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DOCUMENT  DATE  VOLUME  PAGE(S) 
Agreement Between the County of 
Clark and The Clark County 
Prosecutors Association, July 1, 
2020 to June 30, 2021  
 

07/01/2020 1 111-155 

Alexander M. Burrill, A Law 
Dictionary & Glossary  (2d ed. 
1867), Vol. 1, select pages: 

- Any, p. 106  
- Charge, p. 277 
- Excussio-Executive , pp. 583-

841 
 

00/00/1867 1 030-035 

Alexander M. Burrill, A Law 
Dictionary & Glossary  (2d ed. 
1867), Vol. 2, select pages: 

- Judicial, p. 107  
- Person(al), p. 293  
- Power, p. 318 
- Prosecute, p. 348 

 

00/00/1867 1 036-045 

Bob Fulkerson (@bobfulkerson), 
Twitter,  (Mar. 26, 2021)  
 

03/26/2021 1 158 

Bruce Wyman, The Principles of the 
Administrative Law Governing the 
Relations of Public Officers  (1903), 
excerpt:  

- Ch. 6, § 44, Officer, pp. 163 -65 
 

00/00/1903 1 052-056 

Clark County Merit Personnel 
System, Personnel Policies (eff. 
Feb. 17, 2004)  

02/17/2004 1 057-110 

 
1 “Executive” is not defined in this dictionary.  
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DOCUMENT  DATE  VOLUME  PAGE(S) 
 
Colton Lochhead, Assembly votes to 
ban death penalty , Las Vegas Rev. 
J., Apr. 14, 2021.  
 

04/14/2021 2 251-253 

Daniel Nichanian, Nevada 
Prosecutors Are Standing in the 
Way of Abolishing the Death 
Penalty , The Appeal , May 7, 2021.  
 

05/07/2021 3 505-507 

David Ferrara, DA to proceed with 
death penalty against gunman in 
1999 store killings , Las Vegas Rev. 
J. , Mar. 26, 2021. 
 

03/26/2021 1 163-166 

Dayvid Figler (@OyVegas), Twitter 
(Mar. 26, 2021)  
 

03/26/2021 1 157 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Decision and Order  
(denying Defense Motion for 
Reconsideration) 
 

06/17/2021 3 585 

Floyd R. Mechem, A Treatise on the 
Law of Public Offices and Officers  
(1890), excerpts: 

- Chap. I., § 18, Executive 
Officers  

- Chap. II, § 38, Deputies  
- Chap. II, § 570, Authority of 

Deputies  
 

00/00/1890 1 046-051 
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DOCUMENT  DATE  VOLUME  PAGE(S) 
Governor Sisolak issues statement 
regarding Assembly Bill 395  
https://gov.nv.gov/News/Press/2021/
Governor_Sisolak_issues_statement
_regarding_Assembly_Bill_395/ , 
May 13, 2021.  
 

05/13/2021 3 521 

J.J.S. Wharton, Law Lexicon, or 
Dictionary of Jurisprudence  (2d 
Am. ed. 1860), select pages: 

- Charge, p . 137 
- Executive, p . 285 
- Function, p. 322 
- Judicial, pp. 401, 406  
- Legislation/Legislator/  

Legislature, p. 432  
- Magistrate, p. 459  
- Power, p. 597-99 
- Prosecution, p. 616  
- Sovereign, p. 702 
- Trial, p. 751 

 

00/00/1860 1 001-014 

James DeHaven, Democratic leader 
mum on bill to ban death penalty as 
deadline looms at the Legislature , 
Reno Gazette J., May 11, 2021.  
 

05/11/2021 3 508-509 

James DeHaven, Sisolak lauds 
‘very productive’ 2021 Nevada 
Legislature, vows to sign public 
option bill , Reno Gazette J., June 2, 
2021 

06/02/2021 3 576-578 
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Jared Busker (@JaredBusker), 
Twitter (Mar. 26, 2021)  
 

03/26/2021 1 156 

Jon Ralston (@RalstonReports), 
Twitter (Mar. 26, 2021)  
 

03/26/2021 1 161 

Jon Ralston, This Is The  Way The 
Legislature Ends , The Nev. 
Independent, Jun. 6, 2021.  

06/06/2021 3 579-583 

Joseph E. Worcester, Dictionary of 
the English Language  (1860), select 
pages: 

- Any, p. 65  
- Charge, pp.227-28 
- Executive/Exercise, pp. 515 -16 
- Functions, p. 596  
- Judicial, p. 794  
- Legislate, p. 828  
- Person, p. 1061-62 
- Power, p. 1112 
- Prosecute, p. 1143-44 
- Sovereign, p. 1368 

 

00/00/1860 1 015-029 

Khaleda Rahman, Nevada is Trying 
to Abolish the Death Penalty —
Democrats Stand in the Way , 
Newsweek, May 11, 2021.  
 

05/11/2021 3 510-520 

Kristen Kidman, John L. Smith On 
The Death Penalty Ban:  Why 
Won’t It Pass In Nevada? , KNPR’s 
State of Nevada, May 18, 2021.  
 

05/18/2021 3 556-559 

Michael Kagan (@MichaelGKagan), 
Twitter (Mar. 26, 2021)  
 

03/26/2021 1 159 
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Michelle Rindels & Tabitha 
Mueller, Nevada Assembly votes to 
abolish death penalty in historic 
move; bill’s future uncertain in 
Senate, The Nev. Independent , 
Apr.  13, 2021. 
 

04/13/2021 1 171-173 

Michelle Rindels 
(@MichelleRindels), Twitter, 
(Mar.  26, 2021) 
 

03/26/2021 1 162 

Michelle Rindels, Nevada 
Lawmakers discuss abolishing 
death penalty for first time since ill-
fated 2017 effort , The Nev. 
Independent, Mar. 31, 2021. 
 

03/31/2021 1 167-170 

Michelle Rindels, Sisolak, 
Democrats spike efforts to repeal 
the death penalty in Nevada , The 
Nev. Independent , May 13, 2021.  
 

05/13/2021 3 522-524 

Rae Lathrop (@raelathrop), Twitter 
(Mar. 26, 2021)  
 

03/26/2021 1 160 
 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Amended 
Opposition to Motion for the Court 
to Issue Second Supplemental 
Order of Execution and Second 
Supplemental Warrant of 
Execution, Apr. 26, 2021  
 

04/26/2021 2 434-452 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 

05/18/2021 3 552-555 
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Court, Nevada, Decision and Order 
Denying Defendant’s Motion to 
Disqualify Clark County District 
Attorney’s Office, May 18, 2021  
 
State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevad a, Exhibit to Amended 
Opposition to Motion for the Court 
to Issue Second Supplemental 
Order of Execution and Second 
Supplemental Warrant of 
Execution, Apr. 26, 2021  
 

04/26/2021  453-461 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Exhibits to 
Opposition to Motion for the Court 
to Issue Second Supplemental 
Order of Execution and Second 
Supplemental Warrant of 
Execution , Apr. 21, 2021  
 

04/21/2021 2 271-433 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Motion and Notice 
of Motion for the Court to Issue 
Second Supplemental Order of 
Execution and Second 
Supplemental Warrant of 
Execution , Apr. 14, 2021  
 

04/14/2021 1 174-235 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Motion for 
Reconsideration , May 19, 2021  
 

