
RESOLUTION #98-6

A RESOLUTION ESTABLISHING THE BOISE COUNTY PERSONNEL POLICY
F'OR BOISE COUNTY EMPLOYEES, WITH AN EFFECTIVE DATE

WHEREAS, the Boise County Board of Commissioners has drafted an updated version of the Boise

County Personnel Policy known as Resolution #19-93; and

WHEREAS, diligent review and discussion of the new policy has been held by the Board;

NOW THEREFORE BE IT RESOLVED, that Boise County Resolution #19-93 is hereby

rescinded; and

BE IT FURTHER RESOLVED, that Resolution #98-6, to be known as the Boise County Persorurel

Policy Handbook, be adopted with an efiective date of January 1, 1998.

PASSED and ADOPTED this 26th day of January, I 998.

BOISE COLINTY BOARD OF COMMSSIONERS

John N. Chairman

Jo oard, Jr Co ner

Harold E. Commissioner

Attest:

A. Canody, Clerk to the

Resolution #98-6 t-26-98
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I.

BOISE COI]IITY PERSONNEL POLICY

GENERAI, POLICIES

A. II{:|RODUCTION TO PUBLIC EMPLOYIV1ENT .

Workj-ng for Boise CounE.y may be somewhat. di-f f erent. from any
employer for whj-ch you may have worked in the past. Boise Count.y i!
a poLiEical subdj-vision of t.he State of ldaho, though it. is not a part
of sE.aE.e governmenE.. The Board of County Commissj-oners (Board) sei.res
as t.he governing body for Boj-se Count.y, carrying ouC 1oca1 legislatj-ve
duLies and ful-f il-1ing ot.her obligatj-ons as required by 1aw. The Board
establishes general policy for Boise CounEy, and as such, has primary
auE.hority Eo esEabfish t.erms and conditions of emplolrmen! with Boise
Count.y. The Board also appoinE.s personnel E.o help carry out. iE.s
administraEi-ve responsibil-ities .

As wiE.h all elect.ed public of f icials, t.he Board is ult.imat.e1y
responsible tso tshe vot.ers of Boise County. The terms set forth in
t.his bookleE. reflecE. public entiEy policy at. the time of it.s prj-nEing,
but they are subject to change at any t.ime, wj-EhouE prior not.ice, and
aE Ehe sole discreEi-on of t.he Board.

Only t.he Board has authorit.y Eo establish general policy for
Boise Count.y employees. Each employee shou]d recognize E.hat although
he/she may serve as an empfoyee in the office of an elecCed or
appoint.ed off j-cial-, he/she remains an employee of Boise County, not.
of the official who supervi-ses his/her work. The terms and condit.ions
seE forth in this policy, and in t.he resolutions and policy
st.aE.ements whi-ch support iE, cannot. be superseded by any ot.her
official's commiEmen!, wj-E.houE. the express written agreement of the
Board. ThaE. is particularly true for t.erms or conditions which would
est.ablish a f j-nancial obligation for Boise CounEy, now or in the
future. IE. is important EhaE all emptoyees understand Lhe
relaEionship between policy adopEed by the Board and department pol j-cy
implemenled by oEher elecEed officials.

B. EQUAL EMPLOYMENT OPPORTUNITY STATEMENT .

A11 selection of Boj-se Councy employees and all emplol.rnenc
decisions, including classif i-cat.ion, transfer, discipline, and
discharge, will be made wiE.hout regard Lo the race, religion, gender,
age, naEional- origin, or non-job-re1at.ed disabilit.y. No job, or class
of jobs will be closed Eo any j-ndividual excepE where a menE.al or
physical aE.E.ribute, gender, or age is a bona f j-de occupatj-ona1
qualification. IE is t.he policy of Boise County to compl-y in af1
respecLs with t.he Ameri_cans wit.h Disabilit.ies Act . A11 obj ections t.o
applicacion of Boise CounEy's poficy in t.his regard sha1l be brought
to Ehe aEtent.ion of t.he office of the Board, or j-n the case of
objection Eo actions undertaken by Ehe Board, t.o legal- counsel- for t.heentity.



C.

D.

