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DEFINITIONS

Allocation: The assignment of a position to its appropriate class and salary grade.

Anniversary Date: The date of an employee's most recent selection in-grade or promotional
salary increment.

Appeal: A request by an employee for review by the Director of Human Resources of an
employee complaint.

Applicant: An individual who has completed and submitted an application for employment with
the County.

Appointing Authority: County Officials who have the authority to appoint individuals to
positions in the County service.

Appointment: The act of an Elected Official assigning a person to a County position under their
authority and supervision.

Break in Service: Any separation from employment with the County of Erie whether by
resignation, layoff, dismissal, unsatisfactory service, disability, retirement, loss of job
requirements, or absence without leave for three (3) days or more followed by subsequent
re-employment. An authorized leave without pay shall not be considered as constituting a break
in service.

Candidate: A person or employee who has applied for a position and who has had his/her
application approved and thus has been entered on the appropriate eligibility list.

Certification of Eligibility: Process of verifying and confirming that an applicant meets the
minimum qualifications required for a position.

Class: A group of positions which are sufficiently alike in general duties and responsibilities to
warrant the use of the same title, specifications and salary grade and/or range.

Class Series: A number of classes of positions which are substantially similar as to the types of
work involved and differ only in rank as determined by the importance of the duties and degree
of responsibility involved and the amount of training and experience required. Such classes
constitute a series.

Class Specification: A written description of a class containing the title of the position, a general
statement of the duties and responsibilities, examples of the typical duties performed, and

minimum qualification requirements.

Classification Plan: See position classification plan.



Compensation: The rates of pay which have been established for the respective classes of work,
as set forth in the pay plan.

Compensation Plan: See Pay Plan.

Compensatory Leave: Time off in lieu of monetary payment for overtime worked.
Complaint: A formal written expression by an employee of dissatisfaction.

County Official: An official appointed to a top-level position of Erie County Government.

Demotion: Assignment of an employee from one class to another which has a lower maximum
rate of pay.

Department Director: Director of any department in the Administrative Departments and the
Court Departments, and the Elected Officials who head departments: The Sheriff, Coroner, Clerk
of Records, Controller, and District Attorney.

Disability: The condition of an employee when, due to physical or mental conditions, he/she is
unable to perform the duties of his/her job adequately.

Dismissal: Separation from County employment during the probationary period.

Elected Official: Any person elected to hold office by receiving a majority of the votes cast by
the eligible voters of Erie County or the eligible voters of their respective districts.

Eligible Candidate: A candidate for a position who has successfully met required minimum
qualifications for a particular class.

Eligibility List: The list of qualified candidates for a class.

Employee: An individual who is legally employed by the County in a capacity as defined by one
of these definitions:

1. Probation Employee: Employees who are employed with the understanding that they
will become regular employees upon successfully completing a probationary period of
ninety (90) calendar days of service.

2. Regular Full-Time Employee: An employee who is regularly scheduled to work 7.0, 7.5
or 8.0 hours per day (35.0, 37.5 or 40.0 hours per week).

3. Regular Part-Time Employee: An employee who is regularly scheduled to work less
than 35.0 hours per week.



4. Temporary or Seasonal Employee: An employee who is hired for specified period, a
specified task or program that has a termination date that may or may not be identifiable.

5. Per Diem Employee: An employee who is hired by the day for a certain period or for an
open ended period.

Employment Selection: The act of assigning a County position to a person who has accepted an
offer of such from the County.

Examination: The process of testing, evaluating or investigating the fitness and qualifications
of applicants.

Grade: A level in the pay schedule with a common pay range for all classes assigned thereto.
Hire Date:
I. Original Hire Date — The date an individual becomes an employee either on a regular or

temporary basis.

2. Permanent Hire Date - The date an employee becomes a permanent part-time or
full-time employee of the County. Fringe benefits are predicated on permanent hire date.

Incumbent: An employee occupying a position in County employment.

Immediate Relative: Wife, husband, son, daughter, mother, father, brother, sister, aunt, uncle,
either by blood or through marriage.

Jurisdiction: The limits within which authority may be exercised.

Lateral Transfer: A permanent change in status from one position to another within the same
class or pay range.

Lay-off: Separation of an employee from a position to which he/she was legally selected for as a
result of the abolition of a position, lack of work or lack of funds.

Leave Time: An approved absence from work.
Overtime: Time worked by an employee in excess of his/her normal working hours.

Part-time Employee: An individual who is assigned a work day of less than seven (7) hours per
day or less than thirty-five (35) hours per week.

