COLLETON COUNTY
PERSONNEL POLICY MANUAL

DISCLAIMER

ALL EMPLOYEES OF COLLETON COUNTY ARE EMPLOYED AT-WILL AND
MAY QUIT OR BE TERMINATED AT ANY TIME AND FOR ANY REASON.
NOTHING IN ANY OF COLLETON COUNTY’S RULES, POLICIES,
HANDBOOKS. PROCEDURES, OR OTHER DOCUMENTS RELATING TO
EMPLOYMENT CREATES ANY EXPRESS OR IMPLIED CONTRACT OF
EMPLOYMENT. NO PAST PRACTICES OR PROCEDURES , WHETHER ORAJ,
OR_WRITTEN, FORM ANY EXPRESS OR IMPLIED AGREEMENT TO
CONTINUE SUCH PRACTICES OR PROCEDURES. NO PROMISES OR
ASSURANCES, WHETHER ORAL OR WRITTEN, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE LIMITATIONS SET FORTH IN THIS
PARAGRAPH CREATE ANY CONTRACT OF EMPLOYMENT UNLESS: 1) THE
TERMS ARE PUT IN WRITING; 2) THE DOCUMENT IS LABELED
“CONTRACT”; 3) THE DOCUMENT STATES THE DURATION OF
EMPLOYMENT; AND 4) THE DOCUMENT IS APPROVED BY COUNTY
COUNCIL AND SIGNED IN ACCORDANCE WITH COUNCIL’S
AUTHORIZATION.

I_ACKNOWLEDGE RECEIPT OF COLLETON COUNTY’S PERSONNEL
POLICY AND UNDERSTAND THAT IT IS NOT A CONTRACT OF
EMPLOYMENT.

Signature

Printed Name Date

Approved & Effective Nov. 6,
2008

Supersedes all previous CCPPM
editions
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No personnel policy manual can anﬁcipate every circumstance ofrquestion about
policy.

As Colleton County operations continue to grow, the County Council reserves
the right to revise, supplement, or rescind any policies or portion of this Policy,
from time to time, as it deems apptopriate, in its sole and absolute discretion.
Employees will be informed of revisions. "

The provisions of this Policy have been developed at the direction of Colleton
County Council and may be amended or canceled at any time at Colleton
County Council’s sole discretion.

~aar

NOTE: For ease of readability, this Policy follows the traditional English
practice of referring to unidentified individuals by the use of masculine
pronouns. Wherever such a pronoun is used it is intended to apply to both
males and females. In addition, the term Department Head is used
throughout this policy to reference inclusively all elected officials, officials
appointed by an authority other than the County Council, and persons in

charge of regular county departments. State law may limit applicability in
some cases.

1.0 __INTRODUCTION

The Colleton County Personnel Policy is designed to provide you with information about working
conditions, employee benefits, and some of the policies affecting your employment. A copy of the
Personnel Policy is located in each Department Head's office and in Human Resources.

2.0 ADMINISTRATION
2.1 AUTHORITY AND RESPONSIBILITY OF THE COUNTY ADMINISTRATOR

2.1A Colleton County operates under the Council-Administrator form of government. The
County Administrator is appointed by the County Council and serves at the pleasure of the Council.
The County Administrator serves as the administrative head of Colleton County Government and is
responsible for the administration of all departments of the government under Council's
organizational jurisdiction. The Colleton County Administrator executes the policies, directives and
legislative actions promulgated by the Colleton County Council, supervises the expenditure of
appropriated funds and all administrative activities of the County permitted under South Carolina
State Law. The County Administrator also oversees all payroll actions, including administration of
the Compensation and Classification Plan for all personnel to be placed on the Colleton County
payroll, and all other employee benefits approved by County Council.

2.1B Section 4-9-660, Code of Laws of South Carolina, 1976, as amended, states: “Except
for the purpose of inquiries and investigations, the Council will deal with Colleton County officers and
employees who are subject to the direction and supervision of the County Administrator solely
through the County Administrator, and neither the Council nor its members will give orders or
instructions to any such officers or employees.” Section 4-9-630 (7), Code of Laws of South



Carolina, 1976, designates the role of Personnel Officer to the County Administrator. The County
Administrator may delegate any such authority to subordinate personnel as he deems necessary. In
Colleton County, many of the elements of Personnel are performed by Human Resources.

