








ST. LOUIS COUNTY BOARD POLICIES

RULES AND BYLAWS OF THE BOARD OF COMMISSIONERS

CHAPTER 1

Official controls adopted by

ord. and amendments

375.51
394.26

10 days before hearing;
once after enactment

Written notice sent to governing
bodies of towns & municipalities in
the County

Conditional use permit

10 days before hearing
in official paper and a
local paper

Incorporated area- Mail notice to all
property owners of record within
500 feet of affected property

Unincorporated area - Mail notice
to owners of record within 1/4 mile
of affected property or the 10
properties nearest to the affected
property, whichever would provide
notice to the greatest number of
owners

Variances

10 days before in
official paper and a
local paper

Mail notice to all property owners of
record within 500 feet of affected

property

All other official controls,
including subdivision and
zoning regulations

Incorporated area- Mail notice to all
owners of record within 500 feet of
affected property

Unincorporated area - Mail notice
to all property owners 1/2 mile of
affected property

Board of Equalization

274.13

Notice to taxpayers whose property
may have value raise

Land Exchange

Class B Land

94.344

Once, two weeks
before hearing

Two weeks

1.16




ST. LOUIS COUNTY BOARD POLICIES
RULES AND BYLAWS OF THE BOARD OF COMMISSIONERS
CHAPTER 1

ADA COMPLIANT MEETING FACILITIES
RESOLUTION NO. 215
April 13, 2004

RESOLVED, that all meetings of St. Louis County boards, committees, and commissions
shall be held in ADA compliant facilities, with consideration given to distance from
parking, elevators, and accessibility ramps.
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ST. LOUIS COUNTY BOARD POLICIES
ADMINISTRATION
CHAPTER 2

LEGISLATION RECOMMENDATION PROCEDURE
RESOLUTION NO. 029
January 14, 1974

RESOLVED, that all County officials and department heads, prior to submitting
their requests for the adoption of legislation affecting the County of St. Louis to the St.
Louis County Delegation, shall first submit same to the Chairman of this Board's
legislative Committee.

ST. LOUIS COUNTY OFFICIALS ORGANIZATION
RESOLUTION NO. 576
September 9, 1985

WHEREAS, the St. Louis County Department Heads informally met to establish
an organization to discuss County policy and to assist the County Board in matters
important to the County and its employees; and

WHEREAS, this organization has taken the name St. Louis County Officials
Organization; and

WHEREAS, the St. Louis County Board has requested assistance and information
from this organization; and

WHEREAS, it is important that all Department Heads participate in this
organization so that their views can be known;

NOW, THEREFORE, BE IT RESOLVED, that the St. Louis County Board
recognizes the St. Louis County Officials Organization as the source for information and
assistance needed of the collective departments of St. Louis County.

BE IT FURTHER RESOLVED, that the St. Louis County Board encourages all
Department Heads to participate in this organization.

ST. LOUIS COUNTY ADMINISTRATIVE PROCEDURE
RESOLUTION NO. 324

BOARD FILE NO. 52948

May 26, 1987

WHEREAS, it is in the best interest of the organization that the Administrative
Procedure for carrying out the provisions of the Chain of Command be formally adopted,
as on file in County Board File No. 52948, and made a part hereof;

NOW, THEREFORE, BE IT RESOLVED, that the Administrative Procedure for the
purposes of carrying out the intent of the Chain of Command is hereby approved by the
Board of County Commissioners; and

BE IT FURTHER RESOLVED, that the Clerk certify a copy of this resolution to

the County Administrator and all department heads of St. Louis County.
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ST. LOUIS COUNTY BOARD POLICIES
ADMINISTRATION
CHAPTER 2

ST. LOUIS COUNTY ADMINISTRATIVE PROCEDURE

The St. Louis County Board of Commissioners has adopted the County Administrator
form for administration of the County as authorized by Minnesota Statutes 375A.06. The
adoption of this form affects all department heads under the Board of County
Commissioners. Therefore, it is important that the Board members and staff members be
cognizant of certain procedures necessary for successful implementation of this
administrative system. The County Board is desirous of a clearly defined administrative
procedure for the following reasons:

a)
b)

c)

d)

to promote effective administrative services throughout St. Louis County

to clarify the delegation of duties authorized by Minnesota Statutes 375A.06

to allow greater accountability in the office of County Administrator while
simultaneously permitting the Board of County Commissioners of St. Louis
County to concentrate greater efforts on policy decisions

to notify all staff members of the role and function of the County Administrator

The following is a review and explanation of the major points of the responsibilities of
the County Administrator:

1.

The County Administrator shall be the administrative head of the County and
shall be responsible for the proper administration of the affairs of the county
placed in the Administrator’s charge. The Administrator shall exercise general
supervision over all County institutions and agencies and, with the approval of the
County Board, coordinate the various activities of the County and unify the
management of its affairs.

For purposes of this provision, the Board of County Commissioners has adopted
the organization chart by Resolution No. 324 dated May 26, 1987. It is the
commission’s desire that supervision and direction flow in accordance with the
organization chart as updated from time to time. This means there is no
differentiation between departments under the Board of County Commissioners as
far as chain of command supervision procedures.

All matters go through the County Administrator to and from the Board of County
Commissioners. The only exception to this procedure would be the express
purpose of furnishing requested information to the Board of County
Commissioners. No information is to be withheld from the Board of County
Commissioners. Department Heads are to keep the Board informed at all times
through periodic reports and periodic briefings, working through the

County Administrator. However, if a Commissioner’s request generates extra
staff time and effort, the department head will coordinate such with the County
Administrator, and, if necessary, the County Administrator with the Board of
County Commissioners.

Appoint, suspend, and remove with the approval of the County Board, all County
personnel whose appointment, suspension or removal is a function of the County
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ST. LOUIS COUNTY BOARD POLICIES
ADMINISTRATION
CHAPTER 2

Board under general law and make such appointments with the approval of the
County Board to additional offices, boards, committees and commissions both
advisory and otherwise as the County Board may direct.

As the appointing authority, the Board of County Commissioners has final
determination in all personnel matters. However, it is the intent of the County
Commissioners, that the County Administrator will structure the process for
appointment, suspension, removal, performance appraisal and other personnel
actions relating to personnel reporting to the County Board. A more detailed
process for the appointment, discipline and performance evaluation of personnel
will be adopted by the Board. The Board will consider personnel actions after
receiving recommendations from the County Administrator.

Prepare and submit to the County Board a proposed annual budget and long-range
capital expenditure program for such period as the County Board may direct, each
of which shall include detailed estimates of revenue and expenditures and enforce
the provisions of the budget when adopted by the County Board.

The statutes clearly place appropriating authority with the Board of County
Commissioners and budget preparation with the County Administrator. The
preparation and recommendation of an annual budget and appropriation resolution
will be done in concert with the various departments of the County. The County
Administrator will recommend a budget procedure to be considered by the Board.
The promulgated budget procedures will be adhered to by all departments. The
County Administrator will recommend a balanced budget to the Board and will
provide alternative analysis of budget proposals as the Board directs.

Provide for the execution of all ordinances, resolutions and orders of the Board
and all laws of the State required to be enforced through the County Board, by the
Administrator or by officers who are under the Administrator’s direction and
supervision.

In addition to the inherent duties of judiciously managing a department under the
jurisdiction of the Board of County Commissioners, department heads may expect
to receive additional assignments and duties as the need dictates, consistent with
departmental goals and objectives; said assignments and duties to be carried out in
an orderly and timely fashion. It is expected that the department heads will work
with the County Administrator to further County Board directives and policies.

Provide for County purchases including purchases of service as directed by the

County Board and pursuant to purchasing regulations established by the
Purchasing Agent pursuant to 383C.33.
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ST. LOUIS COUNTY BOARD POLICIES
ADMINISTRATION
CHAPTER 2

The County Administrator will ensure that purchasing policies are recommended
for County Board consideration and adoption.

Attend all meetings of the County Board and recommend measures for adoption
as the Administrator deems advisable or expedient.

The County Administrator will be in attendance at all County Board meetings
within the limits of practicality and advise the Board on administrative matters
being addressed by the Board. The County Administrator will provide
background information on issues before the Board, examine alternatives for
adoption and make recommendations on issues. The County Administrator will
examine policies of the Board and recommend updates on a periodic basis. The
County Administrator will serve as an information resource center for activities of
the County.

Hire qualified staff to assist the Administrator in the performance of duties as
approved by the Board.

The County Administrator may directly hire staff for his office for positions
authorized in the budget by the Board.

Examine the books and papers of officers and departments of the County as
directed by the County Board and report the findings to the County Board, keep
the County Board fully advised as to the financial condition and needs of the
County and make such other reports from time to time as required by the Board or
the Administrator deems advisable.

The County Administrator will examine the structure and operation of the County
organization and recommend consolidation or combination of offices, positions,
divisions, departments or other units under the direction of the County Board.

The County Administrator will establish goals and objectives, work statements
and priorities for each department, subject to approval of the Board of County
Commissioners.

The County Administrator will report to the Board on a monthly basis as to the
financial condition of the County.

The County Administrator will make periodic reports to the Board on issues
relating to the County.
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ST. LOUIS COUNTY BOARD POLICIES
ADMINISTRATION
CHAPTER 2

DEPARTMENT HEAD ACCOUNTABLE TO COUNTY ADMINISTRATOR
RESOLUTION NO. 213
April 13, 1987

RESOLVED, that all Department Heads with the exception of elected officials will be
accountable to the County Administrator

ADMINISTRATOR TO APPROVE TELEPHONIC EQUIPMENT CHANGE/
REQUEST

RESOLUTION NO. 293

May 11, 1987

RESOLVED, that authority is hereby given to the County Administrator for approval of
telephone equipment and/or change requests.

DEPARTMENT HEAD APPOINTMENT IF ADMINISTRATOR POSITION
VACANT

RESOLUTION NO. 289

April 16, 1996

RESOLVED, that the Administrative Procedure adopted by the County Board on May
26, 1987, by County Board Resolution No. 324, which incorporates the duties of the
County Administrator, is hereby amended as follows:

If the position of County Administrator is vacant, the confirmation of
department head appointments will be considered by the County Board
upon receiving a written recommendation from the designated Chair of the
Interview and Screening Committee

AUDITOR TO SIGN REZONING PETITIONS
RESOLUTION NO. 828
October 15, 1996

RESOLVED, that the County Auditor is hereby authorized, on behalf of St. Louis County
as the property owner of record, to sign rezoning petitions which may affect County fee
lands in order to allow a public hearing on such requests for municipal rezoning.

ADMINISTRATOR TO REPRESENT COUNTY FOR WELL AND SEPTIC
SYSTEM LOANS

RESOLUTION NO. 860

November 17, 1998

WHEREAS, the Minnesota Department of Agriculture has made low interest loan funds
available to counties, Soil and Water Conservation Districts, and Joint Powers
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Organizations through the Agricultural Best Management Loan Program and the
Countywide Individual Sewage Treatment System and Well Loan Program; and

WHEREAS, St. Louis County has agreed to act as the local lender, administer the
lending agreements with individual borrowers, and guarantee repayment to the state; and

WHEREAS, St. Louis County has identified a need for low interest loan funds to
encourage repair of individual sewage treatment systems and sealing of abandoned wells
that prevent or mitigate nonpoint source pollution; and

WHEREAS, many agricultural best management practices, repair of individual sewage
treatment systems and sealing of abandoned wells are identified in the Comprehensive
Local Water Plan as priorities;

NOW, THEREFORE, BE IT RESOLVED, that St. Louis County approves the
application, authorizes its submittal, and designates the County Administrator to be the
authorized representative, and hereby grants County Administration the authority to sign
the application, loan agreement and all other correspondence or documentation necessary
to implement the loan program on behalf of St. Louis County; and

BE IT FURTHER RESOLVED, that the County Administrator is the authorized
representative for all prior Agricultural Best Management Practices and Countywide
ISTS Loan Agreements and is granted the authority to sign all correspondence and
documents to carry out all prior loan programs on behalf of St. Louis County; and

BE IT FURTHER RESOLVED, that all prior designations of the authorized

representative by St. Louis County for the Agricultural Best Management Practices Loan
Program is hereby rescinded.
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ST. LOUIS COUNTY BOARD POLICIES
APPOINTMENT POLICY
CHAPTER 3

APPOINTMENT POLICY - UNCLASSIFIED DEPARTMENT HEADS
RESOLUTION NO. 551

BOARD FILE NO. 53283

July 12, 1988

RESOLVED, that the St. Louis County Board of Commissioners hereby adopts a policy
for Appointment of Unclassified Appointed Department Heads as on file in County
Board File No. 53283.

RESOLVED FURTHER, that all previous resolutions are hereby rescinded.

APPOINTMENT POLICY - UNCLASSIFIED APPOINTED DEPARTMENT
HEADS

This policy is in accordance with Minnesota Statutes 375A.06, Subdivision 4, which
states in part as follows:

Subd 4. Administrator, powers and duties. The county administrator shall be the
administrative head of the county and shall be responsible for the proper administration
of the affairs of the county placed in the administrator’s charge. The administrator shall
exercise general supervision over all county institutions and agencies and, with the
approval of the county board, coordinate the various activities of the county and unify the
management of its affairs. If required by the county board, the administrator may act as
head of any department, the appointment of which is made by the county board, provided
the administrator has the qualifications required by law. Responsibilities shall include,
but are not limited to, the following duties:

a. Hire qualified staff to assist the administrator in the performance of duties
as approved by the board;
b. Provide for the execution of all ordinances, resolutions and orders of the

board and all laws of the state required to be enforced through the county
board, by the administrator or by officers who are under the
administrator’s direction and supervision;

C. Appoint, suspend and remove with the approval of the county board all
county personnel whose appointment, suspension or removal is a function
of the county board under general law and make such appointments with
the approval of the county board to additional offices, boards, committees
and commissions both advisory and otherwise as the county board may
direct.

POLICY: IT IS THE POLICY OF THE ST. LOUIS COUNTY BOARD TO ADHERE

TO THIS APPOINTMENT POLICY FOR ALL UNCLASSIFIED, APPOINTED
DEPARTMENT HEADS.
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ST. LOUIS COUNTY BOARD POLICIES
APPOINTMENT POLICY
CHAPTER 3

The positions included in this policy as of July 1, 1988, are as follows:

Health Officer Land Commissioner Communications Director
Social Services Director Highway Engineer County Assessor
PROCEDURE:

1. Preliminary work: - For each vacancy or impending vacancy, the Civil

Service/Personnel Department shall prepare the following for the County
Administrator:

develop or update the position description to include a description
of duties and responsibilities, requirements of the position,
minimum qualifications, and reporting requirements

prepare a summary of the functions of the department including the
organizational structure, number of employees, geographical
locations, size of budget, etc.

assemble information regarding important issues the person
selected will need to address, both short term and long term

prepare a description of desirable characteristics of the person
needed

2. Position Announcement/Recruitment: - A position announcement shall be
prepared by the Civil Service/Personnel Department to include the following:

Title

Salary Range (as per management compensation plan)
Distinguishing features of position

Minimum qualifications

Desirable characteristics

Screening, evaluation, interviewing, and appointment criteria
Closing deadline for application filing

Projected employment date

Summary of department

An active recruitment process may include placement of position announcements
in appropriate local, state, regional, and national publications. Typically, these
would include local newspapers and publications, state municipal journals, major
metropolitan newspapers, and the journals and newsletters of various professional
associations. The recruitment process will be utilized to the extent necessary to
reach the anticipated source of qualified candidates for any given position.
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The County Administrator may recommend to the County Board the services of a
search and selection consulting firm if it is in the best interests in obtaining the
most qualified candidates.

Screening and Evaluation of Resumes: - The screening and evaluation of resumes
will be recommended by the Civil Service/Personnel Department in consultation
with the County Administrator. The screening process will determine which
applicants meet the qualifications described in the position description. The
evaluation process will identify a top number of candidates (designated on the
announcement) based on the qualifications described on the resumes. These
candidates will be designated for further evaluation in the interview process.

Interview of Top Candidates: - The purpose of the interview structure set up by
the Civil Service/Personnel Department and the County Administrator will be to
narrow the field of candidates from a selected number to one candidate for
recommendation by the County Administrator to the County Board. The format
of this initial interview may include two or more assessment panels; one, a
technical program panel representing experts in the field, and a second assessment
panel to evaluate managerial, interpersonal, and personal qualities of the
candidates. The Affirmative Action Policy of the county will be considered in
selection of the interview panels. County Board members may participate on
these interviewing panels at their discretion.

Background Investigation and Reference Checking: - A thorough background
investigation/reference check will be completed, by the Civil Service/Personnel
Department, of the top candidates as designated by the County Administrator. In
addition, a management assessment of the candidates may be undertaken by an
independent firm at the discretion of the County Administrator.

Selection: - The recommendation for selection will be made by the County
Administrator after consultation and evaluation with the County Board members.
Final approval for the appointment will be made by the County Board.

The County Administrator will be responsible for presenting the job offer to the
selected candidate. He/she will also be responsible for settling the compensation
and benefits package in accordance with the management compensation plan and
for communicating the plan to the appointee.

All inquiries regarding the appointment procedure will be handled by the Civil
Service/Personnel Department.

This process represents the minimum of what may be included as part of the
selection process. The County Administrator reserves the right to add and/or
revise the selection procedure such as on site reference checks, the use of an
assessment center, interviews by other professionals, psychological interviews,
and individual interviews by the County Administrator.
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APPOINTMENT POLICY
CHAPTER 3

STATUTORY REQUIREMENTS:

It is recognized that certain positions are subject to minimum statutory qualifications.
The County Administrator, with the approval of the County Board, reserves the right to
establish additional qualifications as are deemed appropriate. Positions with the statutory
requirements:

Health Officer - must be medical doctor
Highway Engineer - must be registered highway or civil engineer, registered
under the laws of the State of Minnesota
County Assessor -  must have accreditation as an assessor in the State of
Minnesota
These requirements must be met at the time of the closing date for filing an application.

APPOINTMENT PROCESS POLICY
RESOLUTION NO. 586
August 5, 1997

RESOLVED, that the Appointment Process Policy, as contained in Board File No.
57046, is hereby approved.

APPOINTMENT PROCESS POLICY
(as amended)

PURPOSE

St. Louis County contains a vast reservoir of talent and energy in its citizens. The
purpose of this policy is to tap this reservoir to benefit County Government. Further, by
promoting broad-based participation of citizens in the committees, boards and
commissions which advise County Commissioners and help set public policy, County
Government provides citizens an opportunity to influence County policy. Broad-based
participation also creates ambassadors for county programs and insures the diversity of
County residents is reflected in County decision-making. These residents provide role
models from various social, economic and cultural segments of the community.

This Appointment Policy is designed to be an objective process characterized by
increased access, fairness and equal opportunity, while preserving the qualitative and
discretionary elements necessary to appoint the best qualified candidates.

PROCEDURES

Appointments covered by this Appointment Policy are those which are made by the St.
Louis County Board as a whole, which have a fixed term (which has an end date and may
require a reappointment or new appointment), and are to a committee or task force of a
least one year. This policy does not apply to ex-officio appointments or appointments
designated to be filled by County Commissioners.
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ST. LOUIS COUNTY BOARD POLICIES
APPOINTMENT POLICY
CHAPTER 3

Advisory Committees and Boards
For all boards and committees which—are—advisery—in—nature, the Deputy County

Administrator will work with the Clerk of the Board to:

1.

Develop and maintain a file of all boards and committees including information
on origin, duration, purpose, board composition, number of members, terms of
members, current membership roster and term expirations.

Prepare for year-end term expirations. The Clerk of the Board, with the
assistance from the department or division director, will prepare a list of
appointments for committee positions which are vacant. (This would include
year-end vacancies caused by term expirations, resignations and the creation of
new committees.) County Board members will be informed of these year-end
vacancies and will be invited to submit names for consideration. The Clerk of the
Board will advertise as appropriate for vacancies on given board or committees.

Should a vacancy occur midyear, the Clerk of the Board shall review any previous
applications and will contact these individuals to determine their interest. If no
previous applicants are interested, the vacancy will be advertised for appointment.
County Board members will be informed of these mid-year vacancies when they
occur and will be invited to submit names for consideration.

Distribute standardized applications to individuals wishing to apply and to
individuals being nominated by a Board member. Applicants may attach a
resume to the official application form if they desire.

Provide the County Board with a copy of the applications and any attached
resumes at least 3 weeks prior to placing the appointments on the Committee of

the Whole agenda, information,—applications—and—other—materials so that

appointments are made in a timely fashion, and according to the Appointment
Policy.
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APPOINTMENT POLICY
CHAPTER 3

Eligible Applicants:

The application form will ask applicants whether they are County employees, have a
contract with the County, or work for a County vendor. In some instances, the Board
may wish to appoint persons with less direct connection to the County. Where this is a
qualification either way, the solicitation for applicants for the particular appointment will
SO state.

Since Commissioner districts are the basis for democratic representation on the St. Louis
County Board, whenever practical, all boards, committees and commissions will include
persons who reside in each of the Commissioner districts.

Preference in appointments will be given to residents of St. Louis County, but exceptions
may be made by the Board to include persons with exceptional qualifications.
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CHAPTER 3

NOTE: Some appointments are regulated by state or federal law or administrative rule.
When there is a difference between this Appointment Policy and rule or statute with
regard to an appointment, the rule or statute will prevail.

Effective Date:

This appointment policy is effective August-1,-1997, December 15, 2000 and supersedes
any previous policies or resolutions pertaining to appointments to committees, boards and
commissions.

APPOINTMENT PROCESS POLICY AMENDMENT
RESOLUTION NO. 171
March 14, 2000

RESOLVED, that the St. Louis Board Appointment Process policy, adopted August 5,
1997, by County Board Resolution No. 586, is hereby affirmed and amended to remove
the Community Development Block Grant (CDGB) Advisory Committee from the list of
committees requiring Commissioner interviews of candidates prior to appointment.

APPOINTMENT PROCESS POLICY AMENDMENT

RESOLUTION NO. 849

December 19, 2000

WHEREAS, the St. Louis County Board of Commissioners adopted the Appointment
Process Policy by Resolution No. 586, dated August 5, 1997, and contained in Board File
No. 57046.

NOW, THEREFORE, BE IT RESOLVED, the Board hereby amends the Appointment
Process Policy, as contained in Board File No. 576609.

(see strikeout changes to Appointment Process Policy, 97-586)
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LANGUAGE UNIFORMITY
RESOLUTION NO. 281
May 11, 1987

RESOLVED, that it shall be the policy of the St. Louis County Board to keep uniformity
in the language of all contracts with a like nature.

COUNTY ATTORNEY CONTRACT RESPONSIBILITIES
RESOLUTION NO. 355
May 17, 1988

RESOLVED, that the St. Louis County Board hereby sets the following policy:

All contracts will be subject to review and execution as to form and
content by the County Attorney.

HIGHWAY ENGINEER TO APPROVE CONTRACT CHANGE ORDERS
RESOLUTION NO. 867
November 5, 1991

RESOLVED, that the Highway Engineer/Public Works Director is hereby authorized to
approve contract change orders for public works road construction projects, and the
Purchasing Agent for all other projects, as follows:

1. Change orders for a project total of $12,500 for construction projects of less than
$50,000
2. Change orders for 25 percent of project cost not to exceed $50,000 total for all

other construction projects

RESOLVED FURTHER, that any contract change orders over this authorized amount
may be approved by the Highway Engineer/Public Works Director or Purchasing Agent,
as designated, if required to complete the project, but shall be reported with detailed
explanation to the County Board within five working days after approval.

RESOLVED FURTHER, that this resolution is subject to any authority granted by
subsequent contract of the County Board.

DELEGATION OF CONTRACTUAL AUTHORITY

RESOLUTION NO. 182

March 23, 1993

WHEREAS, pursuant to Minnesota Statutes 373.02, the powers of the County as a body
corporate and politic shall only be exercised pursuant to a resolution adopted by the
County Board; and

WHEREAS, pursuant to its corporate powers, the County Board may delegate certain
contractual powers to its employees and agents; and
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WHEREAS, pursuant to Minnesota Statutes 393C.331, it shall be the duty of the
purchasing agent to purchase or contract for all supplies, materials, equipment, and
services required by any department, board, commission, or agency of the county.

NOW, THEREFORE, BE IT RESOLVED, that the St. Louis County Board of
Commissioners shall delegate to the County Purchasing Agent, the County
Administrator, and Department Heads the following contractual authority:

1. That County Department Heads shall have the discretion to enter into professional
services agreements if the expenditure is under $5,000. Agreements between
$5,000 to $10,000 require a written quote and then can be approved by the
signature of the County Administrator and the Chair of the County Board. Any
agreement over $10,000 requires the full approval of the County Board.

