COUNTY BOARD WORK SESSION
August 8, 2022
8:30 a.m.
County Board Room #705
1.

Helios Analysis – See attached presentation

2.

Personnel Rules & Regulations – See attached action item worksheet and Rules
and Regs with markups

This document is a discussion aid. The details within it are
comprehensive and require presentation/context
to ensure appropriate understanding.
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Anoka County 2022 Compensation, FLSA,
& Job Description Project
Megan Nail
Vice President, Total Rewards Practice
Nicholas Jenior
Senior Compensation Consultant
August 2022

Agenda
1) Introductions
2) Project update

3) Timeline & next steps
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How We Will Accomplish the Work - Phases
Complete

In Progress

Job Leveling &
Job Analysis

Job Descriptions
& FLSA Analysis

In Progress

1 2

3

Compensation
Benchmarking,
Salary
Structure
Design, Salary
Administration
Guidelines

In Progress

4

County Board
Input & Feedback,
Employee Analysis
and
Communication
Plan

This project does not mean that all employees will receive a pay adjustment or
increase.
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Job Leveling & Job Analysis

Job Leveling & Analysis
• Identified the distinct jobs across the county by:
•

•

interviewing department leaders and discussed the jobs within each
division/department to include the purpose/essential duties/minimum
requirements for each team and job
reviewing PDQ’s, organizational charts, and employee data

• Developed job leveling guidelines that define each level of job at
the individual contributor and management level within the county
• Created a job framework that aligns the function and level of the
job
• This resulted in a job framework – which is a comprehensive list of
job families, job titles, and job levels across the county.
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Job Descriptions & FLSA Analysis

Job Descriptions
• Our team is composing and documenting job
descriptions for approximately 530 jobs
• These contain information on the:
• General nature of work (duties & responsibilities)
• Level of work performed (skill, effort, responsibility, working
conditions)

• Specifications for the job (employee characteristics such as
knowledge, skills, abilities, behaviors)
8

FLSA and Exemption Status
• Fair Labor Standards Act
• Area of increased scrutiny from a compliance
standpoint
• The FLSA generally requires employers to pay all
covered nonexempt employees the statutory minimum
wage and overtime pay of at least one and one-half
times their regular rates of pay for hours worked in
excess of 40 hours in a workweek.
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FLSA and Exemption Status

All positions/employees are
presumed to be nonexempt
(e.g., eligible for overtime
pay) unless the employer
can establish the
position/employee is
exempt from the FLSA.

Employers and employees
cannot agree to waive
coverage of the FLSA.
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We will complete the
FLSA analysis for
approximately 530 jobs.

FLSA
Analysis/Classification
We will recommend FLSA
classifications for each job
in the job framework.
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Compensation Benchmarking, Salary Structure
Design, Salary Administration Guidelines

• Identify/select benchmark
jobs
Benchmarking

• Why don’t we typically
benchmark every single job?
• Broad representation across the
organization
• Jobs that can be found in other
organizations
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Salary Survey Data Scopes
Industry: Government/Public
Administration, Not-for-profit, &
All Industries

Revenue: $373M

Geography: Minneapolis/St. Paul
Metro

Operating Budget: $373M

FTEs: 2,500

Survey Data Effective Date:
January 1, 2023
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Salary Survey
Data Sources
There is NO magic number for market
data. Using multiple sources is a best
practice.
• Public Administration Data:
Salary Ordinances & AMC Survey
• Counties: Washington, Sherburne,
Wright, Dakota, Carver, Scott, Isanti,
Hennepin & Ramsey
• Cities: Maple Grove, Brooklyn Center,
Minneapolis, City of Anoka, Blaine &
Champlin
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Why
Salary
Survey
Data
Differs…

• Survey data differences can
be attributed to:
• Participant profile
• Sponsor organization
• Survey data effective date
• Sources of data
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Good Sources of Compensation Data
Be sure to avoid the pitfalls of:

Self-reported
data

Random internet
searches
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Biased data
sources

Match Based on Job Duties, Not Title

Reference the years
of experience and/or education
needed for the job (if applicable)

Always pull survey data
based on actual duties

We will review these with the Anoka County team to ensure we have good
matches. We will primarily focus on:
1. Key responsibilities/skills
2. Experience
3. Education/certification requirements, if applicable
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Comparing Key Positions
• 330 positions were benchmarked
• We reviewed these benchmarks with Anoka County
department and division leaders to hear their feedback
and to ensure we had appropriate matches.

• We focused on these primary areas
• Key responsibilities and skills
• Experience
• Education and certification requirement, if applicable.
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Foundation – Median and Mean
Mean
Average (add all numbers and divide by the number of numbers)

Median
The middle value in the set of numbers

Example
5, 7, 8, 10, 10, 10, 10, 20, 25
• Mean = 105/9 = 11.67
• Median = 10
20

Identifying Percentile Data Points
Identify compensation data from the sources at the 25th, 50th, and 75th percentile
to remove outliers for more reliable benchmarking.
For example, if compensation data for a position showed annual compensation
totals at the following amounts, we would use the bolded amounts as the 25th,
50th, and 75th percentiles, respectively:
✓
✓
✓
✓
✓
✓
✓

38,000
42,061
46,000
52,607
53,000
59,168
60,000

Median = $52,607
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Average = $50,119

Example
Benchmark
Report
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Why do we have salary structure?
• Reflects your unique compensation philosophy
• Based on the benchmarks, with a range of pay.

• Closely aligned (but rounded) ranges that are more
easily understood and used administratively.
• Salary structures allow us to place the remaining nonbenchmark jobs into the appropriate range.
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Two Factor Approach to Salary Structures
External competitiveness
• Salary ranges were based on a target of the 50th percentile
• The 50th percentile of the market – which is seen as the “market rate” for
a particular position (half are paying above and half are paying below the
rate).

Internal equity and job evaluation
• Our process will include an initial review of the equity (or relationship)
between positions when reviewing the non-benchmarked positions
against the salary structure.
24

Developing a salary grade structure of midpoints
Range spread
• Width of a pay range from minimum to maximum

Typical spread:

Managerial & Executive

Professional &
Supervisory

Managerial and executive

50% or more

Professional and supervisory

40% to 50%

Clerical,
Technical &

Administrative

Clerical, technical, administrative

30% to 40%

Service, production &
maintenance

20% to 30%
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Service,
Production &
Maintenance

Developing a salary grade structure of midpoints
Midpoint differential
• Difference in wage rates paid in the midpoints of
two adjacent grades

Typical spread:
Executive levels

Managerial & Executive

Professional &
Supervisory

20% to 35%

Supervisor and subordinates

15% to 25%

Paraprofessional, professional,
management

8% to 15%

Clerical, production

5% to 12%
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Clerical,
Technical &

Administrative

Service,
Production &
Maintenance

Example Salary Structure (Excerpt)
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Compensation Philosophy & Policy
• We will draft a philosophy and guidelines that can be used by
HR, leadership and managers who are making pay decisions
so they can make fair, equitable compensation related
decisions within the new structure(s) moving forward.
• This is a key area for the County Board’s input and feedback.
Ultimately, this will be a policy decision you will make once
we work through the steps of the project.
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Employee Analysis and Communication Plan

Employee Analysis
Keeping your compensation philosophy, the salary
administration guidelines and these factors in mind,
determine the appropriate place with the range.

MINIMUM

MIDPOINT

MAXIMUM

New to the role,
industry or
organization

Demonstrates skill
and experience
needed for the job

Tenured, high
performers and
key talent

30

Employee Analysis
• We will create a comprehensive employee compa-ratio
analysis, identifying outliers and internal inequities in
particular employee populations by location, title, level,
department, etc. that may need to be
considered/addressed as you implement the new
structure(s).
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Example Employee Analysis
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Communication Support
• We will develop proposed messaging and tools to
facilitate the implementation process of the work.
• This includes understanding the County’s desired level of
pay transparency, what the County’s typical
communication practices are and what mediums are
available for use to tailor the communication plan.
• We will also provide resources for leaders on using the
program going forward.
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Next Steps and Timeline – Overview
Phase

Timeframe

1 – Job Leveling & Job Analysis

Complete

2 – Job Descriptions & FLSA Analysis

April – September

3 – Compensation Benchmarking,
Salary Structure Design, Salary
Administration Guidelines

April – September

4 – Employee Analysis and
Communication Plan

TBD
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Contact Us
1900 Campus Commons Dr., #520, Reston, VA 20191
703-860-3882 | info@helioshr.com

@helioshr

linkedin.com/company/helios-hr

ANOKA COUNTY BOARD ACTION ITEM
August 23, 2022
Human Resources Department
ACTION REQUESTED

Approval of the 2022 proposed revisions to the Anoka County
Personnel Rules and Regulations. If approved by the Management
Committee, it is requested that the item move directly to the County
Board for approval on August 23, 2022.

BACKGROUND AND SUMMARY
OF PROPOSED REVISIONS

These items have been reviewed and recommended in consultation
with the County Attorney’s Office and County Administration.

Section III F. Employee Relations
Prohibited Political Activity

Updated language to coincide with the recent agreements and
changes in practice

Section IV D.
Appointment Process

Updated practices for qualified candidates, medical examinations,
workflow and notifications; References throughout entire section –
certify changed to approve and eligibility list changed to register

Section IX B.1 Compensation Plan
Beginning Salary

Changed language to reflect current practices for beginning salary

Section IX B.3e Salary for
Employees Working Out of Class

Corrected reference to IX B.3a

Section IX B.3
Salary Upon Completion of:
3f) Initial Hire Probation
3g) Promotional Probation

Removed these sections to reflect current practices. Compensation
upon hire and promotion based on data from several factors
reviewed. Probation periods administered in accordance with section V.

Section XI C.3 Employee Benefits
Medical Leave of Absence

Clarifies medical leave of absence eligibility

Section XI D.1b.1
Employee Benefits ‐ Eligibility

Clarifies benefits coverage start date for eligible hires

Section XI G. Employee Benefits
Deferred Compensation

Condense reference to support changes to deferred compensation
plans approved on 07/12/2022 Anoka County Board agenda

Section XI L. Employee Benefits
and Appendix E ‐ Remote Work

Added language to refer employees back to the policy, agreement
and intranet for requirements, etc; Removed all outdated language
in appendix E.

Section XII B.12
Discipline ‐ Just Cause

Updated for changes to state law

Section XX Appendix D
Access Control and Security Policy

Updated Tri County Regional Forensic Laboratory
to Midwest Regional Forensic Laboratory

CONCLUSION

The Anoka County Personnel Rules and Regulations are reviewed
annually for proposed revisions. Proposed revisions are identified,

researched and analyzed in partnership with the Anoka County Attorney’s
Office and County Administration.
RECOMMENDATIONS

Approval of the proposed revisions to the Anoka County Personnel
Rules and Regulations, effective August 23, 2022.
Following approval by the Anoka County Management Committee
and Board of Commissioners, the updated Personnel Rules and
Regulations document will be finalized and employees will be notified.

Anoka County
Personnel Rules and Regulations
Revised February 22August 23, 2022

Anoka County Mission Statement:
“The Mission of Anoka County is to serve citizens in a
respectful, innovative and fiscally responsible manner.”
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Personnel Rules & Regulations
Section I. Purpose, Adoption, Amendment and Administration of Personnel Rules and Regulations

Section I.
Purpose, Adoption, Amendment and Administration of
Personnel Rules and Regulations
Purpose
The purpose of these Rules and Regulations is to provide a uniform,
comprehensive and efficient system of personnel administration for Anoka County
based upon merit principles including:
1.
Recruiting, selecting, and advancing employees on the basis of their relative
knowledge, skills and abilities.
2.

Equitable and adequate compensation.

3.

Training employees as needed to assure high-quality performance.

4.
Retaining employees on the basis of adequate performance, correcting
inadequate performance, and separating employees whose poor performance has
not been corrected.
5.
Assuring fair treatment of applicants/employees in all aspects of personnel
administration without regard to political affiliation, public assistance status, race,
color, national origin, sex, religion, sexual orientation, creed, age, marital status,
familial status, disability and with proper regard for their privacy and
constitutional rights as citizens.
6.
Assuring that employees are protected against coercion for partisan political
purposes and are prohibited from using their official authority for the purpose of
interfering with or affecting the result of an election or nomination for office.
7.
Assuring that the citizens of Anoka County are being served by the highest
possible caliber of personnel.
Adoption
The following rules have been approved by the Anoka County Board of
Commissioners and shall govern the personnel system of the County of Anoka,
except where superseded by state or federal law, a collective bargaining agreement or
the Sheriff's Civil Service Rules. These rules supersede and revoke all previous
Anoka County Personnel Rules and Regulations.
Amendments
The County reserves the right to modify these policies at its discretion. Material
amendments shall be adopted upon majority vote of the Anoka County Board of
Commissioners. Amendments shall be effective the day of adoption unless a
different date is specified.
The formal amendment procedure set forth above shall not apply to non-material
amendments to the Rules and Regulations or amendments required to make the rules
conform to law.
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Interim changes in the Rules and Regulations will be posted by the Human
Resources Department on the intranet and a copy will be made available to all
employees upon request.
Administration
These Rules and Regulations shall be administered by the Chief Human
Resources Officer, who is directly accountable to the County Board. The Chief
Human Resources Officer shall develop and provide the necessary forms, procedures
and instruction for the implementation of these Personnel Rules and Regulations.
After consulting with the Management Committee Chair, the Chief Human
Resources Officer may grant a variance from these Rules and Regulations when
extraordinary circumstances arise and it is in the best interests of the County. All
variances will be in conformance with applicable state and federal laws.
Copies of these Rules and Regulations are available on the intranet for all
employees. Printed copies of these Rules and Regulations are available for
employees without regular access to the intranet and to interested union
representatives. Printed copies are available in each department, shall be on file in
the County Administration Office, and shall be available for public review upon
request.
Savings Clause
If any personnel regulation shall be held invalid by judicial or legislative action,
the remainder of these Rules and Regulations, other than that which has been held
invalid, shall not be affected.
Departmental Rules
In accordance with these Rules and Regulations, each Division
Manager/Department Head may establish departmental rules of procedure which do
not conflict with these regulations, to cover unique circumstances. Such rules shall
be filed with the Human Resources Department and approved by the County
Administrator and Chair of the County Board. If the Chief Human Resources Officer
determines that the proposed departmental rules of procedure do conflict with these
regulations, they must be approved by the Board prior to implementation.
Indemnity
All actions concerning indemnity are subject to the laws of the State of Minnesota
set forth in Minnesota Statutes Chapter 466 and the Anoka County Employee
Liability Indemnification Plan as amended. A copy of this document is provided in
Appendix A.
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Application
These Rules and Regulations shall apply to every County position for which the
Appointing Authority is the County Board, an elected County official, an appointed
County Division Manager/Department Head, or a commission or board appointed by
the County Board. These rules do not apply to:
1.

Elected positions;

2.

Positions for which a District Court Judge is the Appointing Authority;

3.
Positions designated as Division Managers/Department Heads appointed by
the County Board;
4.
One position designated in writing to the Chief Human Resources Officer by
each elected Department Head as the Chief or Principal Assistant and one position
designated in writing to the Chief Human Resources Officer by each elected
Department Head as the Personal Secretary. Each such person shall serve at the
will and pleasure of the Department Head. Individuals who had acquired regular
status before being designated as a Chief or Principal Assistant or designated as a
Personal Secretary shall revert to that status if the designation is revoked. The
salary and benefits of each Chief or Principal Assistant and each Personal
Secretary shall be reviewed by the County Board and are subject to the Board's
approval. All other terms and conditions of employment shall be the
responsibility of the elected Department Head. Revocation of each such
designation shall be in writing and shall be filed with the Chief Human Resources
Officer and shall be effective on the date filed with the Chief Human Resources
Officer;
5.

Positions held by students in training;

6.

Members of appointed commissions and committees;

7.
Persons engaged under contract to supply expert, professional, technical, or
any other services;
8.

Positions designated by the County Board as temporary;

9.
Positions otherwise excluded by these Rules and Regulations or by
Minnesota Statutes.
Unclassified Positions
1.
The County Board may create positions hereinafter referred to as
“unclassified” positions, for which the sections of these rules pertaining to
appointment and separation do not apply. Subject to applicable law, appointment
for such positions shall be made by the County Board or an existing Appointing
Anoka County Personnel Rules and Regulations
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Authority; termination shall be at the will of the Appointing Authority. To be
considered unclassified, positions must meet the following criteria:
a) The person occupying the position would serve either as a personal
assistant to a county commissioner or be designated as part of the
management team of an existing Appointing Authority.
b) The duties of the position would involve significant discretion and
substantial involvement in the development, interpretation, and
implementation of County or departmental policy.
2.
If the County terminates the unclassified appointment for reasons other than
misconduct, an Employee who previously held a classified position with the
County has the right to return to a classified position.
Labor Agreements
With respect to employees whose positions are included in a collective bargaining
unit, provisions of the applicable collective bargaining agreements shall supersede
these Rules and Regulations on any subject area covered by both the collective
bargaining agreement and these Rules and Regulations. The Chief Human Resources
Officer shall be a signatory to any collective bargaining agreement applicable to
employees covered by these Rules and Regulations and, thereby, shall certify that the
agreement is in conformance with merit principles.
Management Rights
The County Board retains the full and unrestricted right to operate and manage all
human resources, facilities, and equipment; to establish functions and programs; to
set and amend budgets; to determine the utilization of technology; to establish and
modify the organizational structure; to select, direct and determine the number of
personnel; to establish work schedules, and to perform any inherent managerial
function not specifically limited by current collective bargaining agreements, these
regulations, and County Board resolutions.
Employee Responsibilities
Employees subject to these Rules and Regulations are presumed to have
knowledge of and shall comply with and carry out the provisions of these Rules and
Regulations. Any employee who fails to comply with any of the provisions of these
Rules and Regulations shall be subject to disciplinary action by the appropriate
Appointing Authority.
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Section II.

