaluation shall be made at least annually during
the month prior to the anniversary date but effective as of
the anniversary date, and will be effective in accordance
with section 5.121 (merit salary adjustment).
(b) Probationary employees shall be further evaluated in
accordance with section 5.219 (rate on initial hire, etc.).
(c) All evaluations shall include a discussion between the
employee and his—the immediate supervisor for the purpose
of determining goals and methods and evaluating progress
toward better performance and personal development.
(d) After discussion, the evaluation report shall be
forwarded to the appointing authority for final approval by
the supervisor on forms and in the manner prescribed by the
department of human resources.

2. The final approved evaluation shall be forwarded to the
department of hHuman rResources for placement in the employee’s
personnel file.

rv121 Ord N 21 . Ord N i} 1
| EoaS s A AS T 7x o O5= SAS &

laWAlall
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5.285 Standard performance. Wherever reference is made +a—the—
Merit—Personnel—Ordinanee—to satisfactory service or standard
performance, this shall be determined by the appointing
authority, based upon the completed evaluation forms submitted

fo—him by the supervisor.

11239 Oy N 21 1
= EaS s A S Ea |

7

5.287 Copies of performance evaluation reports. Each employee
shall be giwen— provided a copy of the evaluation form prepared
by kis—the supervisor.-—regarding hisprogress- Copiles of the
evaluations may only be made available to that current
supervisor, the appointing authority, the department of human
resources or an appointing authority (or designee) who is

considering the employee for a vacant position.
rr1232 Ord N 2 e N A N 7233 Q29 10607
H133—0rd+—Neo+—213+—AO0rd-—Nos= 7 — 1

Training

5.289 Training: Responsibility of appointing authority.

1. The appointing authority shall be responsible for the
provision of orientation, induction and on-the-job training and
for the continuing development of the employees in kis—the
department.

2. The department of human resources shall cooperate with and
assist appointing authorities in carrying out this
responsibility and in meeting any special training needs of the
departments.

[vi124 Oxrd N 27 . DO N 2 10e0]
o7 EeaS s A AS A o7 7 oo 5+ 7 T
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5.291 Training—3a——naewpree s+ for new job duties.

1. Whenever the duties of a position are to be materially
Arr ot 3~ £ hin

changed—bvy—the—introductionof new machineryor—pr =
regquiring—different—skilds—andknowltedge, any permanent or

probationary employee affected by the change shall be given a
reasonable opportunity at the expense of the county to learn to
perform the new duties and to qualify for status in any new
class of positions required for such work.

2. An employee who, after a reasonable training period,
qualifies & for appointment in the different class shall be
deemed to possess the specific education, experience or other
requirements for such class and shall be appointed thereto with
the same status and seniority which he or she last had in his—
the previous class, upon the written recommendation of the
appointing authority and the approval of the.

3. Employees who do not qualify for such appointment shall be
reassigned to other duties appropriate to their class, or be
laid off in accordance with the provisions of the Meri+—County
Personnel SystemEedinmarnee —concerning layoff.

[v12¢g Ord N 21 . N O N 2 1001
= 7 S s A AS ) T Y% oo 5= oo T U 0T

5.293 Specialized training. In order to meet the needs of the
county service for scientific, technical, professional and
management skills which cannot be provided through available in-
service training, the department of human resources may arrange
for the provision of such training. threugh—recegnized

Aaq + o Nl EVSINE SRV N BN~V = S

gueationatl—oertrainingfacilitd

rvi12¢ NOrd N 21 s N N A N 2 1N0en]

HI36—0rd—Neo—213+— rad-—Nos— — 1
Separation

5.295 Resignation.
1. An employee may resign by providing written noti
appointing authority of the effective date. metifyinghi
- . ] . . I o : . -
ffecti date—thereeof+- The notice shall contain the specific
reason for resigning and a certification that the resignation is

of the employee’s own free will.

2. Failure to give at least 2 weeks' notice may constitutes
cause for denial of future employment with the county.

3. The appointing authority shall promptly report the notice
of resignation em—the—in the manner proscribed by the department

of human resources. No updated resignation may be accepted
without the approval of the appointing authority and/or the

director of human resources. prescribed—action—form. Th
o o ERPEIENENE S n £ + 1 M hoa11 W ++ hed + + 1
written—resighration—of—+th et hell—beattached+te—th
ESPENEVEESY r + M =11 1o +h + 3 "N fFoyrrm ESIENE S ISV S 2
form—or—th Pt hedll—sigr—+the actieon form stating—th
EoN 3 £ £ PN SNV P IENE RS A 3 Lz ey o
pecific—reason—for resigaing—and reifving—that—Eth
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restgnation—i £—hi wWha—EE Wit ——Neo—upda resitgRration—fay
[v1 27 Oxrd N 21 . DO N 200 4071
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5.297 Notice of rights upon resignation. Centent faction
v e £V B 3 nA o+ o . 1
form—r A a— mmendationsappeat=

1. The aetionformeoen—whiechan— A classified employee who
resigns shall rEain—a—statement—of all appeal—right =
Tassified—empt ard—the—faet—Ppe provided notice that the

employee is relinquishing all appeal rights by resigning.