Further, until such time as a County Administrator is employed, only the signature
of the Chair of the Board will be required.

2. That all contracts for services involving the expenditure of funds must bear the
signature of the Purchasing Agent, in addition to the department head of the
contracting department, which signatures shall certify that funds are available for
the proposed agreement. The Purchasing Agent shall also execute a purchase
order which will serve as an encumbrance against the respective department's
budget for each service contract. Each purchase order shall indicate the specific
fund and item number for payment. The Auditor shall keep full and accurate
accounts of funds expended pursuant to Minnesota Statutes 385.04.

3. All contracts will be reviewed by the County Attorney or his designee for
approval as to form and execution.

RESOLVED FURTHER, that Resolution No. 169, adopted February 21, 1989, is hereby
rescinded in its entirety.

PROJECT LABOR AGREEMENTS
RESOLUTION NO. 255
May 4, 2004

WHEREAS, the St. Louis County Board of Commissioners is desirous of
efficient and timely completion of construction projects undertaken by St. Louis County;
and

WHEREAS, the courts have upheld the implementation of project labor agreements for
public projects; and

WHEREAS, project labor agreements facilitate the timely completion of projects
by: making available a ready and adequate supply of skilled craft workers; providing a
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negotiated commitment which is a legally enforceable means of assuring labor stability
and labor peace over the life of a project; avoiding work stoppage following expiration of
a collective bargaining agreement between the union and an employer performing work
on the project and facilitating equal employment opportunities on a project.

NOW, THEREFORE, BE IT RESOLVED, that project labor agreements be
utilized by the County for all future construction projects, in excess of $150,000, unless
otherwise prohibited by law.

RESOLVED FURTHER, that the St. Louis County Board of Commissioners
hereby directs the St. Louis County Purchasing Director to utilize the Project Labor
Agreement, identified as County Board File No. 58235, or a variation of the Agreement
approved by the St. Louis County Attorney, for all future construction projects in excess
of $150,000.

RESOLVED FURTHER, that the Purchasing Director shall implement the Project
Labor Agreement by requiring adherence to the Agreement in the bid specifications and
all relevant bid documents.
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EMPLOYEE NONDISCLOSURE POLICY
RESOLUTION NO. 440
May 23, 1989

ST. LOUIS COUNTY EMPLOYEE NONDISCLOSURE POLICY

In your employment with St. Louis County, your duties may require that you work with
records containing private or confidential data/information or be given special access to
work areas, computer files, or proprietary material. ~This data, access, or ownership is
protected by law, policy or agreement regarding disclosure both at work and outside of
the office. The following sections are intended to acquaint you with the nature of these
restrictions.

DATA PRIVACY AND CONFIDENTIAL RESPONSIBILITIES

In the course of employment for the County, you may be working with and acquire
information about other persons which is private and/or confidential data. Under
Minnesota law, data which is private may only be shared or disclosed as provided by law.
All inquiries about private data must be referred to your supervisor unless there is clear
written authority to provide such information to any one other than employees of the
County who need such information to administer programs.

Minnesota Statutes, section 13.08 and 13.09 provide for employee disciplinary action and
criminal penalties for unlawful disclosure or sharing of private data. Disclosing data
includes using information obtained in connection with your employment in any manner
different from the scope of your specific duties.

You may not remove private and/or confidential data from the premises except as is
necessary to administer the program with which you are working, and then only with
your supervisor’s permission.

PHYSICAL - ACCESS

If you have possession of keys, cards, or any other security device used by St. Louis
County, you are authorized to use the key, card, or other device only in the course of your
employment. Any keys, cards, or other security devices issued to you are for your use
only, and you may not allow anyone else to use or duplicate them.

You must surrender any keys, cards, or other security devices issued to you immediately
upon separation from employment in the Department which issued such security devices.

A password required to access computer files is a security device.

You must protect and not disclose any passwords to anyone.
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You must notify your supervisor when you lose any security device (including
passwords) or have reason to believe that any security device or method has been
improperly used or compromised.

PURCHASED SOFTWARE

Some of the software acquired by the County is proprietary and is subject to a licensing
agreement or other restrictions. Therefore, any County employee or contractor who has
access to, or occasion to use such software, is subject to said licenses and restrictions.

Such restrictions include prohibitions on:

1. Copying the software for other than use on the specific computer(s) for which it
was licensed

2. Reproducing either the software or documentation and making it:
a. Available to any third party, or
b. Available for use on any non-County owned or operated computer

3. Altering the software in any way without authorization from supplier

4. Use of privately licensed software on County-owned computers

COMPUTER CRIME

Minnesota Statutes section 609.87-.89 define two types of computer crime. One is to
intentionally and without authorization physically damage or alter computer hardware,
computer software, stored data or a computer network. A second type of computer theft
is the unauthorized access to a computer or computer network, as well as unauthorized
possession of computer hardware, software, or data from a computer. Penalties, for both
types of crime, range up to ten years imprisonment and/or $50,000 in fines.

STATEMENT OF UNDERSTANDING

I hereby acknowledge that | have read and understand the conditions stated above. |
further understand that violation of the conditions may make me subject to disciplinary
action by my employer as well as prosecution under the provisions of Minnesota Law.

DATA PRACTICES MANAGEMENT POLICY
RESOLUTION NO. 743
September 22, 1998

WHEREAS, the Minnesota Data Practices Act, Minnesota Statutes Chapter 13, governs
data practices operations in county government; and

WHEREAS, Minnesota Statutes, Section 13.02, Subdivision 16, requires the County to

designate an individual as the Responsible Authority for management of data practices;
and

5.2



ST. LOUIS COUNTY BOARD POLICIES
DATA PRACTICES
CHAPTER 5

WHEREAS, the St. Louis County department heads are responsible for the operation of
data management within their respective departments.

NOW, THEREFORE, BE IT RESOLVED, that the following policies shall be
established:

That the St. Louis County Administrator is designated as the Responsible
Authority for management of data practices within St. Louis County.

That the St. Louis County department heads may be designated as the
individuals responsible for data practices procedures within their
respective departments pursuant to the direction of the Responsible
Authority.

That the St. Louis County Attorney’s Office shall act as the legal advisor
regarding data practices procedures.

That County Board Resolutions No. 671, adopted September 10, 1979,

and No. 406, adopted June 9, 1980, governing data practice procedures are
hereby repealed.
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DRUG AND ALCOHOL-FREE WORKPLACE POLICY
RESOLUTION NO. 512

BOARD FILE NO. 53523

June 13, 1989

RESOLVED, that the St. Louis County Board of Commissioners hereby adopts the St.
Louis County Drug and Alcohol Free Workplace Policy as of June 13, 1989, copy on file
in County Board File No. 53523.

ST. LOUIS COUNTY DRUG & ALCOHOL-FREE WORKPLACE POLICY
INTRODUCTION - St. Louis County has a responsibility to its citizens to provide a safe,
productive work environment. The County also has a responsibility to assure that its
employees are providing services in a physically and psychologically fit manner. In
order to achieve these objectives, St. Louis County employees must be able to work in a
drug and alcohol-free working environment, and themselves be free from the effects of
drugs and alcohol while at work.

In recognizing that the health and wellness of employees is imperative to a productive
work environment, the County intends to focus on education, prevention and assistance
measures in striving to maintain a drug and alcohol-free workplace. The purpose of this
policy is to set forth the County’s rules regarding drugs and alcohol use and possession in
the workplace.

COVERAGE OF POLICY - The St. Louis County Drug and Alcohol-Free Workplace
policy is applicable to ALL St. Louis County employees, independent contractors and
volunteers or any individual representing the County in any capacity. It is the
responsibility of every County department to enforce all provisions of this policy.
Questions regarding the policy should be referred to the St. Louis County Civil
Service/Personnel Department. All coverage and intent of this policy is in accordance
with the provisions of the Drug-Free Workplace Act-1988.

DEFINITIONS -

“Alcohol and drug use” - defined as the use of mood altering drugs including but not
limited to forms of alcohol, narcotics, depressants, stimulants, hallucinogens, marijuana
or the use of prescription drugs which impair job performance

“Controlled substances” - defined as those substances of which the use, distribution or
possession is controlled by regulation or statute

“Impaired job performance” - defined as a situation in which an employee has impaired
alertness, coordination, reactions, responses or effort; if the employee’s behavior or
conduct is a safety or health threat; or if the employee’s behavior or conduct has the
appearance of unprofessional, irresponsible conduct detrimental to the County’s public
image
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“Employee” - defined as any person employed by the County

POLICY STATEMENTS:

1.

St. Louis County prohibits the use, possession, sale or transfer of alcohol, or
controlled substances, identified by State or Federal laws, during all work hours,
on County owned property or whenever County work is being performed.
Exception: This policy statement does not apply to Sheriff’s Department
employees when the prohibited act or possession is performed in accordance with
Sheriff’s Department policy, and such use or possession is necessary in
connection with the investigation of illegal activities.

St. Louis County will provide to its citizens and employees a workplace free of
the use of drugs or alcohol. No employee or contractor of the County shall report
to work while impaired or influenced by alcohol, controlled substances or other
mood altering drugs. The County encourages employees in safety sensitive
positions to notify their supervisors if they are taking medically prescribed drugs
which may impair job performance.

St. Louis County prohibits any employee or contractor of the County from
operating, using or driving any equipment, machinery or vehicle in performance
of County work while impaired or influenced by the use of alcohol or drugs.

St. Louis County discourages employees from consuming or using alcoholic
beverages or controlled substances during lunch, dinner meals or break periods
when returning to work to perform work on behalf of the County.

St. Louis County requires, pursuant to the Drug-Free Workplace Act-1988 that an
employee must notify their supervisor of any criminal drug conviction for a
violation occurring in the workplace, within five (5) days of such conviction. The
County will notify the contracting/granting agency within ten (10) days of receipt
of an employee conviction notice.

St. Louis County requires that any employee who is called to work in a call-out
situation must notify his/her supervisor prior to starting work if they have
consumed alcoholic beverages, ingested controlled substances or taken
prescription drugs which may impair performance of duties. It will be the
responsibility of the employee’s supervisor to ask pertinent questions to determine
the employee’s ability to perform in a safe, fully functioning capacity. It will be
the responsibility of the Supervisor to document the authorization to come to
work.

St. Louis County requires that supervisors notify their Department Heads when
there is evidence or reasonable suspicion to believe that an employee has or may
have illegal drugs in his/her possession at work. It will be the responsibility of the
Department Head or their designee to contact the appropriate law enforcement
agency to take action in these circumstances.

St. Louis County requires that any employee in violation of any of the provisions
of this policy will be subject to disciplinary action including possible termination.
Each situation involving a violation will be thoroughly investigated and action
taken on a case-by-case basis.

6.2



ST. LOUIS COUNTY BOARD POLICIES
DRUG AND ALCOHOL
CHAPTER 6

9. St. Louis County will take an active role in educating employees of the dangers
involved in drug and alcohol use and abuse. The County will continue to promote
and maintain efforts of the Health promotion and Employee Assistance Program
for the purpose of assisting and rehabilitating employees with drug or alcohol
related problems. Employees who may have an alcohol or drug abuse problem
are encouraged to seek a professional, confidential assessment from the Employee
Assistance program before the problem impacts on the employee’s ability to
perform the job.

10. St. Louis County Employees have a responsibility to abide by the provisions of
this policy. Any supervisor who observes an individual in violation of these
provisions shall document the circumstances, facts and observations made. A
departmental investigation shall then be conducted to determine the facts of the
situation. For safety reasons County employees have a responsibility to report
any situation on the job in which they observe an employee functioning under
impaired circumstances or have information indicating that an employee has
violated any provision of this policy. St. Louis County may require that any
employee in violation of any of the provisions of this policy participate in a
referral to the County’s Employee Assistance Program. Compliance with any
subsequent referrals for treatment programs will be mandatory.

NON DISCRIMINATION STATEMENT -
The St. Louis County Drug and Alcohol-Free Workplace Policy will be applied and
enforced without discrimination.

APPLICANT DRUG TESTING POLICY
RESOLUTION NO. 659

BOARD FILE NO. 57053

September 2, 1997

RESOLVED, that the Board authorizes pre-employment drug testing for all new hires in
accordance with the St. Louis County Applicant Drug Testing Policy, a copy of which is
retained in County Board File No. 57053. The policy is effective October 1, 1997.

ST. LOUIS COUNTY APPLICANT DRUG TESTING POLICY
l. INTRODUCTION

St. Louis County has a responsibility to its citizens and employees to provide a safe,
productive work environment and to assure that its employees are providing services in a
physically and psychologically fit manner. In order to achieve these objectives, St. Louis
County employees must be able to work in a drug-free working environment, and must
themselves be free from the effects of drugs while at work.

The purpose of this Policy is to set forth the County’s rules regarding applicant drug
testing.
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This Policy is enacted pursuant to the Minnesota Drug and Alcohol Testing in the
Workplace Act (MS 181.950-181.957), and the federal Omnibus Transportation
Employee Testing Act of 1991 and the rules promulgated thereunder, and shall utilize the
statutory definitions of terms found within the laws. Testing procedures required under
federal law shall supersede state law procedures when mandated. This Policy will be
applied and enforced without discrimination.

Il. POLICY APPLICATION

The St. Louis County Applicant Drug Testing Policy is applicable to all job applicants
not currently employed by St. Louis County. The Civil Service/Personnel Director shall
be the administrator of this Policy and shall be the authorized representative to arrange
for drug testing services; shall receive testing results; and shall provide notices, as
required, to individuals. It is the authority of the Civil Service/Personnel Director to
make determinations regarding the application and interpretation of the provisions of this
Policy.

Il. PERSONS SUBJECT TO TESTING

All applicants conditionally offered employment shall be subject to testing for the
following drugs: marijuana, cocaine, amphetamines, opiates, phencyclidine (PCP) and
any other drug tests authorized by law.

No person will be tested for drugs without the person’s consent; however, refusal to be
tested shall result in the consequences indicated in Section V. “Refusal to Undergo
Testing and Adulterated Tests”.

IV. CIRCUMSTANCES FOR REQUESTING APPLICANTS TO UNDERGO
TESTING

Any applicant not currently employed by St. Louis County who is selected for

employment with the County will be offered employment conditioned upon the

completion of a drug test having negative results.

V. REFUSAL TO UNDERGO TESTING AND ADULTERATED TESTS

A Right to Refuse Test
All applicants have the right to refuse to undergo drug testing. If an
individual refuses to undergo requested drug testing, no such test shall be
given. Adulteration of a test, attempts to delay the taking of the test, or
failure to take the test at the appointed time and place may be considered a
refusal to test.

B. Consequences of Refusal to Take Test
An applicant for a position in the classified civil service who refuses to
take a drug test shall be disqualified from further consideration for the
conditionally offered position, and the applicant’s name shall be removed
from ALL eligible lists and may be disqualified by the Civil
Service/Personnel Director from applying for positions in the classified
service with St. Louis County for a period of two (2) years.
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An applicant for a position in the unclassified service who refuses to take
a drug test shall be disqualified from further consideration for the
conditionally offered position.

VI.  TESTING PROCEDURES: APPLICANT RIGHT TO EXPLAIN TEST
RESULTS AND REQUEST A RETEST

A

Certified Laboratory

The County shall use a certified testing laboratory, licensed pursuant to
MS 181.953 and USDOT regulations, to test drug samples. Collection of
samples, handling, labeling, identification, and record keeping shall be
done pursuant to a uniform chain of custody procedure established by the
County.

The County shall use the split specimen method for drug testing.
Applicants must provide at least 45 ml of urine; 30 ml for the primary
specimen and 15 ml for the secondary, or split specimen. The applicant
shall complete the appropriate sections of the Chain-of-Custody (COC)
forms, initial and date the labels used to cover the specimen bottles, and
personally observe the labeling, handling and packaging of the specimens
by the medical staff person. Individuals will be allowed to provide
specimens in private, unless there is the threat of adulteration to the
specimen. The split specimen shall then be sent by overnight courier to
the laboratory.

The testing laboratory shall prepare a written report indicating the drugs or
their metabolites tested for in a sample, and whether the test produced
negative or positive test results. The laboratory shall send its report to the

Civil Service/Personnel Director within three working days following a
positive confirmatory test or a negative result on the initial screening test.
The laboratory shall retain properly stored test samples for at least six
months after a confirmatory positive test result.

Applicant Provided Information

An applicant who is requested to take a drug test shall be given the
opportunity to review this Policy and shall be provided with a copy of a
form upon which the individual will acknowledge that they have seen the
St. Louis County Applicant Drug Testing Policy.

Notice of Test Results

Within three working days following receipt of the Medical Review

Officer’s written report of the test results from the testing laboratory, the

Civil Service/Personnel Department shall inform the applicant in writing

of the following:

1. A negative test result on an initial screening or a positive test result
that has been verified by a confirmatory test;
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2. The right to request and receive a copy of the test results report;
3. The right to request in writing, within three days after a notice of a

positive test result, a second confirmatory test of the original
sample at the applicant’s expense at the original testing laboratory
or another licensed testing laboratory, which retest shall be
arranged for by the County. The County shall inform the
laboratory of the request for a retest within three days of notice;

4. The right to submit further information that indicates any over-the-
counter or prescription medication that the individual is currently
taking or has recently taken and any other information relevant to
the reliability of, or explanation for, a positive test result to the
Medical Review Officer within three working days after notice of a
positive test result to explain that result;

The Civil Service/Personnel Department will immediately inform the appointing
authority in writing of a negative test result on an initial screening, or will inform the
appointing authority of a positive test result after the applicant’s information and retest
rights have been exhausted.

VII.  PERSONNEL ACTIONS RESULTING FROM POSITIVE TEST RESULT

If an applicant’s positive test result is verified in a confirmatory test or in any
confirmatory retest requested by the applicant, the following action will occur, unless the
applicant has furnished a valid medical reason to the Medical Review Officer for the
positive test result.

CLASSIFIED POSITION:

The conditional offer of employment will be withdrawn, the applicant’s name will be
removed from ALL eligible lists, and the applicant may be disqualified by the Civil
Service/Personnel Director from applying for positions in the classified service with St.
Louis County for a period of two (2) years.

UNCLASSIFIED POSITION:
The conditional offer of employment will be withdrawn.

VIIl. APPEALS PROCEDURES

Any applicant for a position in the classified civil service whose name is removed from
an Eligible Register may appeal to the Civil Service Commission. Under Civil Service
Rule 6.4, all appeals must be made in writing within ten (10) days of receipt of notice of
such removal.

IX. DATAPRIVACY

The purpose of collecting a body component sample of blood, breath or urine is to test
that sample for the presence of drugs. The name, initials and social security number of
the person providing the sample are necessary for the sample to be identified accurately
but confidentially. Information about medications and other information relevant to the
reliability of, or explanation for, a positive test result is requested to ensure that the test is
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reliable and to determine whether there is a valid medical reason for any drug in the
sample. All data collected under this policy is intended for use in determining the
suitability of the applicant for employment and is classified as private data.

The employer will not disclose drug test reports and other information acquired in the
drug testing process to another employer or to a third party individual, governmental
agency or private organization without the written consent of the person tested, unless
permitted or required by law, court order, or judicial proceeding.
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EMERGENCY CONDITIONS POLICY
RESOLUTION NO. 907

BOARD FILE NO. 57090

December 9, 1997

RESOLUTION NO. 386
BOARD FILE NO. 58429
August 2, 2005

RESOLUTION NO. 701
BOARD FILE NO. 58772
December 18, 2007

RESOLVED, that the Emergency Closings Policy is hereby amended to the
Emergency Conditions Policy, copy of which is on file in County Board File No. 57090,
effective December 9, 1997.

RESOLVED FURTHER, that the Emergency Conditions Policy, copy of which is
on file in County Board File No. 58429, is hereby amended effective August 2, 2005.

RESOLVED FURTHER, that the Emergency Conditions Policy, a copy of which
is on file in County Board File No. 58772, is hereby amended effective December 18,
2007

EMERGENCY CONDITIONS POLICY

EMERGENCY CONDITIONS DEFINED

This Policy may be implemented for emergency conditions within St. Louis County.
Procedures for responding to emergency conditions at County owned and/or operated
buildings are defined in facility specific Emergency Response and Evacuation Plans.
These plans include general instructions for employees in the facility and information
concerning the lines of authority during impending emergency and dangerous situations
that may require immediate evacuation or response by on-site personnel. Department
specific alternate worksites shall be identified by each department head in advance of an
Emergency Conditions Declaration.

Emergency conditions covered by this Policy shall include:

1. Severe Weather: Conditions which threaten the health/safety of employees at their
work locations or create conditions hazardous to the safety of the public in travel.
Examples include, but are not limited to, tornadoes or excessive winds; severe
blizzard conditions creating visibility near zero; road impasses caused by severe
icing or excessive accumulation of snow; or any other hazardous weather
conditions which may cause the cancellation of public transportation.
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2. Any major failure of a mechanical system, such as power, water or heating within
a County building or a building containing County employee work sites when the
failure is expected to last more than three (3) hours and/or employee health or
safety may be jeopardized by the inability to maintain a functioning work
environment.

3. Conditions occurring in or near a County building or place of employment which
could endanger the safety of employees. Examples include but are not limited to,
bomb threats, terrorist threats, fire, explosion or imminent explosion, toxic
substance spills or leakage, accidental and severe damage to a building, and other
similar circumstances. .

4, Other Situations: Other unforeseen and sudden circumstances of an emergency
nature similar to those listed above that significantly affect the health or safety of
employees.

Separate procedures found in “Emergency Response and Evacuation Plan” exist
for certain County owned and/or operated facilities. These plans provide greater
detail regarding evacuation of a building, or such other action as may be
necessary, in the event of an impending emergency or other situation presenting
imminent danger.

RESPONSIBILITY FOR DECLARING AN EMERGENCY CONDITION
Declaring an emergency condition shall be the joint responsibility of the Chair or Vice-
Chair of the County Board, and the County Administrator, or their designees.

NOTIFICATION OF EMERGENCY CONDITION
Upon determination that an emergency condition exists, the County Administrator or
his/her designee shall convey notice of the condition to County employees as follows:

If an emergency condition is declared prior to the start of the normal
business day, notification shall be made by 6:30 a.m. or as soon thereafter
as possible. Employees should listen to KDAL-AM, WEVE and WELY
radio stations for public announcements. Notification shall also be made
to the department heads or supervisors impacted by the decision. During
times of severe weather, it shall be the employees’ responsibility to be
aware of the emergency condition prior to the start of a workday by
reference to local radio stations or by accessing emergency status updates
through the numbers listed below. With regard to other emergency
conditions, department heads or supervisors shall notify the employees in
their departments of the emergency condition as soon as reasonably
possible.

For emergency status updates in the Duluth Area, employees should
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call:
From outside the County telephone system: (218) 726-2010
From inside the County telephone system: Extension 7136

If an emergency condition is declaraed after the start, but prior to the end,
of a normal business day, notice shall be conveyed to the media and to the
department heads or supervisors impacted by the decision. Department
heads or supervisors shall notify the employees in their departments of the
emergency condition as soon as reasonably possible.

NON-EMERGENCY EMPLOYEES
For the purpose of this Policy, the term “non-emergency employees” shall include all
County employees except those employees defined herein as “emergency employees.”

EMERGENCY EMPLOYEES

Department heads shall determine the number of employees designated as emergency
employees for their respective departments. Emergency employees must appear at
designated work sites during an emergency condition. For purposes of this Policy, the
term “emergency employees” shall include those employees working in certain job
classes, as set forth in the attachment to this Policy, in the following departments:

A Sheriff’s Office including 9-1-1 Communications, Law Enforcement,
Emergency Management, and Jail

Property Management Department

Public Works Department

Public Health & Human Services Department

Chris Jensen Health and Rehabilitation Center

moow

EMPLOYMENT STATUS WHEN EMERGENCY CONDITION IS DECLARED
Except in rare circumstances, as determined jointly by the Chair or Vice-Chair of the
County Board, and the County Administrator, or their designees, County offices and
work sites will remain open when an emergency condition has been declared.

If an emergency condition is declared prior to the start of the normal business day, all St.
Louis County offices will open. However, non-emergency employees may choose to:
(1) report for work at their regularly scheduled time, or (2) remain at home and use
accrued vacation, personal leave, or compensatory time for the day.