Definitions

Unless otherwise indicated, the following words and terms shall have the
meanings indicated below:
Appointing Authority - the elected official, division manager, department head,
board or commission or the person or group of persons empowered by statute,
ordinance or resolution to make an appointment.
Appointment - a regular assignment to a paid position within the County service.
Banked Sick Leave - sick leave in excess of 800 hours earned by employees through
October 19, 2001.
Benefit-Eligible - a regular position that is scheduled to work 30 hours or more per
week, and has been designated to include insurance benefits by the County Board.
Board of Appeals - the Personnel Board of Appeals established pursuant to Minn.
Stat. § 375.65 empowered to serve as the appeals body for the enforcement of these
Rules and Regulations.
Chief Human Resources Officer – Chief Officer of the Human Resources
Department.
Class - one or more positions sufficiently similar in the duties performed; degree of
supervision exercised or required minimum requirements of training, experience, or
skill; and such other characteristics that the same tests of fitness and the same
schedule of compensation may be applied with equity to all of the positions.
Classification - the grouping of positions into classes with regard to duties and
responsibilities.
Classification Plan - a system of classes with a description of the class and pay range
assignment for each class.
Complement - The complete number of regular and contingent positions performing
duties necessary to carry out the functions and services which are the responsibility,
voluntary or mandated, of Anoka County. The complement does not include noncomplement positions.
Contingent - a regular position designated by the County Board at the time
authorized as contingent upon specific conditions such as continued outside funding,
fulfillment of active contract or current employee returning from a leave of absence.
Contingent positions will be reviewed annually by committee of jurisdiction to
determine continued authorization.
County Board - the Anoka County Board of Commissioners.
Date of Employment
1.
Regular Start Date – the most recent date a person begins employment in a
regular position.
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2.
Recognition Date – the date that is used for determination of eligibility for
retiree benefits, if applicable, and recognition awards.
3.
Accrual Date – the date that is used for determination of eligibility for
flexible time off and extended medical benefit.
4.

Original Hire Date – the earliest date of employment with the County.

Days - unless otherwise indicated, this means scheduled working days.
Demotion - a change of an employee's status from a position in one class to a
position in another class with less responsible duties and a lower salary range.
Division Manager/Department Head - those elected and appointed officials who are
responsible for management of a division/department as determined by law or the
County Board.
Elected Official - those County officials selected by vote of the electorate.
Eligible - the status of any person whose name is on the reinstatement or eligibility
register for a given class.
Eligibility Register - the list of any persons who are eligible to be considered for a
given job or class of jobs.
Exempt Employee - employees specifically exempt from the overtime compensation
provisions of applicable fair labor standards legislation. These employees are
generally employed in management, administration, or professional positions.
Extended Medical Benefit - the number of hours an employee has earned that may
be taken with pay, due to illness or injury to self or immediate family in accordance
with Section XI.A.3.
Family
1. Immediate Family – employee’s spouse, children, step-children, parents, stepparents or legal guardian and siblings.
2. Extended Family – employee’s parents-in-law, grandparents, grandchildren,
sons-in-law, daughters-in-law, brothers-in-law, sisters-in-law, aunts, uncles, niece
and nephews.
Flexible Time Off (FTO) - hours earned that may be taken off with pay for any
reason.
Grievance - a dispute or disagreement as to the interpretation or implementation of
these Rules and Regulations.
Hire-ahead - a regular position that is not considered part of the normal staff
complement. Provides trained, available staff as vacancies occur.
Human Resources Department - the Chief Human Resources Officer and those
employees engaged in Human Resources administration.
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Layoff - a separation of an employee caused by lack of work, lack of funds, the
abolition of a position, organizational change or any other management reason
through no fault of the employee.
Management Committee - the standing Committee of the County Board responsible
for management and administrative affairs of the County.
Military Leave - the leave of absence granted by state law to employees entering
active duty in the armed forces of the United States.
Mobility Transfer - a transfer of a current employee to another government agency
for a period of time agreed upon by the employee, Appointing Authority and
receiving agency. A mobility-transfer employee continues to accrue seniority for
time spent in the mobility-transfer position in the class the employee most recently
held before the transfer. Benefit eligibility will continue at the same status as the
position the employee most recently held before the mobility transfer. The
reinstatement of the employee to Anoka County at the end of the mobility transfer, is
at the discretion of the Appointing Authority. The reinstated employee shall be
required to successfully complete a probationary period beginning with the date of the
reinstatement.
Non-complement - a regular position, not considered part of the normal staff
complement, held by a County employee providing services for another entity for a
period of time agreed upon by the County, Appointing Authority and receiving entity.
A current County employee appointed to a Non-complement position continues to
accrue seniority for time spent in the Non-complement position in the class the
employee most recently held before the appointment and also retains the ability to
request internal transfers. Benefit eligibility will continue at the same status as other
County employees. The reinstatement of the employee to his or her previously held
position at the end of the appointment is at the discretion of the Appointing Authority.
The reinstated employee shall be required to successfully complete a probationary
period beginning with the date of the reinstatement.
An employee newly hired into a non-complement position will be eligible for benefits
the same as a newly hired regular employee but will not accrue seniority for purposes
of layoff or reemployment nor have the ability to request internal transfers.
Non-contingent - Positions not dependent on nor contingent upon specific conditions
outside of the standard budget process.
Non-exempt - employees who are entitled to a minimum wage and overtime
compensation pursuant to applicable fair labor standards legislation.
Organizational Unit - a group of employees who share a commonality, as
determined by the Appointing Authority.
Overtime - all hours actually worked in excess of 40 by a non-exempt employee in a
workweek consisting of seven (7) consecutive days (168 hours).
Position - a group of current duties and responsibilities requiring the full-time or parttime employment of one person.
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Probationary Employee - an employee who is serving a probationary period in a
position to or from which the employee was appointed, promoted, transferred,
demoted or reinstated.
Promotion - the elevation of an employee from a position of one class to a position
of another class with more responsible duties and a higher salary range.
Reclassification - a change in classification of an individual position by raising it to a
higher class, reducing to a lower class, on the basis of significant changes in kind,
difficulty or responsibility of the work performed in such a position.
Re-employment List - a list of former regular employees who have been separated
from County service in accordance with these Rules and Regulations subject to recall
pursuant to Section IV-D.3.
Reinstatement - appointment of a former employee who had regular or probationary
status to the class to which the employee was assigned prior to layoff or separation or
to a class of comparable level.
Resignation - a voluntary separation from County service by the employee.
Retiree - an individual who, at the time of termination in good standing from
employment with Anoka County, is eligible to receive a full or reduced P.E.R.A.
annuity, or is receiving a P.E.R.A. disability benefit.
Salary Range - a division of the salary schedule to which classes of positions are
assigned. The range of salary from minimum to maximum is that which a class of
positions will be paid.
Separation - an action of employees who leave the County service by reason of
death, dismissal, lay-off, resignation, or retirement.
Severance Pay - payout of accrued benefits to regular employees leaving County
service in good standing.
Status (Employment)
Regular - An employee in a budgeted position approved by the County
Management Committee. The work such employees perform is of an on-going
nature.
a) Regular Full-Time - An employee who has successfully completed
the probationary period who is scheduled to work 40 hours per week. This
term does not imply an employee has a vested right to continued
employment.
b) Regular Part-Time - An employee who has successfully completed
the probationary period who is scheduled to work less than 40 hours per
week. This term does not imply an employee has a vested right to
continued employment.
c) Temporary - an employee whose employment is limited by the
duration of a specific time period, project and/or task. A temporary
Anoka County Personnel Rules and Regulations
Page 18 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section II. Definitions

employee refers to the following classes of employees: seasonal,
substitute, student, and intermittent/casual. A temporary employee is not
eligible for County employee benefits except when required by state or
federal law. A temporary employee works various scheduled hours and
the duration of employment is limited to a specific assignment. A
temporary employee serves at the will of the Appointing Authority. An
appointment to a temporary position does not confer regular status. A
temporary employee is hired to fill a temporary need of a department and
is appointed for a period of up to six months, unless granted an extension
of up to six additional months. See Section XI. Employee Benefits for
more limitations as it relates to health insurance benefits.
d) Seasonal - employment that is of a limited duration and that may recur
during similar calendar periods.
e) Substitute - employment that is solely to replace an absent regular
employee and which terminates upon the absent employee’s return.
f) Student - an individual who is enrolled full-time in a public, nonprofit, or private educational institution or who has indicated an intention
to continue as a full-time student following temporary employment. The
work schedule of the student will be developed by the Appointing
Authority based on the needs of the department and the student's class
schedule. The student may work on a part-time and/or full-time basis
without a limitation on the length of employment. The Chief Human
Resources Officer must review and determine the appropriateness of this
employment status for positions. Such appointment does not provide
regular status.
g) Intermittent/Casual - refers to employment which averages less than
14 hours per week or 67 work days per year and is of a non-continuous or
irregular nature where the work schedule cannot be predicted in advance
and where the employee may decline a work assignment.
Supervisor - an employee having authority to appoint, transfer, suspend, promote,
terminate, assign, reward or discipline, direct, or adjust grievances of other
employees, or to effectively recommend any of those actions. The exercise of such
authority is not merely routine or clerical in nature but requires the use of independent
judgment.
Suspend - to temporarily relieve an employee from duties of employment. The
suspension may be accompanied by a written notice of intent to dismiss.
Transfer - the movement of an employee from one position to another position of the
same class.
Veteran - any individual who meets the definition of "veteran" set forth in Minn.
Stat. § 197.447 of the Veterans Preference Act.
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Veteran's Preference - preference granted to veterans as required by Minn. Stat. §§
197.455 through 197.481.
Workplace – any location where the employee is performing work within the course
and scope of employment.
Workweek - a period of seven (7) consecutive days (168 hours) generally beginning
at 12:01 a.m. each Saturday.
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Section III.

Employee Relations
Policy Statement

These Rules and Regulations have been written with the realization that the
strength and future growth of the County depends directly on the individual
contribution made by every employee. These Rules and Regulations further
recognize that high productivity and efficiency result from individual job satisfaction.
The policy of the County is to be fair and honest with its employees and to respect
the individual rights of all employees. The County shall continue to strive to achieve
mutual respect in working relationships and insist that the supervisors do everything
necessary to carry out such a policy. To continue working together successfully, each
employee and supervisor must realize that harmonious relationships are not entirely a
matter of rules but are the outgrowth of daily decisions and cooperative attitudes.
Declaration of Policy of Affirmative Action
Anoka County acknowledges that equal opportunity for all persons is a
fundamental human value. Consequently, it is the policy of the County to provide
equal opportunity in employment and human resource management for all persons; to
provide access to, admission to, full utilization and benefit of training and
promotional opportunities without discrimination because of race, color, creed,
religion, national origin, sex, age, marital status, familial status, sexual orientation,
public assistance status, or disability; and to otherwise promote full realization of
human rights within the County to the extent permitted by law.
To implement this policy, Anoka County requires that all applicants and current
employees be considered on the basis of individual ability and merit, without
discrimination or favor.
In furtherance of this policy, the County of Anoka establishes an Affirmative
Action Plan, providing for and assuring fair and equitable treatment in all phases of
public employment, including selections, compensation, benefits, training
opportunities, promotions, transfers, layoffs and other terms, conditions and
privileges of employment. The concept of this affirmative action policy is consistent
and fundamental to the maintenance of effective equal opportunity and shall be
implemented as an integral part of the County of Anoka's Human Resources system.
In the interest of advancing the goal of open competition and equal opportunity in
employment, the County undertakes the responsibility for communicating its
affirmative action policy to those from whom it purchases products and services.
1.

Duties of the Chief Human Resources Officer
The Chief Human Resources Officer will manage the Equal
Employment opportunity/Affirmative Action Program. The Chief Human
Resources Officer’s responsibilities will include monitoring all Equal
Employment Opportunity activities and reporting the effectiveness of this
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Affirmative Action Program, as required by federal, state and local
agencies. The County Administrator through the Chief Human Resources
Officer will receive and review reports on the progress of the program.
Employees or applicants for employment who believe they have been
discriminated against should contact the Chief Human Resources Officer.
Employees and applicants are protected from coercion, intimidation,
interference, or discrimination for filing a complaint or assisting in an
investigation under the Minnesota Human Rights Act.
Anoka County Sexual Harassment Policy
1.

Policy Statement
As an Affirmative Action employer, Anoka County is committed to
maintaining a work environment free from all forms of sexual harassment.
Sexual harassment is a form of sex discrimination and a violation of the
County's Affirmative Action Policy, the Minnesota Human Rights Act and
Title VII of the Civil Rights Act of 1964.
Sexual harassment of County employees is strictly prohibited and will
not be tolerated. A violation of this policy will lead to disciplinary action up
to and including discharge from employment.

2.

Applicability
This policy is applicable to all employees of Anoka County.

3.

Definition of Sexual Harassment
Sexual harassment is defined as unwelcome sexual advances, requests
for sexual favors, sexually motivated physical contact or other verbal or
physical conduct or communication of a sexual nature when:
a) Submission to that conduct or communication is made a term or
condition, either explicitly or implicitly, of obtaining employment;
b) Submission to or rejection of that conduct or communication by an
individual is used as a factor in decisions affecting that individual's
employment; or
c) That conduct or communication has the purpose or effect of
substantially interfering with an individual's employment, or creates an
intimidating, hostile or offensive employment environment when the
County knows or should know of the existence of the harassment and fails
to take timely and appropriate action.

4.

Examples of Sexual Harassment
Examples of sexual harassment may include but are not limited to the
following:
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a) Unwanted sexual comments or suggestions;
b) Unwanted sexually motivated touching, brushing against, patting or
pinching;
c) Displaying of pictures or objects depicting nude or suggestively posed
males or females;
d) Any indication, expressed or implied, that an employee's job security
may depend on the granting of sexual favors to any other employee,
supervisor or manager.
e) Deliberate or negligent creation of an atmosphere of sexual harassment
or intimidation.
5.

Management/Supervisory Responsibilities
Managers and supervisors are responsible for maintaining a work
environment free of sexual harassment. It is their responsibility to ensure
that all employees comply with the County's policy. Managers and
supervisors must respond promptly and appropriately to both allegations and
confirmed reports of sexual harassment. They are encouraged to attend
training sessions on sexual harassment and to contact the Chief Human
Resources Officer regarding any potential or actual sexual harassment
concerns.

6.

Retaliation Prohibited
Employees who make complaints of harassment or provide information
related to such complaints will be protected against retaliation.

7.

Confidentiality
The employer will protect the confidentiality of harassment complaints
to the extent possible.

8.

False Report
An employee who makes a sexual-harassment report, knowing it is false
that is later proved to be false is subject to disciplinary action.

9.

Employee Responsibilities
All County employees are expected to treat all other employees, clients
and members of the public with respect and to comply with this policy. Any
employee found to have violated this policy will be subject to appropriate
disciplinary action, up to and including discharge from employment.

10. Employee Rights
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If an employee believes that he or she is a victim of sexual harassment
by a County employee, he or she has one or more of the following options:
a) Internal
(1)
As soon as possible, report the alleged act to the supervisor.
If circumstances prevent this action, (for example, the supervisor is
the alleged harasser), the employee should report it to the
supervisor's supervisor, the Division Manager, the Department
Head, the Chief Human Resources Officer or any Human
Resources Business Partner.
b) External
(1)
File a complaint with the Minnesota Department of Human
Rights.
(2)
File a complaint with the Equal Employment Opportunity
Commission.
(3)

File a private lawsuit.

11. Investigation
Once a sexual harassment complaint is made, there will be a prompt,
thorough and impartial investigation where appropriate, in consultation with
the County Attorney’s Office.
12. Corrective Action
The employer will take prompt and appropriate corrective action when it
determines that harassment has occurred.
Respectful Workplace Policy
1.

Purpose:
Anoka County is committed to creating and promoting a safe and
respectful working environment for all of its employees and does not
tolerate any acts of harassment or violence or bullying.
All employees and the public should be treated with dignity and respect.

2.

Definitions:
a) Harassment: any unwelcome conduct that degrades or shows hostility
or intolerance toward another person on the basis of the person’s race,
color, creed, religion, national origin, sex, age, marital status, sexual
orientation, public assistance status, or disability, or other characteristic
protected by law. Conduct is unwelcome if the employee did not solicit,
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instigate, or provoke it, and the employee regarded the conduct as
undesirable or offensive.
b) Violence: physical contact that intentionally causes or attempts to
cause pain or injury. It is any action involving the improper use or threat
of physical force including pushing, shoving, kicking, poking, tripping,
assault, threat of physical assault, or damage to a person’s work area or
property.
c) Bullying: persistent, aggressive, or unreasonable behavior by an
individual or group against a co-worker or subordinate. It may involve
disrespectful behavior and/or abuse of power or authority. It is not
incivility, simple rudeness, or the routine exercise of acceptable
managerial prerogative.
3.

Examples of harassing or bullying behavior:
a) Ridiculing or slandering a person or the person’s family
b) Making an employee the subject of jokes
c) Abusive, offensive and demeaning remarks
d) Personal insults or use of offensive nicknames
e) Unwanted physical contact
f) Leaving inappropriate items or materials in a person’s workplace or
vehicle
g) Gestures that convey a threatening or offensive message
h) Shouting at a person in public or in private
i) Public humiliation
j) Initiating or spreading hurtful, insulting or humiliating rumors or
gossip about an employee or the employee’s family.

4.

Reporting:
If an employee believes that he or she is a victim of harassment,
violence or bullying, the employee should report it as soon as possible. A
report should be made to one or more of the following: the employee’s
supervisor, the supervisor's supervisor, the division manager, the department
head, the Chief Human Resources Officer or any Human Resources
Business Partner.

