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Section 1: Introduction

1.0: Welcome

Dear Employees:

Whether you have just joined the County of Summit ADM Board staff or have been part of the team for a while,
each of you makes a contribution to the ADM Board's success. You should never underestimate the importance
of what you do. Your efforts make a difference. No job is insignificant. Every role, from clinical support and
monitoring, setting direction and policy, processing claims, balancing our books, promoting our services,
answering phones and welcoming our guests makes a difference. We should embrace the role we play, and
recognize the impact we have, directly or indirectly, on the lives of persons we serve. Mental health and
addictions touch all our lives in some manner. We must remember that our efforts are important, and our ability
to fulfill our part of the agency mission to the best of our abilities does have an impact on the rest of the
system. Let us work together to improve the behavioral health and quality of life of Summit County citizens.

Sincerely yours,

Gerald A. Craig
Executive Director
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1.1: About your Employee Handbook

The purpose of this employee handbook is to provide employees with a ready source of information about the
ADM Board and the work rules, procedures and policies it has established.

Although the ADM Board has tried to be comprehensive, the handbook does not, and cannot, include policies
which address every situation that may arise. For that reason, should you have any questions concerning this
handbook, your employment, eligibility for benefits, or the applicability of a policy or practice, you should
address your specific question to your supervising manager or to the Manager of Administration.

You should also be advised that the Executive Director has sole discretion, and reserves the right to adopt new
work rules, procedures and policies, and to modify, suspend, or change existing policies and procedures
contained in this Handbook. You will be informed of such changes through the usual, normal and customary
channels.

The work rules, policies and procedures set forth in this handbook apply to ADM Board employees, interns and
volunteers. In addition, because student interns, temporary employees and volunteers do not receive fringe
benefits, those sections in this handbook do not apply.

While you may wish to print this manual for your own use, we discourage this since the information in the
handbooks is subject to change. The official and most up to date version of this handbook resides on the
employee communication page.

The employee communication page is an internal network for ADM Board employees designed to serve as a
resource to access commonly used forms, operational procedures and to share information.

Section 2: About the ADM Board

2.1: Description

The County of Summit Alcohol, Drug Addiction and Mental Health Services ( ADM) Board is a political
subdivision of the State of Ohio, organized under Chapter 340 of the Ohio Revised Code for the purpose of
planning, funding, monitoring, and evaluating prevention, education, and treatment services for people with
alcoholism, drug addiction, and/or mental illness.

The ADM Board doesn’t provide direct service, but contracts with local agencies to provide services for
individuals and families at critical times in their lives.

The agency’s operating budget is from the support of a local property tax levy.

2.2: ADM Mission and Values

Mission

In an effort to maintain a safe and healthy community, the ADM Board provides a cost-effective, efficient
system of prevention and care for persons suffering from addiction and/or mental illness. The ADM Board
assures a client driven system of care for residents of Summit County with a priority for those individuals most
in need.


http://admvm/
http://codes.ohio.gov/orc/340
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System Values
We believe that mental illness and addictions are treatable diseases.
We believe that people must participate in their own care, but that the system shares responsibility.

We believe that the community has a responsibility to provide a comprehensive array of mental health and
addiction services for all who need them.

We believe that it is no longer enough to be able to talk about what we do without being able to identify
accurately the results of what we do.

We believe that cooperation between the ADM Board, the contract agencies, local, state and federal
government, and the community is essential to adequate services for people in need.

The ADM Board helps Summit County residents connect with high quality and affordable alcohol, drug
addiction and mental health services. We believe that people can and do recover from addiction and mental
illness.

The ADM system of care helps Summit County residents who are uninsured or under-insured people get the
help they need on an ongoing basis.

Section 3: Starting your Employment

3.1: Employment at Will
We hope that your employment relationship with ADM Board will be productive and satisfying.

Nothing in this employee handbook constitutes a contract, expressed or implied for any specified period of time
or duration, as the ADM Board may need to reorganize staff functions in the future to better serve our
community, or in response to budgetary limitations. As an at-will organization, the ADM Board may terminate
this relationship with or without cause and with or without prior notice. You may also terminate your
employment with the ADM Board for any reason at any time.

No employee may rely on or otherwise interpret a statement or promise by a supervisor as a change in this
policy; nor will any such statement or promise constitute an agreement between the ADM Board and an
employee. Only the Executive Director and the Board of Directors (for appointment of the Executive Director
only) have the authority to enter into any agreement for employment or to authorize termination of an
employee.

3.2: Employment Applications and Other Forms

Prior to an appointment to the ADM Board, candidates will be required to complete a civil service application,
and may be required to complete other forms or provide other information as necessary for employment or
placement purposes.

Over the course of employment, current employees may be required to update their employment records or
execute employment-related forms.


../ADM%20BOARD%20PROCEDURES/2014%20EMPLOYEE%20HANDBOOK%20REF%20DOCS/Civil%20Service%20Application%20(new).pdf
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3.3: Accuracy of Personnel Information

All employees are expected to provide truthful, complete and accurate information in connection with their
employment by the ADM Board.

Any falsification or misrepresentation of information in connection with employment records and forms are a
serious offense and grounds for termination from employment.

Employees must notify the Manager of Administration within five business days of a plea of guilty or a
conviction for breaking a federal, state or local law while employed by the ADM Board. Violation of any
federal, state or local law while employed by the ADM Board may be grounds for immediate termination
depending on the severity of the infraction. Other factors may also be considered, including the employee’s
performance and past conduct on the job. Failure to disclose on an application or report any such conviction is
likewise grounds for disciplinary action up to and including termination from employment.

3.4: Personnel Records

The Manager of Administration shall maintain official personnel files on all employees of the ADM Board.
Such files shall include records pertaining to hiring, promotion, compensation, performance, demotion, transfer,
layoff, discipline, etc.