2. The notice fexm shall also contain a statement that a
classified employee may only appeal the resignation if he—
atlteges—that—the resignation was obtained against kis—the
employee’s will.

3. Sweh—an Any appeal claiming that the resignation was
against the employee’s will must be received by the department
of human resources within 5 werkimg—days of the date of the
resignation.

(a)—=2+—After review of the facts presented by the
classified employee and the emplteyer;—thedepartment—of

- Commented [KC44]: Believe this should be left

in. Keeps employees from being “wishy washy”
with their term dates. Allows us the
flexibility to accept a revised date.

Commented [KM45R44]: Leave it in - I go with
what Cat says!

human—= o appointing authority, the director of
human resources may make +ts5— a recommendation.

(b) F—th mptev ——

rooaomman Aot o o~ nd el o z h . h h =N no Tz nerfaal ] g
¥ mmendationr—andbels B r—she—hasbeen—wrongfult
a

&

isehargedy—an An employee covered by the terms of a
collective bargaining agreement, who wishes to appeal the

Director’s decision, may pursue any applicable appeal
procedure under the terms of such agreement.
(c) A non-probationary, classified employee who is not

etherwise—covered by an appeal procedure under a collective
bargaining agreement, may file an appeal in accordance with

section 5.331 (appeal from discipline).

[11 29 Ord N 21 e N Ny A N 295 4Q17 722 1060 12441
1 38+—0rd+No+—213+—A0rd-—Nos= —491 —% —2447
5.303 Layoff: Formula. Whenever it becomes necessary for

permanent employees havingpermanent—statuys—in a county
department to be laid off because of lack of work or lack of
funds, the following procedure shall be used:

1. The department head shall determine whether reduction in
personnel shall occur. The layoff procedure for a reduction
applies to the entire department.

2. The department head shall determine in what class series
and in which classes within that class series reductions in
staff will have the least detrimental effect on departmental
operations and will specify layoff accordingly.

(a) A "class series," for purposes of layoff, is defined as a
normal line of progression from trainee, entry or preparatory
levels to supervisory or administrative levels within a job
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specialty.

(b) Within a class series, the minimum qualifications, tests for
fitness, duties and responsibilities are similar but different
in level.

3. Within the department and in the class series selected and
the class specified, all nonpermanent employees of the
department shall be laid off before any permanent employees and
in the following order:

7(—(—Q[Temporary, provisional and probationary. ] | Commented [KC46]: what about unclassified
(b)A person who attained permanent status but is serving a employees?

new probationary period because of a promotion is
considered a permanent employee for purposes of layoff.
(c) An employee who has been employed in a class series for
a period of time equivalent to the minimum required to
complete a probationary period but, because of promotions
within that class series, has never completed a
probationary period, shall be considered a permanent
employee for purposes of layoff.
(d) Seniority within a class shall prevail as the
determining factor for purpose of layoff and right to
rehire. An employee’s seniority within a class for layoff
and displacing purposes shall include all periods of
service within the class from the employee’s last
continuous permanent county employment date (except as
provided herein). An employee who transfers or voluntary
demotes from one class to another class shall be allowed to
include all periods of service within the former class from
the employee’s last, continuous permanent county employment
date for determining seniority. For these purposes, a
transfer is defined as the movement of an employee from a
position in one class to a position in another class having
the same salary grade. Periods of separation may not be
bridged to extend service for the purposes of class
seniority unless the separation is a result of a layoff in
which case bridging will be authorized if the employee is
reemployed in a permanent position in the class within the
period of the employee’s layoff eligibility.
4. 1If additional reductions are necessary, permanent

employees shall be laid off based on the following formula:
(a) A combination of performance evaluation and seniority
must be utilized. All seniority points must be calculated
from the first day of employment during the employee's last
continuous permanent county employment. Periods of
separation may not be bridged to extend such service unless
the separation is a result of a layoff, in which case
bridging will be used if the employee is reemployed in a
permanent position in the class series within the period of
his layoff eligibility.




2022 Master Merit Personnel System Handbook
(b) One point must be allowed for each complete month of
continuous county service in the class of the layoff or in
classes having the same or a higher maximum salary.
(c) Three-fourths of one point must be allowed for each
complete month of continuous county service in all other
classes within the class series having a lower maximum

salary.
(d) In addition, each employee's last three performance
reports must be considered based on the following:
(1) Twelve points will be subtracted for each "below
standard" report.
(1ii) Only performance reports which have been

completed 30 days before the notification of layoff
(which is 60 days before the actual layoff) will be

considered.
(e) Employees with the lowest total points shall be laid
off first, in numerical order from low to high. In the

event of a tie in the total points, the order of layoff
shall be determined by drawing lots.
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5.305 Layoff: Returnees from military service.

