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Section 1. County Personnel System: Creation;

I. GENERAL PROVISIONS

213

S

£ of Personnel Admnistrator.

 otaf
’ The Personnel Department, i

administration of the County Personnel System.
2. The executive head of the Personnel Department

© who shall be appointed by the Board of
' the County Manager. _
.3, The Personnel Administrator shall:
possess such qualifications as are

(a)
- sioners.
(b)

(c)

(hereafter termed the

‘ Be in the unclassified
~ be set by the Board of County Commissioners.
, perform such duties as are imposed by this
~ the Board of County Camissioners.
o 4. The Personnel Administrator may appoint, pur
- .ordinance, such technical,
- duties and the operation o

clerical and operational
£ the Personnel Department

"persarnel Comuittee"”

is

County Commissioners, upon

ch is hereby created, is responsible for the :
the Personnel Administrator,
recommenda .

tion of

deteminedbytmsoardofcamtyoam-
servioearﬂreceiveanamualsalaxyinanmtto |
ordinance, theComtymnagerard‘._

suanttotheprovisiamofthis
staffastt\ee:cecutimofhis

may require.

Creation; membership. 'mere' is

 Sec. 2. Washoe Coun Personnel Committee:
mrebycrea@m%?ersomanepartment%m

County Personnel Camittee

" the Board of County Cammissioners.

) camposed of five members appointed by

COUNTY EMPLOYEES; = =

cualifications, salary, dutles,

&z,




_ " 1. ‘The Board of County Commissi

o - 4 years fram

' cient cause for removal o

; and travel expenses as provided by law.

,k}“‘catmitteetoserveforatemoflyear. _ ,
as the nonvoting recording secretary of
. the comittee. He shall keep the minutes O

. sec. 3. Qualifications of members of Personnel Cammittee. oo
‘ Toners shall appoint members of the Personnel Cam- =
. mittee who represent a balanced cross-section of the citizens of Washoe County, in- L
E : i industry, trades and professions. ST
2. No member of the Personnel Committee N

' office or have been an employee
~ preceding his appointment, nor shall he seek or hold such an office or employment

' Quring his term as a member of the committee.

Sec., 4. Members of Personnel Camnittee: Terms; removal.
1. The members of the Personnel Camuittee <hall serve at the pleasure of the o s
Board of County Comissioners, but no appointment shall extend beyond a period of - .
the date of expiration of the preceding appointment. ' SO
2. Absence from two successive reqular meetings shall constitute good and suffi-
£ a menber by the Board of County Comissioners. ‘

s of members of the Personnel Committee., While ;

~ Sec. 5. tion and
engaged in o%%:.c% business OE % Personnel Deﬁﬁié'ﬁt, The members of the Person—
a;ﬁﬂxeperdienecpa’xseallw-“~ o

nel Camittee shall receive a salary of $20 per day

Sec. 6. Chairman, secre of the Persomel Committee. e
1. The Personnel Cammittee shall designate one of 1ts members as chairman of the L

2. The Personnel Administrator shall act .
£ the proceedings of the camittee.

T Yy o Ing

Sec., 7. Meetings, rum of Personnel Camiittee. ' o o
1. 'IhemembersofmePersonneICaumtteemn‘eetatsudutﬁre‘sarﬁatm

L placesasshallbespecifiedbythecallofmechainnanoramajorityoftheoan-

" cise all the power and authority con

. mittee, but a meeting of the camittee shall be held at least once every 3 months.
shall constitute a quorum. A quorum may exer-

2. Three members of the committee
ferred on the comittee, but no rules or regu=
lations shall be adopted, amended or rescinded except by a majority vote of the

-entire membership of the committee.
tes of the transactions of each meeting, regular

3, The camittee shall keep minu
“or special, which shall be filed with the Personnel Department and shall be public

records.

. sec. 8. thlles' for Personnel Committee management. The Personnel Committee
shall prescribe rules and regulations for its own management and goverrment,

VLN

Sec. 9. Powers and duties of Personnel Committee, In addition to the powers and |

. duties set forth elsewhere in this ordinance, the comittee shall have the following -
~ powers and duties:

71, To advise the Personnel Administrator concerning the organization and adminis- -

 tration of the Personnel Department. ’ '

2, To report to the Board of County Camnissioners annually on all matters which

. the_cam\itteemydeempertinenttothePersonnelDepart:rentamicomeminganyspe-, :

" cific matters previously requested by the Board of County Camissioners. After ac- . R

~ceptance of such annual report by the Board of County Camissioners, the Persomnel .

- administrator shall cause copies of the same to be transmitted to each elected L
county officer and appointive department head. \




nance. . . . o
: 5. To foster the interest of institutions of learning and of civic, professional -
~and employee organizations in the improvement of personnel standards in the county
: 6. To exercise any other advisory powers necessary or reascnably implied within :
. the provisions and purposes of this ordinance. e

 sec. 10. Definitions. As used in this ordinance, the words and terms defined
~ in sections IT to 30, inclusive, have the meanings ;:espectively ascribed to e
. in such sections., o .

Sec., 11. "Anniversary date" defined. R e
1. For all persons in the amploy of Washoe County on the effective date of this - . = -
" ordinance, "anniversary date" means one year from July 1, 1973, most recent pramo= ... .
' tion or demotion after July 1, 1973, or last change in status within class grade

 after July 1, 1973. .
2. Foryall'. persons employed by Washoe County after the effective date of this
. oprdinance, "anniversary date" means one year from the date of hire, , most
' pecent pramotion or demotion, or last change in status within class grade.
3, A cost-of-living increase affecting all Washoe County employees autl'_\orized el
. at any time by the Board of County Cammissioners shall not affect the anniversary =

[ f  date of any county employee.

Sec. 12. "_@g@inting authority" defined. R

© 1, "Appointing authority” means each elected officer and each appointed head of
' a department having the authority legally to make appointments to positions in the .
county service. This authority may be delegated by such elected officer or the e

o appointive department head. . . Ty
2. "Appointing authority" does not include "employer" as defined in section 20.

71‘,,1;;;{,«\\\\\“;Sec. 13. "Break in service" defined. "Break in service," except as exempted
by section 127, means an interruption of an employee's continuous county service
e mrequinng the removal of his name fram payroll records. ' o

~ Sec. 14. "Class" defined. nClass” means a group of positions’ sufficiently similar
with respect to their duties and responsibilities that the same title may reasonably
. and fajrly be used to designate each position allocated to the class, that substan-
o tially the same criteria of fitness may be used, that substantially the same minimm
. qualifications may be required and that the same schedule of compensation may be made

 to apply with equity.
» " gec. 15. "Class specification” defined. "Class specification" means a written
L description of a class, consisting of a title, a definition, examples of duties
g and minimm qualifications required.

. sec. 16. ‘“"Classification" defined. "Classification" means the systematic process
 of analytically grouping and allocating positions to classes based on the similarity
of actual duties and responsibilities. : :
" gec. 17. "Classification plan” defined. "Classification plan" means all the

' classes which have been established, along with the rules for maintaining the

plan and the class specifications. :

.. _Sec. 8. "pate of hire" ("hire date") defined. "Date of hire" (or "hire
L date") means the date of original employment by Washoe County.

3.




¥ - contributions. The term is applied without regard to sex,

- overtime work, except arrangements agreed upon
T "permanent employee" means an employee e .
. who has been lawfully retained in his position after completion of the probationary =

 sec, 19; “'Demotion" defined.; "Demotion" means any noiranent‘of‘ an enployee to a i
position in a class having a lower maximum salary range than the position previously
dmmald Itbvetent, either in ";f.‘}

" class, grade, or within grade, on the Washoe County Classification Plan and Salary = -

= occupied, excluding general salary adjustments, or any
: Schedule adopted by the Board of County Comissioners.

Sec., 20. "Bmployee," "employer," "exempt_employee" defined.

1. Except as provided in subsection 2, "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

! by the county and who is under the direction or control of officers of the L ‘

county or its townships.

2. "Brployee" does not include: :
_ (@) Independent contractors Or persons rendering professional services to an
employer on a fee, retainer or contract basis. .

(b) Pmployees of the Washoe Medical Center. ‘

(c) Employees of the Washoe County Convention Authority.

(d) "Exempt employees," which term means:

‘ (1) District judges
officers and employees of Wittenberg Hall appointed pursuant to the provisions of
NRS 62.100, and secretaries and law clerks.

(2) Justices of the peace and their employees.

3. "Bmployer" means Washoe County, and shall not be construed to mean "'appointing

authority."

. sec. 21. "Grade" defined.
All classes placed in the same salary grade have the same salary range or rate.