Pay Plan: The official schedule of pay adopted by County Council assigning pay ranges
consisting of minimum, intermediate and maximum rates of pay for all classes of positions.

Pay Range: The salary schedule from minimum to maximum assigned to a class of positions as
the compensation for that class.



Pay Rate: A specific dollar amount expressed as an annual rate, monthly rate, a semi-monthly
rate, a bi-weekly rate, or an hourly rate.

Policy: An overall plan of management embracing the general goals.
Position: A job or office held by a single employee, which may be vacant or occupied.

Position Classification Plan: The official grouping of all class specifications adopted by
County Council.

Probationary Period: The working test or trial period of employment beginning with the date
of employment selection to a particular position and lasting for an officially designated period.

Promotion: Assignment of an employee from one class to another which has a higher
maximum rate of pay.

Qualified: Judged to have met the minimum requirements or precedent conditions for a specific
task or position.

Resignation: The termination of employment made at the request of an employee.

Reviewer: The supervisory official who is required to conduct performance evaluations for all
employees under his/her immediate supervision.

Separation: Leaving a position via resignation, layoff, dismissal, unsatisfactory service,
disability, death or retirement or unauthorized absence of three (3) or more days.

Suspension: An enforced leave of absence without pay for disciplinary purposes or pending
investigation of charges made against an employee.



THE COUNTY OF ERIE HUMAN RESOURCES CODE

Section 1 Title

This ordinance and all amendments thereto provide for the Human Resources policies
and procedures as required by Article VII, Section 1 through 5 of the Erie County Home Rule
Charter and shall be known as the Human Resources Code of Erie County. The requirements of
the Human Resources Code shall be binding upon all Erie County employees.

Section 2 Purpose

The purpose of this Code is to establish a system of uniform Human Resources policies
and procedures for the County of Erie.

Section 3 Scope of Code

The scope of the Code includes Human Resources policies and procedures required by
Article VII, Section 1-C of the Erie County Home Rule Charter, which are as follows:

A. Policies and procedures providing for job classification of all appointed county
positions, based on duties, necessary qualifications, authority and responsibility of
each position, with adequate provisions for reclassification of any position whenever
warranted.

B. Policies and procedures providing for a Pay Plan and pay policies for all County
positions. The pay plan for bargaining employees will be in accordance with the

applicable duly ratified labor agreement.

C. Policies and procedures governing methods for determining the merit and
qualifications of candidates for appointment or promotion.

D. Policies and procedures regulating reduction in force.

E. Policies and procedures governing disciplinary measures such as suspension,
demotions or discharge, with provisions for presentation of charges.

F. Policies regulating hours of work, attendance and personal, sick, and vacation leaves.

G. Policies and procedures governing persons holding provisional, probationary, or
temporary appointments.

H. Policies and procedures governing relationships with employee organizations.
I. Policies regarding in-service training programs.

J. Policies and procedures governing employee complaints.



Section 4: Employment Benefit Eligibility

A.

A probation employee after the first thirty (30) calendar days of probation, will be eligible
to receive County Health Benefits as reflective in the Erie County Employee Handbook.
Unless stated otherwise in an applicable collective bargaining agreement, probationary
employees are not entitled to leave benefits, except for holiday pay immediately upon hire,
subject to the same eligibility requirements applicable to regular employees. If the
employee is absent 5.0 or more workdays during his/her probationary period, the probation
will be appropriately extended to reflect 90 calendar days of a continuous working status.
The department head may extend a probation period to a maximum of an additional ninety
(90) calendar days. Certain bargaining employees may have probation periods longer than
90 days. These longer probation periods pertain to job permanency or performance issues
only. Employee benefits for LTD will be effective after six (6) months.

A full-time employee is eligible for all benefits required by law and generally for other
benefits provided by the County, subject to the terms, conditions, and limitations of each
benefit program. The employee is eligible to receive County Health Benefits, at a minimal
cost, as outlined in the Erie County Employee Handbook.

A regular part-time employee may participate in the County’s group medical insurance
programs by paying a portion of the premium cost as follows:

1. Employees who are scheduled to work at least 20.0 hours per week are required to pay
25% of the cost for medical insurance.

. All regular part-time employees receive paid holidays on a pro-rata basis. Part-time

employees who work at least 20.0 hours per week will earn vacation, sick and personal
leave. Such leave entitlements will be earned on a pro-rata basis.

