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PURPOSE AND SCOPE

To establish a nmethod to fairly conpensate County enpl oyees
when any natural, technol ogi cal or hunman-caused energency or
di saster requires a State of Local Energency Decl aration by
the Board of County Conmi ssioners and/or when nornal County
operations are suspended.

DEFI NI TI ONS AND REFERENCES

PERSONNEL POLI CI ES AND PRACTI CES ADOPTED BY THE BOARD COF
COUNTY COWM SSI ONERS ON SEPTEMBER 07, 1999

APPLI CABI LI TY

This procedure is applicable to all regular Lake County Board
of County Comm ssion enpl oyees, as defined in the Policies and
Practices Section 9, “Enployee Status,” with the exception of
contract enployees and those covered under a collective
bar gai ni ng agreenent. Additionally, this procedure is
applicable to both FLSA nonexenpt and exenpt enployees.
During an energency or disaster, enployees may be tenporarily
assigned to duties other than the essential functions of their
position and/or assigned to work at different job sites and/or
different job shifts.

PROCEDURES

1. The County Manager (or designee) wll initiate this
procedure when deened necessary upon the declaration of a
State of Local Emergency by the Board of County
Commi ssioners and/or when normal County operations are
suspended.

2. Upon determnation by the County Manager (or designee) that
this procedure be deactivated, enployees wll be required
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to return to their normal duties and responsibilities, and
paynment of additional energency or disaster conpensation
will cease.

Enpl oyees normal |y schedul ed to work who are instructed not
to report to work will receive full pay for that particular
wor kday, in accordance with item 4.

The County Manager (or designee) may direct enployees not
to report to their regular job assignnents, and nmay grant
themup to five (5) days of wages (Emergency Admnistrative
Leave) per event. During this period, these non-energency
essential enployees should nonitor local radio and
television stations for information and instructions, and
when directed, report back to their regular job
assignnents. If this is not possible, then said enpl oyees
will be expected to check with their supervisor by whatever
nmeans necessary.

Enpl oyees on schedul ed approved | eave during activation of
this Emergency/ Di saster Conpensation procedure shall not
receive the Energency Adm nistrative Leave defined in
Nunber 4 above. Enpl oyees returning fromapproved | eave as
schedul ed during the activation of this procedure and not
required to respond shall be conpensated for schedul ed work
hours using Energency Adm nistrative Leave as defined in
Nunber 4 above.

Each departnent director shall identify those positions
that are required to work during the tine the County has
suspended operations and/or during a declared energency.
Departnment directors shall ensure that enpl oyees are aware
of their individual responsibilities by conmunicating and
notifying themof their emergency work assignnment by June 1
of each year. These responsibilities may include
reassi gnment to another job function and/or Departnent or
Division. Al efforts will be nade to assign individuals
to duties according to their respective know edge, skills,
abilities and physical capabilities.

Those enployees identified in Nunber 6 above who are
required to work when County operations are suspended
and/ or during an energency shall report to the worksite
and, if necessary, be prepared to stay for an extended
period of tinme. Enployees who fail to conply or report to
work  when scheduled or sumoned, wi t hout prior
authorization of their Division Director or Departnent
Director, may be subject to discipline, up to and including
term nation. Wth prior authorization from his/her
Division Director or Departnent Director, an enpl oyee who
is unable to report to work will be conpensated in the same
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manner as other enployees not assisting during the
enmergency (supported by a physician’s statenent). Requests
by enpl oyees to be excused from work must be arranged in
advance of the enmergency or, in the case of unforeseen
ci rcunstances, reported to the appropriate authority as
soon as possible prior to the beginning of the enployee’s
work shift.

Personnel not required for the direct support of their
respective work sites should be identified and encouraged
to sign up for support functions such as the Citizens’
Action Line, Message Center, etc. The Public Safety
Departnment will coordinate the County responder effort for
enpl oyees identified by their departnents as non-energency
essenti al enpl oyees. Addi tionally, these non-energency
essenti al enpl oyees who have signed-up to assist during an
enmergency will now be considered as required to work when
County operations are suspended and/or during an emergency
shall report to the worksite and, if necessary, be prepared
to stay for an extended period of tinme. Enployees who fai
to conply or report to work when schedul ed or summoned,
wi t hout prior authorization of their Division Director or
Departnment Director, may be subject to discipline, up to
and including termnation. Wth prior authorization from
his/her Division Director or Departnent Director, an
enpl oyee who is wunable to report to work wll be
conpensated in the sanme manner as other enployees not
assi sting during the energency (supported by a physician’s
statenent). Requests by enpl oyees to be excused from work
must be arranged in advance of the energency or, in the
case of unforeseen circunstances, reported to the
appropriate authority as soon as possible prior to the
begi nning of the enployee’s work shift.

Emer gency essenti al and non-energency essential personnel,
both assigned and those who have signed up to assist
support functions, wll be conpensated as follows (this
does not apply to fire shift personnel):

a. Non-exenpt (hourly, overtine eligible) enployees shal
be paid at a rate of two tinmes (2x) base straight pay
for all hours worked during the declared energency
conditions and for all hours worked outside their
normal work hours until normal County operations are
re-established or five (5) days, whichever is |ess,
and after such tine the enployee’'s pay will revert to
regul ar pay.

b. Exenpt enpl oyees, excluding the County Manager, Deputy
County  Manager, Assi st ant County  Manager and
Departnment and O fice Drectors, shall be paid
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additional hourly pay equal to their hourly salary
rate for all hours worked during the declared
enmergency conditions and for all hours worked outside
their normal work hours until normal County operations
are re-established or five (5) days, whichever is
| ess, and after such time the enployee’'s pay wll
revert to regul ar pay.

c. Enployees who have been required to work other than
their normal hours and report to work and are told
they are not needed for the day will be paid a m ni num
guarantee of three (3) hours straight tinme pay.

d. The County Manager (or designee) can authorize
additional overtime or admnistrative |eave for any
wor k outside of the guidelines described above.

e. These pay procedures apply to each distinct energency
si tuation.

10. It is the responsibility of each Departnment Director and
Division Director to verify and record hours worked by
their subordi nates. Reporting of actual hours worked,
whet her for regular duty, or in an energency function
and the wages received is crucial to docunentation
required by local, State, and Federal governnent
rei mbur senent procedures.

11. Lake County recogni zes that enployees have personal and
famly responsibilities that may conflict with the
obligation to fulfill their job requirenents during
hazardous weather or state of |ocal energency. When
evacuation of personal residences is required, enployees
will be permtted and expected to nmake arrangenents for
their famlies like any other citizen, including the use
of authorized shelters. In the case of single parent
enpl oyees, enployees with spouses who also have job
obligations during hazardous weather or a |ocal energency
and whose pre-arranged child care and/or elderly care
becones i naccessi bl e, Lake County will attenpt to provide
such services during the hours in which the enployee is
required to work until the enployee can arrange for
alternative care.

V. RESERVATI ON OF AUTHORI TY

The authority to issue and/or revise this procedure is
reserved to the County Manager
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Cndy Hall, Interim County Manager



Nunber : LC 36
Approved: 06/ 02/ 05
Page: 6



	LAKE COUNTY     PROCEDURE 