Sec. 22. "Line personnel” defined. - ,
1. "Line personnel” means deputies or officers of the Sheriff's Department who

' are deputized as peace officers according to the provisions of NRS 169.125, are
" authorized to execute police powers or are charged with law enforcement responsi-
bilities, and who are contributing the full amount of peace officer retirement ;

rank, division or duty.
r or not a Washoe

2. "Line personnel" does not include any individual, whethe

- -County employee, who is constituted a special deputy by appointment of the Sheriff

and who is not a full-time employee of the Sheriff's Department.

. sec. 23. "Merit salary increase date" defined. "Merit salary increase date”
means one year fram the date of amployment, pramotion or last full step annual
merit salary increase. o :

Sec. 24. "Overtime" defined.
1. "Overtime means any time wo

rkedinexcessothoursmadayOrwl'x)urs-in

- a week, or, if authorized, 4 10-hour days equalling a 40-hour week, except as pro- =

' vided in subsection 2.

and their employees, including but not limited to probation . :

i (3) Attorneys employed in the offices of the District Attorney and the Public ,¢‘ : |
- Defender. ' e

nGrade" means a term used to designate a salary level. -

v'*’

2. All irregular or occasional hours of Qrork, officially ordered and approved, ‘ .

" which are in excess of hours designated for the class, shall be considered to be

Sec. 25. “Permanent employee" defined.

for the convenience of the employee.




. sec. 26, "personnel Department” defined | mpersonnel Department” means the comnty =
 department created by section 1, and its staff. e S o e

. Sec.2]. "Position" defined. "Position" means a group of duties and responsibilities |
: kwhich have been assigned to a single employee on a full-time or part-time basis. o

. Sec., 28. "Pramotion”" defined, "Pramotion" means any movement of an employee to a .
~ position in a class having a higher maximum salary range than the position previously
" occupied, excluding general cost-of-1iving salary adjustments, or any upward movement,
. either in class, grade, or within grade, on the Washoe County Classification Plan and

~ Salary Schedule adopted by the Board of County Cormissioners.

Sec. 29. "Reclassification" defined. "Reclassification" means a reassignment
' or change in allocation of an individual position by raising it to a higher class,

. reducing it to a lower class, or moving it to another class at the same level on

¥ the basis of significant changes in kind, difficulty or responsibility of the work -

. performed. o ,

s Sec. 30. "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 position to another location,

. sec., 31, Establishment of merit personnel system. A merit personnel system for all
. employees of the county except those exempted under the provisions of section 20 is
" hereby established. v

Sec. 32. FRules and regulations. o
1. The Persommel Department, with the approval of the Board of County Cammissloners, -
. ghall from time to time pramlgate appropriate rules and regqulations for the adminis-
-~ tration of the ordinance. :
L 2. Nothing in this section shall be construed to: . _
7 (a) Prohibit elected officers and appointive department heads from prarulgatmg
. . office or department rules and regulations not in conflict with any provision of law,
. . this ordinance, or the rules and requlations pramlgated pursuant to the provisions
of subsestion 1. A copy of any such rule and requlation or amendment thereto shall
© be filed with the Personnel Department. . . o
. (b) Limit the power and authority of elected officers to conduct and manage the
affairs of their offices as they see fit. ~ :

Sec. 33. Nepotism prohibited. ' ( -
1. Except as provided in subsection 2, it is unlawful for an appointing authority .
as defined in section 12, including any county board or camission, elected or ap~
~_ pointed, to employ in any capacity on behalf of the county any relative of such indi-
. vidual or of any member of such board or camission within the third degree of con-
sanguinity or affinity. ’

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 e@loyment, 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 widatoleru with :y dependent or depen-

 dents as an 1 of any officer or board in this county.
3. No pengﬁ (;ytg]a.oyed ogntrary to the provisions of this section shall be
campensated for such employment.

e | it
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A

discretion allowed by paragraph (c) of subsection 1 : y -
.+ Personnel Department the names of employees designated by him to be 1in thevunclas- o
 sified service. i

1. The classified service of Washoe County sl

. see. 34, Classified service: Camposition, a-ﬁim:ments‘and dig%ye.' T

camprl of 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 un-
. classified service as set forth in section 20. o i :
.. 2. Appointments in the classified service shall be made according to merit and .
.. fitness fram eligible lists prepared upon the basis of examination, which shall - =
. be open and campetitive, except as otherwise provided in this ordinance. AL

3. No person shall be appointed, transferred, promoted, demoted or discharged

 as an officer, clerk, employee or laborer in the classified service in any manner
... or by any means other than those prescribed in this ordinance. -

4, No person shall be discriminated against on account of his religious opin-

 ions or affiliations, his age, race, color, sex, physical or visual handicap or
~ national origin. '

sec. 35. Unclassified service: Composition, salaries set by COun%X Camissioners.
‘1. The unclassified service of Washoe County shall be campri of positions |

. by county officers or employees, as follows:

(a) Persons chosen by election or appointment to fill an elective office.
(b) Members of appointed boards and camissions, appointed heads of departments
and the County Manager. i
(c) At the discretion of the elective officer or head of each department, a num=

- ber of employees in each department, excluding the elective officer or department

head, as designated by the elective officer or department head, which shall not

 exceed 3 percent of the permanently established positions as authorized by the
' Board of County Camnissioners. If 3 percent of such positions is less than one
 employee, the elective officer or department head shall be entitled to at least

ane such unclassified employee. , ) -
(d) All persons holding temporary part-time or temporary full-time appointments

s the duration of which do not exceed 6 months.

(e) Part-time professional personnel who are paid for any form of medical, nursing ' .

‘-._ or other professional service, and who are not engaged in the performance of admin-
istrative or substantially recurring duties. ‘

(f) Such other officers and employees as are authorized by law to be enplcyed in

"~ the unclassified service.

2. An elective officer or head of each department who elects to exercise his B
chall immediately report to the

3, Salaries of all persons in the unclassified service, including constables .
whose salaries are set by the Board of County Camissioners pursuant to the provi=
sions of NRS 258.040 and excluding county elective officers whose salaries are

‘ “~'fixedbystatute, shall be fixed by the Board of County Commissioners upon recam= .
. mendation of the Personnel Committee. S

II. - CLASSIFICATI PLAN

Sec. 36. Establishment of classification plan. ' e
1. The classification plan shall be approved by the Board of County Commissioners

" upon the recammendation of the Personnel Camittee.

2. The Board of County Cormissioners declares that since uniform salary and wage
rates and classifications are necessary for an effective and efficient personnel o
system, the campensation plan shall set the official rates applicable to all posi-

" tions in the classified service, but the establishment of the compensation plan

shall in no way limit the authority of the Board of County Commissioners relative to -

: ‘\;‘budgeted appropriations for salary and wage expenditures.

3. This ordinance shall not be construed to supersede or conflict with existing

. or future contracts of employment dealing with wages, hours and working conditions.




o sec, 3T, Revision of classification plan. S R T L T e D TR L
.1, Subject to the approval of the Board of County Commissioners, on the recam- . .
mendation of the Perscnnel Camittee after consultation with appointing authorities,
the Personnel Department shall from time to time, as necessary, recarmend additional
. classes, and divide, carbine, alter or abolish classes to meet the needs of the ser-
"~ vice. , ‘ . :
2, The Personnel Department shall from time to time, as necessary, after consul- =
' tation with appointing authorities, recamend changes in this ordinance and county
. personnel regulations. v . , A

" Sec. 38. Classification of positions. All positions in the classified service
shall be allocated to an appropriate class in the classification plan. The allo-
" cation of positions to classes shall be governed by the duties and responsibilities .
- of the positions in relation to the criteria established in sections 14 and 42. ey

0 Sec. 39, Reporting changes in positions; reclassification of Esitions. Whenever

~ an appointing authority proposes the establishment of a new position or makes a sig- o

- nifi in the duties and responsibilities of an existing position, the facts
'shallbereportedtoﬂmePersonnelDeparm\entinthemaxmerandmtheformspre-
scribed by the Personnel Camittee, with the advice of appointing authorities. The o
~ Personnel Department shall then allocate the position to one of the existing classes . =
. or recamend the establishment of another class to which the position can be appro-

. priately allocated.

Sec. 40. Investigations. The Persannel Depart?rent, upon Fhe_written gequesi.: of
an appointing authority or an employee, Or upon its own initiative, may mvestlgate i

L ‘:‘_f the classification status of any existing position.