A temporary or seasonal employee is not entitled to any employee benefits.
A per diem employee will not be entitled to any employee benefits except if it is determined
that he/she will be working 1000 hours or more in a calendar year, he/she will be obligated,

via Pennsylvania law, Act 96, to participate in the County’s pension program.

Regular full-time employees on FMLA or other unpaid leave must continue to pay their
mandated portion of insurance premium payments.
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Section 5:

Responsibilities of County Council, the County Executive, the Erie County

Courts and Elected Officials

The following description of responsibilities is intended to establish a clear understanding
of the role that each branch of government plays in the Human Resources management system:

A. The Responsibilities of County Council in Human Resources matters:

1.

County Council through the budgetary process may create, alter, combine and
abolish county departments and positions.

Through the budgetary process, to establish the total budget for Human Resources
for each program and department.

To ratify or reject the salary range for each class of positions.
To establish the compensation of the Director of Administration, Director of
Finance, Director of Human Resources, County Solicitor and assistants, Public

Defender and assistants, County Clerk and Council staff.

To appoint, suspend, remove and supervise the County Clerk and other Council
staff.

To adopt amendments to the Human Resources Code.
To ratify negotiated labor contracts.

To approve the appointment of members of Boards and Authorities as required by
law.

B. The Responsibilities of the County Executive in Human Resources matters:

1.

2.

4.

To appoint, suspend, or remove any employee under his/her jurisdiction.

To appoint or recommend for appointment members of Authorities, Boards and
Commissions as required by law.

To supervise, either directly or through subordinate employees, the administration
of all County departments, Administrative units, Boards, Commissions, agencies

and offices, except as otherwise provided by the Charter.

To approve negotiated labor agreements.

C. The Responsibilities of the Erie County Courts in Human Resources matters:

Consistent with Article V, Section 10 of the Pennsylvania Constitution, granting the Courts
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with the sole authority to appoint staff as may be necessary and proper for the prompt and
proper disposition of the business of all Courts and Magisterial District Justices, the Court
of Common Pleas in Erie County shall:

1.

Properly staff and supervise all offices and departments under the jurisdiction of
the 6™ Judicial District of Pennsylvania.

Make all staffing, policy, and Human Resource determinations for the Courts under
the sole discretion of the President Judge and District Court Administrator. Wage
and salary determinations shall be made in accordance with the Pay Plan outlined
in Section 9 of this document.

Hire, discharge, discipline, supervise and utilize all court employees and positions
consistent with the Laws, and the policies of the Unifies Judicial System,
Administrative office of Pennsylvania Courts, and the Supreme Court of
Pennsylvania.

D. The Responsibilities of Elected Officials in Human Resources matters:

Section 6:

1.

To hire employees for employment within their respective jurisdiction, provided,
however, that such employees are compensated in accordance with the pay policies
and procedures as established in Section 9 of this Code.

To direct and utilize all employees within their respective jurisdiction.
To discipline, suspend or terminate according to the procedures of the Human

Resources Code and any disciplinary policy established for conduct of County
employees.

Responsibilities of the Director of Human Resources

The Director of Human Resources shall:

A. Develop and maintain the Position Classification Plan.
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B. Develop and maintain the Pay Plan.

C. Carry out policies and procedures of the Human Resources Code.

D. Recruit and examine applicants for employment.

E. Determine qualifications of candidates for employment.

F. Certify employment applicants who are qualified and eligible for employment.
G. Develop and implement an employee performance review program.

H. Maintain attendance, vacation and sick leave records.

I. Maintain employee Human Resources, wage and salary records.

J. Certify Human Resources change and payroll authorization forms.

K. Organize and conduct training programs in cooperation with Department Directors and
Elected Officials.

L. Receive, acknowledge, record, and forward to appropriate Department Directors and
Elected Officials employees' suggestions for improving County Government.

M. Develop and administer employee benefit, insurance and retirement programs.

N. Develop and foster programs for the improvement of the employees' safety, health and
welfare.

O. Prepare and implement an Employees' Handbook which describes the provisions of the
Human Resources Code.

P. Prepare and recommend revisions and amendments to the Human Resources Code.
Q. Negotiate and administer labor agreements.
R. Submit to the County Council a quarterly statistical review of County employment.

S. Ensures county compliance with Federal and State employment and labor laws.

Section 7: Position Classification Plan

A. The Position Classification Plan shall include the following:
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1.

List of positions organized into appropriate classification; Positions which are equitable
in duties and responsibilities.