If an emergency condition is declared after the start of the normal business day, all St.
Louis County offices will remain open, except in rare circumstances. However, non-
emergency employees may choose to: (1) remain at work, or (2) go home early and use
accrued vacation, personal leave, or compensatory time for the remainder of the day.

Emergency employees are required to appear at their designated work sites at their
normally scheduled times during emergency conditions. Emergency employees must
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also report to work if they are called out to work during emergency conditions. Any
emergency employee who fails to report for work without good cause may be subject to
discipline.

In the rare instance when emergency conditions require the closing of a County office or
work site, emergency employees will be notified of the location of an alternative work
site to which they must report. Alternative work sites shall be identified by department
heads and shall be located as near to the employees' designated work site as is reasonably
possible.

EMPLOYEE COMPENSATION

If an emergency condition is declared prior to the start of a business day, non-emergency
employees who do not report to their work sites will not be paid for their normal work
hours during that day except by using accrued vacation, personal leave, or compensatory
time. Non-emergency employees who report for work will receive their regular wages.

If an emergency condition is declared during regular work hours, all employees will be
notified of that determination as soon as reasonably possible. Non-emergency employees
will then have the option of (1) remaining at work or (2) leaving the work site and using
accrued vacation, personal leave, or compensatory time. Non-emergency employees who
remain at work will receive their regular wages.

If the emergency condition is such that the decision is made to “close” St. Louis County
offices and/or other work sites prior to the start of a business day, non-emergency
employees will not be paid for their normal work during that day except by using accrued
vacation, personal leave, or accrued compensatory time. Employees who have no
accrued paid leave hours available on their payroll record will be authorized advance
credit of vacation hours to be used for the emergency closure event, and these credited
hours shall be repair in full from the employee’s vacation earnings in the immediately
following pay periods.

If the emergency condition is such that the decision is made to “close” St. Louis County
offices and/or other work sites during regular working hours, all non-emergency
employees will be released and paid their regular wages for the entire work day.
Emergency employees shall report to their normal work sites, or to a designated
alternative work site, for their scheduled shifts. Any emergency employee not reporting
for work as scheduled or as otherwise required, shall not receive compensation for the
day. However, a department head may authorize the use of vacation pay, personal leave,
or accrued compensatory time by an emergency employee unable to report to work
during an emergency situation, for good cause shown by the employee, on a case-by-case
basis, after review by the County Administrator.

Employees on sick leave status on the work day prior to the emergency condition may
use sick leave benefits on the day of the emergency condition, if the employee can show
that absence from work would have been required, regardless of the emergency
condition, because of continuing need for sick leave use.
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If, because of severe weather, any emergency or non-emergency employees choose to
remain at County offices or other work site after a decision to close the offices, they shall
not receive overtime compensation or compensatory time off unless their department
head ordered them to remain on site specifically to work during the emergency condition.

EMERGENCY EMPLOYEES (revised list 2007)
Sheriff’s 9-1-1 Communications

Emergency Communication Specialist
Electronic Systems Technician

Sheriff’s Law Enforcement

Deputy Sheriffs serving on patrol, in outlying areas and as Investigators
Deputy Sheriff-Sergeant

Deputy Sheriff Lieutenant

Supervising Deputy Sheriff

Sheriff’s Emergency Management
Emergency Management Administrator
Civil Defense Coordinator

Sheriff’s Jail Division

Deputy Sheriff’s Corrections Officer
Deputy Sheriff Sergeant Corrections
Assistant Administrators Operations
Assistant Administrators Security
Jail Corrections Administrator
Cooks Jail

Cook Supervisors Jail

Jail Program Operations Coordinator

Property Management

Assistant Building Superintendent
Building Maintenance Crew Leader
Head Janitor

Designated Janitorial Staff

Public Works

Highway Engineer/Public Works Director
Deputy Public Works Director

Assistant County Highway Engineer
Highway Division Superintendent
Highway Maintenance Supervisor

Road and Bridge Shop Supervisor

Sign Supervisor
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Blacksmith

Principle Engineer (Bridge Division)
Bridge Supervisor

Bridge Superintendent

Bridge Worker

Bridge Worker Senior

Equipment Operator Junior
Equipment Operator Senior

Heavy Equipment Mechanic
Storekeeper |

Storekeeper Il

Principle Engineer (Traffic Division)
Sign Technician

Public Health & Human Services (No classifications after December 31, 2007)
King Manor and MidTowne Il

Board & lodging Care Assistants
Community Food Service

Supervising Dietitian

Food Service Helper

Cook I and Il

Chris Jensen Health & Rehabilitation
All job classes and all employees
King Manor and MidTowne Il (Beginning January 1, 2008)
Board & lodging Care Assistants
Community Food Service (Beginning January 1, 2008)
Supervising Dietitian
Food Service Helper
Cook I and Il
County Laundry
Laundry Manager
Stationary Engineer
Laundry Worker |
Laundry Worker Il
Equipment Operator
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VOLUNTARY PAYROLL DEDUCTION TO ASSIST CO-WORKER IN NEED
OF ORGAN TRANSPLANT

RESOLUTION NO. 174

March 13, 1990

RESOLVED, that St. Louis County employees are hereby authorized to designate a
voluntary payroll deduction for the purpose of assisting a named St. Louis County
Employee/Retiree in need of an organ transplant.

EMPLOYEE TUITION REIMBURSEMENT POLICY & PROCEDURE
RESOLUTION NO. 521

BOARD FILE NO. 55575

June 28, 1994

BE IT RESOLVED, that St. Louis County approves an Employee Tuition
Reimbursement Program for 1994 and that such program be administered by Employee
Development staff pursuant to a June 15, 1994, dated policy and procedure document, a
copy on file in County Board File No. 55575

BE IT FURTHER RESOLVED, that the 1994 funding for the Employee Tuition
Reimbursement Program not exceed $20,000 and be allocated from the Employee
Development Budget

ST. LOUIS COUNTY TUITION REIMBURSEMENT POLICY & PROCEDURE

1. Purpose: St. Louis County has a major interest in developing a well-trained,
highly-skilled workforce. The County’s objective is to assure that county services
are provided in a cost effective manner and that the county maintains a competent
employee workforce. To aid in this, the county offers a tuition reimbursement
program for employees. Education shall consist of all courses for credit, associate
degree programs, vocational training and other certified and approved courses.
The goal of the Employee Development Program shall be to improve the quality
of personnel services rendered to the county and to provide further development
of occupational skills and knowledge to meet current and future county needs.

2. Eligibility: Permanent full time and permanent part time employees are eligible
for this program. (Employees who work less than full time will be reimbursed on
a pro-rated basis in terms of hours worked in an average pay period.) The course
of study must be job-related or must benefit the employee or the county in a
future work assignment. Courses must be approved prior to registration.

3. Conditions: Tuition aid will apply only to courses which are judged to be in the
best interest of the county, or pertain directly to the employee’s present or likely
future work goals or assignments. Applications will be accepted up to six weeks
prior to the beginning of the course. Attendance and other study requirements
must be on the employee’s own time. Employees are encouraged to use vacation
time, compensatory time, personal leave or flex time to attend courses. If
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department approval is not granted to an employee making application, the
employee is eligible to appeal to the employee development advisory committee.
Current training or training received prior to the enactment of this policy is not
reimbursable under this program. Participation in the program in no way
guarantees promotion, transfer or continued employment with the County.
However, departments will be encouraged by administration to utilize any new
skill, training or degree obtained by employees.

4. Procedure: Prior to course registration, an employee must complete an
Application for Tuition Reimbursement; secure approval signature from the
department head or designee; and route the application to the office of Employee
Development. Upon approval of Employee Development, employees will be
notified and a tuition reimbursement form will be sent to the employee. Upon
successful completion of the course, an employee must submit an employee
reimbursement voucher with receipts for payment of tuition, and a copy of the
grade received for this course. Employees will then be reimbursed for 80% of the
total cost of the course.

5. Fee and Reimbursement Policy: With prior approval by the department head or
designee and final approval by the Employee Development Program, and upon
receipt of successful completion of the course (minimum of “C” or “Pass” for
undergraduate courses and “B” for graduate courses), 80% of tuition or course
fees will be reimbursed. Books, other fees and personal expenses are not
reimbursable items. Employees are eligible for a maximum of $1,000 per year.

EMPLOYEE ASSISTANCE PROGRAM POLICY
RESOLUTION NO. 200
March 19, 1996

RESOLVED, that the Chair of the Board, County Auditor, Civil Service Director, and
County Attorney are authorized to execute a contract in the amount of $20,304.00
payable from Fund 01, Department 63 with Lutheran Social Services Lifeworks
Employee Assistance Program, a copy of which is on file in Contract File No. 96-147.

RESOLVED FURTHER, that the Employee Assistance Program Policy as on file in
County Board File No. 56786 is hereby adopted.

ST. LOUIS COUNTY EMPLOYEE ASSISTANCE PROGRAM POLICY

St. Louis County and its employees’ unions recognize that a wide range of problems not
directly associated with one’s job function can have an effect on an employee’s job
performance. In most instances, the employee will overcome such personal problems

independently. In other instances, employees may need help in resolving these problems.
The County and Unions believe it is in the best interest of the employee and the
employee’s family to provide a service which deals with such persistent problems.
Therefore, under the auspices of St. Louis County and in agreement with the unions, the
Civil Service/Personnel Department will be responsible for providing Employee
Assistance Program services for County employees and immediate family members by
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contracting with an Employee Assistance Program provider. The County and the Unions
recognize that unresolved problems affecting the employee’s job performance reduce
productivity, resulting in an increase of expenses to the County and a decrease in services
to the public.

1.

The County and the Unions recognize that any human problem may be
successfully treated provided it is identified in its early stages and referral is made
to an appropriate caregiver.

When an employee’s job performance or attendance is unsatisfactory and the
employee is unable or unwilling to correct the situation, it is an indication there
may be some cause outside of the realm of his/her job responsibilities which is the
basis of his/her problem. Employees will receive careful consideration and an
offer of assistance to help resolve such problems in an effective and Confidential
manner. Their job, future and reputation will not be jeopardized by utilizing this
employee service.

Employee’s problems causing unsatisfactory job performance will be handled
within the employer’s established health and personnel administrative procedures
and all records will be kept in confidence. Confidentiality will apply for all
records of any community caregiver involved.

In instances where it is necessary, upon certification of the attending physician or
caregiver the employee may use sick leave for treatment or rehabilitation. When
an employee has no accumulated sick leave, he may use comp time, vacation,
personal leave, or leave without pay in accordance with the Civil Service Rules
and Regulations, Merit System Rules and Regulations, and unions’ collective
bargaining agreements.

Employees who have a problem which they feel may affect work performance are
encouraged to voluntarily seek counseling and information on a confidential basis
by contacting a designated resource. Employees shall be informed by their
supervisors of this service.

It will be the responsibility of the employee whether or not to comply with the
referrals for diagnosis of his/her problem and to cooperate and follow the
recommendations of the diagnostician or counseling agent.

Since employee work performance can be affected by the problem of the
employee’s spouse or other dependent’s, the program is available to the families
of our employees as well.

When an employee’s job performance or attendance continues to be
unsatisfactory and the employee is unable or unwilling to correct the situation,
disposition of the matter will proceed in accordance with the Civil Service Rules
and Regulations, Merit System Rules and Regulations and the Union collective
bargaining agreements.
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PROCEDURE

Essentially, the program consists of four phases as follows:

A.

O w

D.
E

Identification of a problem by the employee or supervisor that could potentially
effect or is effecting job performance.

Referral of the employee to the Employee Assistance Program provider.

Define the problem and provide the employee with several possible treatment
sources (a minimum of three if possible).

Employee chooses and contacts a treatment source.

Counseling, treatment and follow-up as needed to resolve the problem.

The success of this program will result in an increase in productivity and services to the
County and the public, but most of all, it will have allowed the employees the opportunity
to improve their work relationships, their job satisfaction and their overall quality of life.

8.4



ST. LOUIS COUNTY BOARD POLICIES
EMPLOYMENT PRACTICES
CHAPTER 9

DEPARTMENT HEAD MAY ASSIGN WORK IN HIGHER CLASSIFICATION
RESOLUTION NO. 1010
December 11, 1978

RESOLVED, that any Department Head may assign an employee to do work in a higher
classification, but cannot require them to do so.

RESOLVED FURTHER, that Resolution No. 958, adopted November 13, 1978, is
hereby rescinded.

SERVICE RATINGS FOR EMPLOYEES RESPONSIBLE TO BOARD OF
COMMISSIONERS

RESOLUTION NO. 116

February 12, 1979

RESOLVED, that service ratings for those employees directly responsible to the Board of
Commissioners be referred to each board member for completion, whereupon receiving
completed questionnaires, an average be then taken to determine service rating.

PUBLISHING OF EMPLOYEE SALARIES
RESOLUTION NO. 257
April 26, 1982

RESOLVED, that pursuant to Minnesota Statutes 375.17, Sections 1 and 2, St. Louis
County will not publish the names and amounts of salaries and expenses paid to
employees, but shall publish the totals of disbursements for salaries and expenses.

RESOLVED FURTHER, that the county commissioners and the department heads'
salaries shall be published by name, title, and total amount of compensation received for
the year.

NON-DISCRIMINATION ON THE BASIS OF HANDICAP OR DISABILITY
RESOLUTION NO. 657
October 9, 1984

RESOLVED, that the St. Louis County Board of Commissioners, consistent with its
resolve to assure equal opportunity in providing public services and employment, does
hereby affirm its policy of non-discrimination on the basis of handicap or disability status
in the access and admission to and participation in County programs, services and
benefits.
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COUNTY BOARD NOT REQUIRED TO REVIEW ENTRY LEVEL POSITIONS
RESOLUTION NO. 418
June 24, 1985

RESOLVED, that the St. Louis County Board, upon the recommendation of the St. Louis
County Officials Organization, rescinds Resolution 782, dated November 14, 1983, that
required that all entry level positions be reviewed by the County Board. This Resolution
is effective for all positions that become vacant subsequent to June 24, 1985. All
positions that became vacant prior to that date must still have County Board approval
prior to being filled.

SEXUAL HARASSMENT POLICY
RESOLUTION NO. 103

BOARD FILE NO. 52731

February 23, 1987

WHEREAS, the St. Louis County Board of Commissioners did adopt, on December 8,
1980, by Resolution No. 830, a policy relating to sexual harassment in the work place;

WHEREAS, the County Board desires to revise the sexual harassment policy;

NOW, THEREFORE, BE IT RESOLVED, that the County Board does adopt a revised
sexual harassment policy, as contained in County Board File No. 52731, on file in the
office of the County Auditor; effective immediately.

RESOLVED FURTHER, that the Civil Service Director shall notify all employees of the
revised sexual harassment policy.

SEXUAL HARASSMENT POLICY STATEMENT

Discrimination on the basis of race, color, religion, sex or national origin is a violation of
Section 703 of Title VII of the Civil Rights Act and Minnesota Statutes 363. Sexual
harassment is a form of sex discrimination.

Sexual harassment has been defined by the Equal Employment Opportunity Commission
as “Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature when (1) submission to such conduct is made either explicitly
or implicitly a term or condition of employment; (2) submission to or rejection of such
conduct by an individual is used as the basis for employment decisions affecting the
individual; or (3) such conduct has the purpose of effect of unreasonably interfering with
an individual’s work performance or creating an intimidating, hostile or offensive
working environment.” Employee conduct which results in the sexual harassment of
employees will not be tolerated. Employees engaging in such conduct may be subject to
disciplinary action.

It is the responsibility of every department head and supervisor to effectively implement
compliance with this policy. Any employee whose conditions or status of employment is
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being affected by the unwelcome sexual advances of individuals in the workplace should
communicate that such behavior is offensive to him/her. The employee should then bring
the matter to the attention of a higher authority within the department or contact the Civil
Service Director.

All complaints of sexual harassment will be investigated and resolved in accordance with
the provisions of the Employment Discrimination Complaint and Investigation
Procedures as established by the St. Louis County Civil Service Department.

EQUAL EMPLOYMENT OPPORTUNITY POLICY
RESOLUTION NO. 104

BOARD FILE NO. 52732

February 23, 1987

RESOLVED, that the St. Louis County Board of Commissioners, consistent with its
resolve to provide fair and equitable treatment in all conditions of employment for
employees and job applicants, does hereby adopt a policy relating to equal employment
opportunities, as contained in County Board File No. 52732, on file in the office of the
County Auditor, effective immediately.

RESOLVED FURTHER, that the Civil Service Department shall establish a procedure
relating to the filing of and investigation of employment discrimination complaints.

CONFLICT OF INTEREST/CODE OF CONDUCT POLICIES
RESOLUTION NO. 104

BOARD FILE NO. 58666

FEBRUARY 20, 2007

WHEREAS, the State Auditor noted the need for objectivity in the internal audit function
in its 2005 fiscal audit of St. Louis County; and

WHEREAS, the audit report pointed to specific policies and measures to achieve
objectivity; and

WHEREAS, County Commissioners have suggested changes to the section entitled
“Acceptance of Gifts and Favors” to coincide with MN Statutes 471.895 and Minnesota
Statutes 10A.071,

NOW, THEREFORE, BE IT RESOLVED, the St. Louis County Board authorizes an
amended St. Louis County Conflict of Interest Policy as follows:

ST. LOUIS COUNTY CONFLICT OF INTEREST POLICY
It is the intent of St. Louis County, through the establishment of a mission statement and
principles of conduct, to preserve the public’s trust and confidence. A consideration vital
to such trust and confidence is the issue of conflict of interest. The goal of the St. Louis
County conflict
of interest policy is to recognize and eliminate those situations of conflict, potential
conflict or the appearance of conflict of interest. The following identifies the major areas
where conflict of interest may arise:
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Outside Employment. Any outside employment may not conflict with an
employee’s/official’s job duties. A conflict occurs when the employee/official has the
opportunity to affect the outcome of County decisions which may directly or indirectly
benefit them through their outside employment.

Government Data Use. The appropriate and proper use of government data to assure the
security and the personal privacy of all citizens is of utmost importance. St. Louis
County officials/employees are prohibited from using privileged government data
obtained through their position to further their own private interests.

Financial Interests. An official/employee shall not use his or her position to influence the
purchase of services or products, when immediate family members defined as spouse,
child, sibling, parent or grandparent, have a financial interest, direct or indirect, in the
supplier, contractor or provider.

Service on Boards and Commissions. Appointed County employees are encouraged to
serve their communities through advising roles on boards or commissions. However,
they may serve only in an ex-officio capacity on the governing boards of agencies or
companies which provide services or products to the County, when their position in the
County allows them to influence the contracts with the agency or company.

Acceptance of Gifts or Favors. County officials/employees shall not accept nor solicit
gifts, gratuities or other favors, as referenced in MN Statutes 471.895 and 10A.071
(limited to $5 or less trinket or memento), from persons, agencies, businesses, contractors
or organizations which contract for supplies, services or products to the County.

Use of County Time, Property and Information. Officials/employees of the County shall
not use County time, supplies, property or equipment for anything other than official
County business, except as provided by County resolution.

Administration of Conflict of Interest Policy. It is the responsibility of each
official/lemployee to identify the potential for conflict of interest and to avoid such
situations. Employees should be specifically aware of situations addressed in Minnesota
Statutes 382.18, 471.87, 282.016, and 15.054. The official/employee shall bring the issue
of a potential conflict of interest to the attention of the County Administrator, County
Attorney, or the employee’s immediate supervisor upon identification of the conflict.
Should the matter not be resolved between the employee and immediate supervisor the
issue shall be brought to the department head for resolution in consultation with the
County Administrator and the County Attorney. The record keeping duties for
administration of the conflict of interest policy shall be the responsibility of the personnel
department.

Departmental Codes. Individual departments may establish more restrictive policies,
provided they are consistent with the intent of this general policy.

Internal Audit Function. The employee of the Auditor’s Office appointed to fill the
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internal auditor position shall report any issue of a potential conflict of interest to the
County Auditor unless the issue involves a conflict with the County Auditor, in which
case the matter shall be brought to the attention of the County Administrator and the
Personnel Director.

Violation of These Provisions. The violation of any of the provisions of the conflict of
interest policy shall be grounds for disciplinary action. Officials/employees may still be
subject to civil or criminal penalties in accordance with law.

ST. LOUIS COUNTY WORK ENVIRONMENT - FAMILY NEEDS/ISSUES
RESOLUTION NO. 722
October 2, 1990

RESOLVED, that the St. Louis County Board of Commissioners hereby adopts the
following policy statement:

"St. Louis County, as a progressive employer, supports its employees,
their families, and the work they accomplish by providing an atmosphere
conducive to meeting family needs. Consistent application of progressive
policies demonstrates a caring attitude and provides employees with
emotional and educational support for addressing family issues."

RESOLVED FURTHER, that this policy will be evaluated for its effectiveness at the end
of six months and at the end of one year following adoption.

CIVIL SERVICE DIRECTOR MAY AUTHORIZE EMPLOYMENT AT ANY
STEP

RESOLUTION NO. 362

May 5, 1992

RESOLVED, that the Civil Service Director may authorize the employment of a
candidate for employment at any step in the grade level, and subsequently report such
action to the County Board.

OUT OF CLASS WORK ASSIGNMENT POLICY
RESOLUTION NO. 762

BOARD FILE NO. 55088

October 12, 1993

RESOLVED, that the County Board adopts the Out-of-Class Work Assignment Policy as
on file in County Board File No. 55088.
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OUT OF CLASS WORK ASSIGNMENT POLICY

Policy: In order to accomplish the duties and responsibilities assigned in a position which
is unoccupied due to the temporary, short-term absence of an incumbent, an employee in
a position allocated to a lower salary grade may be assigned to perform all or part of the
duties of the vacant position. If the employee having newly assigned job duties is
required to perform a majority of the duties and responsibilities that serve as the basis for
the higher grade allocation of the vacant position for more than five days, the employee
shall be considered to be working *“out-of-class” and shall receive an Emergency
Appointment to the higher classified position. (Reference CS Rule 7.6)

Procedure:

1.

When a position is vacant due to a temporary, short-term absence of the
incumbent, the supervisor must determine if the duties and responsibilities of the
vacant position, or a portion of the duties, must be performed during the
incumbent’s absence

If all of the duties and responsibilities of the vacant position must be performed,

and an employee in a lower classified position is assigned to do the duties of the

vacant position, an out-of-class work assignment occurs

In considering an out-of-class assignment for a lower classified employee, the

supervisor must determine if the employee is qualified to perform the duties and

responsibilities of the vacant position. If not, the duties cannot be assigned this
employee

If only a portion of the duties and responsibilities of the vacant position must be

performed during the incumbent’s absence, the supervisor must determine if the

lower classified employee assigned to do some of the duties of the vacant position

is working out-of-class. To determine if an employee is working out-of-class a

supervisor should use the following guidelines:

a. Compare the job description of the vacant position with the job description
for the lower classified employee. If the newly assigned duties and
responsibilities are within the scope of the lower classified position, No
out-of-class work assignments occurred. In making this determination,
contact the Civil Service/Personnel Department for assistance.

b. If, upon reviewing the duties and responsibilities assigned from the vacant
position to the lower classified position, it is determined that the newly
assigned duties actually serve as the basis for the higher grade allocation
of the vacant position, such assignment is considered an out-of-class work
assignment

If it is determined that an out-of-class assignment is required, the employee

assigned to work out-of-class must be given an Emergency Appointment to the

vacant position. The supervisor must prepare a brief memo documenting the
circumstances and start date of the out-of-class work assignment, and submit
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same attached to CS Form 63-B (Appointment) to the Civil Service/Personnel
Director.
6. Employees may not assume the responsibilities of a vacant position without

supervisory approval. If the distinct and significant job activities assigned in the
vacant position must be performed, the appointing authority shall initiate
reassignment of the duties and responsibilities of the vacant position

7. When it is necessary to replace a supervisor on a short-term basis, out-of-class
pay is justified if the assigned employee is required to perform the supervisory
functions of the vacant position. In most cases, the supervisory duties of a vacant
position would be assigned to another supervisor in a similar or higher job class

8. Dual-class appointments are processed under the regular appointment procedure
and are not covered by this Policy

NON-DISCRIMINATION POLICY
RESOLUTION NO. 920

BOARD FILE NO. 55187

December 21, 1993

RESOLVED, the County Board adopts the Non-Discrimination Policy, as on file in
County Board File No. 55187

NON-DISCRIMINATION POLICY

It is the intent of the St. Louis County Board of Commissioners to assure that every
individual have access to St. Louis County facilities, programs and employment
opportunities without regard to race, creed, color, religion, age, sex, disability, marital
status, public assistance status, sexual orientation or national origin. St. Louis County
further desires to comply with the Americans With Disabilities Act, Title VII of the Civil
Rights Act of 1964, the Minnesota Human Rights Act, St. Louis County Civil Service
Law and all other applicable federal and state laws prohibiting discrimination in
employment or in the provision of services.