1. Permanent E employees returning from a period of active
military service are entitled to seniority peimts—as if they had
been continuously employed by the county.

2. If such an employee returning from military service had not
completed kis—the probationary period prior to entry into
military service, he it must be completed —% upon return before
acquiring permanent status.

3. Such an employee must be xehired-reinstated to his or her
former position or a similar position if his—the former position
has been abolished.

4. There is no length of time specified as to the duration of
the—rehire reinstatement; but the employee may not be rehired—
reinstated to a position that has already been designated as a
layoff category. That is, ke—the employee must not be xehired—
reinstated and immediately—terminated laid off. However, if at
some time after xehire—his— reinstatement to the position, in
the normal course of events, the position is properly designated
as a layoff class, the employee may be laid off-—terminated.

5. There is no specified time limit for which such an employee
must be retained after —reinstatement. If at some time after
reinstatement the position, in the normal course of events, is
properly designated as a layoff class, the employee may be laid
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5.307 Layoff: Demotions; displacements; transfers.

1. A permanent employee who is laid off is entitled to
displace to lower positions in his— the department under either
of the following circumstances:

(a) To a position in any lower class in which kethe employee
formerly held a permanent appointment and in which there is an
employee with less seniority, or

(b) To a position in a lower class within kisthe employee’s
existing class series, even though the person had not previously
held a permanent appointment within the lower class, if there is
an employee with less seniority in the lower class.

2. An permanent employee who has been transferred or promoted
from one department to a new department and who is subsequently
laid off may displace an employee in kis—the employee’s former
department who has less seniority in the class formerly held by
the employee in the former department. This interdepartmental
displacement remains in effect until the employee's seniority in
the new department exceeds his seniority in the former
department.

3. Permanent part-time employees may displace only employees
holding permanent part-time positions.

4. A permanent full-time employee may displace a permanent
part-time employee with less seniority in the same class or in a
lower class under the same conditions governing full-time
permanent displacements.

5. The employee with the least seniority shall be displaced
by the person who is laid off. The employee displaced shall be
considered as laid off for the same reason as the person who
displaced him or her and shall be eligible to displace in the
same manner. If two or more employees have the same seniority
to a position in a class, the order of displacement shall be
determined by the drawing of lots.

6. In the absence of an election by an employee to waive his—
the right to displace another employee, the employee shall
displace to a position in the highest class permissible under
this section. 1If the employee has the right to displace in two
or more classes at the same level, the employee shall displace
to the class in which the employee has greater seniority. If
the employee has the right to displace in his or her highest
class in more than one department, the employee shall displace
to the department in which the employee has the most seniority.
If his—the employee’s departmental seniority is equal in two or
more classes or departments, ke the employee shall displace to
that class or department in which the employee with the least
seniority is working.

7. Any election or waiver by an employee of his—the right to




2022 Master Merit Personnel System Handbook
displace another employee must be made in writing.

8. When simultaneous layoffs occur in a class series, the
layoff will first be made in the higher class, followed by
displacement to the lower class. When displacements to the
lower class have been completed, the layoff in the lower class
will be made.

9. A department may transfer employees to fill vacancies
rather than use a reemployment list if the transfer is to a
position within the same class series or if the transfer does
not adversely affect other employees. If, for example, a person
in a layoff class is qualified for a totally unrelated position
in the department, ke—that person may be transferred to that
position in lieu of layoff, but only if such transfer does not
result in other employees being forced to accept a lower
position. If such a transfer adversely affects other employees,
the employee must be laid off, placed on a reemployment list and
rehired if a position becomes available.

10. For purposes of this section, "seniority" means seniority
for purposes of layoffs and displacement and is calculated
pursuant to section 5.303 (Layoff: formula).
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5.309 Layoff: Written notice. All-eareer—e Employees to be
laid off shall be given written notice ef—+he—tayeff—at least 30
calendar days before the effective date thereof. A—ecepy—-of—~£The

layoff computations as—welli—as—= < £—and the notice of
layoff to the employee shall be maintained by the department of
human resources Relations. rt—to—+the department—of human
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5.311 Layoff: Rehire; preference for employees electing
displacement or temporary demotion; status; dispositions of
accrued sick leave.

1. Last out - first in. The names of permanent employees who
have elected displacement or temporary demotion pursuant to the
provisions of section 5.307 must be placed first upon the
reemployment list for the class of position involved, in reverse
order of displacement or temporary demotion, within the
department in which the employees elected displacement or
temporary demotion. The employee who was last to displace or
demote is the first on the reemployment list, and must be given
preference in rehiring. Each person on such a list retains
eligibility for appointment for 1 year—en—unlimitedperied—of
£ime.

