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5.297
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Promoting a Positive Work Environment
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No Bullying.
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Merit Personnel System for County Employees

Definitions
5.025 Definitions. These definitions apply to sections 5.027 to 5.341, inclusive.

5.027 "Anniversary date" defined.
1. “Anniversary date” means date of hire and triggers leave accruals. Anniversary
dates may change.

5.028 “Applicant” defined. “Applicant” means a person applying for an employment
position.

5.029 "Appointing authority" defined.

1. "Appointing authority" means an elected official or department head who has 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.

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

5.031 'Break in service" defined. "Break in service," means an interruption in an
employee's continuous county service requiring the removal of the employee’s name
from payroll records except as exempted by section 5.275 (adjustments in anniversary
dates; continuous service).

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

5.033 'Class" defined. "Class" means a group of positions with sufficiently similar
duties and responsibilities such that the same title may reasonably be used to
designate each position within the class. A class uses substantially similar criteria of
fitness, minimum qualifications, and schedule of compensation.

: modeled after NAC 284.030]

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.

5.037 'Classification" defined. "Classification" means the systematic process of
grouping and allocating positions to classes based on similarity of duties and
responsibilities.

based on NAC]

5.039 'Classification plan" defined. "Classification plan" means all the classes which
have been established and the rules for maintaining them, as adopted by the governing
body.
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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 bargaining.
Confidential employees must be excluded from any bargaining unit but are entitled to
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.

5.041 'Date of hire" defined. "Date of hire" means the date an employee begins or,
after a break in service, resumes paid employment with Washoe County.

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 or any downward movement, either in class, grade, or within grade.

5.0431 'Department of Human Resources" defined. "Department of Human
Resources" means the department created by section 5.345, and its dedicated staff.

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 list” is the list of candidates who are eligible to
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be referred to the hiring 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 minimum qualification
requirements are listed in no particular order.

5.045 "Employee" defined.
1. “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 volunteers.

3. Personnel exempted from the merit system:

(a) District judges and their employees, including but not limited to employees in
the office of the clerk of the Second Judicial District Court and Second Judicial
District Court personnel, and employees of Juvenile Services appointed pursuant
to the provisions of NRS 62.100.

(b) Justices of the Peace 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 specifically stated.

5. "Employer" means Washoe County and shall not be construed to mean
"appointing authority."

5.047 'Grade"defined. "Grade" means the range or steps of pay for a class.
NAC 284.066]

5.0475 'Intermittent hourly employee" defined.
1. "Intermittent hourly employee" means a person holding a position that is not on a
fixed schedule and is paid at an hourly rate. A person in an intermittent hourly position
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may not work more than 1039 hours in a fiscal year.

2. Anintermittent 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.

5.048 'Legal professional employee" defined.

1. "Legal professional employee" means a person who is licensed to practice law in
Nevada and who is employed as an attorney by the district attorney, the public defender,
or the alternate public defender.

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

5.049 'Line personnel” defined.

1. "Line personnel" means employees 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 police powers or are charged with law enforcement
responsibilities, and who are contributing the full amount of peace officer retirement
contributions. The term is applied without regard to sex, rank, division, or duty.

2. "Line personnel" does not include any individual, whether or not a Washoe 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.

5.051 “Merit salary increase date” means one year from the date of hire, rehire,
promotion or salary adjustment.

1. Inthe 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.

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 “Qverfill 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.

5.054 '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.
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5.055 "Permanent employee" defined. "Permanent employee" means an employee in

the classified service who has successfully completed the probationary period. The
term “permanent” is not a guarantee of a specific time period of employment.

5.059 'Position" defined. "Position" means a group of duties assigned to an
employee.

5.061 'Promotion" defined. "Promotion" means advancement to a position in a class
which has a higher grade than the class previously held.

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 an individual position by
(a) raising it to a class with a higher grade.
(b) reducing it to a 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.
NAC 284.094

5.0631 “Reemployment” defined. Reemployment” means a nhoncompetitive
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” defined. “Seasonal position” means a position or a specific
time 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.
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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 and the position to another location.

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.

Health Benefits Program

5.068 Health benefits program.

1. "Health benefits program" means a program to provide health benefits to eligible
county officers and employees, including the maintenance of the appropriate funds,
insurance, or combination thereof, to provide such benefits.

2. The health benefits program shall provide quality insurance plans covering
eligible county officers and employees and their dependents, and to qualified retirees
and their dependents.

3. The health benefits program shall assist enrollees and dependents in accessing
the health care system and provide education to insure appropriate and prompt delivery
of service.

4. The health benefits program shall establish and maintain eligibility, written plan
documents and provider listings, and provide communications relating to health
benefits and wellness to enrollees and family members.

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.
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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.

Merit Personnel System for Employees in Classified Service

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 System.

2. Nothing in this section shall be construed to:

(a) Prohibit elected officers and appointed department heads from establishing
office or department rules and regulations not in conflict with any provision of
law, the Merit Personnel System, or the rules and regulations established
pursuant to the provisions of subsection 1.

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

5.089 Nepotism prohibited.

1. Except as provided in subsection 2, it is unlawful for an appointing authority,
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 as 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.