5.

Discipline:
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Any employee who violates this policy may be subject to discipline.
Anti-Nepotism Policy
These guidelines apply to applicants for initial hire, transfer, promotion, and
demotion. It is Anoka County’s goal that all hires and promotions be made on the
basis of merit. Anoka County will not give preference in hiring to immediate and
extended family members of current Anoka County employees or to an applicant
where the applicant will be the supervisor or subordinate of another employee with
whom the applicant has a personal relationship, where the existence of such a
relationship is highly likely to impair the organizational integrity of the work unit to
which the applicant would be assigned, and/or the existence of which is highly likely
to impair the job performance of the applicant or the employee. The employment of
family members or persons with a pertinent personal relationship can raise questions
of favoritism, conflicts of interest, difficulties with assignments, supervision and
employee management.
Conflicts of interest should be avoided. A conflict of interest exists when an
existing employee has authority or decision-making ability over hiring or
recommending an immediate or extended family member or a person with whom
there is a pertinent personal relationship for: employment, promoting, assigning tasks
or work, disciplining or evaluating the performance of an applicant, employee or
candidate for promotion. This policy is not intended to discourage otherwise qualified
individuals from applying for employment with the County or from seeking transfers
or promotions.
No supervisor, department head or division manager will participate in any final
decision or recommendation relating to the appointment, promotion, transfer or
demotion of that person’s immediate or extended family member or with whom there
is a pertinent personal relationship.
Employees must disclose all apparent conflicts of interest at the time of
occurrence or as soon thereafter as possible. Identified conflicts will be evaluated by
the Chief Human Resources Officer in consultation with the employee’s/applicant’s
Appointing Authority.
Prohibited Political Activity
All political activity is permitted except as provided below:Employees may
choose to run for an elected office while employed at Anoka County. Listed below
are the laws and rules that require you to keep campaign activities separate from your
employment. If your salary is funded in any part by the federal government, the
following prohibitions apply to you. You may not:
1.
Use your official authority or influence for the purpose of interfering with or
affecting the result of an election or a nomination for office; or
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2.
Directly or indirectly coerce, attempt to coerce, command, or advise a State
or local officer or employee to pay, lend, or contribute anything of value to a
party, committee, organization, agency, or person for political purposes.
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Consistent with these laws, Anoka County prohibits:
1.
Employees from engaging in political activity or campaigning during
compensable hours of work and using county equipment for campaign purposes.
1.2. No employee shall in any manner use the employee's authority or official
influence to compel any employee:
a) to apply for or become a member of any political organization;
b) to make or promise to make a contribution to any candidacy or
political organization; or
c) to take part in any political activity.
2.3. Any County employee who declares candidacy for an Anoka County
elective office shall take a mandatory leave of absence. The leave shall be
unpaid, unless the employee uses earned FTO or approved compensatory time.
The leave of absence shall begin when the employee files for office, and shall end
when the employee is no longer a candidate.
3.4. Specific questions on political activity should be addressed to the Chief
Human Resources Officer.
Prohibited Fund-Raising Activities
No employee shall engage in fund-raising on behalf of Anoka County or its
programs without the prior written approval of the County Board committee
overseeing the employee's department. If approved, the employee shall notify the
County Board commissioners in whose districts there will be fundraising.
Drug-Free Workplace Policy
Anoka County recognizes the value of having a drug-free workplace and in
conjunction with the Drug-Free Workplace Act of 1988 adopts the following policy.
1.
The unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance is prohibited in the workplace. For purposes of this section,
the term "controlled substance" is defined as a controlled substance which appears
in Schedules I through V of Section 202 of the Controlled Substances Act (21
U.S.C. 812).
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2.
A violation of this drug-free policy constitutes "just cause" for disciplinary
action, up to and including immediate suspension and/or termination.
3.
As a condition of employment, employees will abide by the terms and
conditions of this drug-free policy and will notify their Division
Manager/Department Head of any criminal drug statute conviction for which a
violation occurs in the workplace within five calendar days after such conviction.
4.
The County will notify the contracting agency within ten calendar days after
receiving actual notice of an above conviction.
5.
Within 30 calendar days of receiving notice from an employee of a drug
related workplace conviction, the County may require an employee to
satisfactorily participate in a drug abuse assistance or appropriate rehabilitation
program. Referrals to programs of this type are available through our Employee
Assistance Program (EAP).
6.

The County has a drug-free awareness program to inform employees about:
a) The dangers of drug abuse in the workplace.
b) The policy of maintaining a drug-free workplace.
c) The availability of drug counseling, rehabilitation, and employee
assistance programs.
d) The penalties that may be imposed upon employees for drug abuse
violations.

Each situation is evaluated on a case-by-case basis depending upon the severity
and circumstances.
The County makes a good faith effort to continue to maintain a drug-free
workplace through implementation of this policy.
Drug and Alcohol Testing Policies
Anoka County is genuinely concerned about the use and abuse of unauthorized
drugs and alcohol as they relate to the safety and work performance of its employees.
Anoka County recognizes a growing nationwide concern with drug and alcohol abuse
in the workplace and its negative impact on productivity, safety and employee
morale.
County departments or divisions may adopt their own drug and alcohol testing
policies. These policies must have County Board approval and authorization prior to
implementation.
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Firearms Prohibition
While at work or conducting county business, employees are prohibited from
carrying firearms on their person, whether or not they have a permit. Unless
otherwise posted, an employee may transport a firearm in the employee’s personal
vehicle, provided it is unloaded, properly and fully cased and locked in the trunk of
the vehicle. If the vehicle has no lockable trunk, then the unloaded, properly and
fully cased firearm must be stored in the furthermost portion of the vehicle. This
prohibition does not apply to licensed peace officers.
Use of Electronic Communications Systems
The County reserves the right to access and/or monitor employees’ use of County
computers, e-mail, voicemail, Internet and other electronic communications systems
when there is a reasonable suspicion that the employee’s use of these systems violates
law, the Personnel Rules and Regulations, or could have a significant adverse effect
on the County, its officials or employees.
The use of Anoka County’s Records and Information Security policy can be
found in Appendix B.
Other County Property
The County reserves the right to access all County-owned desks, lockers, filing
cabinets, County vehicles and other property when there is a reasonable suspicion that
the property contains contraband, evidence of a crime or evidence related to a
disciplinary violation.
Employee Access to Private, Confidential and Non-Public Data
Pursuant to Minnesota Statute Section 13.05, subd. 5 and Administrative Rule
1205.04400, subpart 2, it is the policy of Anoka County that its elected officials,
appointed officials, employees and agents shall not access private, confidential or
non-public records or information unless their work assignments reasonably require
access to such records. Unauthorized access may result in discipline up to and
including termination as well as potential criminal sanctions.
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Section IV.

Appointment Process (Recruitment & Selection)

All recruitment and selection policies and procedures are designed and administered for
the purpose of hiring candidates best able to perform the work required.
Position Authorization
1.

Straight Replacement and Newly-Created Budgeted Positions

A “straight replacement” occurs when the Appointing Authority fills a vacant
position in the same or lower class, grade, and full-time equivalency as authorized in
the budget.
The Appointing Authority shall notify the Chief Human Resources Officer when
a straight replacement vacancy exists in a department and when it fills the straight
replacement. The Appointing Authority shall also notify the Chief Human Resources
Officer when it fills a newly created budgeted position.
Contingent positions are to be reviewed annually by their committee of
jurisdiction to determine continued authorization.
2.

Other Positions

The Appointing Authority shall notify the Chief Human Resources Officer when
it desires to fill an existing regular vacancy on anything other than a straight
replacement basis. The Human Resources Department shall review this request and
send recommendations to the Management Committee where applicable. The
Management Committee shall be the final authority in the filling of positions that are
not straight replacements or newly-created budgeted positions. For example,
Management Committee approval is required for changes in its classification,
compensation schedule, grade, or full-time equivalency.
In the case of a new position request (outside of the budget process), or
combining positions in a manner that results in a net increase in the full-time
equivalency complement, or requesting new benefit-eligibility for a regular position,
the Management Committee shall forward its recommendations to the County Board
which shall be the final authority.
A regular employee may only be appointed to or be employed in a position
authorized by the County Board. Regular positions exist until eliminated by the
County Board.
Recruitment
The Human Resources Department shall prepare a notice of position opening.
This notice shall include the description of the responsibilities and essential duties of
the position, qualifications necessary to fill the position, and the typical beginning
salary range.
The Human Resources Department shall post and advertise in accordance with the
Affirmative Action Policy of the County and in such a manner which will provide
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open competition of qualified candidates. The Human Resources Department will
also be responsible for the internal recruitment of qualified candidates. In accordance
with the Anti-nepotism policy of the County, no preference in hiring is given to
immediate or extended family members of current employees or elected officials or to
an applicant where the applicant will be the supervisor or subordinate of another
employee or elected official with whom the applicant has a personal relationship,
where the existence of such a relationship is highly likely to impair the organizational
integrity of the work unit to which the applicant would be assigned, and/or the
existence of which is highly likely to impair the job performance of the applicant or
the employee or elected official.
Examination Process
The examination process may consist of one or any combination of the following
methods: ability tests, achievement tests, performance tests, ratings of experience and
training, oral scored examsination responses, evaluation of daily work performance,
agility tests, work samples, and/or medical examinations or other acceptable selection
techniques. Any method(s) chosen shall evaluate only those criteria necessary to
perform adequately in the position.
The Chief Human Resources Officer shall provide for, formulate, and hold
competitive examinations as required to determine the qualifications of persons
seeking employment in positions within the jurisdiction of the Human Resources
Department. Division Managers/Department Heads shall have the opportunity to
participate in the selection process.
All appointments to regular full-time or regular part-time positions subject to
these regulations shall be made through one of the following processes or transfers
under Section IV, subject to the recall of employees from the Re-employment List:
1.

Open-Competitive Examination
Competitive examinations for a position in the County shall be open to
all applicants who are citizens of the United States, or are eligible to work in
the United States, and who meet reasonable qualifications or standards
prescribed by the Human Resources Department, that relate to the abilities
of candidates to perform the duties of the position efficiently.

2.

Promotional Examination
Promotional examinations shall be open to all regular, probationary, or
re-employment list employees who meet the qualifications for the positions.
Temporary employees shall not be eligible to apply for a promotional
appointment.
Regular County Employees are encouraged to seek opportunities within
the County and are provided paid time, during their regularly scheduled
working hours, to participate in employment examinations, oral interviews,
or departmental interviews. Employees will not be paid travel or any other
expenses associated with the selection process.
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3.

Trial Work Experience
The Chief Human Resources Officer may, in conformance with the
Affirmative Action Policy as adopted by the County Board, designate
positions to be filled through on-the-job trial work experience in lieu of a
competitive examination. This appointment process is typically limited to
people with developmental disabilities who have been referred for
employment to a specific suitable vacancy, as determined by the Chief
Human Resources Officer or by a vocational rehabilitation counselor.
Eligibility Register

1.

Duration of Eligibility Register
The Chief Human Resources Officer shall create and maintain a list of
eligible candidates for each position opening based upon open competitive
or promotional examinations for each position or based upon on-the-job trial
work experience. The Chief Human Resources Officer shall determine the
period of time an Eligibility Register shall remain in effect. The Eligibility
Register shall not remain in effect for more than two years. When an
Eligibility Register exists for any class and the Chief Human Resources
Officer deems it necessary to establish another such Register for the same
class, the existing Register may be canceled.

2.

Certification Approval of Eligible Candidates
a) Appointment from Eligibility List
Appointment may be made by reinstatement, transfer, or demotion;
or from promotional or open competitive Eligibility Lists as provided
in these Rules and Regulations. The first five candidates on the
Eligibility Register shall be certified to the Eligibility List. Veteran's
Preference points will be granted to eligible candidates as provided by
law.
In addition to the above, each Eligibility List will contain a
maximum of the three top scoring promotional candidates if not
already present on the original list.
Eligible candidates shall be subject to ranking certified in order of
standing except that where a requirement of special qualifications is
specified by the Appointing Authority by written request and the Chief
Human Resources Officer is satisfied that the facts and reasons
specified warrant such action, certification approval may be limited to
eligible candidates possessing the special qualifications.
The Chief Human Resources Officer may certify approve
additional names when it is determined by the Chief Human Resources
Officer that a significant difference between scores does not exist.
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b) Multiple Vacancies
If more than one vacancy is to be filled by referral from an
Eligibility Register, the names of two additional eligible candidates for
each vacancy shall be certified.
c)b)

Expanded CertificationApproval

When the Chief Human Resources Officer determines that there is
a significant disparity between the approved affirmative action goals
and the representation of a racial minority or gender in a particular job
category, the Chief Human Resources Officer may certify approve one
additional eligible candidate for each under-represented group for each
vacancy. Expanded certification approval will not be used where the
eligibility list includes a member of the underrepresented group.
Applicants who are added to the list through expanded certification
approval must meet the job qualifications and eligibility requirements
for the position.
d) Incomplete Certification
When the number of names available for filling any vacancy is
fewer than five, the Appointing Authority may decline certification for
that vacancy. The Chief Human Resources Officer shall cancel the
Eligibility Register and proceed to create a new Eligibility Register.
e)c)

Certification Approval from Related Registers

Names may be certified approved from Eligibility Registers for
higher classes to vacancies occurring in lower classes or from
Eligibility Registers for one class to vacancies in another class where it
has been determined the examination reasonably measures the ability
of the eligible candidates to perform the duties in a class to which
certification approval is made.
f)d)Hiring of Temporary Employees
In accordance with the Anti-nepotism policy of the County, no
preference in hiring is given to relatives of current employees or
elected officials. It is preferred that appointments be made from a
relevant eligibility register.
3.

Re-employment List
a) When a probationary or regular employee is separated from
employment without fault, the Chief Human Resources Officer will place
the employee's name on the appropriate Re-employment List. Following
separation from County service, names may be placed on the Reemployment List as provided below. Each name on a Re-employment List
shall be removed one (1) year from the effective date of separation from
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service, unless extended for a period not to exceed one (1) additional year
by the Chief Human Resources Officer. Re-employment candidates
should meet the current minimum qualifications to be considered.
b) Employees who have separated from County employment to serve in
an elective or appointive capacity in a government unit, or who have
accepted a position which results in an intergovernmental transfer, shall
retain their reinstatement rights.
c) Names shall be placed on the Re-employment List for any class in the
following order:
(1)
Employees who have been laid off because of a short-term
County emergency, such as fire in the workplace.
(2)
Employees who have been laid off because of lack of work
or funds in inverse order of their layoff pursuant to Section VI.G.
d) Employees who have been laid off for more than one year due to lack
of work or funding must serve a probationary period upon being reinstated
to active employment.
Removal of Names from Eligibility Register, Eligibility List or
Re-employment List
The Chief Human Resources Officer may remove the name of an applicant from
an Eligibility Register, Eligibility List or Re-employment List if the applicant:
1.
has been appointed to a position with Anoka County at a minimum salary
equal to or higher than the minimum salary for this class of positions;
2.
has declined an appointment under such conditions as the eligible applicant
previously indicated were acceptable;
3.
has declined to interview for a position for which the applicant was
considered;
4.2. has failed to respond to any inquiry of the Human Resources Department or
an Appointing Authority regarding availability for appointment;
5.
has been considered for appointment three times from an Eligibility List by
three different Appointing Authorities, or three times by one Appointing
Authority, and not appointed;
6.3. is found to lack any of the preliminary requirements established for the
examination for the class of positions;
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7.4. is so disabled as to be rendered unfit for the proper performance of the
essential duties of the class despite reasonable accommodation;
8.5. has been convicted of a crime which has some relationship to the applicant's
ability to do the job or which may compromise the safety, security or property of
Anoka County's workplace. An applicant with such a history may be considered
for employment if the applicant has shown sufficient evidence of rehabilitation.
Such an applicant may not be considered eligible for a law enforcement position;
9.6. if there is probable cause to believe that the applicant has committed a crime
which would render the applicant inappropriate for the job;
10.7. has been previously dismissed from County employment or who has
resigned in lieu of disciplinary action from any County position;
11.8. has made a false or misleading statement or omitted any material fact on a
current or previous employment application within the past five years;
12.9. has used or attempted to use political pressure or bribery to obtain an
advantage in the examination or appointment;
13.10. has directly or indirectly obtained information about the examinations to
which the applicant was not entitled;
14.11. has failed to submit the employment application correctly or within the
prescribed time limits;
15.12. has taken part in the compilation, administration, or correction of the
examination; or
16.13. has used or attempted to use collusion or deceptive practices while
participating in the exam process.
The Appointing Authority may request that the Chief Human Resources Officer
remove a name from the Eligibility Register, Eligibility List or Re-employment List
for any of the above reasons. Such request shall be in writing and provide adequate
documentation of the reasons. In such cases, additional names may be added to the
Eligibility List.
A disqualified applicant shall be promptly notified of such action, and an
applicant who is not admitted to an examination because of failure to meet the
preliminary requirements shall be notified by letter to the last-known address.via
electronic communication.
Notification of Appointment
The Appointing Authority shall notify the candidate selected for conditional
appointment in writingverbally. Human Resources shall notify the candidate selected
for appointment in writing. The notification shall include the employment starting
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date, working hours and salary. The Appointing Authority or the Human Resources
Department shall notify those candidates certified approved but not selected and the
remaining candidates who were not selected in writing. The Appointing Authority
shall provide the newly appointed employee with a current position description to
indicate those duties and responsibilities for which the employee is accountable.
All offers of employment for safety-sensitive positions requiring candidate
medical examinations, drug testing, motor vehicle license check, or any other
appropriate job-related pre-employment inquiries, are strictly conditional based upon
inquiry results.
Medical Examination
For Regular positions, a medical and/or psychological examination may be
required for only job-related reasons, and may not be required until after a conditional
job offer has been extended. The offer of employment may be conditioned upon
successful completion of a medical and/or psychological examination by a physician
or psychologist designated by the Appointing Authority and/or the Human Resources
Department.
Internal Transfers
Internal transfers which do not change employees' salary level or class within
employees' respective departments may be made by Appointing Authorities, with
notification to the Chief Human Resources Officer. Employees wishing to move
between departments or units where the move would change the employee's salary
level or classification must apply through the Human Resources Department to be
considered for a posted vacancy.
Intergovernmental Transfers
The Chief Human Resources Officer may make arrangements with other
Minnesota governmental employers to transfer current employees. In any case of
transfer between jurisdictions the Chief Human Resources Officer shall determine
that the employee transferring into Anoka County has the necessary qualifications.
Before any such intergovernmental transfer, the Management Committee shall be
advised of the proposed appointment and its reason(s). Such transferred employees
shall be granted all the privileges of other employees in the classified service and
shall be required to serve the necessary probationary period. Except where provided
by law, no benefits from employment in other jurisdictions may be transferred to the
County.
1.