05/19/2021 3 560-568 
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State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Motion to 
Disqualify Clark County District 
Attorney’s Office, Apr. 14, 2021  
 

04/14/2021 2 236-250 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Notice of Hearing 
on Motion for Reconsideration , 
May  20, 2021 
 

05/20/2021 3 569 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Opposition to 
Motion for the Court to Issue 
Second Supplemental Order of 
Execution and Second 
Supplemental Warrant of 
Execution , Apr. 21, 2021  
 

04/21/2021 2 254-270 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, Reply to Opposition 
to Motion to Disqualify Clark 
County District Attorney’s Office , 
Apr. 29, 2021  
 

04/29/2021 3 477-491 

State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, St ate’s Opposition 
to Defendant’s Motion to Disqualify 
Clark County District Attorney’s 
Office, Apr. 26, 2021  
 

04/26/2021 2 462-476 
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State of Nevada v. Floyd , Case No. 
99C159897, Clark County District 
Court, Nevada, State’s Reply to 
Defendant’s Opposition to Motion 
for the Court to Issue Second 
Supplemental Order of Execution 
and Second Supplemental Warrant 
of Execution , May 5, 2021  
 

05/05/2021 3 492-504 

State of Nevada v. Floyd , Case No. 
99C159897, A21832852-W, Clark 
County District Court, Nevada, 
Transcript of All Pending Motions , 
May 14, 2021  
 

05/14/2021 3 525-551 

Tabitha Mueller & Michelle 
Rindels, Mixed signals from 
governor, election considerations 
blamed for failure of death penalty 
repeal effort , The Nev. 
Independent , May 23, 2021.  
 

05/23/2021 3 570-575 

 
 

 Respectfully submitted, 

 
 /s/ Brad D. Levenson    
 BRAD D. LEVENSON  
 Assistant Federal Public Defender  
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CERTIFICATE OF SERVICE  

In accordance with NRAP Rule 25(c)(1)(C) the undersigned hereby 

certifies that on this 2 4th  day of June, 2021, I personally served a true 

and correct copy of the foregoing APPENDIX TO PETITION FOR WRIT 

OF MANDAMUS AND PROHIBITION by email to:  

Alexander Che n 
Chief Deputy District Attorney  
motions@clarkcountyda.com 
Eileen.davis@clarkcountyda.com  
 

Further Service on the following part y was made via UPS on June 

24th , 2021: 

Hon. Michael Villani  
District Judge  
Department XVII  
Regional Justice Center  
200 Lewis Ave  
Las Vegas, NV 89155  

 
 
 

/s/ Sara Jelinek    
An Employee of the  
Federal Public Defender, District of Nevada  
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NOTICE OF FILING  

 In accordance with NRAP 21(a)(1), the undersigned hereby 

certifies that on this 2 4th  day of June, 2021, I personally served a true 

and correct copy of the foregoing APPENDIX TO PETITION FOR WRIT 

OF MANDAMUS AND PROHIBITION, by email to:  

Alexander Chen  
Chief Deputy District Attorney  
motions@clarkcountyda.com 
Eileen.davis@clarkcountyda.com  
 
 Further Service on the following party  was made via UPS on 

June 24th , 2021: 

Hon. Michael Villani  
District Judge  
Department XVII  
Regional Justice Center  
200 Lewis Ave 
Las Vegas, NV 89155  

 
 
 

/s/ Sara Jelinek    
An Employee of the  
Federal Public Defender, District of Nevada  
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�D�W�H�G�Z�L�W�K�W�K�H�O�H�J�D�O�U�L�J�K�W���3�R�Z�H�U�V�G�H�U�L�Y�L�Q�J�W�K�H�L�U
�H�I�I�H�F�W �I�U�R�P �W�K�H�6�W�D�W�X�W�H�R�I�8�V�H�V �D�U�H�H�L�W�K�H�U�J�L�Y�H�Q
�W�R �D�S�H�U�V�R�Q�Z�K�R �K�D�V�D�Q �H�V�W�D�W�H�O�L�P�L�W�H�G �W�R �K�L�P�E�\
�W�K�H�G�H�H�G�F�U�H�D�W�L�Q�J�W�K�H�S�R�Z�H�U���R�U�Z�K�R �K�D�G �D�Q �H�V
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�W�K�H�G�H�H�G�F�U�H�D�W�L�Q�J�W�K�H�S�R�Z�H�U���R�U�W�R�Z�K�R�P �D�Q�H�V
�W�D�W�H�L�V�J�L�Y�H�Q�E�\ �W�K�H �G�H�H�G���E�X�W�Z�K�L�F�K�H�Q�D�E�O�H�G �K�L�P
�W�R�F�U�H�D�W�H �V�X�F�K �H�V�W�D�W�H�V�R�Q�O�\�D�V�Z�L�O�O�Q�R�W�D�W�W�D�F�K�R�Q
�W�K�H�L�Q�W�H�U�H�V�W�O�L�P�L�W�H�G�W�R �K�L�P���2�I �Q�H�F�H�V�V�L�W�\�� �W�K�H�U�H
�I�R�U�H�� �Z�K�H�U�H �D �P�D�Q�V�H�L�V�H�G�L�Q�I�H�H �V�H�W�W�O�H�V �K�L�V�H�V�W�D�W�H
�R�Q �R�W�K�H�U�V���U�H�V�H�U�Y�L�Q�J�W�R�K�L�P�V�H�O�I�R�Q�O�\�D �S�D�U�W�L�F�X�O�D�U
�S�R�Z�H�U���W�K�H�S�R�Z�H�U�L�V�L�Q�J�U�R�V�V���$ �S�R�Z�H�U�W�R�D
�W�H�Q�D�Q�W�I�R�U�O�L�I�H�W�R�D�S�S�R�L�Q�W�W�K�H �H�V�W�D�W�H�D�I�W�H�U�K�L�V
�G�H�D�W�K�D�P�R�Q�J�V�W�K�L�V�F�K�L�O�G�U�H�Q���D �S�R�Z�H�U�W�R�M�R�L�Q�W�X�U�H
�D �Z�L�I�H �D�I�W�H�U �K�L�V�G�H�D�W�K�� �D�S�R�Z�H�U�W�R �U�D�L�V�H �D�W�H�U�P
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�W�R�$�� �L�Q�I�H�H���D�Q�G�$�� �K�D�V �D�S�R�Z�H�U�W�R�M�R�L�Q�W�X�U�H�K�L�V
�Z�L�I�H �D�I�W�H�U �K�L�V �G�H�D�W�K���W�K�L�V�S�R�Z�H�U�L�V�L�Q�J�U�R�V�V�D�V �W�R
�W�K�H �H�V�W�D�W�H�I�R�U�O�L�I�H���E�X�W�D�S�S�H�Q�G�D�Q�W�R�U�D�S�S�X�U�W�H�Q�D�Q�W
�D�V �W�R �W�K�H�U�H�P�D�L�Q�G�H�U�L�Q�I�H�H�� �,�W�P�D�\ �D�I�I�H�F�W�W�K�H
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 PERSONNEL POLICY I EFFECTIVE:  02/17/04 
MERIT PERSONNEL SYSTEM 

POLICY OBJECTIVES & PROGRAMS 
 

I. POLICY OBJECTIVES 

 
A. The objectives of the Personnel Policies manual are to: 

 
1. Provide County management and employees with a Merit Personnel 

System (MPS) containing uniform personnel policies that support and are 
consistent with federal and state laws and principles and practices 
established by professional human resource organizations; 

 
2. Support opportunities for Countywide and departmental quality 

improvement initiatives; and 
 

3. Recruit and retain qualified employees. 
 

B. The County Manager or designee, through the Office of Human Resources, will 
direct and promote personnel policies as revised and adopted by the Clark County 
Board of Commissioners.  Department Heads will enforce these policies in their 
respective departments. 