2.2 EMPLOYEES SUBJECT TO THIS POLICY

The provisions of this Policy will be applicable to all employees of Colleton County Government and,
except where and only to the extent specifically prohibited by law, to all personnel processed on the
County payroll system. The County Administrator is the final authority for implementation of all
changes altering a person'’s status on the County payroll.

2.3 EQUAL EMPLOYMENT OPPORTUNITY - AFFIRMATIVE ACTION

2.3A In accordance with state and federal law, Colleton County does not discriminate in
employment opportunities or practices on the basis of race, color, religion, sex, national origin, age,
disability, military status, or any other characteristic protected by law. Equal Employment
Opportunity applies to personnel actions including, but not limited to: recruitment, selection and
hiring, training, promotion, demotion, compensation (rates of pay) and benefits, transfer, layoff,
return from layoff, economic demotion, disciplinary actions, termination, and the handling of appeals.

2.3B Any employee with questions or concerns about any type of discrimination in the
workplace is encouraged to bring these issues to the attention of his immediate supervisor,
Department Head, or the County Administrator. Employees can raise valid concems and make
good faith reports without fear of reprisal. Anyone found to be engaging in any type of unlawful
discrimination will be subject to disciplinary action.

3.0 GENERAL REQUIREMENTS
3.1 DRUG-FREE WORKPLACE

3.1A The illegal use of drugs and similar substances is a serious threat to our nation's
collective health, safety, welfare, and economic stability. Drug/alcohol use in the workplace is
dangerous; it leads to physical impairment and loss of judgment, which in turn causes safety
violations and exposes the employee and others to the risk of injury or death. In order to prevent
these consequences of drug or alcohol use, the County Council endorses a Drug-Free Workplace
policy to help ensure the health, safety and welfare of Colleton County employees and the public.

3.1B In accordance with the Federal Drug-Free Workplace Act of 1988:

3.1B(1) Employees are expected to report to work in the appropriate mental and physical
condition needed to perform their job. It is the intent of the County to provide a drug-free,
healthful, safe and secure work environment.

3.1B(2) The unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance on or off the job is absolutely prohibited. Violations of this policy may
result in disciplinary action up to and including termination and may have legal
consequences.

3.18(3) Employees needing help in dealing with drug dependency are encouraged to use
State and County services provided by the Commission on Alcohol and Drug Abuse, State
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Alcohol and Drug Abuse Council, and the related group health organizations, as appropriate.
The Colleton County Alcohol and Drug Abuse Commission can be reached iocally.

3.1C In accordance with the Drug Free Workplace Act employees are to abide by the terms
of the above policy and report to their Department Head and Human Resources any convictions or
arrests under a civil or criminal drug statute on the next business day following the incident and
again following any pretrial intervention program, plea bargain, or conviction by providing a copy of
the Court documents or order.

3.2 EMPLOYEE DRUG/ALCOHOL USE AND TESTING POLICY

3.2A |t is well-recognized that drug abuse has a harmful effect on public health and safety,
on the welfare of employees, on morale, and on productivity. Furthermore, it is the intent of Colleton
County to comply with the Drug Free Workplace Act, to establish and maintain drug-free workplaces,
and to prohibit unauthorized or unlawful manufacture, distribution, dispensation, possession, and
use of illegal drugs or controlled substances on or off the job.

3.2B For these reasons, Colleton County adopts the following:

3.2B (1) Genera! Rule

3.2B(1)(a) All employees of Colleton County are prohibited from swallowing,
inhaling, injecting, dealing in, soliciting, or otherwise using illegal drugs and
substances (such as marijuana, cocaine, LSD, heroin, etc.) and prescription drugs
which are not prescribed for the employee's own use by a licensed medical
practitioner. This prohibition applies to use at any time, both on-the-job and off-the-
job. Colleton County employees are permitted to possess substances when required
by their jobs or for the purpose of lawful delivery to another person.