Sec. 41. Status on reclassification. : , o
1. Incumbents of reclassified positions will be entitled to retain their appoint-

" ment status and move to the Jevel of the reclassified position when their positions = ="
.. are reclassified on one of the following conditions: : S

(a) In connection with a contywide reclassification survey. ' o

(b) When all incumbents of a given class are similarly affected by reclassifica-

- in a class are reclassified to a higher level,

: (c) When a portion of the positions

- upon approval of his qualifications by the Personnel Department.

L (@) When a position is reclassified within the same class series, upon approval
~ of his qualifications by the Personnel Department or upon campletion of a training

. period at the conclusion of which his qualifications are approved by the Personnel

© Department. Class series distinctions are made not only an the basis of subject S
matter, but on the level of duties which includes differences between professional -

~ and nonprofessional work requirements. w

) 2. Incumbents of reclassified positions under paragraphs (a) and (b) of subsec~ = .

~ tion 1 are entitled to retain their appointment status as well as their step status .

: - in the new class. Incumbents affected under paragraphs (c) and (d) of subsection 1l
' shall be governed by the provisions relating to pramtion when determining appoint= .-

" ment and step status. y ‘ i




e e e R T

[ T The class
. than restrictive.
shall not be interpre

 or quantity.

-~ 2, In determining the class to which any
fication shall be considered as a whole and in :
Consideration shall be given to the duties, responsibilities, qualifi=-
es and abilities required in relation to those of other classes in .~
inds of positions which a class is intended to include. L

cation plan.
e cations, knowledg
e determining the k

ted to exclude others not mentioned which are of similar kind

: relation to others in the classifi-

3. The statement of qualifications required for a particular class is in

as a standard for the evaluation of applicants. The Personnel Department shall have

the authority, after con
 qualifications so that equivalent
' tions may be accep
4, Qualifications
such as a valid driver's

ted.

sultation with appointing authorities, to interpret these
qualifications to those stated in the specifica-

expected of all incumbents of positions in oounty employment,
license when the position requires driving, good physical

. and mental health, freedam from disabling defects, honesty, sobriety, oourtesy and

industry, shall be deemed to be implied in the qualification requirements of each '
class, even though not specifically mentioned in the class specifications. R

Sec. 43.

TIII. COMPENSATION

tion plan. The campensation plan of Wasrbe County consists of |

: " ‘ %
the schedule o% grades of pay as prepared by the personnel Department after oa}sul-

tation with appointing au
on recamendation by the

thorities and approved by the Board of County Commissioners
Personnel Committee. Fach class in the classification plan

~ shall be assigned to the appropriate grade in the campensation plan.

. sec. 44. Establishing salary grades. In recamending to which grade classes
- shall be assigned, the Personnel Department shall give appropriate consideration to

the following factors:
1. Maintenance of equi

duties and responsibilities;
2. The level of prevailing rates for comparable work in private and public em~

ployment; and
3, Availab

Sec., 45.

pay rates for ful

le cost-of-living information.

sation. The grade for each class represents the range of

{—time biweekly employment unless the compensation plan specifi-

cally states otherwise. Unless otherwise indicated in the campensation plan, the =

rates of pay set forth

represent the total campensation in every form except for

overtime compensation.. Reimbursement of an exployee for expenses incurred in
shall not be

~ operating his private motor vehicle for

the convenience of the county

deemed to be a part of total campensation.

'~ Sec. 46.

- grade, the Personnel Department may authorize the re

Application of rates. Each full-time employee in the classified ser-

T the established steps in the grade for the appropriate

ition has been reclassified to a class with a lower
tention by the affected employ-

ific grade held before reclassification, upon a

 Gocumented and justifiable request by the appointing authority.

terpr otation of specifications. o o
Specifications are inten to be descriptive and explanatory rather

The use of a particular expression or illustration as to duties

position shall be allocated, the speci- S

table relationships between classes pased on their relative. .



. as needed, shall be paid for the actual hours worked.,

for the class, except as provided in subsection 1 of section 50.

position in the same or a related class, he may be paid at or below the step he
" held in the present grade for his former class.

tled to the lowest step in the higher grade that provides at least an approximate

o ‘the appointing authority and recommendation of the Personnel Administrator.

- proximate 5 percent (one grade) increase over the salary rate last received. Any

. Sec. 47. : PartQTinE'e!Tmoyn\ent. ‘An etflplcyee who works a fixed variablepropor- e
tion of the established work week, such as one-half time, one-quarter time or hours 5

Sec. 48. Rate on initial hire, rehire, g_{arotion, demotion or transfer. - I L
1. Initial hire for a position shall be made at the entrance rate of range

2. When a former permanent employee is rehired after a break in service to a

3. when an ewployee, without a break in service, is _prdmted, he shall be em:i- S

10 percent (two grades) increase over the salary rate last received, provided that
there is at least an approximate 10 percent (two grades) differential between the

lower and higher grades. In all other cases, the employee is entitled to an ap~

exception may be approved by the County Manager upon written justification fram

4. When a permanent employee is demoted, he shall be paid at the nearest step 1n

" the range for the lower class that provides an approximate 5 percent (one grade)

 salary decrease. Any exception may be approved by the County Manager upcan written

.

 justification fram the appointing authority and recamendation of the Pexrsonnel

* Administrator.

5. When an employee transfers to a position in another class, he shall be enti- -

' tled to the corresponding step in the same range. Any exception may be approved

by the County Manager upon written justification of the appointing authority and

recamendation of the personnel 2Administrator.

Sec. 49. Merit salary adjustment. . ‘
1. Earned merit salary adjustment shall be made on the anniversary date.
2. An employee who is not given a merit salary increase or 1s given 21/2

percent (approximate) is eligible to receive all, or part, of the remaining

merit salary increase at any later pay period during the annual- reyiew year.
Granting a delayed merit salary increase in any sgcceedlng pay period does
not affect the employee's anniversary date, and will not extend the annual

3. An employee who has had all or a portion of his merit salary increase
withheld is entitled to receive this increase only within the immediately
succeeding merit review period (i.e., 6 months or 1 year).

4. Periods of qualifying service which immediately precede a l:f\yoff or

. authorized leave of absence shall be qualifying service in determining an
- employee's eligibility for merit salary adjustment. ‘

5. When the merit salary adjustment is delayed solely through administra- | S
tive or clerical error, the adjustment shall be made effective as of the date

1 ' it was properly duve.

Sec. 50. Special salary adjustments. The County Manager may, upca reconmenda-

" tion of the Personnel Administrator, approve requests from appointing authorities

for special salary adjustments in order to: _ L
1. Meet difficult recruiting problems or to obtain a person with markedly supe- -
rior qualifications. _ ' ‘ o
2. Give 5 percent (approximate) pay increment recognition to employees carrying
responsibilities beyond those required for the class as a whole, such as supervising
persons in the same class on a continuing basis for a portion of their time, Or
working under considerably less supervision than is typical in the class.
3. Correct salary inequities, such as to maintain equitable step status relation-

~ ships among employees.
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supervisory or professional pursuant to section 59.

" classification plan. The Personnel Department,

: " Sec. ‘51. : Stataﬁent of ove.rt.une k{':olicy;: authority to prescnbepohcy andproce- k

dures. - - _

=T 1t 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 depart-

: Sec. 52. Rate of earning accrued overtime. :
1. oOvertime pay or campensatory Time off for employees of Washoe County shall
" pe earned at the rate of time and one-half except for elected officers, appointed
department heads, and those employees determined to be executive, administrative, -

2. Executive, administrative, supervisory and professional employees shall
' earn overtime at the straight time rate, and be identified as such in the county

authorities, shall recamend to the Personnel Camittee those classes to be eli~-

gible for time and one-half. Upon the establishment of such classes eligible for .

 time and one-half by the Personnel Committee, the personnel Administrator shall
" identify the same in the county classification plan.

" sec. 54. Overtime to be authorized in advance. In all cases where overtime is
necessary, it shall be authorized in advance by the responsible supervisor before

prevents prior approval. .

Sec. 55. Reports of overtime work required. »
1. All overtime work within a department or office shall be reported on a bi-

weekly basis to the department head or elective officer.

o ment heads and elective officers to the Personnel Administrator,
3. Annually, or more often if deemed necessary, the Perscnnel Administrator

. office to the Board of County Cammissioners.