 
C. These policies will apply to all departments and positions of employment in the 

competitive and non-competitive services of Clark County.  The competitive and 
non-competitive services are defined in County Code 2.40.030. 

 
II. RESPONSIBILITIES 
 

A. The County Manager or designee will administer the Merit Personnel System 
provided in Clark County Code Chapter 2.40, in the policies and procedures under 
the authority of the Board, and by other applicable law. 

 
B. A Department Head may request the County Manager to review any decision of 

the Office of Human Resources which involves the interpretation and/or 
administration of Personnel Policies or Personnel Procedures. 

 
III. PROGRAMS  

 
A. Position Classification & Compensation 

 
1. The Position Classification Program, administered by the Office of Human 

Resources, will:  
 

a. Develop specifications describing all positions in the County 
service, which will include: 
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(1) The official title of the classification to be used by the 

Office of Human Resources in all official records, payrolls, 
and communications.  The title will indicate the general 
nature of the work performed by employees in that 
classification.  

(2) A general definition of the type of work performed by 
employees in the classification, the level of supervision 
provided, and extent of supervision exercised over other 
employees, when applicable.  

(3) Specific examples of work performed by employees in the 
classification as a whole.  Other duties not included in the 
examples may be assigned, provided such duties and/or 
special projects and programs are similar in nature to those 
in the specifications.  

(4) Minimum education, training and experience qualifications 
an applicant must possess to be considered for the 
classification.  These qualifications will serve as a guide for 
qualifying or disqualifying applicants.  

 
b. Perform job evaluations and make recommendations regarding the 

classification and/or reclassification of new and existing positions 
in accordance with Personnel Procedure No. 02. 

 
c. Conduct job evaluations and determine if salary schedule 

adjustments or reclassifications are warranted. 
 

2. The Position Compensation Program, administered by the Office of 
Human Resources, will be adjusted when necessary to comply with 
provisions of applicable collective bargaining agreements and external 
market conditions.  The Position Compensation Program will:  

 
a. Maintain designated salary schedules for all of the classifications 

in the County service. 
 

b. Adjust salary schedules as necessary to comply with provisions of 
applicable collective bargaining agreements and external market 
conditions.  An employee’s salary will be adjusted as follows: 

 
(1) If the salary of an employee is lower than the minimum of 

the designated schedule for the employee’s position 
classification, it will be increased to at least the minimum 
of that schedule; or 

(2) If the salary of an employee is higher than the maximum of 
the designated schedule for the employee’s position 
classification, as long as the employee retains the same 
classification the salary will not increase until the 
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maximum of the schedule exceeds the salary of the 
employee. 

 
 B. Recruitment and Selection 
 

The Office of Human Resources will administer a Recruitment and Selection 
Program for the recruitment of applicants for employment with the County in 
accordance with all applicable federal and state laws and regulations, and 
affirmative action programs, as outlined in Policy No. III. 

 
 C. Employee and Labor Relations 

 
The Office of Human Resources will administer an Employee and Labor 
Relations Program to strengthen employer–employee relations between Clark 
County and its employees, to enhance the cooperative relationship, to promote 
communications between the County and its employees, and to achieve mutual 
understanding by providing policy on matters of mutual interest that affect 
employer–employee relations. 

 
 D. Staff Development and Training 

 
1. The County will administer a Development and Training Program, 

including: 
 

a. A mandatory new employee orientation program, which all 
employees must attend within 90 days of their date of hire.  This 
program will include an overview of health benefit plans and 
supplemental life insurance, the affirmative action plan, policies 
and state and federal laws applicable to harassment and 
discrimination, and any other subject matter deemed appropriate 
and/or necessary to reflect ongoing organizational development.  

 
b. A variety of general employee training courses designed to 

develop the specific skills necessary for the efficient and effective 
function of all County employees.  

 
c. Instruction and/or training deemed necessary to implement 

Countywide initiatives and programs. 
 

2. The Office of Human Resources will administer a tuition reimbursement 
program to assist County employees in obtaining job-related educational 
opportunities at accredited institutions or approved adult education 
programs.  The program is not intended to finance degree programs.  
Tuition will be reimbursed to employees pursuant to Personnel Procedure 
No. 09 and the following policies: 
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a. The County may reimburse an employee for tuition, new student 
application fee, and lab fee only.  If the employee receives a grant, 
aid, scholarship, etc. to assist in the payment of tuition, the County 
will be responsible for reimbursement of only the portion paid by 
the employee. 

 
b. Reimbursement of costs for courses taken at any institution will be 

limited to the cost of comparable courses offered at the University 
of Nevada, Las Vegas (UNLV) or at Community College of 
Southern Nevada (CCSN), unless otherwise approved by the 
County Manager. 

 
c. If an employee separates from the County for any reason during 

the 12-month period following completion of a course for which 
the County has reimbursed the employee’s tuition, the amount of 
the tuition reimbursement will be withheld from the employee's 
final payroll check.  Employees will sign an agreement authorizing 
such withholding before receiving any reimbursement. 

 
 E. Employee Assistance and Wellness 

 
1. The Employee Assistance Program (EAP) will serve all County 

employees through consultation, counseling, and training.  
 

a. The EAP staff will be trained and will perform in the capacity of 
substance abuse professionals as defined and regulated by the U.S. 
Department of Transportation, Office of Drug and Alcohol Policy 
and Compliance. 

 
b. The EAP will provide confidential counseling services on a 

voluntary basis through the EAP or by referral to an appropriate 
community resource to employees who are experiencing problems 
that can affect job performance.  Employees will be responsible for 
any expenses incurred from services received from outside 
agencies.  

 
2. The Wellness Program will provide educational information and 

programming on work/life/health management. 
 

 F. Employee Records 
 

The Records Division of the Finance Department will ensure the proper 
maintenance, retention, and accessibility of employee records, and records 
compliance with all federal, state or local requirements and collective bargaining 
agreements.  The Deputy Director of the Office of Human Resources will serve as 
the “custodian of records.” 
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1. Records Maintenance 
 

a. Work history information will be maintained on each employee, 
including position titles, rates of pay, changes in employment 
status, benefit level and eligibility, employee identification, and 
other pertinent data.  

 
b. Employment eligibility verification forms (Form I-9) will be 

maintained in a separate file and will not be considered part of the 
employee file. 

 
c. Medical records, Family Medical Leave Act and catastrophic leave 

paperwork will be maintained in a separate file and will not be 
considered part of the employee file.  “Protected Health 
Information” will be treated confidentially in accordance with the 
Health Insurance Portability and Accountability Act of 1996 
(HIPAA) and the County’s HIPAA Privacy Policies (available 
from the Clark County Audit Department).  “Protected Health 
Information” is defined in the County’s HIPAA Privacy Policies.  

 
d. Certificates of achievement, letters of commendation, and training 

notices will not be maintained in the employee file.  
 