EMPLOYEE RECOGNITION POLICY
RESOLUTION NO. 124
February 15, 1994

WHEREAS, the St. Louis County Board of Commissioners states that it is important to
recognize and reward employees for outstanding performance, achievements, and
continued service; and

WHEREAS, St. Louis County, through its Service Leadership Program, established an
Employee Recognition Committee and subsequent Employee Recognition Program to
acknowledge individual and group excellence, cost savings, and community
contributions; and

WHEREAS, the County Board desires to have a comprehensive and formal recognition
policy which, in addition to acknowledging the achievements of the current Employee
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Recognition Program, will also provide guidance to recognizing employees and outside
agencies for other significant achievements such as years of continued service to the
County, participation in wellness/health improvement activities, and other activities
deemed appropriate and worthy of recognition.

NOW, THEREFORE, BE IT RESOLVED, that the County Board does hereby establish
the following as its Recognition Policy:

1. The recognition must have a public purpose, that is, the County is the primary
beneficiary of the works and achievements of the employee, and/or outside
agencies

2. Recognition which attempts to reward employees and/or outside agencies as a

means to rectify salary inequities or provide an incentive for retaining an
employee is prohibited

3. The County Board authorizes recognition by awarding nominal gifts. The
nominal gifts may include, but are not limited to, such items as follows:
Certificates, plaques, pins, coffee mugs, t-shirts, gift certificates, and savings
bonds. As in current County practices, the County Board will pay the tax
implication associated with any awards on behalf of the County employee

4. As a means of providing a check on the recognition the County Board requires the
County Administrator to annually report to the County Board the following: 1) a
list of all County employees and agencies which have been recognized during the
current year; 2) The category/description of recognition; and 3) The recognition
award, if applicable.

RECOGNITION UPON DEATH OF EMPLOYEE
RESOLUTION NO. 567
July 12,1994

RESOLVED, the County Board hereby amends Resolution No. 124 adopted February 15,
1994, establishing an Employee Recognition Policy, by adding a provision dealing with a
death of an employee. The addition to the Employee Recognition Policy is as follows:

Upon the death of a current employee the Administrator on behalf of the County Board
shall cause a letter of condolence to the family to be written, signed by the Chair of the
County Board, and mailed to the family of the deceased employee. Further, the
Administrator is authorized to order on behalf of the County flowers or another suitable
memorial of nominal value for presentation at the funeral, wake, or other service, or to
the family of the deceased. The condolence letter and memorial shall be the exclusive
official recognition upon the part of the County; and no other expenditure of funds will
be authorized.
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POSITIONS ADDED DUE TO GRANT/TEMPORARY DOLLARS
RESOLUTION NO. 783
October 4, 1994

RESOLVED, that it shall be the official policy of the St. Louis County Board of
Commissioners that any personnel positions added due to grant funding or temporary
increases in allocated dollars, shall be discontinued at the same time the grant funding
discontinues or temporary increases in allocated dollars return to normal levels, unless
the program/positions have been reviewed and approved for continued funding by the
County Board prior to the cessation of the grant.

AFFIRMATIVE ACTION
RESOLUTION NO. 1001
BOARD FILE NO. 52732
December 27, 1994

RESOLVED, that pursuant to the recommendation of the Civil Service/Personnel
Department, the revised St. Louis County Affirmative Action Plan be approved, copy on
file in County Board File No. 55945.

See: Affirmative Action, Resolution No. 266, Board File No. 57368, Dated April
26, 1999.

See Also: Affirmative Action, Resolution No. 526, Board File No. 57797, Dated
August 14, 2001.

See Also: Affirmative Action, Resolution No. 493, Board File No. 58454, Dated
October 4, 2005.

EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT

It is the policy of St. Louis County to provide equality of opportunity in employment to
all employees and applicants for employment in accordance with equal employment/
affirmative action laws, directives and regulations. It is the intent of the Board of
Commissioners of St. Louis County to assure that every individual making application
for employment or presently in the employ of the County be considered on the basis of
individual merit, without discrimination or favor due to race, color, creed, religion,
national origin, sex, disability, age, marital status, or status with regard to public
assistance.

In furtherance of this policy, St. Louis County will take affirmative action to provide
employment practices free of discrimination. Such employment practices include, but are
not limited to, recruitment, selection, promotion, job assignment, demotion, transfer,
layoff, recall, termination, training, rates of pay or other compensation. It is the
responsibility of every department head and supervisor to cooperate in the
implementation of this policy.
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EMPLOYMENT VACANCIES : MOVING EXPENSE LIMITS
RESOLUTION NO. 884
November 28, 1995

RESOLVED, that for vacant positions that the St. Louis County Board is responsible for
approval of the position announcement, the job specification, and the appointment of an
employee; and consideration of payment of moving expenses is included in the approved
position announcement, payment of reasonable moving expenses is hereby authorized not
to exceed $6,000.

RESOLVED FURTHER, that said moving expenses will be a charge on the budget of the
Department into which the employee is hired.

PERSONAL USE OF COUNTY TELEPHONIC EQUIPMENT
RESOLUTION NO. 413
May 27, 1997

WHEREAS, on July 25, 1989, through Resolution No. 620, the St. Louis County
Board established a Conflict of Interest and Code of Conduct Policies, which provided in
part: “Officials/femployees of the County shall not use County time, supplies, property or
equipment for anything other than official County Business, except as provided by
County Resolution”, and

WHEREAS, by law all expenditures of County funds require a public purpose;
and

WHEREAS, technological and administrative changes have occurred at the
County and its business environment;

NOW, THEREFORE, BE IT RESOLVED, that the Board adopts the following
policy statement with regard to personal use of County telephonic equipment and
reimbursements to employees for business use of their private equipment:

POLICY

The Board recognizes that telephonic and financial resources of the County are
limited and that employees/officers, hereinafter referred to as employees, may on
occasion have a need to make personal calls using County equipment or time. However,
such calls shall be limited in number and time in accordance with county/departmental
policies and common sense, and shall be conducted in such a manner as to limit the
interruption of County business.

In no case may an employee utilize County telephone equipment to conduct a
private business.

There are two basic types of calls: 1) Unmetered calls - for example local calls
from stationary instruments; and 2) Metered calls which include cellular and all long
distance calls.  Employees are to limit unmetered calls in accordance with
County/departmental policies and common sense. Metered calls of personal nature that
will be charged to the County by the service provider shall only be incurred in very
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exceptional circumstances, the itemized direct costs of which shall be reimbursed to the
County in a prompt manner whenever the total costs exceed $1.00 in a calendar month.

Each department shall establish a procedure whereby employees promptly notify
designated staff of the fact that a metered personal call was made by the employee. The
notification shall include at least the following: 1) Date; 2) Time; 3) Approximate
duration of the call; 4) Telephone number called; and 5) Telephone number called from.

Employees in situations where the demands of work prevent them from
completing their shift at a normal time are allowed one brief call on County equipment to
notify their families of the situation without the need for reimbursement. The County
will not reimburse employees utilizing personal equipment for such purposes.

The County will reimburse employees for necessary business use of their personal
telephone(s) based upon a direct itemized charge for each call and in conformance with
county/departmental policies.

AFFIRMATIVE ACTION PLAN
RESOLUTION NO. 266

BOARD FILE 57368

April 26, 1999

RESOLVED, that pursuant to the recommendation of the Civil Service/Personnel
Department, the revised St. Louis County Affirmative Action Plan be approved.

See: Affirmative Action: Resolution No. 1001, Board File No. 52732, Dated
December 27, 1994,

See Also: Affirmative Action: Resolution No. 526, Board File No. 57797, Dated
August 14, 2001.

See Also: Affirmative Action: Resolution No. 493, Board File No. 58454, Dated
October 4, 2005.

COUNTY TELECOMMUTING POLICY
RESOLUTION NO. 214
March 28, 2000

ST. LOUIS COUNTY TELECOMMUTING PILOT PROGRAM APRIL, 2000
EXECUTIVE SUMMARY

Saint Louis County wishes to explore a employee telecommuting program in response to
increasing telecommuting interest by both employees and department heads. Previously,
Employees from a variety of departments including Social Services, Management
Information Systems, Administration and the Sheriff have used their home as an office.
This out of office work has been performed for a number of reasons. For Sheriff’s
deputies, it has been a matter of being based closer to their patrol sectors. MIS and
Administration personnel have telecommuted to both increase their productivity and to
work while recuperating at home from various temporary disabilities. All of these
occasions have shown successful results. Several department heads routinely access
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County systems to retrieve e-mail and other system files from home. This is a form of
telecommuting also.

Several departments now wish to try a pilot program to determine if telecommuting
would be a viable alternative to the present arrangement of housing all staff in traditional
offices. If the telecommuting pilot program is successful it will likely lead to a permanent
telecommuting program for the County. The pilot, which will run from MAY, 2000,
through OCTOBER, 2000, will be guided by goals and objectives established by the
Telecommuting Advisory Committee. The success of the pilot program will be
determined by the departments whose staff is involved.

These goals include:

-To use telecommuting as a tool to increase productivity with the available resources; to
take a leadership role in using telecommuting to improve the quality of the environment,
community, and family.

-To encourage the use of telecommuting to accomplish flexibility and innovation in
meeting customer, management, and employee needs.

Telecommuting has been identified as a management tool and is designed as a voluntary
program. Approximately twenty five employees from the Social Services, MIS
departments and the Assessor’s office will participate as telecommuters. They will come
from a variety of job types including managers, word processing operators, accounting
staff, personnel officers, technical support and systems managers, social workers,
management consultants, management analysts, planners and office managers. Recruiting
campaigns during the year will provide formal training to all participating telecommuters
and supervisors.

During the pilot, the departments will gain telecommuting experience, employees will
gain experience telecommuting and acclimating themselves to work habit changes, and
supervisors will gain experience in managing off-site employees.

OBJECTIVES

The broad and ambitious goals established for the pilot are productivity, environment,
community, family, employee empowerment, and re-engineering. Supervisors and
managers will be asked by their departments to keep costs to a minimum and to
experiment without creating major changes. It is hoped that pilot program results will
suggest that goals related to productivity and the environment can be achieved with little
or no financial investment in telecommuting. Other goals, such as those involving space
and re-engineering, will require more planning, commitment, and resources and a longer
period of time before results could be seen.

The program’s significant goals are published here.
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GOAL 1. To encourage solutions that seek to provide savings in County operating costs.
The objective is to reduce total operating costs.

GOAL 2. To use telecommuting as a tool to increase productivity with the available
resources. The objectives are to increase employee retention rate, maintain and encourage
high levels of employee performance, develop and improve methods of performance
management, and increase the levels of satisfaction of telecommuters, their managers,
and their co-workers.

Telecommuting has been shown to enhance recruitment in two ways: by making the job
more attractive to a good candidate and by expanding the pool of potential candidates.
Telecommuting can also help retain valued employees who might resign because they are
moving farther from the office or want a shorter commute.

It is hoped that telecommuting will enhance productivity without negatively affecting
telecommuters' co-workers in the office. The quantity and quality of work done on
telecommuting days will be measured to determine that productivity does not decline.
Equal or greater performance will indicate that the program is a success. New methods of
maintaining communications with co-workers and supervisors will need to be
implemented.

In particular, planning, scheduling, and attending meetings will need to be addressed. It
is understood that, on occasion, telecommuters will have to skip or reschedule
telecommuting days in order to attend meetings and, in other cases, supervisors and
co-workers will have to delay scheduling or conducting meetings until the telecommuter
returns to the office.

GOAL 3. To take a leadership role in using telecommuting to improve the quality of the
environment, community, and family. The objective is to decrease commute miles, fuel
consumption, rush-hour traffic congestion, and air pollution; increase employee presence
in communities; and reallocate commuting time to personal life. It has been shown that
telecommuting can have a positive, measurable, and immediate effect on the
environment, the community, and the family. Studies have shown that telecommuting
reduces traffic congestion, air pollution, fuel consumption and use of other natural
resources. It is hoped that the pilot's results will affirm that conclusion. Community
leaders in locations where telecommuting is in use recognize that telecommuters who
remain in their homes and communities during the workday have a positive impact on the
community and the neighborhood.

GOAL 4. To encourage the use of telecommuting to accomplish flexibility and
innovation in customer, management, and employee needs. The objectives are to
empower the employee at the point of customer contact and promote re-engineering of
business processes. It is expected that business process changes during the pilot will be
made in the areas of technology and communication, but with no radical re-engineering
efforts. The issue of what processes and changes in technology will be evaluated more
fully during the pilot.
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OTHER

In addition to questions connected to the four goals, the pilot will seek to answer
questions involving technical equipment, anticipated barriers to telecommuting's culture,
and telecommuting's effect on co-workers.

Telecommuters will use either a desktop or a laptop computer when they work at home
and remote connectivity to the office while working at home will be established.
Initially, telecommuters will use the telephone line in their home as their data connection
to the office and, where necessary, will be issued cellular telephones to make and receive
calls. Remote connectivity to the office will be monitored closely.

The impact of telecommuting on planning, scheduling, or organizing work will need to
be monitored closely and difficulty in planning, scheduling, and attending meetings will
require evaluation.

RECOMMENDATION

If the telecommuting pilot program is successful, the Telecommuting Advisory
Committee recommends evaluation of the County’s long-term business goals. If it is
determined that telecommuting can serve as a tool in meeting those goals, a permanent
program should be implemented, including the specific recommendations outlined below.

1. The County should determine its leadership role in promoting telecommuting
Countywide.

2. The County should define an organizational structure for telecommuting and
identify and assign roles and responsibilities.

3. The County should address and resolve the primary barriers and disadvantages
identified during the pilot.

4. The County should promote the program with telecommuting fairs and
workshops, newsletter articles, and other publicity efforts.

5. The County should develop a training program for telecommuters, supervisors,
and co-workers.

6. The County should review telecommuting policies, make necessary changes, and
convert draft policies to formal policies.

7. The County should review the Telecommuter Understanding form and make any
necessary changes.

8. Telecommuters and supervisors should help to make telecommuting a successful

experience for everyone by having an open and positive attitude toward
telecommuting, having mutual trust and respect, having good planning and
organizational skills, and setting clear, measurable objectives that focus on
deliverables.

9. The County should identity requirements and options for enabling technology.

10.  The County should define the level of technical support to be provided to
telecommuters, including days, hours, and types of problems addressed.

11.  The County should define standard configurations where possible, to ease the
support burden.
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12, The County should investigate non-threatening audio conference equipment and
electronic scheduling tools, purchase prototypes, or ask departments to share
knowledge about existing equipment and tools.

13.  The County should train all telecommuting participants to use electronic meeting
scheduling software.

14.  The County should train telecommuters, supervisors, and co-workers on
alternative meeting techniques (audio and video conferencing, and other forms of
team communications).

BACKGROUND

Telecommuting - where an employee performs job responsibilities away from the normal
work location - is part of a trend that is shifting the country's economy from an industrial
base to an information and service base. This shift is being accelerated by the use of
personal computers and enhanced communications equipment.

Saint Louis County became involved with telecommuting in late 1997 and 1998 in
response to increasing telecommuting interest and activity by state agencies and a number
of County department heads. Interested department heads have decided to conduct a pilot
telecommuting program to gain telecommuting experience that would help determine the
applicability of telecommuting within the County.

CONCLUSION

Physical places are increasingly being replaced by virtual spaces - technology - as a
preferred medium for doing business. In the process, technology will drive a dramatic
reduction in commercial real estate demand during the next few years. Businesses will
continue to require physical places to conduct business, but the amount of space, how it is
used, and where it will be located are all subject to rapid and unpredictable change.
People are working differently - the number of telecommuters is expected to grow to
more than 20 million by the year 2000, shedding as much as 3 billion square feet in the
process.

Organizations are rethinking the design of office space, and ideas such as "non-territorial
and "hoteling" are becoming popular. With these space changes come better space usage,
lower costs, and offices that are designed more for team work, rather than for individual
desk work. Changes in space, however, need to be carefully planned and need to include
an analysis of work and workflow, technology, and organizational culture. Space savings
will be dependent on having telecommuters who can work away from the office two or
more days a week. The County will need to be flexible in allowing employees to adjust
their schedules so that they can telecommute as commitments to being at the office
permit.

E-mail and electronic scheduling will be relied on heavily to maintain the level of

communications between co-workers and supervisors. Comfort levels in conducting and
attending meetings remotely will need to be evaluated.
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If telecommuting is proven to be a successful concept with many advantages for the
employer, employees, and society then it should be pursued. Telecommuting is a means
of reducing overhead costs, increasing employee satisfaction, morale, and productivity,
and helping with the employer's management of labor strategy by providing flexibility.
Organizations that have embraced telecommuting report reduced sick leave usage,
reduced real estate and property management costs, and increased employee satisfaction
and retention.

The County’s Telecommuting Advisory committee has established four ambitious goals
for its telecommuting pilot program. During the six month pilot the County will gain
experience with telecommuting, training telecommuters and supervisors on issues related
to telecommuting, and increase the number of participants through active recruitment
efforts. Three departments with twenty five employees including supervisors and
managers will participate in the program. Employees will gain experience and acclimate
themselves to work habit changes. Supervisors will gain experience in managing off-site
employees. It is hoped that a majority of participants and supervisors will report that
telecommuting is a positive experience and will indicate a desire to establish a permanent
telecommuting program.

In order for an organization to experience space savings, large numbers of telecommuters
need to be participating and working out of the office two or more full days per week.
Telecommuting two or more days per week requires analysis and selection of the suitable
job, availability of enabling technology, and adaptation to significant cultural change by
employees, supervisors, and co-workers.

RECRUITMENT IMPLICATIONS

Telecommuting can enhance recruitment in two ways: by making the job more attractive
to a good candidate and by expanding the pool of potential candidates. Telecommuting
can also help retain valued employees who might resign because they are moving farther
from the office or want a shorter commute. Telecommuting may also prevent an
employee from seeking another position. Reducing employee turnover rates reduces an
organization's costs and increases productivity. Telecommuting can also assist employees
with disabilities.

IMPACT ON THE ENVIRONMENT
There is no question that telecommuting can reduce traffic congestion, air pollution, fuel
consumption, and use of other natural resources. Anticipated benefits include:

Fewer commuting miles.

Decreased fuel consumption.
Decreased rush-hour traffic congestion.
Decreased air pollution
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IMPACT ON THE COMMUNITY

Community leaders recognize that telecommuters who remain in their homes and
communities during the workday have a positive impact on the community and the
neighborhood. Community involvement increases and it is expected that crime will be
reduced. When people are telecommuting, they have more time and more flexibility in
their schedule to become involved in their own communities.

IMPACT ON FAMILIES

Many benefits can accrue for telecommuting employees and their families.
Telecommuting offers flexibility in hours, allowing employees to work at their own
personal peak times. As a result of this flexibility, employees may be able to increase
productivity and reduce the amount of sick and vacation leave for personal situations that
arise and require the person to be at home or near home.

THE POTENTIAL DOWNSIDE OF TELECOMMUTING

Studies have shown that telecommuters who are inadequately equipped and must fend for
themselves will not achieve the productivity gains expected with a well-implemented
telecommuting program. Without the proper remote access capability, telecommuters will
find themselves electronically, as well as physically, disconnected from the office. If
testing and set-up are not done at the beginning, telecommuters can spend weeks or
months working through the "bugs" in these systems. Besides affecting the
telecommuter's productivity and morale, this process will create burdens for the
telecommuter's supervisor, team members, and technical support staff.

RECOMMENDATION

The Telecommuting Advisory Committee recommends that the County begin this pilot
program and, if it is successful, evaluate the County’s long-term business goals. If it is
determined that telecommuting can serve as a tool in meeting those goals, a permanent
program should be implemented.

ST. LOUIS COUNTY TELECOMMUTING POLICY

The County’s telecommuting policies are intended to provide clarification during the
telecommuting pilot program. As the pilot program continues and/or if a telecommuting
program is implemented following the pilot program, these policies will be modified as
the need arises.

COMMUNICATIONS

Telecommuters and supervisors are expected to develop an effective communications
strategy. Telecommuters must be reachable, within reason, during the agreed-upon
scheduled work hours. Telecommuters must notify the assigned office staff if they leave
their telecommuting work site, just as they would inform the receptionist or sign out
when leaving the traditional office during the workday.
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DATA

Telecommuters and their supervisor should discuss the type and form of data that will be
taken to and from the remote work site and agree on the security and transfer process
necessary to meet the needs of their department.

SECURITY
Telecommuters must provide reasonable security of the data and information they carry
to their remote work site.

PRIVACY AND CONFEIDENTIALITY

Telecommuters needing restricted-access information while working at remote sites must
discuss the need with their supervisor before taking the information off-site.
Telecommuters are responsible for protecting the privacy and confidentiality of data at
the remote work site the same as they are at the office.

DATA RETENTION AND DISPOSAL

Data created and maintained on a telecommuter's computer, if generated for conducting
County business, is subject to the department’s policies and procedures pertaining to data.
This means that proper retention and disposal procedures are required and that the data
remains the property of the County.

DEPENDENT CARE
Telecommuting is not a substitute for dependent care. Telecommuters with dependents
should make arrangements for care during agreed-upon work hours.

EQUIPMENT and SUPPLIES

Equipment, software, and supplies provided by the department for use at the
telecommuting work site are for conducting County business and may not be used for
personal purposes by the employee or other individuals. Employees using County
equipment will take reasonable care to ensure the equipment's safety and performance.

Division managers are responsible for determining the availability and type of equipment
and software needed for telecommuters.. Managers need to ensure that telecommuters
have adequate equipment to do their jobs, but that new equipment purchases are held to a
minimum during the pilot program. Expenditures for the sole purpose of meeting
individual telecommuter needs are not recommended. Instead, managers should consider
the use of existing County or employee owned equipment and portable equipment that
can be used by multiple telecommuters. If new purchases are made, costs for such
equipment must be absorbed by each department’s budget.

Equipment and software furnished by the County remain the property of the County and
are subject to the same business use restrictions. When telecommuters use County owned
equipment, the County is responsible for the installation and testing, maintenance, and
repair of the equipment. The telecommuter is responsible for all non-County owned
equipment.
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To ensure hardware and software security for County owned equipment, all software
used for telecommuting must be approved by the supervisor and division manager before
installation. Use of County owned software may be used only by department employees
and must be in compliance with all applicable software licensing agreement
requirements.

The telecommuter and immediate supervisor will maintain a record of County owned
equipment, software, and other property located at the remote work site.

The telecommuter will return County owned equipment, software, supplies, documents,
and other property to the assigned office prior to termination of telecommuting or
employment.

The telecommuter will be responsible for promptly notifying the immediate supervisor of
any equipment malfunction or failure of County owned equipment. If the malfunction
prevents the telecommuter from performing assigned tasks the telecommuter must notify
the immediate supervisor. The telecommuter may be assigned to perform different tasks,
to assist with repair or exchange of equipment, or to proceed to another work location,
depending on current work assignments.

Department managers are responsible for determining the telephone requirements for
telecommuters within the department and for determining the most cost effective means
for meeting those requirements. Departments are expected to comply with County
policies regarding long distance costs and reimbursements.

Routine office supplies, necessary to complete assigned tasks at the remote work site,
should be obtained during one of the telecommuter’s in-office work periods or through
approved procurement procedures. Other expenses must be approved in advance by the
individual normally approving such purchases. Out-of-pocket expenses for supplies
available in the office will not be reimbursed.

LABOR RELATIONS,

COLLECTIVE BARGAINING

The telecommuter's work schedule (including such items as normal workday hours and/or
core hours) will be determined and approved by the supervisor and Department head
within collective bargaining agreement provisions and appropriate laws such as the Fair
Labor Standards Act.

If an emergency situation occurs at the telecommuting work site and the employee is not
able to continue working, the telecommuter is expected to contact the immediate
supervisor. After discussion, the telecommuter may be asked to report to the assigned
office or to use approved leave.
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LIABILITY, WORKER'S COMPENSATION

The County does not assume responsibility for third-party injury or property damage that
may occur at the residence or within the designated remote work space. Business
meetings shall not be held at telecommuting work sites.