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

1. Except as otherwise provided in NRS 281.210, an appointing authority shall not
appoint a person to a position in the classified or unclassified service if, upon
appointment, the person will be the immediate supervisor, or will be in the direct line of
authority, of:

(a) A spouse, child, parent or sibling of the person;
(b) The spouse of a child, parent or sibling of the person;
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(c) 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 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
authorization for the appointment of person(s) to a position seeking an exemption.
Factors which may be considered include, but are not limited to, difficulty in recruiting
applicants for the positions.

3. The request for exemption must:

(a) Be approved by the board; and
(b) Comply with the provisions of NRS 281.210.

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).

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.

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.
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3. A person shall not be appointed, transferred, promoted, demoted or discharged
as an employee in the classified service in any manner or by any means other than
those prescribed in the Merit Personnel System or applicable collective bargaining
agreement.

4. Notwithstanding any provision of the Washoe County Code or any agreement, the
county treasurer may remove deputies at their pleasure pursuant to NRS 249.060.

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

1. The unclassified service of Washoe County shall be comprised of positions held

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 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, 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 departmental positions as
authorized by the board of county commissioners. If three (3) percent of such
positions equals less than one employee, the elective officer or department head
is entitled to at least one unclassified appointment. Human Resources is
responsible for determining the number of appointments each department is
entitled to and shall use the same calculation for each department.
(e) Physicians employed as full-time employees.
(f) Such other officers and employees as are authorized by law to be employed in
the unclassified service, such as the county treasurer who may remove deputies
at their pleasure pursuant to NRS 249.060.

2. An elective officer or department head who makes discretionary appointments as
permitted by paragraph (c) of subsection 1 shall immediately report to Human
Resources the positions designated 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 authority.

5.094 Legal professional employees: Rights, privileges and benefits; inapplicability
of certain code provisions.
1. Alegal professional employee is entitled to the rights, privileges, and benefits of
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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.

4. Those legal professional employees not covered by the unit as confidential
employees are entitled to the same benefits as those set forth in the collective
bargaining agreement.

Classification Plan

5.095 Establishment of classification plan.

1. The classification plan shall be approved by the board of county commissioners
upon the recommendation of the director of human resources.

2. The board of county commissioners declares that since uniform salary and wage
rates and classifications are necessary for an effective and efficient personnel system,
the compensation plan shall set the official rates applicable to all positions 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. The Merit Personnel System shall not be construed to supersede or conflict with
existing or future contracts of employment dealing with wages, hours and working
conditions.

5.096 Job evaluation committee: Creation and purpose; composition; appointment;
members; term.

1. The job evaluation committee is hereby created. The purpose of the committee is
to perform a review of job descriptions submitted by the department and determine the
point value according to the current job evaluation methodology.

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 practices.

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

(d) The Budget Manager.

(e) One individual representing the department of juvenile services appointed by
the director of that department.
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3. The Director of Human Resources and Budget Manager or their designees are
perpetual members of the committee.

4. The makeup of the committee will be recorded in writing by the Director. 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, who misses three consecutive
meetings without a valid excuse may be removed by the committee. In such event, the
Director will contact the appointing association or individual to discuss the possibility of
appointing a new member.

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.

2. After consultation with appointing authorities, recommend changes in the Merit
Personnel System 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.

4. The job evaluation committee may have authority to make changes in job titles to
make them more reflective of job duties or to make minor changes to job descriptions
so that the descriptions reflect job responsibilities

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

1. The department of human resources shall train the members of the job
evaluation committee in the generally recognized methodology of job evaluation.

2. The committee may make rules and procedures for transacting its business. 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, the committee will meet as needed
upon the call of the director of human resources to evaluate jobs 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, creation, alteration, and/or abolishment of classifications. These issues
may be brought before the committee by the director of human resources.

4. Allrecommendations made by the committee for the creation of, reclassification,
abolishment, consolidation, 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.

5.101 Reporting changes or new 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 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 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.

4. The job evaluation committee may be responsible for providing the evaluation of
the position and the appropriate classification using the generally accepted job
evaluation methodology. The points assigned 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 classification changes prior to submission to the
board of county commissioners.

6. Inthe 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 may be evaluated by the job evaluation
committee and their recommendation will be submitted directly to the board of county
commissioners for approval.

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.

5.105 Status on reclassification.

1. Anincumbent of a reclassified position may move to the level of the reclassified
position 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 period.

2. When a position is reclassified to a higher level salary grade and the incumbent
retains the position, or is selected from an eligible list, 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,

Policy Effective Date: December 2022 a0e |19 Last Update: April 7, 2025



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. Anincumbent 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 be frozen until the grade encompasses the frozen
rate of pay.

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 experience and training requirements statement for a 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 expected of all incumbents of positions in
county employment:

(a) a valid driver's license when the position requires driving.
(b) honesty, courtesy, and industry.

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.

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.

5.113 Total compensation.
1. The grade for each class represents the range of pay rates for full-time biweekly
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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.

5.115 Application of rates. Each employee shall be paid within the salary range in the
grade for the appropriate class.

5.117 Part-time employment.

1. An employee who works in a permanent position established 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.

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, is reinstated to a
position in the same or a related class, shall be compensated at a rate at or below 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. 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. 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
employee is demoted. The salary decrease may be waived upon approval by the
appointing authority. An employee that promoted and is serving a new probationary
period in a higher-level job classification, and then voluntarily requests a demotion, prior
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to serving the new probationary period, will be restored to the previous pay status as if
the promotion did not occur. A salary adjustment may be waived upon approval of the
director of human resources or designee. Rev.: 10/30/23; Eff.: 11/06/23

5. An employee who transfers to a position in another class shall be compensated
at the same pay rate in the same salary range. Any exception requires written
justification of the appointing authority and approval by the director of human
resources.