2. Records Retention  
 

a. Employee records will be retained indefinitely for employees in an 
active status. 

 
b. Employee hard-copy records will be retained for two calendar 

years following the employee’s separation from employment.  
After two years from the separation date, employee records will be 
stored on microfilm, compact disk or other paperless form. 

 
  3. Records Access 

 
a. Access to employee records will be provided in accordance with 

the following and will be restricted to:  
(1) Employees examining their own files;  
(2) Persons authorized in writing by the employee whose file is 

to be examined;  
(3) Direct line management of the employee’s current 

department;  
(4) Prospective supervisors of employees being considered for 

promotion or transfer; 
(5) Employees as authorized by the County Manager; and 
(6) Others as authorized by law.  
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b. Proper identification (picture I.D.) will be required of a current 
employee wishing to view his/her personnel file.  

 
c. Authorization by an employee for an individual (other than the 

employee) to view his/her personnel file must be in writing naming 
the party to be given access and must include the signature and 
social security number of the employee whose file is to be viewed.  
Exceptions to this requirement include Subsections a(3), (4), (5), 
and (6) of this Subsection (above).  

 
d. Removal of and/or copies made of documents in a personnel file 

will be restricted to authorized staff of the Office of Human 
Resources and Records Division.  

 
e. Unless authorized to release information pursuant to this Section, 

release of employee information to outside agencies and 
individuals will be restricted to public information only and as 
defined by Nevada Revised Statute.  Job title, current salary, date 
of hire, salary history, promotional history, date of separation, 
employment status, department, and duties will be the only 
information provided.  Personal information, such as an 
employee’s home address, home telephone number, family status, 
etc., will not be released in whole or in part without prior written 
approval from the employee, authorization from an approved 
collective bargaining agreement, or the issuance of a subpoena or 
court order compelling the release of this information.   Employee 
performance related information, medical information or 
disciplinary information will not be released. 

 
4. Employment Verifications 

 
a. Requests for employment verifications of current or prior County 

employees will be forwarded to the Office of Human Resources for 
processing. 

 
b. Release of employee records will be restricted to the information 

outlined in the Records Access Section 3.e above. 
 
c. Some employees who, by virtue of their ongoing inclusion or 

reference in various forms of public media, are considered public 
figures may be afforded little protection under the law with respect 
to withholding information that otherwise may have been 
considered protected. 

 
d. Employees who require verification of their County employment 

on County letterhead may obtain such verification from their 
departmental payroll clerk. 
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5. Records Copying 

 
a. An employee may receive one copy of his/her personnel file 

documents free of charge at the Office of Human Resources by 
scheduling an appointment and providing proof of identification. 

 
b. If an employee requests additional copies of his/her personnel file 

documents within one year after receiving the first copy, only 
copies of documents placed in the file after the last request date 
will be provided free of charge. 

 
c. Release of personnel file documents to a person other than the 

employee will require proper authorization, such as a court-ordered 
subpoena or an employee-authorized release of information.  A fee 
for the copies and any mailing costs will be charged.   

 
d. Authorized copies of files requested by an employee or other 

persons will be held for pickup at the Office of Human Resources 
or mailed via certified mail, return receipt requested. 

 
6. HRMS Action Form Processing 

 
Changes affecting an employee’s employment status should be submitted 
on applicable Action Forms prior to the ending of the pay period in which 
the change is to be effective.   

 
G. Employee Incentive And Rewards Programs 
 

Under the direction of the County Manager and with the approval of the Board of 
County Commissioners, the Department of Administrative Services will 
implement and coordinate employee incentive, employee suggestion, and 
management performance bonus programs. 
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 PERSONNEL POLICY II EFFECTIVE:  02/17/04 
 POSITION TYPES REVISED:  07/20/04 

 
I. EXEMPT STATUS (NRS 245.216) 
 

A. A Department Head may designate a specific number of permanent employees as 
exempt in his/her department in the non-competitive service, in accordance with 
NRS 245.216.  

 
B. An employee being considered for exempt status must meet the minimum 

requirements of the position into which he/she will be placed, unless otherwise 
approved by the County Manager. 

 
C. An employee removed from exempt status and placed in permanent status must 

compete or have competed for a position in a Countywide or open recruitment 
under the Merit Personnel System in effect at the time of the status change. 
Exempt status employees will not be permitted to apply for a position of the same 
classification in the competitive service within the employee’s department. 

 
D. An exempt employee may be permitted to return to his/her previously held 

position in the competitive service, or any equal or lower position for which the 
employee meets the minimum requirements, provided the position is available, 
subject to approval of the County Manager. 

 
E. An exempt employee who changes classifications will not lose his/her exempt 

status unless specifically removed from that status under the provisions of this 
Section. 

 
II. PERMANENT POSITIONS 
 

A permanent position is an authorized, budgeted position in the competitive service in 
which the employee normally works a regular schedule of 80 hours in a biweekly pay 
period and receives the benefits as approved by the Board of County Commissioners. 

 
III. PERMANENT-INTERMITTENT POSITIONS 
 

A. A permanent-intermittent position is an authorized, budgeted position in the 
competitive service in which the employee works a regular schedule of more than 
20 hours and less than 40 hours in a workweek.  Schedules should not be adjusted 
to avoid using sick or vacation leave. 
 

B. Compensation and Benefits: 
 
1. Permanent-intermittent employees will be paid at their approved hourly 

rate for actual hours worked. 
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2. Sick leave and vacation leave benefits will accrue on a prorated basis 
based on hours worked in a pay period.  Eligibility for increased rates of 
accrual for sick leave and vacation leave, as well as longevity benefits, 
will be based on total hours of creditable service. 
 

3. In compliance with the Public Employees Retirement System, permanent-
intermittent employees will receive one year of retirement credit for every 
2,080 hours worked. 
 

4. The employee’s contribution to group health insurance costs will be 
assessed based on hours worked as a percentage of an 80-hour pay period. 

 
C. Employees covered under the Management Compensation Plan will not be 

eligible to hold Permanent-Intermittent positions. 
 
IV. LIMITED PERMANENT POSITIONS (TERM/GRANT) 
 

A. A limited permanent position is a position authorized in the competitive service 
and announced with a defined length of employment or funding source, for a 
special project or duties of a limited duration, including grant positions that are 
more than 50 percent funded by grant monies which are received from sources 
other than the County’s general fund or enterprise funds.  Long-term fund 
contributions or alternate funding sources mandated by law or interlocal 
agreement for the operation and administration of programs are not considered 
grant funds. 

 
B. Employees in limited permanent positions normally work a regular schedule of 80 

hours in a biweekly pay period and receive the benefits as approved by the Board 
of County Commissioners. 

 
C. An employee hired into a limited permanent position will be required to sign a 

term of employment letter specifying conditions of employment and will be 
terminated without right of appeal when the position is no longer needed or 
funded. 

 
V. JOB SHARE POSITIONS 
 

A. At the Department Head’s request, a job share position will be considered for 
approval by the Office of Human Resources.   A Job share position may be 
authorized for two employees performing in permanent positions of the same 
classification who propose to share one specific job.  Permanent employees may 
request job sharing status from their Department Head; however, the Department 
Head will retain authority to approve or reject a job sharing request based upon 
the operational requirements of his/her department.  As necessary, a job share 
position may require recruitment in the competitive service for participants. 
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B. Job share employees will work the hours indicated and approved by their 
Department Head.  Time worked will be equal for both job share employees (50 
percent time split) and the combined hours worked should not exceed 42 hours in 
any week, but must be more than 20 hours per week for each job share employee.  
Schedules should not be adjusted to avoid using sick or vacation leave. 

