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SECTION1 INTRODUCTION TO TRI-COUNTY COMMUNITY CORRECTIONS

A. Handbook Introduction

The intent of this handbook is to provide employees with information on Tri-County Community Corrections
(TCCC) personnel policies and general employment procedures that apply to all employees. Employees are
encouraged to read this handbook carefully and familiarize themselves with the contents. No handbook can
anticipate every circumstance or question that may arise, but this handbook’s purpose is to provide basic
information and answer many common questions concerning employment with TCCC.

The guidelines and procedures described in the handbook are not intended to create, nor are they to be interpreted
to create, a contract between TCCC and any of its employees and does not alter the at-will relationship between
TCCC and its employees.

= TCCC reserves the right to revise, change, modify, suspend, vary from, interpret, or cancel these guidelines
in its sole discretion without advance notice, and without having to provide cause or justification.

= TCCC reserves the right to make any changes at any time by adding to, deleting from, or changing any
existing guideline. Employees will be notified of such changes to the handbook as soon as practicable
after they occur.

= This handbook supersedes all prior employee handbooks and any employment or personnel policies,
procedures, practices, statements or promises, whether written or verbal, previously received from or
made by TCCC.

= Employment terms, conditions and benefits which are part of a Collective Bargaining Agreement shall
supersede employment terms, conditions and benefits outlined in the employee handbook.
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B. Mission Statement
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C. About the Agency

TCCC is a Community Corrections Act agency established in 1976 through a Joint Powers agreement for
Norman, Polk and Red Lake Counties.

The agency is governed by the Regional Corrections Board which is comprised of two County
Commissioners from each of the three partner counties.

TCCC provides all local corrections services to the partner counties which include the operation of:
» The Northwest Regional Corrections Center, the state’s first regional jail.
= Adult and Juvenile Probation Supervision Services.

= The Red River Valley Juvenile Center, detention and residential services in addition to many other
related programs.
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SECTION2 EMPLOYMENT

A. Equal Employment Opportunity  Reference MSS 3634

TCCC will provide equal opportunity to all employees and applicants for employment in accordance with
applicable Equal Employment Opportunity laws, directives and regulations of federal, state and local governing
bodies or agencies thereof. TCCC provides equal opportunity employment for all qualified persons.

TCCC will administer all employment practices, benefits and programs without regard to race, color, creed,
religion, national origin, sex, pregnancy, apparent or perceived disability, age, marital status, familial status
with regard to public assistance, sexual orientation, genetic information, veteran status, membership or activity
in a local human rights commission or any other basis protected by federal, state or local law.

TCCC will ensure that all employment practices are free of discrimination. Such employment practices include,
but are not limited to, the following:

Hiring Promotion

Demotion Transfer

Layoff Selection

Termination Disciplinary Action

Recruitment or Recruitment Advertising Rates of Pay or Other Forms of Compensation
Selection for Training, including Apprenticeship

TCCC fully supports incorporation of non-discrimination rules and regulations into contracts.

Any TCCC employee who does not comply with the Equal Employment Opportunity Policy will be subject to
disciplinary action. Any subcontractor not complying with all applicable Equal Employment Opportunity laws,
directives and regulations of the federal, state and local governing bodies or agencies thereof, will be subject to
appropriate legal sanctions.

If any employee or applicant for employment believes he/she has been discriminated against, they are
encouraged to contact the office of TCCC’s Executive Director.

B. Employee Relations

TCCC believes that the work conditions, wages and benefits it offers to its employees are competitive with those
offered by other employers in this area and in this industry. If employees have concerns about work conditions,
they are strongly encouraged to voice these concerns openly and directly to their supervisors.

Our experience has shown that effective communication between employees and management is essential to

maintain a productive working relationship and positive work environment. We believe that TCCC amply
demonstrates its commitment to employees by responding promptly and effectively to employee concerns.
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In addition, recognizing that on-the-job work experience is one of the best sources of suggestions for improvement
in the workplace, TCCC welcomes and solicits ideas from all employees. We believe the person doing the job is
in the best position to think of ways of doing it more easily, more efficiently and more effectively. If you think of
a better way of doing your job or the job of a fellow employee, discuss it with your supervisor, who will welcome
your suggestions and ideas.

Suggestions concerning TCCC’s operation, general maintenance, facilities, services or other matters should be
made to your supervisor or the Executive Director.

We encourage you to bring concerns directly to your supervisor or the Executive Director. Concerns that are
expressed only to co-workers or persons outside TCCC are not likely to be given the attention they deserve and
may violate confidentiality considerations.

If you have a problem that is more specifically addressed by another specific policy, please follow the procedure

described there.

C. Americans with Disabilities Act

TCCC is committed to complying fully with the Americans with Disabilities Act (ADA) with respect to equal
opportunity employment for qualified persons with disabilities. All employment practices and activities are
conducted on a non-discriminatory basis in compliance with all applicable laws.

TCCC recognizes that some individuals with disabilities may require accommodations at work. If'you are currently
disabled or become disabled during your employment, you should contact your supervisor or the Executive
Director to discuss accommodations that may help you perform the essential functions of your job. Reasonable
accommodations will be made for qualified individuals with known disabilities unless doing so would result in an
undue hardship.

TCCC will not retaliate against an employee for requesting an accommodation.

D. Conflicts of Interest and Anti-Fraternization

Employees have an obligation to conduct business within guidelines that prevent actual or potential conflicts of
interest. This policy establishes only the framework within which TCCC wishes to operate. The purpose of these
guidelines is to provide general direction. Employees can contact their supervisor for further clarification on issues
related to the subject of acceptable standards of operation.

Employees shall report any conflict of interest to their supervisor immediately when they become aware a
conflict exists. Failure to report may be grounds for disciplinary action up to and including termination of
employment.

General Conflicts

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may
result in a personal gain for that employee or for a relative as a result of business dealings. For the purposes of this
policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is
similar to that of persons who are related by blood or marriage.
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If employees have any influence on transactions involving purchases, contracts, or leases, it is imperative that they
disclose to a supervisor of TCCC as soon as possible the existence of any actual or potential conflict of interest so
that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with
which TCCC does business, but also when an employee or relative receives any kickback, bribe, gift, or special
consideration as a result of any transaction or business dealings involving TCCC.

Conflicts Over Offenders/Residents

Staff members shall not be in a position of authority over any corrections offender/resident with whom the
employee has currently or in the past had any personal, family, or business relationship, which could compromise
the security of the institution or the integrity of the supervision or services within the community.

Any employee who becomes aware of the potential for a conflict of interest will make a complete report to his or
her supervisor immediately. Failure to report a conflict of interest shall be grounds for disciplinary action.

The supervisor receiving a conflict of interest report will inform the Executive Director and recommend a course
of action, which assures that facility safety and security can be maintained, as well as, meeting professional and
ethical standards. This could include transfer of the staff member to a different assignment or location (at no pay
rate change); transfer of the offender/resident to another facility; placement of special limits on authority of
individual staff in regard to the specific offender/resident; shift of case responsibility or decision making on the
specific case to other staff; or transfer of supervision to another authority.

The course of action implemented will not be retaliatory in nature but will be based on the need for continuity of
security and safety of general public, staff, residents, and facilities, as well as the need to maintain professional
standards of supervision. Department Heads will maintain record of the course of action implemented.

Employees are prohibited from engaging in relationship (romantic, financial or otherwise) with current inmates or
offenders under supervision and their families, unless specific permission is obtained from the Executive Director.
To ensure that ethical standards of behavior are maintained, this prohibition of relationships extends to one year
after the offender’s release from custody and/or supervision.

Relatives

The employment of relatives in the same area of an organization may cause serious conflicts and problems with
favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from
outside the work environment can be carried into day-to-day working relationships.

Relatives of current TCCC employees are eligible for hire into positions not working directly for or being
supervised by an immediate family member or person with whom a relationship which creates a conflict of
interest exists.

If a relationship is established after employment which creates a conflict of interest, employees must
immediately report this relationship to their supervisor. Alternative employment arrangements within TCCC
will be considered if, after consultation with the Executive Director, it is determined that reasonable
accommodations can be made, and the alternative arrangements are in TCCC’s best interest. If alternative
arrangements cannot be made within 30 days of notice, TCCC Administration will implement a resolution
which is in the agency’s best interest.
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QOutside Employment

Employees may not participate in outside employment that creates a conflict of interest. Outside employment
may create a conflict of interest if it adversely impacts an employee’s ability to perform the employee’s job at
TCCC, causes harm to TCCC'’s operations, conflicts with the agency’s mission, or leads other employees to
refuse to work with the employee.

Examples of positions which create an obvious conflict of interest include positions that involve the sale of
alcohol as the primary responsibility, sale of commonly used drug paraphernalia, and/or any position which
would negatively impact the credibility of the employee. Employees are required to report any outside
employment to their supervisors prior to initiating employment.

E. Probationary Period

The probationary period is intended to give new employees the opportunity to demonstrate their ability to achieve
a satisfactory level of performance and to determine whether the new position meets the employee’s expectations.
TCCC uses this period to evaluate employee capabilities, work habits and overall performance.

The successful completion of the probationary period of employment does not change the at-will status of the
employment relationship.

All employees serve a probationary period. Twelve (12) months of continuous employment as a permanent
employee shall be regarded as a probationary period. Employees who are promoted or transferred to another
position within TCCC must complete a secondary probationary period of the same length. This secondary
probationary period of employment for current TCCC employees would have no impact on current benefit status
assuming there is no change in full-time or part-time status. A probationary period may be extended at the
discretion of the employer.

In cases of promotions or transfers within TCCC, an employee who, in the sole judgment of management, is
not successful in the new position can be removed from that position at any time during the secondary
probationary period. If this occurs, the employee may be allowed to return to his or her former job or to a
comparable job for which the employee is qualified, depending on the availability of such positions and TCCC’s
needs.

Non-union employees accepting transfer to new positions may be granted reinstatement to original position and
original salary without loss of seniority, if requested in writing within 30 days of start date. Requests will be made
in writing to the Executive Director. This policy shall in no way effect the (12) months of continuous employment
probationary period required for all new appointments and transfers.

The successful completion of the probationary period, recommendation for an extension of the probationary period,
or a recommendation to discontinue employment of a probationary employee will be documented in a performance
evaluation. No employee shall receive a pay increase until successful completion of his or her probationary period.
An extension of the probationary period may be implemented due to unsatisfactory job performance, high absentee
rate, etc. and will also affect annual longevity steps.
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Benefit Eligibility

During the initial probationary period, new employees are eligible for those benefits that are required by law, such
as workers' compensation insurance, social security and health insurance, in accordance with the Federal
Affordable Care Act, and Sick and Safe Leave pursuant to Minnesota Statute. Full-time and regular part-time
employees are eligible for cafeteria plan benefits, which include medical insurance after they have worked a full
calendar month; part-time employees being subject to pro-rated health insurance benefit amounts according to
hours worked. All cafeteria benefits are subject to the terms and conditions of each benefit.

For purposes of determining employer paid cafeteria plan benefit eligibility and amount, TCCC shall calculate the
employee’s full-time equivalency for irregular part-time employees (defined as employees not having clearly
defined scheduled hours, such as Corrections Officers and Youth Counselors) at the following intervals:

= Upon completion of their first three (3) months of continuous employment;
= Upon completion of six (6) months of employment; and
= Every six (6) months thereafter.
Probationary employees may be authorized to use vacation after completing six months of continuous employment

with supervisory authorization. Sick and Safe Leave may be used as it is accrued.

F. Non-Disclosure of Information

TCCC employees must not access private or confidential data unless access to the data is reasonably required for
the employees to perform their assigned duties and are responsible for protecting the security of the data as is
appropriate for the classification of the data.

All employees will receive training in Basic Security Awareness and Data Privacy within six months of
employment.

Employees must take reasonable steps to preserve the security of private or confidential data to which they
have access, including, but not limited to:

= Locking computers and/or office spaces when unattended;

* Disclosing private or confidential data only when authorized to do so;

= Storing private or confidential data only on department devices;

» Taking the necessary reasonable steps to secure such data or devices from theft, loss, or unauthorized
access;

= Securing all password-enabled devices with a strong password;

= Saving all electronic documents important to the department’s business on secure, backed-up networks;
and

Any employee who is determined to have tampered with or removed any private or confidential data; divulged
private or confidential data to unauthorized persons or for unauthorized purposes; or accessed private or
confidential data for unauthorized purposes will be subject to disciplinary action up to and including termination
and/or referred for prosecution.
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G. Employment Classifications

All employees of TCCC not covered by a collective bargaining agreement are employees at will, which means that
they can leave their employment with or without notice and with or without cause. TCCC may also terminate the
employment of the employee at any time, with or without notice and with or without cause.

Each position is designated as either non-exempt or exempt from federal and state wage and hour laws. Non-
exempt positions entitle employees to overtime pay under the specific provisions of federal and state laws. Exempt
positions are excluded from specific provisions of federal and state wage and hour laws. Positions are classified
by the agency.

In addition to the above classifications, each employee belongs to one of the job categories listed below. Contact
the Administration Office to inquire on benefits that you may be eligible for or to answer questions you may have.

Full-Time

Employees who are scheduled to work full-time hours as scheduled within their department. They are eligible for
TCCC’s benefits, subject to the terms, conditions, and limitations of each benefit and any collective bargaining
agreement in effect for that employment classification.

Part-Time

Employees who work less than the full-time work schedule. Part time employees are eligible for some pro-rated
agency benefits, subject to the terms, conditions and limitations of each benefit and any collective bargaining
agreement in effect for that employment classification. These employees do receive all legally mandated benefits
(such as PERA, Social Security, worker’s compensation insurance and Sick and Safe Leave).

Probationary
Employees who are newly hired or recently transferred/promoted to a new position within TCCC. Probationary

employees are provided with the opportunity to demonstrate their ability to achieve a satisfactory level of
performance and to determine whether the new position meets the employee’s expectations. TCCC uses the
probationary period to evaluate employee capabilities, work habits and overall performance.