Boise Count.y will accord a preference to emp I ol,.rnen t. of veterans
of E.he U.S. armed servi-ces in accord with provisions of Idaho Code S
65-502 or iLs successor. In Ehe event of equal qualificat.ions for an
available posieion, a veE.eran who gualifies for preference pursuant
to Idaho Code S 65-502 or iEs successor wil-1 be employed.

VETERAN'S PREFERENCE.

NEPOTISM PROHIBITION.

No person sha11 be employed by Boise CounEy when said emplol.rnent
woul-d result in a violat.ion of the ant.i-nepot. j_sm provisions tound in
Idaho Code S 59-701 or it.s successor. This wil_I inc]ude departmenr
heads as well as elected officials. Any such appoint.menE may be
voided by E.he Board if not done voluntarily by Ehe appointing
of f ic ial .

E. PREFERENCE FOR PROMOTION FROM WITHIN.

Qualified individuals who are already employees of
may be given preference over out.side applicanE.s to fill
Ehe work force.

Boise County
vacancies in

The Eransfer between deparEments may occur onfy with the approval
of both departmenE heads.

II. HIRING PRACTICES: RECEIVING APPLICATIONS

Each elected official and departmenE head is responsibfe for seeing
t.hat employment. procedures establ-ished by the manual are followed. The
requiremenE for hiring practices contained in this manual- are direct.ory
only and may vary as circumsE.ances warrant E.o achieve fair and equiE.able
emplolmenE pracEices.

EmploymenE application will be accepted in Ehe office of che count.y
c1erk, and/or j-n the office of t.he elect.ed official or departmen! head who
may pl-ace a newspaper advertisement or otherwise solicit application at
E.ime described by ,any such noEj-ce. ApplicaEions received at t.imes other
E.han when direct soliciEat.ions are made will be kept in E.he office of E.he
counEy clerk E.o be accessed by any count.y official who is seeking an
employee aE any Eime. PlacemenE of a compleE.ed application in Ehis cferk's
file sha11 noE constit.ute applj-cation for any specif icall-y advert.ised
position, and shall- noE. require further accj-on by any el-ecEed offici-a1 or
deparEment head.
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B. NOTICE OF VACANCIBS

Vacancies in Boise County employment may be announced in one or more
of Ehe following ways:

Notice of E.he vacancy shall be given Eo county employees and
any qualified persons whose applicaEion is on f il_e wich
Boise CounE.y , and/ or ;

Publicat.ion in the classified secEi-on of one or
newspaper of general circulation, and/or;

PosE.ing on a bulleE.in board aE. t.he county office,
office and/or city halls Ehroughout. t.he county.

The emplol,ment applications sol-icicat.ion process may also
recruiting effortr ouEside Boise County when deemed necessary
applications from individuals wit.h necessary t.echnical- skifls
speciaf ized quali-f ications .

include a
Eo obt.ain
or oeher

1

3

more

post

C. HIRING PRACTICES _ PART TIME OR CASUAL/SEASONAL EMPLOYEES

The requirements set forth for advertising, soliciting, and recruiting
new empfoyees may be abbrevj-ated j-n the inst.ance of part Eime or
casuaf/seasonal employees as deemed appropriate by t.he elected official or
department head responsible for any such hiring.

D. EMPLOYEE SELECTION PROCEDURES

1. Authorit.y and responsibiliE.y for employee selction.
The authorj-ty to seIecE Boise County employees is vested wi_th the

department head who is responsible for supervisi-on of that. employee. Any
selections shal1 be subject to budgeE.ary authority approved by counEy
commissioners and subject Eo poLicies and procedures for empl-oyee select.ion
esEablished for Ehe county by the counEy commissioners. Each applicant for
a posj-tion shal1 complete a sEandard appl-ication form required of all Boi-se
Councy job applicancs. Addj-tional application information may be required
by department heads or other efected officials subject to poisible ieview
by the councy commissioners.

2. Test j-ng of appl-icanE.s.

AppLicanEs for county positions may be subjecE. to testj-ng Eo
determine t.heir compet.ence or Eheir abiliE.ies t.o perform certain Easks,
providing EhaE Ehe EesEs are directly related Eo Ehe reguirements of Ehe
applicable posiEion. Such tesls may be subject Eo approval- by the count.y
commissioners.