3.2B (1)(b) All employees are prohibited from using or possessing alcoholic
beverages on County premises or time. The term “County premises” includes County
vehicles and private vehicles on County premises, parking lots and recreation areas.
An off-duty County employee, who is an attendee at a properly authorized event at a
County facility, for instance a wedding at the Edisto Civic Center, is not subject to this
prohibition. Employees are not prohibited from having unopened containers of
alcoholic beverages secured in their personal vehicles.

3.2B (1)(c) All employees are prohibited from reporting to or being at work
while under the influence of alcohol. (An employee shall be considered to be “under
the influence” of alcohol if he has any detectable amount of alcohol in his system.)

3.2B(1{d) Any employee having knowledge of an attempt by a fellow
County employee to solicit illegal drugs or substances or prescription drugs is to
report such attempt in person to Human Resources, the Administrative Services
Director, or the County Administrator within one business day.

3.2B(2) Applicants For Employment
3.2B(2)(a) Colleton County Human Resources conducts pre-employment

drug and alcohol tests for all applicants tentatively selected for employment. Colleton
County will not accept on its payroll any such applicant tentatively selected for



employment who refuses to submit timely to drug/alcohol testing, who tests positive
for use of illegal or unauthorized substances, or for whom a drug test result is not
received in Human Resources for any reason.

3.2B(3) Current Employees

3.2B(3)(a) All Colleton County employees will be subject to drug and alcohol
testing by urinalysis, breathalyzer, saliva enzyme, and other technologies where
“particularized suspicion" of drug or alcohol use in violation of this policy exists or
under other lawful conditions.

3.2B(3)(b) Particularized suspicion is deemed to exist when:

3.2B(3)(b)1 Information that an employee has used illegal drugs or
substances is provided by an informant believed to be reliable;

3.2B(3)(b)2 An employee is involved in an accident at work, vehicular
or otherwise, which causes property damage or bodily injury;

3.2B(3)(b)3 An employee exhibits any of the following:
Extreme mood swings

Slurred speech

Unusual clumsiness

Staggering

Dilation of pupils

Sleeping on the job or lethargy

Excessive unexplained sweating

Other aberrant behavior;
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3.2B(3)(b)4 An employee has been arrested for violation of drug laws;

3.2B(3)(b)5 An employee has admitted violating the County's drug
policy.

3.2B(3)(c) Particularized suspicion testing will not be conducted without the

approval of the County Administrator, the Administrative Services Director, or Human
Resources.

3.2B(3}(d) Random testing for illegal or unauthorized drug or alcohol use will
be conducted for all sworn law enforcement officers subject to this policy, drug
interdiction personnel subject to this policy (including support staff with access to drug
interdiction information), Fire/Rescue employees, CDL license holders, employees
who drive heavy equipment such as ambulances, motor graders, fire trucks, etc., and
other safety sensitive personnel.

3.2B(3)(e) |f an employee refuses to submit to a drug or alcohol test
immediately when directed to do so, the employee will be discharged immediately.

3.2B(4) Testing Procedure

3.2B(4)(a) Drug and alcohol testing will be by urinalysis, breathalyzer, saliva
enzyme, or other testing technologies as applicable.



3.2B(4)(b) The collection of samples will be performed under reasonable and
sanitary conditions. : S .

3.2B(4)(c) Urine normally will be collected under conditions of semi-privacy -
that is, a person of the same gender will be in a position to observe obvious attempts

to substitute or adulterate a urine sample. E
3.2B(4)(d) Urine samples will be sealed, labeled, and documented in
accordance with the procedure of the drug testing laboratory. Labeling, storage, and

transportation of samples wiil be performed so as to preclude the probability of
erroneous identification, sample contamination, or sample adulteration.

3.2B(4)(e) Specimens will be checked for the following substances, but
others may be added at the County’s discretion:

Marijuana and related substances (canabanoids)
Cocaine

LSD

Opiates

Amphetamines

Phencyclidine

Barbiturates

Alcohol
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3.2B(4)(f) Applicants and employees will have an opportunity to provide any
information, which they consider relevant to the test, including identification of
currently used prescriptions or nonprescription drugs.