Employees who satisfactorily complete the probationary period will be notified of their new employment
classification. These employees do receive all legally mandated benefits (such as PERA, Social Security , worker's
compensation insurance, and Sick and Save Leave); they may also be eligible for some agency benefits.

Temporary
Employees who are hired as interim replacements to temporarily supplement the work force or to assist in the

completion of a specific project. Employment assignments in this category are of a limited duration. Employment
beyond any initially stated period does not in any way imply a change in employment status. Temporary employees
retain that status unless and until notified of a change.

All legally mandated benefits such as Social Security, workers' compensation insurance, and Sick and Safe Leave
are provided to temporary employees. Some other agency benefits may also be available subject to the terms,
conditions and limitations of each benefit program. Please refer to the section on PERA for more information on
retirement benefits.

Contracted

TCCC may contract with individuals to perform services. No benefits or wages are accrued in a contractual work
relationship. Individuals are paid for a work product outlined in contract language.
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H. Work Schedules

Work schedules for employees vary throughout our organization. Supervisors will advise employees of their
individual work schedules. Staffing needs and operational demands may necessitate variations in starting and
ending times, as well as variations in the total hours that may be scheduled each day and week.

Flextime scheduling is available in some cases to allow employees to vary their starting and ending times each day
within established limits. Interested employees should consult their supervisor for the details.

Employees who are unable to get to work because of road conditions, weather or other travel hazards, will not be
paid for missed hours. Employees may request supervisor to approve use of vacation hours in these situations.

L. Access to Personnel Files

TCCC maintains a personnel file on each employee. The personnel file includes such information as the
employees' job application, resume, records of training, documentation of performance appraisals, salary
increases and other employment records.

Personnel files are the property of TCCC and access to the information they contain is restricted. Generally,
only supervisors and management personnel of TCCC who have a legitimate reason to review information in a
file are allowed to do so.

Employees who wish to review their own file should contact the Administration Office. With reasonable
advance notice, employees may review their own personnel file in TCCC offices and in the presence of an
individual appointed by TCCC to maintain the files.

Results of any drug testing, inoculations, medical exams, medical service, medical counseling, or other medical

testing will be kept in a separate medical file.

J. Employment Applications

TCCC relies upon the accuracy of information contained in the employment application, as well as the accuracy
of other data presented throughout the hiring process and employment. Any misrepresentations, falsifications,
or material omissions in any of this information or data may result in TCCCs’ exclusion of the individual from
further consideration for employment or, if the person has been hired, termination of employment.

K. Employee Data Changes

In order to maintain accurate employee contact information and personnel files it is the responsibility of each
employee to promptly notify the Administration Office of any changes in mailing addresses, telephone numbers
and individuals to be contacted in the event of an emergency.

L. Performance Evaluations
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Performance evaluations are conducted during and at the completion of an employee's probationary period in
any new position. This allows the supervisor and employee to discuss job responsibilities, standards, employee
performance, and to review requirements of the position.

Additional annual formal performance evaluations are conducted to provide both supervisors and employees
the opportunity to discuss job tasks, identify and correct deficiencies, encourage and recognize strengths, and
discuss approaches for meeting goals.

Consistent with their at-will status, employees who do not meet job performance standards may be disciplined

up to and including termination of employment.

M. Progressive Discipline

The purpose of this policy is to state TCCC’s position on administering equitable and consistent discipline for
unsatisfactory conduct in the workplace.

TCCC’s strives to ensure fair treatment of all employees and in making certain that disciplinary actions are
prompt, uniform and impartial. The primary purpose of any disciplinary action is to correct the problem,
prevent a recurrence and prepare the employee for satisfactory service in the future.

Progressive discipline provides a graduated range of responses to employee performance or conduct problems.
Disciplinary responses range from mild to severe, depending on the nature and frequency of the problem.

Disciplinary action may call for any of the following and will generally follow these progressive steps:
= verbal warning;
= written reprimand;
= suspension with or without pay; or
= termination of employment, depending on the severity of the problem and the number of occurrences.

TCCC recognizes that there are employee problems that may justify departing from the typical progression.
Some problems are serious enough to justify either a suspension or in extreme situations, termination of

employment without going through the usual progressive discipline steps.

The goal of progressive discipline is to correct most employee problems at an early stage, benefiting both the
employee and TCCC.

Records of grievance and disciplinary action will be maintained in personnel files. Copies will be provided at
employee’s request.

N. Grievance Procedure

All employees have the right to present information or offer explanations of any disciplinary action or
employment issues on their behalf to the Executive Director, if they have not been able to resolve the issue
through discussion with their supervisor. Most issues can be resolved quickly when the specifics of the situation
or the steps included in the applicable bargaining agreement(s) are clear to all parties.

An issue of serious consequence regarding employment can be presented directly to the Executive Director.
Under most circumstances, communication with department supervisor must be attempted first.
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It is recommended that employees place such grievance issues in writing before arranging a meeting with the
Executive Director in order to allow an informed response and solution to their issues as quickly as possible.
Such written grievances will be answered in writing within two weeks of the written notice being received by
the Executive Director.

Grievance Steps:

1. Present issue to supervisor.

2. If no resolution is obtained through supervisor, put grievance in writing to Executive Director.

3. If no resolution is obtained through Executive Director, present grievance to Regional Corrections
Board.

O. Leaving Employment

There are multiple reasons why an employee may cease working for TCCC. Upon ceasing employment,
employee benefits will be affected in the following manner:

All accrued, vested benefits that are due and payable at termination will be paid. Some benefits may be
continued at the employee's expense if the employee so chooses. The employee will be notified of the benefits
that may be continued and of the terms, conditions, and limitations of such continuance.

Below are examples of some of the most common circumstances under which employment is ended:

Resignation
A voluntary act initiated by the employee to cease employment with TCCC. TCCC requests a minimum of

two weeks written resignation notice from all employees.

The positions of Executive Director, Deputy Director, Chief Probation Officer, Jail Administrator and RRVIC
Program Director require a minimum of thirty-days written notice of resignation.

Prior to an employee's departure, an exit interview may be conducted by the Administration Office to discuss
the reasons for resignation and the effect of the resignation on benefits. If an employee does not provide
advance notice as requested, the employee will be considered ineligible for rehire.

Retirement

A voluntary act initiated by the employee to cease employment with Tri-County Community Corrections.
When an individual is considering retirement, they should contact the Administration Office for information
on benefit levels.

Discharge
Involuntary employment termination initiated by the organization.

Layoff

Involuntary employment termination initiated by the organization for non-disciplinary reasons.

P. Return of Property
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Employees are responsible for items issued to them by TCCC or in their possession or control, such as the

following:
Equipment Identification Badges Uniforms
Keys Manuals Pagers
Protective Equipment Tools Written Materials
Telephones Computers Radios
Cameras Video Equipment Personal Breath Test Device

Employees must return all TCCC property immediately upon request or upon termination of employment.

TCCC may also take all action deemed appropriate to recover or protect its property through the courts.
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SECTION3 BENEFITS & SERVICES

A. Employee Benefits

Eligible TCCC employees are provided a wide range of benefits as prescribed by law. Benefits eligibility is
dependent upon a variety of factors, including State and Federal statutory requirements and employee job
classification.

The Administration Office can identify the benefits for which you are eligible and whether or not the benefits
are prorated due to your job classification. Details of many of these benefits can be found throughout this
employee handbook.

Some benefits require contributions from the employee. If you have a question about your benefit eligibility,

contact the Administration Office to make an appointment.

B. Cafeteria Plan / Medical Insurance Plan Options

TCCC recognizes that all employees have unique personal and family health care, insurance and financial
needs. Since no two employees are alike, we've made choice and flexibility the cornerstone of our insurance
program.

The employer shall contribute an agreed upon monthly amount to a section 125 Cafeteria Plan in which an
employee may pick and choose from the benefits available. Eligibility for benefits requires participation in
medical and basic life insurance.

A variety of additional benefits are available for employees to purchase at their own expense, such as dental
insurance and additional life insurance.

Benefits for part-time employees will be calculated on a pro-rated basis. Contributions for part-time employees
with varying schedules (Corrections Officers, Youth Counselors, for example) will be calculated at 50% of the
agency’s approved monthly contribution for full-time employees for the first 3-months of employment. The
employee’s full-time equivalency will be re-calculated at the completion of 3-months of employment, 6-months
of employment and every 6-months thereafter to establish appropriate benefit amounts.

Employees will be given the opportunity to enroll annually in available plans. Requirements are:

= Medical Plan coverage will not be changed by employees without a corresponding “status change
event”. (i.e. - birth or death of family members covered).

= Employees who experience a qualifying “status change event” as defined within the cafeteria plan, may
elect to make an ‘in-year’ change in their medical insurance when the change has a direct correlation to
the “status change event”.

= All requests for changes must occur within 30 days of the “status change event.”

Please contact the Administration Office if you have any questions about the Cafeteria Plan.
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C. Public Employee’s Retirement Association (PERA)

All employees of TCCC belong to the Public Employees Retirement Association (PERA) except those who:

* Receive annual compensation not exceeding $5,100 (or $3,800 for school year employees).

= Hold a position of an essentially temporary or seasonal character, providing such employment does not
continue for a period of over six consecutive months.

= Are attending school on a full-time basis and under the age of 23.

You as an employee contribute a percent from your monthly check as well as the employer. You may speak

with a PERA representative to obtain more information on your retirement plan and sign up for online
information and online review of your PERA account.

D. Holidays

TCCC recognizes the following holidays:

January - New Year's Day

January — Martin Luther King Jr

February - Presidents' Day

May — Memorial Day

June — Juneteenth***

July - Independence Day

September - Labor Day

October - Columbus Day**

November - Veteran's Day

November — Thanksgiving Day

December — Christmas Day

**All positions requiring 24/7 coverage shall observe the Columbus Day holiday on the actual day. Non 24/7
staff may observe the Columbus Day holiday on the Friday following Thanksgiving at the discretion of the
department supervisor.

*#* This holiday will only be observed and considered as a holiday if recognized by Minnesota Law as a State
holiday.

Hourly employees who work on an above recognized holiday will be paid two hours wage for each hour worked.

For non 24/7 employees, a recognized holiday that falls on a Saturday will be observed on the preceding Friday
and a recognized holiday that falls on a Sunday will be observed on the following Monday.
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E. Vacation

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation and
personal pursuits.

The amount of paid vacation time employees receives each year increases with the length of their employment
as shown in the below regular full-time employee schedule. Part-time employees will accrue vacation leave on
a pro-rated basis.

Years of Service Vacation Hours Earned Per Month
0 —4 years 8 hours
5 — 8 years 11 hours
9 — 12 years 12 hours
13 — 15 years 14 hours
16 + years 16 hours

New employees must complete 6-months of employment prior to use of accrued vacation time.

Paid vacation time can be used in minimum increments of 30 minutes. Requests to use vacation time shall be
submitted to the appropriate Department Supervisor with notice sufficient to minimize operational disruption.
Requests to use multiple days of vacation in succession shall be submitted 30-days in advance. Requests will
be reviewed based on a number of factors such as business needs and staffing requirements. Failure to submit
vacation requests in a timely manner may result in the request being denied.

Vacation time off is paid at the employee's base pay rate at the time of vacation and no more than one year's
accrued vacation benefit can be carried into a new year without the Executive Director’s approval.

Upon termination of employment, employees who have successfully completed their probationary period will
be paid for unused vacation time that has been earned through the last day of work.

F. Vacation Leave Donation

Rationale

There are employees who experience catastrophic and devastating personal or family illness who due to no
fault of their own run out of sick and vacation leave which results in taking approved uncompensated time off
from work. Because this can result in considerable financial hardship, employees and employer have an interest
in making it possible for employees to “donate” vacation hours earned to an employee in these circumstances.

Policy

An employee may donate up to 16-hours per year of accumulated vacation leave to another employee who has
used all vacation and sick leave and is experiencing a catastrophic event which has resulted in an approved
uncompensated leave. Donations will be received as credited sick leave.

Employees are limited to receiving a maximum donation of 173 hours per related catastrophic event in a 12-

month period. Each event requires approval of the Executive Director at the time an employee applies for
assistance.
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Under no circumstance will an employee be required or pressured by any staff or supervisory personnel to
donate. Donor’s identity will be kept confidential whenever possible. Donations will not affect work
performance evaluation in positive or negative manner; employees may donate to any employee with the
exception of their direct supervisor or the Executive Director.

Procedure for Requesting Donation of Vacation Hours

In order to request donation of vacation hours you must send a letter to the Executive Director detailing the
catastrophic event. The letter should include the requested time period needed off, a note from the doctor
confirming the time requested and the reason for the request and completed FMLA forms. FMLA forms
include:

= Request for Family or Medical Leave of Absence

= TCCC Combined Leave Application Form (if needed)

=  TCCC Premium Recovery Authorization Form

= TCCC Request for FMLA Vacation/Sick Leave Balance Form

TCCC employees will be notified of the employee’s request for donation of vacation hours only if all policy
guidelines are met and approved.

If it is determined that the leave is not due to a catastrophic event the employee will be notified of the decision
and FMLA forms will be processed if the event qualifies as an FMLA leave.

Procedure for Donating Vacation Hours
An employee wishing to donate hours will use a request form noting the number of hours to be donated; the
name of the employee to which the leave will be donated and the donor’s signature.

If the individual to receive the credited sick leave time has obtained the Executive Director’s approval for
uncompensated leave that employee’s sick leave balance will be credited by the number of hours donated and
the same number of vacation hours donated will be deducted from the donor’s vacation balance.

If the total number of hours donated from all donors exceeds the maximum per event (173), actual hours donated
by each employee will be reduced proportionately to allow all employees wishing to donate the opportunity to
do so.

For example: if the total number of hours donated = 240 hours and employee “A” had wished to donate 16

hours, they instead would be limited to: 16/240 x 173 = 11.5 hours. Administration will notify donors if pro-
rating is being implemented.