2. Re-employment List. FThe—smames—ef—All permanent employees
laid off must— shall be placed upon the reemployment list within
the department from which the employee was laid off, for the
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class of position involved in the layoff, in reverse order of
layoff after the names of permanent employees who have elected
displacement or temporary demotion. Each person on such a list
retains eligibility for appointment from the list for a period
of 1 year after the date his—the name was placed on the list. A
permanent employee who has been laid off and is rehired in the
same department is restored to permanent status.

3. Employees who are xehired-re-employed by the county within
1 calendar year after they are laid off are entitled to
reinstatement of accrued and unused sick leave remaining to
their credit at the time of their layoff.
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Disciplinary and Correctional Actions

5.313 Warning and reprimand.

1. Whenever an employee's performance falls below standard or,
for other just cause, there is a lapse in his—performance, the
employee's supervisor shall inform the employee promptly and
specifically of such lapse.

2. If appropriate and justified, and following a discussion of
the matter, a reasonable period of time for improvement or
correction may be allowed before initiating disciplinary action.

3. In situations where an oral warning has not resulted in a
correction of the condition or where more severe initial action
is warranted, a written reprimand shall be sent to the employee
and a copy placed in the employee's personnel folder in the
department and in the department of human resources.

4. This section applies only to permanent employees not

covered by a collective bargaining agreement.
rv14¢ Oxrd N 21 . . ] P2 N Ord N JE .
14 —Ne- b rd-—No— 3

dded O
\SaSAS muy S E=

[OR
P,

E2N
E= repearea [Sav s

P

7
7232 10607
I - 7

[OR¢
7

—Ox
R Nes—
5.315 Suspension.

1. If the written reprimand is not effective, or in those
cases where the seriousness of the offense or condition warrants
it, a permanent # employee may be suspended without pay by his—
the appointing authority fer—a—peried—-oefmeot—t &30
catendar—da for just cause.

2. This section applies only to permanent employees not
covered by a collective bargaining agreement.
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5.317 Demotion and dismissal.

1. When other forms of disciplinary or correctional action
have proved ineffective or when the seriousness of the offense
or condition warrants it, the appointing authority may demote or
dismiss £he—a permanent employee for just cause.
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2. This section applies only to permanent employees not
covered by a collective bargaining agreement
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Appeals and Hearings

5.319 Procedures for suspension and demotion.
__1An order by an appointing authority to suspend or demote a
permanent—etassified employee shall:

(a)—*= Be in writing;

(b) 2——State specifically the action to be taken;

(c)3.— State specifically the cause or causes upon which
the action 1s based fer—the aetiontobetaken;
(d) 4~ State the effective date of such action;
(e) 5+—State that the employee has 7 calendar days within
which to appeal the action;
(f)—+6+—Be served on the employee, either personally or by
posting by certified mail no later than 24 hours after the
effective date of the action; and
(g)#*—Be filed with the department of human resources.
2. This section applies only to permanent employees not
covered by a collective bargaining agreement
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5.321 Discharge: Notice of proposed action.

1. Before taking action to discharge amn permanent employee—
havingpermanent—Sstatus—3n—+th tassified—serviee, the
appointing authority shall serve on the employee, either
personally or by posting by certified mail, a notice of proposed
action which shall contain the following:

(a)*. A statement of the action proposed to be taken;—
(b)2. A statement of the eharges—cause or causes upon
which the action is based;-

(c). The effective date of the action;

(d)3. A statement that the employee has 7 calendar days to
respond to the appointing authority either orally or in
writing.

2. This section applies only to permanent employees not
covered by a collective bargaining agreement.
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5.323 TImmediate suspension pending discharge.
1. An appointing authority may immediately suspend an
permanent employee without pay, pending discharge, for:
(a) Conduct which gives rise to a clear and present danger
to public health and safety; or
(b) Gross misconduct which is seriously and substantially
disruptive of department or county operations in relation
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to established policies, fellow employees or supervisors.

2. Notice of immediate suspension pending discharge shall
comply with the provisions of section 5.321 (discharge) and be
served on the employee either personally or by posting by
certified mail within 24 hours of the effective time of
suspension.