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 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.

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

1. Itis 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 consecutive days off in a work week, that
employee is entitled to a 5 percent increase in their 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 employee has worked overtime does not entitle an employee to any
increase in the 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.
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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) Attorney, Deputy Sheriff, District Court, Justice Court classifications; and
individuals appointed into Seasonal, Temporary, and Intermittent Hourly
positions may be appointed into the salary range by the appointing authority
without pre-approval by human resources.

(b) Appointments above the entry rate for all other classifications must be pre-
approved by the director of human resources or designee prior to the job offer.
Whenever a position is filled in this manner, the salary of the other incumbents
occupying that same class, if applicable, shall be reviewed and may be
recommended for adjustment by the director or designee.

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

3. A5 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. In 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.

Rev.: 08/14/23; Eff. 08/14/23

5.124 Salary adjustment limitations.

When an error is discovered in an employee’s compensation calculation, the department
of human resources shall make the appropriate adjustment retroactive, not to exceed
one (1) year from the date the error is discovered, except as provided in section 5.121#6
(merit salary adjustment).

Added: 04/07/25

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

1. Itis 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 county manager with the approval of the board of county
commissioners.

5.126 Qvertime; 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.
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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.

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.

5.131 OQvertime 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.

5.133 Reports of overtime work required.

1. All overtime work within a department or office shall be reviewed on a biweekly
basis by the department head or elective official or designee.

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

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, 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 (FLSA)
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 employees
at salary grade 19 and above on the confidential salary schedule are exempt from the
payment of overtime and, therefore, are ineligible to record or earn overtime and/or
compensatory time. Rev.: 02/18/25; Eff.: 04/07/25.

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

Except as provided in subsection 4, 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 is moving.

2. 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.

3. 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.

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

5. Employees at salary grade 19 and above on the confidential salary schedule shall
not receive a cash payment for any accumulated compensatory time in any
circumstance. Rev.: 10/30/23; Eff.: 08/14/23.

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 their
request to 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.

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, is 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 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
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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:

Total Years of Annual Longevity Amount of Semi-Annual
Full-Time Service Payment 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:
(i) 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.
(ii) 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 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).

Policy Effective Date: December 2022 a0 | 26 Last Update: April 7, 2025



(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. Anemployee'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 for 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.

5.146 Career incentive plan for justices of the peace.

1. Ajustice of the peace who has served in office for more than 4 years is entitled to
an additional salary of 2 percent of their base salary for each full calendar year they
have served in their office. For the purposes of this section a full calendar year includes
the time from the first Monday in January until December 315tfor 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 Washoe
County elected official.

3. If the additional salary provided for in this section is modified, phased out, or
terminated for all other county elected officials, said modification, phase out, or
termination shall apply to Washoe County Justices of the Peace at the same time, in the
same manner, and on the same terms and conditions as it applies to all other Washoe
County elected officials.

Recruitment Process for Classified Employees

5.149 Types of examinations.

1. Human resources shall establish and administer competitive examinations for
the purposes of hiring and promotion into the classified service of Washoe County.

2. The examinations shall evaluate the qualifications of the applicants.

3. Examinations shall be open to all applicants who are authorized to work in the
United States and who meet the minimum qualifications.
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5.151 Review of applicants.

1. The department human resources shall determine whether an applicant meets
the minimum qualifications to compete for employment or promotion.

2. The department of human resources may consider any combination of the
following before examination or certification of a list:
(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.

5.153 Applications.
1. Applications for examination must be submitted to the department of human

resources

2. No additional information will be accepted after the recruitment deadline.

3. Aresume may be submitted in lieu of the employment history portion of the
application only when authorized by the department of human resources

4. Submitted applications and all other examination materials, including
examination questions and booklets, are the property of the department.

5.154 Application for flexibly staffed class series.

1. “Flexibly staff series” means a group of related positions through which an
employee may progress to the next level in the series upon meeting the requirements of
the class and the recommendation of the appointing authority.

2. The hiring department may hire at any of the advertised levels within the class
series.

5.155 Eligibility to compete.

1. Competitive examinations for classified positions in the 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.

2. In accordance with NRS Chapter 245, the criminal history of an applicant for
employment may be considered only after the earlier of the final interview conducted in
person or the extension to the applicant of a conditional offer of employment unless,
pursuant to a specific provision of state or federal law, a person is disqualified from
employment in a particular position because of the particular criminal history of the
person.
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5.157 Promotional examinations.

1. Merit and fitness for promotion within the public service 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. A promotional examination 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.

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
which the examination is being held; and

(b) Meet the minimum requirements for the class for which the examination is
being held; and

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 shall be permitted to take a reasonable amount of time
to take any examination given by the department of human resources while on duty and
in regular paid status.

2. Interviews. Upon giving a minimum of 3 days’ notice to his or her immediate
supervisor, a county employee shall be permitted to take a reasonable amount of time
to interview for county positions while on duty and in regular paid status.