G. Sick and Safety Leave Benefits ~ Reference M.S. Statute 181.9446; 181.9447; 181.9413

Permanent full-time employees will accrue eight (8) hours of paid sick leave per month. Part-time employees
will accrue paid sick leave on a pro-rated basis, which will not fall below the statutory requirement of one hour
for every 30 hours worked. Employees begin to accrue sick and safety leave benefits at the beginning of
employment and may use it as it accrues. Sick and safety leave will be paid at the same hourly rate as an
employee earns while working. Paid sick leave may accrue to a maximum of 880 hours or 110 days.

Paid Sick and Safety Leave with pay will be granted for:

e The employee’s mental or physical illness, injury, health condition or preventive care;
e A family member’s mental or physical illness, injury, health condition or preventive care;
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e Absence due to domestic abuse, sexual assault, or stalking of the employee or employee’s family
member;

e Closure of the employee’s place of business due to weather or other public emergency or an employee’s
need to care for a family member whose school or place of care has been closed due to a weather or
other public emergency;

e The employee’s inability to work or telework because of health concerns or awaiting results of test
related to the potential transmission of a communicable illness related to a public emergency;

e When it has been determined by the health authorities or by a health care professional that the employee
or a family member of the employee would jeopardize the health of others because of exposure to
communicable disease.

An employee utilizing sick leave may be required to file a physician's statement documenting his/her illness
and/or his/her fitness for return to duty. If an employee has been incapacitated for the period of absence or a
major part thereof, he/she may be required to provide evidence of again being physically able to perform his/her
duties.

Each employee and his/her supervisor shall be held accountable for the reasonable, prudent and bona-fide use
of sick leave privileges. The employee must notify his/her proper departmental authority of the need for leave
at the earliest possible time and before the start of scheduled working hours. Failure to make diligent effort to
give such notification may result in disciplinary action.

Funeral leave of up to three days, accounted for as sick leave, will be granted in the case of death in the
immediate family. Additional leave beyond three days will be accounted for as vacation time and must be
approved by your supervisor.

An employee may use personal sick leave benefits provided by the employer for absences due to an illness of
or injury to the following members of the employee’s family:

e Employee’s child, including foster child, adult child, legal ward, child for whom the employee is the
legal guardian or child to whom the employe stands or stood in loco parentis (in place of a parent);

e Spouse or domestic partner;

e Sibling, step-sibling or foster sibling;

Biological, adoptive or foster parent, step-parent or a person who stood in loco parentis when the

employee was a minor child;

Grandchild, foster grandchild or step-grandchild;

Grandparent or step-grandparent;

Child of a sibling of the employee;

Sibling of the parents of the employee;

Child-in-law or sibling-in-law;

Any of the family members listed above of an employee’s spouse or registered domestic partner;

Any other individual related by blood or whose close association with the employee is the equivalent

of a family relationship;

e Up to one individual annually designated by the employee.

An employee’s use of sick and safety leave benefits for the following reasons are limited to a maximum of 160
hours in any 12-month period:

e A family member’s mental or physical illness, injury, health condition or preventive care;
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e Absence due to domestic abuse, sexual assault, or stalking of the employee or employee’s family
member;

e Closure of the employee’s place of business due to weather or other public emergency or an employee’s
need to care for a family member whose school or place of care has been closed due to a weather or
other public emergency;

e The employee’s inability to work or telework because of health concerns or awaiting results of test
related to the potential transmission of a communicable illness related to a public emergency;

e When it has been determined by the health authorities or by a health care professional that the employee
or a family member of the employee would jeopardize the health of others because of exposure to
communicable disease.

This paragraph does not apply to absences due to the illness or injury of a spouse, domestic partner, or minor
child (under 18 years of age or under age 20 who is still attending secondary school and including stepchild,
foster child, legal ward, child for whom the employee is the legal guardian or child to whom the employee
stands or stood in loco parentis (in place of a parent)).

For purposes of this section, "personal sick and safety leave benefits" means time accrued and available to an
employee to be used as a result of absence from work for reasons described above, but does not include short-

term or long-term disability or other salary continuation benefits.

H. Family Medical Leave

Federal Statute #: 29CFR 825, 29USC 2601 / MN State Statute #: 181.940, 181.941 & 181.9413

In accordance with the Family Medical Leave Act (hereafter referred to as FMLA) TCCC will grant job
protected unpaid FMLA leave to eligible male or female employees for any of the following reasons:

= The birth of a child, care of such child, or the placement of a child with the employee for adoption or
foster care (leave for this reason must be taken within the 12-month period following the child's birth
or placement with the employee);

* In order to care for an immediate family member (spouse, son, daughter or parent) of the employee if
such immediate family member has a serious health condition;

= The employee's own serious health condition that makes the employee unable to perform essential
functions of his/her position;

= For any qualifying exigency arising out of the fact that a spouse, son, daughter or parent is a military
member on covered active duty or call to covered active duty status.

The above policy is intended to be a general summary of the FMLA. Each situation will be evaluated on a
case-by-case basis in accordance with the Statute and regulations.

Eligibility
To be eligible for a FMLA leave without pay, an employee must have worked for TCCC at least 12 months;
and the employee must have worked at least 1,250 hours during the 12 months immediately preceding the

request.
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Length of Leave

Maximum length of FMLA leave shall be 12 weeks per 12-month period with the exception of an eligible
employee may take up to 26 work weeks of leave during a “single 12-month period” to care for a covered
service member with a serious injury or illness, when the employee is the spouse, son, daughter, parent or next
of kin of the service member.

The single 12-month period for leave begins on the first day the employee takes leave and ends 12-months later.
An eligible employee is limited to a combined total of 12 (or 26) work weeks of leave for any FMLA qualifying
reason(s) during the single 12-month period.

If both spouses work for TCCC, their total leave in any 12 month period may be limited to an aggregate of 12
weeks if the leave is taken for either the birth or placement for adoption or foster care of a child or to care for a sick
parent. The entitlement to FMLA leave for the birth or placement of a child expires 12 months after the birth or
placement of the child.

Intermittent
An employee is eligible for intermittent or reduced FMLA leave under any of the following conditions.

1.  When Medically Necessary: An employee may take leave intermittently (a few days or a few hours at a
time) or on a reduced leave schedule to care for an immediate family member with a serious health
condition or because of a serious health condition of the employee when "medically necessary".

a. "Medically Necessary" means there must be a medical need for the leave and that the leave can be
accomplished through an intermittent or reduced leave schedule.

b. The employee may be required to transfer temporarily to a position with equivalent pay and benefits that
better accommodates recurring periods of leave when the leave is planned based on scheduled medical
treatment.

2. For Birth or Placement for Adoption or Foster Care: An employee may take FMLA leave intermittently
or on a reduced leave schedule for birth or placement for adoption or foster care of a child only with
approval of the Executive Director.

3. Special Conditions for Non-Probationary, Part-time Employees: For part-time employees and those who
work variable hours, the FMLA leave entitlement is calculated on a pro-rated basis. A weekly average
of the hours worked over the 12 weeks prior to the beginning of the leave will be used for calculating the
employee's normal workweek.

Notice Requirement
An employee is required to give 30 days-notice in the event of a foreseeable FMLA leave. An employee Request
for Family/Medical Leave Form should be completed by the employee and returned to the Administration Office.

In unexpected or unforeseeable situations, an employee shall provide notice as soon as the need for leave is known
to employer's immediate supervisor and the Executive Director, followed by a completed Employee Request for
Family/Medical Leave Form.

If an employee fails to give 30 days-notice for a foreseeable leave with no reasonable excuse for the delay, the
leave will be denied until 30 days after the employee provides notice.
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All documentation related to the employee's or family member's medical condition will be maintained in an
appropriate separate medical file.

At any time during leave, the Executive Director may request a physician's statement updating the employee's
condition and projected date of return to work. The Executive Director may request a medical fitness for duty
report upon the employee's return to work.

Certification

In the case of medical leaves, TCCC may require medical certification from the attending physician provided
to the Executive Director. The certification shall include the date of onset, the probable duration, and
appropriate medical facts concerning the condition.

If the medical leave is for the employee's own health condition, the certification shall also state the inability of
the employee to perform the functions of their position. If the medical leave is to care for a family member,
the certification shall state that the employee is needed to care for the family member and an estimate of the
amount of time needed.

At TCCC’s discretion and expense, the Executive Director may require a second opinion regarding the medical
certification initially provided. The Executive Director may require subsequent medical recertification on a
reasonable basis.

Reporting While on Leave

If an employee takes leave because of their own serious health condition or to care for a covered relative, the
employee may be required to contact the Department Supervisor on a monthly basis regarding the status of the
condition and the employees’ intention to return to work.

TCCC may request a medical fitness for duty report upon the employee's return to work. All documentation
related to the employee's or family member's medical condition will be handled in accordance with Minnesota
Statutes Chapter 13 and maintained in an appropriate separate medical file.

Effects on Insurance

An employee granted a FMLA leave under this policy will continue to be covered under TCCC’s group health
plan under the same conditions as coverage would have been provided if they had been continuously employed
during the leave period with the following conditions:

= Continuation of non-health benefits will be at employee’s expense subject to provisions of benefit
packages;

= Employee contributions will be required either through payroll deduction or by direct payment to
TCCC. The employee will be advised in writing as to the amount and method of payment. Employee
contribution amounts are subject to any change in rates that may occur while the employee is on leave;

= [fan employee’s contribution is more than 30 days late, TCCC may terminate the employee’s insurance
coverage;

= [If an employee elects not to return to work upon completion of an approved unpaid leave of absence,
TCCC may receive from the employee the cost of any premiums paid to maintain the employee’s
coverage, unless the failure to return to work was for continuation of a serious health condition of the
employee or a covered family member or for reasons beyond the employee’s control.
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Effects on Other Benefits
= Sick Leave and Vacation: FMLA leave is considered unpaid leave unless the employee has available
paid leave to cover the absence. Employees are required to exhaust all available paid leave concurrently
with FMLA, with the exception of up to 40 hours of sick leave which may be retained, at the employee’s
option, for their return to work. If the employee does not have enough sick leave for the entire leave
request the balance of their leave must be covered by any available paid vacation leave.

If an employee runs out of vacation and/or sick leave, the remainder of their leave will be unpaid. Sick
leave and vacation shall not accrue during the unpaid portion of the leave of absence. The amount of
FMLA leave will not be increased by the use of paid family or vacation leave.

= Holidays: shall not be paid during the unpaid portion of the FMLA leave.

= Pension Benefits: shall not accrue during the unpaid portion of the FMLA leave.

= Seniority: shall continue to accrue during twelve (12) week FMLA leave.

= Salary Review: The employee's salary review date shall be moved according to the length of the unpaid
portion of the FMLA leave.

= Longevity: Adjustment will be made for the unpaid portion of the leave.

Job Protection
In general, an employee returning from a FMLA leave shall be entitled to return to employment in the
employee's former position or in a position of comparable duties, number of hours, pay and classification.

The employee's restoration rights are the same as they would have been had the employee not been on leave.
Thus, if the employee's position would have been eliminated or the employee would have been terminated
before the leave, the employee would not have the right to be reinstated upon return from leave. The Executive
Director may require an employee who is on leave to confirm that he or she intends to return to work at the end
of the leave.

An employee exceeding the authorized leave period without giving proper notice shall be considered to have
voluntarily terminated without the proper notice.

I.  Minnesota Paid Medical Leave — MSS Statute 268B

Tri-County Community Corrections (TCCC) provides time off to eligible employees who qualify for Minnesota
Paid Leave (MNPL) benefits under Minnesota law. TCCC is a participant in the State of Minnesota’s Paid Leave
program. MNPL benefits are funded through premium contributions payable to the State of Minnesota or a third
party administrator. The premium cost will be split between TCCC and employee as follows: TCCC will pay
50% of the required premium and employees will pay 50% of the premium cost through payroll deductions
starting January 1, 2026.

Eligibility

Eligibility determinations for MNPL benefits are made by the State of Minnesota or by third-party administrator
pursuant to Minnesota Statutes, Chapter 268B. Generally, to be eligible for MNPL, you must:

e Meet the requirements for the reasons for leave in accordance with “Leave Entitlement” defined below.
e Work at least 50% of the time from a location in Minnesota, including employees who work from home or
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spend time in other states occasionally.
e Meet the financial eligibility requirements by having earned over a specific amount of wages as defined by
Minnesota law at the time of your requested leave.

Benefit Amount

An employee's weekly MNPL benefits are calculated and determined by the Minnesota Department of
Employment and Economic Development (DEED) or by an agreement with a third-party administrator pursuant
to Minnesota Statutes, Chapter 268B]. The amount is based on the employee’s income level and the maximum
employees will receive will be between 55% and 90% of their regular wages while on MNPL, with a maximum
weekly benefit set at the state average wage.

Benefit Year

The benefit year is a 12-month period measured forward from an employee’s first day of leave taken.

Leave Entitlement and Usage

The State of Minnesota may approve MNPL leave for the following conditions in a benefit year:

e Up to 12 weeks of medical leave (for yourself) to take care of yourself for a serious health condition,
including pregnancy, childbirth, recovery, or surgery. See “Definitions” below on what qualifies as a
serious health condition.

e Up to 12 weeks of family leave to:

o Bond with a child through birth, adoption, or foster placement

o Care for a family member with a serious health condition. See “Definitions” below as to who
may quality as a family member.

o Support a military family member called to active duty

o Receive covered types of care for yourself or a family member because of domestic abuse,
sexual assault, or stalking

You can take both types of leave in the same year, but you cannot exceed 20 weeks total within a single benefit
year. Your benefit year starts the first day you take Paid Leave. There is no waiting period for MNPL if you are
granted the benefit.

Note: A qualifying event needs to last at least (7) consecutive days but does not apply to bonding leave. For
intermittent leave, the (7) day period can be met through a combination of smaller blocks of time.

Definitions

e Family member includes:
o Spouse or partner
o Child (including biological, adopted, step, or foster children, or a child you raise even if you are
not legally related)
Parent or person who raised you
Sibling
Grandchild or grandparent
In-laws (including son, daughter, father, or mother)
Anyone close to you who depends on you like family, even if not related by blood

O O O O O

e A serious health condition means a physical or mental illness, injury, impairment, condition, or substance
use disorder. Taking care of yourself for this serious condition may involve evaluation, treatment, inpatient
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care, recovery, or not being able to perform regular work, attend school, or do regular daily activities. This
includes childbirth, conditions related to pregnancy, or surgery.