 
C. Compensation and benefits: 

 
1. Job share employees will be paid at their hourly rate for actual hours 

worked. 
 
2. Sick leave and vacation leave benefits will accrue on a prorated basis 

based on hours worked in a pay period.  Eligibility for increased rates of 
accrual for sick leave and vacation leave, as well as longevity benefits, 
will be based on total hours of creditable service. 

 
3. In compliance with the Public Employees Retirement System, job share 

employees will receive one year of retirement credit for every 2,080 hours 
worked. 

 
4. Insurance costs will be charged on a percentage basis in the same manner 

as for a permanent-intermittent employee. 
 

D. Reversibility 
 

1. Voluntary:  Job share employees may voluntarily request to return to non-
job share, full-time employment as such opportunities become available 
within the department or elsewhere in the County.  A return to full-time 
permanent employment is subject to approval of the Department Head.  
Job share employees wishing to return to full-time employment will be 
given preference for full-time job opportunities in like classifications 
within the department if qualified to perform the duties required and if 
their job performance fully meets expectations. 

 
2. Involuntary:  If the County returns the job being shared to full-time 

permanent status, the most qualified job share employee whose 
performance fully meets expectations, as determined by the Department 
Head, will have first preference to fill the shared job being returned to full-
time status. 

 
E. The procedures to request and utilize job share status are outlined in the County’s 

Personnel Procedure No. 01. 
 
F. Employees covered under the Management Compensation Plan will not be 

eligible to hold Job Share positions. 
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VI. PART-TIME POSITIONS 
 
A. Employees in part-time hourly positions are hired in the non-competitive service, 

are paid an hourly rate for actual hours worked in a pay period and are not entitled 
to employee benefits other than pay for time worked. 

 
B. Part-time employees will work no more than 1,039 hours in any fiscal year.  This 

hour limit applies to combined hours worked in multiple positions, including 
temporary. 

 
C. Part-time hourly employees are eligible for salary increases at the request of the 

Department Head based on a salary increase plan approved by the County 
Manager or an Assistant County Manager. 

 
D. No person will achieve permanent status as a result of an appointment to a part-

time hourly position. 
 
VII. TEMPORARY POSITIONS 

 
A. Temporary positions are budgeted positions in the non-competitive service and 

are not to exceed six months. 
 

B. Temporary employees are not entitled to benefits other than pay for time worked.  
Any changes to salary must be approved by the County Manager. 
 

C. No person will achieve permanent status as a result of an appointment to a 
temporary position.  

 
VIII. 700-HOUR APPOINTMENTS 
 

700-hour position appointments are temporary, limited appointments of certified persons 
with disabilities as defined by NRS 245.185. 
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 PERSONNEL POLICY III EFFECTIVE:  02/17/04 
EMPLOYEE RECRUITMENT AND SELECTION 

 
I. COMPETITIVE & NON-COMPETITIVE APPOINTMENTS 
 

A. Non-competitive Appointments:   
 

1. An appointing authority may hire temporary, part-time hourly, and exempt 
employees without going through the competitive process. 

 
2. In an emergency situation, if a certification procedure could delay or 

impair efficiency of County government operations, or could cause 
stoppage of public business, or in order to meet any emergency, the 
appointing authority, with prior approval from the County Manager, may 
make emergency appointments for the duration of the emergency and for a 
time thereafter sufficient to permit an orderly return to the normal conduct 
of public business.  When an emergency appointment is made, the 
appointing authority will immediately notify the Office of Human 
Resources, naming the appointee, date of appointment, classification into 
which employee was hired, duties of the position, and the nature of the 
emergency.  No person will achieve permanent status or accrue benefits as 
a result of an emergency appointment. 

 
3. Any employee assumed into County employment from another public 

entity by virtue of an interlocal agreement with the other public entity will 
be afforded the rights and benefits specified in that agreement. 

 
B. Competitive Appointments:  Permanent, Permanent-Intermittent, Limited 

Permanent and Job-Share positions will be filled through the competitive process 
in accordance with the following applicable provisions of this Policy.  

 
II. RECRUITMENT 
 

A. The Office of Human Resources will determine the methods to be used in 
recruitment and may postpone, cancel, extend, or otherwise modify a recruitment 
effort as circumstances indicate. 

 
B. The Office of Human Resources may limit recruitments for open competitive 

examinations as specified in Section II.C.3 of this Policy III.  The Office of 
Human Resources, with recommendations by the hiring department head, will 
determine the type of recruitment to be utilized: 
 
1. Open promotional recruitments will be posted for a minimum of 14 

calendar days.  Any person who meets the minimum qualifications for the 
job classification may compete by applying during the 14-day posting 
period. 
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2. County promotional recruitments will be posted for a minimum of 14 
calendar days.  Only employees who occupy a position in the competitive 
service and have successfully completed their probationary period prior to 
the final date to file an application are eligible to compete by applying 
during the 14-day posting period. 

 
3. Departmental promotional recruitments will be posted for a minimum of 

seven calendar days.  Only employees of the specific department in which 
a promotional opportunity exists who occupy a budgeted position in the 
competitive service and have successfully completed their probationary 
period prior to the final date to file an application are eligible to compete 
by applying during the seven-day posting period. 

 
C. Competitive recruitments will be in one of the following categories: 

 
1. Regular recruitment:  The job announcement for a regular recruitment will 

specify a minimum filing period of 14 calendar days and will clearly state 
an opening date and a final filing deadline date (closing date).  

 
2. Continuous recruitment:  In instances where the need for employees in a 

specific class is frequent or continuing, or there is a labor market scarcity, 
the Office of Human Resources may recruit with no closing date and for 
sufficient duration to ensure the County’s needs are met.  When a 
continuous recruitment is to be closed, at least three calendar days’ notice 
will be given prior to the final filing date.  An applicant in a continuous 
recruitment may re-apply 90 calendar days following the date of the 
previous examination/application. 

 
3. Limited recruitment:  When it is anticipated that the applicant group will 

greatly exceed the anticipated vacancies, the Office of Human Resources 
may restrict recruitment to limit the number of applicants by:   
a. establishing a shorter filing period; and/or  
b. specifying a maximum number of applications that will be 

accepted and closing the recruitment when that number is reached; 
or  

c. using other means which are appropriate to the circumstances. 
 

D. Job announcements for competitive positions will be posted in the Office of 
Human Resources and all County departments, or only in the hiring department 
when it is a departmental promotion, for the duration of the filing period.  
Announcements will be given such other publicity as deemed warranted to attract 
a sufficient number of qualified candidates to compete.  Copies of all 
announcements will be given to the applicable bargaining unit.  

 
E. Job announcements will describe the duties of the position, minimum 

qualifications, salary schedule, closing date for accepting applications (when 
applicable), testing or other selection procedures, and other relevant information. 
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F. The Office of Human Resources will establish uniform employment guidelines to 

standardize the recruitment and selection process and assist departments in the 
design and administration of examinations and other selection procedures.  