Generally, personnel records are considered under Ohio law to be “Public Records”, and shall be made
available to any member of the general public in accordance with the law and ADM Board’s Public Records
Procedure. Upon request, an employee’s personnel file shall be prepared and made available to any member of
the general public for inspection or copying at cost within a reasonable period of time, during regular business
hours.

Before allowing inspection or copying of any records, the Manager of Administration shall redact information
not subject to the public records law or otherwise protected from disclosure under state and federal law.

Employees may request to view their personnel file by making a written or email request to the Manager of
Administration.

To keep necessary ADM Board personnel records up to date, it is extremely important that you notify the
Manager of Administration of any changes in:
e Name and/or marital status,
Address and/or telephone number,
Number of eligible dependents,
W-4 for State and Federal withholdings,
Supplemental benefits with holdings,
Persons to contact in case of emergency, and,
Direct deposit information.

3.5: Employment Eligibility
The Immigration Reform and Control Act requires that your first day of work, you must complete an

Employment Eligibility verification form (1-9 Form), and show us documentation proving your identity and
your eligibility to work in the United States.

I-9 Forms are maintained separately from other personnel records and are treated as confidential to the extent
possible. If you need additional information about the 1-9 Form, please contact the Manager of Administration.

9


../ADM%20BOARD%20PROCEDURES/ADMINISTRATION/A8%20Public%20Records%20Request%201-2014.pdf
../ADM%20BOARD%20PROCEDURES/ADMINISTRATION/A8%20Public%20Records%20Request%201-2014.pdf
../ADM%20BOARD%20PROCEDURES/HUMAN%20RESOURCES/HR%201.8%20ImmigrationReformand%20Employment.pdf
http://www.uscis.gov/i-9
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A list of documents that may be used to establish identity and/or employment verification is available in the
Manager of Administration’s office.

3.6: Child Support Disclosure Agreement

Federal and state laws require us to report basic information about new employees, including your name,
address, and social security number to a state agency designated as the Ohio New Hire Reporting Center. The
state collects this information in an effort to enforce child support orders. Please be advised that if the state
determines that you owe child support, it will send the Summit County Fiscal Office an order to withhold
money from your paycheck to pay your child support obligations.

3.7: Identification Cards

The Manager of Administration will issue a photo identification card with building card access to all
employees. Every employee is required to display his or her identification so that it is visible while on duty.

The building card access will allow employees to enter the building and locked areas as determined by the
supervising manager.

Any individual who loses the ADM Board-issued identification card must notify the Manager of Administration
immediately. A fee may be charged to replace a lost card.

The identification card remains the property of the issuing agency and must be returned to the Manager of
Administration along with all other ADM Board property when an individual terminates employment with the
ADM Board.

3.8: New Employee Orientation

All newly hired, transferred and promoted employees are required to serve a six month probationary period
beginning with the date of original appointment or date of promotion, as applicable. Time spent on approved
unpaid leave does not count toward completion of the probationary period.

The employee will be offered orientation training by their supervising manager to introduce the employee to the
agency’s culture, purpose, operations and to convey and document understanding of the terms, conditions and
benefits of employment. Supervising managers are expected to provide newly hired, transfers and promoted
employees with a more specific orientation about their department, agency policies, expected conduct,
performance standards, job methods, responsibilities, work rules including the specifics of each job assignment,
how to report off work, Kronos Time Keeping System and work rules consistent with established procedures.

The New Employee Orientation Checklist shall be followed to provide training structure and guidance, and to
ensure that important areas of employment and the job are covered with the employee. The new employee
orientation checklist shall be signed and dated by both the employee and the person providing training upon
successful completion. The new employee orientation checklist shall be given to the Manager of Administration
to be retained in the employee’s personnel file.

During the probationary period, the supervising manager will closely observe and evaluate the employee's
performance and job aptitude. Likewise, the employee is encouraged to bring concerns and questions to his/her
supervisor to seek direction as necessary. Newly hired and promoted employees will be evaluated halfway
through the probationary period, and again within ten (10) days prior to its completion. At the end of the
probationary period the supervising manager and the employee will establish goals for the new hire’s

10
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performance development plan.

The Executive Director will retain only those newly hired probationary employees who meet acceptable work
standards during the probationary period. Newly hired employees may be separated at any time during the
probationary period without cause and without appeal rights to the State Board of Personnel Review (SBPR). A
newly promoted employee who does not meet work standards during his/her promotional probationary period
will be reduced back to the position and pay from which he/she was promoted. Newly promoted employees
may be reduced at any time during the probationary period without appeal rights to the SBPR, and any time
thereafter with cause.

Although employees discharged or reduced during their probationary period do not have the right to appeal such
discharge or reduction to the SBPR, they may appeal to the ADM Board of Directors in accordance with the
Employee Grievance Procedure. The grievant can make a final appeal by filling out the ADM Board of
Directors Employee Grievance Forms which shall include a copy of the ADM Board Policy 2.2. Treatment of
Staff.

The action of reducing a promoted employee back to the position from which she/he was promoted shall not be
considered disciplinary action or disqualify the employee from consideration for later advancement.

3.9: References

An employer may contact the ADM Board for verification of employment or other reference information for
former or current employees as part of that employer's job reference checking process. All inquiries received by
an employee regarding a current or former ADM Board employee must be referred to the Manager of
Administration. Under no circumstances should any employee release any information about any current or
former employee.

3.10: Professional Letters of Support

Employees may elect to provide a personal letter of support for a colleague. The letter of support will be
provided on personal stationary, and not on ADM Board letterhead or email account. The employee must
expressly indicate that their views and opinions expressed on are theirs alone and do not represent the views of
the ADM Board.

3.11: Outside Employment

All employees must notify the Executive Director before accepting outside employment to guard against a
potential conflict.