2. Position description for each job in a department.

B. The Position Classification Plan shall be approved by the County Executive upon the
recommendation of the Director of Human Resources. Upon approval by the County
Executive, the Director of Human Resources shall forward the Plan to County Council for
adoption.

C. The Position Classification Plan may be amended by the following process:

1.

Whenever there is a substantial change in the permanent job duties which may justify
a change in classification level or a department head requests a review of a position
classification under Section 7A of this Code, the Department Head will submit a written
Reclassification/New Position request form to the Director of Human Resources.
Human Resources will then conduct a review of the position’s duties/responsibilities
and classification level. If warranted a revised position description must be prepared.
If the description is accepted, the Department Head will sign and approve the job
description.

The approved revised/new job description and reclassification request form will be
reviewed with the County Executive and/or Director of Administration. Upon his/her
approval, the revised/new job description and reclassification request form will be
forwarded to County Council for adoption.

D. Employee Appeals Procedure for Job Classification:

1.

If an employee is not satisfied with a change in his/her position classification, he/she
may review it with his/her supervisor/manager.

If not satisfied with the results of this discussion, he/she may prepare a written
explanation as to the reasons for dissatisfaction and give it to his/her Department Head.

The Department Head will send his/her recommendations to the Director of Human

Resources who, within two weeks, responds to the employee indicating the action to
be taken.
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E. Position descriptions shall be kept current through the following procedures:

1.

Each time a department or bureau is to be reorganized, job descriptions for each
affected job will be drafted and submitted to the Director of Human Resources for
his/her review.

Every four years, in accordance with the bargaining agreements or sooner if warranted,
the Director of Human Resources shall conduct a review of the Position Classification
Plan to review internal equity.

If the Director of Human Resources determines that the Position Classification Plan
needs updated, he/she shall follow the process for amending the Position Classification
Plan in Section 7 C of this Code.

F. The Position Classification Plan shall be available for inspection by employees on the Erie
County employee intranet or during business hours in the Human Resources Office.

Section 8:

Pay Plan

A. The County of Erie shall maintain a pay plan based on objective job evaluations and
position classifications, which will assure internal equity within the County operations and
external comparability with pay rates and pay practices employed by other employers in
the labor markets with which the County logically compares.

B. The Pay Plan shall include a pay scale with pay grades for all positions and consist of
minimum to the maximum rates for each pay grade.

C. The Pay Plan for employees shall be as adopted by County Council and may be amended
by the following process:

1.

The Director of Human Resources shall send to members of County Council a request
for amending the pay plan and specifying the reasons for the amending.

If after two weeks from the submission of such request, the Director of Human
Resources has not received notification from any member of County Council that the
request should be denied, the Pay Plan shall be amended as proposed by the Director
of Human Resources.

Upon amending the Pay Plan, the Director of Human Resources within two weeks shall
publish the amended Pay Plan for all employees to access.
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4. If the Director of Human Resources is notified by any members of Council that the
amending change should not occur, the proposed change shall be placed on the agenda
of the next Council meeting. A majority of County Council shall determine whether
the Pay Plan is or is not amended.

D. The Pay Plan shall be available for inspection by employees and the public, under
reasonable circumstances during business hours in the Human Resources Office.

Section 9: Payv Policies/Procedures

These pay policies and procedures will apply to non-bargaining and bargaining
employees, except in situations in which there is a conflict between these policies and procedures
and a labor agreement, in which case the labor agreement will take precedent.

New Hire Pay Rates.

A. The pay rate for a newly hired employee will be the minimum rate of the employee’s
pay grade. For valid and persuasive reasons related to the candidates qualifications
beyond the minimum requirements of the position which are identified in a written
petition prepared by the supervisor or manager, and must approved by the
Department Head and the Director of Human Resources, the starting pay rate of a
newly hired employee may be increased up to 6% of the minimum rate for the pay
grade classification on the Pay Plan/Pay Schedule. A new hire rate greater than 6%
above the minimum rate must be approved by County Council. For purposes of
consideration regarding eligibility for 6% above the minimum rate, a newly hired
employee shall include external candidates as well as internal candidates for the
position.

B. A former County employee, recalled from layoff within the past two years, who is
rehired for a regular permanent full-time or permanent part-time job at an equal level
as previously held will be paid a rate equal to the pay rate he/she held on his/her
termination date. The rehire pay rate cannot be below the classification minimum or
above the maximum. Such former employees will retain the seniority earned as of
his/her termination date.

C. Permanent part-time employees must be compensated on an hourly basis equivalent
to the hourly rate established for regular full-time employees in the classification.