 
III. APPLICATION 
 

A. An official application form must be filled out completely and signed by the 
applicant, whether an applicant is seeking employment in the competitive service 
or non-competitive service.  Applications become the property of the County and 
will not be returned.  A separate and complete application is required for each 
examination, unless otherwise specified in the job announcement. 

 
B. Applications must be received by the Office of Human Resources no later than 

the office closing time on the published closing date.  The terms and conditions 
under which applications will be accepted for limited recruitments will be 
specified on the job announcement.  The Office of Human Resources will not 
accept late applications. 

 
C. All applicants, including applicants in the non-competitive service, must meet the 

minimum requirements stated in the classification specification to be eligible for 
the position.  Applicants may be required to submit evidence of education, 
training, licensure, or required special qualifications.   

 
D. Veterans Preference:  In accordance with state law, preference in employment 

will be given to applicants who have been honorably discharged from the military 
service of the United States and who are citizens of the State of Nevada, if the 
qualifications are equal.  Veterans will be given preference points in the following 
manner: 

 
1.  Honorably discharged veterans will receive five additional points added to 

their final total examination score. 
 
2. Honorably discharged disabled veterans will receive ten additional points 

added to their final total examination score. 
 
A copy of a DD-214 form documenting an honorable discharge must be included 
with the application.  Disabled veterans must include a letter from the Veterans 
Administration verifying disabled status. Veteran’s preference may be used only 
for initial employment with Clark County. 

 
E. The Office of Human Resources may disqualify an applicant, refuse to examine 

an applicant, or, after examination, refuse to certify an applicant, or remove an 
applicant from the eligibility list who: 

 
1. Is found to lack any of the qualifications that were required in the job 

announcement. 
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2. Is physically or mentally unable to perform the duties of the classification 

with a reasonable accommodation.  
 

3. Once an offer of employment has been made, fails to timely appear for, or 
fails to pass, any required medical examination, drug test, criminal 
background check, educational verification, or employment verification.  

 
4. Is guilty of conduct not compatible with County employment.  

 
5. Has made false or misleading statements of material fact on the 

application or any other required document.  
 

6. Has used, or attempted to use, any unfair method to obtain an advantage in 
an examination or appointment.  Any applicant who receives or gives 
assistance resulting in an unfair advantage designed to aid an applicant in 
obtaining a job will be disqualified from the examination and may be 
barred from future examinations.  County employees receiving such 
assistance or providing such assistance to an applicant may be disciplined 
up to and including termination. 

 
7. Has directly or indirectly obtained confidential information about the 

content of an examination, or has taken part in compiling, administering, 
or scoring an examination.  

 
8. Has failed to submit a complete and accurate application within the 

prescribed time limits.  
 

9. Has been dismissed for cause from a position in public or private 
employment highly similar to the position applied for in the County.  

 
10. Has been convicted of a crime which is substantially related to the 

qualifications, functions, or duties of the position for which application is 
made. 

 
11. Has verbally or physically threatened staff. 

 
IV. EXAMINATIONS  
 

A. Examinations may consist of one or a combination of any of the following:  a 
screening of application, written test, performance test, oral examination 
(exclusive of hiring interviews), assessment of education and experience, physical 
agility or fitness test, assessment center evaluation, skills rating sheet, or other 
non-selection examinations employed in compliance with federal and state laws 
and guidelines. 
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B. One or more examinations will be used to determine the eligibility of applicants 
for employment in the competitive service and their relative positions on 
eligibility lists.  Examinations will be prepared in compliance with federal and 
state laws or guidelines and will be based on job requirements and supported by a 
job analysis. 

 
C. When a specific position within a classification requires a unique or specialized 

background, the Office of Human Resources may restrict examination to those 
individuals possessing the unique or specialized background.  

  
D. The content and combinations of examinations to be used, and the weights 

assigned to each examination, will be determined by the Office of Human 
Resources after consulting with the hiring department.  Passing points or 
minimum qualifying score for examinations will be determined by the Office of 
Human Resources. 

 
E. Written examination materials may be reviewed by an applicant by arranging an 

appointment with the Office of Human Resources within three working days 
immediately following the examination.  If a keyed test booklet and score sheet 
were used in the examination, they may be reviewed by the applicant.  The taking 
of notes or any other means of reproduction of the test booklet in whole or in part 
is prohibited and will subject an applicant to disqualification. 

 
F. Make-up examinations will be prohibited except when the Deputy Director of the 

Office of Human Resources finds that the applicant’s failure to take or complete 
an examination was the result of a material error for which the Office of Human 
Resources was responsible.  Any claim for a make-up examination must be 
received by the Office of Human Resources within three calendar days from the 
date of the examination.  Unless the Deputy Director of the Office of Human 
Resources makes a finding that a substantial injustice to the applicant would 
otherwise result, failure of an applicant to receive notice of an examination when 
properly mailed or failure of an examinee to follow written or oral instructions of 
monitors or examiners will not be regarded as proper grounds for a make-up 
examination. 

 
G. An applicant who is determined ineligible for a position will be promptly notified 

in writing of the ineligibility.  
 

H. Examination appeal process: 
 
1. Applicants may appeal the results of an examination or their qualification 

status by submitting a written request, together with a copy of the 
notification postmark, to the Office of Human Resources.  Appeals must 
be received by the Office of Human Resources within seven calendar days 
from the postmark date on the notification of examination results or 
qualification score.  The appeal must contain a statement of the facts upon 
which the appeal is based. 
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2. Upon receipt of a timely appeal, the Office of Human Resources will 

immediately notify the Department Head of the appeal, and review the 
process for the examination being appealed for evidence supporting the 
applicant’s allegations.  The purpose of the review is to determine whether 
or not any alleged irregularity or fraud occurred in the process and is not 
intended to circumvent the process.  The Deputy Director will return a 
written decision to the applicant within a reasonable time.  If the Deputy 
Director finds that there is reasonable cause to uphold the applicant’s 
appeal, the Deputy Director will provide appropriate administrative relief 
to the applicant. 

 
3. Any allegations of discrimination or bias will be referred to the Office of 

Diversity for review. 
 
V. ELIGIBILITY LISTS 
 

A. The names of applicants for employment who qualify in an examination will be 
placed on the appropriate eligibility list. Eligibility lists will be established as 
soon as possible after examinations have been scored, and applicants will be 
notified in writing of the results of their examination.  Eligibility lists for 
permanent positions will be established in the following manner: 

 
1. Re-employment list:  With approval from the Office of Human Resources, 

an applicant who was previously medically separated from the County 
pursuant to Policy VIII, Section III, Certification of Medical Condition, 
and who has subsequently obtained a certificate of fitness and has been 
released by the attending physician to return to work will be placed on an 
eligibility list for a position in which the employee held permanent status.  
Regardless of the date of the request for placement on the list, the entire 
re-employment eligibility period will be one year from the date of 
separation. 

 
2. Departmental recall list:  A departmental recall eligibility list for each 

classification will consist of employees and former employees having 
permanent status and who were laid off or who were reduced in schedule 
as a result of layoff.  Such lists will take precedence over all other 
eligibility lists in making certifications to the department in which the 
employee worked.  Departmental Recall eligibility will be effective for a 
period of two years from date of layoff or reduction in schedule. 