Sec. 56. Campensation for overtime. :
1. Except as provided in subsection 2, an employee shall be compensated for
overtime work in the following manner: ' '
(a) Cash payment computed at the rate established in section 52.
o (b) If cash payment cannot be made, campensatory time off, camputed at the
' rate specified in section 52. Such compensatory time off shall be taken as soon
‘as possible after accrual, and shall be taken during the calendar year in which

dar year may be carried over into the next calendar year.

o 2. Whether compensation for overtime work shall be made in cash or time shall
be solely the decision of the appointing authority based upon consideration of

ment and shall remain within the spending authority as provided in each departnent's” R

' budget. | | 5
2. Dpecisions concerning the need for overtime are fiscal and management functions. . .

' Therefore, policies, requirements, procedures and necessary records shall be pre- S
. 'scribed by the County Manager with the approval of the Board of County Cammissioners.

after consultation with appointing ;

. Sec. 53. 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 Man- -

~ ager 1s necessary. |

being worked, approved or liquidated by the subordinate employee, unless emergency |

2. sumaries of such biweekly reports shall be transmitted quarterly by depart-

' ghall submit a report of the total hours of overtime worked in each department or

it was earmed, except that overtime earned during the last 3 months of the calen~ :
. (ea) For time accrued in excess of 120 hours, cash payment computed at the rate
. established in section 52. :

: - good departmental and office management and the availability of appropriated mon=
o eys. ‘ _
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. Sec, 57. Limit on overtime accrual. An employee shall not accumilate nnrethan o
o 120 hours of overtime, When an employee accrues overtime credits in excess of 60. - - . |
"~ hours, the responsible department head shall review the workload problem with the e

~of the calendar year, may elect to use annual leave instead of campensatory time
- fo: approved leave. ‘ ‘ B

' tion under the jurisdiction of one appointing authority to a position under the . .
~ jurisdiction of another appointing authority before the accumulated time has been - R

" the department or office he is leaving, :
G ment before the accumulated time has been taken or compensated for, all accumlated

. of termination.

- Sec. 59. Standards for determining rate of t for overtime. The following :
’ standards are guidelines Tor determining meEﬁer or not a class is entitled to i

. receive payment for overtime at the rate of straight time or

 grade limitation shall be adjusted

+ tion, or equivalent in-service experience and training., The work does not involve
" routine mental, manual or physical processes; and e :

" to routine mental, manual, mechanical or physical work) and is of such a character

. period of time.
© 2, Training level positions. Classifications that are clearly training leve
-positions are eligible for time and one-half overtime compensation. :

e  10 percent (two grades) above his subordinate.

he is employed or of a custamarily recognized subdivision thereof; and ;

Personnel Administrator. An employee, faced with losing annual leave at the end

Sec. 58 Payment of accrued overtime on transfer, termination.

Y

1. 'If an employee who has accumulated overtine credit transfers from a poéi-.

taken or compensated for, all accumilated overtime shall be campensated for by

2. If an employee who has accumilated overtime credit terminates county erploy- B

overtime shall be compensated for by the employing office or department at the time :

time and one-half.

ificati ifications
These standards apply only to classifications above.grade 33. Classifica
‘grade 33 and below accrue overtime at the rate of time and one-half. 'Tm.s.class L
by the Personnel Camittee to conf;rm.mth any ¢
future overall salary adjustments ordered by the Board of County Cammissioners.

1. Professional standards. Any employee shall be paid straight time: ‘
(a) “Whose work requires knowledge of an advanced type in a field of science or
learning custamarily acquired by a prolonged ccurse of specialized college instruc-

(b) Whose work is predominantly intellectual and varied in character (as opposed |

that the output produced cannot be generally standardized in relation to a given

3. Supervisory standards. Any employee shall be paid straight time:
(a) Who is custamarily engaged in directing the work of other employees, such .

as .
(1) Day-to-day work direction and review of subordinate's work performance;
(2) Training; ' _
(3) Performance evaluation;
(4) Discipline and counseling;
(5) Hiring, firing and pramotion; and '

(6) Recammendations in the above categories that carry particular weight. :
(b) when his classification pay differential is established at a level at least
The rate of overtime pay is assigned to a classification based on the typical or -
average work requirements of the classification as a whole. : ,
4. Executive standards. Any employee shall be paid straight time: Rt

(a) Whose primary duty consists of management of a department or office in which =

(b) Who custamarily and regularly directs the work of two or more employees;




(c) vho has the authority to hire and fire other employees orwhosesuggestims o

. weight; and .

motion or any other change of status of other employees will be given particular

(d) who custamarily and regularly exercises discretionary powers; and
(e) Who does not devote more than 20 percent of his hours in a work week to

' activities not directly and closely related to the performance of the work de-
scribed in paragraphs (a) to (d) , inclusive.

5. Administrative standards. Any employee shall be paid straight time:

‘pandrecam\endatimsastothehiringandfiringandastomeadvanoatentandpro-qf

(a) ~Whose primary duty consists of the performance of office or normanual work

. directly related to the management policies or general operations of his appointing :
7 authority; and o z
(b) Who customarily and reqularly exercises discretion and independent judgment;

and

istrative capacity; or : : :
(d) Who performs, under only general supervision, work along specialized or tech—

“nical lines requiring special training, experience or knowledge; or

(f) Who does not devote more than 20 percent of his hours in a work week to
activities not directly and closely related to work described in paragraphs (a)
to (e), inclusive. ‘ ' _

Sec. 60. mals from salary decisions. Reasonable opportunity to be heard
shall be provided by the Personnel Department to any employee affected by a change
in salary. The employee chall direct his request to his appointing authority, who
shall seek to arrive at a solution consistent with the classification and campen-=
sation 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 Personnel Department. 1f still unresolved, the problem will be referred to

(c) Who regularly assists an employee employed in a bona fide executive or admin- )

G anée) Who executes, under only general supervision, special assignments and tasks;

' the Hmployee-Management Coamittee. If the problem cannot be resolved at that level,
it may be submitted to the Personnel Comittee for decision. ’ o

Sec. 6l. Career incentive plan.
1. There is instituted by the Board of County Camissioners a career incentive

| plan for employees with 10 years or more of continuous Washoe County service.

Employees rated standard or better pursuant to sections 131 to 133, inclusive,

g f\"‘with 10 years of continuous service snall receive $125 semiannually on June 1 and
' December 1, with a semiannual increase of $25 for each additional year of service .
_ up to a maximum semiannual amount of $250 for 15 years or more of continuous '

' county service. Service prior to the institution of a performance rating system

shall be deemed "standard."
2. The first payments to employees having eammed career incentive increments
pursuant to subsection 1 shall be made on December 1, 1973.

3. For qualified employees retiring or resigning before the due date of any
semiannual increment, the amount of the payment shall be prorated. .




e ies. 4 e
o %. ATl permanent employees of Washoe County prior to the second publication of
" this ordinance by title as required by paragraph (c) of subsection 2 of NRS 244,100 - -
. are permanent employees without the necessity of examination. Persans employed on .
 and after such final publication date in the classified service shall be in a pro~
. visicnal status until examinations can be given and proper certification procedures .

- followed. ' : ‘ i
2, Until examinations required by federal agencies can be given by Washoe County,
o they chall be provided by contract with the Personnel Division of the De t of .

' pdministration of the State of Nevada. _ £

: Sec. 63. Types of examinations, Competitive examinations may be assembled or
- unassembled, open or promotional, written, oral or in the form of a demonstration
" of skill, an evaluation of training and experience, or any combination of these.
' Investigations of character, persanality, education and experience and any tests
.+ of intelligence, capacity, technical xnowledge, manual skill or physical fitness “©
" which the Personnel Department deems appropriate may be employed. v £

Sec. 64. Investigations of applicants, In order to determine whether appli-

" cants meet the minimum qualifications established for examinations or for other
 purposes, the Personnel Department may require such certificates of citizens,

f physicians, public officers or others having knowledge of the ‘applicant as the
.+ good of the service may require. It may require, either before examination or
pefore certification, that documentary evidence be submitted substantiating such
facts as citizenship, honorable discharge from the Armed Forces of the United
States, possession of valid licenses for various purposes Or other evidence of

. identification, fitness and qualification. ’ :

Sec. 65. Age limits. ' ' _
1. Any employee 1n the classified service, except line personnel of the
' Gheriff's Department, who attains the age of 65 years shall be retired from
: serviceonthelastdayofmecalendarmnthinmichhehasattainedtheage
of 65 years or the last day of campensation (payroll period), whichever is ,
later. In exceptional circumstances the Board of County Commissioners may, upon
recammendation by the department head, in the best interests of the county,
extend the retirement age at l-year intervals. ' L
3 2. Any person 65 to 69 years of age, inclusive, may be hired in the classi- =
 fied service, except as line personnel of the Sheriff's Department, on a year- -

3. Any employee who has attained the age of 70 years on Juy 1, 1973, and
‘any employee who attains the age of 70 years after July 1, 1973, is not eligible . -
for county employment in the classified service. S

4. All line personnel of the Sheriff's Department actively engaged in police
work shall be retired fram service on the last day of the calendar month in G

 which they have attained the age of 55 years Or the last day of campensation
© (payroll periocd), whichever is later. In exceptional circumstances the Board
. of County Camnissioners may upon recamendation by the department head, in the
best interests of the county, extend the retirement age at l-year intervals. =
' The granting of such extensions shall in no case extend beyond the age of 60.
S. g Lo
5. Reasonable proof of age shall be submitted to the Personnel Department. upon

request.