2.

3



3 . Int.erviews.

The employing official- or his/her deputies wilI cond.uct
interviews Eo det.ermine E.he f it.ness of applicant.s for a cercain position.
InE.erviews should encompass a similar scope of questioning for alI
applicants for a s j-mil-ar posit.ion. Differences of interviewing queries
sha1l be based upon informaE.ion contained in job resumes, and application
forms -

4. Final responsibil ities for Ehe employment decj-sion.

The decis j-on to employ a counEy employee sha11 be made by the
department head who will serve as t.he ultimate supervisor for that
empfoyee. Al-1 permanent appointmenEs by appointed supervisors are subject
t.o final approval of t.he counE.y cormnissioners. No employment decision
shall be deemed valid unl-ess the sal-ary and budget auchorization shall
first have been approved by the counEy commissioners.

III . EUP L OTAIE$IT START-UP

A. EMPLOYMENT FORMS TO BE COMPLETED.

The foll-owj.ng pre-emplo)4nenE forms must. be complet.ed before Lhe
empl-oyee may begin work for Boise County:

1. Employment applicat j-on form.

2. Insurance forms.

3. Immigration form (I-9)

4. W-4 Form.

5. Any ot.her benefiE. forms necessary for employee informacion.

B. PAYROLL REPORTING SYSTEMS.

ReporEs of hours worked and Eime on and off t.he job must be
compfeted in p timeJ-y manner j-n accord with procedures esEablished by
Ehe personnel offj-cer. Each reporE of employee time must be signed
by boEh Ehe supervisor and by Ehe employee and shall contain a
cerL.ificarion EhaE j-t j-s a t.rue and correct record of Ehe employee's
E.ime and benef iE usage f or t.he E j-me period covered.

C. DISTRIBUTION OF POLICY.

AE time of employmenE each employee shafl receive a copy of this
personnel policy. IL is E.he responsibilit.y of the empl-oyee Eo
famil-iarj-ze him or herself with Ehe conE.enEs of Ehe personnel- policy
and Eo acknowledge its receipt. Periodic updates or changes shall-
also be acknowledged.
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A,11 employees who drive vehicles that meet E.he requirement.s for
a CDL as idenE.ified by the Divj_si-on of MoEor Vehicl_es are required. t.o
have a valid CDL driver's license.

D. COMMERCIAL DRIVER' S LICENSE REQUIREMENTS

Copies of all val-id CDL driver,s licenses wil_I be placed in the
employee's permanent personnel fil-e located in Ehe cl-erk.s office.
E. PROBATIONARY PERIOD

BOISE COUNTY DRUG AND ALCOHOL POLICY

Boise CounEy recognizes a six (6) monE.h probat.ionary period E.haE
each employee musL. complete when hj-red or transfered. from one
department Eo another. At Ehe end of t.he probationary period, the
employee shaI1 be eval-uated. The employee may gain permanent st.atus
at that tj-me or the probaE.ionary peri-od may be extended for a period
not to exceed Ehree (3) monE.hs.

F.

Boise CounEy Board of Commissioners has implemented E.he
drug/aIcohol policy present.ed here for prospect.ive and present.
employees who engage in safeEy sensitive areas such as t.he
E.ransportaEion industry and law enforcement:

BOISE COI'NTY
DRUG/ALCOHOL TESTTNG POLTCY

fn recognit.ion of the harmful effects Ehat. the use of i]1ega1 drugs and E.he
misuse of alcohol can have on employees engaged j_n safety sensiE.ive areas
such as the transport.atsion i-ndust.ry and Law enforcement, Boise CouDty has
a responsibility to its employees and reserves, and the public at. 1arge,
Eo see Ehat iEs employees and volunteers in t.he above menEioned areas are
both drug and alcohol- free while on duEy. This responsibility comes in
l-ighE of recent. stsidies showing EhaE employees who are under Ehe inf l-uence
of drugs or alcohol whil-e on duEy are more likeJ-y t.o cause accidents and
injuries, both t.o themselves and co-workers, as well as the public at

Therefore, Boise Couoty is implementing Ehis Drug and Alcohol Free
Workplace Policy t.haE. includes within its provisions those regutat.ions
conEained wiChin the DepartmenE of Transportation (DOT) Control-led
Substances and Alcohof Use and Test.ing, as contained in 49 CFR part. 392.