 
3. Recall list:  A general recall eligibility list for each classification will 

consist of the names of employees and former employees having 
permanent status and who were laid off or who were reduced in schedule 
as a result of layoff.  Such lists will take precedence over all other 
eligibility lists, except departmental recall lists, in making certifications on 
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a Countywide basis.  Recall eligibility will be effective for a period of two 
years from date of layoff or reduction in schedule. 

 
4. Departmental promotional list:  The names of applicants successful in 

departmental promotional examinations will be placed on departmental 
eligibility lists for the classification examined.  Departmental promotional 
eligibility lists will be established for a minimum period of three months. 

 
5. County promotional list:  The names of applicants successful in County 

promotional examinations will be placed on County eligibility lists for the 
classification examined.  County promotional eligibility lists will be 
established for a minimum period of six months. 

 
6. Open list:  The names of applicants successful in open examinations will 

be placed on open eligibility lists for the classification examined.  Open 
promotional eligibility lists will be established for a minimum period of 
six months. 

 
7. Rehire list: A permanent employee who has resigned in good standing or 

who has accepted a voluntary demotion may, within one year, request that 
his/her name be placed on the rehire list for any classification in which 
he/she held permanent status.  Regardless of the date of the request for 
placement on the list, the entire rehire eligibility period will be one year 
from the date of separation or voluntary demotion. 

 
8. Transfer list:  With approval of the Office of Human Resources, a 

permanent employee may place his/her name on a list for transfer to the 
same classification in a different department, or a different classification 
in the same salary schedule in which the employee meets the minimum 
qualifications.  Transfer eligibility will expire one year from the date of 
employee’s application for transfer. 

 
B. Eligibility lists will be in effect from the date of approval by the Office of Human 

Resources and may be extended by the Office of Human Resources.  Addition or 
deletion of names because of errors or ratings will not change the effective date of 
an eligibility list. 

 
C. When an eligibility list does not meet the needs of the County, the Office of 

Human Resources may order a new recruitment to increase the number of 
qualified applicants.  

 
D. Applicants placed on an eligibility list are responsible for updating with the Office 

of Human Resources changes of name, address and/or telephone number. 
 

E. The Office of Human Resources may remove from eligibility lists any applicant 
who: 
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1. Declines three offers of employment. 
 

2. Requests to have his/her name removed from an eligibility list or state that 
he/she is not interested in employment in that classification. 

 
3. Declines three interviews. 

 
4. Fails to respond to an invitation for the pre-employment interview within 

seven calendar days from the date contacted. 
 

5. Cannot be located by the U.S. Postal Service. 
 

6. Has been appointed to a permanent position in a classification higher than 
the eligibility lists in question.  This does not apply to eligible applicants 
who have been appointed to temporary positions. 

 
7. May be disqualified for any of the reasons listed in Section III.E of this 

Policy III.  
 
F. For positions opened on a continuous recruitment, the names of all applicants who 

took the same or comparable examinations for the same classification on different 
dates will be placed on one eligibility list for the purpose of certification. 

 
G. Applicants having their names on eligibility lists may request in writing that their 

names be placed on inactive status, during which time they will not be certified to 
vacancies.  They may request reactivation any time before the list expires. 

 
VI. CERTIFICATION 
 

A. When a department has received authorization to fill a vacant position in the 
competitive service, other than for demotion, emergency appointments or 
managerial reassignment, the Office of Human Resources will determine which 
eligibility list(s) to use to generate a certification list. 

 
B. If a recall list is used, the Office of Human Resources will certify the name of the 

person with the highest seniority on the list who is available for re-employment. 
 

C. If a list other than a recall list is to be used, the Office of Human Resources will 
certify the names of the candidates with the highest scores or special skill 
requirements from the respective eligibility list, as provided in Section V of this 
Policy III. 

 
D. If more than one vacant position is to be filled, the base number of candidates to 

be certified will be determined by the Office of Human Resources in consultation 
with the hiring Department Head.  
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E. The Office of Human Resources may remove from a recall list the name of any 
person who waives employment after certification. 

 
F. An appointing authority may request that certifications to that department be 

restricted to: 
 

1.  Employees within the department who are on the appropriate eligibility 
list. 

 
2. County employees who are on the appropriate eligibility list. 

 
3. Part-time hourly and temporary employees who were certified and 

appointed from an applicable eligibility list and have completed at least 
520 hours of service in the department in the same classification.  

 
4. Qualified applicants who have special skill requirements considered 

necessary in the position that are not likely to be possessed by all 
applicants on an eligibility list. 

 
  5. Applicants who meet bona fide occupational qualifications. 
 

G. When an applicant has been passed over three times for employment or with 
appropriate justification by the same appointing authority, the Office of Human 
Resources may remove the name of that applicant from a certification list to that 
appointing authority.  

 
H. The Office of Human Resources will submit the certification list to the hiring 

department and notify certified applicants of the person in the hiring department 
to contact to schedule interviews.  

 
I. If there is no eligibility list for the classification of a position to be filled, or if it is 

in the best interest of the County, the Office of Human Resources may certify 
applicants from an eligibility list for a related classification in the same or higher 
schedule, provided that the required qualifications for the related classification are 
at least equivalent to those of the classification in which the vacancy exists. 

 
J. A written request for an additional certification list must be submitted to and 

approved by the Deputy Director of the Office of Human Resources.  A written 
justification to the Deputy Director of the Office of Human Resources will be 
required for a position to be re-posted. 

 
K. At the Department Head’s request, the Office of Human Resources may refer 

qualified persons from whatever sources are deemed appropriate to fill temporary, 
part-time hourly and seasonal positions or other positions in the non-competitive 
service. 
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VII. INTERVIEWS 
 
A. Prior to receipt of a certification list, the hiring department will submit proposed 

interview questions to the Office of Human Resources for review and approval.  
 
B. An appointing authority will notify and interview, or provide a reasonable 

opportunity for an interview to, each applicant whose name appears on a 
certification list provided by the Office of Human Resources prior to making a 
selection.  Eligible applicants who have been notified of certification will have 
seven calendar days from date of notification to respond to notice of certification. 

 
C. All interview notes, questions, rating guides, responses, score sheets and related 

materials generated during the interview process will be submitted to the Office of 
Human Resources to be kept on file. 

 
D. No testing/examinations will be administered by the hiring department without 

involvement and approval of the Office of Human Resources. 
 
E. The appointing authority will notify each applicant interviewed of the results after 

a selection is made. 
 

VIII. PRE-EMPLOYMENT INVESTIGATIONS AND EXAMINATIONS 
 

Whether in the competitive or non-competitive service, a candidate who has received an 
offer of employment will be required to pass a background investigation prior to 
occupying the position.  If a medical examination and/or a drug screening is required as 
part of the selection process for the position, the candidate will be required to take and 
pass a medical examination and/or a drug screening prior to occupying the position.  
Medical Examinations and drug screenings will be conducted in accordance with Policy 
VIII, Miscellaneous Employment Requirements. 

 
IX. STARTING SALARIES 

 
Beginning salaries for newly hired employees will be at the minimum of the range of the 
applicable salary schedule.  Any exception will require a written justification from the 
Department Head and approval by the County Manager or designee. 