No employee of the ADM Board shall be employed by, or contract with, any agency that receives ADM Board
funding. No employee of the ADM Board shall be employed by, or contract with, other mental
health/alcohol/drug addiction agencies, Alcohol, Drug Addiction & Mental Health Services Boards, or any
other agency/organization without prior approval of the Executive Director. Failing to obtain prior approval
may be cause for disciplinary action, up to and including termination.

From time to time employees may be required to work outside of their normally scheduled hours. If an
employment has a personal conflict with any outside activity, the employee's obligations to the ADM Board
must be given priority. Employees are hired, and continue in the ADM Board’s employment, with the
understanding that the ADM Board is their primary employer and that other employment, or commercial
involvement that is in conflict with the business interests of the ADM Board is strictly prohibited.
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In the event that a secondary job of an employee presents an ethical, scheduling, or other conflict with the
ADM Board’s interests, the Executive Director may direct the employee to refrain from entering into and/or
continuing the employment relationship with the secondary employer, or optionally, the employee may resign
and/or be discharged from employment with the ADM Board.

Employees who are on sick leave or a leave of absence, including family medical leave (FMLA) or Workers’
Compensation leave are prohibited from having outside employment during their leave.

Section 4.0: Designations, Appointments, Classifications, Seniority, Prior
Service and Transfers

4.1: Employee Designations

The ADM Board designates all employees as full-time, part-time or temporary. Unpaid volunteers, students and
interns are not considered employees.

e Full-time: an employee who works thirty five (35) hours or more per week on a regularly scheduled
basis.

e Part-time: an employee who works less than thirty five (35) hours per week on a regularly scheduled
basis.

e Temporary: an employee hired into a position which is of a non-permanent nature and which exists for
a specified duration of time, as designated by the Executive Director, but not to exceed six (6) months in
a one year period. An employee shall not be appointed, on a temporary basis, successively to the same
position. An employee who is appointed as a temporary employee may work either a full or part-time
work schedule for the duration of the appointment. Temporary employees are not afforded health care
benefits.

4.2: Appointments

Full-time and part-time employees shall be appointed for an indefinite period of time, until the employee is
separated from service due to the employee’s resignation, layoff, discharge or other lawful separation from
service.

Employees are also categorized as either classified or unclassified from civil service as specified in Chapter 124
of the Ohio Revised Code (ORC). Employees in the classified civil service are provided civil service rights and
privileges as provided for by the ORC. Employees in the unclassified civil service serve at the pleasure of the
appointing authority and may be removed from their unclassified position at any time and for any legal reason.

4.3: FLSA Classifications

All ADM Board employees will be designated in accordance with the Fair Labor Standards Act (FLSA) as
exempt or non-exempt. Each position classification is contained on the approved job description.

FLSA non-exempt employees are paid their regular rate of pay for all hours worked, for up to forty (40) hours
per week. Time worked over forty (40) hours per week is normally compensated at one and one half (1 %)
times the regular rate of pay. In lieu of overtime pay for hours worked over 40 hours per week, employees
accrue compensatory time.
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The maximum accrual of compensatory time for non- exempt employees is eighty (80) hours. Any hours
accrued over 80 will be paid in the pay period the hours were approved.

FLSA exempt employees are paid on a salaried basis, with time worked over forty (40) in the work week
compensated hour for hour. The maximum accrual of compensatory time for exempt employees is forty (40)
hours.

The overtime pay policy provides clear guidelines on compensatory time for exempt and non- exempt
employees.

To ensure the equitable treatment of all employees regardless of classification, employees are required to
accurately record all their hours worked in the Kronos Timekeeping System.

4.4: Seniority

An employee accrues seniority with the ADM Board, beginning from the employee’s original date of
appointment with the ADM Board, unless a break in service occurs.

Seniority is defined as an employee's continuous service with an appointing authority, provided that such
continuous service shall be uninterrupted by any break in service of one (1) year or more. A break in service of
one (1) year or more shall result in a new seniority date that begins on the date of return.

An approved leave of absence (paid or unpaid), regardless of length, does not constitute a break in service, and
seniority continues to accumulate during the term of the leave, provided that the employee complies with the
terms and conditions of the leave. However, benefits, such as, but not limited to, vacation leave and sick leave,
do not accrue when the employee is in approved, unpaid leave status.

Seniority for determining pay raises and other internally determined matters is established using service time
with the ADM Board only, and does not include any prior service time awarded to the employee from
employment experience with the State of Ohio or any of its political subdivisions.

Seniority for the purpose of calculating available vacation leave is determined according to the years of service
with the ADM Board any other verified prior service time. This service need not be continuous; however, an
employee does not earn vacation leave during any time spent away from public service.

4.5: Prior Service

Prior full-time public and part time service with the State of Ohio, County authorities or any political
subdivision of the State of Ohio shall be used in determining service credit for purposes of vacation leave
accumulation. However, no prior service credit shall be given to an employee who has retired in accordance
with the provisions of any retirement plan offered by the State of Ohio for the purpose of computing vacation
leave.

An employee claiming prior service shall provide the Manager of Administration with a signed document from
the prior employer(s) setting forth the dates of service, the hours worked and whether such service was part-
time, full-time, seasonal or as an elected official. Once verified the adjusted services date will be credited.
Retirement statements are not acceptable forms of documentation.

An employee who transfers from another public agency to the ADM Board will be credited with the unused
balance of accumulated sick leave, provided the time between separation and reappointment does not exceed ten
(20) years, and upon documented proof of sick leave carry-over from previous public employer(s).
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An employee with approved and accepted prior service shall be entitled to use accrued vacation and sick leave
immediately upon full-time employment.

4.6: Transfers

A transfer is when an employee is assigned to a different position within the ADM Board. An employee’s
classification assignment and rate of pay may or may not change when the employee is given a transfer,
depending on the position. The transfer may be for either a permanent or temporary basis. Employees may be
transferred from one position to another to enable the ADM Board to meet its workload needs and operational
requirements or for other job-related reasons. The Executive Director retains complete control and discretion in
requiring and approving transfers.