3.2B(4)(g) Samples that initially result in a positive finding for drug use will be
re-tested by the gas chromatography/mass spectrometry (GCMS) method. If the
GCMS test results in a positive finding of drug use, the written report of the Drug
Testing Laboratory will be conclusive for all employment-related purposes.

3.2B(5) Notice To Employees

By continuing to work, the employee agrees that he will abide by this policy.

3.2B(6) Notice To State And Federal Grantor Contracting Agencies And Law

Enforcement Authorities

3.2B(6}{a) Employees must notify Human Resources within one business day
following any criminal conviction for the manufacture, distribution, dispensation,
possession, or use of illegal drugs and prescription drugs not prescribed for the
individual employee's use. Colleton County will notify all state and federal
grantors/contracting agencies of such employee convictions where required by the
state and federal Drug Free Workplace Acts. "Conviction" means a finding of guilt,
imposition of a sentence, a plea of no contest, pre-trial intervention agreement, or a
plea of guilty.

3.2B(6)(b) Law enforcement authorities and the County Administrator are to
be notified immediately if illegal drugs are found in the workplace or at a worksite.



3.2B(7) Consequences Of Violating This Policy

Employees who violate this poiicy are subject to discipline up to éhd including discharge.

3.2B(8) Coming Forward With Substance Abuse Problems

3.23(8)(a) Employees who have substance abuse problems and report them
to Human Resources, before being selected for testing and before the occurrence of
an event which would result in testing, will normally not be disciplined upon the first

violation if no other offenses are involved. However, in order to remain employed, the
employee must:

3.2B(8)(a)1 Be interviewed by the County Administrator or a designee as
directed,;

3.2B(8)(a)2 Successfully complete a counseling or rehabilitation program
with authorization for the counseling/rehabilitation agency or other facility to

report periodically to County Human Resources during the course of the
treatment/counseling;

3.28(8)(a)3 Submit to periodic and/or unannounced drug/alcohol testing for
a period not less than one year nor more than two years;

3.2B(8)(a)4 Have at least two negative test results before returning to
work.

3.2B(8)(b) An employee, who admits to a violation of this policy, seeks
counseling, and is permitted to remain an employee of Colleton County, is subject to
discharge if he again either admits to a violation of this policy or tests positive for
drugs or alcohol in violation of this policy.

3.2B(9) Confidentiality

3.2B(9)(a) Any drug or alcohol test results or information supplied by
employees and applicants as part of Colleton County's drug testing program will be
kept confidential, consistent with the purposes of this policy. The County will neither
confirm nor deny general inquiries regarding program participants.

3.2B(10) Testing Costs

3.2B(10)(a) Colleton County will pay the costs of all drug/alcohol tests
required by the County.

3.2B(11) Notification Of Test Results

3.2B(11)(a) Applicants will be notified of the results of a pre-employment drug
test, provided the applicant requests the resuits within 10 days of being notified of the
disposition of employment.

3.2B(11)(b) Employees will be notified of the results (including the drugs
discovered) of all drug tests, provided the results are positive.



3.3 SEXUAL AND OTHER FORMS OF ILLEGAL HARRASSMENT

3.3A Colleton County is committed to developing and maintaining a work environment that is
free of all forms of illegal harassment. Employees who are found to have violated this policy are
subject to disciplinary action up to and including discharge.

3.3B State and Federal laws and regulations prohibit employment decisions from being
made on the basis of race, sex, religion, national origin, age, disability, or similar distinctions. In
addition, the County strives to provide a working environment, which conforms to State and Federal

requirements to be free from discomfort or pressure resulting from jokes, ridicule, slurs, and illegal
harassment.

3.3C Sexual harassment includes, but is not limited to:

1) Unwelcome sexual advances;

2) Reéquests for sexual favors;

3) Other verbal or physical conduct of a sexual nature when an employee’s response
to such conduct affects that employee’s job status or creates a hostile or offensive
working environment for that employee.