The County may be responsible for a telecommuter's injuries arising from job related
activities that occur within the identified telecommuting remote work space during the
agreed upon working hours. Therefore, the telecommuter must immediately report any
claimed injury to the supervisor and complete a First Report of Injury form.

The telecommuting work space must accommodate any equipment to be used in
performing work and the telecommuter must protect the work space from hazards and
dangers to the equipment and to the telecommuter. With advance notice, a County
representative may visit the telecommuting work site to ensure that the equipment and
work area are safe and free from hazards.

TRAINING

Training and/or orientation is required for telecommuters, their managers, and division
liaisons prior to beginning telecommuting. The purpose of telecommuting training is to
prepare employees for telecommuting by providing general knowledge about working
off-site, including remote work site safety, and knowledge needed to complete the
telecommuting agreement.

REMOTE WORK SPACE

The telecommuter is responsible for establishing and maintaining adequate work space at
the telecommuting work site. The telecommuter's remote work space is subject to the
supervisor's approval. (The telecommuter will be responsible for absorbing all costs
related to remodeling; and initial set-up of the work space.)

Office Work Space.
During the telecommuting pilot, departments may choose to leave office space as is or to
experiment with space sharing among telecommuters.

APPENDIX
TIPS for TELECOMMUTERS

A telecommuter should:

: establish a schedule for telecommuting work times; set aside blocks of time to
work; plan to take breaks; consider doing something physical on breaks.
make a periodic list of objectives with the supervisor, make sure the supervisor is
well informed of the status of the telecommuter's work, and establish a method of
periodic reporting.
make sure people at the office know how to reach the telecommuter.
be sure that office staff knows when it is appropriate to call at the telecommuting
work site.
make sure support staff know how to handle phone calls.
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be sure to call in regularly for messages.

take the initiative to stay in contact with colleagues.

try not to miss meetings at the office. Be sure to schedule telecommuting days
around office meetings.

replace the routine of getting ready for work with another routine. Instead of the
traditional office routines of morning conversations, coffee runs, or even the
dreadful commute that often symbolizes the beginning of the workday, some
telecommuters take a walk around the block. Others play music or perform
morning exercises. Choose a work location, create a "going to the office" ritual,
and establish a clear end of the work day time.

designate a place at the office to collect materials for the telecommuting day.
Always take more than you think you can accomplish. Try to schedule your work
so you don't need assistance from others on your telecommuting day. Double
check that you have everything you need before you leave the office.

train family, friends, and neighbors: Request their cooperation and explain when
interruptions are acceptable.

manage the work: Stay in contact with the office, stick to deadlines, inform your
supervisor of your progress and roadblocks, attend meetings at the office, and
pace yourself to avoid burnout. Follow the same rules for deadlines as in the
office. If you need to deliver work to the office on a scheduled telecommuting
day, it might be wise to set an earlier deadline or postpone telecommuting until
another day.

APPENDIX

TIPS for SUPERVISORS of TELECOMMUTERS

Some managers are reluctant to participate in telecommuting for two primary reasons: (1)
they believe they won't be able to monitor an employee's activities and (2) they think they
can't effectively manage people who are working away from direct supervision. The key
to managing telecommuters is to manage by results. Managers need to realize that if they
are incapable of measuring an employee's remote performance, they are

essentially managing on-site attendance, not productivity.

Contrary to the perception of many employers, instead of destroying a manager's
effectiveness, telecommuting actually can serve as the vehicle for improving
management skills - making them more focused on outcomes and performance
management. Managers should evaluate employees based on how well they achieve
mutually agreed-upon goals, rather than what they are seen doing every day.

A supervisor must:
: define goals and measurable objectives for telecommuters, then have a feedback
mechanism of regularly scheduled progress/evaluation meetings.
make sure all arrangements are within the bargaining unit agreements.
complete and sign the telecommuter's understanding form.
define concerns and responsibilities including:
- delegation
- decision-making authority
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- frequency and format of communications

- documentation

- evaluation of work site

- knowledge of equipment, software, telecommunications

- monitoring and feedback of work performance communication and
feedback with colleagues

- development of a telecommuting team (colleague relationships;
team-building)

establish expectations (for example, work schedule, attending staff meetings,

telephone  conferencing, physical attendance at the central office, travel and

parking guidelines).

identify and communicate alterations needed in the telecommuter's job description

and support staff positions (if needed).

establish and communicate standards and measurements for job performance and

evaluation of telecommuting work arrangements.

jointly review telecommuting policies and procedures with the telecommuter.

ensure that the telecommuter receives training on the supporting technology.

establish a realistic communications and messaging plan, including:

daily or weekly checkpoints

use of telecommunications (phone, e-mail, modem, voice mail)

how to reach the person in an emergency

telephone courtesy

a messaging plan with in-house support and colleagues

routing and mail procedures

receptionist etiquette - What does the receptionist tell callers on telecommuting

day? What does voice mail message indicate? What information is given to callers

and visitors?

how the telecommuter will get in touch with the supervisor

handling sick time (for example, telecommuter calling into the office)

consider the schedules of all telecommuters while negotiating telecommuting

days, in order to provide adequate coverage for the office.

resist calling a telecommuter frequently.

remember to include the telecommuters in communications, materials

distribution, and all other associations with employees.

set realistic deadlines.

address problems.

set attainable goals.

avoid close supervision.

assign non-telecommuters the usual amount of work in the office while

telecommuters are telecommuting.

make it clear that telecommuters have assignments to perform and deadlines to

meet the same as if they were in the office; focus on goals and time lines - on

results, be flexible, trusting, and supportive of their telecommuters. (Supervisors

of telecommuters have discovered that they know more about the work an

employee is doing by shifting the focus from how much work the employee looks

like he/she is accomplishing to how much he/she actually is accomplishing. By
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focusing on the product instead of the work activity, supervisors find they are
better able to communicate clear expectations to employees. The resulting
agreement on job expectations often leads to increased productivity and job
satisfaction.)
work with the telecommuter to prepare a periodic list of objectives and establish
regular times to review the progress of tasks. Clearly communicate work
expectations and due dates.
provide telecommuters with timely and ongoing feedback, in person, by
telephone, or in a note.
make sure telecommuters understand that they cannot make extra work for others
in order to telecommute.
understand that telecommuting is not for everyone; an individual who really
enjoys the social aspects of the office might not be the kind of person who would
want to telecommute.
make sure the job is suitable for telecommuting.
establish an atmosphere of trust and open communications.
reinforce the need for teamwork.
watch for signs that telecommuting may not be working.

APPENDIX
QUESTIONS and ANSWERS for TELECOMMUTERS

Q.
A

> O

>0

>0

What is telecommuting?

Telecommuting is a management tool available to all County departments.
Telecommuting allows employees to work at home, or at a County office closer to
home, one or more days per pay period. Telecommuting offers a working
environment with fewer distractions that may result in better job performance,
improved employee morale and job satisfaction, and reduced absenteeism and
sick leave usage.

Is telecommuting an employee benefit?

Offering the opportunity to work at a telecommuting work site is a management
option; telecommuting is not a universal employee benefit. Supervisors may
select employees who have the abilities and job tasks that are appropriate to
telecommute. An employee’s participation in the telecommuting program is
voluntary.

Who may be selected to telecommute?

Successful telecommuters are self-motivated, organized, results oriented
employees who work well independently. They need minimal supervision and are
successful in setting priorities, meeting deadlines, and taking the initiative to
communicate with supervisors and co-workers.

What kind of jobs are telecommutable?

An employee with information handling tasks may be a candidate for
telecommuting. Jobs are a collection of tasks. Some tasks must be done at the
office. Tasks that may be done away from the office are called telecommutable
tasks. The amount of telecommuting an employee may do depends on how many
telecommutable tasks he or she has each week and whether the equipment
required to accomplish those tasks is available. It is not necessary to have a
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computer to telecommute; many tasks, such as reading, thinking, planning, and

making phone calls, do not require computers and may be saved for a

telecommuting day.

What if telecommuting doesn't work out?

Both the telecommuter and the supervisor should understand that if

telecommuting does not work out for an individual, it does not in any way reflect

on that individual's ability to perform his or her job. The employee, supervisor or
manager may terminate telecommuting without cause.

What about the County’s liabilities for injuries at telecommuting work sites?

The County’s liability for job-related accidents will continue to exist during the

agreed upon work hours. A remote work space should be maintained by the

telecommuter in a clean, professional, and safe condition at the telecommuting
worksite.

Do all telecommuters need computers?

No. Many employees have information-handling tasks that do not require

computers. These tasks may be collected for the telecommuting day.

May | use my own computer?

No. At this time telecommuters must use County supplied computers. The

County’s ability to maintain and support the equipment and regulation of

programs loaded onto the computer necessitate this approach at this time.

What if my supervisor wants me in the office on my scheduled telecommuting

day?

A. Whatever days are selected to telecommute, they are not ‘carved in stone’.
Telecommuters need to be flexible enough to respond to office needs even if that
means not telecommuting on a scheduled telecommuting day. Telecommuters
should also be willing to come in during the middle of a telecommuting day if
that's the only way to solve a problem.

> O

> O

>0 >0

TELECOMMUTER AGREEMENT TO TERMS and CONDITIONS

| agree to perform services for Saint Louis County as a telecommuter. | understand that
telecommuting is a discretionary management tool, is voluntary, and may be terminated
at any time by my department or by me, without cause.

| agree to develop an effective communications strategy with my supervisor and follow
that strategy throughout my telecommuting activities.

I agree that my duties, obligations, responsibilities and condition of employment with the
department are not affected by telecommuting. My salary, retirement, benefit, and
County-sponsored insurance coverage also are not affected by telecommuting.

I agree that my work hours, overtime compensation, vacation, sick leave, and other terms
and conditions of employment will conform with the current collective bargaining
agreement and meet the terms agreed upon with my supervisor.

| agree that telecommuting is not a substitute for dependent care.
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I agree to restrict use of any County-provided equipment, software, data, and supplies,
located in my remote work site, to the sole use of conducting County business.

| agree to designate a remote work space, subject to the approval and periodic review by
a County representative. The work space will accommodate any equipment to be used in
my work and | will protect the work space from hazards and dangers that could affect the
equipment and me.

In the event of equipment malfunctions, | agree to notify my supervisor immediately. If
the malfunction precludes me from working on my telecommuting work assignment, |
understand that 1 may be assigned other work, be asked to report to the office werk-site or
be asked to take approved leave pending the repair of the equipment.

I agree that, if | have a job related accident during my telecommuting hours, | will report
it to my supervisor immediately.

I agree | will not conduct County business with third parties in my remote work space.
| agree that all products, documents, reports, and data created as a result of my

work-related activities are owned by the County and will be returned to the County as
requested.

I agree to comply with the County’s policies on telecommuting. I understand that failure
to comply with these policies may result in disciplinary action.

Employee Department Head

Date Date

AFFIRMATIVE ACTION
RESOLUTION NO. 526
BOARD FILE NO. 57797
August 14, 2001

RESOLVED, that pursuant to the recommendation of the Civil Service/Personnel
Department, the revised St. Louis County Affirmative Action Plan is hereby approved.

See: Affirmative Action, Resolution No. 1001, Board File No. 52732, Dated
December 27, 1994.

See Also: Affirmative Action, Resolution No. 266, Board File No. 57368, Dated
April 26, 1999.
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See Also: Affirmative Action, Resolution No. 493, Board File No. 58454, Dated
October 4, 2005.

DISCRIMINATION
RESOLUTION NO. 102
January 22, 2002

WHEREAS, St. Louis County is committed to providing equal employment
opportunity and seeks to comply with all applicable laws which prohibit discrimination in
the workplace;

WHEREAS, the County prohibits discrimination based on gender, race, color,
creed, religion, national origin, marital status, age, sexual orientation, status with regard
to public assistance, or disability in all terms, conditions, and privileges of employment.

WHEREAS, given changes in the law regarding discrimination and harassment,
the County’s existing policies and complaint procedure require updating;

WHEREAS, a new *“Policy Prohibiting Discrimination, Harassment, and
Retaliation,”which includes an updated complaint procedure has been proposed;

RESOLVED, the St. Louis County *“Policy Prohibiting Discrimination,
Harassment, and Retaliation, Including Complaint Procedure” is hereby approved and
adopted.

HIRING FREEZE (Voluntary for Elected Officials)
RESOLUTION NO. 170
March 18, 2003

WHEREAS, on February 18, 2003, Governor Pawlenty released his budget
proposals for the State of Minnesota which will result in deep cuts in funding to St. Louis
County, including reduction of state aid to St. Louis County of $3,365,503 for 2003, and
an additional $5,947,185 for 2004 and cuts funding to programs in Social Services,
Public Health, Community Corrections and other departments totaling more that $4
million; and

WHEREAS, the State also proposes to shift costs to the County through new fees
and costs, such as requiring counties to house, in the County Jail, state prisoners who
have less than 6 months to serve at state institutions which will result in additional costs
to St. Louis County of between $375,000 and $600,000; and

WHEREAS, the total costs of these proposals by the State of Minnesota will
result in more than a $14 million reduction in the St. Louis County budgets over the next
two years that will require cuts in services to the public and reduction in staffing levels;
and

WHEREAS, the County Board wishes to prevent as many layoffs as possible,
therefore, it is necessary to continue the hiring freeze indefinitely.

NOW, THEREFORE, BE IT RESOLVED, the St. Louis County Board of
Commissioners hereby institutes a hiring freeze effective immediately for all positions
that become vacant in 2003, unless hiring for the position is approved by the County
Administrator. The hiring freeze shall remain in effect until such time as the County
Board determines that adequate funds exist to fill positions that have become vacant.
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This freeze shall not apply to those positions where the appointing authority is an elected
official.

RESOLVED FURTHER, the Board requests that elected officials institute a
similar freeze or to not replace positions until after consultation with the County
Administrator.

CIVIL SERVICE AFFIRMATIVE ACTION PLAN
RESOLUTION NO. 551
September 9, 2003

RESOLVED, that pursuant to the recommendation of the Civil Service/Personnel
Department, the revised St. Louis County Affirmative Action Plan be approved.
(See Board File No. 58133)

DIRECT DEPARTMENT HEADS TO PROVIDE OPPORTUNITIES FOR
EMPLOYEES SCHEDULED FOR LAYOFF OR STAFF REDUCTION
RESOLUTION NO. 592

September 23, 2003

WHEREAS, St. Louis County has a long history of high quality and productive
employees; and

WHEREAS, the County Board strongly supports all of its county employees; and

WHEREAS, the County Board remains committed to seeing that all county
employees affected by the budget reductions who wish to continue as employees of St.
Louis County are given the opportunity.

NOW, THEREFORE, BE IT RESOLVED, the County Board directs the County
Administrator to take all steps necessary to insure that every county employee whose
position is identified for reduction be given an opportunity to continue employment with
St. Louis County. The County Administrator is directed to work with Civil
Service/Personnel, in accordance with the appropriate Collective Bargaining Agreements
and Civil Service Rules, to provide, to the extent possible, for the orderly transfer and
placement of available county employees to other County Departments.

RESOLVED FURTHER, by the St. Louis County Board as follows: The County
Board hereby directs the departments in St. Louis County to make every effort possible to
provide alternative employment opportunities for the individual employees whose
positions are identified for reduction in order to continue their employment with St. Louis
County. The County Board is highly desirous of retaining the services of these employees
recognizing their past commitment and dedication to St. Louis County. The Civil
Service/Personnel Director is requested and the Department Heads are hereby directed to
work with the County Administrator to ensure that all opportunities are taken advantage
of within the civil service law/rules and appropriate Collective Bargaining Agreements
relevant to this matter.

RESOLVED FURTHER, the County Board requests that elected officials make
every effort possible to provide alternative employment opportunities for the individual
employees whose positions are identified for reduction in order to continue their
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employment with St. Louis County. The elected officials are hereby requested to work
with the County Administrator to ensure that all opportunities are taken advantage of
within the civil service law/rules and appropriate Collective Bargaining Agreements
relevant to this matter.

AFFIRMATIVE ACTION PLAN
RESOLUTION NO. 493
October 4, 2005

RESOLVED, that pursuant to the recommendation of the Civil Service/Personnel
Department, the revised St. Louis County Affirmative Action Plan, as contained in Board
File No. 58454, is hereby approved.

See: Affirmative Action, Resolution No. 1001, Board File No. 52732, Dated
December 27, 1994,

See Also: Affirmative Action, Resolution No. 266, Board File No. 57368, Dated
April 26, 1999.

See Also: Affirmative Action: Resolution No. 526, Board File No. 57797, Dated
August 14, 2001.

POLICY PROHIBITING DISCRIMINATION, HARASSMENT, RETALIATION,
INCLUDING COMPLAINT PROCEDURE

RESOLUTION NO. 494

October 4, 2005

WHEREAS, St. Louis County entered into an Americans’ with Disabilities Act
(ADA) compliance agreement with the United States Department of Justice, which
requires revisions to the “Policy Prohibiting Discrimination, Harassment, and Retaliation,
Including Complaint Procedure”;

BE IT RESOLVED, that the St. Louis County board hereby approves the revised
“Policy Prohibiting Discrimination, Harassment, and Retaliation, Including Complaint
Procedure”, as contained in County Board File No. 58455, on file in the office of the
County Auditor.

RETIREE HEALTH INSURANCE OPTION
RESOLUTION NO. 637
December 20, 2005

NOW, THEREFORE, BE IT RESOLVED, that the County Attorney is authorized to
execute the necessary documents for the implementation of an alternative health
insurance option in the St. Louis County group health plan for those retirees and their
dependents enrolled in Medicare Parts A and B, which includes the BCBSM
fully-insured Group Senior Gold medical benefit with either the MedicareBlue Rx
Option 1A or Option 2B prescription drug benefit.

RESOLVED FURTHER, that an initial enrollment period from January 1 to
May 15, 2006, to enroll in these alternative plans is approved.
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RESOLVED FURTHER, that the alternative plan being offered is a part of the
St. Louis County group plan, therefore, individuals who select the alternative plan can
return to the existing self-insured group health plan during an open enrollment period.

RESOLVED FURTHER, that subsequent open enrollment periods will follow the
usual and regular health coverage open enrollment periods for the St. Louis County Plan.

RESOLVED FURTHER, that where an employee opting for this alternative plan has
a member spouse not eligible for Medicare Parts A and B, who was not an employee,
then the spouse would be allowed to continue in the existing County health care group
plan at the single rate.

MANAGEMENT COMPENSATION PLAN
RESOLUTION NO. 59
January 24, 2006

RESOLVED, that the Management Compensation Plan, a copy of which is on file

in County Board File No. 58505, is hereby adopted as amended, effective January 24,
2006.
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Management Compensation Plan
St. Louis County, Minnesota

This plan is intended to outline compensation and benefits afforded to top level
management employees of St. Louis County. The plan has been adopted by the Board of
County Commissioners to attract and retain a high caliber of department heads in
recognition of the significance that this group bears to the operations of the County. It is
the policy of the Board to establish a compensation and benefit plan which is competitive
with similar public sector employers and which maintains equity with other employee
groups within the County. The term “employee” herein shall refer to and be limited to
the department heads listed below unless otherwise stated.

Assessor

Chris Jensen Health and Rehabilitation Center Administrator
Communications Director

Director of Management Information Systems
Land Commissioner

Planning Director

Property Management Director

Public Health and Human Services Director
Public Works Director/Highway Engineer
Purchasing Director

Recorder

Solid Waste Director

These positions are not governed by the Civil Service System and are not represented by
a collective bargaining unit. The persons holding these positions are at-will employees.
This plan is intended to be used as a guide for these employees and shall not create a
contract or be construed to form a contract. It is the intent of the County Board to amend
and update the plan at least once every two years to reflect changing conditions and
policies. This plan, in whole or in part, is subject to change, revocation, modification or
amendment at any time at the County Board’s sole discretion with or without prior
notice. The three elected positions of Auditor, Attorney, and Sheriff will receive the
benefits accorded in this plan which are not in conflict with Minnesota statues.
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l. HIRING

Employees will be selected on the basis of training, experience, and leadership
qualifications necessary to perform their respective duties. Final appointment will be
made by the County Board upon recommendation by the County Administrator.

1. SALARY SCHEDULE

The County Board has adopted a salary schedule (Appendix A) for appointed and elected
department heads of the County. The schedule consists of eleven grades with four steps
in each grade and merit levels above the fourth step. The grades and steps are separated
by 5% increments. Positions have been allocated to these grades based upon objective
analysis by independent personnel professionals. Employees are generally assigned to
the beginning step of the pay grade for their position upon employment and progress
through the steps depending upon a satisfactory performance evaluation an annual basis
thereafter.

I11.  SUPERVISORY RESPONSIBILITY OF THE COUNTY
ADMINISTRATOR; PERFORMANCE EVALUATION

The County Administrator supervises and is responsible for the actions of the employees
covered by this plan. Employees covered by this plan will receive a review and
evaluation of their performance at least annually. The review and evaluation will be in
accordance with specific criteria developed by the County Administrator with input from
the employees. The criteria may be added to or deleted from by the County
Administrator.

Annually, the County Administrator and the employee will define goals and performance
objectives. A relative priority among those various goals and objectives will be
established and reduced to writing. They will generally be attainable within the time
limitations as specified and within annual operating and capital budgets and
appropriations provided to the department.

The County Administrator shall review any allegation of misconduct or other complaint
regarding and employee covered by this plan. Upon receipt of any allegation of
misconduct or other complaint regarding an employee, the County Administrator shall
take such actions as he/she deems appropriate with respect to the particular complaint.
Such actions may include, but are not limited to: (1) initiating or authorizing an
investigation into said allegation(s); (2) achieving an informal resolution of the
complaint; (3) imposing disciplinary measures upon the employee; or (4) taking such
other remedial action as the County Administrator deems appropriate. If, at any time, the
County Administrator determines that no investigation or other action is warranted with
regard to a particular complaint, the County Administrator may dismiss the complaint.
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V. WORK SCHDULE

The normal work day for employees covered by this plan shall be 7 %2 hours. The normal
hours of operation of the County are 8:00 a.m. to 4:30 p.m. with exceptions depending
upon departmental operations. It is the policy of the County that employees covered by
this plan do not receive overtime or compensatory time. However, it is recognized that
the employee may devote time outside the normal office hours to business of the County
and to that end, the employee will be allowed to take informal time off as they deem
appropriate within a pay period. Taking informal time off outside of a given pay period
must receive prior written approval by the County Administrator.

V. LEAVES

Written records of leaves and benefits used by employees covered by this plan shall be
kept and filed in the Civil Service/Personnel Department.

A. Vacation

Employees covered by this plan will receive vacation with pay in accordance with
the following schedule:

Hours Per
Years of Service Pay Period
Commencing 0 through 3 years 6.5
Commencing 4 through 5 years 7.25
Commencing 6 through 10 years 7.75
Commencing 11 through 15 years 8.25
Commencing 16 and over 9.0

Employees covered by this plan begin accrual of vacation with the first full pay period
after employment and may use vacation leave as the hours are earned. In the first year of
employment, employees may borrow five days of vacation against future accruals to be
repaid from future earned time. Vacation may be used in one-half increments. Vacation
may accumulate up to a maximum of 270 hours. With written approval of the County
Administrator, the vacation maximum accrual may be exceeded, due to business
necessity.

Upon termination, the employee will be paid in full for all earned but unused vacation. In
case of death of any employee, any unused vacation shall be paid to their heirs or estate.
No vacation credit can be earned while an employee appears on the payroll as “No Pay”
(NP) for 18.75 hours or more per pay period.

9.33



ST. LOUIS COUNTY BOARD POLICIES
EMPLOYMENT PRACTICES
CHAPTER 9

B. Personal Leave

Employees covered by this plan are entitled to four personal leave days each year to  be
used at their discretion. Personal leave time may be used anytime after the start of
employment with St. Louis County in half-hour segments. Personal leave days cannot be
carried over from year to year.

C. Holidays

Employees covered by this plan are entitled to ten paid holidays each year. The days
designated as official paid holidays as listed below.

New Year’s Day January 1

Martin Luther King Day 3" Monday in January
President’s Day 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Veterans Day November 11

Thanksgiving Day Fourth Thursday in November
Friday after Thanksgiving Fourth Friday in November
Christmas Day December 25

As a general rule, when a holiday falls on a Sunday, it is observed on the following
Monday, when it falls on a Saturday, it is observed on the preceding Friday.

D. Sick Leave

Sick leave with pay will be earned at a rate of 5.25 hours per pay period. Sick leave is
computed on a calendar year basis and no accumulated sick leave may exceed 1900 hours
as of January 1% of any given year. Sick leave shall be accrued in the pay period in which
it is earned and deducted in the pay period in which it is used.