5
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fmplementation Schedule

This policy will become
prospecE.ive and current
operate county vehicles
(hereaf t.er ref erred t.o

effecLive January 26, 1998, and wifl appl-y to al-l-
employees and sheriff reserves of E.hj_s CounEy vrho
and/or are employed in saf et.y sensit.ive positions,
as employees ) .

The CounE.y hereby designaEes the Risk Manager as the person responsibfe for
answering employees quest.ions relaE.ing to t.he provisions of Chis policy.

Ouestions Reqar inq This Policv

EnDlovees use Of Alcohol

The County is committed Eo ensuring tshat all empl_oyees are not on dut.y and
do not. operate a counEy vehj-cle while under the inffuence of al-cohol .

Therefore, empfoyees of Ehj-s County are noE t.o consume alcohof within four(4) hours of report.ing Eo work. Empl-oyees are noc Eo report to work or
remain aE work while having an alcohol concentratj-on of .02 or greater.
Employees are prohj-bited from using or possessing al_coho1 whil-e they are
on duty .

EmD l ovee s' use Of I11eq s

This CounEy has an absolutse prohj-bit.ion against an employee,s use of
il1ega] drugs, or the illegal use or misuse of prescript.ion medj-caE.ion.
Evidence thaE an employee has t.est.ed posiEive for t.he presence of iIlega1
drugs pursuanE Lo a EesE given under the t.erms of this policy will be proof
suf f j-cient to est.ablish t.he empl-oyee' s violaLion of Eh j-s provision.

DRUG AI{D ALCOHOL TESTING OF
PROSPECTIVE AND CURRENT @

Pre- EmD 1 t, Testinq

Al-1 prospect.ive empl-oyees in safety sensitive areas wilI be tested for t.he
presence of illega1 drugs, as well as evidence of alcohol int.oxicat.ion
prj-or Eo employment for thj-s Count.y. Furthermore, all prospec!i-ve
employees musE disclose Eo Ehe CounEy all previous employers for whom they
have worked in simi]ar posiEions wiEhin E.he past. Ewo (2) years. The CounE.y
wilf then request. from Ehose employers al-l- informat.ion regarding any
incidenEs where Ehe prospecE j-ve employee has test.ed posit.ive for iflegal
drugs or alcohol , or refused Eo test. In the event E.hat the County
receives informaEion from a past employer t.hat the prospect.ive empl-oyee has
t.esEed posit.ive for drugs or alcohol wiEhin E.he 1asE. year, that prospective
employee wi-11 not. be offered employrnent. Employees will- be required t.o
sign a consent form auEhorizing the County to conduct a check with each
empl-oyer Ehe employee has been employed wiE.h during t.he pasE. two (2) years
Eo deEermine if t.he employee has t.esE.ed positive for ilIegal drugs or
al cohol- .
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An empfoyee operaE.ing a vehicle for t.he County t.hat is invo]ved in a
reportable accidenE wj-1I be tested for boE.h illega] drugs and alcoho] as
soon as pract. j-cal . For terms of this policy a report.able accident. means
an accj-dent E.haE result.s in a faEa1j.Ey, or where someone j-nvolved requires
medical- EreaEmenE. away from t.he scene, or if one of the vehicles is towed
away, and if t.here is a cication issued in connection with t.he accident.
Afcohol testing must be adminisE.ered wit.hin t.wo (2) hours of the accj_dent.
and drug EesEing must be administered within 32 hours of the accidenE..

Any employee reguired Eo be Eested under E.his section must remain readily
available for such EesEing and such an empl-oyee may not. consume al_cohol
wiE.hin eight. (8) hours of t.he accident.. An employee who i.s j-nvolved in an
accj-dent requj-ring a drug and al-cohol E.esE must noE.ify the Count.y of the
accidenE as quickly as possible and comply wj-th t.hose instruc!ions given
Ehem rel-aEive t.o t.heir Eaking a drug and alcohol test.