Section 5.0: Reporting to Work

The ADM Board values the contribution of each employee in creating a positive, professional work
environment that is dedicated towards achieving our mission. This mission cannot be achieved without your
commitment to follow your approved work schedule promptly and reporting to work reliably.

5.1: Work Hours

The ADM Board's normal business hours are Monday through Friday from 8:00 a.m. to 4:30 p.m. A workday
will constitute at least eight (8) hours (inclusive of a one-half hour lunch) and a workweek will constitute forty
(40) hours.

Employee work schedules normally fall between 8:00 a.m. and 4:30 p.m.; however employees may be required
to conduct business outside the established business hours and normal workweek.

The ADM Board acknowledges that employee’s job responsibilities and personal needs often require flexibility
in scheduling. When reasonable, as a retention tool and to serve as an employee-friendly work-place flexible
scheduling will be available to employees. The employee attendance procedure provides clear guidelines on
work hours, scheduling and flexible scheduling.

5.2: Kronos Work Week

Each work week in the Kronos Time Keeping System is forty (40) hours and extends from Monday 12:00 a.m.
through the following Sunday of each week. Each work week stands alone in the eighty (80) hour pay period.

5.3: Overtime/ Compensatory Time

The ADM Board realizes that the essential duties and responsibilities of employees are not always equal and
predictable in the amount of time required. Therefore, employees may be required to work overtime during
peak work surges to meet the ADM Board goals, carry out its mission or to complete assigned projects.

As in accordance with the overtime pay policy, overtime will be credited as compensatory time to employees.
Any overtime greater than one hour per workday must be authorized by the supervising manager or the
Executive Director before the overtime is worked, except for extenuating circumstances. Although employees
will be compensated for all time worked, working overtime beyond one hour per workday without authorization
may be grounds for discipline.
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5.4: ADM Board Events and Compensation

The ADM Board provides financial sponsorship for community events that frequently result in event tickets
being made available to employees.

When the Executive Director or his or her designee requires employee attendance at an event, the employee will
receive compensatory time. This may include evening and weekend ADM sponsored events that require event
coverage at community events, display tables, literature distribution, etc. In the event that the employee
becomes unavailable to fulfill the assignment, the employee is responsible to provide prior notification as in
accordance with the employee attendance procedure.

5.5: Working at Home

The ADM Board provides an opportunity for employees to work at home, in accordance with the policy, under
extenuating circumstances. Attendance is considered to be an essential job function and employees are
expected to report to work on a daily basis. Therefore, this policy is not intended to supplant that expectation.
Employees with a need to work at home shall submit a Request to Work at Home form to their supervising
manager.

5.6: Inclement Weather

When the ADM Board officially closes due to inclement weather or other emergency conditions, employees
will be compensated for the number of hours for which they were scheduled to work but did not work during
the weather emergency.

5.7: Attendance, Punctuality, Tardiness and Dependability

The employee attendance procedure outlines employee expectations on attendance, punctuality, tardiness and
dependability. As such, employees are expected to be at work on time, ready to perform the duties of their
position during all scheduled work hours.

5.8: Completion of Timesheets

The ADM Board uses the Kronos Timekeeping System for the completion of timesheets. Upon hire each
employee will be assigned a user identification and passcode. Employees are responsible for ensuring that their
own actual hours worked and absences are recorded promptly and accurately on their Kronos timesheet. Care
must be exercised in recording the hours worked, overtime hours, and absences. Any inaccuracies or errors
within an employee’s timesheets must be reported in writing to the Manager of Administration within thirty
(30) days after the inaccuracy or error was first known or should have been known. Falsification of any record
is grounds for discipline, up to and including discharge. All attendance records are subject to audit and public
records request. The employee attendance procedure provides clear guidelines on how to complete timesheets in
the Kronos Timekeeping System.

5.9: Meal Period

The ADM Board standard workday consists of eight (8) hours of work with at least a thirty (30) minute or one
(1) hour unpaid lunch period.

Lunch periods are specifically not permitted at the beginning, or at the end, of the scheduled workday.

Each employee shall take a half hour or an hour for a meal break, at a reasonable time so as not to unduly
burden coworkers or the performance of ADM Board business.
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As in accordance with federal regulations non-exempt employees are completely relieved of their duties during
their meal period. However, if a non-exempt employee performs work during a meal period, he or she will be
paid for that time. For example, if an employee begins their meal time but receives an urgent call from a
customer that requires immediate attention, this is considered working time and the employer must pay for that
time. In order to ensure that all employees are properly paid, non-exempt employees must accurately record the
time spent working during a lunch break in the Kronos Timekeeping System.

In accordance with the employee attendance procedure employees departing the building for a non-working
lunch are required to record their departure and return times in the Kronos Time Keeping System.

5.10: Breaks and Rest Periods

The ADM Board offers its employees break periods of short duration, usually 15 minutes or less during their
scheduled work hours.

Employees are encouraged to take rest breaks, twice each day, throughout the work period. Since a rest period
is considered part of the employee's compensable basic workday a break period shall not be added to a meal
period or taken at the beginning or end of scheduled hours.

Section 6.0: Time Away from Work

The ADM Board provides time away from work to eligible employees for a variety of reasons (vacation, sick,
compensatory time, etc.). Time away from work must be approved by the supervising manager and recorded in
the Kronos Time Keeping System in accordance with employee attendance procedure. Once approved,
employees are responsible for recording and or forwarding time away message notifications i.e. voicemail,
email, etc. to insure that business needs are met while they are away from work.

6.1: Vacation

In accordance with the ADM Board vacation policy, all full-time employees earn annual vacation leave
according to their total years of service with the ADM Board, County authorities and any other political sub-
divisions of the State of Ohio. When requesting time off, employee accrued compensatory time will be
considered first. Time spent on military leave, or other authorized leaves of absence, are also counted.