Sant R SRl
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‘Such applications, when filed, and all other

! ment.

. States, or persons who have been discharged under hanorable circumstances fram
G . lished for the class for which application is being made.

" tions involving a fine of less than $25) shall so indicate on his application

- given by the Personnel Department to the recency of the offense, age at time of

appointment is made.

' fied employees of a single county department or division or may be open to

" the organizational unit or units for which the examination is held;

. being held; and

o working hours without loss of pay.

" Sec. 66. Applications, Every applicant for examination shall file an applica- -
 tion in the office of the Persomnel Department, or in the United States mail and -

- postmarked by midnight of the date contained in the examination announcement. S
; examination materials, including S
‘examination questions and booklets, shall be the property of the Personnel Depart-—: . .

; Sec. 67. Eligibility to campete. ' _ S
1. Campetitive examinations for classified positions in the Washoe County ser- B
vice shall be open to all applicants who are citizens or wards of the United G

the military service of the United States and who meet the qualifications estab- o

fic viola= .

2. Any applicant who has a conviction record (other than minor traf

5 form. In addition, the application shall be a¢companied by a camplete explana-

~ tion of the conviction.
3. In determining whether to accept the application, consideration shall be

the offense, conduct during incarceration and parole or probation period, reports T
- fram parole or probation officer concerning the applicant's employment record
while on parole or probation and related factors.
4, Since the appointment decision is the prerogative of the appointing authority,

all related records shall be made known to the appointing authority before such

~ Sec. 8. Pramotional examinations. Merit and fitness for proamotion within
the public service shall be ascertained through competitive examinations, except
as provided in section 39. Promotional examinations may be restricted to quali-

qualified employees in other or all departments, Competition in promotional
examinations shall be limited to employees who: : '
1. Have permanent or probationary status and have served at least 6 months in

2. Meet the minimum requirements for the class for which the examination is

3. Have demonstrated merit and fitness in their present positions as certified "ijﬂ 7'
by their appointing authorities. , S

Sec, 69. Time for examinations. Upon giving 3 days

supervisor, a county employee, otherwise qualified, ‘ itted
a reasonable amount of time to take any personnel Department examination during

i Sec. 70. Postponement of tests. 1f the Personnel Department determines that
' a sufficient number of qualified candidates has not made application for an exam=' .
' jnation or for other good reason, the Personnel Department may postpone or cancel
" a test or an examination or extend the filing period by giving reasonable public

. notice thereof.

14,
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" rent shall require but shall include a listing of the sub

‘sec. L. Continuous examinations. The Personnel Department may conduct exam-

' inations and create countywide eligible lists continuously. The names of eligibles s

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. Eligibil-
ity from a continuous examination may be deemed to be established as of the date

of the examination.

. sec. 72. Announcement of exaxm".rlations.‘ Public notice of each examination shall
' be given. Examination announcements 1 be in such form as the Personnel Depart-
jects to be included and ¢

the relative weights to be assigned the various parts. :

o Sec. ?3. Mmmum passing scores. The passing score for attaining ai place on
an eligible Iist shall be a rating of at least 70 percent. In written examina-

' tions, the 70 percent need not be the arithmetic 70 percent of the total possible

score, but may be an adjusted score based on consideration of the difficulty of \
the test, the ity of the campetition, and the needs of the service. Any scores -
shall be established before the identification of the competitors' examination ‘
 papers. The final earned rating of each candidate campeting in an examination
shall be determined by the weighted average of the earmed ratings on all phases

"« of the examination according to the weights for each test established by the Per-

i sonngl D(-.:*partment in advance of the examination and published as a part of the
examination announcement. Campetitors failing to achieve a passing score in any
phase shall be disqualified from further participation in the immediate examina-

.. tion.

‘on the eligible list in its correct posi

7 Ssec. 74. Key copy review. Within 7 working days after an examination grade - =
~ notification has been postmarked, a candidate may review a keyed copy of any
written examination (except copyrighted, standardized or continuous examinations)

for the purpose of requesting r : T

erly keyed. Written objections, with substantiation, shall be subnutt.:ed_durmg i

. the review period. Items which a review by the Personnel Department indicates are . -
" incorrect shall be revised or eliminated. ' - g

Sec. 75. Oorrections of examination ratings. If, after examination of the
appedl filed by any candidate, the Personnel Department finds that any manifest
error was made in rating, scoring or computation of the result, the Personnel
Department shall make the required correction and place the name of the person

tion by virtuve of the correction.

tment previously made from

correction, however, shall not invalidate any appoin
such eligible list.

Sec. 76. gk_rglgzgt of handicapped E\_%sons | -
L Full consideration given for the employment of handicapped persons
. in positions where they meet the minimum requirements ‘established for the class

and successfully campete in the app
may be modified to take advantage of the individuals' ab

 to the county service. ‘
° 2. For purposes of this ordinance, "handicap" includes physical disability,

mental retardation and mental or emotional disorder.

ilities without detriment

eview of items the candidate believes to be improp=

ropriate examination. Examination requirements



 sec. 77. Types of lists. ‘The kinds of eligible lists and the order of their =
~priority of use shall be in the sequence set forth in subsections 1 to 5, inclu= = .

. sive. Each list shall be used before names are certified from the next-succeeding

L L off

list. In addition to using any .of these lists except the reemployment list,
appointing authorities may fill vacancies by rehire or transfer. o Ll
1. Reemployment lists, consisting of the names of employees who have been laid = -

2. Divisional promotional lists.
. Department promotional lists.
. Countywide promotional lists.
. Eligible lists from open examinations.

W N

Sec. 78. Order of names. The names of eligibles on pfarotional and open -

' eligible lists shall be ranked in the order of their total rating earned in

. the examination, including veterans' preference., In case of ties in ratings, = -
such ties shall be broken on the basis of the ratings earmed on the part of
. the examination having the greatest weight, and any remaining ties shall be e
broken by the ratings earned on parts of the examination having progressively -
lesser weights. : ‘

V. ELIGIBLE LIST AND CERTIFICATION

 sec. 79. Duration of lists. Eligible lists may be extended when they have

 been in effect for at least 1 year, but may be extended no more than 2 addition-

~ al years. The Personnel Administrator may extend any list any time +he number
of remaining interested eligibles in relation to the labor market is sufficient

' to meet the needs of the county service. Reasonable notice of a proposed abolish-

ment shall be given to the remaining eligibles prior to the holding of a new exam=

 Sec. 80. Merger of lists. Where there has been no material change in the
qualification requirements, subject matter, scope or weights of various parts
of the examinations, names on successive lists for the same class may be com-

L bined according to the final rating of the eligibles. ,

Sec. 8l. Removal of names from eligible lists. '
1. Names of eligibles shall be removed from the active eligible lists for any =
. of the following causes: v i
 (a) Appointment after certification to fill a full-time permanent position

" in the class for which the examination was given.

(b) Expiration of the term of eligibility of the eligible list.
(c) Separation of a promotional eligible from the county service. el
(d) Failure to respond within the required time to a notice of certification =~ -

| or availability survey.

(e) A statement by the eligible that he is not willing to accept any type of R

. ~ appointment from the eligible list.

2. Names of eligibles may be removed from the active eligible lists for any -

. of the causes listed under subsection 3 of section 67 or section 82,




o ~ Personnel Administrator shall camply.

ing categories:

3, Is addicted to the use of habit-forming drugs. .

4. 1Is an habitual user of intoxicating liquors to excess.

o 5. Has been guilty of any crime involving moral turpitude or of infamous
 notoriously disgraceful conduct.

7. Has made a false statement of any material fact.

,“‘on account of, or in connection with, his examination, appointment or pro
‘appointment. : '

Sec. 82‘.‘PersonnelAdministratorma‘refusetoe‘xaminEOr’requetooerti
' The persomnel aministrator may refuse to —vamine an applicant or, after examina= o
- tion, may refuse to certify an eligible person who comes under any of the follow= =~ =

1, Lacks any of the preliminary requirements established for the examination
" for the position or enployment for which he applies.