Specimen Collection Procedures And Test Result Notification

Lf, during the coll-ection procedure, che collectj-on moniE.or deE.ect.s an
effort by an employee Eo adulEeraEe or substitute a specimen, a second
specimen wiII be immediat.efy request.ed. If a second specimen is provided,
that specimen will be tesEed. If t.he request for a second specimen is
refused, Ehe colfection monitor wil-l- inform t.he County conE.act of the
employee's refusal to submiE a true specimen. Such conducE by Ehe employee
wil-I be cons j-dered as a refusal t.o provide a Lrue specimen for t.esEing.

In Ehe event. thaE. a prospecEive or currenE. employee submiEs a specimen E.haE
the laboraEory 1at.er idenEj-f j-es as a difuEed specimen, E.he CounEy wilf
advise Ehe employee of t.haE. result and requesE that employee submiE. a
second specimen. Such donors will be advised by the CounEy noE Eo drink
any fluids prior t.o the test.

7

Reasop.able Cause

The counE.y may reguire an employee .Eo be Eested for i11egaI drugs oralcohol v/hen Lhere is reasonabre suspicion E.o bel-ieve an employee is -under
Ehe j-nf luence of illegal- drugs or alcohol while at. work.

Raadom Tes tip.q

Al-f empf oyees wil-] be sub j ect t,o random drug and al_cohol- lesE.ing. Rand.om
EesLing selecti-ons sharl be made by a scientifically val-id meE.hod that r,vilr
result in each employee having an equal- chance of being EesLed each time
select.ions are made. Random EesEing for alcohol wiIl E.ake place justs prior
Eo, durj-ng, or jusE. af ter an employee's dut.y time.

Pos t -Accident,

Adulteration Or Submission Of A Concealed Specimen



Druo/AIco 1 Speciurea Collection Procedures

A11 test.ing for j-Ilegal drugs will be done by t.he testing of an employee,s
urine specimen. A11 such EesLing will- util-ize t.he split ipetimen
collecEion procedure. Under thac procedure, each employee will- have
his/her urj-ne specimen sealed in two separaEe conLainers and both senE Eo
a SAIVIHSA cerEified laboraE.ory for Lest.ing. If an empl_oyee, s first specimen
EesEs positive, EhaE. employee may request, wiE.hin three (3) days of the
posiE.ive noE.if icaE.ion, E.haE. Ehe other specimen be t.ested at anoE.her SAIVIHSA
faboratory. This second tesE. must be completed within five (5) worklng
days and wil-I be done aE. t.he employee's expense unl-ess t.he second cest
comes back negat.ive. During the E.ime t.he second specimen is being tested,
Ehac employee will- be suspended wiE.hout. pay. Any employee who has a test.
come back negative wilf be given back pay for t.he t.ime of E.he suspension.
A11 specimen collecE.ions will be conducE.ed by personnel_ that have been
instructed and E.rained j-n collectj-on procedures set. by E.he DoT. AII
EesEing for al-cohol- wil-l- be done by Ehe use of a DOT approved breat.h
EesEing device, operated by a Erained and qualified breat.h al-coho1
technician (BAT) .

Notification of Test Results

This Count.y has arranged that. all- EesE. result.s, both drug and alcohol , will
be forwarded tso tshe County through Ehe currenE company approved by the
Board, as the representsaE j-ve of the County, and the Medical Review Officer
(MRO) . Prior t.o E.he CounE.y being informed t.hat a prospective or current
employee has tesced posiEive for ilLegaL drugs, the employee will be
offered an opport.uniE.y to personally discuss the pos j-t.ive drug test. with
t.he MRO or his represenEaEive. The MRO will follow up on such information
as is appropri-atse. Any empl-oyee who is Eaking a prescript.ion drug t.hat. may
have been the cause of a positive test resul-t. will- be asked t.o provide the
name of E.he medicaE.j.on and Ehe j-dentiEy of E.he prescribing physi-cian for
verification. If t.his is verified, t.he employee's test resulE. wiLl be
reported as negaEive. If, after considerat. j-on of L.he maEt.er, the MRO finds
no reason to doubE the validity of Che posiE.ive E.esC, thaE. resul-t w j-l-l- be
conveyed Eo Ehe County contact, as well as the identity of t.he drug.