General Pay Increase Entitlement.

A. To be entitled to a general pay increase approved by Council an employee must fulfill
these prerequisites:
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1. Have in his/her Human Resources file a work performance evaluation
record dated within the previous two months that clearly indicates fully
competent or better work performance.

2. An employee whose pay rate exceeds the maximum of the employee’s pay
range shall receive the annual amount of the general pay increase in the
form of two cash payments; one half paid in the first pay period after
January 1 and the other half paid in the first pay period in July. Employees
must remain employed through the relevant payroll period to be entitled to
each portion of the payment.

Other Non-Bargaining Pay Rate Adjustments will be in Accordance with the Following:

A.

Lateral Transfers - Employees transferred to a job within his/her pay grade will
maintain their current rate on the pay scale.

Promotional Transfers - Employees promoted to a position in a higher pay grade will
be allocated to the appropriate pay grade and receive an increase of 6% per pay grade
promoted up to a maximum of 18% or the minimum rate of the pay grade, whichever
is the greater rate. For valid and persuasive reasons identified in a written petition
prepared by the supervisor or manager, and approved by the Department Head and
the Director of Human Resources, internal candidates may also be compensated at
6% above the minimum rate for the pay grade in accordance with Section 9 of this
code.

Demotions - Employees demoted to a position in a lower pay grade will be allocated
to the appropriate pay grade and receive a decrease of 6% per pay grade demoted up
to a maximum of 18% or to the maximum of the new pay grade, whichever is the
lower rate. Employee pay rate must be at least the minimum of the new pay grade.

. Temporary Transfer Time Limits (Non-Bargaining) - Transfers are not to exceed

three months. The Department Head may direct a written request to the Director of
Human Resources requesting an extension. The Director of Human Resources will
make a decision based on the facts outlined in the request.

Temporary Transfer Time Limits (Bargaining) — Any transfers or upgrades to higher
level classifications must be in accordance with applicable labor contracts without
exception.

Temporary Transfer Pay Rates - Employees transferred to a higher
classification will receive a 3.0% increase in rate or the minimum of the
higher pay grade whichever is greater. Temporary rate cannot exceed the
maximum pay rate of the higher pay grade.

17



Overtime Pay or Compensatory Time

A.

Overtime/Compensatory work hours must be approved by the supervisor, manager or
Department Head before they are worked.

Overtime or compensatory hours will be equitably balanced as is practical among the
employees who normally perform the work - seniority will be a secondary
consideration in such assignments.

Section 10: Employment Selection Process

The following policies shall govern the selection process of Erie County employees:

A.

Selection of all employees shall be made solely on the basis of merit and qualifications
demonstrated by validated testing procedures as applicable, performance evaluations
or other evidence of competence.

. Department Directors and First Deputies of Elected Officials serve at the pleasure of

the appointing authority.

All selections, including temporary ones, except for selections made by Elected
Officials, shall be made from a list of eligible candidates certified by the Director of
Human Resources as fulfilling the minimum requirements for the position.

Permanent employment status shall be based upon satisfactory performance of
employees during a fixed probationary period, as determined by the Employee
Handbook and/or applicable collective bargaining agreement, and subject to extension
for cause.

At any time during the probationary period, a Department Director, with approval of
the Director of Human Resources, may remove an employee if in his/her opinion the
employee is unable or unwilling to perform the duties of the position satisfactorily or
that his/her habits and lack of dependability do not merit his/her continuance in the
position.

In the interest of providing proper and reasonable protection against the negative
aspects of nepotism, the following prohibitions are established.

1. The County shall avoid hiring, transferring or promoting relatives of
employees where the probability of favoritism or conflict of interest is
significant. Favoritism or conflicts of interest are probable where an
employee is supervised directly or indirectly by a relative.

2. No relative of any Elected Official or County Employee at the level of

Director shall be eligible for County employment if the position is within
the Elected Official or Director’s chain of command.
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3. One member of an immediate family may not supervise any member of the
same family.

4. The term "relative" or "immediate family" shall mean: husband, wife, son,
daughter, brother, sister, parent, grandparent, grandchild, son in law,
daughter in law, sister in law, brother in law, parent in law, aunt, uncle,
niece or nephew.