3. This section applies only to permanent employees not

covered by a collective bargaining agreement.
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5.325 Suspensions due to pending criminal charges. An
appointing authority, upon giving notice as provided in section
5.321 (discharge), may immediately suspend as permanent employee
against whom there is pending a criminal charge and which charge
adversely end—direetty—affects the county service or conflicts
with continued employment, or is seriously and substantially
disruptive of department or county operations. Pending criminal
charges exist when an employee has been named a defendant in a
criminal complaint or indictment filed in any court. This
section applies only to permanent employees not covered by a

collective bargaining agreement.
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5.327 Procedure for discharge.
1. In any action to discharge am permanent employee, —having—
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having complied with the applicable requirements set forth in
sections 5.321 (discharge) or 5.323 (suspension), the appointing
authority may order the discharge of the employee.
2. Such order shall:
(a) Be in writing;
(b) State specifically the cause or causes for the action;
(c) State the effective date of such action, which shall
be no less than 7 calendar days from the date of issuance
of the notice of proposed action under section 5.321;
(d) State that the employee has 7 calendar days within
which to appeal the action;
(e) Be served on the employee, either personally or by
posting by certified mail, prior to the effective date of
such discharge; and
(f) Be filed with the department of human resources.
3. This section applies only to permanent employees not
covered by a collective bargaining agreement.
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5.329 Response to notice of proposed action. As permanent
employee who is served with a notice of proposed action
involving either an intent to discharge, an immediate suspension
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pending discharge or an immediate suspension resulting from a
pending criminal charge has 7 calendar days from proof of
receipt of the notice to respond to the appointing authority
R s e ¥—in writing to refute the charges and/or to
dissuade the appointing authority from taking the action. This
section applies only to permanent employees not covered by a
collective bargaining agreement.
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5.331 Appeal from discipline; selection of arbitrator.

1. A permanenty;—etassified employee who has been demoted,
suspended or discharged may, within 7 calendar days of the
effective date of the discipline imposed, appeal the action.
The appeal shall be in writing and shall be filed with the
Assistant County Manager for Administration and Finance (ACM).
assistant—county manager—for personnel.

2. Upon receipt of the appeal, the assistant—ecounty manager—

for—persennel—eorhisdesign ACM or designee shall meet with
the employee and the appointing authority in an attempt to
select a mutually acceptable arbitrator. Fer—eases—invelving
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3. If an arbitrator cannot be agreed upon, arnd—Ff—the—
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director of human resources shall submit a request to the
American Arbitration Association, or similar service, for a list
of arbitrators. Upon receipt of the list, an arbitrator shall
be selected by the assistarnt sy —anager—feor—personnetACM and
the employee by alternately striking names, the employee
striking first.

4. The parties shall use the Labor Arbitration Rules of the
American Arbitration Association unless otherwise agreed to by
both parties in writing.

5. This section applies only to permanent employees not
covered by a collective bargaining agreement.
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5.333 Arbitration: Hearing; costs; decision.
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2. The arbitrator may determine whether the action taken was
for just cause and, if not, what remedy would be appropriate
under the circumstances. The arbitrator's decision shall be
limited to either sustaining the discipline imposed, modifying
the discipline imposed or restoring the employee to his status
prior to the imposition of discipline, including full
restoration of all wages and benefits with no loss of rights.
The arbitrator's decision shall be final and binding on the
parties.
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This section applies only to permanent employees not covered by
a collective bargaining agreement.
+ 157 —0rd—Ne+—233+—A—F4—130+—0rd-—Ne+—4591}

Disclosure Improper Governmental Action

5.3331 Definitions.

As used in sections 5.3331 to 5.3336, inclusive, the following words
and phrases shall have the following meanings:

1. "Improper governmental action" means any action taken by an officer
or employee in the performance of his official duties, whether or not
the action is within the scope of his employment, which is:

(a) In violation of any state law or regulation;

(b) In violation of Washoe County Code, an ordinance adopted by the
board of county commissioners, or an ordinance or regulation adopted
by the appointing authority which employs the officer or employee;

(c) An abuse of authority;

(d) Of substantial and specific danger to the public health or safety;
or

(e) A gross waste of public money.

2. "County" means Washoe County.

3. “County employee” means any person who performs public duties under
the direction and control of a county officer, or in the case of the
district health department, for the district health officer, and in
either case, for compensation paid by or through the county.

4. "County officer" means a person elected or appointed to a position
with the county, or the district health department, that involves the
exercise of a county or district health department power, trust or
duty, as applicable, including:

(a) Actions taken in an official capacity which involve a substantial
and material exercise of administrative discretion in the formulation
of county or district health department policy;

(b) The expenditure of money of the county; and

(c) The enforcement of laws and regulations of the state, county, or
district health department.

5. "Reprisal or retaliatory action" includes:

(a) The denial of adequate personnel to perform duties;
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(b) Frequent replacement of members of the staff;

(c) Fregquent and undesirable changes in the location of an office;
(d) The refusal to assign meaningful work;

(e) The issuance of letters of reprimand or evaluations of poor
performance;

(f) A demotion;

) A reduction in pay;
h) The denial of a promotion;
i) A suspension;
j) A dismissal;

k) A transfer;

1) Frequent changes in working hours or workdays; or

(m) If the employee is licensed or certified by an occupational
licensing board, the filing with that board, by or on behalf of the
employer, of a complaint concerning the employee,
if such action is taken, in whole or in part, because the county
officer or employee disclosed information concerning improper
governmental action.
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5.3332 Appointment, qualifications and authority of hearing officer;
county manager's duties.