Procedures of Intergovernmental Transfers:
a) The proposed transfer must be in an exempt or difficult to recruit
position.
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b) The department must consider lateral transfers before seeking an
intergovernmental transfer.
c) Prior to contacting the transfer candidate, the originating Department
Head should notify the Chief Human Resources Officer of proposed
contact.
d) The originating department must verify the candidate's job description,
requirements, experience and job performance by submitting an
application and current job description to the Chief Human Resources
Officer.
e) A structured interview format must be used when interviewing the
candidate.
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Section V.

Probation Period
Purpose

The probationary and initial hire probationary period shall be regarded as an
extension of the selections process. It shall be used to closely observe the employee's
work and to reject any employee whose performance does not meet the required work
standards.
Duration
1.
Every person appointed, promoted, transferred, demoted, or reinstated to a
regular position shall be required to successfully complete a probationary period
beginning with the date of the new appointment. An employee who is transferred
between departments shall serve a probationary period beginning with the
effective date of the employee's transfer. An employee who has been transferred
between units may also serve a probationary period at the discretion of the
Appointing Authority. The probationary period shall begin immediately upon
appointment and shall continue for at least six months. Time served in temporary
positions shall not be considered as part of the probationary period.
2.
Employees who have been laid off for more than one year due to lack of
work or funding must serve a probationary period upon being reinstated to active
employment.
Evaluation of Performance
The employee's supervisor shall prepare probationary performance evaluation
reports approximately three months into the probationary period and two weeks prior
to the completion of the probationary period whenever possible. Employees in their
initial hire probation period do not have regular status and are not eligible for
Performance Based Range Movements increases.
Procedures for Recommending Regular Status
The Appointing Authority shall determine if the probationary employee's conduct
or job performance is such that the employee is eligible for regular status. The
Appointing Authority shall certify to the Chief Human Resources Officer if the
employee is to be granted regular status.
Extension of Probation Period
An Appointing Authority may extend the probation period of a probationary
employee up to an additional six months. The Appointing Authority shall notify the
employee in writing as to the reasons for the extension prior to the probation end date.
A copy of this correspondence shall be sent to the Chief Human Resources Officer.
When an employee has a break in service because of an approved leave during the
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employee’s probation period, the probation period will be extended to allow for a full
evaluation period.
Dismissal During the Probationary Period
An Appointing Authority may dismiss a probationary employee anytime during
the probationary period if the employee is unable or unwilling to follow work rules or
to otherwise perform the duties of the position satisfactorily. The employee so
terminated shall be notified in writing of the dismissal and shall not have grievance
rights.
A regular employee who is promoted, transferred or demoted shall serve a sixmonth probationary period in the new position. If an employee who has been
promoted or transferred does not successfully complete the probationary period, the
employee shall be reinstated to a position in the class from which the employee came
(unless the employee is discharged from County service for committing misconduct
warranting dismissal from employment) and serve an additional probationary period.
Benefits During Probation Period
An Appointing Authority may approve a probationary employee’s request to use
FTO and extended medical benefit during the probationary period up to the number
of hours the employee has earned. If the employee separates from employment
voluntarily and in good standing before completing the probationary period, the
employee will be eligible to receive severance pay.
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Section VI.

Employee Separation
Separation from Employment

Generally, employees of the County may be separated from County service for
retirement, resignation, dismissal for cause, reduction or change of work, or lack of
funding.
Resignation
1.

Resignation Notice
An employee may resign from County employment by presenting a
resignation statement in writing to the Appointing Authority. Resignations
are deemed effective upon receipt by an Appointing Authority or other
supervisor. The department must notify Human Resources of the
resignation within 72 hours of receiving it. This 72-hour period includes
weekends and holidays. Resignation notices may be rescinded only before
the final working day. In order to be effective, the rescission must be
approved by the Department Head or Division Manager.

2.

Good Standing
To resign in good standing, an employee must give the Appointing
Authority at least fourteen (14) calendar days’ prior notice. The Appointing
Authority may waive the written notice and time frame when it is deemed to
be in the best interest of the County.

3.

Resignation in Lieu of Disciplinary Action
An employee who resigns in lieu of or in anticipation of disciplinary
action is deemed to have resigned not in good standing.

4.

Resignation by Being Absent from Work without Authorization
An employee who is absent from work without authorization for a
period of three consecutive working days shall be deemed to have
voluntarily resigned. The same may apply when an employee fails to return
to work within three working days of the expiration of an authorized leave.
Penalties

A separation not in good standing shall be noted in the employee's record. In
such case, the employee shall be considered ineligible for reemployment or
reinstatement and the employee may also be denied severance benefits.
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Retirement
Mandatory retirement is not required except as allowed by law for public safety
officers.
Severance Pay
An employee who separates from County employment by retirement, death,
layoff, or resignation in good standing shall receive pay equal to the amount of
accumulated FTO up to 360 hours earned at the date of severance from employment.
A deceased employee’s severance pay shall be paid in accordance with any
applicable state and federal laws.
Furloughs
There are certain events, such as a government shutdown, disasters, loss of
funding or other events where the County determines it needs to furlough employees
by placing certain employees on mandatory leaves due to budget requirements.
Furloughs are not grievable.
1.

Employees Affected
The Human Resources Department will work with department managers
to identify employees affected by the event. Before an employee is placed
on furlough under this policy, it will require the approval of the Chair of the
Management Committee and the County Administrator.

2.

Notice of Furlough
Because of the possible unforeseen nature of an event and the need to
communicate with employees quickly, notification of the furlough will be
made by email to the employee’s work email address. If the employee does
not have a work email address or is out of the office, notification will be
made by letter delivered to the employee at work or by first-class mail to the
address on file at the Human Resources Department. Furloughs may be
phased. The start date of the furlough will be identified in the Notice of
Furlough.

3.

Pay Status
Employees on furlough will be placed on no-pay status. If the employee
has accrued compensatory (comp) time and/or flexible time off (FTO), the
County may require the employee to use these funds to remain on paid
status. If the County does not require the employee to use these funds, the
employee may elect to use these funds to remain on paid status. If the
County requires or the employee decides to use any of this accrued paid
time, the employee must do so in the following order: comp time then FTO.
Funds in each category must be fully exhausted before using funds from the
next available source. Exempt employees, who do not work any part of a
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workweek following the workweek when the furlough begins, will not
receive any pay from the County except for use of accrued paid time as set
forth above.
Employees are encouraged to use these resources during their furloughs
and are reminded that employees who are in benefit-eligible positions must
use at least 30 hours of compensatory time, FTO or other paid leave per
week continuously throughout the leave period to be eligible for the
employer’s contribution toward health, dental, life and long-term disability
insurance, unless required by law.
4.

Standards for Determining Budget-Related Furlough
A budget-related furlough may be implemented where an extraordinary
event would otherwise cause a significant budget impact to occur were a
layoff not used. The County Administrator, in conjunction with the
Appointing Authority, the Chief Human Resources Officer and the County
Board, will determine the length of the furlough. In order to minimize the
economic impact of the furlough, the County may permit affected
employees to work a reduced schedule or partial workweeks in lieu of an
outright layoff.

5.

Policy Review
The County reserves the right to modify this policy at its discretion.
Modifications of this policy are subject to the approval of the Chair of the
Board Management Committee and the County Administrator as more
information regarding the nature and duration of the event giving rise to the
furlough becomes available. If any portion of this policy conflicts with the
Anoka County Rules & Regulations, the terms of this policy override
conflicting provisions in the Rules & Regulations.
Layoff

The Appointing Authority shall select the class or classes of position(s) and
organizations in which layoffs shall occur and the number of employees to be laid off
in the selected class.
The Chief Human Resources Officer shall review and approve the proposed
layoff list before it is implemented.
1.

Order of Layoff
a) Names of all probationary and/or regular employees shall be placed on
the layoff list based upon the inverse order of seniority as outlined in
Section VI. 4. Seniority. Where it is determined that two or more persons
in the class and organization unit in which the layoff is to be made have
equal seniority, the employee with the lowest rating on the most recent
performance appraisal shall be placed on the layoff list first.
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b) When there is a layoff of a supervisory position, order of layoff is in
inverse order of length of service in a supervisory position of the same
classification within the department.
2.

Layoff Notice
Whenever possible, the Appointing Authority shall give at least five
working days written notice of layoff to the employee and the Chief Human
Resources Officer and certify to the Chief Human Resources Officer the
reasons for such layoff.

3.

Demotion or Transfer in Lieu of Layoff
Any employee who is to be laid off and previously served in a lower or
equal job classification within the Department/Division may request a
demotion or transfer by the exercise of seniority rights in such lower or
equal job classification. Any employee who requests and receives a
demotion or transfer to avoid layoff shall be placed in the salary range of the
new job classification in accordance with Section IX.B.3. In no case shall
the demoted or transferred person revert to a lower rate than any rate the
employee previously held in the equal or lower new classification.

4.

Seniority
a) Beginning with the most recent date of employment with Anoka
County, seniority within a specific department for purposes of layoff or reemployment shall be determined by each calendar day of regular service
within that department. Seniority ceases upon separation from the County,
unless separation is due to layoff. Laid-off employees maintain their
seniority but do not gain additional seniority during the layoff period.
Seniority of incumbent employees shall represent the actual total time
worked in the department and shall be in the class of employment to
which the employee's position is allocated or any lower class in which the
employee has served.
b) A person appointed to a limited-term position who was not a regular
County employee before such appointment does not accrue seniority for
purposes of layoff or re-employment. For seniority purposes, a limitedterm employee who previously held a regular position receives credit for
time spent in a limited-term position in the class of employment of the
limited-term position or any lower class in which the employee has served.

5.

Personal Leave in Lieu of Layoff
Any employee who is to be laid off may request Personal Leave Without
Compensation for a period not to exceed 31 days pursuant to a Section XI in
lieu of layoff.
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Recall from Layoff
Recall from layoff shall be in accordance with Section IV.D.3.
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Section VII.

Hours of Work
Work Schedules

County offices will generally be open for business from 8:00 a.m. to 4:30 p.m.
Work schedules for employees vary throughout the County. Supervisors will advise
and/or authorize employees of their individual work schedules. For full-time nonexempt employees, eight (8) hours of work shall constitute a normal work shift, forty
(40) hours constitute a normal work week, and eighty (80) hours a normal two-week
payroll period.
The hours of work shall be set by the respective Appointing Authority, with one
uninterrupted meal period of no less than one-half hour per 8-hour shift. For shifts of
less than 8 hours, the Appointing Authority will determine if a meal break will be
included. Meal periods shall not be paid, not included in the computation of
overtime, nor included in the computation of a normal work shift or payroll period.
Non-exempt employees are entitled to one paid rest period of fifteen (15) minutes in
length during each four (4) hour period of work time. These two 15-minute-break
periods shall be considered time worked for purposes of the computation of overtime.
Overtime
For overtime purposes, each division/department shall use the standard workweek
unless the Chief Human Resources Officer has approved a different workweek. Nonexempt employees will be compensated for each hour or portion of an hour over 40
worked in a workweek either by being paid at the rate of time-and-one-half their
regular rate for hours or portions of an hour over 40 or by being granted
compensatory time off at the rate of time-and-one-half, subject to the following:
1.
A workweek consists of seven (7) consecutive days generally beginning at
12:01 a.m. each Saturday.
2.
The decision as to whether to pay an employee premium wages for overtime
or to grant compensatory time off shall be at the discretion of the Appointing
Authority.
3.
No overtime will be paid or compensatory time accrued for work in excess
of eight (8) hours a day unless such work results in more than forty (40) hours
worked in a workweek.
4.
Overtime will be paid, or compensatory time accrued, only for hours
actually worked in excess of 40 a week. Meal periods and compensatory time off
shall not be counted as hours of work for purposes of determining overtime.
Holiday, FTO, and EMB hours shall be considered hours worked for purposes of
overtime calculation.
5.

Accrual of compensatory time is subject to the following limitations:
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a) No more than 40 overtime hours (60 compensatory hours) can accrue
per employee. If compensatory hours accrue in excess of 60, the excess
shall be paid to the employee the following pay period at the regular rate
of pay being earned by the employee during that pay period. Any variance
from the 60-hour compensatory accrual limit policy must be approved by
the Chief Human Resources Officer, in conjunction with the Management
Committee and County Board.
b) All compensatory time accrued by an employee at such time as the
employee changes departments, changes status from non-exempt to
exempt, reaches the last full pay period of the calendar year or terminates
employment shall be paid to the employee at the rate the employee was
paid immediately prior to the change of status, or the average pay rate for
the previous three years, whichever is higher. Any exceptions to the
payout policy requires prior approval from the Chief Human Resources
Officer, the specific department Division Manager and County
Administrator.
c) The use of compensatory time off shall be at the request of the
employee and subject to the staffing needs of the department with the
approval of the Appointing Authority.
6.
Non-exempt employees shall not work overtime without the prior
authorization of the employee's supervisor. Failure to obtain authorization before
working overtime may result in discipline.
7.
A record of all hours worked shall be maintained in an employee time
system. The Anoka County computerized payroll system is the official record of
FTO, extended medical benefit, and compensatory balances.
8.
Department rules and collective bargaining agreements consistent with
applicable fair labor standards legislation shall govern the scheduling and
overtime practices of employees required to work rotating shifts or other
variations from the standard work schedules.
Exempt Employees
It is the policy of the County to fully comply with the Fair Labor Standards Act.
Exempt employees will be paid on the basis of a biweekly pay period. Their work
hours and assignments will be administered at the discretion of their Appointing
Authority. Exempt employees are not eligible to receive overtime compensation or to
accrue compensatory time, except that deductions will be made if an exempt
employee is absent from work for a full day or more for personal reasons or for
illness and the employee has exhausted accrued leave under the County's FTO or
extended medical benefit plan. Deductions may also be made from the salaries of
exempt employees for disciplinary suspensions, infractions of safety rules of major
significance or for use of intermittent leave under the Family and Medical Leave Act.
Anoka County Personnel Rules and Regulations
Page 46 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section VII. Hours of Work

An employee who believes that an improper deduction from salary has occurred may
notify the Chief Human Resources Officer. The Chief Human Resources Officer will
review the matter and determine if an inappropriate deduction has been taken. If an
improper deduction has occurred, the exempt employee will be reimbursed and
corrective action will be taken to ensure that such deductions do not occur again.
Employees Who Are Placed for On-Call Assignments
Anoka County has several departments where a specific position or job duty requires
an employee to be placed in an on-call status. The duration of the on-call status is
typically equal to one standard shift and the rate is applied per date and indicated on
the employee timesheet. The specific rates vary across the county and the basis by
which the rates were calculated and applied take the following into consideration:
•

•
•
•

Nature and criticality of a specific department and job description
The 24/7 operational requirement for coverage/support
Financial budget of the specific department
Specific project work or specialized technology

Any department that is requesting the application of, or changes to rates for existing
on-call payment must reach out to their respective Human Resources Business
Partner to review the overall change as requested, as well as the specific business
need/s to support the change.
The Human Resources Business Partner would then coordinate with several areas
within the county, as well as other area government entities, and then prepare and
document some analysis which should include the following key data points:
• Current vs. proposed rate
• Financial impact
• Prior two-year history on usage and costs
• Comparison with other departments or similar job descriptions
• Outside county comparison
• Length of time since last increase
The Human Resources Business Partner would then send this information to the
respective department for review and address any questions or concerns.
If the Human Resources Business Partner and the Department agree to proceed, the
information is sent to the HR/Budget Workgroup for an overall review and
recommendation for approval.
The HR/Budget Workgroup would review and communicate any concerns back to the
Human Resources Business Partner. If all is approved, the HR/Budget Workgroup
would indicate the recommendation to proceed and request approval from the County
Administrator, Management Committee and the County Board.
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Inclement Weather and Other Emergencies
County offices shall be open for business on all business days except legal
holidays, holidays established by the Board, and emergency situations, including
inclement weather.
The Anoka County Board of Commissioners will determine whether an
emergency exists in which the public interest will be best served by the closing of a
County office or offices.
1.