3. Examinations and interviews that take place outside of an employee’s regular
work schedule will not be paid.

Rev.: 07/01/24

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. All qualified applicants shall be placed on
an unranked eligible list.

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.

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
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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.

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.

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. The 70 percent score is derived from the raw score and may be
adjusted based on factors established by human resources.

2. Applicants failing to achieve a passing score in any phase of the examination
process may be disqualified from further participation in the current examination.

3. Testitems 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.

5.169 Appeal.
1. Appeal of findings of ineligibility to compete must be received in writing in the

department of human resources within 1 business day after the date of notification of
ineligibility to compete.

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

5.170 Joint appeal process for joint agency recruitments; appeals from joint agency
examinations.

In the event Washoe County is 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 process which shall be outlined in the cooperative agreement.

5.171 Corrections of examination ratings.

If, after examination of the appeal filed by any candidate, the department of human
resources finds that any manifest error was made in rating, scoring or computation of
the result, the department shall make the required correction and place the name of the
person on the eligible list in the correct position. Such correction, however, shall not
invalidate any appointment previously made from such eligible list.
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5.174 Veterans' preference.

All qualified open competitive candidates, who are honorably discharged veterans of the
United States armed forces after having served at least 6 months on active duty, will be
granted a point preference which will be added to their passing score prior to placement
on the eligible list. A DD-214 specifically stating honorable discharge from the Armed
Forces of the United States must be submitted prior to exam scoring.

Eligible Lists and Certification

5.175 Types of lists.
1. The director shall adopt procedures for the establishment of eligible lists for
appointment and promotion.
2. The types of eligible lists are as follows:
a. Reemployment lists, consisting of the names of employees who have been laid
off.
b. Department promotional lists.
c. Countywide promotional lists.
d. Open competitive lists.
e. Transfer lists.
f. Inter-jurisdiction transfer lists.
g. Voluntary demotion lists.
h. Reinstatement lists.
i. An unranked list created under section 5.160 (waiver of examination) or when
there are insufficient number of qualified candidates.

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.

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
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.

5.181 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
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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. Asused 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.

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:
(a) Selection after certification to fill a full-time permanent position in the class
for which the examination was given.
(b) Expiration 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
(e) Failure to appear for a scheduled interview.
(f) Failure to submit requested forms or information.
(g) Three instances of waiving an interview from a specific referral list to a
specific department. After the third waive, the eligible will not be referred for an
interview from the same eligible list to the same requesting department.
(h) A request by the eligible to be removed from the list.
(i) For causes listed in section 5.185.
Rev.: 11/01/23; Eff.: 11/01/23

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;
(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 may be
placed on the open competitive list.
(d) An employee removed from the list due to selection pursuant to subsection
1(a) above 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.

5.185 Director of human resources may refuse to examine or refuse to certify an
applicant.
The director of human resources may refuse to examine or certify an applicant who
comes under any of the following categories:

1. Lacks any of the preliminary requirements established for the position.
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2. After an interactive process, is determined to be under a disability that cannot be
reasonably accommodated without undue hardship to the County.

3. s addicted to the use of habit-forming drugs.

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

5. Has been dismissed from the public service for delinquency or misconduct.

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

7. Has, directly or indirectly, given, rendered or paid, or promised to give, render or
pay, any money, service or other valuable thing to any person for, or on account of, or in
connection with, the examination, appointment or proposed appointment.

8. Has practiced, or attempted to practice, any deception or fraud in the application,
in the certificate, in the examination, or in securing the eligibility or appointment.

5.189 Certification of names and creation of referral list.

1. The Director shall create and certify 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 referral list shall contain an even number of
eligibles.
(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.
(iii) If an insufficient number of either open competitive or promotional
eligibles are available, additional names may be certified from the other list to
complete the certification.
(iv) If there are fewer available names than requested by the appointing
authority , the list may be forwarded with the fewer number or qualified
eligibles from other lists may be forwarded to the appointing authority.
Names from other lists must follow those names on the original referral list.
(b) For multiple vacancies within 90 days of original certification date, more
names from each of the promotional and open competitive portions of the
eligible list may be certified for each additional vacancy.
(c) When 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 classes, the appointing
authority shall request a number of names to be randomly certified from unranked
eligible lists. For multiple vacancies within 90 days of the original certification date,
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 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.

Policy Effective Date: December 2022 "20e |33 Last Update: April 7, 2025



(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.

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. Afterinitial 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 removal from the
list.

6. Inorder to be placed on 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 reinstatement.

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.

5.191 Duty of eligibles to respond.
Every eligible shall respond by the deadline listed on the notice.

5.192 Consideration of eligible candidates.

1. Once alist is certified, candidates on the list must be given consideration for 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.

3. An appointing authority may modify the process used for each list depending
upon the list under consideration. All applicable screening processes must be followed
for each certified list before a position is filled.
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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 eligible list. Vacancies in
the unclassified service may be filled as discretionary appointments by a department
head or elected official.

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:
() 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) Reinstatement must occur within 1 year from the date of resignation,
change to unclassified status or voluntary demotion.
(iii) 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.

5.196 Voluntary demotion.

1. An employee may request demotion to a position in a class with reasonably
similar 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 at the discretion of the appointing authority.

3. Voluntary demotion of a 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.

4. Voluntary demotion of a classified employee with previous permanent status and
serving a new probationary period in a higher-level classification shall be returned to the
previous permanent status and shall not be required to serve the remaining new
probationary period.