3.4 COMPLAINTS & INVESTIGATION

3.4A Due to the sensitive nature of complaints of sexual harassment and other forms of
ilegal harassment, such complaints will be investigated with particular care and will remain as
confidential as possible consistent with efficient investigation.

3.4B If an employee believes that he has been the victim of sexual harassment or any other
form of illegal harassment on the job, regardiess of whether it is by a fellow worker, a supervisor, or
a member of the general public, he is to report the incident(s) in person to Human Resources, the
Administrative Services Director, or the County Administrator. Any employee, who observes an
occurrence in which another County employee is being subjected to sexual harassment or any other
form of illegal harassment, is to report the incident in person within one business day to Human
Resources, the Administrative Services Director, or the County Administrator. All complaints will be
kept as confidential as possible consistent with efficient investigation A written or recorded statement
may be taken.

3.4C The following procedures are provided for the processing of complaints of sexual
harassment or other forms of illegal harassment:

3.4C(1) Any personal complaint of sexual harassment or other form of illegal
harassment is to be reported to Human Resources, the Administrative Services Director, or
the County Administrator. In the event the County Administrator is the subject of the
complaint, the complaint may be made to Human Resources, the Administrative Services
Director, the County Attorney, or the County Council. All such complaints are to be reported
as soon as possible after the incident or action occurs, and will receive immediate review and
appropriate investigation.

3.4C(2) An investigation will include conferring with all parties and witnesses named
by the complainant. Confidentiality will be maintained as much as possible consistent with
efficient investigation.



3.4D(3) If the investigation reveals that the complaint is valid, prompt remedial action
will be taken. . : , ,

3.5 NEPOTISM — HIRING OF RELATIVES

3.5A The employment of relatives in the same functional area of Colleton County might
cause serious conflicts and problems with favoritism and employee morale. in addition to claims of
partiality in treatment at work, personal conflicts from outside the work environment can be carried
into day-to-day working relationships. To preclude such conflicts, all employees are to conform to
The South Carolina Ethics, Government Accountability and Campaign Reform Act of 1991 as
amended and associated regulations. A copy is available in Human Resources. Please

talk to Human Resources or Administration if you have any questions.

3.5B Members of an immediate family may not be employed or continue to be employed by
Colleton County when such employment resuits in one member of an immediate family supervising,
evaluating the performance of, or disciplining other immediate family members; where one employee
occupies a position of influence over an immediate family member's employment duties, promotion
or where an immediate family member interacts or supervises another immediate family member in
the handling of money or compensation; or where an immediate family member is in any other way
responsible for the employment status of the other immediate family member. If relationships
between employees within the same department should change or if position changes create the
situation described above, one employee must give up his position. If the employees cannot choose
within the time frame required by the County which one of them it will be, the employee having the
lower budgeted annual compensation is to be removed. The County will attempt to reassign the
removed employee if a position for which the employee is qualified is available in another
department and if the gaining Department Head approves the reassignment.

3.5C Immediate family is defined as spouse, parent, sister, brother, child, grandparent,
grandchild, parent-in-law, grandparent-in-law, brother-in-law, sister-in-law. The immediate family will
be considered to include step-parents, step-children, step-brothers, and step-sisters, when the
employee and the step-relative have lived together regularly in the same household. Unrelated
employees residing together in an apparently romantic relationship will be treated as being within the
immediate family of each other for the purposes of this nepotism policy.

3.6 JOB RELATED INVESTIGATION

Each employee of Colleton County is to cooperate with respect to any job related hearing or inquiry
scheduled by their Department Head or the County Administrator.

3.7 DRIVER'S LICENSE - DRIVING RECORD

3.7A When a drivers license (Commercial or Non-Commercial) is a job requirement, an
employee must possess a valid driver's license at the time of appointment, and maintain such
license during his or her employment. Periodic reviews of all such licenses may be conducted by
the Department Head and Human Resources.

3.78 For initial employment and selection purposes, a “valid" license is generally defined as
an issued license which has not expired nor has, within the past three (3) years, been revoked or



suspended as a result of a moving violation. Driving records will be considered on a case-by-case
basis. ' ' T ‘ ‘

3.7C Any candidate for a position, who is required to have a driver’s license as a condition of

employment, will furnish, at his expense, an up-to-date, certified original of his driving record from
the appropriate state authority.