Closing of County Buildings due to Weather Emergency
If a County building or facility is closed due to a weather emergency,
subject to the requirements of state and federal law, the following shall
apply:
a) If employees are released before the start of a work shift, non-exempt
employees will not be paid for that shift except by using accumulated
compensatory time, earned FTO, or by making up the time by balancing
hours within the current work week as authorized by the Appointing
Authority. Employees are expected to check the County website, local
AM radio or other communications as directed for announcements of
closings of County facilities and are not to report to work if their work site
is not open. If notice of closing has not been broadcast by 7:15 A.M. of
the workday, employees shall assume that the County facilities will be
open.
b) If employees are released during a work shift, non-exempt employees
on duty will be paid for hours actually worked and may use accumulated
compensatory time, earned FTO, documented extended medical benefit, or
leave without pay for the remainder of that work shift, or may make up the
time by balancing those remaining hours within the current work week as
authorized by the Appointing Authority.
c) Employees and citizens may be advised not to leave the premises
because of severe weather or other emergency conditions, such as
tornadoes, continuing after regular office hours. Simply remaining on the
premises after hours will not entitle employees to compensation.

2.
Closing of County Buildings Due to Bomb Threat or Other Threat to Public
Safety
If a County building is officially closed because of a bomb threat or
other public-safety threat before it is open for business or after it is open for
business but before 12:00 p.m., the following shall apply:
a) Employees are expected to listen to local AM radio for an
announcement of reopening.
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b) If the building is not reopened during the same business day and the
employees are not directed to a different work site, the employees shall be
paid for their full shift as if they had worked it.
c) If the building is reopened for business later that day, employees who
report to work at the designated time will be paid for their full shift as if
they had worked it. Employees who do not return to work or who report
after the designated time may use accrued flexible time off or
compensatory time to replace work hours lost. If there is no accrued
flexible time off or compensatory time, the employee may take leave
without pay or, with supervisory approval, the employee may make up the
time at a later date.
d) If the building closes at 12:00 p.m. or later and the employees are sent
home, the employees shall be paid for their full shift as if they had worked
it.
e) If a County building is not closed or evacuated, but the employee is
anxious or fearful and requests to leave, the supervisor may permit it
unless the employee is classified as an “essential” employee or minimum
staffing levels cannot be met if the employee leaves. In order to be paid
for the time away from work, the employee may use accrued flexible time
off or compensatory time, with supervisory approval, the employee may
make up the time at a later date.
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Section VIII. Classification Plan
Classification Plan
It shall be the duty of the Chief Human Resources Officer to develop and
maintain a Classification Plan so that all positions substantially similar in know-how,
problem solving, accountability, and working conditions are included in the same
class and that the same or similar means of recruitment may be used in filling all
positions within a class and that the same salary range may be applied to various
positions in a class. The plan shall classify positions in accordance with federal and
state laws for all positions within the jurisdiction of the County Personnel System.
The Chief Human Resources Officer shall present the Classification Plan to the
County Board for its approval and its effective date shall be the date of its approval
by the County Board. The Classification Plan shall be on file in the County
Administration Office and shall be available for public review. Classification and
reclassification are not grievable.
Reclassification
When the duties of positions change substantially, the Appointing Authority may
request that the Chief Human Resources Officer review the duties of the position(s).
Alternatively, the Chief Human Resources Officer may initiate such a review. Based
on the results of the review, the Chief Human Resources Officer may reclassify the
position(s) to a higher grade level subject to the approval of the Management
Committee. The Chief Human Resources Officer will, on a periodic basis, furnish to
the Management Committee a report regarding reclassifications that resulted in
allocating the position(s) to lower grade levels. Reclassification shall not be used for
the purpose of avoiding restrictions concerning lay-off, demotion, and promotion.
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Section IX.

Compensation Plan
Compensation Plan

It shall be the duty of the Chief Human Resources Officer to develop and
maintain a Compensation Plan in accordance with federal and state laws for all
positions within the jurisdiction of the County Personnel System. The Chief Human
Resources Officer shall present the Compensation Plan to the County Board for its
approval. The Chief Human Resources Officer shall review and recommend to the
County Board changes in the Compensation Plan whenever conditions require on or
before January 1st of each year.
The Compensation Plan shall be on file in the County Administration and Human
Resources Offices and shall be available for public review.
Administration of Compensation Plan
1.

Beginning Salary
New employees will normally be hired at the minimum or 3% above the
minimum of the appropriate salary range. Any increase beyond 3% over the
minimum of the appropriate salary range must be approved in advance by
the County Board Chair, Management Committee Chair, Department
Director and/or Division Manager, County Administrator, and the Chief
Human Resources Officer based on data to support the salary which shall
not exceed the third quartile of the salary range unless approved by the
Management Committee.

2.

Night Differential
a) Non-exempt employees who are scheduled by their Appointing
Authority to work a shift during evening hours shall be paid a night
differential, the amount of which is determined by the County Board,
provided that at least four hours of the night shift are worked between 6:00
p.m. and 6:00 a.m. of the following day.
b) Non-exempt employees who are normally scheduled to work daytime
hours on weekends as part of the normal workweek are not entitled to a
shift differential.
c) Non-exempt employees who are normally scheduled to work after
6:00 p.m. on weekends as part of the standard work week are entitled to
night differential.

3.

Rates of Pay Upon Promotion, Demotion and Reclassification
a) Salary on Promotion

Anoka County Personnel Rules and Regulations
Page 51 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section IX. Compensation Plan

An employee promoted to a class in a higher salary range shall
receive a pay adjustment that is 3% higher than the minimum of the
new salary range or approximately 3% per grade above the salary from
which promoted as evaluated by Human Resources to achieve proper
equity whichever is greater. Any promotional increase beyond that
provided for above must be approved in advance by the Chief Human
Resources Officer based on data to support such additional increase.
b) Salary on Demotion
For a voluntary demotion, the employee's pay shall be placed
within the salary range for the class of the demoted position. The
Appointing Authority and the Chief Human Resources Officer jointly
shall determine the new pay rate. Employees demoted for disciplinary
reasons shall receive at least a 3% reduction in salary. When an
employee demotes voluntarily to a position in a lower job
classification, there will be at least a 3% reduction in pay, unless
waived in writing by the Chief Human Resources Officer before the
demotion is made.
c) Salary on Reclassification to a Higher Range
An employee reclassified to a class in a higher salary range shall
receive a pay adjustment that is 3% higher than the minimum of the
new salary range or at least 3% above the salary from which
reclassified, whichever is greater. Any increase above 3% must be
approved in advance by the Chief Human Resources Officer based on
data to support such additional increase. Changes to salary will take
effect on the first day of the pay period following approval by the
Management Committee. If a valid request for reclassification is
approved more than 120 days after being received in Human
Resources, the Management Committee may authorize a salary
increase retroactive to the above 120-day time period.
d) Salary on Reclassification to a Lower Range
An employee reclassified to a class in a lower salary range shall be
placed in that new salary range at the employee's existing pay rate.
e) Salary for Employees Working Out-of-Class
A Department Head may appoint an employee to a position where
the employee is working out of class where the incumbent employee is
on an approved leave. Such a temporary appointment shall not exceed
the length of the leave.
With the approval of the Chief Human Resources Officer and the
Division Manager, an employee may work out-of-class to fill a vacant
position for up to three months and may be extended for an additional
three months, with approval.
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An employee who has been assigned to work out-of-class for 15
days or longer shall receive a temporary pay increase in accordance
with paragraph 23.a. When the employee returns to the employee’s
previous position, the salary shall be readjusted to its previous level.
f) Salary Upon Completion of Initial Hire Probation
Upon the satisfactory completion of the probation period newly
hired regular employees may be eligible for a salary increase in
accordance with the compensation plan. In no event shall the
employee be eligible for an initial hire salary increase before the
employee has been in the position for six months, regardless of when
the employee successfully completes probation. This only applies to
the initial hiring and probation period.
Former employees who are re-hired as regular employees are
ineligible for an initial hire probation salary increase when they are rehired into the same or similar job classification that they formerly
occupied, unless waived by Chief Human Resources Officer.
g) Salary Upon Completion of Promotional Probationary Period
Upon the satisfactory completion of the promotional probation
period the employee may be eligible for a salary increase in
accordance with the compensation plan. In no event shall the
employee be eligible for a promotional probationary salary increase
before the employee has been in the position for six months, regardless
of when the employee successfully completes probation. Eligibility
for the promotional probationary increase is based on satisfactory job
performance.
4.

Performance Based Range Movements (Merit Pay)
Eligible employees will receive Performance Based Range Movements
based on job performance. Probationary employees who have completed
their initial hiring probation period will be eligible to receive a Performance
Based Range Movement increase.
Performance Based Range Movements are not grievable.

5.

General Increases
In years when general increases are granted, such increases will be
administered in accordance with the compensation plan.

6.

Pay Equity
In accordance with State law, Anoka County has adopted an
implementation plan to address the issue of Pay Equity for county
employees.

Anoka County Personnel Rules and Regulations
Page 53 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section IX. Compensation Plan

7.

Market Rate Adjustments
Although the County considers internal compensation relationships of
primary importance in maintaining pay equity, it is also necessary to
recognize the external compensation relationships through market rates and
market rate adjustments. Authority to approve market rate adjustments is
delegated to the Management Committee.
Compensation Relationships

Occasionally, management may determine that a substantial salary inequity
(internal or external) or other unique circumstance arises which would justify
modifying an employee's compensation. It is the joint responsibility of the
Management Committee Chair, the Chief Human Resources Officer, and the Division
Manager/Department Head/Elected Official to document the unique circumstances or
basis for a determination of substantial compensation inequity and the appropriate
corrective action. Any corrective action must be certified by the Division
Manager/Department Head/Elected Official to be within the current budget for the
Division/Department/Office. This rule shall only be applied prospectively.
Salary Adjustments
It is Anoka County’s practice to award salary increases through the Performance
Based Range Movement (PBRM) process and adjust the base pay of employees
through the general increase process. Some flexibility, however, is needed to respond
to exceptional circumstances. The intent of extra duty pay and exceptional service
pay is to provide consideration to critical and/or unusual pay administration problems.
A compelling argument must be made as to why it is necessary to increase an
employee’s salary.
1.

Extra-Duty Pay
Supplemental compensation in the form of a base pay differential may
be added for assuming additional assigned duties and responsibilities
beyond those of the regular position. This may occur when a new service or
position is created or an existing position is vacated or eliminated and there
is a greater need to increase the division’s or department’s effectiveness and
efficiency. Extra-duty may be granted for up to six months or until the
employee is no longer performing extra duty, whichever comes first.

2.

Exceptional Service Pay
Anoka County encourages its employees to excel in the performance of
their job duties and to enhance the County’s quality of service.
To recognize an employee’s outstanding contribution, the County may
grant additional pay for exceptional service. Exceptional service pay
provides an employee an opportunity to receive a lump-sum payment for a
special achievement. It may be directly tied to a specific achievement or the
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completion of a special project or a consistent, notable achievement
throughout the year.
The employee’s supervisor(s) and Department Head/Division Manager
must recommend exceptional service pay before the request can be
considered.
a) Performance Criteria
The employee must be performing a task that is outside of their
normal duties or an exceptional level of performance of their duties is
sustained, such as managing a county-wide project or task force, or
working extra hours to complete an implementation project.
Exceptional service pay may be considered where an employee has
taken part in:
(1)
An event that has impact and results in improved
efficiency, work outcomes or morale with the county;
(2)

The quantity exceeds expectations;

(3)

The quality exceeds expectations;

(4)
The employee was performing at a high level for a
measurable amount of time;
(5)

The results show a cost savings or increase in revenue; and

(6)

Is an example of outstanding performance.

Requests for exceptional service pay must be made by the
employee’s supervisor utilizing the Request for Exceptional Service
Pay form available from Human Resources.
Requests should be sent to the employee’s Department
Head/Division Manager/Elected Official who will review it and
comment on it in writing and forward it to the Chief Human Resources
Officer. The Chief Human Resources Officer, the County
Administrator, the County Board Chair, and the Management
Committee Chair will jointly review the requests.
The review process may lead to approval, denial or modification of
the request. Exceptional service pay is provided in increments of
$100. No employee shall receive more than $1,000 in exceptional
service pay in a five-year period during their regular employment with
the County.
The Division Manager of Finance and Central Services or designee
will transfer funds from the General Fund to the appropriate budgets’
line items and issue payment of approved exceptional service pay.
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The Chief Human Resources Officer shall furnish a report of the
recipients to the Management Committee on a calendar year basis.
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Section X.

Performance Appraisal
Performance Appraisal

The performance appraisal system shall be based on position descriptions and
results-oriented performance standards. The performance appraisal shall be designed
to encourage the employee to reach maximum potential and enhance services
provided by the County. Employees shall be evaluated, and a discussion will take
place, based on work performance at least once a year. Salary increases given for
meritorious performance shall be based on such an appraisal. Standards against
which performance is to be measured shall be specific, measurable, related to quality,
quantity, timeliness of work or other reasonable performance criteria determined by
the appropriate supervisor. Appointing Authorities are responsible for the overall
implementation of performance appraisals for employees within their departments.
1.

Performance Appraisal System Requirements
The performance appraisal system shall be implemented in a method
which meets the following minimum requirements:
a) The performance appraisal system shall include an annual performance
evaluation among supervisors and their respective employees.
b) Performance appraisals shall be in writing and both the supervisor and
employee shall each receive a copy.
c) An official copy of the most recent performance appraisal shall be kept
on file in the Human Resources Department.
d) Performance appraisal shall be based on position descriptions and
results-oriented performance standards.
e) The supervisor and employee shall annually review the employee's
position description and performance standards for purposes of updating
and maintaining current descriptions.

2.

When Performance Appraisals are Conducted
Employees shall also be evaluated at the following times:
a) After the completion of approximately three months of service with
the County.
b) Before completion of the six-month probationary period for new
employees and for employees promoted, transferred, demoted, reclassified
or reinstated into a new classification.
c) Annually, once probation has been successfully completed.
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d) Any time the Appointing Authority feels it is in the best interest of the
employee or the County.
Record of Performance Appraisal
Performance appraisals shall be conducted in the form and manner described by
the Chief Human Resources Officer. Performance appraisals are not grievable.

Anoka County Personnel Rules and Regulations
Page 58 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section XI. Employee Benefits

Section XI.

Employee Benefits
Time Off with Pay
1.

Holidays - Official holidays of the County are:
New Year's Day

January 1

Personal Holiday

Accrued on first day of first
full pay period in January

Martin Luther King Day

Third Monday in January

President's Day

Third Monday in February

Memorial Day

Last Monday in May

Independence Day

July 4th

Labor Day

First Monday in September

Veterans' Day

November 11

Thanksgiving Day

Fourth Thursday in November

Friday after Thanksgiving

Friday after Thanksgiving

Christmas Day

December 25th

a) When a holiday falls on a Saturday, the preceding Friday shall be
considered the holiday for employees. Similarly, when a holiday falls on a
Sunday, the following Monday shall be considered the holiday.
b) When December 24th falls on a weekday other than Friday, an
employee is granted a paid half-shift (up to four hours) of holiday pay.
Additionally, when December 24th falls on a Monday through Thursday,
non 24-hour facilities will remain open until noon, unless business needs
differ, and then a paid, one-half shift (up to 4 hours) is granted.
Any non-exempt employee who is required by the Appointing Authority
to work during a designated holiday, shall be compensated for hours
worked on the holiday by being paid at the rate of time-and-one-half their
regular rate or by being granted compensatory time off at the rate of timeand-one-half plus straight holiday pay or equal time off. To be eligible to
receive compensation for an observed holiday, an employee must be on
active regular status on the holiday. Regular part-time employees and
employees who are on a reduced schedule shall be paid on a pro rata basis
for holidays based upon the position’s FTE. Paid holidays that occur
during a period of FTO or extended medical benefit are not counted as
days of FTO or extended medical benefit. Employees may observe a
religious holiday on a day that does not fall on a Sunday or a legal holiday.
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Observance of such religious holiday shall be taken off without pay unless
the employee uses accumulated FTO or deferred holiday hours.
c) A regular employee who is on a disciplinary suspension is not eligible
for holiday pay during the suspension period.
d) All holidays must be used by the last day of the last full pay period in
the calendar year or they will be forfeited.
2.