6.2: Vacation to Sick Leave

If an employee, while on vacation leave, becomes otherwise eligible for sick leave, such employee may be
permitted to change such leave to sick leave under certain conditions. If the employee has an illness lasting for
three consecutive days and has documented evidence that they were under the care of a healthcare provider,
consideration will be given to convert the vacation to sick leave.

6.3: Personal Leave

Each calendar year, full-time employees may elect to use up to three (3) days of sick leave as personal leave,
provided they have enough sick hours accrued, to cover any short-term absences of a personal nature. New full-
time employees will be eligible for three (3) days of personal leave after the sick leave hours have accrued. The
time off must be scheduled and approved in advance, in the Kronos Time Keeping System, by the supervising
manager. Any personal leave not used by December 31 will remain in the sick leave bank. Unused personal
leave cannot be cashed out at the end of the calendar year or when an employee leaves his or her position, nor
be carried over into the following year for future use.
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6.4: Holidays

The ADM Board authorizes the following holidays, per County of Summit Council enacted legislation, with
pay, for all employees, pro-rated for part-time employees:

New Year's Day

Martin Luther King Day

President's Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran's Day

Thanksgiving Day

Day After Thanksgiving

Christmas Eve (per County of Summit Council enacted resolution)
Christmas Day

Employee's Birthday*

The Employee Birthday may be taken the day of the employee’s birthday, or within fourteen (14) days after the
birthday with the supervising manager’s approval. If the time is not taken within the fourteen days, the holiday
will be forfeited. Employees must be employed for one (1) full year to be eligible.

Any other day designated by an act of the President of the United States, and/or by the Governor of Ohio, in
accordance with Section 124.19 of the Ohio Revised Code, shall be considered a holiday.

Holidays occurring on Sunday will be observed on the following Monday, and those occurring on Saturday will
be observed on the preceding Friday.

Part-time employees will be compensated for their scheduled number of hours worked in a week, divided by
five days, on the holiday.

6.5: Bereavement Leave

An employee is eligible for bereavement leave, a leave of absence, with pay, for five (5) days in the event of the
death of a member of the immediate family with proper verification submitted to the Manager of
Administration. An obituary notice, or a statement from the Funeral Director, if the employee’s name is not
listed in the obituary, shall constitute proper verification.

6.6: Military Leave

In compliance with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA),
the ADM Board does not discriminate against individuals who are members of, or apply to be members of a
uniformed service; who perform, or apply to perform military duty; or who have service obligations.

The ADM Board also prohibits retaliation against individuals because they have exercised their right to perform

military services, testified or made a statement in connection with any proceeding under the Act, or participated
in a USERRA investigation.
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All full-time employees who have held a position of at least ninety (90) days shall be granted a military leave of
absence without pay to be inducted or otherwise enter full-time military duty and shall be considered as a
separation from ADM Board service with reinstatement rights.

6.7: Absence due to Illness

The ADM Board recognizes that an employee may occasionally be disabled by injury or illness. As a result, the
Absence Due to Illness policy is designed to provide protection to employees against loss of income during
unavoidable illness or injury.

6.8: Reporting off Sick

Employees are expected to notify their supervising manager or the supervisor’s designees, in their absence as
far in advance as possible if they are reporting off ill, notification must be given for an absence to be excused.
Absences must meet the following conditions in order to be excused:

1. The employee provides notification prior to the scheduled starting time to their supervising manager or
supervisor’s designee. Notification shall occur by phone unless other means have been approved by the
supervising manager.

2. Employees are required to notify the supervising manager each day of the absence, unless instructed
otherwise.

3. The employee has sufficient accrued leave to cover the absence.

4. The absence request must be approved by his or her supervising manager.

6.9: Sick Leave Greater than three days

If an employee is absent from work for more than three (3) consecutive working days, the employee will be
required to submit a physician notice in addition to the Kronos time off request on the first day of return to
work. The physician notice shall remain confidential and be directly submitted to the Manager of
Administration.

When an employee is absent from work more than three (3) consecutive calendar days, the Manager of
Administration must be informed of the employee status by the supervising manager.

On the fourth day of absence the employee will be sent, by certified postage, a Notice of Eligibility & Rights
and Responsibilities (Under Family Medical Leave Act) Department of Labor (DOL) Form WH-381 in
accordance with federal rules.

6.10 Federal Family and Medical Leave Rights

The ADM Board is covered under the Federal Family and Medical Leave Act of 1993 and complies with all
FMLA requirements.

The Family and Medical Leave Act of 1993 permits eligible employees to take up to twelve (12) weeks of
unpaid leave per twelve (12) month period for a qualifying reason. FMLA also includes a special leave
entitlement that permits eligible employees to take up to 26 weeks of leave to care for a family member who is a
covered service member during a single 12-month period. The ADM Board’s EMLA operational procedure
provides employee with guidance on how to apply for leave under FMLA.
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6.11: Jury Duty

Employees are encouraged to serve on jury duty and fulfill their civic obligations. Employees required to report
for jury service by the United States, the state of Ohio, or a political subdivision, must notify his/her supervisor
within a reasonable time after receipt of such notice of selection for jury service. In most cases, employees will
be given leave by the Executive Director and will be given full pay. A statement, signed by an appropriate court
officer, will be required to justify use of leave. Any compensation, or reimbursement, for jury duty, or for court
attendance compelled by subpoena, when such duty is performed during an employee's normal working hours,
shall be turned over to the Manager of Finance. If excused or released from jury duty, employees are expected
to return to work promptly.

An employee may be requested to seek permission to be excused from jury duty if the employee’s position is
critical to the ADM Board at the time of jury duty selection. In such event, the Executive Director shall provide
the employee with a letter of request to be submitted to the court.

6.12: Administrative Leave

Administrative leave is a leave of absence (paid or unpaid) initiated to manage special circumstances where it is
in the ADM Board’s best interest to retain the employment relationship for a period of time to be determined by
the Executive Director,

Administrative leaves may be initiated by the Executive Director for special circumstances that may be, but are
not limited to:

e Necessity to remove an employee from the work place while an internal investigation/review ensues;
e Emergency conditions where no other administrative option exists.