40 _ CONDUCT
4.1 OUTSIDE EMPLOYMENT

4.1A Colleton County employment is considered the employee’s primary employment, and
no employee may engage in outside employment which would interfere with the interests of Colleton

County, serve as a conflict of interest, or interfere in any way with the working schedule of the
employee.

4.1B Equipment, vehicles, property, facilities, materials, supplies or uniforms of Colleton
County are not to be used by employees for outside employment nor for travel to or from such
employment. However, to the extent permitted by South Carolina law and with the permission of the
Department Head, commissioned officers may be allowed to use County uniforms and equipment
while performing the duties of a secondary employment.

4.1C An employee must notify and receive approval from his Department Head prior to
beginning any outside employment.

4.1D Personal work or use of Colleton County tools, equipment, facilities, or paid-time for
non-County business or personal benefit is prohibited. Employees are not to conduct personal
business or any non-County business while on County property or time.

4.2 CONFLICT OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or potential
conflicts of interest. An actual or potential conflict of interest occurs when an employee isina
position to influence a decision that may result in a personal gain for that employee, for a relative, or
for a business association or affiliation as a result of Colleton County’s business dealings.

4.3 GIFTS AND GRATUITIES

4.3A No employee is to accept gifts, gratuities, entertainment or loans from organizations,
business concerns or individuals with whom he has, or may have, an official relationship or with
whom he conducts, or may conduct, business for Colleton County, in accordance with “The Ethics,
Government Accountability & Campaign Reform Act of 1991,” of the South Carolina Code of Laws,
as amended. Promotional items published as available to any purchasing organization, such as a
pack of markers or other item, given with an order of office supplies, may be retained for use by
County employees in the County work environment, but are not to be considered in any manner as a
basis for determining vendor selection. Vendor selection is to be determined strictly in accordance
with Colleton County’s Procurement Policy in its Code of Laws.
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4.3B County funds can not be used to purchase gifts such as floral arrangements, plants,
cards, etc. Such purchases from public funds are prohibited under State Law. Any such gifts must
be purchased from personal donations from concerned employees.

4.4 CIVIC AND POLITICAL ACTIVITIES

4.4A Employees are encouraged to exercise their rights as citizens, which include holding
membership in and supporting a political party, voting independently and participating in civic
activities except where a conflict of interest may arise. Employees engaged in such activities are to

ensure that participation does not constitute representation or endorsement by Colleton County
Government. County employees are not to:

a) Utilize Colleton County time, materials or equipment in support of a candidate
or political party;

b) Hold political office, which would create a conflict of interest, or participate in
political activities, which would create a conflict of interest; or,

c) Solicit any assessments, contributions or services for any political party or
candidate.

4.4B Some employees of Colleton County are subject to the provisions of the Hatch Act,
Public Law 252, 76" Congress of the United States which limits certain political activities.

4.4C No person is to be given or refused employment, suspended, discharged, or
discriminated against, nor will his status, position, salary, advancement or any right be affected in
any way by reason of his vote or failure to vote in any election.

4.5 SMOKING

To help provide a safe and healthful work environment, smoking in the workplace is prohibited in all
County owned, leased or otherwise occupied buildings and vehicles.

4.6 APPEARANCE

4.6A One of the most noticeable expressions of personal standards is dress and
appearance. Colleton County employees are to maintain high personal standards in the business
environment, dressing in a professional manner, wearing clothing that is appropriate and tasteful,
and maintaining good personal hygiene.

4.6B What is appropriate for employees in one department may not be appropriate in
another. Where official work clothes and uniforms are provided by Colleton County, employees are

to wear the full issued uniform or clothing. Appearance standards are a supervisory responsibility,
and department heads may need to establish rules consistent with the work to be performed.

4.7 ATTENDANCE AND PUNCTUALITY

4.7A To maintain a safe and productive work environment, Colleton County employees are
to be reliable and punctual in reporting for scheduled work.
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