G. Employment policies and practices shall provide for equal employment for all qualified
individuals in compliance with applicable Federal, State and/or Local law. Equal
opportunity extends to all aspects of the employment relationship, including
recruitment, selection, hiring, training, transfer, promotion, retention, demotion,
termination, layoff, working conditions, compensation, benefits, discipline and any
other terms, conditions and privileges of employment. All discrimination is prohibited
and any misconduct constituting discrimination will be subject to disciplinary action,
up to and including termination of employment. False and malicious complaints of
discrimination may also be subject to disciplinary action, up to and including
termination of employment.

H. The County of Erie recognizes that certain disparities exist with the workforce and will
strive to correct these disparities through fair and equitable employment practices and
promotion policies that are within the authority of the County.

Section 11: Job Posting and Certification of Eligible Candidates for Emplovment
Selection

A. Job Posting to Fill Job Vacancies:

1. A Department Head may fill job vacancies in his/her department by appointing an
employee within his/her department.

2. Solicitation of outside the department candidates for job vacancies: regular, full or
part-time will be via job posting.

Selection of all full and part-time positions, except for selections made by Elected Officials and
temporary selections, shall be made from a list of eligible candidates identified through the
following process:

A. The Department Director shall submit a request to the Director of Human Resources
for a list of eligible candidates to fill a vacancy.

B. The Director of Human Resources, upon receipt of such a request, shall publicize the
opening by posting announcements in the Human Resources Department, on
appropriate bulletin boards in the Court House, on the Erie County Careers website and
in such other places as the Director of Human Resources deems advisable.
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. Openings shall be announced at least ten (10) workdays in advance of the closing date
for receipt of applications.

. The job announcement shall include the position title, grade, and pay rate, as well as
the application deadline, submission method and location, qualification requirements,
and any other relevant details.

. In cases where the County experiences continuous vacancies in a given class, the
Director of Human Resources may announce the opening on a continuous basis. Such
announcements shall include all specifics required above, but shall omit a closing date.

Application shall be made on uniform forms provided by the Department of Human
Resources. Such forms shall require information covering personal data, education,
work experience, special skills and applications and physical qualifications if they are
job related. Reasonable precautions shall be taken to assure confidentiality of
information.

. The Director of Human Resources, in cooperation with the Department Directors shall
establish impartial standards for each position. They shall be used to evaluate the
qualifications of candidates.

. The evaluation of applicant qualifications will be based on posted minimum
requirements and verified through interviews, testing, relevant training and experience,
performance evaluations and/or any required physical or psychological assessments
necessary for the position.

Each candidate must meet the minimum qualifications, which shall be set for each
position by the Director of Human Resources in consultation with the employing
Director. Upon achieving such minimum qualifications, a candidate's name will be
added to the list of eligible candidates for that position.

An honorably discharged or disabled veteran who meets the minimum qualifications
for a position and who has shown proof of honorable discharge or disability shall be
given preference in the selection process according to the requirements of law.

. No applicant shall be hired without first receiving certification from the Director of
Human Resources that he/she meets the minimum qualifications for the position.

Certification shall be signed by the Director of Human Resources.

. The Director of Human Resources shall send the list of certified eligible candidates to
the appointing authority or Department Director who shall select any from the list.

. The Department Director shall notify all applicants not selected for the position.

N. All applications shall be kept on file in accordance with applicable records retention

laws.
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Section 12:  Performance Evaluation

The following policies and procedures shall govern the evaluation of employee
performance:

A.

Each employee shall have his/her performance reviewed at the end of the
probationary period and annually thereafter no more than two months prior the
anniversary of the established evaluation date. [generally January 1 or July 1 of each
year].

The purpose of employee performance reviews shall be to:
1. Offer constructive feedback on how the employee can improve his/her job
performance.

2. Assist in making decisions concerning promotions, demotions, dismissals,
order of layoff, order of re-employment, placement and training needs.

The procedure to be used in performance review shall be as follows:

1. The evaluation shall be made on a form, which meets acceptable standards
for evaluation purposes.

2. The reviewer, usually the employee's immediate supervisor, shall be
responsible for completing the form at the times prescribed.

3. The reviewer shall discuss the performance review with the employee
before the review is made part of the employee's permanent record.

Performance reviews shall be confidential and shall be made available only to the
employee involved, his/her supervisor, division head, department manager,
Department Director, Director of Human Resources and The County Executive.

An employee may appeal his/her performance review in accordance with the
following procedures:

1. If after a review of his/her performance with the reviewer the employee
feels that the review is unfair, he/she may request a meeting with the
Department Director. Upon such request, the reviewer shall immediately
forward the review to his/her Director who will arrange to meet with the
employee within five working days after receiving the review. The
employee shall be notified within ten working days of the decision made
at this meeting.