No sick leave credit can be earned while an employee appears on the payroll as
“No Pay” (NP) for 18.75 hours or more per pay period.

Sick leave may be paid for absence because of an employee’s inability to perform their
duties by reason of illness or injury, by necessity for medical or dental care, or by
exposure to a contagious disease under circumstances in which the health of the
employee, co-workers or members of the public would be endangered by the employee’s
attendance at work.

Sick leave may be paid, upon approval of the County Administrator, for absence due to

illness in the immediate family of the employee where attendance of the employee is
necessary. “Immediate family” for this purpose shall be defined as spouse, children,
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step-children, parents, parents of spouse, brothers or sisters, step-parents, grandparents or
grandchildren, guardian, or wards of the employee.

Sick leave may be paid, upon approval of the County Administrator, for absence because
of death in the immediate family of the employee where attendance of the employee is
necessary. “Immediate family” for this purpose shall be defined as spouse, children,
step- children, parents, parents of spouse, brothers or sisters, step-parents, grandparents or
grandchildren, guardian, or wards of the employee. An employee may be permitted up to
a maximum of ten (10) consecutive days sick leave in the event of death in the immediate
family.

E. Child Care Leave

Child Care leave will be authorized in accordance with the key employees provision of
the Family Medical Leave Act and Minnesota’s Parental Leave Law.

F. Other Leaves of Absence

In addition to holidays, vacation leave and sick leave, employees covered by this plan are
eligible for the following leaves:

Military Leave

A member of a military reserve unit of the United States or the state of Minnesota,
who is called to active duty, is entitled to up to 15 working days with pay per
calendar year. This leave and any additional military leave shall be administered
according to and consistent with Minnesota’s statute and federal law.

Juror Service

Anyone called for jury service will receive their regular rate of pay for the time
spent in court but is expected to report to work for any time that is not required in
court. Government employees are not eligible to receive payment for service as a
juror.

Leave Without Pay

In limited circumstances, employees covered by this plan may be granted a leave
of absence without pay for a period not to exceed one year, if it is in the best
interests of the County. A leave of absence may be requested for a sickness or
disability, including pregnancy or a pregnancy related condition, or for education,
or for active military service. A leave request must be submitted in writing and
approved by the County Administrator.
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For any leave in excess of one month, a leave request must be submitted, in
writing, to the County Administrator at least 60 days in advance. All other leave
requests shall be submitted at least 30 days in advance. A leave request shall state
the duration of the leave and the purpose of the leave and, where appropriate,
shall be accompanied by supporting documents.

A leave request may be denied if the request is not timely submitted, if the leave
would severely disrupt a department or project, or because of financial concerns.

An employee receiving a leave of absence shall provide written authorization to
permit the County to validate the extent and purpose of the leave upon request. A
previous authorization for leave shall immediately cease if the project, reason, or
purpose for which the leave was initially granted ceases.

HEALTH, DENTAL, LIFE AND OTHER INSURANCES

A. Health Insurance

Employees covered by this plan are eligible for participation in the County’s self-
funded health plan on the first day of the month following the date of hire. Health
plan coverage currently available is as follows:

Option A: This open access, comprehensive major medical plan provides
coverage for medical services that are determined to be usual, customary
and reasonable by Blue Cross/Blue Shield of Minnesota, our plan
administrator. Benefits are subject to an annual single and family
deductible, co-insurance on specific services and prescriptions and
maximum single and family out-of-pocket expenses.

An employee may enroll in either Single or Family coverage. Either coverage is
subject to special provisions regarding eligibility and costs.

There is an open enrollment period each year, usually from November 1 to
December 1, for employees who wish to change coverage. With minimal
exceptions, changes can only be made during this open enrollment period and
become effective January 1 of the following calendar year.

The County Board annually establishes the rate for the coverage and the
employer/employee share for single coverage and family coverage. Deductions
for the employee’s share of the cost for coverage will be taken monthly from the
employee’s earning on a pre-tax basis.

A summary plan description of plan benefits and a description of cost is available

from the Civil Service/Personnel Department. The health plan contract is
controlling on this benefit.
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B. Dental Plan

A Dental Plan is provided to all employees covered by this plan upon
employment. The County pays the full cost of single coverage. The plan has a
maximum benefit of $1,000 per coverage year. A more detailed schedule of
benefits is available from the Civil Service/Personnel Department with the
contract controlling the benefit.

An optional family coverage is available at the employee’s expense, through
another dental provider.

C. Life Insurance

All employees covered by this plan are eligible for term life insurance coverage at
an amount equal to their annual salary rounded off to the nearest one-thousand
dollar increment during their employment with the County. This life insurance
policy covers death from any cause, any place, at any time. A more detailed
schedule of benefits is available from the Civil Service/Personnel Department.

There are also optional life insurance plans available for purchase by the
employee in addition to the coverage provided by the County. A more detailed
schedule of benefits is available from the Civil Service/Personnel Department.

D. Post Retirement Health Care Savings Plan (PRHCSP)

This benefit is established by County Board resolution as amended from time to
time and is available to all members of the group. The benefit currently allows
for the creation of an individual retirement fund for pre-tax payment of health and
dental care, funded by unused sick leave and vacation. A more detailed
explanation of this benefit is available from the Civil Service/Personnel
Department.

E. Flexible Spending Accounts

Section 125 of the IRS Code allows an employee to pay certain qualified
expenses with pre-tax earnings. Benefits offered in the plan include the cost of
health coverage, as well as dependent care expenses and eligible out-of-pocket
medical and dental expenses. Setting aside pre-tax dollars for these types of
expenses will save federal, state and FICA taxes. The money that is set aside for
these qualified expenses is not considered a part of an employee’s gross income
on the W-2 form.

An employee is eligible for participation in the flexible spending plan on the date
of hire. If no election is made at that time, the employee may still enroll as a
result of a change in their family status, or during November and December of the
current year for the next calendar year. The amount elected at the time of
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enrollment can only be changed as the result of a change in family status during
the calendar year, or upon re-enrollment for the next calendar year. The
employee can elect to participate in one, two or all three accounts, depending on
their personal needs or situation.

F. Workers’ Compensation

Employees of St. Louis County are covered by workers’ compensation as
mandated by State law. In the event of work related accident, injury or
occupational disease an employee may be entitled to benefits including wage
reimbursement, medical payments, rehabilitation services and disability
compensation. All work related injuries must be immediately reported to the
Workers’ Compensation Administrator in the County Attorney’s Office by filing
a First Report of Injury.

VIl. DEFERRED COMPENSATION

Deferred compensation is a voluntary tax deferred IRS section 457 plan whereby
employees may set aside part of their salary and postpone the income tax liability on the
contributions and earnings until the year(s) in which the deferred amount is actually
received. The deferred salary is invested and the appreciated (or depreciated) value of
the deferred salary is paid to the employee in a schedule selected by the employee and as
prescribed by the company selected for the administration of the funds. Taxes on interest
earned, any appreciation of fund value, and dividends are deferred until actually
distributed and received by the employee or their beneficiary.

The deferred compensation plan providers available to St. Louis County employees are:
International City Management Association — Retirement Corporation (ICMA-RC)
Lincoln National
Nationwide Retirement Services
State of Minnesota Deferred Compensation Plan

VIll. RETIREMENT

Membership in Minnesota PERA (Public Employees Retirement Association) is
mandatory for public employees who meet eligibility requirements. Employees meeting
income and position requirements set by State statute automatically become a member
upon beginning public service. A more detailed description of retirement benefits is
available from the Benefits Manager, Civil Service/Personnel Department.

IX. EMPLOYEE ASSISTANCE PROGRAM

St. Louis County’s Employee Assistance Program is a professional counseling and
referral service for employees and their dependents. The program provides confidential,
professional assistance to help employees and their dependents resolve personal or work
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related problems. If focuses on assessment, short-term counseling and referral to cost-
effective community resources. The initial visit (one of three visits) is paid by the
County; additional services are coordinated through the County’s health plan provider.
The Employee Assistance Program is offered through Life Works.

Use of the Employee Assistance Program is voluntary. Employees may be referred by
their supervisor or contact the Employee Assistance Program themselves.

Examples of problems the program deals with include:

Stress or burnout

Marriage and family problems
Work-related issues

Career concerns

Managing stress and change
Financial concerns

Alcohol or chemical dependency
Parenting

Relationship conflicts

VVVVYVYYVYYVYVY

The program assures that all counseling services are provided on a private and
confidential basis. Program records do not become part of the employee’s personnel
records.

Employees may use the Employee Assistance Program for advice when dealing with
employee performance problems.

The following guidelines and policies have been established regarding referral to the
Employee Assistance Program:

1. An employee may independently contact the Employee Assistance Program. When
an employee’s job performance or attendance is unsatisfactory, it is the responsibility
of the County Administrator to inform the employee of such, and to suggest that they
seek professional assistance.

2. In those instances where it is deemed necessary and beneficial, upon certification of
an attending physician or care-giver, the employee may use sick leave for treatment
or rehabilitation. When an employee has no accumulated sick leave, they may use
vacation, personal leave or leave without pay.

3. It will be the responsibility of the employee to comply with the referrals for diagnosis
and treatment of their problem.

4. Employees’ problems will be handled with the County’s established health and
personnel administrative procedures and all records will be preserved in the highest
degree of confidence.

Further information concerning the Employee Assistance Program can be obtained by
contacting the Civil Service/Personnel Department at 726-2422.
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MANAGEMENT DEVELOPMENT

A. Travel and Meal Reimbursement

For travel to locations away from the normal work site, an employee may request
the use of a motor pool car or use a personal vehicle and receive reimbursement at
the Board approved rate. Although the use of motor pool vehicles is
recommended for travel on official County business, it may be more convenient
to use a personal car under some circumstances. While in official travel status
when overnight lodging is required, meal reimbursement may be claimed. The
amount that can be claimed is based upon the maximum domestic per diem
CONUS rates, as established for that city or county by the US General Services
Administration.

B. Training and Development

The County will budget and pay for travel and subsistence expenses of an
employee for professional and official travel, meetings and occasions adequate to
continue the professional development of the employee, and for expenses to
promote official business and other functions on behalf of the County.

The County will also budget and pay for the travel and subsistence expenses of an
employee for short courses, institutes and seminars that are necessary for
professional development and in the interest of the County within reasonable
financial limits.

C. Education Assistance Program

The County recognizes the value of continuing education for employees covered
by this plan. In order to encourage educational development, the County will
reimburse an employee for course-work in approved job-related fields that will
add to the employee’s abilities and performance in their position with the County;
such reimbursement will occur after the employee attains a passing grade in the
course. The expenses to be reimbursed will include tuition and books required for
the course. Approval for reimbursement must be obtained from the County
Administrator prior to the beginning of the course to certify its eligibility and the
availability of budgeted funds. The approval for reimbursement after completion
of the course will be made by the County Administrator.

TERMINATION

A. Term

Employees will be appointed for an indefinite period, or for specific terms as
defined by statute.
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B. Voluntary Termination of Employment

Employees are expected to provide a minimum of thirty (30) days’ notice of
voluntary resignation or retirement to the County Administrator so that
appropriate action can be taken to ensure the continuity of management within the
departments.

C. Involuntary Termination of Employment

Employees covered by this policy are at-will employees. The County
Administrator may, with notice to the County Board, terminate an employee or
remove an employee from office at any time, except when there are statutory
provisions to the contrary. If the employee is terminated because of an illegal or
immoral act, the County may terminate his/her employment without severance
benefits. Under any other circumstances, the employee shall be entitled to three
(3) months severance pay.

Pending termination of employment, the County Administrator may, with notice
to the County Board, suspend the employee from office.

Adoption of this policy constitutes County Board approval of any
recommendations by the County Administrator made in accordance with this
section, unless such approval is expressly revoked.

Upon written request of the impacted employee, the County Board may grant the
employee an opportunity to address the Board regarding the termination. The
County Board may consider any information it deems appropriate in considering
the request of the impacted employee to address the Board.

REPEAL OF PREVIOUS PLANS

The Management Compensation Plan outlined above is the policy of the County
pertaining to the employees shown on the cover page. All previous plans are superseded
by this document and are hereby terminated. Each employee shall acknowledge receipt
of the Management Compensation Plan and shall act according to its terms. This
document is not a contract and does not affect the status of the employee as an at-will
employee.

6/1/87

Revised 7/28/88
Revised 5/2/89

Revised 4/16/96
Revised 1/24/06
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LEGISLATIVE PROTOCOL POLICY
RESOLUTION NO. 99
February 20, 2007

WHEREAS, the St. Louis County Board values working with elected officials to

accomplish a common vision for St. Louis County; and

WHEREAS, this extends from County elected officials working in tandem with a
strong, professionally managed work force to efforts by County elected officials and
professional staff in work with state and federal legislators to achieve the objectives of
our County; and

WHEREAS, by understanding the roles of elected officials, approaching them in
a consistent fashion, and seeking to find solutions to common concerns, we will improve
governance;

NOW THEREFORE, BE IT RESOLVED, the St. Louis County Board of
Commissioners hereby adopts the following legislative protocols intended to assist
professional staff in implementing County Board recommendations and guide the
participation of St. Louis County employees in the legislative process at the state and the
federal level.

ELECTED OFFICIALS’ SOCIAL SECURITY COVERAGE
RESOLUTION NO. 695
December 18, 2007

WHEREAS, legislative changes made in 2006 to Minnesota Statutes Section 355
establish procedures that allow a governmental subdivision to extend Social Security
coverage to certain local elected officials who are members of, or are eligible for
membership in, the Defined Contribution Plan administered by the Public Employees
Retirement Association; and

WHEREAS, St. Louis County desires to offer Social Security coverage to its
eligible elected officials.

NOW, THEREFORE, BE IT RESOLVED, that it is hereby declared to be the
policy of St. Louis County to extend the provisions of Minnesota Statutes Section 355, as
amended by Chapter 271 of 2006, providing Social Security coverage to eligible elected
officials of the County.

FURTHER RESOLVED, in pursuance of said policy, the County hereby requests
and authorizes the execution of a divided vote referendum under Section 218(d)(6) of the
Social Security Act for the purpose of allowing current eligible elected officials the
option of paying the Social Security tax. The coverage of current local elected officials
shall be effective as of January 1, 2008, for those eligible officials who vote “Yes” in the
divided vote Social Security referendum. The referendum will be conducted pursuant to
applicable state and federal laws and regulations by a designee of this County under the
supervision of a representative of the Public Employees Retirement Association acting as
the designated State Social Security Administrator.

FURTHER RESOLVED, that the Public Employees Retirement Association is
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hereby directed to execute a modification to the Section 218 Agreement between the
State of Minnesota and the Secretary of Health and Human Services to secure Social
Security coverage of the eligible elected officials who vote “Yes” in the referendum and
all local newly-elected officials of this governmental subdivision.

FURTHER RESOLVED, that withholdings from the salaries of elected officials
for the purposes provided in this resolution are hereby authorized to be made in the
amounts and at such times as may be required by applicable federal and state laws and
regulations.

FURTHER RESOLVED, that employer contributions shall be paid from amounts
appropriated for such purposes and payment of employee and employer contributions
shall be paid to the Internal Revenue Service in such amounts and at such times as are
designated in Internal Revenue Code.

FURTHER RESOLVED, the County shall maintain such records and submit such
reports as may be required by the Public Employees Retirement Association or the Social
Security Administration.

CODE OF CONDUCT
RESOLUTION NO. 700
December 18, 2007

RESOLVED, that the St. Louis County Code of Conduct, a copy of which is on
file in County Board File No. 58773, is hereby adopted effective December 18, 2007.

RESOLVED FURTHER, that each policy identified in the Code of Conduct will
be reviewed by the County Board for policy, process, procedure and implementation
clarity. All reviews are to be completed by October 1, 2008

ST. LOUIS COUNTY CODE OF CONDUCT
December 18, 2007
STATEMENT OF PURPOSE

It is an elected official’s responsibility to do his/her work in a professional,
respectful, and lawful way. Each elected official is expected to assume personal
responsibility for ensuring that his/her conduct is appropriate and legal. This Code of
Conduct establishes standards for elected officials in St. Louis County.

1. Respect (definition: Oxford University Press)
1. a feeling of admiration for someone because of his/her qualities or
achievements. 2. due regard for the feelings or rights of others.

3. (respects) polite greetings. 4. a particular aspect, point, or detail.

9.43



ST. LOUIS COUNTY BOARD POLICIES
EMPLOYMENT PRACTICES
CHAPTER 9
>verb 1. feel or have respect for. 2. avoid harming or interfering with.
3. agree to recognize and abide by.
2. Political Participation (See Minnesota Statute 383C.05 Political activity)
Elected officials shall not use county funds, equipment, supplies,

employees, or facilities in support of candidates or political organizations.

3. Conflict of Interest (See County Board Resolution #104, February 20, 2007 for
current policy)

Preserving the integrity of county government is a key concern of all
elected officials. Elected officials must avoid any business, financial or other
relationships where personal interests conflict or appear to conflict with the interest of
the county.

4. Drug and Alcohol-Free Workplace (See County Board Resolution #512, June
13, 1989 for current policy)

Preserving the safety of employees and setting a good example for the
public is an important goal for St. Louis County elected officials. Elected officials
shall comply with all federal and state laws, as well as county policy.

5. Discrimination, Harassment, Retaliation, and Workplace Violence (See
County Board Resolution #494, October 4, 2005 for current policy)

All St. Louis County elected officials have a responsibility to conduct
themselves in a manner that contributes to a safe, accepting, and supportive
workplace environment. Violence in the workplace, in any form, will not be
tolerated. It can be physical, psychological, or behavioral.

It is the intent of the Code of Conduct to ensure that everyone associated
with St. Louis County, including elected officials, employees, customers, contractors

and visitors are not threatened by any action or conduct.
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6. Educational Programs

As part of its commitment to maintaining these standards of conduct, the
county has established a menu of training programs for all elected officials and
employees related to the County Code of Conduct. Each elected official is
encouraged to attend one internal or external Code of Conduct training per year.
7. Reporting Suspected Violations

Upon receipt of complaint against an elected official, the Chair of the
County Board must convene a meeting with the Chief Administrator and Affirmative
Action Officer to review and investigate the complaint and determine a course of
action in response to the complaint. The aforementioned officials shall be authorized
to use a neutral third party to do so.
8. Consequences of Violating the Code of Conduct

If the investigation concludes that an elected official has violated the Code

of Conduct, the St. Louis County Board of Commissioners shall take appropriate and

immediate action.

Minnesota Statute Citations:

6.48; 348.03; 351.02, .07, .14, .15; 375.09; 375.182; 382.18; 383C.055; 384.03;

387.06, .07, .13; 388.08; 469.009; 471.87; 609B.176, .184, .185
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EMPLOYEE RELATIONS GOALS/OUTCOMES
RESOLUTION NO. 199
April 8, 2008

WHEREAS, the St. Louis County Board has identified “Efficient,
Effective Government” as one of its key priorities and has committed to
using the best business tools in managing County programs and services;
and

WHEREAS, the Board has committed to an organizational culture
that focuses on providing quality public services in a cost-effective
manner; and

WHEREAS, the Employee Relations Transition Team comprised
of labor and management representatives has developed and agreed upon a
goal and outcomes for a new employee relations system for St. Louis
County; and

WHEREAS, the directors of St. Louis County’s operating
departments have approved the goal and outcomes; and

WHEREAS, the St. Louis County Civil Service Commission has
endorsed the goal and outcomes;

NOW, THEREFORE, BE IT RESOLVED, that the St. Louis
County Board hereby establishes the following goal and outcomes for a
new St. Louis County employee relations system:

The goal of St. Louis County’s employee relations system is to
become an employer of choice so that we can recruit, develop and retain
the best possible current and future workforce which has the skills and
support needed to provide quality public services to the people of St. Louis
County. To accomplish this goal, the employee relations system will be
fair, consistent and adaptable, and the County, as an employer, will
respect county employees, recognizing that they are county government’s
most valuable resource.

The employee relations system will foster a supportive
environment which is:

Adaptable

Employees and applicants will experience an employee relations
system that is nimble and responsive to customer needs. Employees will
be able to handle changes and will be creative and innovative.

Appreciative

Employees will be encouraged to suggest new ways of improving our
services and will be recognized for their positive contributions to the
citizens of St. Louis County through a variety of means including formal
and informal recognition, competitive wages and benefits, and
developmental opportunities.
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Customer-Oriented

Employees and applicants will experience an employee relations
system which is customer-friendly and customer-oriented. Employees
will demonstrate pride in being St. Louis County employees by providing
the best possible service to the customers of St. Louis County.

Efficient and Effective

Employees and applicants will experience an employee relations
system which is efficient and effective. Employee relations activities, as
well as communications to employees and applicants, will occur in a
timely manner. Employees will carry out their responsibilities in an
efficient and effective manner.

Fair
Employees and applicants will be treated fairly and equitably. The
County will demonstrate that it is an Equal Opportunity Employer.

Inclusive

Employees and applicants will experience a welcoming employee
relations system and work environment in which individuals and their
many differences are accepted and valued.

Positive and Constructive
Employees and applicants will experience a work environment in which
ideas and opinions can be freely and openly expressed in a respectful
manner without fear of retribution or derision. It is recognized that
conflicts will occur, but people will hold each other accountable for
working to resolve conflicts, understanding that sometimes it will be
necessary to agree to disagree.

Respectful

Employees will treat each other respectfully and courteously.
Applicants will be treated respectfully and courteously. Abuse of any kind
will not be tolerated. Employees and applicants will experience a work
environment in which good manners and civility are highly valued.

RESOLVED FURTHER, that the word “employees” includes all
members of the St. Louis County workforce, including managers and
supervisors, and that the word “customers” includes both external and
internal customers, recognizing that we are all customers for others with
whom we work.

RESOLVED FURTHER, that the Employee Relations Director
shall provide quarterly reports to the St. Louis County Board on progress
toward civil service reform.

9.47



ST. LOUIS COUNTY BOARD POLICIES
FISCAL
CHAPTER 10

SECTION 125 PROGRAM FLEXIBLE SPENDING ACCOUNT
RESOLUTION NO. 590
September 14, 1987

RESOLVED, that the St. Louis County Board hereby establishes a Section 125
Program Flexible Spending Account;

RESOLVED FURTHER, that the pertinent documentation will be adopted at a
future meeting.

FLEXIBLE SPENDING ACCOUNTS MASTER PLAN
RESOLUTION NO. 812
December 28, 1987

RESOLVED, that the County Board hereby adopts the Flexible Spending
Accounts Master Plan, as contained in County Board File No. 53117, for participation by
County employees.

See Also: Resolution No. 568, Dated November 8, 2005

APPOINTMENT OF PLAN ADMINISTRATOR
RESOLUTION NO. 813
December 28, 1987

RESOLVED, that Anthony J. Bruno, Jr. Civil Service Director, is hereby
appointed as Administrator of the St. Louis County Flexible Spending Accounts Plan.

IMPLEMENTATION AND ADMINISTRATION OF THE FLEXIBLE
SPENDING ACCOUNTS PLAN

RESOLUTION NO. 814

December 28, 1987

RESOLVED, that the St. Louis County Board hereby accepts the contract
negotiated with Traveler's Plan Administrators of Minnesota, Inc. for implementation and
administration of the Flexible Spending Accounts Plan, as contained in County Board
File No. 53119, on file in the office of the County Auditor.

RESOLVED FURTHER, that the Chair of the County Board is authorized to sign
said document on behalf of St. Louis County.

MISCELLANEOUS EXPENDITURES POLICY
RESOLUTION NO. 98
February 9, 1988

RESOLVED, that the following Policy is hereby adopted by the St. Louis County
Board in relation to Miscellaneous Expenditures:
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1. It is the policy of St. Louis County that there are expenditures which are
beneficial to the County and meet the public purpose criteria of Minnesota Statutes which
can be expended from the budgets approved by the County Board. These expenditures
include such items as: training seminar expenses for employees, expenditures for coffee,
cookies and doughnuts relating to appropriate public purpose issues and other similar
criteria.  Any expenditure for purposes of this sort must either include individuals
external to the County Staff and/or have a clear public purpose which can be documented
and certified by the appropriate officials. These expenditures can be individually paid and
reimbursed to employees or jointly vouchered for the purpose of simplicity of payment.