If the employee cannot. be LocaLed, Ehe MRO, or his representat. ive, may
requesE t.haE the county cont.acE arrange for the employee Eo contact Ehe MRo
as soon as possible t.o discuss L.he resulE.s of lhe posiE.ive test. The MRO
will communicate a positive result Eo Ehe Count.y wit.hout discussj-ng the
resul-t with Ehe employee if Ehe employee expressl-y declines the opportunity
to discuss the resulE.s of Ehe EesE, or the employee is instruct.ed by t.he
County t.o cont.acE. Ehe MRO buE fails to do so wiE.hin 24 hours.

Refusal

An empfoyee or volunteer in a safet.y sensitive posiE.ion for Boise County
may not refuse Eo Eake a drug or al-cohoL tesE when requested Eo do so,
consistenE wiE.h E.he terms of this policy. Such a refusal- will be
cons j-dered equj-vaIent. Eo EesE.ing positive for illegal- drugs or alcohof.
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For purposes of this policy, an employee E.est.s posit.ive for afcohol when
E.hat employee's blood alcohol concenE.raE.ion (BAC) is .04 or above. If an
employee EesEs between .02 and .039 BAC, that. employee vrill_ not. be alfowed
to work for Boise Councy for 24 hours from the t.ime of L.he tesc. An
employee t.hat twice t.ests between .02 and .039 BAC in a year,s time will
be treaEed as Ehe equivalent. of tesE.ing posiEj-ve for alcoho]. This last
provj-sion is done as a maEEer of CounE.y policy and is not. as requj-red by

IV . RULES OF EI.{PLOYEE CONDUCT

A. PERSONAL PERFORMANCE AND BEHAVIOR

Each employee of Boj-se County is encouraged t.o comport. him or
herself in a manner which does not reflect adversely upon Boise
County. Each employee must recognize t.hat publ-ic employees are
subjecE Eo additional public scrutiny in t.heir public and personal
lives because the public's business requi-res the uEmost. int.egrity and
care. In order Eo accomplish t.he goal-s of Boise CounE.y as a public
institution, each employee is expect.ed t.o scrupulously avoid personal
behaviors which would bring unfavorable public impressions of Boise
CounEy and iE.'s official-s. In order t.o accompli-sh this, each
employee:

1. Shal1 be prompt and regular in att.endance at work or ot.her
required employer funcE.ions.

2. Shall comply wiL.h dress sLandards est.abf ished in a
department for which the empfoyee works. Dress st.andards shal-1 be set
by the managing official , buE. in t.he absence of any departmental- dress
st.andards, clot.hing shal-l- be appropriaE.e f or the funct.ions perf ormed
and shafl presenE. a professional appearance to the public.

3 . Sha1l dedicate primary efforts to Boise CounEy employment.
Secondary emplolmenE. is permissible if it. does not conflicE. with
primary county job. Tf Ehere is a confLict. determined by the
empl-oyee's supervisor, such employment may be required to be
E.erminated. Individual deparEment rules may spe]1 out permissible
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An empLoyee will- be considered as refusi-ng E.o Eest. if he/she expressly
refuses to take a EesE when so requesE.ed, or oE.herwise fails to provide an
adequaEe breaEh or urine sample wit.hout a valid medical- explanat.ion.
AddiL.ionaLly, an employee will be considered as refusing to tesE if he/she
engages j-n conduct t.hat clearly obstructs the test.ing process.

Effect, Of Testioq Posit,ive For Druqs Or Alcoho1

Any prospect.ive employee that t.est.s posiE.ive for the presence of i]1egal
drugs or alcohol will- noE. be hired. Any current empfoyee thaE t.eaEs
posit.ive for the presence of illegal drugs or alcohol will- immediaE.ely be
terminat.ed from employmenE with the County.