1. The board will periodically appoint a hearing officer or a panel of
hearing officers from the recommendations made by the county manager.
A person who wishes to serve as a hearing officer pursuant to sections
5.3331 to 5.3336, must:

(a) Possess a bachelor's degree from an accredited college or
university and have at least 4 years of professional experience in
resolving disputes between opposing parties, 2 years of which included
making determinations or adjudicating issues by interpreting statutes
or administrative rules or regulations;

(b) Possess an associate's degree from an accredited junior college or
community college and have at least 5 years of professional experience
in resolving disputes between opposing parties, 2 years of which
included making determinations or adjudicating issues by interpreting
statutes or administrative rules or regulations;

(c) Have at least 2 years of experience as a hearing officer with an
administrative agency of the state; or

(d) Possess any other combination of education and experience which the
county manager deems to be equivalent to the education and experience
required by paragraph a, b, or c, and demonstrate to the satisfaction
of the county manager that he possesses the knowledge, skills and
abilities required by this subsection.

3. In addition to those qualifications listed in subsection 2, a
hearing officer must:

(a) Be able to:

(1) Interact effectively with all participants at a hearing in a
manner which ensures an impartial, orderly proceeding;

(2) Work independently;

(3) Listen and analyze the evidence presented at a hearing and
communicate effectively his—decisions on motions and objections
related to that evidence;

(4) Communicate effectively, orally and in writing, with persons from
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a variety of social, economic and educational backgrounds;

(5) Render an impartial decision based on:

(i) The evidence presented at a hearing; and

(ii) An objective analysis of applicable statutes, regulations and
case law;

(6) Write decisions and opinions in a clear, concise and accurate
manner; and

(b) Be knowledgeable of the provisions of state law and regulations,
and county code relating to local governments, including county
government.

4. If the hearing officer determines that the action taken was a
reprisal or retaliatory action, the hearing officer may issue an order
directing the proper person to desist and refrain from engaging in
such action. The hearing officer shall file kis—their decision with
the county manager, or other elected or appointed board responsible
for the actions of that person and prepare a separate copy redacting
identifying or sensitive information. The redacted copy of the
decision of the hearing officer shall be made public.

5. The county manager, or the county manager's designee, shall provide
each officer and employee with a summary of the provisions of sections
5.3331 to 5.3336, inclusive.
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5.3333 Written appeal by officer or employee who claims reprisal or
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5.3334 Time for hearing; continuances.
1. The hearing officer shall convene the hearing at the time and place
specified for the purpose of hearing the appeal.
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32. The hearing officer shall provide reasonable accommodation to

a party with a disability who requests such accommodation within the
time sufficient to make the accommodation.

43. Hearings may be continued beyond the period originally scheduled
or recessed until a future date which is agreeable to the hearing
officer and the parties if good cause is shown.
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5.3335 Procedures for conduct of hearing on written appeal; hearing
officer's decision.

1. The provisions of this section govern the procedure for conducting
a hearing—fer—a—written appeal—filed pursuant—+ eSS 3 3+

5 '2'2&, 1t 3

Heru St

2. The employee or officer filing the appeal may represent himself—
themself at the hearing or be represented by an attorney or other
person of the employee's or officer's own choosing at no expense to
the County.

3. All testimony must be under oath administered by the hearing
officer.

4. The appeal must—should be heard in the following manner:

) Opening statements—fer—th ££
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<) Presentation of the officer's or employee's case, followed by
cross-examination. During the presentation of the officer's or
employee's case, the county officer or employee must establish

(1) The officer or employee was an officer or employee on the date of
the alleged reprisal or retaliatory action;

(2) The officer or employee disclosed information concerning improper
governmental action; and

(3) The alleged reprisal or retaliatory action was taken against him
within 2 years after the date he disclosed the information concerning
improper governmental action.

(ce) If the officer or employee establishes the facts set forth in
paragraph (c), presentation of the employer's case, followed by cross-
examination, to establish that the employer did not engage in the
alleged reprisal or retaliatory action or that the action was taken
for a legitimate business purpose and was not the result of the
disclosure of information concerning improper governmental action by
the officer of employee.

(de) If the employer establishes a legitimate business purpose for the
alleged reprisal or retaliatory action, the officer or employee may
introduce evidence, followed by cross-examination, to demonstrate that
the stated business purpose is a pretext for the reprisal or
retaliatory action.

(e£) The parties may respectively offer rebutting testimony only,
unless the hearing officer permits additional evidence upon the
original cause.

(e + £ +1 ££4 1
&7 reument—for Hr tEreer r—emp+

A rgument—for—theemployer—
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(f+) Closing arguments—fer—th fficer or—empl .