Notice

Prior to starting a claim with the State or a third-party administrator, employees should reach out to their
department supervisor to notify your intention to take leave. If the need is foreseeable, we ask that you provide at
least a two-week notice prior to taking leave. If the leave is not foreseeable you will still be able to take leave

under MNPL and we ask that you provide as much notice as possible.

Claim Submission and Completion

It is the employee’s responsibility to initiate a claim and to provide all necessary supporting information and
documents in a timely manner as required. If the employee fails to initiate a claim and/or provide all requested
information within the required timelines, the claim may be denied or closed.

Determination of Claim Approval or Denial

TCCC does not make the determination of whether or not an employee’s claim is approved or denied. TCCC will
provide information to the State or third-party claims representative as requested; however, TCCC does not
determine the outcome of the claim.

MNPL Intermittent Leave

Employees may apply for intermittent leave in most cases, provided the leave is reasonable and appropriate to
the needs of the individual requiring care.

1. Eligibility. In addition to the other eligibility requirements under the MN Paid Leave law, employees
seeking intermittent leave must have at least eight hours of accumulated leave (unless more than 30 days have
lapsed since taking the initial leave).

2. Notice. In situations where employees seek MNPL on an intermittent basis, employees must make a
reasonable effort to provide written notice to their department supervisor & Administration of the need for
intermittent leave before applying for MNPL benefits.

As part of the notice, employees must provide TCCC with the following:

1. Proposed intermittent leave schedule; and
2. A completed certification from a health care provider identifying the leave as necessary and a
reasonable estimate of the frequency and duration and treatment schedule for the leave.

3. Increments of Leave and Maximum Number of Hours. Consistent with other forms of leave provided by the
TCCC, employees may take intermittent leave in increments of (30) minutes or more. If eligible for intermittent
leave, the TCCC allows a maximum of (480) hours of intermittent leave in any 12-month period. After reaching
the maximum amount of allowed intermittent leave, employees may request continuous MNPL provided the
continuous leave does not exceed the maximum amount of MNPL allowed by law.

Interaction with Other Laws and Benefits
MNPL will run concurrently with any leave and/or wage supplement for which you may be eligible for under
local, state, or federal law which may include pregnancy and parenting leave.
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Supplementing MNPL Benefits with Accrued Paid Leave

If you are receiving MNPL benefits, TCCC allows you to supplement, or "top off," your MNPL benefits with
any accrued but unused paid leave. If you choose to supplement your MNPL benefits in this way, the combined
weekly sum of MNPL benefits and TCCC provided paid leave benefits cannot exceed the employee’s regular
wage. Employees are not required to use their accrued time to “top off” their MNPL benefits but if they are
choosing to do so, they must communicate in writing to Administration their desire to do so and must specify
which type of accrued time they wish to use.

Accrual of Vacation and Sick Leave During Paid Leave

In accordance with MNPL, benefits paid directly by the State or a third-party administrator are not considered
wages paid by the employer. Accordingly, employees will not accrue vacation or sick leave for any hours or
days during which they are receiving MNPL benefits.

Vacation and sick leave will accrue only on hours for which the employer provides wage replacement (e.g.,
when the employee elects to use accrued leave or other employer-paid time to supplement or “top off” the State
paid MNPL benefit).

Maintaining Health Coverage During Leave

Unless the employee revokes coverage while on MNPL, TCCC will continue to provide group health insurance
coverage for an employee on MNPL under the same conditions as the coverage was provided before the
employee took leave. You must continue to make timely payments of your share of the premiums for such
coverage. If you are not using paid time off to cover part or all of the leave, you will be responsible for
remitting your portion of health premiums to TCCC in order to ensure continuation of benefits.

Reinstatement

Upon return from covered MNPL, you will be reinstated to your previous position or to an equivalent position,
with the same status, pay, employment benefits, length-of-service credit, and seniority credit as of the date of
leave as long as you have worked for TCCC for a minimum of (90) calendar days.

Upon return to work, if it becomes evident that the employee is unable to perform the key essential functions of
their position (with or without reasonable accommodation), TCCC may engage in an interactive process,
consistent with the American with Disability Act (ADA) and/or Minnesota Human Rights Act (MHRA) and
other applicable workplace policies, including workplace safety protocols, to determine appropriate next steps.

Retaliation

TCCC will not interfere or retaliate against employees who request or take leave in accordance with the MN
Paid Leave law.

How to Apply for Minnesota Paid Leave

After your leave has been discussed with the Administration, you may apply for MNPL through our third-party
administrator, MetLife for 2026 claims.
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J.  Maternity / Paternity Leave — Employees Who Do Not Qualify for FMLA

Pre-Birth, Birth or Adoption ~ Reference M.S. Statute 181.941

An employee who is either a biological or adoptive parent may request an unpaid leave of absence of up to (12)
weeks in conjunction with the birth or adoption of child; a female for prenatal care, or incapacity due to pregnancy,
childbirth or related health conditions.

The length of the leave shall be determined by the employee but may not exceed (12) twelve weeks unless agreed
to by the Executive Director.

The leave shall begin at time requested by the employee subject to the request being submitted four (4) months
prior to time requested off or a reasonable time when an exigent circumstance exists.

Effects on Benefits
= Sick Leave and Vacation: The employee must use accumulated sick and vacation leave. Ifthe employee
does not have enough sick or vacation leave for the entire leave request, the balance of their leave will

be unpaid.

If an employee runs out of vacation leave, the remainder of their leave will be unpaid. Sick leave and
vacation shall not accrue during the unpaid portion of the leave of absence.

= Holidays: Shall not be paid during the unpaid portion of the leave.

= Pension Benefits: Shall not accrue during the unpaid portion of the leave.

= Seniority: Shall continue to accrue during the leave.

= Salary Review: The employee's salary review date shall be moved according to the length of the unpaid
portion of the leave.

= Longevity: Adjustment will be made for the unpaid portion of the leave.
= Health Insurance: Employee will be responsible for premium of health insurance for the unpaid portion

of the leave. These payments must be made in accordance with the schedule established for employees
terminating employment and continuing their insurance coverage.

K.  School Conference and Activities Reference M.S. Statute 181.9412

Unpaid leave may be granted to an employee up to a total of 16 hours during any 12-month period to attend
school conferences or school-related activities related to the employee's child, provided the conferences or
school-related activities cannot be scheduled during non-work hours.

When the leave cannot be scheduled during non-work hours and the need for the leave is foreseeable, the
employee must provide a one week notice prior to the leave and make a reasonable effort to schedule the leave
so as not to disrupt unduly the operation of the employer. The employee may, if he/she so chooses substitute
accrued paid vacation time for any part of the leave.
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L. General Leave

The Executive Director may approve the absence of an employee without pay up to 30 calendar days. Any
absence of more than 30 days, with or without pay, shall be approved by the Regional Corrections Board.

An employee who requests a leave of absence shall submit a written request for such leave. The request shall
include: reason for the leave, commencement date and return date. The request for leave shall be submitted to the

Executive Director and Regional Corrections Board 60 days prior to commencement date.

Provisions for all Granted Leave of Absences

1.  The Regional Corrections Board shall:
a. Preserve the employee's status as public employee and his/her her benefit rights under PERA.
b. Reinstate the employee returning from leave of absence in the same or equal position occupied prior
to leave. No position can be abolished for the reason that it was vacated due to the leave of absence.

2. The employer shall not, in any event, be required to permit the employee to return to his/her employment
prior to date designated in the request for a leave.

Effects on Benefits
= Sick and Vacation Leave: Shall not accrue during the unpaid portion of the leave.

= Holidays: Shall not be paid during the unpaid portion of the leave.

= Pension Benefits: Shall not accrue during the unpaid portion of the leave.

= Seniority: Shall continue to accrue during the leave.

= Salary Review: The employee's salary review date shall be moved according to the length of the unpaid
portion of the leave.

= Longevity: Adjustment will be made for the unpaid portion of the leave.
= Health Insurance: Employee will be responsible for premium of health insurance for the unpaid portion

of the leave. These payments must be made in accordance with the schedule established for employees
terminating employment and continuing their insurance coverage.

Contact Administration for more information and effects on benefits.
M. Military Leave Reference M.S. Statute 192.26 & 192.261

Leave of absence as now or hereafter authorized by State Law to participate in National Guard or reserve
training. During such leave, there shall be no loss of pay, seniority status, sick leave, vacation rights or other
benefits for all the time when engaged with in training or active services ordered or authorized by proper
authority to law. Such leave with pay not to exceed fifteen (15) days per calendar year. A day is considered a
regularly scheduled shift. Leave of absence without pay for military service in time of war, national or state
emergency as proclaimed by the proper federal or state authorities with reinstatement at the expiration of such
leave as authorized by law.

Effects on Benefits

= No effects on health insurance or other benefits for authorized leave of (15) days.
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N. How to Request a Leave

Submit a written request to the Executive Director by the allotted time frame noted in each leave section. FMLA
leaves must submit a request for Family and Medical Leave form. If requesting leave due to your own illness or a
family member’s illness, you must complete a leave certification requirement form also.

A combined leave form shall be completed by any employee who is requesting leave and whose spouse is also
employed by TCCC.

An insurance premium recovery authorization form must be completed on any unpaid leave. This form certifies
that an employee acknowledges TCCC’s legal right to recover the cost of health insurance premiums paid by

TCCC while the employee is on leave with the following exceptions: the continuation, recurrence, or onset of
a serious health condition that would entitle the employee to leave under the FMLA or other circumstances
beyond the employee’s control.

The Executive Director will review the request for leave and respond within 15 days. The approval or denial
of leave will be provided in writing to the employee.

If an employee’s request for leave is denied, the employee may appeal the decision to the Regional Corrections
Board.

O. Transfer of Sick Leave Between County Agencies

Persons who transfer employment directly from a member county agency (Norman, Polk, and Red Lake
Counties) to TCCC with no break in employment may be allowed to transfer up to 40 hours of accumulated
sick leave from county employer into their TCCC sick leave account with approval of the Executive Director.

This consideration will be given only to persons hired directly from a member county agency into TCCC with

no lapse in employment, will not be retroactive beyond last employer and must be requested by the employee
in writing within 30 days of hire.

P. Managed Leave Award (MLA)

Managed Leave Award is a reward to employees who positively manage their use of sick leave. The fiscal year
for MLA is October 1% to September 30®". MLA is awarded annually to employees who achieve a sick leave
balance of 200 or more hours as of September 30" of the previous year and have an increase in their sick leave
balance during the MLA fiscal year.

Eligible employees may choose a cash award based on their sick leave balance as of September 30" or elect to
leave the hours in their sick leave account. The formula to determine how many sick leave hours an employee
may cash out is explained in the example below.

Step #1  Ben’s September 30th current year-end balance is 449 hours.

Step#2  Minus Ben’s previous year balance on October 1 of 400 hours

Step #3  Ben accrued a balance of 49 additional hours over the twelve months
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Step #4  Since Ben had a year-end balance of 400 hours, and using the table below, he is eligible to cash out

60% of his 49 hours.

Table of Eligible MLA Percentages
Balance of 200 — 399 hours Eligible to cash out 40% of accrued hours
Balance of 400 — 599 hours Eligible to cash out 60% of accrued hours
Balance of 600 — 799 hours Eligible to cash out 80% of accrued hours
Balance of 800+ hours Eligible to cash out 100% of accrued hours

Q. Employee Assistance Program

The Employee Assistance Program (EAP), is designed to provide employees and their dependents access to a
qualified counselor in an office setting to assist in resolving personal issues. This voluntary program provides
short-term, no cost confidential counseling services for issues related to finances, work, chemical dependency,
stress, relationships and/or other life concerns that may impair work performance or affect your personal life.
Employee personal information will not be shared with TCCC.

The costs for these services are covered by the Minnesota Counties Intergovernmental Trust (MCIT). Costs
incurred for services not covered by MCIT, insurance or other benefits are the responsibility of the employee.

Supervisors / Administration may use EAP for consultation regarding work-related situations, coaching, advice
to help employees.

The overall objective of the Employee Assistance Program is to maximize the employee's ability to function
with personal matters and maximize job performance.

Contact your supervisor or Administration for more information on the Employee Assistance Program.

R. Worker’s Compensation Insurance

TCCC provides a comprehensive workers' compensation insurance program at no cost to employees. This
program covers any injury or illness sustained in the course of employment that requires medical, surgical, or
hospital treatment. Subject to applicable legal requirements, workers' compensation insurance provides benefits
after a short waiting period or if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses are required to inform their supervisor immediately.
No matter how minor an on-the-job injury may appear, it is important that it be reported immediately. This will
enable an eligible employee to qualify for coverage as quickly as possible.

Neither TCCC nor the insurance carrier will be liable for the payment of workers' compensation benefits for

injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic
activity sponsored by TCCC.
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S.  Consolidated Omnibus Budget Reconciliation Act (COBRA)

The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives workers and their families who lose
their health benefits the right to choose to continue group health benefits provided by their group health plan
for limited periods of time under certain circumstances such as voluntary or involuntary job loss, reduction in
the hours worked, transition between jobs, death, divorce and other life events. Qualified individuals pay the
entire premium for coverage.

TCCC provides each eligible employee with a written notice describing rights granted under COBRA when the

employee becomes eligible for coverage under TCCC’s health insurance plan. The notice contains important
information about the employee's rights and obligations.

T.  Severance Pay
Permanent, full-time employees who have completed at least twenty years of continuous service with the
employer shall be eligible for severance pay pursuant to this policy upon submission of a written resignation

accepted by the Employer, retirement or death.

Eligible employees shall receive severance pay in an amount equal to forty percent (40%) of his/her unused,
accumulated sick leave.

Severance pay shall not be granted to any employee who is discharged by the Employer.