 
X. EMPLOYMENT ELIGIBILITY VERIFICATION FORM I-9 
 

The Records Division will coordinate the employment eligibility verification program to 
verify each new employee's eligibility for employment in the United States in accordance 
with the Immigration Reform and Control Act (IRCA) of 1986.  
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 PERSONNEL POLICY IV EFFECTIVE:  02/17/04 
 EMPLOYMENT ACTIONS REVISED:  07/20/04 

 
I. PROBATION & QUALIFYING PERIODS 

 
A. Any new employee appointed to a budgeted permanent position, except 

management employees, will serve a probationary period, as determined by the 
Department Head, of not less than 520 hours worked nor more than 2,080 hours 
worked. 

 
B. The appointing authority may initiate action to end an employee’s probation at 

any time after the employee has worked 520 hours by submitting an evaluation of 
the employee’s performance indicating successful completion of probation and 
the date of removal from probation.  Employees failing their probationary period 
will be terminated without right of appeal. 

 
C. An employee in the competitive service who completes 2,080 hours worked as the 

probationary period will acquire permanent status. 
 

D. An employee rehired to a budgeted permanent position may not be required by 
the appointing authority to serve a probationary period if all of the following 
criteria are met: 
 
1. The employee left County service in good standing; 
 
2. The employee is being rehired within six months of the date he/she 

separated from the County; and  
 
3. The employee is returning to the same classification, department and 

supervisor that he/she left. 
 

E. An employee who is laid off or otherwise separated, and subsequently appointed 
from an open employment eligibility list to a position in a different classification 
than that from which laid off, will serve the probationary period prescribed for the 
new classification. 

 
F. Except for employees hired into the Management Compensation Plan, employees 

required to serve a qualifying period will serve not less than 520 hours worked 
nor more than 2,080 hours worked. 

 
G. When an employee serves a qualifying period, the Department Head must submit 

an evaluation of the employee’s performance prior to the completion of the 
qualifying period.  The evaluation will convey that: 

 
1. The employee has successfully completed the qualifying period and will 

be removed from qualifying and retained as a permanent employee in the 
position; or 
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2. The employee will continue on qualifying period for a specific time period 

(not to exceed 2,080 total hours worked when combined with the first 
qualifying period), in which case an explanation of the extension and 
performance expectations during the extension will be provided; or  

 
3. If an employee fails his/her qualifying period, he/she: 

a. will be reinstated to the employee’s previous position; or 
b. will be demoted to an available position for which he/she is 

qualified; or 
c. will be terminated if reinstatement to the former position or 

demotion is not possible after every effort has been made to place 
the employee in his/her previous position or an equal or lower pay 
schedule for which he/she qualifies. 

 
 A Department Head will consult with the Deputy Director of the Office of 

Human Resources prior to recommending reinstatement to a previous 
position in the department, demotion or termination of an employee. 

  
H. Employees demoted because of failure to pass a qualifying period will have their 

salary and benefits reduced to the amount at which they were compensated prior 
to being placed on the qualifying period in the higher classification. 

 
I. A qualifying period will not affect the employee’s permanent status, benefits, or 

the right to appeal under established grievance procedures when applicable. 
 
II. PROMOTIONS 

 
A. When an employee is promoted, he/she will receive a four percent salary increase 

or the minimum salary of the new classification schedule, whichever is greater, 
provided that the employee’s salary will not exceed the maximum amount of the 
salary schedule for the employee’s new classification.  Any exception will require 
written justification from the Department Head and approval by the County 
Manager or designee. 

 
B. Except for employees non-competitively promoted from a training underfill 

classification, employees promoted to a higher classification will be required to 
serve a qualifying period. 
 

C. Promotions may occur through the reclassification process as follows: 
 

1. Promotional opportunities will require a competitive recruitment in 
accordance with established competitive recruitment actions, except for 
non-competitive promotions as delineated in Subsections 2 and 3 below. 
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2. A non-competitive promotion may be granted to an employee whose 
position has been reclassified to a higher schedule under the following 
conditions: 
a. There must be no other employees in the department in the same 

classification. 
b. The employee must continue to perform the same basic function(s) 

as were in the former position and the duties of the former position 
must be administratively absorbed into the new position.  

c. The addition of the duties and responsibilities must not have 
resulted in an adverse impact on another incumbent position.  

d. The Department Head must request that the position be filled non-
competitively.  

 
3. A non-competitive promotion may be granted to a group of employees of 

the same position classification whose positions have been approved by 
the County Manager for reclassification to a higher schedule based on a 
demonstration that the positions have been assigned and are performing 
additional duties justifying reclassification to the higher schedule.  The 
employees must continue to perform the same basic function(s) as were in 
the former position and the duties of the former position must be 
administratively absorbed into the new position. 

 
D. When an employee is promoted, his/her anniversary date will change to the 

effective date of such action. 
 
III. DEMOTIONS 

 
A. Demotions may be made by appointing authority: 1) as part of a reorganization or 

reduction in force; or 2) at the request of the employee; or 3) as the result of a 
position reclassification; or 4) for cause. 

 
B. Upon written request from an employee, an appointing authority may voluntarily 

demote the employee from a permanent position to any class of positions for 
which the employee is qualified.  A copy of an employee’s request for demotion 
and the appointing authority’s approval of the request will be sent to the Office of 
Human Resources.  An employee demoted during his/her qualifying period will 
have his/her salary reduced to the hourly rate last held by the employee in his/her 
previous position. 

 
C. When an employee is voluntarily or involuntarily demoted, his/her salary will not 

exceed the maximum amount of the new salary schedule unless the demotion was 
a result of a reclassification. 

 
D. Employees who are voluntarily or involuntarily demoted to a different 

classification series, unless the demotion is a result of a position reclassification, 
may be required to serve a qualifying period.  If a new qualifying period is a 
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condition for demotion, the employee must sign a statement acknowledging 
his/her understanding of that fact prior to the effective date of the demotion.  

 
E. An employee whose position is reclassified to a lower salary schedule will be 

demoted to the appropriate title, job code, and schedule.  An employee whose pay 
rate is at or exceeds the maximum salary of the new schedule will not be eligible 
to receive a salary increase until his/her actual pay falls below the maximum 
salary of the new salary schedule.  No change in the anniversary date will occur. 

 
F. When an employee is demoted for reasons other than reclassification of his/her 

position, his/her anniversary date will change to the effective date of such action. 
 

IV. RECLASSIFICATIONS 
 
A reclassification is made when it has been determined that the duties and responsibilities 
assigned to the position have significantly changed from the parameters of the current job 
classification.  A reclassification to a higher salary schedule will result in a promotion as 
outlined in Section II above.  A reclassification to a lower salary schedule will result in a 
demotion as outlined in Section III above. 

 
V. TRANSFERS 

 
A. An employee occupying a budgeted permanent position, except for exempt status 

employees, may request a transfer to a position in another County department by 
submitting a transfer request form to the Office of Human Resources, subject to 
the following provisions: 

 
1. The employee’s current position and the position being requested must 

have the same salary schedule;  
 
2. The employee must meet the minimum qualifications for the classification 

into which he/she is being transferred; 
 
3. The employee must have successfully completed probation in his/her 

current position.  An examination to demonstrate fitness may be required 
as a condition of transfer; and 

 
4. Transfer eligibility will expire one year from submittal of the transfer 

request form.  Reinstatement on a transfer list will require resubmittal of a 
transfer request form. 
  

B. When the County Manager determines it to be in the best interest of the County or 
due to reorganizations or changes in workload, any employee, including 
employees on probation, may be transferred to another position in the same 
classification without examination or certification. 
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