(g3) Submission of the appeal for a decision.

5. Except as otherwise provided in subsection 6, all hearings on
appeals must be open to the public.

6. On the motion of either party, the hearing officer shall exclude
from the hearing room witnesses in the matter not at the time under
examination except the parties to the proceeding. No hearing may be
closed to the public except on motion of either party for good cause
shown.

a HrReRE r £ vk 3 | 1 den HBerhtE—+ i It radis =1
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8. The hearing officer shall determine the evidence upon the eharges—
and——speeifiecationsfacts and circumstances as set forth by the appeal
document, and shall not consider any additional evidence beyond the
scope of the charges.

9. An officer's or employee's past performance by way of an act or a
failure to act may be shown by competent evidence.

10. All testimony and exhibits offered at the hearing must be
relevant and bear upon the matter in contention. Any testimony or
exhibits which are considered by the hearing officer as not meeting
this criterion may preperity—be excluded.

11. The hearing officer shall also consider the objection of either
side to the introduction of evidence. Competence and relevance must be
the primary test in ruling on objections. ,

12. A decision must be based on evidence presented. The hearing
officer shall be guided in kis—their decision by the weight of the
evidence as it appears to him at the hearing.

13. Any letter, paper or object offered in evidence must be properly

authenticated. The representative for the opposing party is entitled
to examine the exhibit when it is offered.

14 T i 3 ££ o1 Al o a = SN N A £
14— The hearingeofficer shall render his deeision—within e £
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£ rodusion of the hearing,
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5.3336 Prohibitions and application.

1. An officer or employee shall not directly or indirectly use or
attempt to use the officer's or employee's official authority or
influence to intimidate, threaten, coerce, command, influence or
attempt to intimidate, threaten, coerce, command or influence another
officer or employee, as applicable, in an effort to interfere with or
prevent the disclosure of information concerning improper governmental
action.

2. For the purposes of this section, use of "official authority or
influence" includes taking, directing others to take, recommending,
processing or approving any personnel action such as an appointment,
promotion, transfer, assignment, reassignment, reinstatement,
restoration, reemployment, evaluation or other disciplinary action.

3. An officer or employee shall not use the provisions contained in
sections 5.3331 to 5.3336, inclusive, to harass another officer or
employee.

4. Nothing contained in section 5.3331 to 5.3336, inclusive, prohibits




2022 Master Merit Personnel System Handbook

an officer or employee from initiating proper disciplinary procedures
against another officer or employee, as applicable, who discloses
untruthful information concerning improper governmental action.

5. Sections 5.3331 to 5.3336, inclusive, are intended to be directory
and preventive rather than punitive, and do not abrogate or decrease
the effect of any of the provisions of state statutes or county code
provisions which define crimes or prescribe punishments with respect
to the conduct of officers or employees.

[ & = N 11
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Full-Time Service Required

5.334 Full-time service required.

Each employee shall, during kis—thier hours of duty as an
employee and subject to such other laws, rules or regulations as
pertain thereto, devote kis—their full-time attention and
efforts to county employment. A full-time employee may not
engage in additional part-time work for the county.

<1 Oxred N 20 . Oxed N Q291
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Prohibitions and Penalties

5.337 Incompatible activities: Prohibitions.

Employees shall not engage in any employment, activity or
enterprise which has been determined to be inconsistent,
incompatible or in conflict with their duties as Washoe County
officers and employees, or with the duties, functions or
responsibilities of their appointing authorities or departments
by which they are employed.

[S16Q9 Ord N 21231
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5.337 Incompatible activities: Specific prohibitions.
Employees shall not engage in any employment, activity or
enterprise which is inconsistent, incompatible or in conflict
with their duties as Washoe County officers and employees, or
with the duties, functions or responsibilities of their
appointing authorities or departments by, which they are
employed, including but not limited to:
1. Except for the limited use authorized in section 5.340,
the
use for private gain or advantage of the county's time,
facilities, equipment, and supplies.
2. The use for private gain or advantage of a badge,
uniform, prestige or influence of their county positions of
employment.
3. The receipt or acceptance by employees of any money or
other consideration from anyone other than the county for
the performance of an act which the employees would be
required or expected to render in the regular course of
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hours of their county employment or as a part of their
duties as employees.
4. The performance of an act in other than their capacity
as employees, which act may later be subject, directly or
indirectly, to control, inspection, review, audit or
enforcement by such employees or the department by which
they are employed.
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5.339 Incompatible activities: Designation.

Each appointing authority may determine and describe in writing
additional specific activities which, for employees under his—
their jurisdiction, will be considered inconsistent,
incompatible or in conflict with their duties as employees, and
shall provide a copy to each such employee.

