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1.0 WELCOME
1.1 Welcome

This booklet has been prepared to acquaint you with your employment
conditions, your benefits, and your responsibilities in connection with your job. It
is important that you read and follow the procedures outlined herein.

The purpose of this booklet is to act as a guideline for informational purposes
as to the policies, benefits and procedures that the Employer intends to utilize. This
booklet is not to be construed as creating a contract between the Employer and its
employees. Unless otherwise covered under a collective bargaining agreement or
individual employment contract that specifies otherwise, all Eaton County
employees are at-will employees. The procedures, policies and benefits outlined in
this booklet may be added to, expanded, modified or deleted, and any such changes
shall be solely within the discretion of the Employer. It is the intent of the Employer
to provide prior notice of such changes or modifications, if any, to the employees
affected. All rights and powers vested in the Employer shall not in any way
whatsoever be abridged by this booklet.

If situations arise which are not covered in this booklet and require
clarification, contact your supervisor, who, in turn, will relay the problem to the
appropriate management personnel. These procedures, policies and benefits are
subject to change, and an employee must follow any new rules. The fact that these
rules may have been applied differently in the past has no effect on their current or
future enforcement. An employee cannot rely on custom or prior practice.

All employees not working in the offices of the Treasurer, County
Clerk/Register of Deeds, Prosecutor, Drain Commissioner, Sheriff or the Courts are
employees of the Eaton County Board of Commissioners only and any reference in
this manual to Employer shall mean Eaton County Board of Commissioners.

No representative of Eaton County, other than the majority of the Board of
Commissioners, by Board Resolution, has any authority to enter into any agreement
for employment for any specified period of time or to make any agreement contrary



to the provisions contained herein, and the status of employees is at will and
employment may be terminated, with or without cause, at the option of either the
Employer or the employee.

Ferrance Augustneleremy Whittum, Chairman Date

Eaton County Board of Commissioners



1.2 Introduction

The personnel policies and benefits contained herein apply to persons
employed by Eaton County. The individuals working in the offices of the County
Treasurer, County Clerk/Register of Deeds, Prosecutor, Drain Commissioner,
Sheriff, and the Courts are covered by the economic benefits provided in this
personnel policy which are determined by the Eaton County Board of
Commissioners. These employees may also be covered by the non-economic
policies if the appropriate elected official or Chief Judge has agreed in writing, in
whole or in part, to these policies. If there is a conflict between the benefits provided
in this Handbook and those provided under a collective bargaining agreement
(CBA) or individual employment agreement, the CBA or employment agreement
will supersede the terms of this Handbook.



coverage. The retiree shall be paid a pro-rated payment based on the portion of the
12-month period coverage was waived.

Retirees eligible for payment in lieu of health insurance and who become
deceased shall have a pro-rated payment made to their beneficiary (as determined
by MERS). Said payment shall be made as soon as possible after the retiree’s death
based on the portion of the 12-month period coverage was waived.

Section 3. Health Care Savings Program

Any employees hired after January 1, 2006, will not be eligible for County
paid retiree health insurance as outlined in this Section 2, (a) through (g). The
County has a Health Care Savings Program (HCSP) available through the Municipal
Employees’ Retirement System (MERS).

(a) Employees hired after January 1, 2006, will be required to contribute 21%
of their salary into their (HCSP), which will be a pre-tax deduction. In addition, the
County will contribute an amount of $50 per pay, into their HCSP.

(b) An employee is also able to contribute an additional portion of their salary
into the Health Care Savings Program over and above the mandatory 21%, up to
10%, on a post-tax basis. There will be an annual open enrollment period not to
exceed two weeks during the month of November of each year for an effective date
of January 1.

(c) Any money contributed by the employee, both on a mandatory or
voluntary basis, will remain in the employee’s account to use for allowable health
related activities upon their retirement or termination of employment with the
County.

The HCSP has a vesting period. If an employee terminates employment prior
to 5 years of service they will receive only their contributions. An employee with 5
years of service, but less than 10 years of service, shall receive both their
contributions and 50% of the County’s contributions upon their termination of
employment from the County. An employee with 10 years of service or more shall
receive both their contributions and the County’s contributions upon their
retirement or termination of employment from the County.
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Section 2. Payments Made
Longevity payments shall be made on the first payday in December.
Section 3. Pro-Rated Longevity Payments

Longevity pay shall be prorated, based on an employee’s years of continuous
service from their date of employment.

Section 4. Unpaid Leave

Employees on an unpaid leave of absence or unpaid disability leave for a
period of more than 30 days, who are otherwise eligible for the longevity payment,
shall have their longevity payment prorated based upon the deduction of unpaid
hours after the first 30 days of unpaid leave.

Section 5. Retirement

Employees who are eligible for longevity payments and who retire on a
regular or disability basis shall be paid a prorated payment. Said payment shall be
based on the number of months of full-time service credited to an employee from
the preceding December 1. Payment to be made immediately upon retirement.