Flexible Time Off (“FTO”)
Each person employed on a full-time basis in a Regular position shall earn
paid FTO. Any such employee in a part-time (less than forty (40) hours per
week) position shall earn paid FTO on a pro rata basis. FTO may be taken
only to the extent it is earned; employees may not use the accrual they will
receive on the current pay period’s paid hours. Supervisors may not authorize
advancing FTO not yet earned to an employee. The amount of FTO available
annually to full-time regular employees is based on the length of employment
using their accrual date according to the following schedule:

Completed Years of Employment

Flexible Time Off Accrued
Days
Per
Year

Hours
Per
Year

Hours
Per 80 Hour
Pay Period

Hire date through
the 5th anniversary

24

192

7.38

After the 5th anniversary through
the 10th anniversary

27

216

8.30

After the 10th anniversary through
the 15th anniversary

30

240

9.23

After the 15th anniversary

33

264

10.15

The County computerized payroll system is the official record for FTO,
extended medical benefit, and compensatory balances.
With supervisory approval, employees may request earned FTO for any
reason. Accrued FTO must be used for illness or injury necessitating
absence from work, except when the employee is eligible for extended
medical benefit. Paid holidays that occur during FTO shall not be counted
as FTO. Good communication and advance planning are essential. FTO
requests should be submitted to the employee's supervisor with at least two
weeks’ notice whenever possible. The Appointing Authority may require a
release of information or medical certificate before approving unscheduled
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FTO. The Appointing Authority retains the sole discretion in granting or
denying FTO requests.
Employees may carry over accumulated FTO hours from one year to the
next up to a maximum of 360 hours. Accumulated FTO may not exceed
360 hours on the last day of the first pay period of the new year.
Upon separation in good standing, or retirement in good standing, from
County employment, a severance payment computed at the regular
employee's current salary rate shall be made for FTO earned up to a
maximum of 360 hours.
The Appointing Authority with the approval of the Chief Human
Resources Officer may offer a prospective employee credit for years of
employment worked before employment with Anoka County, solely for the
purpose of computing the number of FTO days per year to which the
prospective employee would be entitled upon employment with Anoka
County. Credit shall only be offered in situations where the prospective
employee's training, education and experience makes the prospective
employee uniquely qualified for the job for which application has been
made. In no event shall the credit given put the prospective employee in a
better position than current employees who hold substantially equivalent
positions, and who are similarly situated with regard to training, education
and experience. To ensure appropriate use of this FTO credit, a report will
be furnished to the Management Committee on a calendar year basis.
a) Leave Donation Program
Employees may donate earned FTO or VAC to the Leave Donation
Program; this program converts the dollar value of the FTO or VAC and
places this into a pool of funds, which can be available to qualifying
employees who have exhausted all sources of paid time off and facing a
catastrophic health condition or taking leave for bereavement after the
death of an immediate family member. A catastrophic health condition
may include major or severe illness which could include life threatening
illnesses, coma, cancer and other severe conditions requiring an extended
recovery. Caring for an immediate family member may qualify as a
catastrophic health condition. The phrase “all sources of paid time off”
includes FTO, extended medical benefit, and compensatory time. Donated
FTO or VAC will be reserved in a pool that is available to Anoka County
employees under the following conditions:
(1) The proposed recipient wants to participate and completes the
Employee Application for Requesting Leave Donations and send to
Human Resources at RS-HR-Leaves@co.anoka.mn.usRS-ERLeaves@co.anoka.mn.us. .
(2) The Department Head and Chief Human Resources Officer agree that
a qualifying catastrophic health problem exists, or death occurred, based
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on the application submission to Human Resources. If approved, the
employee may receive payment from the pooled funds equivalent to the
receiving employee’s hourly rate and regularly scheduled hours prior to
the catastrophic event.
(3) Due to the death of an immediate family member, the proposed
recipient may receive funds that are equivalent up to five days of FTO or
VAC.
(4) Any employee wishing to donate accrued FTO can do so at any time
and should complete the Employee Request to Donate FTO or VAC Hours
found on the employee intranet and send to the Human Resources
Department at RS-HRMS@co.anoka.mn.usRS-ER@co.anoka.mn.us.
(5) The employer may require medical certification of the catastrophic
health problem and information regarding its expected duration.
(6) Any donated FTO or VAC hours will be deducted from the donor and
credited to the recipient at the hourly value of the donor's pay rate. For
example, if the donor’s rate of pay is $20/hour and the recipient’s rate of
pay is $10/hour, the recipient will receive two hours of FTO at the
receipient’srecipient’s own rate for every hour the donor donates.
3.

Extended Medical Benefit
Extended Medical Benefit (EMB) is an income-protection insurance that
regular employees accrue. Extended medical benefit may be used after the
first forty (40) consecutive work hours (prorated for part-time employees
based on their operational FTE) of an absence for the employee’s illness,
injury, child birth or pre-adoptive placement of a child, or inpatient or
outpatient treatment for alcoholism or drug addiction. It may also be used to
care for the employee’s immediate family member’s illness or injury.
Within up to six (6) months of the last use of EMB for that qualifying
absence, EMB may be used intermittently due to the continuation,
recurrence or relapse of the original, qualifying absence. If more than six
(6) months have elapsed since EMB was used for that qualifying absence,
the employee must satisfy another forty (40) consecutive work hours of
absence (prorated to operational FTE) due to that qualifying reason, before
again accessing EMB.
Extended medical benefit may be used to supplement the short-term
disability benefit (if the employee purchased it though Anoka County), and
the County-provided long-term disability benefit to bring the employee’s
total gross salary to 100%.
Extended medical benefit may be taken only to the extent it is earned;
employees may not use the accrual they will receive on the current pay
period’s paid hours.
Full-time, regular employees shall accrue extended medical benefit
according to the following schedule. Part-time employees accrue extended
medical benefit on a prorated basis.
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Extended Medical Benefit Accrual
Days Per Year

Hours Per Year Hours Per 80
Hour Pay Period

8

64

2.4640

Immediately upon the birth of the employee’s child or pre-adoptive
placement of a child, an employee may use up to five (5) weeks of earned
extended medical benefit after satisfying the initial forty (40) consecutive
hours of absence (prorated for part-time employees).
Employees shall notify their immediate supervisor on the first day of
illness or injury and at appropriate intervals as required by the supervisor.
When possible, FTO and extended medical benefit shall be requested in
advance. The Appointing Authority and Chief Human Resources Officer
are the final authorities on all extended medical benefit decisions.
Any employee using extended medical benefit will be placed on a
concurrent leave and will be required to provide documentation to support
the need for EMB usage.
Extended medical benefit may accrue up to 720 hours (90 days), and
shall cease to accrue until the balance drops below 720 hours. Employees
may carry over accumulated extended medical benefit time (up to the
maximum of 720 hours) from one year to the next.
Since extended medical benefit is intended to provide income protection
in the case of an illness or injury, it is not payable as severance upon
separation from employment.
Upon re-employment, prior extended medical benefit balances will not
be restored.

4.

EMB for Bereavement
Employees may use a maximum of three (3) days of accrued Extended
Medical Benefit (EMB) in a calendar year (not per incident) for the
bereavement of the death of an immediate family member (as defined in
Section II) without having to first satisfy the forty (40) consecutive hours
waiting period. The three days of EMB bereavement leave must be used
within 30 days of the death unless there are special circumstances for which
the employee’s Appointing Authority grants approval.

5.

Banked Sick Leave Benefit
Banked sick-leave hours are available for use only after the employee
has exhausted all FTO and EMB hours. Any banked sick leave hours
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remaining upon separation from employment shall have no cash value and
will not be paid out as severance.
6.

Short-Term Disability
Benefit-eligible, regular employees may purchase Short-Term Disability
(STD) insurance through Anoka County, subject to underwriting. The STD
benefit payments are integrated so that an employee using any combination
of paid time that totals 30 hours or more per week shall continue to be
covered by the County’s health, dental and life insurance benefits in
accordance with Section 11.C.1, 2, and 3. The employee will remain
financially responsible for the employee-paid premium portion of such
insurance coverage.

7.

Workers' Compensation
a) An employee who is temporarily disabled from work as a result of an
injury or illness sustained in the performance of the employee's work with
Anoka County shall be eligible for Workers’ Compensation subject to the
provisions of the State of Minnesota Workers’ Compensation Law.
Employees shall continue to accrue FTO and EMB while receiving
Workers’ Compensation. Upon release by a treating physician, employees
injured on the job may be returned to work on a limited-duty basis to their
regular department or to another department on a temporary basis.
b) Any employee who by reason of sickness or injury receives Workers'
Compensation benefits may do either of the following:
(1)
Keep the Workers' Compensation benefits and receive from
the County an additional differential benefit from accumulated
FTO or (after five (5) working days) EMB or other accumulated
leave time; or
(2)
Keep the Workers' Compensation benefits only. In no case
may the total weekly rate of compensation exceed the regular wage
of an employee. An employee who is on a Workers'
Compensation leave may not work another job without the prior
approval and written consent of the Appointing Authority.
c) Insurance Coverage. Employees who are unable to work as a result of
a work-related injury shall continue to be covered by the County’s health,
dental, and life insurance benefits in accordance with Section 11.C. Such
coverage shall remain in effect until the employee returns to work. The
employee will remain financially responsible for the employee-paid
premium portion of such insurance coverage during the entire injury
period.
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8.

Leave to Evaluate Fitness for Duty
a) The Appointing Authority may place an employee on a leave when
there is a reasonable belief that the employee's medical or psychological
condition adversely affects the employee’s fitness for duty. An employee
may be placed on such a leave when the employee’s medical or
psychological condition:
(1)

Poses a threat to the employee’s own health or safety.

(2)
Poses a threat to the health or safety of others in the
workplace; or
(3)
Adversely affects the employee’s ability to perform the
essential functions of the employee’s current position.
b) The County may require medical certification of the employee's fitness
for work and other related medical opinions. If the Appointing Authority
deems it necessary, the employee may be required to obtain a second
medical opinion from a physician or psychologist of the Appointing
Authority’s choice. The Appointing Authority will make reasonable
accommodations whenever possible for an employee with a disability as
defined by the Americans with Disabilities Act.
Leaves with Pay
a) Funerals - Earned FTO may be taken in the event of a death of a
family member or friend.
b) Military Leave for Training Purposes - Employees who are members
of any reserve component of the military forces of the United States or
National Guard shall be granted leave of absence with compensation not
to exceed fifteen (15) working days per year when ordered.
c) Jury Duty - Employees subpoenaed as witnesses or called for jury duty
shall receive their regular compensation and other benefits less the amount
of jury or witness fees. Any travel reimbursement may be kept by the
employee.
d) Election Days – Full-time employees who are entitled to vote in any
regularly scheduled state primary or general election, any election to fill a
vacancy in the Office of United States Senator or United States
Representative, an election to fill a vacancy in the office of state senator or
state representative, or a presidential primary, may be absent from work
for the purpose of voting on such election day without deduction from
salary or wages on account of such absence. Employees who are not
eligible to vote or have no intention to vote shall report for work at the
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regularly scheduled time. When requested by the supervisor, the
employee shall notify the supervisor or manager in advance of the
employee’s intent to be absent from work to vote and the general time
frame of the absence, so that the supervisor can arrange adequate coverage
throughout the workday. In no event will the employee be denied a
reasonable time off to vote.
e) Bone Marrow Donation Leave - An employee who works more than
20 hours per week will be granted a leave with pay to undergo a medical
procedure to donate bone marrow. A physician's verification regarding
the purpose and the length of the absence may be required. This leave
may not exceed 40 hours, unless agreed to by the County.
f) Administrative Leave - The County Administrator, division managers,
appointed department heads, County Attorney or Sheriff may authorize a
paid administrative leave. Examples of when an administrative leave may
be granted include when potential employee misconduct is being
investigated or an employee is undergoing a fitness-for-duty examination.
g) Organ Donation Leave – An employee who works more than 20 hours
per week may request a leave with pay to undergo a medical procedure to
donate an organ or partial organ to another person. The combined length
of the leave shall be determined by the employee, but shall not exceed 40
hours for each donation, unless agreed to by the County. A physician’s
verification regarding the purpose and the length of each leave may be
required. If there is a medical determination that the employee does not
qualify as an organ donor, the paid leave of absence granted to the
employee before that medical determination is not forfeited.”
Leave Types:
Personal Leave - Personal leaves may be granted for up to six (6)
calendar months to an employee for any reasonable purpose and extended
for any reasonable period. Employees shall submit a request documenting
the reason for the leave and the probable duration. The Appointing
Authority and the Chief Human Resources Officer shall determine if the
leave will be approved. Before a personal leave may be extended beyond
six months, it must be approved by the Appointing Authority, the County
Administrator and the Chief Human Resources Officer. An employee on
personal leave may not engage in non-County employment without prior
written approval.
1.

Parenting and Medical Leave Under the Family and Medical Leave Act
a) General Rule
Under the Family and Medical Leave Act ("FMLA") any
employee who has worked for Anoka County for at least twelve
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months (the twelve months need not be consecutive) and a minimum
of 1,250 hours is eligible for leave under FMLA. The employee must
have worked at least 1,250 hours during the twelve months
immediately before the leave begins. Under the FMLA, an employee
may request leave for the birth or adoption of a child; to provide care
of the employee, the employee's spouse, child or parent with a serious
health condition; or certain military exigencies. Eligible employees
are entitled to take up to twelve weeks of unpaid leave.
During the employee's FMLA leave, life, health and dental benefits
remain in effect. Anoka County continues to pay the employer's
portion of the life, health, and/or dental premiums. The employee is
obligated to pay for the employee’s portion of the insurance premium
during this period. In the event that the employee does not return to
work after the FMLA leave has been exhausted or expired, Anoka
County will recover from the employee, that portion of the life, health
and dental care premiums that the County paid out during the
employee's leave.
A copy of the FMLA Policy is provided in its entirety as Appendix
C. If there is a variance between this summary and the policy itself,
the policy shall govern.
b) Leave Request Process
(1)
The employee must make the request thirty (30) days prior
to leave if the leave is foreseeable. If it is not possible to give
thirty days’ notice, the employee must give as much notice as
practicable.
(2)
The employee must commence a parenting leave within
twelve months after the birth or adoption of the child.
c) Reinstatement after Parenting or Medical Leave
(1)
Employees returning from a parenting or medical leave of
longer than one month must notify their supervisor at least two
weeks prior to their anticipated return date.
(2)
Employees returning from parenting or medical leave shall
retain all previously accrued benefits of employment and seniority
as if there had been no interruption in service, unless the employee
is covered by a collective bargaining agreement which provides
otherwise.
(3)
Employees shall return to their former position or an
equivalent position with equivalent employment benefits, pay, and
other terms and conditions of employment.
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d) Minnesota Pregnancy, Parenting, Family Care, and Safety Leaves
Employees who do not qualify for FMLA leave may, under certain
circumstances, qualify for pregnancy and parenting leave of up to 12
weeks under state law. The employee must make the request thirty
(30) days prior to leave if the leave is foreseeable. If it is not possible
to give thirty days’ notice, the employee must give as much notice as
practicable.
Pursuant to state law, an employee may use FTO or other sick
leave benefits to provide care due to illness or injury for a child, adult
child, spouse, sibling, parent, mother-in-law, father-in-law, grandchild,
grandparent, or stepparent. Such leave is subject to the same terms
upon which the employee is able to use FTO or other sick leave
benefits for the employee’s own illness or injury, and is subject to
limitations in duration as reasonably established by the employer.
An employee may also use FTO or other sick leave benefits to
receive assistance, or to provide assistance to the family members
identified in the preceding paragraph, because of sexual assault,
domestic abuse, or harassment or stalking, as those terms are defined
under Minnesota law. See Minn. Stat. § 181.9413(b).
2.

Absence without Leave
Any unauthorized absence from duty shall be deemed to be absent
without leave. Any such absence shall be without pay and may be grounds
for disciplinary action. Any employee who is absent for three (3)
consecutive working days without authorization shall be deemed to have
abandoned the position and resigned. An Appointing Authority may
reinstate such employee where appropriate.

3.

Medical Leave of Absence
A medical leave of absence to recover from illness or injury may be
granted to employees who are either ineligible for leave under the County
FMLA policy or who have exhausted their entitlement to that leave. A
medical leave may be granted immediately upon the birth of the employee’s
child or pre-adoptive placement of a child through week six if the employee
does not qualify for FMLA or MN parental leave. A medical leave of
absence may also be granted to an employee to take care of an immediate
family member who is recovering from an illness or injury and who is either
ineligible for leave under the FMLA policy or who have exhausted their
entitlement to that leave. The employee will be required to provide a
statement from a healthcare provider stating the need for the leave, the
expected duration of the leave, and a general explanation of the nature of the
medical condition. An employee requesting a medical leave of absence for
up to 6 months must have the leave approved by the employee’s Appointing
Authority and the Chief Human Resources Officer. The leave may be
extended up to an additional 6 months by the Appointing Authority, County
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Administrator, and in consultation with the Chief Human Resources Officer.
Failure to return to work at the expiration of the medical leave will be
considered a voluntary resignation. Such leave is subject to prior
certification by the attending medical authority or a medical authority
designated by the County. Returning employees for their own medical
reason may be required to submit certification from their physician of
fitness for duty. An employee who has been off work for a year or more
must serve a probationary period before being returned to regular status.
4.

Military Leave for Extended Service
In accordance with the Uniformed Services Employment and Reemployment Rights Act of 1994, 38 U.S.C. § 4301, et seq., a qualified
individual who has accumulated up to five years of service-related absences
is generally entitled to re-employment if the employee gives the necessary
advance notice and reports back to work in a timely manner as set forth in
the Act.

5.

Leave to Attend Military Ceremonies
Unless the leave would unduly disrupt operations, an employee may
request an unpaid leave of absence to attend a send-off or homecoming
ceremony for any of the following family members, who as a member of the
United States armed forces, have been ordered into active service in support
of a war or other national emergency: grandparent, parent, legal guardian,
sibling, child, grandchild, spouse, fiancé or fiancée. “Active service” means
state or federal active service, or federally funded state active service. The
County may limit the amount of leave provided under this subdivision to the
actual time necessary for the employee to attend a send-off or homecoming
ceremony for the mobilized service member, not to exceed one day’s
duration in any calendar year.

6.
Leave for Family Members of Military Personnel Injured or Killed in Active
Service
An employee whose immediate family member has been injured or
killed while engaged in active duty or service for the United States armed
forces may request an unpaid leave of absence of up to ten (10) working
days. This leave is also available where the employee’s immediate family
member is recovering from injuries that occurred before June 2, 2006. For
purposes of this section, “immediate family member” means the employee’s
parent, child, grandparent, sibling or spouse. “Active service” means state
or federal active service or federally funded state active service. The
employee must give the Appointing Authority as much notice as is
practicable of the employee’s intent to exercise this leave.
7.

School Conference and Activities Leave
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An employee, with reasonable prior notice, may request up to 16 hours
of unpaid leave to attend school conference or school-related activities of an
employee's child. This leave may only be considered if the above activities
cannot be scheduled during non-work hours. The 16 hours maximum time
off without pay cannot be exceeded during a 12-month time period. This
leave must be without pay, unless FTO or compensatory time is used.
8.

Special Conditions on Leaves without Pay
a) Limitations
(1)
If the employee does not return to work for a minimum of
30 calendar days following the leave of absence, the County may
require the employee to reimburse the County the amount it paid
towards the employee’s health insurance premiums for that period.
(2)
Failure on the part of the employee to request and receive
authorization for an extension before expiration or to notify the
Department Head three working days after the expiration of such
leave shall be considered a resignation.