The decision of whether an administrative leave shall be paid or unpaid rests with the Executive Director and
depends on the circumstances surrounding the administrative leave. The ADM Board reserves the right to
restrict access to ADM Board resources during periods of administrative leave.

Section 7.0: Compensation

7.1: Understanding your compensation

The Executive Director is responsible, subject to the limitations in Governance Policy 2.3 Compensation and
Benefits, for the overall management and administration of the compensation program and ensures that the
compensation program adheres to applicable employment laws and regulations, including but not limited to the
Equal Pay Act, Civil Rights Act, Fair Labor Standards Act and related amendments, regulations and court
decisions. The ADM Board’s compensation policy and procedures manual is maintained in the office of the
Manager of Administration.

7.2: Wage Schedule

The ADM Board wage schedule and pay assignments are structured to be both internally equitable and external
competitive, but within practical budgetary and philosophical constraints. Pay raises are considered annually by
the Executive Director. Pay raises in one year do not create or imply a promise for pay increases in subsequent
years.

To insure that the ADM Board offers its employees a total compensation package that is competitive within our

19


../ADM%20BOARD%20PROCEDURES/2014%20EMPLOYEE%20HANDBOOK%20REF%20DOCS/Executive%20Limitations%20_2.3%20Policy%20Compensation&%20Benefits.pdf
../ADM%20BOARD%20PROCEDURES/2014%20EMPLOYEE%20HANDBOOK%20REF%20DOCS/Executive%20Limitations%20_2.3%20Policy%20Compensation&%20Benefits.pdf

2014 ADM Board Employee Handbook
Effective February 10, 2014

labor market a systematic review of the compensation policy, including wages and labor market analysis will be
conducted every three years.

7.3: Wage Increases

For employee wage increases, the employee’s ADM Board date of hire shall be considered the anniversary date
on which the employee actually began work.

7.4: Pay Grade Assignment

Employees will normally be assigned to the starting rate of the pay range, except in instances where applicable
experience credit is given in accordance with the compensation policy. Thereafter, the employee will be given
opportunity to advance through the pay range through the ADM Board’s pay increase policy, up to, but not to
exceed the maximum of the assigned range.

7.5: Position Descriptions

Position descriptions ensure that all employees have well-defined, clear and consistent information regarding
their positions at the ADM Board. Position descriptions are meant to identify the key responsibilities and duties
of the position. Each employee will be provided a position description that is assigned to the pay grade specified
for the employee’s job classification. Position descriptions shall be reviewed annually by the employee and
supervising manager for review of key responsibilities and core competencies as part of the employee
professional development process.

7.6: Job Audits and Reclassifications

When an employee believes that their job description or classification assignment is inaccurate, or when there
are significant modifications in an employee’s job duties, the employee may request a job audit in accordance
with the compensation policy.

7.7: Pay Periods

Employees are paid bi-weekly, in accordance with the Summit County Fiscal Office and Payroll guidelines. All
employees are paid every other Friday for the pay period ending one week prior. If a holiday should occur on a
Friday on which a pay day falls, then paychecks shall be issued on the preceding Thursday. Direct deposit for
payroll checks is mandated for all ADM Board employees. Pay advances are not permitted.

Employees have access to direct deposit information through the Summit County Fiscal Portal showing gross
pay, deductions and net pay. Certain automatic deductions are made from an employee's pay, as required by
law, in accordance with employee benefit plans, or as requested by the employee. Deductions include, but are
not limited to health insurance, life insurance, federal, state and city income taxes, OPERS, Medicare, deferred
compensation, court-ordered garnishments, child support, United Way pledges and other deductions.

In addition, the ADM Board makes available certain voluntary deductions as part of the Summit County
Department of Insurance Law and Risk Management benefits program. If an employee elects supplemental
coverage under one of the Summit County benefits plans, which requires employee contributions, the
employee's share of the cost will be deducted from his or her check each pay period. If the employee is not
receiving a payroll check/direct deposit due to illness, injury, or leave of absence, he or she will be required to
pay the monthly cost directly to the Summit County.
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7.8: Payroll Errors

Payroll errors and improper salary deductions could inadvertently happen from time to time due to human error
or payroll processing problems, despite every good faith effort to process payroll accurately. Any inaccuracies
or errors within a payroll period must be reported in writing to the Manager of Administration within thirty (30)
days after the inaccuracy or error was first known or should have been known.

Section 8.0: Employee Benefits

8.1: Understanding Your Benefits

The ADM Board provides a highly competitive benefits program for employees and eligible dependents. The
County of Summit Department of Insurance Law and Risk Management serves as the benefits administrator
and attempts to provide plans that offer the best benefits at a reasonable cost to employees. The Manager of
Administration serves as the ADM Board’s benefits coordinator and works directly with the Department of
Insurance Law and Risk Management.

This portion of the employee handbook contains a very general description of the benefits to which you may be
entitled as an employee of the ADM Board. Please understand that this general explanation is not intended to,
and does not, provide you with all the details of these benefits. Therefore, this handbook does not change or
otherwise interpret the terms of the official plan documents. Your rights can be determined only by referring to
the full text of the official plan documents, which are available for your examination by visiting the Summit
County Intranet Scene Employee Benefits for information on benefit programs. Within this site you will find
links to valuable information on healthcare, employee assistance programs, workers’ compensation, and
voluntary benefit programs that will help you and your family enjoy a better quality of life. To the extent that
any of the information contained in this handbook is inconsistent with the official plan documents, the
provisions of the official documents will govern in all cases.

Please note that nothing contained in the benefit plans described herein shall be held or construed to create a
promise of employment or future benefits, or a binding contract between the ADM Board and its employees,
retirees, or their dependents, for benefits, or for any other purpose. The ADM Board reserves the right to add,
amend, modify or terminate any employee benefit plans or programs.