U. Jury Duty Reference MN Statute 593.50

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may
make arrangements to accommodate their absence. Employees are expected to report for work whenever the
court schedule permits.

An employee who serves as a juror shall turn over any compensation received for the employee’s service to the

employer, excluding mileage and expenses. The employer will pay the employee for the hours the employee
would normally have been scheduled to work.

V. Court Testimony

If employees have been subpoenaed to testify as employees of TCCC they will be paid for time related to
testifying.

The subpoena must be shown to the employee's supervisor immediately after it is received so that operating

requirements can be adjusted where necessary to accommodate the employee's absence. The employee is
expected to report for work whenever the court schedule permits.
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W. Voting Leave Reference MN Statute 204C.04

You are allowed reasonable paid time off to vote in any state or national election. You are encouraged to vote
before or after work, if possible, to avoid disruption to the agency’s operations.

If you do take work time off to get to the polls, you must notify your supervisor and arrange a reasonable time
based on your department’s needs.

X. Bone Marrow / Organ Donor Leave Reference MN Statute 181.945 and 181.9456

TCCC will grant paid leaves of absence to an employee who seeks to undergo a medical procedure to donate
bone marrow or an organ or partial organ to another person.

The combined length of the leaves shall be determined by the employee but may not exceed 40 work hours
for each donation, unless agreed to by TCCC.

TCCC will require verification by a physician of the purpose and length of each leave requested by the
employee for organ donation.

If there is a medical determination that the employee does not qualify as an organ donor, the paid leave of
absence granted to the employee prior to that medical determination is not forfeited.

TCCC will not retaliate against an employee for requesting or obtaining a leave of absence under this policy.

Y. Inclement Weather

TCCC encourages employees to use good judgment in their efforts to report to work during severe weather.
Any employee deciding not to report to work during severe weather must notify their supervisor as soon as
practicable and may use any available vacation time for the absence if allowed pursuant to TCCC’s vacation
policy.

Z. Longevity Pay

TCCC recognizes the value that stable employees play in the overall success of an organization. TCCC
provides longevity pay to employees who reach the following employment benchmarks:

Years of Service Longevity Pay
5 or more years $50.00 per month
10 or more years $65.00 per month
15 or more years $80.00 per month
20 or more years $95.00 per month
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SECTION4 EMPLOYEE CONDUCT & AGENCY RULES

A.

Employee Code of Conduct

TCCC employees work for our communities and the public in general and are ambassadors of the agency.
Employees will provide services in a friendly and professional manner.

TCCC expects of its employees unfailing honesty, respect for the dignity and individuality of human beings
and a commitment to professional and compassionate service. TCCC subscribes to the following principles
as outlined in the American Corrections Association Code of Ethics and Standards of Conduct.

1.
2.

3.

o N

10.

11.

12.

13.

14.

15.

16.

17.

18.

Employees shall respect and protect the civil and legal rights of all individuals.

Employees shall treat every professional situation with concern for the welfare of the individuals
involved and with no intent to personal gain.

Employees shall maintain relationships with colleagues to promote mutual respect within the profession
and improve the quality of service.

Employees shall make public criticism of their colleagues or their agencies only when warranted,
verifiable and constructive.

Employees shall respect the importance of all disciplines within the criminal justice system and work to
improve cooperation with each segment.

Employees shall honor the public’s right to information and share information with the public only to
the extent permitted by law subject to individuals’ right to privacy.

Employees shall respect and protect the right of the public to be safeguarded from criminal activity.
Employees shall refrain from using their positions to secure personal privileges or advantages.
Employees shall refrain from allowing personal interest to impair objectivity in the performance of duty
while acting in an official capacity.

Employees shall refrain from entering into any formal or informal activity or agreement which presents
a conflict of interest or is inconsistent with the conscientious performance of duties.

Employees shall refrain from accepting any gifts, services or favors that is or appears to be improper or
implies an obligation.

Employees shall clearly differentiate between personal views/statements and views/statements/positions
made on behalf of TCCC.

Employees shall report to appropriate authorities any corrupt or unethical behaviors in which there is
sufficient evidence to justify review.

Employees shall refrain from discriminating against any individual because of any protected class status
(i.e. race, sex, creed, national origin, religion, age, disability) or any other type of prohibited
discrimination under state, federal or local law.

Employees shall preserve the integrity of private information; they shall refrain from seeking
information on individuals beyond that which is necessary to implement responsibilities and perform
their duties. Employees shall refrain from revealing non-public information unless expressly authorized
to do so.

Employees shall make all appointments, promotions and dismissals in accordance with established civil
service rules, applicable contract agreements and individual merit, rather than furtherance of personal
interests.

Employees shall respect, promote and contribute to a workplace that is safe, healthy and free of
harassment in any form.

TCCC employees shall not accept gifts, fees, loans, entertainment or favors from inmates, inmate family
members, suppliers, contractors, consultants or others which obligates or induces them to compromise
their responsibilities to negotiate, inspect, purchase or contract with the best interest of TCCC in mind.
This does not prohibit receiving gifts of nominal value that meets all standards of MN gifting and
conflicts of interest laws.
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B. Off-Duty Responsibility

The assistance of the general public, criminal justice agencies and our own staff members is important in
ensuring public safety through offender supervision.

Employees who come into contact with persons currently under supervision status by the Probation
Department or by the Corrections Center are not expected to take responsibility for the whereabouts or
activities of clients during non-working hours.

However, when employees become aware of an offender violation of any corrections rules, they will note
information as to the date, time and place they observed the violation and report it to the appropriate office as
soon as possible.

Employees will NOT approach or confront the offender. They will exercise all precautions normally used
during work hours in handling any such situations, including but not limited to calling on law enforcement for
assistance.

Whenever possible, the appropriate supervisor will provide feedback to the reporting employee regarding the
use of the information given.

C. Sexual and Other Harassment

TCCC maintains a zero-tolerance policy towards harassment of any kind against employees, the general
public and/or offenders/residents under the agencies care, custody and/or supervision. TCCC is committed to
providing a work environment that is free of discrimination and harassment.

Actions, words, jokes, or comments based on an individual's sex, sexual orientation, race, color, creed,
national origin, age, religion, pregnancy, disability, marital status, familial status, status with regard to public
assistance, genetic information, veteran status, membership or activity in a local human rights commission or
any other legally protected characteristic will not be tolerated.

As an example, sexual harassment (both overt and subtle) is a form of employee misconduct that is
demeaning to another person, undermines the integrity of the employment relationship, and is strictly
prohibited.

Any employee who believes they have experienced unlawful harassment or any other type of concerning
incident should promptly report the matter to his or her supervisor. If the supervisor is unavailable or the
employee believes it would be inappropriate to contact that person, the employee should immediately contact
the Executive Director or any other member of management.

Employees can raise concerns and make reports without fear of reprisal. Retaliation against an employee
who has complained about harassment or retaliation against employees for cooperating with an investigation
of a harassment complaint is prohibited and will not be tolerated.

Harassment involving offenders/residents, general public, vendors, independent contractors or other
employees is covered by this policy.
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Sexual Harassment is any suggestion (express or implied) that any person’s promotion, employment,
compensation or treatment is in any way contingent upon or related to an employee’s participation in or
rejection of conduct of a sexual nature. Harassment also includes unwelcome sexual advances, requests for
sexual favors, sexually motivated physical contact or other verbal or physical conduct or communication of a
sexual nature when:

a.  Submission to the undesirable conduct or communication is made a term or condition, either explicitly
or implicitly, of an individual’s employment.

b.  Submission to or rejection of that conduct or communication by an individual is used as a factor in
decisions affecting that individual’s employment.

c. That conduct or communication has the purpose or effect of substantially interfering with an
individual’s employment or creates an intimidating, hostile or offensive work environment.

Other Harassment includes unwelcome, hostile or discriminatory behavior or remarks directed at members
of any classes protected by law. Any comments or behaviors which create a hostile or intimidating working
environment and any actions which adversely base an employee’s employment conditions or advancement on
his or her membership in any protected class will not be tolerated.

Sexual harassment of an offender, inmate or resident shall be defined using standards set forth in 42 USC
15601-09 (Prison Rape Elimination Act):

a. Repeated and unwelcome sexual advances, requests for sexual favors or verbal comments, gestures or
actions or a derogatory or offensive sexual nature.

b. Repeated verbal comments or gestures of a sexual nature to an inmate, offender or resident by a staff
member, contractor or volunteer, including demeaning references to gender, sexually suggestive or
derogatory comments about body or clothing or obscene language or gestures.

An investigation will be initiated in response to any observed or reported harassment. Anyone engaging in

sexual or other harassment will be subject to disciplinary action, up to and including termination of
employment.

D. Occupational Requirements and Functional Assessments

TCCC shall establish occupational requirements for positions within the agency that require significant direct
contact with adult offenders and/or adolescents in an institutional or community setting. The established
occupational requirements shall indicate minimum physical standards needed to perform established job
duties. Occupational requirements will be identified in position descriptions.

Job Applicants
TCCC will require applicants who have received a conditional offer of employment for designated positions

within the agency to undergo a functional assessment. Functional assessments will be completed to ensure
that applicants are able to meet the minimum occupational demands of certain positions within the agency. If
the conditional offer of employment is withdrawn, TCCC will notify the applicant of the reason for the
withdrawal.
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Return-To-Work

TCCC may require current employees to undergo a functional assessment if they have missed work due to
injury, illness, surgery or other prolonged absence or if reasonable suspicion exists which indicates the
employee is incapable of meeting the minimum occupational requirements.

If an employee is unable to meet the minimum established occupational requirements of their position, the
employee shall not be allowed to return-to-work unless alternative arrangements (such as temporary change
in post assignment) are made and approved by their supervisor. All alternative arrangements made to
accommodate a return-to-work shall be reported to the Executive Director within 24 hours or the next
business day.

TCCC reserves the exclusive right to adjust post assignments and/or workload requirements to best meet the
needs of the agency, limit scheduling and operational disruptions and meet the established occupational
requirements for the position.

Testing
TCCC shall contract with an agency of their choosing for purposes of conducting the functional assessment

for job applicants and establishing baseline requirements for identified positions.

TCCC has established minimum occupational requirements for the following positions

NWRCC Correctional Sergeant STS Crew Leader
NWRCC Corrections Officer RRVJC Youth Counselor

Costs
TCCC shall be responsible for costs associated with functional assessments for the following:

= Job applicants as a condition of employment;
= Current employees who sustain a work-related injury; and
= Employer initiated reasonable suspicion testing.

Refusal to Participate

An employee or job applicant has the right to refuse to complete the functional assessment. Refusing to
complete the functional assessment will be treated as a failure to comply with TCCC policy and may result in
withdrawal of a job offer or not being permitted to return to work. Missed work due to non-compliance with
policy would be viewed as an unapproved absence resulting in disciplinary action up to and including
termination of employment.

Privacy of Assessment Results

An employee or job applicant has the right to request and receive from TCCC a copy of the functional
assessment results. Functional assessment results and other information acquired as a result of this testing are
private and will not be disclosed by TCCC to another employee or to third party individuals, government
agencies or private organizations without written consent of the employee or applicant being tested.
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E. Alcohol and Drug Use Testing Policy

Purpose
In order to comply with federal law and “The Minnesota Drug and Alcohol Testing in the Workplace Act”,

Minnesota Statutes 181.950 to 181.957, and because TCCC recognizes that alcoholism and other drug abuses
and dependencies are significant problems in society and that these problems have the potential to cause
severe effects in the workplace, TCCC adopts this policy.

Definitions

Work-related Alcohol and other Drug Abuse

Is defined as the use of mood altering drugs, including, but not limited to all forms of alcohol, narcotics,
depressants, stimulants, hallucinogens, marijuana or the use of prescription drugs when resulting behavior
or appearance adversely affects work performance.

Adversely Affects Work Performance

Means changed behavior, which may limit an employee's ability to safely and effectively perform job
duties or poses a threat to the safety of the employee or others and/or if the employee's condition or
behavior presents the appearance of unprofessional or irresponsible conduct as determined by the
supervisor or department head.

Under the Influence

Shall be determined to be present if the employee is perceptibly impaired; has impaired alertness,
coordination, reactions, responses or effort; if the employee's condition or behavior presents the
appearance of unprofessional or irresponsible conduct as determined by the supervisor or department
head.

Controlled Substance
Means those substances whose distribution is prohibited or controlled by regulation or statute including,
but not limited to, narcotics, depressants, stimulants, hallucinogens or cannabis.

Mood-Altering Drugs
Means substances, which may change behavior, and which may limit an employee's ability to safely and
effectively perform job duties or poses a threat to the safety of the employee or others.

Safety-sensitive Position
Means a job, including any supervisory or management position, in which an impairment caused by drug
or alcohol usage would threaten the health or safety of any person.

Scope
This policy is applicable to all employees of TCCC and shall be enforced by TCCC to the fullest extent

possible.

Reporting to Work Under the Influence

No employee shall report to work or be on call while under the influence of alcohol, marijuana, prohibited or
controlled substances, or other drugs, which affect the employee's alertness, coordination, reaction, responses,
judgment, decision-making or safety.
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Operation of Machinery Under the Influence

No employee shall operate, use or drive TCCC’s equipment, machinery or vehicles while under the influence
of alcohol, marijuana, prohibited or controlled substances, or other mood-altering drugs. Nor may any
employee operate, use or drive their own equipment, machinery or vehicle on county business while under the
influence of alcohol, marijuana, controlled substances or other mood-altering drugs. Every employee is under
an affirmative duty to immediately notify his/her supervisor if he/she or any other employee is not in
appropriate mental or physical condition to operate, use or drive TCCC’s equipment on county business.

Prohibited or Controlled Substances

During work hours, while on TCCC’s premises, or wherever work-related TCCC’s work is being performed.
No employee shall manufacture, distribute, dispense, possess, sell or use any prohibited or controlled
substance, including marijuana, except as medically prescribed and directed with the following exceptions:

1.  When the prohibited act is performed by an employee in accordance with department policy, and such
use or possession is necessary in connection with the supervision of offenders/residents.