Reinstatement from Leave of Absence - Upon return from a leave of absence, the
employee shall be assigned to the previously held position or a position in a
comparable class except as otherwise provided. An employee may request to return
before the leave expires with medical documentation if applicable.
Insurance Benefits
1.

Health Insurance as Required by Federal Law
a) Purpose
Under federal law, Anoka County offers health insurance to certain
categories of employees. The purpose of this section is to comply with
federal law.
b) Eligibility
(1)

Regular Full-Time Employees
Health coverage will be provided for regular employees
who are in a benefit-eligible position and compensated for a
regular schedule of 30 hours per week or more. A set dollar
amount will be provided as the County's contribution toward
single and/or family health coverage premiums. The County
will review its contribution on a yearly basis.
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Employees who are not compensated for a regular schedule
of 30 or more hours per week will not qualify for health
insurance coverage.
Benefits coverage for employees hired into a benefiteligible position will be the first of the month after their start
date.
(2)
Other Categories of Employees Who Qualify for Health
Insurance Required by Federal Law
Generally, all other employees, including: regular parttime, temporary, seasonal, substitute, student and
intermittent/casual are NOT eligible for health insurance
coverage. They will not qualify for coverage if, at the time of
hire, they are not reasonably expected to work an average of at
least 30 hours per week (or 130 hours per calendar month).
In rare instances, an employee in one of these categories
may be eligible for health insurance benefits under federal law.
These rare instances will be determined by applying complex
provisions contained in federal law, including a look-back
period, measurement period, stability period, safe harbors, and
the like.
c) Employer’s Contributions Toward Health Insurance Premiums
A set dollar amount will be provided as the County’s contribution
toward single and/or family health coverage premiums. The County
will review its contribution on a yearly basis.
(1)

Dental Benefits
Dental benefits will be provided for regular employees who
are in a benefit-eligible position and compensated for a regular
schedule of 30 hours per week or more. A set dollar amount
will be provided as the County's contribution toward single
and/or family dental coverage. The County will review its
contribution on a yearly basis.

(2)

Life Insurance
Regular employees who are in a benefit-eligible position
and compensated for a regular schedule of 30 hours per week
or more will be provided with life insurance coverage.
Employees provided this benefit may purchase, through payroll
deduction, additional term life insurance to supplement the
insurance coverage provided by the County. Life insurance
coverage provided by the County terminates when employment
ends.
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(3)

Long-Term Disability
Regular employees who are in a benefit-eligible position
and compensated for a regular schedule of 30 hours per week
or more shall receive Long-Term Disability coverage. This
coverage provides a specified percentage of income protection
up to a maximum monthly benefit in the event of permanent
and total disability after a waiting period of 90 days. The cost
of this coverage is paid by the County.
The Long-Term Disability (LTD) payments are integrated
so that any combination of paid FTO leave, Social Security,
P.E.R.A., Workers’ Compensation, and LTD will not exceed
an employee's regular gross pay.
The LTD benefit payments are integrated so that an
employee using any combination of extended medical benefit,
FTO, and LTD that totals 30 hours or more per week shall
continue to be covered by the County’s health, dental and life
insurance benefits in accordance with Section 11.C.1, 2, and 3.
The employee will remain financially responsible for the
employee-paid premium portion of such insurance coverage.

Employee Assistance Program
This program provides regular employees and their families with full, no-cost
access to independent, confidential and professional assessment and short-term
counseling services. An organization not affiliated with the County provides
assistance with work-related problems, marital difficulties, family relationships, legal
matters, financial concerns, alcohol and drug dependency and mental health matters.
An employee may get help 24 hours a day, 7 days a week. Any information the
employee gives to a counselor is not available to anyone connected with the County,
unless authorized in writing by the employee.
Employee Recognition Program
In recognition of total regular years of service as County employees, or elected
officials, the County Administrator and Chief Human Resources Officer shall
annually determine the form of recognition to be given for five (5) years of service,
and each five-year increment thereafter.
The County will develop and administer a program which awards the excellence
of individual employees and/or employee groups. It will provide a reasonable
monetary award and/or token of appreciation to the award recipient. Recognition
awards, costs, and employee eligibility will be reviewed on an annual basis.
A public gathering may be held in recognition of an employee who has resigned
or retired. The County may contribute a reasonable amount toward the expenses of
such a gathering. The gathering shall be open to staff and the public.
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Deferred Compensation Program
The County provides employees the opportunity to participate in deferred
compensation plans which allow employees to place a portion of their earnings into a
pre-tax and/or post-tax deferred investment program.
This allows employees to defer present income for long-term savings to
supplement retirement. Several different types of investment options are available.
These accounts do not offer loan provisions for active employees. Funds may not be
withdrawn until the employee leaves employment.
Flexible Benefits Program
The County’s Flexible Benefits Plan has three parts. Premium conversion which
allows the employee to pay for monthly parking fees and the employee’s portion of
health and dental insurance premiums with pre-tax dollars; the Health Care
Reimbursement Plan, which allows eligible employees to participate in an account
that provides reimbursement for certain health and dental care expenses not
reimbursed by insurance; and the Dependent Care Reimbursement Plan, which
provides an account for reimbursement of dependent care expenses (e.g., child care).
Employees who participate in these plans can reduce their tax liability and lower the
employer-paid taxes as well. A Summary Plan Description for the County’s Flexible
Benefits Plan is available through Human Resources.
Adoption Assistance Reimbursement
Employees with 12 full consecutive months of employment may apply for
Adoption Assistance Reimbursement of up to $1,500 per child not to exceed the
actual cost of the qualifying expenses of the adoption, plus any required Social
Security and Medicare contributions.
Continuation of Benefits Upon Loss of Eligibility (COBRA)
Medical, dental, vision and life insurances have continuation options.
1.
Medical Insurance, Dental Insurance, Vision (materials) Coverage and/or
Life Insurance
Employees with medical, dental, vision or life insurance benefits, who have
separated from County employment for reasons other than gross misconduct may
continue on the County’s medical, dental, vision or life insurance plans (as previously
elected) for up to eighteen months after termination. An employee whose hours have
been reduced to the point that the employee is no longer eligible for insurance may
also continue enrollment with the County's group plans, in accordance with state and
federal law for eighteen months beyond the date of disqualification Other events,
such as Medicare eligibility, may qualify an employee for continuing coverage of up
to twenty-nine months. In addition, the employee's spouse and dependents who
survive an employee, may extend their enrollment with the County's group medical,
dental and/or vision coverage plan until the earlier of the following:
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a) the date the surviving spouse becomes covered under another group
health plan; or
b) the date coverage would have terminated under the group policy had
the employee lived.
Any continuing coverage premiums must be paid in full by the separated
employee, their spouse or their dependents, or coverage will lapse. Employees
subject to collective bargaining agreements will adhere to the provisions of the
agreement relating to benefits.
When an employee terminates employment, the County will pay the employer's
portion of the health and dental premiums for the current month of coverage.
Other Employee Benefits
The County Board shall provide funds for the purpose of increasing work
productivity and promoting better relations between employees and the County.
These funds shall be expended upon the recommendation of the Anoka County
Employees Club or similar employee organization designated by the County Board,
subject to approval of the expenditure by the Anoka County Administrator or his/her
designee. Expenditures under this provision shall include, without limitation, the
following:
1.

an employee holiday function and other employee functions;

2.
an employee funeral memorial, the amount of which shall be established by
the Employees Club upon the following occurrences: death of a member of the
employee’s immediate family or death of an employee. Notice to the Employees’
Club of such death must be provided within a reasonable period of time for the
benefit to be provided; and
3.
the reasonable expenses of the employee organization in carrying out its
functions set forth herein.
Remote Work
Remote Work is defined as work that is completed outside of the assigned
primary office location within Anoka County and allows employees to work at
home, in a satellite location, or other location as approved by Anoka County, for
all or part of their assigned workweek. The agreed upon Remote Work location
should be within a reasonable distance to the primary office location to ensure
employees can come to the primary work location when necessary or as directed.
Anoka County considers Remote Work to be a viable, flexible work option when
both the employee and the specific job are suited to such an arrangement. Remote
Work may be appropriate for some employees, departments, and jobs, but not for
others. Remote Work arrangements can be temporary, part-time, or full-time.
Remote work arrangements are at the discretion of division and department
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leaders in consultation with Human Resources and are dependent on the nature
and function of the specific job responsibilities and departmental needs. Remote
Work is not an entitlement or countywide benefit, and in no way changes the
terms and conditions of employment with Anoka County, including eligibility for
certain benefits.
The specific requirements, eligibility, and other factors asnd conditions of
remote work should be referenced in the specific rRemote wWork policy found
on the County’s intranet. Employees should consult with their supervisors and/or
Human Resources for all questions and to discuss/request a Remote Work
arrangement. Employees who are approved to work remotely will be required to
review and follow all requirements as described in the Remote Work policy, as
well as agree to and provide signature confirmation with a Remote Work
Agreement.in consultation with supervisors and Human Resources. The use of
Anoka County’s Remote Work policy can be found in Appendix E.
Formatted: Indent: Left: 1"

Benefits for County Retirees
1.

Retiree Benefit Limitations
a)
On an employee’s last day of employment, the employee must be
in good standing and carrying the Anoka County sponsored medical,
dental or life group insurance plans in order to continue to participate in
that health, dental or life group insurance plan as a retiree. Any other
insurance benefits in place will end with the employee’s retirement. As
required, COBRA or MN Continuation coverage will apply for the
appropriate insurance benefits.
b)
A retiree who does not elect to continue to participate in any
County group insurance plan does not have a right to re-enter the County’s
group insurance plans at a later date.
c)
If a retiree interrupts his/her continuous participation in the
County’s medical, dental or life group insurance plans, the retiree’s rights
to coverage are irrevocably forfeited.
d)
A retiree who initially selects family coverage may change to
single coverage. A retiree may drop single coverage and change to family
coverage upon a qualifying event or at open enrollment.

2.

Employees Newly Hired on or After January 6, 2007.
Starting January 6, 2007, employees who have not previously been
employed in a regular position, or were rehired after June 1, 2019, for
Anoka County are ineligible to receive an employer contribution towards
the County’s medical, dental and life group insurance plans upon retirement.
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3.

Retirees with Less than Ten Years of Benefit-Eligible Service

Retirees with less than ten years of benefit-eligible service with Anoka
County may continue to participate in the County’s life, medical and dental
insurance plan upon retirement. Such a retiree must pay the entire premium for
continuation coverage.
4.
Medical Insurance Benefits for Retirees with Ten or More Years of BenefitEligible Service
a)
Employees with regular service on or before January 5, 2007 must
have at least ten years of benefit-eligible employment to qualify for
contribution from the county towards group insurance upon retirement.
b)
When the retiree qualifies for federally-subsidized medical
coverage, the County will contribute the same amount described below
toward payment of federally-subsidized medical and/or supplemental
medical coverage.
c)
In no event shall the County’s contribution exceed the cost of the
retiree’s medical premium.
d)
For purposes of calculating years of benefit-eligible service, any
unpaid leave of absence that extends beyond one year will not be counted.
The County shall make the following monthly contributions toward a qualified retiree’s
individual or family health insurance plan:
Employer’s Contribution to Retiree’s Medical Insurance Coverage
Years of BenefitEligible Service

Individual Medical
Insurance Coverage

Family Medical Insurance Coverage

10 - 15

One-half of the
employer’s contribution
for single coverage

One-half of the employer’s contribution
for single coverage plus $2.65 for each
full year of service toward the County’s
family medical insurance plan.

16 – 21

Full amount of the
employer’s contribution
for single coverage

Full amount of the employer’s
contribution for single coverage plus
$3.60 for each full year of service toward
the County’s family medical insurance
plan.

22 - 29

Full amount of the
employer’s contribution
for single coverage

Full amount of the employer’s
contribution for single coverage plus
$4.15 for each full year of service toward
the County’s family medical insurance
plan.
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30 or more

5.

Full amount of the
employer’s contribution
for single coverage

Full amount of the employer’s
contribution for single coverage plus
$4.60 for each full year of service toward
the County’s family medical insurance
plan.

Benefits After Retiree's Death
Upon the death of a retiree, the surviving spouse and/or dependent
children may stay on the County's insurance plans at their own cost as
required by law.
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6.

Retiree Life Insurance
Retirees with regular service on or before January 5, 2007, and with at
least ten years of interrupted or uninterrupted benefit-eligible County
service will receive a $2,000 group term life insurance policy at no cost to
the retiree. Employees newly hired on or after January 6, 2007 are eligible
to continue coverage as a retiree but there is no County contribution
towards the premium upon retirement.

7.

Retiree Dental Insurance
A retired employee may continue on the County’s dental insurance plan at
the time of retirement. Retirees who elect to continue dental insurance
benefits must pay the entire premium.

8.

Retiree Years Calculations
For retirees, benefit-eligible years of service will be calculated as a full
twelve-month timeframe and will not be prorated.
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Section XII.

Employee Development

It is highly recommended that all employees develop yearly training plans with their
supervisor. This will address county-wide and departmental goals and mandates, as well as
providing opportunities for growth and to resolve any deficiencies that may occur.
Learning & Development
The Human Resources Department will administer and deploy County-wide
opportunities for Learning & Development to employees for the purpose of
improving the quality of services rendered by the County, and to assist employees in
preparing themselves for advancement in County service. The Human Resources
Department will work collaboratively with Appointing Authorities in developing and
conducting Learning & Development opportunities to meet the specific needs of
County departments.
1.
The cost of County sponsored Learning & Development will be the
responsibility of the Human Resources Department and/or the County
Administration Department.
a) Learning & Development opportunities will be published via several
methods including but not limited to County-wide emails, system
generated notifications or directly to specific employees by leadership.
b) Employees should coordinate permission with their immediate
supervisor for appropriateness of Learning & Development..
c) Employees are responsible to utilize the official Learning &
Development tools and software to complete coursework..
Tuition Refund
Tuition reimbursement is on a very limited basis. The college course must be
directly related not only to the employee’s training plan, but must also be specifically
enhancing skills that will be used in the employee’s current position. Budget
availability is also one of the deciding factors.
1.

Criteria
Tuition reimbursement may be approved for courses with the following
criteria:
a) A college level course is available for credit; and
b) Course is taken on personal time; and is part of the employee’s
training plan; and
c) Course is directly "work related" and is part of the employee’s training
plan; and
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d) Course is completed and employee received a grade of "C or above" or
"satisfactory" if no letter grade is given; and
e) Secure Appointing Authority and Management Committee approval,
prior to coursework; and
f) The tuition reimbursement will vary, depending on the departmental
policy and the amount budgeted by the specific department.
2.

Prior Approval Process
a) The employee must secure Appointing Authority approval, before
starting coursework.
b) Tuition reimbursement of $200 or less requires the appropriate
Division Manager’s/Department Head’s approval; or
c) Tuition reimbursement between $200 and $500 requires County
Administrator’s approval; or
d) Tuition reimbursement over $500 requires Management Committee
approval.
Conferences and Workshops

1.

Eligibility
a) Conferences and workshops are to be job-related and used to develop
the information and skills of County staff. Examples of training programs
are workshops, University of Minnesota extension courses, and sessions
held on specialized service areas.

2.

Criteria
The following criteria are to be used in selecting conferences or
workshops to attend:
a) Topic has application to employee’s job; and
b) Attendance will allow for making essential contacts or obtaining
information important to the improved operations and functions of the
department; and
c) Information is needed to complete or meet changes in job
responsibilities because of internal or statutory changes.

3.

Approval Process
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The conference/workshop expense must be part of the budget for the
specific department and reimbursement will be in compliance with County
financial policies.
Any cost incurred for an educational course requested by the County shall be
reimbursed in total.
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Section XIII. Discipline
Policy Statement
Anoka County recognizes its continuing responsibility to develop and administer
rules and disciplinary measures in a fair and consistent manner. The County further
recognizes the obligation of all employees to conform to rules that are applicable to
their assignment.
Just Cause
County employees shall be subject to disciplinary action for failing to fulfill their
duties and responsibilities or for engaging in inappropriate conduct. It shall be the
policy of the County to administer disciplinary penalties without discrimination. All
disciplinary action shall be for just cause, and the regular employee has the right to
review, through the grievance procedure, any disciplinary action which the employee
believes to be unjust. The Appointing Authority or designee shall investigate all
allegations before disciplinary action is taken.
Examples of "cause" for a disciplinary action may include, but are not limited to
the following:
1.
Lack of ability to competently and efficiently perform the duties of the
position or classification held by the employee.
2.
Failure to produce the quality of work and/or the quantity of work the
position or classification requires.
3.

Inappropriate treatment of fellow employees or other persons.

4.
Insubordination, which is defined as a refusal to follow reasonable written
or oral procedures, instructions, or directives from a supervisor.
5.
Acceptance of a fee, gift or other item of value in the course of the
employee's work which might reasonably be construed as evidence of or has the
appearance of favoritism, coercion, unfair advantage or collusion.
6.
Careless, negligent or willful conduct which causes damage or loss of
County property.
7.
Failure to observe safety rules or regulations or engaging in unsafe work
practices.
8.
Failure to wear a seatbelt and follow other traffic laws while traveling in a
County vehicle or otherwise conducting County business.
9.