2. In the event that the employee is still dissatisfied with the decision, he/she

may within fifteen working days of the receipt of the decision appeal in
writing the performance review to the Director of Human Resources. The
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Director of Human Resources will conduct a meeting with twenty working
days after the receipt of the appeal or within ten working days following
the receipt of the investigation report from the employee’s department
head.

3. In the event that the employee is still dissatisfied with the outcome, he/she
may within fifteen working days of the receipt of the decision appeal in
writing the performance review to the Erie County Alternative Dispute
Resolution panel. The Panel shall meet within twenty working days after
receipt of an appeal. A written decision will be issued within twenty
working days to the employee, the County Executive and the Director of
Human Resources. The Panel’s decision shall be final and binding.

Section 13: Reduction of Force Policies and Procedures

The following policies and procedures shall regulate the reduction of force:

A.

Employees may be laid off because of curtailment of work, lack of funds, elimination
of services or reorganization.

Layoffs shall be made on the basis of performance. Where performance and ability
are equal, then seniority will govern.

Prior to reductions in force, the Human Resources Director shall consult with the
Department Director or appointing authority with regard to the names and job titles of
any and all permanent employees to be affected. The final decision with regard to
reductions in force lies with the appointing authority.

Permanent employees shall be notified in writing by the Director of Human
Resources of their layoff at least seven calendar days prior to the effective date of the
layoff.

A laid off employee shall receive consideration for other positions in County
Government for which he/she is qualified.

An employee who is laid off shall be entitled to payment for unused vacation and
personal days according to the applicable Human Resources policies.

Section 14: Disciplinary Measure Policies

The following policies shall govern dismissals and disciplinary action:

A. The Employee Handbook identifies the employee’s work and conduct

B.

responsibilities.
Disciplinary actions shall be fair and consistently applied.
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C. Disciplinary actions shall consist of three categories: warning, suspension and
discharge. These shall be administered in that order; however, depending on the
seriousness of the infraction, that order may be altered.

D. At least two days prior to the proposed effective date of a disciplinary action, unless
the urgency of the situation requires immediate action the Department Head or
appointing authority will give to the disciplined employee a written explanation of the
disciplinary action; a copy of this explanation will be given to the Director of Human

Resources.

E. An employee may appeal his/her disciplinary action (to include only suspension
without pay, involuntary demotion or termination) in accordance with the following
procedures:

1.

If after receipt of the disciplinary action from the supervisor, the employee
feels that the discipline is unfair, he/she may request a meeting with the
Department Director. Upon such request, the supervisor shall
immediately forward the disciplinary action to his/her Director who will
arrange to meet with the employee within five working days after
receiving the disciplinary action. The employee shall be notified within
ten working days of the decision made at this meeting.

In the event that the employee is still dissatisfied with the decision, he/she
may within fifteen working days of the receipt of the decision appeal in
writing the disciplinary action to the Director of Human Resources. The
Director of Human Resources will conduct a meeting with twenty working
days after the receipt of the appeal or within ten working days following
the receipt of the investigation report from the employee’s department
head.

In the event that the employee is still dissatisfied with the outcome, he/she
may within fifteen working days of the receipt of the decision appeal in
writing the disciplinary action to the Erie County Alternative Dispute
Resolution panel. The Panel shall meet within twenty working days after
receipt of an appeal. A written decision will be issued within twenty
working days to the employee, the County Executive and the Director of
Human Resources. The Panel’s decision shall be final and binding.

Section 15:  Hours of Work, Attendance and Leave

The following policies and procedures shall regulate hours of work, attendance and leave:

A. The workday for bargaining employees shall be determined by the applicable labor

contract.

B. For non-bargaining unit employees, the work day shall be determined by the County
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Executive and where necessary in concurrence with the appointing authority.

The department head shall review the bi-weekly time sheets submitted into the
electronic timekeeping system by employees and confirm the precise record of
attendance and reasons for absence of any employee for payroll submission.

. For bargaining unit employees, leaves shall be according to the negotiated labor

contract.

For non-bargaining unit employees, leaves shall be in accordance the Employee
Handbook. The County shall, however, not be required to buy back any leave
effective January 15, 1989 (**language as added per Ordinance Number 114, 1988,
passed by County-Council on November 22, 1988).

Any supervisor shall have the right to require proof of illness in the form of a medical
certificate from a doctor of the employer's choice if there is suspicion of abuse of sick
leave.