2. When an employee is taking medically authorized drugs or other substances, which may affect job
performance, as defined in the definitions above, the employee is under an affirmative duty to notify the
appropriate supervisor of the employee's temporary inability or impairment of ability to perform job
duties.

During an employee's work hours, or while on TCCC’s premises, no employee shall use, possess, or transfer
alcoholic beverages, with the following exceptions:

1.  Consumption, possession, sale or purchase of alcohol when authorized by TCCC’s Administration
under separate statutory or executive agency authority.

2. Possession of alcohol while in an employee's personal vehicle on TCCC’s premises in compliance with
applicable statutory requirements.

Additionally, employees shall not participate in these activities during rest breaks, during training events,
lunch breaks, during overtime work or immediately before or during any other instance of compensable time.

Disciplinary Action Related to Prohibited or Controlled Substances

Engaging in off-duty sale, purchase, transfer, use or possession of illegal controlled substances may have a
negative effect on an employee's ability to perform the job. In such circumstances, the employee will be
subject to discipline in employment in addition to any other criminal sanctions.

Notification

Supervisor or designee shall notify the Executive Director of TCCC when he/she has reasonable suspicion to
believe that an employee may have illegal drugs in the employee's possession at work or on TCCC’s
premises.

Disciplinary Action Related to Alcohol

Employees are advised that in any situation subsequent to the intake of alcohol where the employee must
continue conducting TCCC’s business, any employee engaged in TCCC’s business whose performance is
affected by the ingestion of alcohol shall be subject to possible discipline, up to and including discharge or
the requirement of satisfactory participation in a drug assistance or rehabilitation program.
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Employee Reporting Requirements

Pursuant to the requirement of the Federal Law and the Minnesota Drug and Alcohol Testing in the
Workplace Act, Minnesota Statutes 181.950 to 181.957, all TCCC’s employees, as a condition of
employment, will agree to abide by the terms of the policy.

Non-Discrimination

TCCC’s policy on work-related substance abuse is nondiscriminatory in intent and application. However, in
accordance with Minnesota Statutes, Chapter 363A, disability does not include any condition resulting from
alcohol or other drug abuse, which prevents an employee from performing essential functions of the job or
creates a direct threat to property or the safety of individuals.

Alcohol and Drug Testing

In order to carry out TCCC’s commitment to an alcohol and drug-free workplace, TCCC reserves the right to
require that applicants and employees submit to testing in accordance with the provisions of Minn. Stat.
181.950 — 181.957. This policy represents the notice required under Minnesota Statute and will be provided
to all applicants and employees who are requested to undergo testing.

Who May be Subject to Testing

Job Applicants
TCCC may require that all applicants who have received conditional offer of employment for a particular

position be tested. If the offer of conditional employment is subsequently withdrawn, TCCC will notify
the applicant of the reason for withdrawal.

Random Testing

TCCC may require employees in safety-sensitive positions to undergo testing on a random selection basis.
Once the random testing has been made, TCCC will not waive the selection of any employees identified
through the random process.

TCCC identifies the following as Safety-sensitive Positions

Executive Director Deputy Director Jail Administrator
Lieutenant/Asst Jail Administrator = Correctional Sergeant Correctional Corporal
Transportation Officer Classification/Disciplinary Officer = Corrections Officer
Program Coordinator Correctional Case Aide STS Crew Leader

Adult Basic Education Teacher ABE Para Professional RRVJC Program Director
RRVJC Caseworker Youth Counselor Chief Probation Officer
Deputy Chief Probation Officer Career Agent Senior Probation Agent
Probation Agent Transition Worker/Agent Associate Probation Agent

The Executive Director shall determine if newly created positions are Safety-sensitive and shall be indicated
in the position description.
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Reasonable Suspicion Testing
TCCC may require an employee to be tested if the Executive Director of TCCC reasonably suspects that the
employee is:

= Under the influence of drugs or alcohol;

= Has violated TCCC written work rules prohibiting drug and alcohol use, possession, sale or transfer;

= Has sustained or caused another employee or 3 party to sustain personal injury; or

= Has caused a work-related accident or was operating machinery, equipment or vehicles involved in a
work-related accident.

In order for “reasonable suspicion” to exist, there must be a basis for forming a belief that testing is justified
based on specific facts and rational inferences drawn from those facts.

Treatment Program Testing

TCCC may require an employee to be tested either when the employer has referred the employee for
Chemical Dependency Treatment or Evaluation or when the employee is participating in such a treatment
program under an employee benefit plan. The employee may be required to undergo testing without advance
notice during the evaluation or treatment period and for up to two years following the completion of a
treatment program.

Conducting the Testing

Consent
All persons to be tested will be required to complete and sign the “Employee Alcohol and Drug Testing
Consent Form”. Each form must also be witnessed by a designated person within TCCC.

Refusal to Participate

An employee or job applicant has the right to refuse testing. However, a refusal of testing will be treated as a
failure to comply with TCCC policy and may result in withdrawal of a job offer or disciplinary action up to
and including termination of employment.

The Laboratory
The laboratory selected to perform testing must be certified by the National Institute on Drug Abuse (NIDA),
the College of American Pathologist (CAP), or the New York State Department of Health.

Test Results

a. Negative Test Results (passed tests): Individuals who test negative on an initial drug or alcohol test will
be given written notice of the test result within three working days after TCCC is notified of the result.
Likewise, individuals who test negative on a confirmatory test taken after a positive initial test will be
given written notice of the test result within three working days after TCCC is notified of the result.
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b. Positive Test Results (failed tests): A confirmatory test will automatically be performed on all samples
that result in a positive test result on an initial test. Individuals who test positive on the confirmatory test
will be notified in writing of the test result and of the right to explain the result, including any over-the-
counter or prescription medications they have taken within three working days after TCCC has been
notified of the result. Individuals who wish to provide explanatory information regarding their positive
confirmatory test result may do so using the “Notification of Positive Alcohol and/or Drug Test Result &
Request for Retest” form within three working days after receiving notice of the positive test result.

Individuals who wish to have a retest of their confirmatory test must notify the Executive Director of
TCCC in writing of their intention to have a retest within five working days after being notified of the
confirmatory test result. Person requesting a confirmatory retest is required to complete and sign the
“Notification of Positive Alcohol and/or Drug Test Result & Request for Retest” form and is responsible
for the cost of the retest.

c. Right to Test Result: An employee or job applicant has the right to request and receive from TCCC a copy
of the test result report on any drug or alcohol test.

Costs
All costs related to alcohol and drug testing will be paid by TCCC, with the exception of confirmatory retests,
which must be paid for by the employee or job applicant requesting the retest.

Disciplinary Action in Response to a Positive Test

Interim Disciplinary Action

TCCC reserves the right to transfer an employee with a positive test to another position at the same rate of
pay or to temporarily suspend the employee pending the outcome of the confirmatory test (and if requested
the confirmatory re-test) if TCCC believes that it is reasonably necessary to do so to protect the health and
safety of the employee, co-employees or the public. An employee who is suspended without pay will be
reinstated with back pay if the confirmatory test or re-test is negative. In the case of job applicants, a positive
initial test result must be verified by a confirmatory test before a conditional offer of employment will be
withdrawn.

First Failed Test — Discharge/Withdrawal of Job Offer

TCCC will not discharge an employee if the employee tests positive on a confirmatory test and the positive
confirmatory test was the first such result. TCCC may, however, discharge an employee for whom a positive
confirmatory test is the first such result where:

1.  The employee is given an opportunity to participate in, at the employee’s expense or pursuant to
coverage under an employee’s benefit plan, a drug or alcohol counseling or rehabilitation program; and

2. The employee has either refused to participate in the counseling or rehabilitation program or has failed
to successfully complete it. The type of counseling or rehabilitation program in which an employee
participates will be determined by TCCC after consultation with a certified chemical use counselor or
physician trained in the diagnosis and treatment of chemical dependency.

TCCC reserves the right to withdraw a conditional offer of employment from a job applicant who tests
positive on a confirmatory alcohol and/or drug test.
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First Failed Test — Discipline
TCCC reserves the right to take any other disciplinary action short of discharge if deems warranted in the
event an employee tests positive on his or her first confirmatory test.

Second Failed Test

TCCC reserves the right to discharge an employee who tests positive on a confirmatory test and who has
previously had a positive confirmatory test result. This action may be taken without first referring the
employee to a chemical dependency counseling or rehabilitation program.

Privacy of Test Result

a. Test results and other information acquired as a result of the testing program are private and confidential
information and will not be disclosed by TCCC or the testing laboratory to another employee or to third
party individuals, government agencies, or private organizations without written consent of the employee
or applicant being tested.

b. Evidence of a positive test result on a confirmatory test, however, may be used in an arbitration
proceeding pursuant to a collective bargaining agreement, an administrative hearing, or a judicial
proceeding, provided the information is relevant to the hearing or proceeding. Such evidence may also be
disclosed to any federal agency or other unit of the United States Government as required under federal
law, regulation or order. Evidence of a positive test result on a confirmatory test may also be disclosed to
a substance abuse treatment facility for the purpose of evaluation or treatment.

c. TCCC will provide an employee with access to information in the employee’s file relating to positive test

result reports and other information acquired in the testing process, as well as conclusions drawn from or
actions taken based upon such information.

F.  Attendance and Punctuality

To maintain a safe and productive work environment, TCCC expects employees to be reliable and punctual
for scheduled work. Absenteeism and tardiness place a burden on other employees and on TCCC.

In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled,
they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.
Poor attendance and tardiness are disruptive. Either may lead to disciplinary action up to and including
termination of employment.

G. Dress Code Policy

Maintaining an appropriate personal appearance is the responsibility of every employee and requires
exercising good judgement in regards to situationally appropriate attire.

Department Heads and Supervisors are responsible for holding employees accountable for choosing attire
appropriate for the work being performed. All employees should dress in a manner that is neat, clean and
appropriate to job responsibilities and expresses respect for their role and their clients.

Employees will abide by the following dress code for each department, which supports the public safety
mission of TCCC.
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Uniformed Employees

Employees who work in adult or juvenile facilities will be provided uniforms (reference collective bargaining
agreements). Uniforms will be worn during all duty hours; will be properly fit; will be worn in good
condition and shirts will be buttoned/tucked in appropriately and patches/badges/name tags correctly
attached.

Employees will not wear jewelry or other items of clothing that distract from the uniform or present a danger
to physical activity required in their position. Sweaters can be ordered at cost in the Administration Office.
Collarless t-shirts of an appropriate color can be worn under uniform shirts.

Employees are responsible for maintenance of uniforms and equipment in their care. All badges, uniforms,
uniform patches and other equipment remain the property of TCCC and will be turned into the
Administration Office at termination of employment.

Any and all of the above replacement costs will be charged to employees who do not return them prior to end
of employment.

Non-Uniformed Employees

Staff may dress in a manner conducive to their job duties and schedule for the day. Staff are encouraged to
dress professionally and appropriately. This would include dress based on their religious belief, disability,
cultural identity, gender identity or other factors which could influence appearance in the workplace.

Staff are expected to exercise sound judgement and dress appropriately per the guidelines that follow.

For Example:
= A staff member in the office all day seeing clients may choose to wear dark denim, professional top

such as a collared shirt or sweater and professional shoes.

= A staff person “in the field” visiting clients could also wear dark denim, a professional top and
appropriate shoes.

= A meeting at a state government agency or outside agency could warrant more professional dress
attire.

= Court and County Board appearances always require professional attire.

1.  Dark denim/jeans are never appropriate for professional meetings outside of the agency.
For example:
= Court
= Public meetings
= Appearing in front of the Board, legislature, etc.
= Some meetings with other agencies and trainings (on or off-site)

2. Guidelines for acceptable jeans/denim:
= Jeans/denim should be dark in color (dark blue, black), white, tasteful trending or fashion colors.
= Jeans/denim cannot be faded, worn, ripped, dirty, contain visible logos or words.
= Jeans/denim should be clean and wrinkle free.
= Jeans/denim should fit appropriately and never be excessively tight, excessively loose or sagging.
= Lighter color washes of blue jeans are acceptable on Fridays only.

3. Shirts, tops or sweaters worn with jeans should conform to fit professional casual standard at a
minimum and fit appropriately.
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4.  Subdued patterned or solid colored leggings may be worn when the accompanying top covers both the
front and back of the person to mid-thigh. Accompanying tops may include dresses, sweaters, shirts or
blouses.

5. Subdued patterned or solid colored capris may be worn with accompanying tops that may include
sweaters, shirts or blouses.

6.  Open toed shoes and sandals that are professional in appearance are acceptable.
7. The following clothing items should not be worn at work:

= Worn out shoes.
= Athletic/tennis shoes (unless moving, cleaning, in client’s homes or for medical reasons or on

Fridays).
= Beachwear type sandals / flip flops.
= Slippers.

= Clothing with graphics, sayings or advertisement.

= Sweatshirts.

= Shorts or overalls.

= Hats, beanies, baseball caps (approved for line staff in facilities), logo caps unless medically
necessary or for religious reasons. Hats are not to be worn in the office but can be worn out of the
office on work time, such as during field visits when appropriate to do so.

= Halter tops, inappropriate neck lines, spaghetti tops or dresses unless worn with a sweater or jacket.

= Revealing clothing (bare midriffs, short skirts, tube tops, etc.)

» Yoga pants, athleisure, athletic wear apparel, unless for medical reasons. Athletic type jackets or
zip-ups would be acceptable on casual Fridays.

= Pajama pants or any type of lounge wear.

8. If an employee chooses to wear denim/jeans, they must keep a professional change of clothes in the
office should a situation unexpectedly arise where they need to present professional.

The responsibility for appropriate dress and appearance lies with the employee. Supervisors will monitor
consistency and professionalism within their respective departments and review the dress code policy with
new hires and coach employees on any inappropriate attire.

Staff may be asked to go home to change if they are not adhering to the dress code policy.
If after two incidences of ignoring the dress code/insubordination, staff may be subject to disciplinary action.
The Executive Director and supervisors maintain the right to exercise full discretion regarding professional

attire beyond the specifics already addressed in this policy.