Rev.: 10/30/23; Eff.. 10/30/23

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.
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(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 become a charge upon 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 within
the department from one position to another position in the same class in the same
salary grade, or from a position in one class to a position in a related class with the
same grade and with reasonably similar knowledge, skills and abilities in the same
salary grade.

3. An appointing authority may, after reasonable notice and upon approval of the
department of human resources, transfer any classified employee from a position in
one location to another location.

4. 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.

5.201 Transfers: Protests.

1. If atransfer is protested by an employee as being made for the purpose of
harassing or disciplining them, 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. If the transfer requires an employee to relocate their 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.

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

the time of making application:
(a) the person is employed as a law enforcement employee at the level or above
the position they are applying for and hold 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 ; and
(c) the person meets the minimum qualifications for the position; and
(d) the person holds a position at the same level and Nevada P.0.S.T category
2. Aneligible who is appointed under this section shall serve the required
probationary period before attaining classified status.
3. Persons hired pursuant to 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
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benefits as those provided to new hires. Such persons shall not be entitled to transfer
any leave balances from the transferring jurisdiction.

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

1. If 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 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 employment by the agency or organization, but shall
not exceed the benefits which would have been available to the employee under the
Merit Personnel 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.

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

1. An employee exempted from the merit personnel 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 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.

5.209 Provisional appointments.

1. Inthe 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 the 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.
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5.210 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, 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. Arequest for an overfill appointment must be made in writing and approved by
the director of human resources or designee.

4. No overfill appointment request may be made unless the employee occupying the
position being vacated has provided a written resignation to the appointing authority.

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.

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 the request for
certification.

2. Seasonal appointments: Upon request of the appointing authority, the department
of human resources shall provide an unranked eligible list. If, 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.

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

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 1-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.
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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 1-year period to meet the full performance level knowledge, skills, and
abilities.

5.217 Interrupted probationary period.

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

(a)lf a probationer has not, during the prescribed probationary period, worked the
number of months set forth in the classification and compensation plan.

(b) When a probationary employee is injured on the job and is placed in a "light
duty" assignment or is temporarily assigned to another position as certified by
the appointing authority.

(c) When a probationary employee is incapacitated and in a paid leave status in
excess of 30 consecutive days.

2. In no event may the probationary period exceed length of the probationary period
for the job classification.

3. Incalculating the required period, overtime work and other time beyond those
variations as specified in section 5.275 shall not be counted. The appointing authority
shall report to the human resources department and the employee when, because of
inadequate time served, the probationary period is to be extended

5.219 Performance evaluation of probationers.

1. 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 authority shall file a performance evaluation at the end of
the 3rd, 8th and 11th month of employment.

2. Copies of all performance evaluations shall be given promptly to the employee
and Human Resources.

3. The appointing authority shall provide for the training of and assistance to the
employee to meet the standards of performance for the position.

5.221 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.

3. If anotice 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
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which he or she was promoted, or who is dismissed for cause other than misconduct or
delinquency 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 employee does not satisfactorily complete the probationary period upon
promotion, the employee shall return to the former position and pay status as if the
promotion had not occurred.

Personnel Records

5.223 Reports of personnel actions.

1. 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.

2. Whenever the department of human resources determines that employment,
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, it shall
so notify the county comptroller, after review with the division concerned.

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.

(c) Overall compensation plan adjustment.
The combined salary increase which an employee shall receive under paragraphs (a)
and (b) 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.

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.

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 the grievance board appointed pursuant to the
provisions of section 5.319 et seq. (procedures for suspension and demotion), and
appeals to the courts therefrom:

(a) Any material to be used in the development and administration of
examinations.

(b) Names and identities of applicants, eligibles and special examiners.

(c) Test scores, individual rating sheets, and evaluations. However, applicants
may receive notification of their own test results.
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(d) Employee personnel files, except as provided in section 5.287 (copies of
performance evaluations).
(e) Records regarding applicants or eligibles.

Attendance and Leaves

5.229 Normal work week.

1. The normal work week for 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 departments. Appointing authorities shall report all deviations from the normal
work schedule to the department of human resources and County payroll.

2. 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.

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 day is to be observed on the third Monday in February
Last Monday in May (Memorial Day)
June 19 (Juneteenth Day)
July 4 (Independence Day)
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 other day declared as a Nevada State holiday pursuant to NRS 236.015.

2. If January 1, June 19, 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.

4. When a holiday of less than a full day is declared, 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 shall not be
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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.

Rev.: 07/01/24

5.233 Compensation for holidays worked.

1.

Compensation for Holidays.
(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 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., four (4), eight
(8), nine (9), or ten (10) hours) at the employee’s regular, 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 number 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
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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 9,9,9,9, and 4 may sometimes receive a 9 hour or 4
hour holiday 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” 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-time 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 Monday
following must be observed as the legal holiday.

8. Holiday During Leave: If a holiday occurs during an employee’s scheduled paid
leave, that holiday shall be charged as holiday pay and not as leave.

9. The employee’s shift schedule determines when and if an employee should report
holiday hours on a recognized holiday. Employees shall report all applicable holiday
hours on the day their shift begins or in accordance with current practice in the
department.
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5.235 Employees not compensated for holidays on which they do not work.