2. 1s physically so disabled as to be rendered unfit for the proper perfor-
: mance of the duties of the position to which he seeks appoipt:nent.

6. Has been dismissed from the public service for delinquency or mi 3 .

o 8. Has, directly or indirectly, given, rendered or paid, or pramised to give,‘i “ o
render or pay, any morey, service or other valuable thing to any person for, or

9. - Has practiced, or attempted to practice, any decepticn‘ or fraud in his

.~ application, in his certificate, in his examination, or in securing his eligibil-. :

dtyor appointment.

Sec. 83. Statement of Personnel Administrator upon refusal to examine or

" be. The Persomnel Administrator shall furnish the statement upon request.
to the Personnel Camittee in acoordance with rules and regulations adopted

comittee shall order the Persomnel Administrator to examine or certify,

Sec. 84. Certificatiaon of names. : :
1. In response to requests for certification from appointing authorities,

by the Personnel Department. Such names fram other 1ists shall follow those
 certified (if any) fram the original eligible lists.

therefor. If the Persomnel Department, after investigation, determines that

17.

2, If the personnel Administrator refuses to examine an applicant or, after an
examination, refuses to certify an eligible person, such person may take an

appeal
by the

camittee. If the camittee finds that the Persomnel Administrator is in error in -

refusing to examine an applicant or in refusing to certify an eligible peJa:IsSn, the

the.

Personnel Department shall certify the names, if any, of eligibles from current
" eligible lists for the class or position to pe filled. Certification shall be
. made in the order of standing on the lists. 1f there are fewer than five names
on a list, certification may be made from other appropriate lists as determined

2. The appointing authority may request selective certification for a particu=
lar position if normal certification described in subsection 1 does not provide
. candidates qualified to perform duties of the position satisfactorily. Where

- gelective certification is necessary, the appointing authority shall furnish
writing those specialized requirements peculiar to the position and his reasons

in

-

a to Personnel Camuttee. ; i
E. When the Personnel Administrator refuses to examine an applicant or, after
" an examination, refuses to certify an eligible person, the applicant or eligible

s “person may request the Personnel Administrator to furnish to him a statement of
the reasons for the refusal to examine or the refusal to certify, as the case may




' the highest ranking eligibles who possess the special qualifications. Determina= -

tion of special qualifications may require circularization of eligibles before

' certification can be made, Certification of eligibles of only cne sex shall not

be made unless there is clear evidence that efficient performance of duties assigned
could be performed only by the sex specified. Authorization for selective certifi-
cation shall be made on an individual basis and subsequently reported to the Per-

' somel Committee at its next regular meeting.

5 o  a provisional appointment upon approval by the Personnel Department.

~ nance.

3. Upon receipt of an appointing authority's estimated unskilled and semiskilled -
labor requirements, the Personnel Department shall certify eligible applicants to
meet employment requirements. '

4. At least four more names shall be certified than there are vacancies to be

' filled. The appointing authority may cammunicate with the eligibles certified to

determine their avalability and qualifications.

: 5. If less than five eligibles are willing to accept appointment, the appointing
. authority may either make an appointment fram among the remaining eligibles or make

6. The name of an eligible shall not be certified more than three times to the

 same appointing authority from the same eligible list, except at the request of the
appointing authority. Certification to other than full-time permanent positions
shall not be counted as one of such certificatians.

Sec., 85. Duty of eligibles to re snd. It shall be the duty of every eligible
to respond w1'6% a reasonable time gter notice of certification. When the -
eligible resides in a city from which the notice has been mailed, 3 days following -

the date the notice is mailed shall be deemed a reasonsble time in which to respond. e

" when the eligible resides outside such city, a reasonable time shall be 3 days plus
«  the normal time required for commmnication to be transmitted by mail to the eli-
gible's place of residence and for his answer to be returned by mail. If an eligible
is notified by telegram of his certification, he shall coamunicate with the person
or department by which addressed within 48 hours after the sending of the telegram.

VI. APPOINIMENTS

Sec. 86. %s of appointments. Vacancies in positions in the classified ser-
- wvice may be f1i by the appointing authority by rehire, transfer, demotion, -

. appointment from an appropriate eligible list supplied by the Personnel Department
pursuant to sections 63 to 85, inclusive, or by appointment of a parson under tem-
porary or provisional appointment, in accordance with the provisions of this ordi-

Sec. 87. Rehire, veterans' rehire. .
1, Any permanent employee Who has resigned from the county service in good
~ standing may be rehired in a position in the same or related class with reason- .
. ably similar qualifications within 3 years from the date of that separation, upon =
the approval of the personnel Department. Employees so rehired shall serve a new

. . prokationary iod as required for original appointments. o
~ P per sions of chapter 418

2. Rehire of veterans shall pe in accordance with the provi
of NRS. ~ .




| [ﬂﬁ“mmﬁmmﬁ

or probaticnary employee under his

2.  An appointing authority may,

- gec, 88, Transfers: Kinds of &ansferé; donditidas; § L e
t1

1. An appointing authority may with reasonable notice transfer any pem\anent i

jurisdiction from one position to another . .

Department.

~ position in the same class, or from a position in one class to a position in a = e
. related class with the same grade and with reasonably similar qualifications,
: UPOchEapprovalofthePersmnel R

with reascnable notice, transfer for the o

: venience of the county any employee with permanent status from a position in one |
' class in one location to another permanent assignment in a position of the same
. or related class upon the approval

of the Personnel Department,

3. The transfer of an employee from a position under the jurisdiction of one

 appointing authority to a position

wder the jurisdiction of another appointing

authority may be made with the cooperation of the appointing authorities con-
cerned and the approval of the Personnel Department, if the positicns are in the =~ . .
same or a related class with the same grade and have reasonably similar qualifi- =

cation requirements. The position

tion and sick leave balances shall

to which the employee is being transferred

" may be in a location different from that fram which he is being transferred.
. 'When an employee transfers from a position under one appointing authority to a S
 position under another appointing authority without a break in service, his vaca= '

becane a charge upon the agency to which he

transfers. All accumulated overtime shall be compensated for by the department

~ he is leaving, if authorized in accordance with the provisions of this ordinance ‘
- concerning payment of overtime. ' :

Sec. 89. Transfers: Probation periods. Transfer of a permanent or proba-
tionary employee from one class to ano%E >r from one appointing authority to

another shall require the service of a new probationary period, unless the pro-

. bpationary period or remaining portion thereof is waived by the apg:ointing authority. - o
" . An employee rejected during such probationary period shall be rehired to the e

position from which he transferred

However, when a transfer between positions,

classes or agencies is arranged at the request of the employee, he shall waive his =

.

right to return to his former position if rejected during proba_tionary period.

Sec. 90. Transfers: Protests.

s

1f a transfer is protested by an employee as

" 'being made for the purpose of harassing or disciplining him, the employee may
- appeal such transfer in the manner

provided in subsection 2 of section 151. The

o “appointing authority may not require the employee to transfer pending disposition
of the appeal. : 3

Sec, 91. Transfers: Unclassified to classified service. A servibe transfer

from a position in the unclassilil

Service to a position in the classified ser-

vice may be made uder the following conditions:

1. The position in the classified service is at apr.ximately the same salary

level as that in the unclassified service. - :
2. The employee has completed the equivalent of a probationary period in the

unclassified position.

o 3., The transfer does not operate to prevent the appointment of any person from S
' a reemployment list. '

4. The employee being transferred possesses the minimum qualifications to take
an examination for the class of the position to which transferred on a provisional

appointment status not

to

exceed 6 months, or the employee

has passed a competitive ]

" examination and has been placed within the past 3 years on an eligible list for the

i ~ class of the position to which transferred.

5. A transfer between services shall require the service of a new probationary

period in the classified position.




. accepted.

leave.

1. When an individual leaves employment as an exempt employee as defined in o
" section 20 or of the Washoe Medical Center or the Washoe County Convention Author-

ity and is hired in the classified or unclassified service by Washoe County imme-

= ‘diately upon his termination, the Washoe County appointing authority may, in his -
~ discretion, accept as an obligation of his department annual and sick leave accrued
by such employee during his employment as an exempt employee or with Washoe Medical .