Dress, grooming and personal cleanliness standards contribute to the morale of all employees and affect the
business image TCCC presents to the community and to clients.

During working hours, employees are expected to present a clean and neat appearance and to dress according

to the requirements of their position. Consult your supervisor or department head if you have questions as to
what constitutes appropriate attire.
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H. Smoking / Tobacco

In keeping with TCCC’s intent to provide a safe and healthful work environment and complying with the
Minnesota Clean Indoor Air Act (MCIAA), smoking and other tobacco products are prohibited throughout
the workplace.

The MCIAA defines smoking as inhaling, exhaling, burning or carrying any lighted or heated cigar, cigarette,
pipe or any other lighted or heated product containing, made or derived from nicotine, tobacco, marijuana or
other plant intended for inhalation. This definition includes carrying or using an activated electronic delivery
device.

This policy applies equally to all employees.

l. Phone and Mail Systems

Employees are to practice discretion in using company telephones when making local personal calls.
Employees will be required to reimburse TCCC for any charges resulting from their long distance personal
use of the telephone. Employees who abuse use of the telephone may be disciplined or discharged.

The use of TCCC paid postage for personal correspondence is not permitted.

To ensure effective telephone communications, employees should always use the approved greeting and
speak in a courteous and professional manner. Please confirm information received from the caller, and hang
up only after the caller has done so.

Greeting
When answering outside line: "Good morning Corrections Center (or appropriate department)".

Voice Mail

Voice mail service is available to employees as a convenience and resource for work place and personal
communications. Voice mail should be checked daily in order to give prompt attention and response to
callers.

Internet
Employer reserves the right to inspect hardware, software and messages at any time.

Employees have no expectation of privacy when using TCCC hardware, software, phones, cell phones,
laptops, tablets or any other company equipment.

J. Cellular Phone

TCCC recognizes that cell phones have become an important piece of safety equipment and a management
tool needed to meet our mission. For these reasons, some positions, as determined by the Executive Director,

may be required to carry a cell phone during the performance of their duties.

Employees required to carry a cell phone shall be provided with an agency issued cell phone and TCCC shall
be responsible for the cost of maintaining the phone and any necessary cellular and data plans.
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In limited circumstances, employees required to carry a cell phone may be permitted to use their personal cell
phones for TCCC business and submit for reimbursement in the amount of $25.00 per month.

Employees requesting to use their personal cell phones will be required to download mobile management
software programs and work-related applications at the direction of their supervisor.

Cell-phones which are lost or stolen and are used for agency business must be immediately reported to a

supervisor. Supervisory staff will notify the IT Department and arrange for the contents of the phone to be
remotely wiped to ensure the integrity of government data.

K. Equipment and Vehicles

Equipment and vehicles essential in accomplishing job duties are expensive to purchase and maintain. When
using property, employees are expected to exercise care, perform required maintenance and follow all
operating instructions, safety standards and guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective or
in need of repair. Prompt reporting of damages, defects, and the need for repairs could prevent deterioration
of equipment and possible injury to employees or others.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles can result
in disciplinary action up to and including termination of employment.

L. Electronic Communication & Internet

TCCC is committed to protecting TCCC’s employees, partners and Polk County from illegal or damaging
actions by individuals, either knowingly or unknowingly.

Internet related systems, including but not limited to computer equipment, phones, cell phones, laptops,
tablets, software, operating systems, storage media, network accounts providing electronic mail, internet
browsing and File Transfer Protocol (FTP), and all other related equipment are the property of TCCC and
Polk County.

These systems are to be used for business purposes in serving the interests of TCCC and of our clients and
customers in the course of normal operations.

Personal electronic devices owned by employees may be attached to TCCC’s network if Department Head(s)
and IT Staff agree to allow such personal devices to be attached to the network and if all the guidelines in the
TCCC Technology Acceptable Use Policy for all Employees are met.

Users of TCCC and Polk County computers, equipment, internet connections, email and phone systems have
no right and cannot have any expectation to privacy with respect to such usage.

For further information and details, reference the TCCC Technology Acceptable Use Policy for all
Employees form.
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M. Use of Agency Credit Card

Purpose
The purpose of this policy is to provide detailed user information to those employees who have been

approved by the Regional Corrections Board to do business for TCCC in the name of TCCC.

Scope
In accordance with Minnesota Statute 375.171 whereby a County Board may authorize the use of credit cards

by an officer or employee authorized to make purchases on behalf of the county, the Regional Corrections
Board allows the use of a credit card to facilitate business by authorized employees as outlined below.
Employees are personally liable for unauthorized purchases.

Authorization
Regional Corrections Board approval is required for authorized use of credit cards issued by TCCC.

The following position list is an all-inclusive list of those individuals currently authorized.

Executive Director Deputy Director

Administrative Accountant Juvenile Center Program Director

Administration/Business Office Clerk 11 — same card as Administrative Accountant

Employees required to use a TCCC owned vehicle are authorized to use credit card in vehicle to purchase
gasoline and/or oil as needed for the agency owned vehicle

Controls
= A credit limit as set by the Regional Corrections Board shall exist on each card.
= All receipts must be turned into the Administration Office before payment occurs.
= Lost cards will be reported to the Deputy Director and canceled immediately by him/her.

Eligible Uses of Credit Cards

= Guarantee rooms for conferences and/or meeting attendance.

= Purchasing lodging and meal expenses while attending meetings or training sessions by persons
authorized by Executive Director.

= Purchasing supplies and/or materials when purchase is more time and cost efficient than if purchased
by voucher.

= Gasoline/oil for agency owned vehicles.

= Credit cards may NOT be used for:

o Personal purchases/cash advances
Gratuities on meals, services
Gasoline for any personal vehicle
Alcoholic beverages

o O O
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Employee utilizing the credit card for personal purchases will be responsible for payment and may result in
disciplinary action, criminal prosecution or other civil/administrative penalties. Ineligible uses of the credit
cards will be brought to the attention of the Executive Director immediately.

Reconciliation

It is the personal responsibility of each employee to submit the proper receipts within three (3) days of
returning to the office to avoid having to pay additional service fees. If the employee fails to submit the
receipts or is negligent in turning them in, which results in a service charge being applied to the amount due,
the Executive Director may take disciplinary action including withdrawal of authorization of credit card use.

N. Visitors in the Workplace

To provide for the safety and security of the general public, employees and the facilities, only TCCC
authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects private and confidential information,
safeguards employee welfare and avoids distractions and disturbances.

Family and friends of employees are not allowed in any non-public areas of the building without Department
Head approval or notification. Employees will be called to meet any visitor outside their work area.

All visitors should enter through main building entries. Authorized visitors will receive directions or be
escorted to their destination. When accompanied by agency employees, visitors may enter the buildings
through employee entrances. Employees are responsible for the conduct and safety of their visitors.

O. Visitor Attire

Conservative clothing is required for all ages. Clothing must cover the upper body to include shoulders,
upper and lower back, midriff and cleavage.

Staff have the authority to refuse admission to anyone whose attire violates the visiting dress code. On a
case-by-case basis and at the discretion of staff, the visitor may be allowed to leave the facility in order to
change clothing and return for a visit without penalty.

Additional guidelines include, but are not limited to:
= See-through clothing, sheer fabric material, sleeveless clothing and clothing with holes or lace that
would expose any part of skin is prohibited,
= Tight or form fitting clothing that is revealing is prohibited;

= All pants, jeans or slacks must be worn at waist level,
= All skirts and dresses must cover the knee when seated.

P.  Recycling

TCCC supports environmental awareness and encourages employees to recycle. Please check with your
supervisor for recycling options that are available.
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Q. Badges and Identification

Departmental badges and identification designate the bearer as a duly authorized employee operating under
the authority of TCCC. Personnel authorized to carry a departmental badge are expected to use it responsibly
and professionally and to guard against its loss or misuse.

Departmental badges and identification will only be used by an employee in the performance of their official
duties. An employee may be subject to appropriate disciplinary action and/or possible criminal sanctions for
any unauthorized use.

Selling, loaning, giving, or transferring a badge to another person is a violation of Federal Law (HR4827,
Law#106-547; Enhanced Federal Security Act of 2000).

Use of the badge to solicit special treatment or material advantage is a violation of departmental policy and is
subject to disciplinary action.

An employee who is issued a badge may be held financially responsible for the cost of replacing that badge if
it is lost or damaged due to gross negligence.

Custodian of Badges
The Executive Director shall be the custodian of all badges and shall maintain physical control of all unissued
badges. Additionally, as custodian of badges the Executive Director shall:

= Keep unissued badges in a secure locked storage area;

= Issue and control new and returned badges;

= Order new badges when supply is low;

= Maintain a numerical record of all badges by classification. Record must contain badge number,
name of employee issued the badge and the date the badge is issued or returned;

= Notify the Polk County Sheriff of all lost or stolen badges; and maintain a record of all lost or stolen
badges.

= Employees who are personally issued a departmental badge must first complete a review of the TCCC
Employee Handbook and sign an Acknowledgement of Receipt of Badge form.

Procedure for Issuing Badges
The custodian is responsible for issuing badges to employees hired or promoted into alternate classifications.
The custodian shall also issue badges to employees to replace badges that are lost, damaged or stolen.

Badge Number Use

Each badge is uniquely identified by a number. The badge number will be utilized by the employee as their
radio call sign when communicating with dispatch. Additionally, all agency reports requiring signature shall
include badge number following the signature.

Care of Badges
Badges shall be cleaned with a soft cloth and a mild, non-abrasive cleaner, such as glass spray cleaner or
liquid soap. Badges shall never be cleaned with jewelry polish, brass cleaner, abrasives or harsh chemicals.

Lost or Stolen Badges / Identification
It shall be the responsibility of anyone to whom a badge is issued to notify their supervisor immediately of the
loss or theft of his/her badge or identification card.
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A report must be submitted by the employee to the appropriate law enforcement agency for lost or stolen
badges. (If the jurisdiction in which the loss occurred is unknown, the report should be submitted to the Polk
County Sheriff’s Office.) The employee is to obtain a copy of said report.

The employee must complete an Incident Report and submit it along with a copy of the law enforcement
report, through his/her supervisor. The incident report must contain: badge number, date lost/stolen, location
of loss/theft and the circumstances of the loss/theft.

The Executive Director shall review the incident report, police report and any additional information provided
by the employee or supervisor and prepare a cover memo recommending whether or not the employee should
be held responsible for the replacement cost of the badge.

The custodian will make an appropriate entry in the badge log, forward a Lost/Stolen Badge Notification to
the Sheriff, retain a copy for the custodian’s records and issue a replacement badge.

Return of Badge to Custodian

The employee will, on termination of employment and prior to completion of the last working day, return the
badge and identification to his/her immediate supervisor. This procedure shall also apply when the employee
has been transferred to another department within the organization or to a position within the department in
which the employee is not authorized to carry a departmental badge. The immediate supervisor shall
personally return the badge to the custodian.

Under no circumstances are the badge and case to be returned to the custodian via inter- or intra-departmental
mail.

Failure to return a departmental badge upon termination / resignation of employment may be referred to the
Polk County Attorney’s Office for criminal theft charges.

Identification cards shall also be returned to the immediate supervisor, who will personally return it to the
Administrative Assistant.

Inventory
All badges and identification cards will be inventoried once each year via an Annual Audit.

All department supervisors will cooperate in accomplishing the inventory to ensure all badges are accounted

for or that appropriate action is taken in the event any badges are missing. Any badges determined to be
missing will be referred to the Executive Director for follow-up with the involved employee.
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SECTION 5 PAYROLL & EXPENDITURE REIMBURSEMENT

A. Timekeeping

Accurately recording time worked is the responsibility of every nonexempt employee. Federal and state laws
require TCCC to keep an accurate record of time worked in order to calculate employee pay and benefits. Time
worked is all the time actually spent on the job performing assigned duties.

Employees will accurately record their workday on the provided time sheets. Overtime work must always be
approved before it is performed, unless the overtime occurs outside of regular business hours or a supervisor is
unavailable.

Altering, falsifying, tampering with time records or recording time on another employee's time record may
result in disciplinary action up to and including termination of employment.

It is the employee's responsibility to sign their time records to certify the accuracy of all time recorded. The
supervisor will review and then initial the time record before submitting it for payroll processing.

In addition, if corrections or modifications are made to the time record, both the employee and the supervisor
must verify the accuracy of the changes by initialing the time record. If employee is not available to initial time
sheet before processing, changes will be highlighted by supervisor and copy given to employee for signature at
their return.

All time sheets must be turned in to their Supervisor on the 20th of each month for payroll submittal.

B. Overtime / Compensation Time
For Non-Collective Bargaining Unit Employees —

Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and hour
restrictions. Exempt employees are not eligible for overtime or comp time. Overtime pay is based on hours
worked.

*  All overtime or comp time will require prior approval by the supervisor and will be compensated at 1.5 times the
rate earned.

=  Employees shall accumulate no more than (10) hours of comp time per pay period. Comp time earned must be
taken within 90 calendar days or will be paid as over-time.

=  All accrued comp time shall be utilized within the calendar year or will be paid as over-time.
*  Comp time will be documented with the signature of the employee and the supervisor on time sheets each month.

= Supervisors shall not allow employees to work more than (40) hours in their 7-day work cycle unless it is a
documented and unavoidable incident/need or emergency.
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Overtime
Hours paid at 1.5 times the regular hourly rate of pay and earned by working more than 40 hours in an
employer defined 7-day work cycle.

Comp Time
Hours earned at the rate of 1.5 hour for each worked hour over 40 in an employer defined 7-day cycle and

compensated as time off instead of paid time.

Non-Exempt Employees Include the Following Positions

Administrative Accountant Probation Career Agent
Financial Worker Senior Agent
Secretary Clerk II Probation Agent
Secretary Clerk 111 Associate Probation Agent
Program Coordinator Transition Agent / Transition Worker
Correctional Case Aide Sr. Caseworker / Caseworker
ABE Program Coordinator / Teacher STS Crew Leader
ABE Para Professional SUD Project Coordinator
C.  Payroll

Federal and state laws require TCCC make certain deductions from each employee's compensation. Among
these are applicable federal, state and local income taxes. TCCC matches the amount of Social Security and
Medicare taxes paid by each employee.