Temporary, intermittent hourly, and seasonal 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.

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 60
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 three (3) years of continuous service, 120 hours.
(b) Three (3) but less than five (5) years of continuous service, 160 hours.
(c) Five (5) but less than twenty (20) years of continuous service, 200 hours.
(d) Twenty (20) years or more of continuous service, 240 hours.

Rev.: 07/01/24; Eff.. 07/01/24

3. For the purpose of computing credit for vacation, 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 separation and the employee has
been in the continuous service of the county for 1 year after the date of 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.

5.239 Vacation: Part-time employees.

On the first day of the pay period following completion of 6 months of continuous
county service, 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
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exceed 40 are not included in computing vacation with pay.

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 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 in excess of 240 hours as of the end of the biweekly pay period
encompassing December 31st 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 vacation credit.

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.

2. Except as provided herein or 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 except:

(a) Effective 07/01/24, an eligible employee, excluding elected county officers,
may elect to receive a cash payment for no less than sixteen (16) hours and no
more than forty (40) hours of accumulated vacation leave in a calendar year.
Such payment will reduce the employee’s accumulated vacation balance by the
hours compensated and may be made only once per calendar year, at the
employee’s current base rate of pay, provided the employee notifies their
department head or designee and submits the required “Request for Vacation
Payout” form to the Comptroller’s/Payroll department of such election on or
before October 15 of that calendar year. To be eligible, employees must have a
minimum balance of one hundred twenty (120) hours of accumulated vacation
leave, at the time of the request, and be in a paid status. Payment will occur
within two (2) pay periods of receipt of the request, and on the employee’s
regular scheduled pay date.

Added: 07/01/24; Eff.. 07/01/24
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3. No elected county officer shall be paid for accumulated annual leave upon
termination of his service.

4. If an appointed officer or employee dies and was entitled to accumulated
vacation leave, payment for any accumulated and unused vacation earned through the
last day worked shall be paid in accordance with State law.

5.247 Vacation records.

1. Records. Each employee shall keep accurate records of used vacation. Such
records shall be kept as prescribed by the County payroll.

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.

5.251 Sick leave.

1. Except as provided in subsection 7, each employee in the 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 %) 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 %) days for each
month of full-time service.

3. Part-time employees shall be allowed prorated sick leave at the rate of one and
one quarter (1 %) 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.

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.

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
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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 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 800 hours at the
employee's regular hourly rate. No payment 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. Anemployee 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.

5.257 Use of sick leave and parental 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:
(i) 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 employee may use
up to a total of 12 weeks of sick leave, which may be designated as leave
under the Family Medical Leave Act.
(e) In the event of an illness in the employee's immediate family where such
iliness 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, brothers 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, coded as bereavement leave, in the amount of ten (10)
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 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
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employee's spouse, parents (including step and foster), children (including step
and foster), brothers, sisters, grandparents, grandchildren, aunts, uncles, nieces,
nephews, or corresponding relation by affinity, or domestic partner as defined by
NRS 122A. Bereavement leave must occur within the first year after the death of
the family member. Should additional leave be necessary, the department head
may authorize the use of existing accrued leave credits or authorized leave
without pay.
(g) Employees shall be allowed to voluntarily transfer up to a maximum of eighty
(80) hours of their accumulated vacation leave or compensatory leave during any
calendar year to another employee who has less than eighty (80) hours of
combined sick leave, vacation leave, personal leave, and compensatory leave, but
who is otherwise eligible to take paid sick leave in accordance with the
provisions of this section.
(i) Donated vacation or compensatory leave 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.
(i) 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. Once the leave has been donated and
transferred, such leave hours shall not be refundable to the donor making
the transfer.
(iii) In the event that the recipient employee no longer requires the use of
any donated vacation or compensatory leave, the vacation or
compensatory leave that has not been transferred to the recipient
employee’s sick leave balance shall not be processed and would remain in
the donor employees accumulated leave balance.
(iv) The maximum number of hours that may be transferred to a recipient
employee is 480 hours in any calendar year.
Rev.: 07/01/24

2. Parental Leave: An employee who is eligible for leave under the Family and
Medical Leave Act (FMLA) is eligible for up to four (4) weeks of paid parental leave
following the birth of a child of the employee or the placement of a child with an
employee for adoption or foster care as follows:

(a) Paid parental leave will not exceed four (4) weeks in any rolling twelve (12)
month period, regardless of whether more than one birth, adoption, or foster
placement occurs within that period.

(b) Paid parental leave will run concurrently with any applicable FMLA leave. To
receive paid parental leave, an employee must meet all qualifications for FMLA
for the birth of a child of the employee or the placement of a child with an
employee for adoption or foster care. Employees should consult the County’s
FMLA Policy for more information about FMLA leave.

(c) In the event both parents are employed by the County, within the same
department and division, and meet the criteria for parental leave, those parent
employees may utilize up to 2-weeks of paid parental leave during the same
period of time (concurrently).

(d) An employee must take paid parental leave in one continuous period that falls
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entirely within twelve (12) months of the birth or placement of the child. Any
unused paid parental leave will be forfeited twelve (12) months after the birth or
placement of the child.
(e) Holidays will not extend the period of paid parental leave.
(f) Upon termination of employment for any reason, an employee will not be paid
for any unused paid parental leave for which they were eligible.