2. When any questions relating to expenditures for these miscellaneous items are
determined to be present, the appropriate department head will contact the civil
division of the County Attorney's Office for interpretation of the public purpose.
It is the intent of this policy to be conservative in the application of utilization of a
public purpose for miscellaneous expenditures. The County Administrative staff
is instructed to err on the side of conservatism in interpretation of this policy.

PETTY CASH FUNDS
RESOLUTION NO. 312
April 26, 1988

RESOLVED, that Petty Cash Funds are hereby established as follows:

$100 for the Abstract Division of the County Recorder
$100 for the Torrens Division of the County Recorder
$25 for the Probate/Family Division of St. Louis County District Court

RESOLVED FURTHER, that all future Petty Cash Funds will be established
upon approval of the County Administrator.

WRITE-OFF OF UNCOLLECTIBLE ACCOUNTS RECEIVABLE PROCEDURE
RESOLUTION NO. 850

BOARD FILE NO. 53335

November 15, 1988

RESOLVED, the St. Louis County Board of Commissioners hereby approves the
Policy and Procedure for Write-off of Uncollectible Account Receivables, as on file in
County Board File No. 53335.

POLICY & PROCEDURE FOR WRITE-OFF OF
UNCOLLECTIBLE ACCOUNTS RECEIVABLE

I. GENERAL - Whenever services are provided for a fee, situations occur where the

client or other responsible party does not or cannot pay the fee charged. Every
reasonable effort will be made to collect these fees; however, when all reasonable efforts
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to collect are exhausted, the account will be written off (i.e. the balance due is credited
with an offsetting debit to expense) in accordance with the following procedures. This
policy does not affect the County’s ability to pursue legal action.

Il. ESTABLISHMENT OF ACCOUNTS RECEIVABLE -

A.

Accounts receivable are established based on approved fees for services.
These fees are established by the St. Louis County Board or state rule or
statutes.

Once service is provided, an account is charged in accordance with the
approved fee schedule and this account balance can only be reduced or
eliminated by the following actions:

1. Payment is made on account;
2. The account was charged, therefore original entry is corrected
3. Approval to write-off account in accordance with procedure in

Paragraph 111 below.

I1l. LEVELS OF AUTHORITY FOR WRITE-OFF OF ACCOUNTS RECEIVABLE -

No account will be written off while service is still being provided
When service is no longer being received, the following approval will be
required to write-off accounts of a specified age and amount:

1. Account is over 90 days old and balance is $10 or less - Account
Clerk, with approval of Supervisor (Assistant Nursing Home
Administrator if account is for Medical Care Facilities).

2. Account is over 120 days old and balance is over $10 but less than
$100 - Account Clerk and Division Supervisor (Assistant Nursing
Home Administrator and the Nursing Home Administrator if
account is for Medical Care Facilities).

Policy & Procedure for Write-off of Uncollectible Accounts Receivable

3. Account is over 150 days old and balance is at least $100 but less
than $1,000 - Department Head and Business Management
Administrator or County Auditor

4, Account is over 180 days old and balance is at least $1,000 but less
than $10,000 - County Administrator and County Auditor

5. Account is over 180 days old and balance is over $10,000 - County
Board (majority vote)

Each level of administration will refer to the approving authority a list of

accounts to be written off with explanations of what efforts have been
made to collect and reasons why the write-off is recommended.
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D. Any write-off in excess of $500 per account will be communicated in
writing to the County Board 30 days in advance of the administrative
decision to finalize the write-off. The County Board members may
request that individual account write-offs appear on the next committee
agenda. The administrative action will be effective in the absence of any
Board action within 30 days.

E. If at any time within the applicable statute of limitations information
becomes available that warrants legal action for collection, the matter will
be referred to the County Attorney. Generally, the statute of limitations on
contract actions is six years. Claims of general creditors in probate
proceedings are barred after three years.

AUDITOR AUTHORIZED TO MAKE TEMPORARY TRANSFERS OF CASH
RESOLUTION NO. 908
December 6, 1988

RESOLVED, that as Board Policy, the County Auditor be and is hereby
authorized to make such temporary transfers of cash between funds, provided that it shall
first be determined that the amount of such transfer may be returned to the fund from
which borrowed before there is need for same in such fund, and in any event, within six
months; and any money so transferred shall be returned to the fund from which drawn as
soon as money shall come into the credit of such fund to which it has been loaned.

AUDITOR TO ACCEPT MONIES CONTRIBUTED FOR UNRESTRICTED
GOVERNMENT OPERATIONS

RESOLUTION NO. 52

January 16, 1990

RESOLVED, that the St. Louis County Board does hereby authorize the St. Louis
County Auditor to accept monies contributed to St. Louis County when said funds are
contributed for the purpose of unrestricted County government operations.

DEBT POLICY
RESOLUTION NO. 361
BOARD FILE NO. 56266
May 2, 1995

RESOLVED, that the St. Louis County Board hereby adopts the Debt Policy, as
contained in Board File No. 56266

ST. LOUIS COUNTY, MINNESOTA
DEBT POLICY

It is essential to good government and financial management for every organization to
have a debt management policy to provide guidance to the governing board and
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administration in the methods of acquisition, uses, and limiting parameters of and for

debt.

1 DEFINITIONS

1.1 Bonds and Notes

111

Capital Notes - Issues, usually a short term variety (5 years or

less), used in Minnesota to finance the acquisition of certain statutorily-defined
equipment and machinery.

1.1.2

113

1.14

1.15

1.1.6

1.1.7

1.1.8

1.2 Leases
1.2.1

1.2.2

General Obligation Bonds - Issues secured by the full faith and
credit of the governmental unit. General obligation revenue
bonds, although they may be paid with revenues other than taxes,
carry the full faith and credit of the governmental unit.

Industrial Revenue Bonds - See special obligation revenue bonds,
below.

Refunding Bond - A debt issue which is sold for the purpose of
paying off a previous debt issue. Such issues are sold to decrease
interest costs, to extend payment periods or to remove restrictive
covenants from a previous issue.

Revenue Anticipation Notes, Bond Anticipation Notes and Tax
Anticipation Notes - Debt issued for a short time period, often as
a bridge device until permanent financing is forthcoming.
Revenue Bonds - Issues supported directly and solely by fees or
other income and not supported by property tax levies.

Special Obligation Revenue Bonds - A type of revenue bond for
which the governmental unit has granted its tax-exempt status,
but for which no financial or moral obligation is assumed by the
governmental unit. An Industrial Revenue Bond is an example.
Tax Increment Bonds - Debt supported in part or entirely by
property tax increments created by the investment for which the
bond proceeds are used.

Capital Leases - Essentially an installment purchase, rather than a
rental, of property; ownership transfers to the county at the end of
the lease term. If 75% or more of the useful life of an asset is
expected to be utilized during the term of a lease, the county shall
treat such a lease as a capital lease, despite the fact that a transfer
to the county is not explicitly included within the term of the
lease. Such leases are usually non-cancelable, notwithstanding
any failure to fund issues.

Operating Leases - Leases which are rental of assets and do not
satisfy the requirements for a capital lease. Such leases are not
legally considered debt, but are commitments on the part of the
county.

10.5



1.3

ST. LOUIS COUNTY BOARD POLICIES
FISCAL
CHAPTER 10

Financing Terms

13.1

1.3.2

1.3.3

134

1.3.5

Assessed Valuation - For all purposes assessed valuation shall be

equivalent to the tax capacity of the county exposed to general ad

valorem taxation. Computed as the total tax capacity less
captured increment and similar valuation reserved from normal
taxation.

Arbitrage - In the case of public debt, the difference between the

interest rate paid on the debt and a greater interest rate earned on

investing the proceeds of the debt issue.

Bond Counsel - An attorney specializing in the legal aspects of

bond issues and guides the client through the issuing process.

Bond counsel draws up necessary leases, resolutions and other

documents which must be approved by the county board. Bond

counsel will also advise if a referendum or any other special
procedure is needed for issuance of the specific bonds under
discussion.

Bond Insurance - An insurance policy purchased by an issuer or

an underwriter for either an entire issue or specific maturities, and

which guarantee the payment of principal and interest. This
security provides a higher credit rating and thus a lower
borrowing cost for an issuer.

Debt ratios - Standard measures of relative debt burden expressed

as a ratio of some debt parameter (levy, taxable market value, tax

capacity, etc.) to some other financial or statistical parameter

(levy, taxable market value, tax capacity, etc.). Debt ratios

provide a meaningful comparison of the burden of the

governmental unit relative to other jurisdictions. Many of the
ratios can be further refined to analyze only component parts of
the debt (e.g., analyzing only general obligation debt as opposed
to all debt).

1.35.1 Legal debt margin - The total amount of outstanding
debt which is subject to the debt limit, statutorily
defined for Minnesota Counties as 2% of market
value of all real and personal property in the county.

1.3.5.2 Debt per capita - The total amount of outstanding
debt of a governmental unit divided by the
population of the jurisdiction.

1.3.5.3 General obligation debt per capita - The total
amount of general obligation debt of a governmental
unit divided by the population of the jurisdictions.

1354 Debt to Market Value - The total amount of
outstanding debt as a percent of taxable market
value.

1.3.55 Debt to Tax Capacity - The total amount of
outstanding debt as a percent of the taxable tax
capacity of the county (or area to which it applies).
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This ratio is only useful for comparison to other
counties within Minnesota.
1.3.5.6 Indirect Net Tax Debt - This is a measure of the tax
burden which is imposed on the taxpayers of the
county by jurisdictions other than the county. This
is an important consideration by bond rating
agencies when evaluating the county's taxpayers'
ability to incur further debt.
Failure to fund - A clause in leases that allows the governmental
unit to relieve itself of a long term obligation if it for whatever
reason quits providing the goods and services that the capital
asset supported.
Financial Advisor - A firm which facilitates the sale of debt for
the governmental unit.
Legal Debt Limit - A statutory limit on the amount of debt for
which a governmental unit may obligate itself. For counties in
Minnesota, it is currently 2% of the market value of the real and
personal property in the county.
Legal Debt Margin - The amount of debt authority remaining
after deducting the statutorily includable items from the legal
debt limit.
Market Value - For all debt purposes market value shall be the
sum of the Assessor's estimate of fair market value of all property
exposed to property taxation for the most current certified tax
year.
Outstanding Debt - Unpaid obligations of the governmental unit.
It includes amounts due currently and amounts due in the future
and includes capital leases and all other obligations for which the
governmental unit is responsible.
Property Tax Base Supported Debt - Debt supported or backed by
a flow of funds from property tax base levies or related to
property tax levies. It includes all general obligation debt
whether or not other flows of funds are expected to fund the debt
service. This includes all property tax supported debt (see
1.3.13) and would include debt supported by special assessment
or special fee levies.
Property Tax Supported Debt - Debt supported directly by ad
valorem property tax levies or backed by a potential property tax
levy. It includes all issues where a property tax levy supports any
part of the debt service.
Rating Agencies - Firms such as Moody's Investors Services or
Standard and Poor's, which examine the credit worthiness of a
bond issue and assign it a rating. The rating assigned effects the
interest rate the governmental agency must pay for the
borrowing. The rating applies only to the particular issue to
which it is assigned.
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GOALS AND GENERAL PROVISIONS

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

2.11

2.12

The county shall maintain its ability to support current debt and incur
additional debt at minimal interest rates and in the amounts required for
infrastructure and other capital assets without endangering the ability of the
county to finance essential services.

Debt shall be used sparingly and only after other means of financing are
fully investigated.

No debt which becomes an obligation of the county or any of its agencies
shall be issued for a term longer than the reasonably expected useful life of
the asset being funded, but in no event for longer than 30 years for real
property or 5 years for equipment.

The proceeds of all debt issues shall be expended in compliance with all
applicable state and federal laws and rules and in conformity with all
covenants of the issue. Such laws, rules, and covenants shall be strictly
construed.

No debt shall be issued to fund normal operations of the county or any of its
agencies. This does not exclude the possibility of issuing Tax Anticipation
Notes as a financial and investment strategy.

Debt shall not be issued in excess of any statutory limit. The county shall
strive to keep the total debt burden of the county when measured as a percent
of taxable market value from exceeding the median of similarly sized
counties in the nation based upon figures available at the time of authorizing
the issuance.

Property tax supported debt including capital notes will not be issued beyond
the point where annual debt service levy demands exceed 10% of the
property tax levy (including HACA and disparity aid).

The county shall avoid, where possible, the issuance of general obligation
debt by utilizing available funds, reserves, and revenue or other types of
Issues.

The county shall maintain good communications with bond rating agencies
and provide full disclosure about its financial and management condition in
all financial statements and reports and bond prospectus. Further, the county
shall from time to time upon the advice of its Financial Advisor seek to have
the county's bond rating reviewed and reevaluated.

The county shall only acquire bond insurance when the present value of the
estimated debt service savings from insurance equals or exceeds the present
value of the insurance premium or when otherwise required.

The county shall normally utilize the competitive sale method of issuing
debt instruments unless circumstances such as very large issue size, complex
financing structure, or comparatively lesser credit rating exist. In those cases
the Board will consider the negotiated sale method of issuance.

Before a bond issue is structured and sold, an Internal Financing Team
(consisting of: the County Administrator, County Attorney, the County
Auditor, Chair of the Finance committee, and Chair of the Board) and
appropriate department heads shall meet to determine how the external

10.8



ST. LOUIS COUNTY BOARD POLICIES
FISCAL
CHAPTER 10

financing team (bond counsel, financial advisor, underwriter if a negotiated
sale is contemplated) will be selected.

The internal team shall consider the amount and structure of an issue, the costs of
sale, the timing of the sale, as well as the content and manner of any presentations to
be made to the bond rating agencies. The internal team shall then make
recommendations to the county board.

CAPITAL NOTES

3.1
3.2

3.3
3.4

Capital Notes shall not be issued for a term longer than 5 years

Items purchased utilizing capital note financing must have an anticipated
useful life no less than the term of the notes.

Capital notes shall not be issued for arbitrage purposes.

Capital notes shall be issued in amounts not to exceed that necessary to fund
the acquisition of specific items capital equipment and furnishings.
Departments submitting requests for capital note funding of acquisitions
must have received prior board approval to acquire each specific item to be
acquired.

CAPITAL LEASES / OPERATING LEASES

4.1

4.2

4.3

Capital leases of real estate shall generally not be entered into for a term

longer than 20 years. On occasion, when it is found by the board to be

financially sound, capital leases of up to 30 years may be approved. Real
estate capital lease agreements must address the following issues:

4.1.1 Early termination by the county, including: length of notice,
penalties, and other conditions attaching.

4.1.2 Early termination by the lessor, including length of notice,
penalties, recovery of all or a portion of county capital
improvements, and other conditions.

4.1.3 That if the property is subject to property taxes, and the county as
part of its lease payment is providing funds to pay the property
tax, and if by operation of law the property becomes eligible in
whole or part for exemption from the property tax because of
county occupancy, lease payments must be reduced
proportionately.

4.1.4 If the lease provides for a purchase option by the county, the
terms shall allow for the unilateral exercise of such option by the
county at any time during the term of the lease without penalty of
any kind.

4.15 Maintenance, servicing, insuring, and preservation
responsibilities of and for the capital asset by both parties.

Other capital or operating leases shall not have a term longer than 5 years

and shall contain terms that limit the sellers' remedies for non-payment to

recovery of the property leased.

Capital leases shall only be entered into for such property as specifically

allowed by statute.
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GENERAL OBLIGATION DEBT

5.1

5.2

General obligation debt including any debt financed directly by property tax
levies in whole or part shall be utilized only to finance capital improvements
and long term assets which the board has determined are required to provide
essential governmental services.

All other means of financing shall be investigated prior to issuing general
obligation debt, including but not limited to: use of existing fund balances,
excess balances in capital project funds, revenue-supported debt, special
revenue-supported debt, special obligation revenue bonds, and non-general
obligation capital leases and notes.

REVENUE-SUPPORTED DEBT (including Special Revenue Supported Debt)

6.1

6.2

6.3

6.4

6.5

6.6

Revenue-supported debt shall be used to provide for public improvements
where the flow of funds from the operation supported by the asset will be
sufficient to service the debt.

The expected flow of dedicated revenues to service the debt service shall
exceed the annual debt service requirement by 10%.

Before issuing such debt, adequate feasibility studies must be completed to
provide assurances that the project will be self-liquidating or other dedicated
funds shall be sufficient to service the debt without jeopardizing normal
county operations.

If revenue-supported debt is issued that primarily benefits private parties
rather than the public as whole, feasibility and due-diligence studies must be
completed to reasonably ensure that the private parties will be able to
manage the funding necessary to cover their agreed portion(s) of the debt
service obligation.

Special revenue debt issued to support projects in and for a particular
geographic area of the county must be primarily, if not totally, funded by
specific project- related taxes, charges and/or fees on the users and/or
beneficiaries of the services supported by the project(s) and not on the
general county-wide sources of revenues.

The county must provide in any funding agreement in support of private
entities that capital equipment funded in whole or part with county funds
shall not be removed from the county without the express agreement by the
county board.

SPECIAL OBLIGATION REVENUE BONDS

7.1

7.2

7.3

Special Obligation Revenue Bonds should be issued only if the supported
project(s) can be shown to be financially feasible and will significantly
contribute to the general welfare and economic development of the county.
Adequate feasibility studies by an independent and qualified concern must
demonstrate the financial viability of the project(s).

Adequate assurances must be obtained that the users of the project(s) are
financially viable. At a minimum this would include credit checks on the
project participants.
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Adequate assurances must be made that the project and property funded will
be used for the specified purpose for an extended length of time.
Significant private financing and/or capitalization must be part of any
project(s) supported.

TAX ANTICIPATION NOTES

8.1

8.2

It is expected that the financial management of county funds and cash flow
will preclude the need for issuing tax anticipation notes.

Tax anticipation notes shall not be issued for more than 20% of the expected
tax collections for and in the current tax year that remain outstanding.

OTHER ANTICIPATION NOTES

9.1

9.2

Other anticipation notes shall not be issued without the certain knowledge
that the permanent or replacement revenue will be forthcoming before the
due date of the notes.

Other anticipation notes shall not be issued unless the board determines that
such issuance is critical to the needs of the county.

TAX INCREMENT BONDS

10.1

10.2

10.3

10.4

10.5

10.6

Tax increment financing whether via bonding, development agreements, or
other financing arrangements shall be considered a special revenue
supported debt.

Tax increment bonds shall be issued only to support projects that meet
requirements outlined under sections 6 and 7 (REVENUE SUPPORTED
DEBT and SPECIAL OBLIGATION REVENUE DEBT), above.

When computing the expected flow of funds from increments the
incremental value shall not be adjusted for an expected general increase in
property values nor shall expected tax rates be projected higher than the
current applicable tax rate or the average applicable tax rate for the prior 5
years, whichever is lower.

The area from which the incremental value and tax flows are expected
should be as compact as possible and be reasonably congruent with the
project area.

The county shall, whenever possible, negotiate a "Minimum Assessment
Agreement"” with each developer supported in whole or part by the projects
that taken together shall generate enough increment tax to fund any debt
service obligations and/or satisfy all claims or liquidate any development or
other financial agreements within the schedules specified or contemplated in
the bonding or other agreements.

Whenever a tax on the personal property of a developer or other participant
in an increment area project is contemplated to be part of the increment tax,
the county shall negotiate agreements with the participants that require prior
county board approval for the removal of such property from the increment
district.
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LIMITATION OF THIS POLICY

11.1 This policy shall not operate to limit or impede commitments or legal
obligations incurred prior to its enactment.

11.2  This policy does not relieve the county of any statutory obligation it may
have to issue or contract for debt already contemplated by general or special
statutes or the rules promulgated therefrom.

BOND ISSUANCE PROCEDURES

This section of the policy describes in general the recommended procedure to follow

when issuing bond instruments where the county or one of its component units is the

obligee. The description is a guideline and not prescriptive.

12.1 The Internal Financing Team shall review capital funding needs with county
department heads analyzing the county's current and projected financial
resources to determine the need for issuance of debt, as well as the need for
and feasibility of the projects under consideration. The team shall advise the
county board on particulars regarding each issue including but not limited to
their opinion as to the: 1) hiring of bond counsel, 2) hiring of a financial
advisor, 3) issue structures, 4) method of sale, and 5) as to need and
feasibility of the projects.

12.2  The county board then decides whether to offer the issue as a negotiated sale
or a competitive sale.

12.3 The main underwriter or the financial advisor in conjunction with county
officials then develops up a timetable.

12.4 Bond counsel and the county then prepare the required documents and the
resolutions, and set the sale and settlement dates. If the issue is to be rated,
the financial condition of the county and the economics of the area are
formally presented to the rating agency, which notifies the county of its
rating and outlines the reasons for such rating.

12,5 The county then awards bonds to the underwriting firm(s) on the sale date.
The bond offering provisions may require a deposit at this time as evidence
of the underwriter's good faith.

12.6  The underwriter wires the remainder of the bond proceeds, together with
accrued interest, to the county on the settlement date.

12.7  The county establishes a separate checking account for each bond issue and
pays project expenses and issuance expenses from this account.

NOTES:

1

A negotiated sale occurs when the issuer selects the underwriting firm (or firms)
which will take the lead role in marketing the bonds. The underwriter in a
negotiated sale frequently performs many of the duties that a financial advisor does
for a competitive sale. Sometimes, services of a financial advisor are used also.

Advantages of a negotiated sale include more flexibility in the structuring and
timing of the issue, as well as the opportunity to insure that bonds are available to
certain investor groups, such as local firms. Another advantage is the opportunity to
determine investor interest in the issue, as well as the demand for certain structures
or maturities.
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Disadvantages of a negotiated sale include the possible appearance of favoritism in
the selection of the lead underwriter. Also, there may be less assurance that the
bonds are priced at the most favorable rate.

2 A competitive sale occurs when the issuer (or its financial advisor) solicits bids
from underwriting firms to purchase its bonds, and sells bonds at the highest bid
price (the lowest interest rate). With the help of a financial advisor and bond
counsel, necessary documents are prepared and a Notice of Sale (Official Statement)
is published that describes the offering, the bidding requirements and date and time
of sale. Underwriters submit bids, which are usually evaluated by comparing the net
interest cost (average interest rates) of each.

Advantages of a competitive sale are that it provides some assurance that bonds
have been sold at the lowest interest rates given market conditions. The amount of
compensation paid to the underwriter (discount) is historically lower for competitive
sales. Also, competitive sales promote the appearance of an open, fair process.

Disadvantages of a competitive sale are that they have less flexibility in their
structure because the Notice of Sale must be posted well before the sale date.
Underwriters may build in a risk premium because of the uncertainty of market
conditions. Also, issuers with complex financing or weak credit may have difficulty
attracting bidders is also difficult to assure that local investors have access to the
bonds.

ELECTRONIC FUNDS TRANSFER POLICY
RESOLUTION NO. 540

BOARD FILE 57621

August 1, 2000

WHEREAS, Minnesota Statutes 385.071 requires that if the County is to avail itself
of the electronic funds’ transfer capabilities of the financial institutions with which the
County does business, the County should have an Electronic Funds’ Transfer Policy
which is in written form and which is approved by the County Board:

NOW, THEREFORE, BE IT RESOLVED, that the Electronic Funds Transfer
Policy, as contained in Board File No. 57621, is hereby approved.

ELECTRONIC FUNDS’ TRANSFER POLICY
ST. LOUIS COUNTY, MINNESOTA

The State of Minnesota and management best practices require that if the County is to
transfer funds electronically, it must have a policy for such action.
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1 Definitions

1.01 Electronic Fund’s Transfer - This term refers to moving of funds electronically
between banks.

1.02 Automated Clearing House Transactions (ACH) - These transactions are processed
one day after they are initiated by the transferring party. This one-day delay makes
the transaction less expensive than wire transfers. The original intent of ACH
transactions was to limit them to $100,000 or less; however, in actual practice, these
limits are disregarded.

1.03 ACH Debit Transaction - This transaction takes money from a bank account and
sends it to a third party. The transaction is initiated by the third party’s bank, with
pre-authorization from the payer. It can be used for preauthorized payments to
vendors for reoccurring items. Appropriate invoice information can be sent with the
ACH in a standard format, thus eliminating the paper check and stub. The County
uses this type of transaction to make the deposit of payroll withholding taxes.

This type of transaction is also used by the County to deposit money to the State of
Minnesota bank accounts through automated telephone transfer setups. Examples
are the remittance of the County’s deed tax and mortgage tax receipts, as well as the
County’s sales tax collections an use tax liability. It is also used to transfer funds to
the County’s medical insurance administrator.