At the end of each pay period, TCCC will provide each employee an earnings statement that documents the
following information:

Employee name Total hours worked during the pay period

Rate of pay - Deductions -

(i.e. shift differential, salary, etc) (i.e. federal & state taxes, PERA, HAS, VEBA, health insurance, etc)
Allowance claimed for authorized meals Gross pay for the pay period

Net pay after all deductions Date pay period ended

Agency’s telephone contact Agency’s name & main address

TCCC offers benefits / plans beyond those required by law. Eligible employees may voluntarily authorize
deductions from their paychecks to cover the costs of participation in these benefits / plans, such as retirement
savings, dental insurance, etc.

In the event you believe there is an error in your compensation or deductions, please bring the discrepancy to
the attention of the Administration office for review and necessary corrections.
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D. Minnesota Wage Disclosure Protection Law Notice Reference MN Statute 181.172

Under the Minnesota Wage Disclosure Protection Law, employees have the right to tell any person the amount
of their own wages.

In accordance with MN Statute 181.172 TCCC may not:

= Require non-disclosure by an employee of his or her wages as a condition of employment;

= Require an employee to sign a waiver or other document which purports to deny an employee the
right to disclose the employee’s wages; or

= Take any adverse employment action against an employee for disclosing the employee’s own wages
or discussing another employee’s wages which have been disclosed voluntarily.

TCCC cannot retaliate against an employee for disclosing the employee’s own wages. An employee’s remedies

under the Wage Disclosure Protection Law are to bring a civil action against TCCC and/or file a complaint
with the Minnesota Department of Labor and Industry.

E. Breaks and Meal Periods Reference MN Statute 177.253 and 177.254

Employees earn breaks of 15 minutes in length, or enough time to utilize the nearest convenient restroom, for each
four consecutive hours worked.

Any employee who is working for six or more consecutive hours shall be provided with one meal period of 30
minutes in length. Supervisors will schedule meal periods to accommodate operating requirements. Employees
will be relieved of all active responsibilities and restrictions during meal periods and will not be compensated
for that time.

Employees may elect to waive their 15-minute breaks in exchange for a one-hour lunch. Corrections Officers,

Youth Workers and STS Crew Leaders are not allowed to leave their posts during lunch; therefore, their lunch
is provided, and time is included in their workday.

F.  Breaks for Nursing Mothers Reference MN Statute 181.939

TCCC will provide nursing mothers reasonable unpaid break time to express milk for their infant child(ren).
The break time must, if possible, run concurrently with any break time already provided to the employee.

Nursing mothers are encouraged to discuss the length and frequency of breastfeeding breaks with their
supervisors or the Executive Director.

To ensure privacy, nursing mothers will be provided a private room, other than a restroom, with access to an
electrical outlet to express their milk.

TCCC will not retaliate against an employee for asserting rights or remedies under this policy.
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G. Travel Expenses

TCCC will reimburse employees for reasonable business travel expenses incurred while on assignments away
from their normal work location. The employee must choose the most efficient means of transportation
available, taking both cost and time factors into consideration. All business travel must be approved in advance
by the immediate supervisor and arrangements made through the Administration Department.

With prior approval, employees on business travel may be accompanied by a family member when the presence
of'a companion will not interfere with successful completion of business objectives and an employee’s personal
vehicle is being used. Generally, employees are also permitted to combine personal travel with business travel,
as long as time away from work is approved. Additional expenses arising from a family member accompanying
an employee is the responsibility of the employee.

Employees will submit expense voucher reimbursement requests, along with receipts, to their department
supervisor or designee. Expenses will be itemized by date, activity, miles driven, meals and description of other
expenses incurred. Department supervisors will forward approved expense voucher reimbursement requests to
Administration for payment at the next Regional Corrections Board (RCB) meeting.

Abuse of this travel expense policy, including falsifying expense reports to reflect costs not incurred by the
employee, can be grounds for disciplinary action up to and including termination of employment.

When an employee is required to use commercial transportation (air, taxi, rental car, etc.), the employee shall
be reimbursed for the actual expenses of transportation authorized. Reasonable gratuities may be included in
commercial travel costs. Rental car use requires pre-authorization by the Executive Director.

Travel advances may be considered on an individual basis and must be authorized by the Executive Director
and submitted to the RCB for payment. The request for an advance will include an itemized statement of
anticipated need.

Out-of-State (exclusive of Eastern ND) will only be allowed when necessary to conduct core agency business,
such as in reference to contracts, as a member of a professional work related organization or specialized training.
All travel shall have written approval of the Executive Director and shall be the most cost efficient/reasonable
mode available. Airfare will be purchased at coach rate and lodging costs shall be reasonable and when
allowable at government rate. Expense limits for meals will follow the “Meal Reimbursement” policy.

Employees who incur expenses for lodging shall be allowed actual reasonable costs in addition to the actual
cost of meals while away from their home station, up to the maximum stated in the meal reimbursement section
of this policy. An employee shall be reimbursed for baggage handling.

H. Mileage

When an agency vehicle is not available and an employee is required to use his/her personal automobile to
conduct authorized business, the agency shall reimburse the employee at the current IRS reimbursement rate per
mile on the most direct route.

If an agency owned vehicle is available, the supervisor may require an employee to use the agency vehicle to
conduct agency business or the employee may be reimbursed at 66.6% of the current IRS reimbursement rate per
mile for use of their personal vehicle.
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Actual payment of toll charges and parking fees shall be reimbursed. An employee shall not be required to
carry vehicle insurance coverage beyond that required by law. In order for an employee to receive mileage
reimbursement, they must provide a copy of their vehicle insurance to the Administration Department on an
annual basis.

When an employee does not report to their permanent work location during the day or conducts business travel
before or after reporting to their permanent work location, the allowable mileage shall be:

1. The lesser of the mileage from the employee's residence to the first stop or from their permanent work
location to the first stop, whichever is less.

2. All mileage between points visited on agency business during the day.

3. The lesser of the mileage from the last stop to the employee's residence or from the last stop to their
permanent work location, whichever is less.

The mileage reimbursement rate is intended to cover the cost of gasoline, maintenance costs and any damage

to the vehicle that may occur. TCCC is not responsible for damage to personal vehicles used for work
purposes.

L Meal Reimbursement

Employees assigned to be in travel status between the employee’s temporary or permanent workstation and a
field assignment shall be reimbursed a meal stipend rate, not actual cost, based on the destination and time
away under the following conditions:

1. Breakfast - Reimbursements may be claimed only when the employee is on assignment away from his/her
home station in a travel status overnight or departs from home in an assigned travel status before 6:00 a.m.

2. Noon Meal - Reimbursement may be claimed only when the employee is on assignment, over fifty (50)
miles from his/her temporary or permanent work station, with the work assignment extending over the

normal meal period.

3. Dinner - Reimbursement may be claimed only when the employee is away from his/her home station in a
travel status overnight or is required to remain in a travel status until after 7:00 p.m.

TCCC shall utilize the per diem rates established by the U.S. General Services Administration (USGSA) for
determining meal reimbursement amounts.

Per diem rates established by the USGSA can be accessed at:

https://www.gsa.gov/travel/plan-book/per-diem-rates

When prior approval has been granted by the Executive Director, special expenses such as registration or
conference fees, banquet tickets or meals incurred as a result of business shall also be reimbursed.

Reimbursement for meals not requiring an overnight stay shall be paid through payroll using Form MR-92.
Employees must turn in Form MR-92 monthly with their timesheet to their supervisor for approval.
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SECTION6 SAFETY

A. Workplace Accident & Injury Reduction Program (AWAIR) & Safety Committee

To assist in providing a safe and healthful work environment for employees, volunteers and contractors,
TCCC has established a Workplace Accident & Injury Reduction Program (AWAIR) as well as a Safety
Committee encompassed of agency employees.

Tri-County Community Corrections’ (TCCC) overall safety goal is to proactively work to reduce injuries and
illnesses. TCCC encourages a safe, injury free working environment and encourages all employees to
participate in injury and illness reduction activities to improve safety in all the departments. The ultimate
goal for TCCC is to minimize the number of personal injuries.

TCCCs” AWAIR Program has components that apply to all TCCC employees and consists of:

Roles & responsibilities for employees, volunteers and contracted individuals

Methods for identifying, analyzing & controlling hazards

Process to implement Safe Operating Procedures (SOP)

Communication to ensure employee awareness of safety rules, hazards & reporting protocol and
correction work procedures

Accident Reporting & Investigation and Near Miss Management

TCCCs’ Safety Committee has many responsibilities such as:

Identify Safety Committee goals

Meet quarterly to evaluate employee accident reports and near injuries
Review employee safety concerns

Recommend agency wide safety trainings

Disseminate correct safety practices to employees

Recognize employees for submitted safety concerns

Conduct department safety inspections

To better address Safety Concerns in the workplace, the Safety Committee asks you to submit a
Safety Comment/Suggestion to identify your concern and provide a suggestion(s) on how to resolve the
safety issue.

Safety Comments/Suggestions may be submitted by two methods.

Complete a Safety Comment/Suggestion form and place it in the “Safety Comment/Suggestion Box”
located in (3) locations:

o Administration / Probation work area

o NWRCC Jail Staff Breakroom

o RRVJC Residential Area

Complete an electronic form and email it to TCCCSafetyCommittee@co.polk.mn.us

Please contact your department supervisor if you are interested in becoming a Safety Committee member.
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SECTION7 MISCELLANEOUS

A. Satellite Office Locations

TCCC maintains satellite offices in Ada, East Grand Forks, Mcintosh (or other East Polk location) and Red
Lake Falls.

In order to meet office or departmental demands, TCCC may designate a satellite office as the primary office
location for an employee.

Satellite office locations can be utilized by all Probation employees; however, due to the limited size of office

spaces, use of the Red Lake Falls, East Polk and Ada satellite offices should be scheduled to occur at a time
when the impact to the Agent primarily assigned to that office can be avoided or significantly limited.

B. Personnel Committee

The Regional Corrections Board will appoint eight (8) persons to serve on the Personnel Committee. The
purpose of the committee will be to study, review and make recommendations to the Regional Corrections
Board on personnel issues such as:

Employee benefits (i.e. - insurance, vacation amount etc.).

Reviews of agency salary schedule, pay equity status.

Employee requests for reclassification of positions for salary purposes.
Personnel policies for agency.

Recruitment and hiring for supervisory positions.

®o0 o

The committee will consist of representatives from four different groups, three commissioners, the agency
director, one supervisor and three non-supervisory employees serving four-year terms.

Each year one of the four groups will rotate out one member, and a new member will be appointed by the
Regional Corrections Board. Additional staff may be asked to work with the committee and provide
information or coordination.

Committee will meet at least once per year with additional meetings as required to complete committee work.

Minutes of all committee meetings will be provided to the Regional Corrections Board at their regular
meetings and will be available to employees.
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C. Special Achievement Awards

Special awards or recognition may be approved by the Regional Corrections Board for employees who have
demonstrated exemplary job performance and who have in some manner accomplished tasks far beyond the
expected job duties.

Nominations for special achievement awards may be made by supervisors or the Executive Director and shall
include a description of the activity or act, which forms the basis for the recommendation.

D. Staff Meetings
Staff meetings shall be conducted monthly by each department of TCCC and policies concerning scheduling

will be established by supervisors. Employees may be required to attend regular staff meetings or training
sessions as a condition of employment.

SECTIONT7: 2



	9bb66bab-0995-4170-b733-8003715be559.pdf
	An employee may use personal sick leave benefits provided by the employer for absences due to an illness of or injury to the following members of the employee’s family:
	 Employee’s child, including foster child, adult child, legal ward, child for whom the employee is the legal guardian or child to whom the employe stands or stood in loco parentis (in place of a parent);
	 Spouse or domestic partner;
	 Sibling, step-sibling or foster sibling;
	 Biological, adoptive or foster parent, step-parent or a person who stood in loco parentis when the employee was a minor child;
	 Grandchild, foster grandchild or step-grandchild;
	 Grandparent or step-grandparent;
	 Child of a sibling of the employee;
	 Sibling of the parents of the employee;
	 Child-in-law or sibling-in-law;
	 Any of the family members listed above of an employee’s spouse or registered domestic partner;
	 Any other individual related by blood or whose close association with the employee is the equivalent of a family relationship;
	 Up to one individual annually designated by the employee.
	An employee’s use of sick and safety leave benefits for the following reasons are limited to a maximum of 160 hours in any 12-month period:
	 A family member’s mental or physical illness, injury, health condition or preventive care;
	 Absence due to domestic abuse, sexual assault, or stalking of the employee or employee’s family member;
	 Closure of the employee’s place of business due to weather or other public emergency or an employee’s need to care for a family member whose school or place of care has been closed due to a weather or other public emergency;
	 The employee’s inability to work or telework because of health concerns or awaiting results of test related to the potential transmission of a communicable illness related to a public emergency;
	 When it has been determined by the health authorities or by a health care professional that the employee or a family member of the employee would jeopardize the health of others because of exposure to communicable disease.
	This paragraph does not apply to absences due to the illness or injury of a spouse, domestic partner, or minor child (under 18 years of age or under age 20 who is still attending secondary school and including stepchild, foster child, legal ward, chil...
	For purposes of this section, "personal sick and safety leave benefits" means time accrued and available to an employee to be used as a result of absence from work for reasons described above, but does not include short-term or long-term disability or...
	N. Transfer of Sick Leave Between County Agencies

	TCCC Employee Handbook - Section 5 - Payroll & Expenditure Reimbursement, November 2025.pdf
	SECTION 5 PAYROLL & EXPENDITURE REIMBURSEMENT

	TCCC Employee Handbook - Section 3  Benefits and Services - Formatting Fixed.pdf
	SECTION 3 BENEFITS & SERVICES