Center or the Washoe County Convention Authority. No accrued overtime may be
2. Such an employee, hired by Washoe County, may utilize his previously earned
sick leave, upon proper justification, from the beginning of his employment with

Washoe County, notwithstanding that he will be in probationary status. During

his first 6 months of employment, his previously earned annual leave may be used

3. Such employee shall earn and use annual and sick leave beginning with his

. first day of employment by Washoe County according to provisions governing other
. mnew-hire county employees. :

by the appointing authority from among the highest five eligibles who indicate
willingness to accept the position. '

Department, may be made of an applicant meeting the minimm qualifications for
the class, The provisional appointment must be terminated within 30 days after
the establishment of an appropriate eligible list and not later than 6 months

o following the date of his original appointment.

Sec. 95. Temporary appointments. ‘ ‘
1. 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. Upon receipt of such request,
the Personnel Department shall certify the names of eligibles from the appro-

_tion of the employment indicated. If, before or after certification, it appears

ment may authorize a provisional appointment no

vacancy. : . :
2. Service under temporary appointment immediately preceding appointment to a

to the permanent position. Sick leave shall be earned for each month of service
as provided in section 115. -

Sec. 96. Temporary appoint:nénts for the handicapped.

700 hours. ‘ :

20.

" Sec. 94. Provisional appointments. A provisional appointment, in the absence
of an appropriate eligible list, and upon specific approval of the Personnel .

338

Sec. 92. Bmployment by Washoe Cownty of former t employees, of e
y " of Washoe Center, W County Convention Authority; retention o earned - i

' only at the discretion of the department head, pursuant to the convenient conduct
" of department business. o

Sec. 93. Probationary appointments. A probationary appointment shall be made : o

‘priate eligible list who have noted that they will accept employment for the dura= kj (s

permanent position shall be credited for purposes of a.nnual leave and merit_salaly ,;
increases, but shall not be counted as part of the probationary period applicable

15 In order o secTot handicapped peTSaRs, SpPOInting authorities are encour-
aged to make temporary limited appointments of handicapped persons not to exceed

] L

that there are no eligibles who will accept such employment, the Personnel Depart= o
t to exceed 6 months to fill the -




; _to a permanent position without further examina

probationary period shall be either

2. Such a?pointments need not be made from éppropriate eligible lists, although R
persons appointed under the provisions of this section shall meet the minimum L
qualifications established for the class.

3. Handicapped persons appointed in accordance with subsection 1 may be appointed
tion upon successful completion of

the 700 hours.

VII. PROBATIONARY PERIOD

Sec. 97. Length of probation iod. After considering the recommendations
of appointing au rities, Persornel Comittee shall determine the length cf i
© the probationary period for each class in the classified service and the Personnel

- administrator shall identify the same in the county classification plan. The nin

6 months or 1 year. Classes shall be assigned .
to a l-year probationary period if, in the judgment of the Personnel Committee,
they meet one of the following criteria:

1. The class requires work in locations where visits by supervisors are neces=

sarily infrequent, and a g-month period would be inadequate to judge fairly the

employee's work. e
2. The tasks to be performed in the class occur on a seasonal or cyclical basis . - -
: sor would not be able to cbserve the employ= '

ee in the performance of all aspects of the work.

3, High administrative or area supervisory responsibilities are involved and
the camplexity and difficulty of planning and directing the work are such that
effectiveness of periormance cannot be fairly judged in a period of less than 1

~ year.

Sec. 98. Interrupted tion iod. o ‘ .
1. If a probationer has not, during his prescribed probationary pericd, worked
the number of months set forth in the Classification and Campensation Plan, his

probationary period may, with prior approval of the persormnel Department , be ex-

L tended until he has worked the required months. L
: and other time beyond those

~~ 2. 1In calculating the required period, overtime work ‘bey
variations as specified in section 127 shall not be counted., The appointing author-

ity shall report in the prescribed manner to the personnel Department and the employ=- |
ee when, because of inadequate time served, the probationary period is to be extended

under this section.

Sec. 99. Reports of %formance of Eliobationers. '
“ 1. The appointing au ority 1le wi = Personnel Department a report -
of performance at the end of the third and fifth month for each employee serving
a 6-month probationary period. For those employees serving a 12-month period,
the appointing authority shall file a performance report at the end of the third,
eighth and 1lth month of employment. ' S ,
2. Copies of all performance reports shall be given to the employee, and the
appointing authority shall provide for the training of and assistance to the
- employee to meet the standards of performance for the position to which he has
" been appointed. ' ,




Sec.'100. FRejection of probationary employees. .

i  ' " batlmary period to reject a probationer if his conduct, capacity, moral responsi- -
. bility, integrity or work performance is found to be unsatisfactory. :

affected.
3, If a report of separation for the employee is not received in the Personnel
' Department or postmarked by the close of business on the last day of the proba-
. tionary period, the employee will be considered satisfactorily to have campleted
. the probationary period and acquired permanent status.
4. Any pramotional appointee who fails to attain permanent status in the posi-
tion to which he was promoted, or who is dismissed for cause other than misconduct
or delinquency on his part from the position to which he was promoted, either

the position fram which he was pramoted.

VIII. PERSONNEL RECORDS

Sec. 101. Reports of persormei actions, ‘

such information as required in connection with each appointment, separation from
- of positions or the performance of duties of county employees. All such reports

. ment. The Personnel Department shall establish procedures for sending copies of
- reports and notices to the County Comptroller and Management Information Services
' without delay of any new positions, new employees, changes in pay or status, and
. attendance and absence of employees and of its approval or disapproval of such
actions for use in auditing and approval of payment of any salaries or wages to
county employees. The Personnel Department shall, if so requested by the County
Camptroller and Management Information Services, make available the official roster e
for the purpose of making such audits. e
2. Whenever the Personnel Department determines that employment or proposed
... employment or payment of any person as an employee in the classified or unclassi-
©+ . fied service is in any way contrary to law or this ordinance, it shall so notify
“ " the County Camptroller and Management Information Services, after review with the

- ment Information Services shall approve any payment to such person,

© 3. BAny personnel documents effecting changes in an employee's salary rate and
e - having the identical effective date shall be processed in the following order:
X cooooo b o (a) Merit salary increase. :

e - (b) Reclassification or overall campensation plan adjustment.

""" (c) Pramotion or demotion. -
. Sec. 102. Roster. The official roster of county employees maintained by the
. Personnel Department is a public record and shall be open to inspectiun in the

~ bility under reasonable conditions during business hours.

22,

R

1. Tt shall be the duty of the appointing authority .at‘ any time during the pm:o- 0.

2. Rejection of an employee during the probationary period shall be accomplished
' by the filing by the appointing authority with the Personnel Department of all per- . .
- formance reports due and a report of separation for the probationary employee EO

during the probationary period or at the conclusion thereof, shall be restored to £

1. Each appointing authority shall report promptly to the Personnel Department :h
service or other change in position or salary or other matters affecting the s‘tatus'f o

shall be prepared in the manner and on the forms prescribed by the Persommel Depa.rt-’"; «

department concerned. Upon such notice neither the County Comptroller nor Manage- e

Personnel Department offices or offices officially delegated such record responsi- s

1 GRS 1 | i



0213 | Bill 338



0213 | Bill 338



0213 | Bill 338



0213 | Bill 338



" Sec. 122. Records and reports. Each appointing.éutlbrity‘ shall keep accurate

- records of earned and used sick leave. Such records shall be kept as prescribed

by the Personnel Department and 1"eports shall be made to the Personnel Department 1

~as it may from time to time require.

' Sec. 123. Maternity leave. An employee is entitled to accumulated sick leave

- as maternity leave regardless of the type of delivery or results of pregnancy, if

the provisions specified in subsectiaons 1 to 7, inclusive, are fully camplied with. -
1. 1If, after extausting her accumulated sick leave, an employee needs additional
' time off from work, accumlated vacation shall be granted, If additional time is re—-
quired, leave without pay may be granted by the Board of County Comnissioners if it is |
" considered to be justifiable and for the good of the public service. ’
2. A maternity leave may be taken for 6 weeks. The decision as to when such
 leave begins or ends shall be made by the employee with the approval of the
. appointing authority, accompanied by the approval of the employee's personal
. physician or physician designated by the appointing authority.
3. Maternity leave shall not be used for infant care or for the conditions of
pregnancy which do not incapacitate the employee for duty.
4, Pregnancy shall not jeopardize an employee's job or seniority, except for :
 leave with pay limitations, but she shall be responsible for reporting the pregnancy

“";,assoonasit is an established fact so that stepsmaybetakentoprotectthean—

~ ployee's health or modify her working conditions and in order that any necessary -
- staffing adjustments may be planned. : BT

5. All maternity leave requests shall contain a signed statement by the employee
of her intention to return to her job at the earliest possible time in accordance
with her physician's decision. If the employee does not carry out her stated in-

o ' tention, paid maternity leave shall be campletely repaid to the county by the
-~ employee.