Answers to questions regarding understating your benefits coverage, etc., can be found on the Summit County
Intranet Scene Employee Benefits or by contacting the Manager of Administration.

8.2: Group Health Insurance

Eligible employees of the ADM Board are covered by the Summit County Policy Group Medical and
Hospitalization Insurance. The policy also provides coverage for all dependents of eligible ADM Board
employees. There are other employee-paid coverage options available (e.g., vision, dental, short-term
disability).

Eligibility

All regular full-time employees and dependents shall receive health benefits on the first of the month following
the date of employment.
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Cost
All regular full-time employees shall pay the employee's portion of the premium costs of such health benefits as

established by agreement or the County Council. The County Fiscal Officer shall deduct from the bi-weekly pay
of all employees an amount representing the employee's portion of the premium cost of health benefits. In the
event the employee's pay is not sufficient to cover the employee’s portion of the premium cost, the employee
must make direct payment to the County of Summit for their portion of the premium cost within thirty (30)
calendar days.

An "incentive payment" will be offered to any employee of the ADM Board who has other family
hospitalization coverage and elects to receive no medical or prescription drug coverage through the County's
health insurance programs. The incentive payment shall be available to all ADM employees, except those
married to other County employees. The amount of the incentive shall be established by the Summit County
Council.

8.3: Group Life Insurance

Each employee of the ADM Board is provided with life insurance coverage, and additional accidental death and
dismemberment insurance coverage, as stipulated by the Summit County insurance plan. The entire cost of this
coverage is paid by the ADM Board.

8.4: Retirement Plan

Earnings from the ADM Board are not covered under Social Security. Employees of the ADM Board are
members of the Ohio Public Employees Retirement System (OPERS) in lieu of Social Security.

Employee Portion
Deductions from gross earnings are taken from the employee's paychecks as their payment to the retirement

system. The rate of deduction is determined by OPERS. Should an employee leave public employment prior to
retirement, he/she has the option to withdraw the entire amount of deductions which have been credited to
his/her account, in accordance with OPERS regulations.

ADM Board Portion
The ADM Board pays a percentage to OPERS based on the amount of the employee's gross wages. The

percentage is determined by OPERS. Further questions regarding OPERS should be directed to OPERS or by
visiting the OPERS website at www.opers.org.

8.5: Medicare

Medicare deductions are required by law from all employees hired after May 1, 1986.

8.6: Employee Assistance Program (EAP)

All ADM Board employees are eligible to receive an established number of free confidential counseling
services through the Summit County’s Employee Assistance Program (EAP). The EAP offers confidential,
professional help with personal problems for any employee or family member. The program can assist with any
of the following issues, such as: marital, family, financial/legal, substance abuse, and stress.
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When a supervising manager observes a problem with an employee that is affecting job performance, and feels

the employee would benefit from the EAP, a management referral may be made. Any manager or supervisor
seeking to refer an employee to the EAP shall consult with the Manager of Administration.

8.7: Credit Union

Board employees are eligible for membership in the Summit Federal Credit Union. For further information
contact the credit union at 330-376-3626 or visit their website.

8.8: Leave Donation Program

The purpose of the leave donation program is to allow ADM Board employees to voluntarily provide assistance
to their co-workers who are in critical need of leave due to an extraordinary or severe illness or injury of the
employee or the employee's spouse, child or parent. Spouse, child or parent shall be defined for the purposes of
this section as such terms are defined under the Family Medical Leave Act. Both the donor and the recipient
must work for the same appointing authority and be paid from the same funding source.

The leave donation program shall be administered on a pay period by pay period basis. Employees using
donated sick leave shall be considered in active pay status, and will accrue leave and be entitled to any benefits
to which they would normally be entitled. All accrued leave must be used prior to using donated leave. No
employees may be forced to participate in any leave donation. However, with the permission of the employee
who is in need, the Manager of Administration may inform other employees of their co-workers’ need for leave.
For question on the criteria for employee leave donation eligibility, contact the Manager of Administration.

8.9: Deferred Compensation Program

The County of Summit Department of Insurance Law and Risk Management have adopted three deferred
compensation plans:

» The Ohio Public Employees Deferred Compensation Program;
» The County Commissioners Deferred Compensation Program; and,

* ING (formerly Aetna).

Any eligible employee interested in participating in one of the established plans should visit the Summit County
Intranet Scene Employee Benefits page.

8.10: COBRA

The right to continuation of coverage for group health plan benefits was created by a federal law, the
Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA). COBRA governs continuation of health
benefits after separation from employment. Additionally, an employee is eligible for COBRA while on unpaid
leave. The County of Summit Department of Insurance Law and Risk Management administer COBRA
continuation coverage.
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8.11: Workers’ Compensation

Workers’ compensation is required by law, and is paid by the ADM Board for each employee. Employees must
immediately report, in writing, any injuries received on the job to their supervising manager, who will provide
the report to the Manager of Administration, who will then send the report to the Summit County Department of
Law, Insurance and Risk Management. Specifically, Summit County rules require that the employee complete
the Bureau of Workers’ Compensation (BWC) FROI-1) Form and send this to Summit County Workers
Compensation Administrator, which is the medical management company, for handling. Additionally, all
employees are subject to the post-accident drug and alcohol testing policy. Employees, who sustain a work-
related injury while employed with the ADM Board and are removed from Active Pay Status as a result of the
work-related injury, shall continue to receive health benefits for a period not to exceed three (3) months. The
employee shall be responsible for the employee's portion of the premium cost for the three (3) month period.

8.12: Unemployment Compensation

The law provides unemployment compensation benefits to protect workers from catastrophic economic
hardship due to a loss of employment. A terminated employee who is unable to secure new employment may
file a claim for unemployment compensation. An employee may be eligible for unemployment compensation if
he/she was terminated for reasons other than “just cause”, as defined by state law. Generally, employees who
were terminated for “just cause” or who voluntary resign are not eligible for benefits.