Added 07/01/24; Eff.: 07/01/24

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
Chapters 616 or 617 (Nevada Industrial Insurance and Occupational Disease Acts) and
for sick leave benefits, the employee shall not be required to use 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 iliness in the course of his
employment with Washoe County for which benefits are paid under NRS Chapters 616
or 617 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. Anytime that is charged to an employee's sick leave on the first day of a job-
connected injury or iliness which qualifies for disability benefits under NRS Chapters
616 or 617 shall be credited back to the employee's sick leave.

5.261 Approval and substantiating evidence for sick leave.

1. The appointing authority shall approve sick or bereavement leave only after
having ascertained that the absence was for an authorized reason.

2. For absences in excess of 3 days, or cases of suspected sick or bereavement
leave abuse, the appointing authority may require the employee to submit
substantiating evidence, including but not limited to a physician's certificate, death
announcement, or celebration of life announcement.

Rev.: 07-01-24

5.263 Earning of sick or annual leave while on leave.

1. Aslong as an employee is in a paid status, the employee shall earn sick and
annual leave while on leave.

2. If the employee is on leave without pay, there shall be no accrual of sick or annual
leave during the time the employee is on such leave.

3. Upon separation, an employee shall be paid for accrued annual leave in a lump
sum, and shall not earn additional leave of any kind.

5.267 Sick leave; records and reports.

1. Each employee shall keep accurate records of used sick leave. Such records shall
be kept as prescribed by the County payroll.

2. Employees who are compensated for overtime at the rate of time and one-half
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shall be charged sick leave on an hour-for-hour basis or major fraction thereof.

3. Employees who are compensated for overtime at straight time 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.

5.268 Personal leave.
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 employees Planned Working Time
record.

4. The use of sick leave for attending the funeral of a family member, travel to and
from, and attending to family related business matters relating to the funeral shall not
count towards the sick leave usage when calculating personal leave.

5.269 Leaves of absence.
A leave of absence, except for leave granted in accordance with the Family Medical
Leave Act may be granted as follows:

1. Aleave 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
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to the county service and who at the time the leave is granted has a satisfactory service
record.

2. Leaves of absence for 30 working days or less in any calendar year may be
granted upon the approval of the appointing authority. Leaves for a longer period and up
to 1 year may be granted upon the recommendation of the appointing authority and the
approval of the county manager or designee.

3. Upon receiving the required approval(s), , 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,

(b) is temporarily incapacitated by iliness 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. Rev.: 12/01/23; Eff.. 12/01/23

4. Aleave 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.

5. Aleave 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 serve as a
witness for a case before a grand jury or tribunal of the United States Government, the
State of Nevada or a political subdivision thereof, or when subpoenaed to give a
deposition that is related to his or her employment. The employee must be paid the
regular salary while on leave of absence, but must remit to his department head, for
deposit in the county general fund, all fees received 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.

6. 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.

7. 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).

9. 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.

10. Any employee who is an active member of the any branch United States armed
services shall be relieved from his or her employment duties, upon request to the
appointing authority, to serve under orders on training duty without loss of his regular
compensation for a period not to exceed 15 working days in any 1 calendar year. Any
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such absence shall not be deemed to be such employee's annual leave.

5.271 Reporting of absences.

An employee who is absent from duty shall report the reason to the supervisor or
designee immediately on the day of absence where possible and, except in exceptional
circumstances, no later than noon on the following day.

5.273 Absence without leave.

All unauthorized and unreported absences shall be considered absence without leave,
and 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.

5.275 Adjustments in anniversary dates: Continuous service.

1. The following shall be the equivalent of county service for 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.

Employees’ Right to Organize

5.281 Rights of organization.

1. Unless otherwise prohibited by the provisions of NRS Chapter 288 (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.

3. 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.
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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 achieving the
standard of work performance established.

(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 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 human
resources for placement in the employee’s personnel file.

5.285 Standard performance.

Wherever reference is made to satisfactory service or standard performance, this shall
be determined by the appointing authority, based upon the completed evaluation forms
submitted by the supervisor.

5.287 Copies of performance evaluation reports.

Each employee shall be provided a copy of the evaluation form prepared by the
supervisor. Copies 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.

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 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.

5.291 Training for new job duties.

1. Whenever the duties of a position are to be materially changed, 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
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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 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
County Personnel System concerning layoff.

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.

Separations

5.295 Resignation.
1. An employee may resign by providing written notice to the appointing authority of

the effective date. 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 constitute cause for denial of future
employment with the county.

3. The appointing authority shall promptly report the notice of resignation 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.

5.297 Natice of rights upon resignation.

1. A classified employee who resigns shall be provided notice that the employee is
relinquishing all appeal rights by resigning.

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

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

(a) After review of the facts presented by the classified employee and the
appointing authority, the director of human resources may make a
recommendation.

(b) 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 covered by an appeal
procedure under a collective bargaining agreement, may file an appeal in
accordance with section 5.331 (appeal from discipline).
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5.303 Layoff: Formula.

Whenever it becomes necessary for permanent employees 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 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:

(a) Temporary, provisional, and probationary.

(b)A person who attained permanent status but is serving a 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. |If 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
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reemployed in a permanent position in the class series within the period of his
layoff eligibility.
(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:
(i) Twelve points will be subtracted for each "below standard" report.
(i) 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.