5159 0rd—Neo+—23 3+ A Ord—Ne—492}

5.340 Ownership of county computer system; de minimis use of
county property, equipment or other county facility authorized;
restrictions and prohibitions.
1. For purposes of this section, limited use for personal
purposes, also referred to as "personal use" of county
computers, as well as business related uses, does not
create any expectation of privacy in that use by county
officers, employees or other users. All data and other
electronic messages within the county's computer system are
the property of Washoe County. The county has the right to
periodically and/or randomly inspect, review, audit and
monitor employees' computer files, Internet use, electronic
messages and other data stored in the county computer
system.
2. The board of county commissioners authorizes the limited
use for personal purposes by county officers and employees
of county property, equipment or other facility if:
(a) The use does not interfere with the performance of
public duties including duties of both the
officer/employee and other county staff, or interfere
with the provision of county services;
(b) The cost or value related to the use is nominal;
and
(c) The use does not create the appearance of
impropriety.
This section does not prohibit the use of mailing
lists, computer data or other information lawfully
obtained from a county agency which is available to
members of the general public for nongovernmental
purposes. Further, this section does not prohibit the
use of telephones and electronic mail (e-mail) if
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there is not a special charge for that use. If there
is a special charge for that use, then the use is not
prohibited but the officer or employee must reimburse
the cost or pay the charge to the county in accordance
with subsection 3 below, unless the use is made
necessary because the officer or employee is attending
to county business.
3. Except as provided in subsection 2 above, if the county
incurs a cost as a result of a use that is authorized
hereunder, or if the county would ordinarily charge a
member of the general public for the use, the county
officer or employee shall reimburse the cost or pay the
charge to the county.
4. Except as otherwise provided herein, a county officer or
employee shall not use any county time, property,
equipment, or other facility to benefit that officer's or
employee's private business interests. This prohibition
includes, but is not limited to: selling products for
private business, solicitation related to private business
or personal interests, mass mailings, keeping private
business accounts, or similar uses. The county may provide
access via computer to a bulletin board for use by county
officers and employees. If provided, this section does not
prohibit a county officer or employee from advertising on
the county maintained bulletin board: personal items for
purchase or sale so long as those items are not connected
with a private business interest of the officer or
employee, posting information regarding upcoming social
events, or such other uses as may be permitted by the
county through rules posted on the bulletin board web page.
5. With the exception of use of county computers for
electronic mail (e-mail), the personal use of county
computers as authorized in subsection 2, shall not exceed
30 minutes per workweek which may not occur during the
officer's or employee's work time, which time may not be
accumulated from week to week. For purposes of this
section, use of computers is use of a county computer to
access Internet web sites, use of a modem from a noncounty
location to access a county computer, use of county owned
software or computer programs, and use of county owned
computer hardware to run personal software or programs.
Notwithstanding the authorization for limited use of county
computers, and personal use of county telephones and
electronic mail (e-mail), county officers and employees
shall not use county computers, telephones or electronic
mail for personal use if the use would violate the
provisions of paragraph (a), (b) or (c) of subsection 2, or
if the use would violate any county or department policies.



2022 Master Merit Personnel System Handbook
Prohibited uses include, but are not limited to:
(a) Interdepartmental e-mails to groups of persons
regarding noncounty community-wide projects or events or
noncounty social events;
(b) Noncounty business uses which violate county policies
on sexual harassment, discrimination and harassment,
workplace violence, or other county policies.
6. The limited use of county property, equipment or other
facility as set forth in this section shall not be deemed a
violation of section 5.337(1).
7. The county may adopt policies to interpret and implement
the provisions of this section and to further prescribe,
restrict or limit use of the county's computer system. In
addition, county department heads may adopt more
restrictive policies on the use of the county property,
equipment or other facility than as set forth in this
section, but department heads may not adopt less
restrictive policies. A county department head who adopts a
more restrictive policy than as set forth in this section,
must file a copy of the policy with the human resources
department.
8. Nothing herein prohibits the limited use of county
property, equipment, or other facility for personal
purposes where the use is necessary as a result of
emergency circumstances.
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5.341 Political activity.

Employees shall have the right to vote as they choose and to
express their political opinions on all subjects without
recourse, except that no employee shall:

1. Directly or indirectly solicit or receive, or be in any
manner concerned in soliciting or receiving any assessment,
subscription, contribution or political service, whether
voluntary or involuntary, for any political purpose from anyone
on any employment list or holding any position in the classified
service.

2. Engage in political activity during the hours of kis—their
county employment with the purpose of improving the chances of a
political party or individual seeking office, or at any time
engage in political activity for the purpose of securing
preference for promotion, transfer or salary advancement.

3. While off duty, engage in political activity to an extent
that it impairs kis—their attendance or efficiency as an
employee.

4. As an employee in a department administering federally aided
programs, engage in political activities at any time which are
forbidden by federal law.
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