1.04 ACH Credit Transaction - This transaction can be used to transfer money from one
St. Louis County bank account to another St. Louis County bank account. It can
also be used to make payments to third parties; the transaction is initiated by the
County, rather than being pre-authorized and initiated by the third party, such as in
ACH debits.

1.05 Federal Electronic Data Interchange (FEDI) - This is the standard format for
providing information to accompany an ACH transaction.

1.06 Wire Transfers (otherwise known as Fedwire) - This second type of electronic
funds’ transfer procedure is owned and operated by the Federal Reserve and
connects the dozen Federal Reserve Banks with more than 10,000 depository
institutions across the nation. Users of Fedwire are mostly banks which transfer
funds on behalf of themselves and their business and government customers. It is
an online, real-time, same-day funds transfer system. It is for large-dollar
transactions to:

. Transfer money from one bank to another bank ( such as transferring funds
from the County’s general checking account to the County’s direct deposit
payroll account)

. Pay for goods or services by sending funds to a vendor’s bank
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. Purchase U. S. government securities in book-entry form from the Treasury,
and
. Pay for a securities trade at a brokerage house, investment bank, or mutual
fund.

2  Purpose and Scope

2.01 The purpose of this document is to provide guidance, direction, and rules to the
individuals responsible for the County’s Automated Clearing House (ACH) and for
the initiation of wire transfer transactions, as well as to comply with M. S.385.071.

2.02 The goal of this Policy is to ensure that electronic funds’ transfers are made only by
authorized individuals to authorized parties, and to ensure that incoming and
outgoing electronic funds’ transfers are properly recognized in the financial records
of the County.

2.03 This policy applies to all electronic funds transfers, including, but not limited to,
transfers between banks and other financial institutions for investment purposes;
payment of payroll taxes; payment of debt service obligations; direct deposit of
payroll checks; and remittance of various payments to and from the Federal
Government and the State of Minnesota.

2.04 The policy applies to transfers using any type of medium, including telephone,
computer, letter or other written document, and fax.

3 Objectives

3.01 To manage the ACH and Fedwire transfers in as secure a manner as possible. The
County Auditor shall authorize in writing to the respective financial institution, the
County personnel who are allowed to initiate such transfers. The transfers shall be
tracked on the bank reconciliation by a staff person other than those authorized to
make transfers. The investment accountant the County Auditor’s Accounting
Department shall maintain an up-to-date log of the transactions, including the
reference numbers assigned by the transferring financial institution.

3.02 To minimize any penalty or interest costs which could occur because of EFT
transfers being initiated after the required deadlines.

3.03 To maintain a readily available and up-to-date record of EFT transactions.

3.04 To properly record the ACH and Fedwire incoming and outgoing transactions in the
County’s financial records.

3.05 To maintain a readily available record of personnel authorized to initiate the various
types of ACH and Fedwire transactions.

4.  General Provisions - Transfers Out

4.01 General Checking and Payroll Checking Account - The County’s financial
institution will honor transfers, including investment transfers, only to another
County account or a third party account that has been pre-authorized by the County
Auditor. Except for 4.02 and 4.03 below, which are controlled by passwords or
PINS and can only be transferred to specified accounts, only persons pre-authorized
by the County Auditor to the financial institution can initiate transfers.

4.02 Certain Payments to State of Minnesota - Sales and use tax, as well as mortgage and
deed tax collections, are electronically transferred to the State of Minnesota through
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ACH debits. These procedures are set up by the State of Minnesota with the County
and require only touch-tone telephone entry. The funds can be transferred only to
the State of Minnesota account and are controlled by passwords or identification
numbers assigned to the user by the State. Other electronic transfers to the State of
Minnesota, for instance, driver’s license and motor vehicle collections, are made
through Fedwire transactions.

4.03 Deposit of Payroll Taxes - These procedures are set up by each of the taxing
authorities and may be done through ACH debit or credit transactions, depending on
whether the County initiates the transfer (credit) or the taxing authorities initiate it
through pre-authorization by the County (debit). The debit transaction can transfer
funds only to the account of the taxing authority initiating it. (The credit transaction
can be transferred following the rules of 4.03 above).

5  General Provisions - Transfers In
5.01 Transfers Initiated by the Payer - The payer must contact the County Auditor in
order to obtain the proper bank routing information before transfers in can be
accomplished.
The Federal Government and the State of Minnesota frequently use
electronic fund’s transfers to remit payments to the County. The County’s
financial institution notifies the County’s cash manager ( investment
accountant) of these transfers, including any FEDI which accompanies the
transfer to identify the source and purpose of the payment.
5.02 Transfers Initiated by the County - The County is pre-authorized to order cash
through computer modem for various Federal grants (HUD grants, for instance).
The pre-authorization set up includes designation by the County Auditor as to which
staff members may order the cash and the Auditor also designates which County
account is to receive the cash. The staff members authorized by the Auditor are
assigned PINs by the remitting agency.
Interest and principal payments on investments are frequently transferred to the
County by various financial institutions and brokers. The routing information for
these transfers is provided by the County Auditor through safekeeping and broker
agreements, with which an independent verification of the transaction by the staff
person reconciling the County’s bank account.

6  General Provisions - Transfers In and Transfers Out

6.01 Transaction Log - The investment account in the County Auditor’s Accounting
Department shall maintain an up-to-date log of the transactions, including the
reference numbers assigned by the transferring financial institution.

6.02 Transaction Recording - Each transfer shall be properly recorded in the County’s
accounting system through a journal voucher, payment voucher, or cash receipt
transaction with documentation attached or on file. The FEDI is to be used for
informational purposes.
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BUSINESS SUBSIDY CRITERIA
RESOLUTION NO. 233
April 10, 2001

NOW, THEREFORE, BE IT RESOLVED, the St. Louis County Board of
Commissioners hereby adopts the St. Louis County Business Subsidy Criteria, contained
in Board File No. 57731, pursuant to Minnesota Statutes, Section 116J.993 - 116J.995.

ST. LOUIS COUNTY
BUSINESS SUBSIDY CRITERIA

The following business subsidy criteria are intended to satisfy the requirements of
Minnesota Statutes §116J.993 through 116J.995 (the “Act”). The term “project” means
the property with respect to which the business subsidy is provided. The term “recipient”
means any for-profit or nonprofit business entity that receives a business subsidy. Only
nonprofit entities with at least 100 full-time equivalent positions and with a ratio of
highest to lowest paid employee, that exceeds ten to one, determined on the basis of full-
time equivalent positions, are included in this definition.

A. PROJECT REVIEW AND EVALUATION POLICY
1. The St. Louis County Board of Commissioners recognizes that the
creation of good paying jobs is a desirable goal which benefits both the

County and its citizens. Nevertheless, not all projects assisted with

subsidies derive their public purpose and importance solely by virtue of

job creation. In addition, the imposition of high job creation requirements
and high wage level requirements may be unrealistic and counter-
productive in the face of larger economic forces affecting an individual
business or the financial and competitive circumstances of that business.

In determining the requirements for a project under consideration for a

business subsidy, St. Louis County will be guided by the following:

a. The evaluation of a project will take into consideration the
project’s importance in and benefit to the community from all
perspectives, including created or retained jobs.

b. If a particular project does not involve the creation of jobs, but is
nonetheless found to be worthy of support and subsidy, assistance
may be approved without any specific job or wage goals if
permitted by applicable law.

C. In cases where the objective is the retention of existing jobs, the
recipient of the subsidy will be required to provide evidence
demonstrating the potential loss of specific jobs.

d. The setting of wage and job goals will be guided by current
information on (1) prevailing wage rates for like or similar jobs
within the area, (ii) local economic conditions, (iii) external
economic forces over which neither St. Louis County nor the
recipient of the subsidy has control, (iv) the financial resources of
the recipient and (v) the competitive environment in which the
recipient’s business exists.
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2. Because it is not possible to anticipate all the needs and requirements of
every type of project and the ever-changing needs of the community and
in order to retain the flexibility necessary to respond to all proposed
projects, St. Louis County retains the right to approve projects and
business subsidies which may vary from the principles and criteria set
forth herein. The reason for any deviation will be documented in writing
and will be submitted to the Minnesota Department of Trade and
Economic Development in accordance with the Act.

3. St. Louis County will take into consideration the following information
when applying evaluation criteria to a specific project:

a. St. Louis County may consider the requirements of any other
business subsidy received, or to be received, from another project
funding source other than the County.

b. If the business subsidy is a guaranty, the amount of the business
subsidy may be valued at the principal amount of the guaranteed
payment obligation.

C. If the business subsidy is real or personal property, the amount of
the subsidy will be the fair market value of the property as
determined by St. Louis County.

d. If the business subsidy is received over time, St. Louis County may
value the subsidy at its present value using a discount rate equal to
an interest rate which the County determines is fair and reasonable
under the circumstances.

As used herein “benefit date” means the date the business subsidy is
received. If the business subsidy involves the purchase, lease, or donation
of physical equipment, then the benefit date occurs when the recipient puts
the equipment into service. If the business subsidy is for improvements to
property, then the benefit date refers to the earliest date of either: (a) when
the improvements are completed for the entire project; or (b) when a
business occupies the property.

PROJECT REVIEW AND EVALUATION
St. Louis County will require that the proposed project meet one or more of the
following criteria in order to receive financial or other assistance as a business
subsidy:
Job and Wages
a. New Jobs: The minimum net number of direct full time equivalent
jobs to be created or retained by the proposed project for a period
of at least two years from the estimated benefit date.
b. Payroll: The minimum annual net payroll (including employer
contributions for health benefits) to be generated at the end of the
third anniversary date of the estimated benefit date.
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Increase in Tax Base: The net increase in property taxes
estimated to be generated by the project in the first full year of
operation
Land Use

a. Compliance with Comprehensive or Other Plans: We will
consider whether the project provides the optimum or best use of
the property (including those permitted uses under the current
Comprehensive or Other Plan) in addition to any needed services
to the community described in Paragraph B.6).

b. Marginal Property: We will examine whether the project is
located on property which needs, but is not likely, to be developed
or redeveloped because of blight or other adverse conditions of the
property.

C. Design and/or Other Amenities: We will also consider whether
the project will include design and/or amenity features that are not
otherwise required by law as a result of the business subsidy.

Impact on Existing and Future Public Investment.

a. Utilization of Existing Infrastructure Investment: Consideration
will be given as to whether and to what extent (a) the project will
utilize existing public infrastructure capacity or if (b) the project
will require additional publicly funded infrastructure investments.

b. Direct Monetary Return on Public Investment: Review will
consider whether arrangements have been made or will be made
for St. Louis County to receive a direct monetary return on its
investment in the project.

Economic Development: Review will consider the economic impact of:

a. Leveraged Funds: For every dollar of business subsidy to be
provided for the project, the minimum amount of private funds
which will be applied towards the capital cost of the project.

b. Spin Off Development: The dollar amount of non-subsidized
development the project is expected to generate in the surrounding
area and the need for and likelihood of such spin off development.

C. Growth Potential: Based on recipient’s market studies and plans
for expansion, whether and to what extent the project is expected
within five years of its completion, be expanded to produce a net
increase of full time equivalent jobs and of payroll, over and above
the minimum net increase in jobs and payroll described in
Paragraph C.1 above.

Quality of Life - Community Services: Consideration as to whether the project
will provide services in the community and the need for such
services.

Other Factors: Depending on the nature of the project, such other factors as St.
Louis County may deem relevant in evaluating the project and the
business subsidy proposed for it.
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C. CRITERIA REQUIRED FOR ALL PROJECTS
St. Louis County will require that the project complies with all of the following
criteria:

1. Wage Policy: If the project results in the creation or retention of any jobs,
the wage for each part-time and full-time job created must be (within two
years of the date of assistance is received as defined in the Act) at least
equal to the prevailing wage for like or similar jobs within the area or such
greater amount as St. Louis County may require for a specific project.

2. Compliance with Planning and Zoning: The project must comply with
local plans and zoning ordinances.
3. Compliance with Act: The business subsidy from St. Louis County must

satisfy all requirements of the Act and any amendments thereto.

CREDIT CARD ACCEPTANCE POLICY
RESOLUTION NO. 672
October 23, 2001

WHEREAS, the acceptance of credit cards in payment of County obligations may
result in convenience to the customer, as well as streamline some operations for the
County itself; and

WHEREAS, Minnesota Statutes 471.38 provides that a county may accept
payment of claims and obligations through the use of credit cards; and

WHEREAS, in order to accept such payment, the County under M.S. 271.38 must
establish a policy and procedure regarding such payments;

NOW, THEREFORE, BE IT RESOLVED, that the Credit Card Policy and
Procedure is hereby approved and the County Auditor is authorized to enter into
appropriate agreements on behalf of the County and its Departments.

TAX ABATEMENT FINANCING POLICY
RESOLUTION NO. 187
March 12, 2002

WHEREAS, Minnesota Statute 88469.1812 - 469.1815, tax abatement, allows St.
Louis County to grant an abatement of taxes imposed by the county on a parcel of
property, or defer the payments of the taxes and abate the interest and penalty that would
otherwise occur; and

WHEREAS, in order to grant an abatement, the county must represent that:

A. It expects the benefit of the proposed abatement to at least equal the costs
of the proposed agreement or intends the abatement to phase in a property
tax increase; and

B. Granting the agreement is in the public interest because it will meet one of
the following criteria:
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Increase or preserve tax base

Provide employment opportunities

Provide or help acquire or construct public facilities

Help redevelop or renew blighted properties

Help provide access to services for residents

Finance or provide public infrastructure, or

Phase in a property tax increase on the parcel resulting
from an increase of 50 percent or more in one year on the
estimated market value of the parcel, other than an increase
attributable to improvement of the parcel.

NogakowdnpE

NOW, THEREFORE, BE IT RESOLVED, the St. Louis County Board of

Commissioners hereby adopts the St. Louis County Tax Abatement Policy contained in
County Board File No. 57883, pursuant to Minnesota Statute §8469.1812 - 469.1815.

ST. LOUIS COUNTY TAX ABATEMENT FINANCING POLICY

SCOPE

This policy establishes the parameters of St. Louis County’s participation in Tax
Abatement Financing (TAF) as authorized under Minnesota Statutes §8469.1812
through 469.1815 (2000) and any amendments thereto. TAF may be considered a
form of business subsidy which will require compliance with the Business
Subsidy Act, Minnesota Statutes 88116J.993 through 116J.995, and any
amendments thereto. This policy establishes the criteria and procedures to be
utilized in administering TAF.

PURPOSE

The purpose of St. Louis County TAF is to provide a tool for the county to
accomplish its goals in the areas of housing and economic development. These
goals include facilitating projects that result in the creation of quality jobs and the
attraction, retention, and expansion of business and housing options within the
county. TAF is to be used for development or redevelopment that would not
otherwise occur without the assistance of TAF.

STATUTORY CRITERIA

The public benefits of a project must be expected to exceed the costs to the county
and the project must meet one or more of the following criteria:

Increase or preserve the county tax base,

Provide permanent employment opportunities within the county,

Provide or help acquire or construct public facilities,

Help redevelop or renew blighted areas within the county,

Help provide access to services for county residents,

Finance or provide public infrastructure, or

Phase in property tax increase on the parcel resulting from an increase of
50 percent or more in one year on the estimated market value of the
parcel, other than an increase attributable to improvement of the parcel.

EMMoUO®»
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v TYPES OF FINANCING
Of the TAF options available by state statute, the county will only enter into
agreements for the following types of financing:
A. Rebate to a property owner (or taxpayer) all or part of paid county

property taxes.

B. Defer county property taxes and provide a corresponding abatement of
penalties and interest that would have otherwise accrued.

C. Phase in property tax increase resulting from an 50 percent or greater

increase in estimated market value in one year from factors other than
property improvement.

\Y ADDITIONAL CRITERIA
The following additional criteria will apply to TAF projects:

A The county will provide TAF to a project in conjunction with the
municipality provided the municipality has some form of
financial participation in the project.

B. Full-time equivalent jobs will be considered in determining
either an increase or retention of jobs. Minimum wages for the
jobs will be set at prevailing wage rates, for like or similar jobs
within the area.

C. The county will not enter into agreements for speculative
projects or developments which lack specific tenant agreements.

D. Non-housing projects must be at least 51 percent funded from
non-public sources.

E. Housing projects must provide a minimum of 12 affordable

rental units and remain affordable for 15 years pursuant to a
declaration of covenants and deed restriction. Affordable rents
will be no greater than fair market rents as determined by the
U.S. Department of Housing and Urban Development.

F. All agreements entered into under this policy may be subject to
the County Debt Policy.
G. All agreements entered into under this policy may be subject to

the requirements of the County Business Subsidy Criteria and
Minnesota Business Subsidy Act.

H. Projects will not place extraordinary demands on public services or
generate significant environmental problems in the opinion of
local, state, or federal governments.

l. Priority will be given to projects that clean up existing
contaminated sites.
J. Projects must conform with all applicable state, local and federal
requirements.
VI LIMITATIONS
The following limitations are set forth for all TAF projects:
A. The total annual commitment for all agreements under this program will
not exceed one percent of the existing county levy.
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No agreement under this policy will have a term exceeding ten full
property tax years.

The overall total county contribution for any project regardless of the
number of property tax parcels involved will not exceed $300,000 over the
term of the agreement or $30,000 in any given year.

The county will not abate, retain, or defer in any one year more than the
county’s share of taxes net of all credits or abatements as determined by
the county auditor for that year.

The maximum abatement for each qualified job under this program will be
$1,000 per year.

The maximum abatement for each affordable housing unit will be $1,000
per year.

No carry over of any “unused” abatement is allowed.

Property within a tax increment financing district does not qualify.
Personal property taxes and special assessments levied by any subdivision
do not qualify for abatements. This is consistent with the opinion of the
Minnesota Department of Revenue; personal property taxes on
government owned property do not qualify for abatement.

Deferred taxes will be due and payable in the first property tax payable
year after the end of the agreement.

The county board may extend the time for recipients’ performance of
specific items under the TAF agreement. However, the county board may
not extend the time for payment of annual property taxes.

No abatement installment will be paid to a recipient if property taxes are
not timely paid (i.e., within 15 days of statutory due date).

APPLICATION PROCESS
The following process is established for all TAF applications:

A

Applications must be completed on forms provided by the county
together with all documentation, reports, and studies, financing
packages, and other relevant data. County may accept municipal
or another funder’s application provided adequate information and
documentation is provided.

Applicants must submit a non-refundable fee payment of $1,000
with the initial application.

The Planning Department will review the application to determine
if the project appears to meet county policy guidelines and to
determine the need for additional information. If the Planning
Department determines the project meets policy guidelines, the
applicant may submit a final application.

Applicant will submit a final application with additional
documentation and a non-refundable application fee of $2,000.
County will evaluate costs after one year and make
recommendations on fees.

The Planning Department will then provide a detailed review of
the project including a full due diligence study that will encompass
at a minimum the financial and marketing package. When
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possible, this study will be completed in conjunction with the
municipality and other project funders.

F. If the project qualifies for TAF, the county will proceed to

approval process.

APPROVAL PROCESS

Following is the process the county will use in considering TAF applications:

A The County Administrator will develop a project review report for the
county board. The report will include at a minimum the information
described in APPLICATION REVIEW section of this policy.

B. The county board will schedule a public hearing. After hearing testimony
at the public hearing, the board will determine if the county will enter into
a proposed TAF agreement. When possible, the county will conduct a
joint public hearing with the municipality for tax abatement or other
required business subsidy public hearings.

APPLICATION REVIEW

The Planning Department will review and report on at a minimum the following

items for each TAF application forwarded to the county board for action:

A. The extent to which the public interest is served based on the nature and
type of development.

B. The extent to which the new permanent employment opportunities provide
benefits and prevailing wages for employees.

C. The extent to which the project provides permanent rental housing

opportunities for low and moderate income families as defined by the
federal and state government.

D. The extent to which there are additional public costs associated with the
project such as pollution control, soil corrections, and public
infrastructure.

E. The extent to which the project increases county costs for road

construction, traffic control, law enforcement, human services and other
budgetary considerations.

F. The extent to which the local municipality supports the project, including
(but not limited to) tax abatement for the subject property.

G. The results of a due diligence study completed by staff or an independent
consultant.

AGREEMENTS

Every TAF subsidy agreement will contain at a minimum sections covering:

A. A list of all the parties to the agreement, their relationship, and address.

B. Description of the project in detail and the type and amount of subsidy
granted.

C. Describe the total financing of the project and the sources of all funding.

D. Findings of the County Board as provided for in M.S. §469.1813.

E. Findings that the project meets all criteria established in this policy and

that all the limitations and other requirements of this policy are being met.
Description of any agreement between the applicant and the municipality
or authority under this or any other program that provides any form of
public financing.

n
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The public purpose of the subsidy and why the subsidy is needed.
Description of the need for the subsidy and a summary of the supporting
documentation.
Specific measurable goals and time frame for meeting established goals.
This section must also state how and when required measurements will be
completed. It will also include base line values for the measurable goals.
Length of continued operations and minimum level of such operation after
the agreement expires.
Remedies for breach of terms in the agreement, definition of default and
recipients’ obligation if they do not fulfill the terms of the agreement.
Reporting requirements detailing the time and format of all submissions.
Description of any other terms of the agreement.

POST APPROVAL/ABATEMENT PROCESS
After approval of a TAF application, the county will adhere to the following
process:

A.

G.

The county administrator will annually determine the necessary property
tax levy (at 110 percent of the expected obligation) required to support the
existing tax abatement agreements that will be in force for the subsequent
tax year. The levy must be reflected in the administrators proposed budget
for the next fiscal year.

County Planning will report to the Administrator by August 1 on each of
the agreements as to their progress toward and/or maintenance of project
goals and other agreement compliance issues.

For agreements not in compliance, the administrator will make a report to
the county board together with a recommendation to extend or not extend
performance deadlines.

The county board will then make a determination to extend, terminate,
adjust or otherwise modify the agreement within statutory limits.
Semi-annually on or before June 1 and December 1 County Planning will
submit a parcel detailed request to the Auditor who will then determine for
each parcel whether property taxes were timely paid. The Auditor will
promptly make such determinations and report back whether such
payments were made and the amount of the county share of those taxes.
The Planning Department will on or before January 15 and July 15 prepare
and submit to the Auditor payment vouchers to pay the owner or taxpayer
as determined by the agreement the tax abatements due under the
agreement. The payment vouchers must contain a certification that all
conditions under the agreements necessary for payment of the tax
abatements have been met.

The Auditor will issue and mail abatement checks by February 1 and
August 1.

TIME FRAME
TAF applications will be accepted on an ongoing basis. The specific time frame
for TAF applications is as follows:

A

April 1: Applicants must file for TAF consideration no later than April 1
of the year prior to the year the tax abatement is to be effective.
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B. August 1: All the required steps in the application process must be
completed no later than August 1 to provide the administrator time to
incorporate the appropriate property tax levy and budget appropriations
into the proposed budget for the following year.

C. December 1: The county and all the parties to the agreement will execute
the agreement prior to December 1 of the year preceding the year in which
the tax abatement is to be effective. Failure to fully execute the agreement
by this date will at a minimum postpone the proposed tax abatements by at
least one year.

Xl MEASUREMENTS

TAF recipients must provide adequate documentation for the following project

performance measurements by the deadlines established in the subsidy agreement:

A. Baseline measurements for performance criteria will use information for
the six full months immediately preceding the application date.

B. Annual performance measurements will at a minimum use median
information for six full months prior to the required reporting date.

C. Employment performance measurements will use the median monthly

wages for full time employment.

The county reserves the right to approve or reject projects on a case-by-case basis.
Meeting minimum policy criteria does not guarantee the award of TAF to the
project. Approval or denial of one project is not intended to set precedent for
approval or denial of another project. The county, at its discretion, reserves the
right to deviate from its policy to impose more severe penalties and restrictions.

SEPTIC LOAN PROGRAM POLICY
RESOLUTION NO. 365
June 10, 2003

RESOLVED, the St. Louis County Board of Commissioners hereby adopts the
Septic Loan Program Policy, as contained in Board File No. 58085, effective July 1,
2003.

PROCEEDS FROM SALES OF COUNTY ASSETS
RESOLUTION NO. 371
July 26, 2005

WHEREAS, the St. Louis County Board desires a consistent policy accounting
for the proceeds from sales of County assets and fee land.

NOW THEREFORE, BE IT RESOLVED, that proceeds from Sales of County

assets, with the exception of those referenced in County Board Resolution No. 811
(Proceeds from the Sale by Bid of Equipment and Proceeds from Insurance Fund), less
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