8.13: Compensation Statements

On an annual basis, employees are provided with a compensation statement that provides a detailed review of
their salary and the value of benefits. The Manager of Administration is available to resolve any questions
regarding the compensation statement.

8.14: Worksite Wellness

The ADM Board is committed to promoting the health and well-being employee and encourages participation
in ADM Board approved programs and wellness activities offered through the County of Summit Department
of Law, Insurance and Risk Management. The Worksite Wellness Policy provides the foundation and guidance
by encouraging employee participation in activities and reducing barriers to participation.

Section 9.0: Professional Development

9.1: Performance Development Plans (PDP)

The ADM Board is committed to enhancing the performance and professional development of all employees
through a performance development plan (PDP). The PDP also aligns individual employee goals with
organizational goals. The PDP process includes quarterly performance planning for the calendar year. It is
designed to ensure that employees:

« understand their duties and responsibilities by reviewing and, if necessary, revising an outdated position
description,

« understand the goals that they have developed with their supervising manager,

 receive timely feedback about their performance, and
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» are evaluated in a fair and consistent manner.

Supervising managers and their employees are required to create a professional development plan at the
beginning of each calendar year for existing employees and during the first month after probationary period.
Throughout the year, supervising managers meet with their employees at least quarterly to discuss goals,
provide feedback on performance, coach, and counsel. During the year- end review meeting, performance
planning begins for the next calendar year.

9.2: All-Staff Meetings

Employees are required to attend all-staff meetings as scheduled. If the employee is unable to attend the staff
meeting, the employee is required to notify their supervising manager. The employee is responsible for the
items covered at the staff meeting.

9.3: Training and Development

The ADM Board is committed to providing training to ensure that the needs of the organization are met and that
employees are trained on emerging topics and issues. As identified by the Executive Director, there may be
staff development courses that employees will be required to attend. Examples of these courses include ethics
for public employees, sexual harassment, drug free workplace and diversity. The courses listed are examples
and not all inclusive. With the exception of courses taken as a pre-condition of employment, employees will be
paid their regular rate of pay for the time spent attending any required courses.

9.4: Lunch and Learns

On occasion there will be opportunities for employees to attend lunch and learn sessions with topics that are not
directly related to the employee’s job. Attendance at lunch and learns is completely voluntary and generally not
compensated.

9.5: Tuition Reimbursement

All employees of the ADM Board who have completed at least one year of service are eligible for
reimbursement for job-related formal education coursework and certain approved actual expenses incurred for
education or training. Each employee may be eligible to receive up to $1,500 per year for tuition
reimbursement, with proof of a passing grade of a “C.” Employees are required to submit a training and
development request and have it approved by the supervising manager and Executive Director before enrolling
in courses.

When it is deemed by the Executive Director to be in its best interest, the ADM Board may, on a case-by-case
basis, and at its discretion, reimburse employees for the completion of accredited course work. Reimbursement
may include such things as: tuition, books, registration fees, and laboratory fees.

9.6: Conferences, Seminars and Training

The ADM Board supports employee professional development attendance at continuing education activities that
enhance employee’s knowledge and skills as related to effective performance of job responsibilities. The ADM
Board’s professional development and training procedure outlines the approval process for employee-requested,
external job-related conferences, workshops, trainings and seminars.

25


../ADM%20BOARD%20PROCEDURES/2014%20EMPLOYEE%20HANDBOOK%20REF%20DOCS/Employee%20Training%20and%20Professional%20Development%20Form.pdf
../ADM%20BOARD%20PROCEDURES/2014%20EMPLOYEE%20HANDBOOK%20REF%20DOCS/Employee%20Training%20and%20Professional%20Development%20Form.pdf
../ADM%20BOARD%20PROCEDURES/HUMAN%20RESOURCES/HR%201.3%20Professional%20Deveiopment&Training2014.pdf

2014 ADM Board Employee Handbook
Effective February 10, 2014

9.7: Volunteering

The ADM Board recognizes the generosity and benefits of volunteerism. ADM employees often meet the
demands of their position, but they also may go above and beyond by supporting community programs by
volunteering without the promise, expectation, or receipt of compensation.

Section 10.0: Reimbursement of Business Expense
10.1: Travel

All employees of the ADM Board shall be reimbursed for authorized actual, necessary, and reasonable expenses
while conducting official ADM Board business in accordance with the following policy and procedure Travel,
Training, Seminar & Other Business Expense Reimbursement Procedure.

The vehicle shall be insured by the owner, and the owner shall save and hold harmless the County of Summit
ADM Board, from any and all claims arising from such use.

Employees will be held financially responsible for unauthorized costs and additional expenses incurred for
personal preference or convenience. Abuse or fraudulent claims for travel and reimbursement may result in
discipline, up to and including termination.

Section 11.0: Employment Standards

11. 1: Equal Employment Opportunity Statement

It is the policy of the ADM Board to provide equal employment opportunities without regard to race, color,
religion, sex, national origin, age, disability, marital status, veteran status, sexual orientation, genetic
information or any other protected characteristic under applicable law. This policy relates to all phases of
employment, including, but not limited to, recruiting, employment, placement, promotion, transfer, demotion,
reduction of workforce and termination, rates of pay or other forms of compensation, selection for training, the
use of all facilities, and participation in all ADM Board sponsored employee activities.

As part of the ADM Board’s equal employment opportunity policy, the ADM Board will also take affirmative
action as called for by applicable laws and to ensure that minority group individuals, females, disabled veterans,
recently separated veterans, other protected veterans, Armed Forces service medal veterans, and qualified
disabled persons are introduced into our workforce and considered for promotional opportunities. The ADM
Board’s equal employment opportunity statement and affirmative action plan applies to all operations and
procedures relating to recruitment and h