ARTICLE 6. HOLIDAYS
Section 1. Recognized Holidays

All regular full-time and regular part-time employees will receive the
following #welve—thirteen (3213) holidays based on the recognized date of
observation:

New Year's Day
Martin Luther King, Jr. Day
President's Day
Memorial Day
Independence Day
[uneteenth
Labor Day
Veteran's Day
Thanksgiving Day
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Day After Thanksgiving
Christmas Eve
Christmas Day
New Year's Eve

Section 2. Observed Dates

If the holiday falls on a Saturday, it shall be observed on the preceding Friday.
If the holiday falls on Sunday, it shall be observed on the following Monday. If
Christmas or New Year's fall on Saturday, Christmas Eve and New Year's Eve will
be observed on the preceding Thursday. If Christmas Eve or New Year's Eve fall on
a Saturday or a Sunday, the preceding Friday will be observed as a holiday.
Otherwise, all holidays will be on the observation date.

Section 3. Holiday Pay

Regular full-time employees shall be paid at their regular rate of pay for each
observed holiday. Regular part-time employees shall be paid at their regular rate of
pay for each observed holiday, pro-rated according to their normal work schedule,
if scheduled to work on the holiday.

To qualify for holiday pay, an eligible employee must work or be
compensated for all of their scheduled hours on their last scheduled day before and
their first scheduled day after the holiday unless approved by the Department Head
and Controller.

For regular part-time employees, if a holiday falls on a day that is not a
regularly scheduled workday, the employee will not receive any additional
compensation for that day. Department Heads may not give another day off in lieu
of that holiday.

Section 4. Compensation for Holiday Worked
An employee working on a holiday shall receive their straight time rate for
all hours worked, in addition to any holiday pay they might be entitled to under this

Article. Holidays shall be deemed hours worked for overtime purposes. Overtime
shall not be pyramided.
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Annual leave hours may not be used until the employee has completed 6
months of regular continuous paid service with the County. Annual leave can be
used only after the pay period in which it is earned. An employee may take annual
leave only with prior approval of their Department Head, in increments of no less
than one-quarter (0.25) of an hour.

Absences because of sickness or disability in excess of the amount authorized
for such purposes may, at the request of the employee, be charged against accrued
annual leave. In the event a new employee, who has not completed 6 months but
has completed 90 days of employment with the County, and has exhausted all
available sick time, the employee may utilize accrued annual leave solely for
purposes covered under Article 8, Paid Sick Leave.

Section 3. Accumulation

No annual leave shall be authorized or accumulated in excess of 240 hours$er

Pvee ho-hired-inte-the- CountypriortoJanuary+-2040. Any hours in

excess of 240 shall be forfeited. Empleyees-whe-hired-into-the- CountyJanuary+

Section 4. Separation from Employment

Employees shall be paid subject to the below requirements, at their current
rate of pay, for their accumulated unused annual leave upon separation from
employment, provided they have completed 6 months of continuous employment.
All employees will be paid in a lump sum payment only and in no event shall an
employee be allowed to be continued on the payroll with their unused annual leave
hours.

Employees who leave or quit without giving at least 2 weeks prior written
notice shall forfeit and waive their right to any accrued vacation time pay, unless
waived by the Department Head and Controller in writing. Employees who are
terminated due to inappropriate behavior or misconduct as determined by the
Employer, shall forfeit their accumulated unused annual leave unless approved
otherwise by the Controller in writing. In the event of the death of an employee,
who has completed 6 months of continuous employment, their designated
beneficiary shall be paid for the employee’s accumulated annual leave.

30



ARTICLES8. PAID SICK LEAVE
Section 1. Accrual

Each regular full-time employee shall earn 3.0 hours of sick leave with pay
for each completed 80 hours of service. Hours worked in excess of 80 hours in a
biweekly pay period shall not be counted. Regular part-time employees shall earn
sick leave on a prorated basis. The amount of sick leave earned shall be determined
by multiplying the full time rate by a fraction derived by dividing the actual hours
worked or compensated for during a pay period (exclusive of overtime) by 80.

Section 2. Accumulation

Sick leave shall be credited at the end of the biweekly pay period in which
service is completed.

Sick leave shall be considered available for use only in a biweekly pay period
following the biweekly pay period in which it is earned.

accumulate sick leave to a maximum of 500 hours. Any sick leave hours
accumulated in excess of 500 hours shall be compensated to the employee once a
year at their current rate of pay for employees. Such compensation will be made on
the first pay day in December.

Section 3. Use
Employees may use accrued sick leave hours, in a minimum of one quarter
(0.25) of an hour increments up to 8 hours (consistent with the employee’s regularly

scheduled work hours) provided they have been employed 30 days.

Eligible employees may use accrued paid sick leave for absences due to the
following circumstances:
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