5.305 Layoff: Returnees from military service.

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

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

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

4. There is no length of time specified as to the duration of the reinstatement; but
the employee may not be reinstated to a position that has already been designated as a
layoff category. That is, the employee must not be reinstated and immediately laid off.
However, if at some time after 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.

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 off.

5.307 Layoff: Demotions; displacements; transfers.
1. A permanent employee who is laid off is entitled to displace to lower positions in
the department under either of the following circumstances:
(a) To a position in any lower class in which the 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 the 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. A permanent employee who has been transferred or promoted from one
department to a new department and who is subsequently laid off may displace an
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employee in 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. Inthe absence of an election by an employee to waive the right to displace
another employee, the employee shall displace to a position in the highest class
permissible under this section. If 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 the employee’s
departmental seniority is equal in two or more classes or departments, 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 the right to 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. Adepartment 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, 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).

5.309 Layoff: Written notice.

Employees to be laid off shall be given written notice at least 30 calendar days before
the effective date thereof. The layoff computations and the notice of layoff to the
employee shall be maintained by the department of human resources.

Policy Effective Date: December 2022 ‘a0e | 57 Last Update: April 7, 2025



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.

2. Re-employment List. All permanent employees laid off shall be placed upon the
reemployment list within the department from which the employee was laid off, for the
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 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 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.

Disciplinary and Correctional Actions

5.313 Warning and reprimand.

1. Whenever a employee's performance falls below standard or, for other just cause,
there is a lapse in 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.

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 the appointing authority for just cause.

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

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
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may demote or dismiss a permanent employee for just cause.
2. This section applies only to permanent employees not covered by a collective
bargaining agreement

Appeals and Hearings

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

(a) Be in writing;
(b) State specifically the action to be taken;
(c) State specifically the cause or causes upon which the action is based ;
(d) State the effective date of such action;
(e) State that the employee has 7 calendar days within which to appeal the
action;
(f) 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
(9) Be filed with the department of human resources.
2. This section applies only to permanent employees not covered by a collective
bargaining agreement

5.321 Discharge: Notice of proposed action.

1. Before taking action to discharge a permanent employee, 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) A statement of the cause or causes upon which the action is based;
(c) The effective date of the action;

(d) 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.

5.323 Immediate suspension pending discharge.

1. An appointing authority may immediately suspend a 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 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 a permanent employee against whom there is pending a
criminal charge and which charge adversely 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.

5.327 Procedure for discharge.

1. In any action to discharge a permanent employee, after 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.

5.329 Response to notice of proposed action. A permanent employee who is served
with a notice of proposed action involving either an intent to discharge, an immediate
suspension 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 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.

5.331 Appeal from discipline; selection of arbitrator.

1. A permanent 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).

2. Upon receipt of the appeal, the ACM or designee shall meet with the employee
and the appointing authority in an attempt to select a mutually acceptable arbitrator.

3. If an arbitrator cannot be agreed upon, the 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 ACM and the
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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.

5.333 Arbitration: Hearing; costs; decision.

1. The cost of the proceedings in cases of suspension of 10 working days or less
shall be borne equally by the county and the employee.

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.

This section applies only to permanent employees not covered by a collective
bargaining agreement.

Full-Time Service Required

5.334 Full-time service required.

Each employee shall, during their hours of duty as an employee and subject to such
other laws, rules or regulations as pertain thereto, devote their full-time attention and
efforts to county employment. A full-time employee may not engage in additional part-
time work for the county.

Prohibitions and Penalties

5.337 Incompatible activities: Prohibitions.

Employees shall not engage in any employment, activity or enterprise which is
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, 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 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 their jurisdiction, will be considered inconsistent,
incompatible or in conflict with their duties as employees, and shall provide a copy to
each such employee.

5.340 Ownership of county computer system; 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 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.

3. 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
provides access to an electronic bulletin board for use by county officers and
employees to advertise social activities or personal items for sell or purchase so long
as those items are not connected with a private business interest of the officer or
employee.

4. Notwithstanding the authorization for use of county computers for job related
duties, 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. 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.

(c) Install unauthorized software or hardware for personal use for gain.

5. The 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).

6. The county may adopt policies to interpret and implement the provisions of this

Policy Effective Date: December 2022 aoe | 62 Last Update: April 7, 2025



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.

7. Nothing herein prohibits the use of county property, equipment, or other facility
for personal purposes where the use is necessary as a result of emergency
circumstances.

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 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 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.

Promoting a Positive Work Environment

5.342 No Bullying.

1. Washoe County prohibits bullying. Employees shall not bully or intimidate others.
Bullying can be defined as repeatedly mistreating another individual, causing emotional
distress and/or physical harm.

2. Examples of bullying may include, but are not limited to, the following:

a. Using language toward another individual which can be considered rude,
disrespectful, disparaging belittling, insulting or offensive.

b. Behavior which can be perceived as threatening or intimidating.

c. Work related harassment such as excessive and unwarranted
micromanaging, imposing unrealistic deadlines, or a proven uneven
distribution of workload.

d. Spreading gossip or rumors about an individual or persuading others to
turn against the individual.
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e. Intentionally excluding an individual from a relevant work-related activity
or intentionally impeding an employee from successfully performing their
job duties.

Added: 12/01/23; Eff.: 12/01/23
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