6. The failure to report for assigmment at the expiration of a maternity leave
shall be considered as a resignation, the effective date of which shall be deter-
mined based on the repayment of paid sick leave. , :

~ 7. In every case, an employee shall submit a written report from her physician
to the appointing authority as to the anticipated dates of absence, and a second

- - report stating that she is physically able to return to work as of a given date.

Sec. 124, Leaves of absence.

1. A leave of absence may be granted to any employee occupying a permanent
 position. A leave of absence shall be granted only to an employee who desires

to return therefrom to the county service and who at the time the leave is
granted has a satisfactory service record. v

2. Leaves of absence for 30 working days or less in any calendar year may
be granted upon the approval of the appointing authority. ILeaves for a longer o
. period and up to 1 year may be granted upon the recamendation of the appointing
. authority and the approval of the Board of County Commissioners. , :

3, Upon request of the appointing authority and approval of the Board of s
County Commissioners, a leave of absence may be granted to an employee who desires - -
to attend school or college or to enter training to improve the quality of his '
service, who is temporarily incapacitated by illness or is pregnant, who is loaned
to another governmental agency for the performance of a specific assignment, or for.
some other reason equally satisfactory. 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. ' ‘

27.
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4. A leave of absence with pay shall be granted to any county employee who serves
on a jury or as a witness for the Federal Government, the State of Nevada, or a a

. political subdivision thereof. The employee shall be paid his regular salary vhile

" on court leave and retain any campensation fees or reimbursements for travel and per ,
" diem he receives. Court leave shall not be charged against any employee's vacation -

5. The Board of County Commissicners, upon the recomendation 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, i
accepting a position in the unclassified service, and for other purposes deemed
beneficial to the public service. , S
- 6., Employees taking authorized educational leaves may elect to use accumlated - .
' annual leave at their option. .
s 7. 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.
8. 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. o
9. Any employse who is an active member of the United States Army Reserve, the

(_,

 United States Air Force Reserve, the United States Naval Reserve, the United States s
.. Marine Corps Reserve, the United States Coast Guard Reserve, the United States
. public Health Service Reserve or the Nevada National Guard shall be relieved fram

' his duties, upon request to his appointing authority, to serve under orders on .

./ “waining duty without loss of his regular campensation for a period not to exceed

15 working days in any 1 calendar year. Any such absence shall not be deemed to
be such employee's annual leave provided for by this ordinance. ,

'Sec. 125. Reporting of absences. BAn officer or employee who is absent from duty -
" shall report the reason therefor to his supervisor immediately on the day of absence

where possible and, except in exceptional circumstances, no later than noon on the i
- following day. ' ‘

Sec. 126. Absence without leave. . . ,
1. All unauthorized and unreported absences shall be considered absence without

absence may be made the grounds for disciplinary action and will serve to interrupt
continuwus service as defined in this ordinance. Absence without leave, whet:ha
~ voluntary or involuntary, for 5 consecutive working days is an automatic resignation
- from county service. .

2. An employee separated because of absence without leave may not be restored to
his position unless, within 30 days of the date of his separation, he makes a satis-
factory explanation as to the cause of his absence and the appointing authority ‘

5 i«‘ approves his reinstatement,

Sec. 127. Mdjustreonts in anniversary dates., The following shall not be considered - |
- as breaks in Continuous qualifying service ror all personnel action: ’ .
L Authorized military leave for active service, provided that the person is re- =
" hired within 90 days following honorable discharce fror military service. :

2. Authorized military leave for training duties not to excead 15 working days in
any 1 calendar year. - .

3, Authorized leave without pay for educational purposes. o
4. puthorized leave with pay for purposes deemed to be beneficial to the public

. service.

28.




S8, ' Authorized leave without pay of 30 working days or less in anycalendar ar year
~';, for personal reasons. : : T ' R

6. Authorized leave without pay during which an employee is receiving compensation e

‘ ~for injury or disease arising from his employment.

7. The exception provided in section 95.

X. EMPLOYEE-MANAGEMENT RELATIONS

Sec. 128, Organization of Bmployee-Management Committee. Sl e ST
1. fThere is established in the county service an Bmployee-Management Cammittee. -

The camittee shall consist of:

(a) Three county officials, two elective and cne appointive, appointed by the

Board of County Camnissioners.

(b) Two representatives of employee assuciations now or hereafter established, -
with not more than one representative fram each association appointed by the asso- \

| ciations in acoordance with their bylaws and operating practices, and by matual

agreement among themselves. A
(c) One representative of employees not eligible to be members of or represented .

by an employee association appointed by the Employee-Management Committee.

(d) The Personnel Administrator.
2. The elected and appointive officials shall hold their appointments at the

‘pleasure of the Board of County Comissioners. The employee representatives shall
‘ serve for terms of 2 years, which may be extended by reappointment for subsequent

terms of 2 years. The Personnel Administrator shall serve on the ccmnittee'witha;tj;i

3. The Personnel Administrator shall serve as ex officio secretary of the

. camittee. The chairman of the camiittee shall be chosen by majority vote of the ‘
' voting members. The committee shall adopt such rules for the conduct of its business |

as it deems necessary. It shall meet at least once each quarter and at such other

times as the chairman may determine. ‘ - e
4, The secretary shall keep a summary record of the matters considered and recom=

| " mended by the camnittee and shall transmit any committee recamendaticns to the

proper county officials, as authorized by the committee.

Sec. 129. Functions of camnittee. The BEmployee-Management Committee shall serve
in an advisory capacity to the Board of County Commissioners, to the Persomnel Com- =
mittee and to the Personnel Department with respect to all matters of personnel admin- -
istration and employee relations, excepting matters of formal appeals and hearings.

Tt shall be the function of the committee to:

1. Receive, consider and make recommendations on matters relating to personnel
administration, policy and procedures; : )

" 2. Provide a forum for the hearing of individual employee suggestions, complaints

: - or disciplinary problems; and

3. Provide a means of ,ocxmnmicationb for disseminating information to employees in -

 the county service regarding the personnel program. .

Sec. 130. Rights of organization. Classified employees have the right to join

"an employee organization oF their choice and shall be free fram coercion in exer-

. - : . . : iminished by g t
cising this right. PEmployees who feel Fhls right has been dimini _managemen S
have ci;:he right of an administrative review by the personnel Department and then mayv

‘appeal the matter to the pPersonnel Camiittee if the employee is aggrieved by the

' action the Personnel Department takes.

29.
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| XI. EVALUATION OF PERFORMANCE

' Sec. 131 . Performance évaluation: Timing and method. Each appointir’xg“‘autlbrity E

. shall provide for an annual evaluation of all employees, other than those in temporary

" appointments or positions in his department, in achieving the standard of work perfor- .

" mance established. The evcluation 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 49, Probationary employees shall be further
' evaluated in accordance with section 99. All evaluations shall include a discussion
. between the employee and his immediate supervisor for the purpose of determining
goals and methods and evaluating progress toward better performance and personal
development. After discussion, the evaluation report shall be forwarded to the

. appointing authority by the supervisor on forms and in the manner prescribed by the

Personnel Department. o ‘

- Sec, 132, Standard performance. Wherever reference is made in this ordinance
to satisfactory service or standard performance, this shall be determined by the
appointing authority, based upon the campleted evaluation forms submitted to him
by the supervisor. ' :

Sec. 133. Copies of performance evaluation reports. Each employee'shal]_. be |

- given a copy of the evaluation Torm prepared by his supervisor regarding his -

progress, - Copies of the reports shall be available only to the supervisors, the

appointing authorities and the Personnel Department.

XII. TRAINING

~© Sec. 134. Training: Res ibility of appointing authority. 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 his

" department. The Personnel Department shall cooperate with and assist appointing

. authorities in carrying out this responsibility and in meeting any special train-

. ing needs of the departments. v

Sec. 135. Training in new processes. Whenever the duties of a position are to e

be materially changed by the introduction of new machinery or processes requiring

different skills and knowledge, any permanent or probaticnary employee affected by .

. the change shall be given 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. 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 last had in his

previous class, upon the written recamendation of the appointing authority and the
approval of the Personnel Department. Employees who do not qualify for such appoint=-.
ment shall be reassigned to other duties appropriate to their class, or be laid off :

in accordance with the provisions of this ordinance concerning layoff.

Sec. 136. Specialized training. In order to meet the needs of the county service -

" for scientific, technical, professional and management skills which cannot be pro-
. vided through available in-service training, the Personnel Department may arrange for
~ the provision of such training through recognized educational or training facilities.

30.
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