. Holidays with pay shall be as provided in the Union contracts for bargaining unit

employees and as established by the County Executive for non-bargaining unit
employees in concurrence with the other appointing authorities.

The Human Resources Director is authorized to establish in the Employee Handbook
specific requirements in relation to leaves, which will be in conformance with this
Human Resources Code and the respective labor contracts.

Section 16:  Policies Governing Labor-Management Relations

The following policies will govern labor-management relations:

A. The County of Erie affirms the right of County employees to join or refrain from

C.

D.

joining an organization for purposes of representation.

Every effort will be made to maintain amicable relations with bargaining unit
representatives.

Labor contracts will be adhered to.

The negotiating process shall follow those procedures established by law.

Section 17:  Policies Regarding In-Service Training Programs

A. The purpose of in-service training programs shall be to provide development
opportunities for County employees and to update employee skills.

B. The Director of Human Resources shall have overall responsibility for the development,
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administration and coordination of the in-service training program.
C. Employee Human Resources files shall be updated upon successful completion of any

employee development activities to insure maximum consideration for placements,
transfers and promotions.

Section 18: Prohibitive Actions

The following prohibitions shall be applicable to all employees:

A. No person shall willfully make any false statement, certificate, mark, rating or report
in regard to any test, certification, evaluation or appointment made under any
provision of this Code or in any manner commit or attempt to commit any fraud
preventing the impartial execution of this Code.

B. No person shall directly or indirectly give, render, pay, offer, solicit or accept any
money, service or other valuable thing for or in connection with any test for
appointment to, proposed appointment to, or proposed promotion to any County
position.

C. No person shall defeat, deceive or obstruct any person in his/her right to examination,
eligibility, certification, or appointment under this Code, or furnish to any person any
special or secret information for the purpose of affecting the rights or prospects of any
person with respect to employment.

D. No person shall use or promise to use, directly or indirectly any official authority or
influence, whether possessed or anticipated to secure or attempt to secure for any
employee an increase in pay or other advantage in employment for the purpose of
influencing the vote or political action of the employee.

E. No County Official or employee shall purchase directly or indirectly any property
sold at a private tax sale.

F. No County Official or employee shall receive any gratuity or reward from any person,
firm or corporation (other than his/her regular salary, wage, professional fee, dividend
or interest) which person, firm or corporation is interested in any contract, sale or
lease, or any proposed contract, sale or lease with, by or to the County.

G. Any County Official or County employee having a conflict of interest as defined in
the Administrative Code of the County of Erie shall immediately upon becoming
aware of such conflict, make a written declaration of such conflict to both the County
Executive and County Council. Such officer or employee shall thereafter refrain
from participating in the decision to make such contract, proposal, sale or lease. Such
official or employee shall also refrain from participating in the performance of any
such contract, proposal, sale or lease.

H. Employees of the County are prohibited from engaging in political activity during
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working hours and at all times in County offices.

I.  No person shall solicit any assessment, subscription, contribution or service, or the
promise of any assessment, subscription, contribution or service from any employee
during the employee's working hours.

Section 19: Penalty for Violating Code

County Officials or employees who willfully violate any of the provisions of this Code
including the above prohibitions may be subject to immediate dismissal.

Section 20: Amending the Code

This Code shall be considered an Ordinance of the County of Erie and may be amended by
Ordinance as provided in the Home Rule Charter and in the Administrative Code. Erie County
Council Organization and Procedures, except that, upon request of the Director of Human
Resources and concurrence of County Council, an amendment may be read and acted upon at the
same meeting.

Section 21:  Separability

If any section, sub-section, sentence, clause or phrase of this Code is held invalid or
unconstitutional by any Court of binding jurisdiction, such shall be deemed a separate, distinct and
independent provision and such holding shall not affect the validity of the remaining portion
hereof.

Section 22: Consistency with Labor Agreements

If any part of this Code provides for policies and/or procedures inconsistent with employee
union agreements, the union agreement shall prevail for those employees covered by that labor
agreement.

Section 23:  Abrogation of Directives

Upon enactment of this Code:
A. The Interim Human Resources Directive dated May 18, 1978 is null and void;
B. All other Executive Directives are hereby declared null and void.

Section 24: Effective Date

The original Human Resources Code became effective September 4, 1979. This code was
amended March 16, 1982 (Nepotism); June 23, 1993 and each year thereafter (Pay Plan for Non-
Bargaining Employees); December 4, 2001; October 22, 2002; February 13, 2007;

January 1, 2018, JANUARY 1, 2023, September 1, 2026.
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