Unauthorized absence from work.
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10. Excessive tardiness.
11. Excessive absenteeism, scheduled or unscheduled.
12. Consuming, possessing or being under the influence of an alcoholic
beverage or illegal drug mind-altering substance during working hours.
13. Violating the data privacy rights of any employee, client or member of the
public.
14. Carrying or otherwise possessing a firearm at the workplace. Licensed
peace officers who carry a gun for work purposes are exempt from this
prohibition.
15. Engaging in threatening or intimidating conduct toward others.
16. Violating a criminal or traffic law which has potential for having a negative
impact on the employee's ability to do the job, or otherwise threatens the safety of
co-workers or members of the public.
17. Breaching standards of conduct applicable to the employee's profession.
18. Theft of County property or theft of personal property from the workplace.
19. Harassment of the public or any Anoka County employee based on the
protected characteristics identified in the County’s Affirmative Action Policy.
20. Engaging in deception, fraud or misrepresentation in the employment
application, examination and/or selections process by omitting information or
furnishing false, misleading or fraudulent information, certificate or license.
21. Acting in a manner that tends to lower discipline or morale within the
County or that adversely affects the rendering of prompt, courteous and efficient
service by the County and its employees to the public.
22. Engaging in a Conflict of Interest. Before engaging in any other
employment or activity that might be or appears to be a conflict of interest, the
employee shall obtain prior approval from the Appointing Authority. A conflict
of interest exists when the employee’s outside employment or activity is
inconsistent, incompatible or in conflict with County employment.
23. Violating departmental or County rules or policies.
24. Engaging in prohibited political activity. (See Section III.F.)
25. Engaging in acts of dishonesty in the performance of one’s duties, including,
but not limited to, falsely reporting one’s time or mileage for payroll purposes,
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providing false or inaccurate information to support a leave request, or providing
untruthful information as part of a workplace investigation
Progressive Discipline
In general, the Employer will use progressive discipline. However, it reserves the
right to take any disciplinary action it deems appropriate under the circumstances.
Disciplinary measures may include, in any order, oral or written reprimand,
suspension, demotion or termination. It is not required that each level of progressive
discipline be used in every case.
Types of Employee Discipline
1.
Verbal Reprimand - A verbal reprimand given by a supervisor regarding an
employee’s action or behavior, which the supervisor directs the employee to
change, cease or begin.
2.
Written Reprimand - A reprimand given in writing by a supervisor regarding
an employee’s action or behavior which the supervisor directs the employee to
change, cease or begin. A written reprimand shall include:
a) a factual basis for the reprimand;
b) directives for correcting actions or behavior; and
c) consequences of violating a condition or other personnel rule.
3.
Suspension - A supervisor may suspend the employee without pay for up to
thirty working days. The suspension notice must be in writing and include:
a) factual basis for suspension;
b) directives for correcting action or behavior;
c) consequences of violating a condition or other personnel rule; and
d) notice that the employee has a right to appeal the suspension.
At the discretion of the supervisor, all or part of an exempt employee’s disciplinary
suspension may take the form of a deduction from the employee’s FTO balance.
Under limited circumstances, an employee may be suspended with pay during an
investigation of a potential disciplinary matter.
4.
Disciplinary Demotion - The movement of an employee to a position in a
lower grade as a result of a disciplinary action or violation.
5.

Discharge
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a) Temporary Employees
Temporary employees are subject to dismissal at any time, with or
without cause
b) Probationary Employees
Termination may occur at any time during an employee's
probationary period without cause. The Appointing Authority or his
designee shall give written notice of termination to the probationary
employee before the employee's probationary period expires.
The termination notice shall be given to the employee:
(1)

in person; or

(2)
by first-class mail and certified mail, return receipt
requested to the last address provided to the Human Resources
Department. Service by mail is complete upon mailing.
An employee who is discharged during a probationary period has no
grievance or appeal rights.
c) Regular Employees
Regular employees may be discharged from employment for just
cause.
Methods of Notifying an Employee of a Disciplinary Action
1.

Written Reprimand, Suspension or Demotion
a) Notice may be given either:
(1)

in person; or

(2)
by first-class mail and certified mail, return receipt
requested, to the last address provided to the Human Resources
Department. Service by mail is complete upon mailing.
b) Copies of the disciplinary notice shall be distributed as follows:
(1)

the employee’s department;

(2)
the employee’s personnel file kept by the Human
Resources Department; and
(3)
2.

the County Attorney’s Office.

Discharge
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a) Notice of Intent:
If a supervisor believes that there is just cause to discharge an
employee, the supervisor shall notify the employee, in writing, of the
supervisor’s intent to do so. The written notice of intent to discharge
shall contain the following:
(1)

a brief description of the basis for the discharge;

(2)
the statement that the employee is being placed on a fiveday administrative leave without pay; and
(3)
notice that the employee is entitled to a pre-termination
hearing with the Appointing Authority during the suspension
period.
b) Pre-Termination Hearing:
The purpose of a pre-termination hearing is to allow the employee
to supply the employer with information and/or argument against the
proposed termination.
c) Effective Date of Discharge:
The discharge shall be effective only after:
(1)
a pre-termination hearing has been held and the discharge
decision upheld;
(2)

the right to a pre-termination hearing has been waived; or

(3)
the five-day administrative leave period has expired with
no meaningful action by the employee.
d) Final Notice:
If the Appointing Authority upholds the discharge, the Appointing
Authority shall notify the employee, in writing, of the discharge. If the
discharge is not upheld, the Appointing Authority may modify or
vacate the disciplinary action and shall notify the employee of such
decision.
Prior Approval
Suspensions, demotions and discharges will only be undertaken after consultation
with the County Attorney's Office.
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Additional Notice and Procedural Requirements for Veterans
In addition to the requirements set forth above, veterans who are demoted or
discharged from any position that is not temporary are entitled to these additional
rights:
1.
The employee must be notified, in writing, of the employee’s right to
request a veteran's hearing within thirty days of the notice of intent to discharge.
2.
During the thirty (30) day period, at the option of the employee's
department, the employee will either (a) work the employee’s regular hours at a
job designated by the department, or (b) will be placed on a suspension with pay.
3.
Failure to request a hearing within the thirty (30) day period shall constitute
a waiver by the employee of the right to a hearing and all other legal remedies for
reinstatement.
A veteran may elect either:
a) A veteran’s hearing;
b) An appeal hearing available to non-veteran employees under these
Personnel Rules and Regulations; or
c) An appeal hearing available pursuant to the terms of an applicable
collective bargaining agreement.
The election of one of these remedies constitutes the waiver of the other remedies.

Anoka County Personnel Rules and Regulations
Page 87 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section XIV. Grievance Procedures

Section XIV. Grievance Procedures
Definition
A grievance is a dispute or disagreement raised by an employee or group of
employees against the County or its managers because of an interpretation or alleged
violation of these Rules and Regulations.
Limitations
An employee who grieves under the provisions of a collective bargaining
agreement or the County’s Affirmative Action Plan waives the right to grieve the
same dispute under these Personnel Rules and Regulations. Similarly, an employee
who grieves under these Personnel Rules and Regulations waives the right to grieve
the dispute under a collective bargaining agreement or the County’s Affirmative
Action Plan.
Procedure
The County shall handle all grievances promptly and fairly. The grievance
procedure shall be as follows:
1.

Step 1

An employee shall present a grievance to the Department Head within five
working days after the event. Failure to present the grievance in a timely manner
shall result in waiver of the grievance. The Department Head shall investigate the
grievance, discuss the grievance with the employee and give the employee a written
response within five working days of receipt of the grievance, wherever practicable.
If the Department Head needs a time extension, the Department Head shall notify the
employee and shall give the employee a date-certain by which the response will be
given.
2.

Step II

A grievance not resolved in Step I may be appealed to Step II. The employee
shall put the grievance in writing. The grievance notice shall contain:
a) The nature of the grievance;
b) The underlying facts, including the date of the grievable event;
c) The provision(s) of these Rules and Regulations allegedly violated;
and
d) The remedy requested by the grievant.
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The employee shall give the Chief Human Resources Officer a copy of
the grievance notice within ten working days of receiving response to Step I
grievance.
The Chief Human Resources Officer shall schedule a meeting with the
grievant and the Department Head within fifteen working days from the
receipt of the Step II grievance.
The meeting may be continued by the Chief Human Resources Officer
for good cause shown by either party. The meeting shall consist of a brief
presentation by the grievant (or representative), a response by or on behalf
of the Department Head, and a rebuttal by the grievant. The Chief Human
Resources Officer may ask questions of either party.
The Chief Human Resources Officer shall review the matter and make a
written determination within fifteen working days. If the Chief Human
Resources Officer needs a time extension, the Chief Human Resources
Officer shall notify the parties of such need and shall give the parties a datecertain by which the determination will be provided. The Chief Human
Resources Officer’s decision or action may be appealed by either party
within five working days of the decision or action by notifying the
Personnel Board of Appeals in accordance with Section XV of these Rules
and Regulations.
The Chief Human Resources Officer’s designee may handle the Step II
grievance.
Waiver of Grievance
If the grievance is not timely presented, it is waived.
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Section XV.

Personnel Board of Appeals
Composition

The Personnel Board of Appeals is a three-member board appointed by the
County Board in accordance with Minn. Stat. § 375.65, subd. 1.
Authority
The Personnel Board of Appeals is authorized to hear and decide appeals of Step
II Grievances relating to discharge, suspension without pay, demotion for cause, or
salary decrease.
Appeal Procedure
The appealing party shall appeal in writing within five (5) working days of
receiving the Step II decision. The appealing party shall provide the following appeal
packet to the Chief Human Resources Officer:
1.
Notice of Appeal from Step II decision. The Notice of Appeal shall contain
the appealing party’s name, signature, job title and department;
2.

A copy of the Department Head’s Step I response;

3.

A copy of the Step II grievance;

4.

A copy of the Step II decision.

The appeal packet shall be mailed or delivered in person to:
Chief Human Resources Officer
Anoka County Human Resources Department
Anoka County Government Center
2100 Third Avenue, Room 261
Anoka, MN 55303-5030
Appeals delivered by mail must be postmarked within the prescribed time limits.
Failure to file timely will result in a waiver of the right to appeal.
Notification of Hearing
The Chief Human Resources Officer shall send written notice of the date, time
and location of the appeal hearing. Notice shall be sent to the last known address of
the party, unless otherwise notified.
Hearing
1.
The Personnel Board of Appeals shall conduct a hearing within 30 working
days of receipt of the appeal. At the reasonable request of either party or the
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Board, the Personnel Board of Appeals may schedule the hearing beyond the 30day period.
2.
The Personnel Board Chair shall preside over the hearing, or when absent,
the Vice-Chair. Two members of the Personnel Board of Appeals shall be
sufficient to hold a hearing and render a decision. The Personnel Board may
accept, reject, or modify the disciplinary action, and then must report its decision
to the Chief Human Resources Officer for further action consistent with the
Personnel Board of Appeal’s directives.
3.
Technical rules of evidence shall not apply. All relevant evidence may be
introduced into the record. Either party may be represented by legal counsel. If
requested by the Personnel Board of Appeals, the parties shall submit posthearing written arguments. Both parties may testify, present witnesses and other
evidence, and may cross-examine the other party’s witnesses. All testimony shall
be under oath or affirmation. The appellant shall present first and has the burden
of proof. The hearing shall be recorded.
4.
Whenever possible, the Personnel Board of Appeals shall render its decision
within thirty (30) working days of the end of the hearing or receipt of the post
hearing written arguments, whichever is later. The Personnel Board of Appeals
must report its decision to the Chief Human Resources Officer. The Chief Human
Resources Officer or designee must serve a copy of the decision on the employee
and the Appointing Authority. Service may be by personal service or by mail to
the last known address of each party. Additionally, a copy of the decision shall be
provided for the Anoka County Board.
Withdrawal or Settlement prior to Personnel Board of Appeals’
Decision
Any time before the Personnel Board of Appeal renders its decision, the grievant
may withdraw the appeal or the parties may settle. Any withdrawal or settlement of
the grievance must be in writing and signed by the parties. A copy of the withdrawal
or settlement document must be submitted to the Personnel Board of Appeal’s Chair
and the Chief Human Resources Officer.
Time Periods
In computing any period of time prescribed by these rules, the day of the last act,
event, or default from which the designated period of time begins to run shall not be
included. The last day of the period so computed shall be included unless it is a
Saturday, Sunday or a legal holiday.
Appeal of Personnel Board of Appeals Decision
Decisions of the Personnel Board of Appeals is final and is effective on the date
of service of the decision. Either party may file a petition for writ of certiorari with
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the court of appeals within 30 days after service of the Personnel Board of Appeals’
decision.
For veterans, following an adverse ruling in a Veterans Preference Act hearing
before the Personnel Board of Appeals, a veteran may appeal the decision to district
court pursuant to Minn. Stat. § 197.46.
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Section XVI. Appendix A - Anoka County Liability Indemnification Plan

Read This Plan Carefully
Only the actual provisions of the plan will control. The plan sets forth in detail the rights
and obligations of both the employee and the County. It is therefore important that you
read this plan carefully.
Statement of Purpose
Minnesota Statutes Chapter 466 authorizes Anoka County to defend, save
harmless, and indemnify any of its employees from lawsuits which might be brought
against them for their alleged acts or omissions occurring in the performance of their
duties. This Anoka County Employee Liability Indemnification Plan is the document
which sets forth the circumstances in which an employee shall be covered, the
amount and type of coverage, as well as the exclusions and exceptions to coverage.
Also set forth are the rights and responsibilities of both the employee and the County
once a claim or lawsuit is brought.
Every employee of Anoka County is responsible for complying with all of the
provisions of this document. Each employee requesting a copy of this policy will be
furnished one free of charge. Insurance policies are complex documents and, thus, if
you have any questions, you are encouraged to consult with your own counsel or
please feel free to make an appointment with the Office of the Anoka County
Attorney at your convenience to discuss and/or review this document or any
insurance policies that might apply to your employment.
It is possible that the legislature or the courts may change or modify the laws
under which this Plan is prepared. Any such change or modification will be
controlling. It may also be necessary for the County itself to amend the provisions of
this Plan. Any such amendment shall be effective as of the date of the amendment
unless otherwise provided by such amendment. The County will endeavor to keep
you advised of any changes, and you should, therefore, keep copies of these changes
with the original of your copy of the Plan.
Definitions
For the purpose of this Indemnification Plan only, the following definitions shall
apply:
1.

Employee
An employee, herein collectively referred to as "employee", shall
include all persons, whether elected or appointed, employed by Anoka
County whose pay comes in whole or in part from County funds and who
are working under the direction or control of any official or department of
the County including the elected or appointed heads/managers of the
departments/divisions as well as members of the County Board of
Commissioners. The term "employee" shall include those who work for
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Anoka County on a voluntary basis without pay when such employment is
accepted, contracted for or consented to by the County or a
department/division thereof and under the direction and control of the
County or department/division thereof. The term "employee" shall also
include any person serving with or without compensation in any form as a
member of a board, task force or commission duly established by Anoka
County to advise on matters of policy or procedure. The term "employee"
shall also include the Anoka County Historical Society and the Anoka
County Joint Law Enforcement Council. The term "employee" shall
specifically exclude any person or organization contracting to perform
services or acting on behalf of Anoka County, or any of its employees,
boards, task forces, commissions, or the Anoka County Historical Society,
or the Anoka County Joint Law Enforcement Council as an independent
contractor.
2.

Performance of Duty
The term "performance of duty" shall be interpreted as broadly as
possible to include any situation in which an Anoka County employee could
conceivably be deemed to be acting within the scope of her/his employment.
It shall specifically extend to all employees who are providing service on a
voluntary basis or otherwise to any private, corporate, or governmental
agency other than Anoka County when doing so with the appropriate
consent and authorization from Anoka County. The term "performance of
duty" shall not include any act or omission constituting malfeasance in
office or willful or wanton neglect of duty within the meaning of Minnesota
Statutes Chapter 466, or any other act or omission specifically excluded by
statute.

3.

Costs or Expenses.
The terms "costs" or "expenses" shall include all costs and expenses
reasonably incurred in the defense of any claim, that are specifically
authorized by the Anoka County Attorney’s Office, including but not
limited to, transcript fees, expert witness fees, mileage, lodging, meals and
long distance telephone calls.
Indemnity

1.

Declaration of Indemnification.
Having in mind the public policy implicit in Minnesota Statutes Chapter
466 to protect those performing governmental services on behalf of political
subdivisions against specified risks and to protect individuals from specified
injuries and damages resulting therefrom, and subject to the limitations
expressed in Minnesota Statutes Chapter 466 (as amended), and by this
Plan, the Anoka County Board of Commissioners hereby declares as
follows:
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a) That the County of Anoka shall defend and indemnify any of its
employees, for damages, including punitive damages, claimed or levied
against an employee, provided that the employee:
(1)

was acting in the performance of the duties of the position;

(2)
was not guilty of malfeasance in office, or willful neglect
of duty, or bad faith; and
(3)
in no case shall any amounts paid exceed the limits set
forth in Minnesota Statutes Chapter 466.
b) That the County has the express authority to investigate any such
claim, demand or lawsuit and make settlement under such terms and
conditions as it may deem appropriate.
c) That the County will pay all reasonable costs and expenses incurred in
the investigation and defense of any such tort claim, demand or lawsuit as
specifically authorized by the Anoka County Attorney’s Office.
d) That legal counsel and investigatory services necessary for the defense
of any tort claim, demand or lawsuit shall be furnished by the Anoka
County Attorney, who shall request and be furnished such assistance from
other County departments/divisions as the County Attorney may deem
desirable. The County Attorney shall have the exclusive authority and
responsibility to provide legal representation and direct the investigatory
services.
e) That the County Attorney may associate, at County expense, with such
other investigators and associate counsel as the County Attorney may
deem necessary or desirable. In the event that an employee would
otherwise be entitled to defense and indemnity pursuant to the provisions
of this Plan, and where there exists a legal conflict of interest between the
County and/or the employee(s) who are parties to the claim, demand, or
lawsuit, private legal counsel shall be furnished at County expense upon
the written recommendation of the County Attorney.
f) That within thirty (30) business days of receipt, by the Anoka County
Attorney’s Office, of notice of claim, demand, or summons and complaint,
the County Attorney shall determine the eligibility or continuing eligibility
of any employee for defense and indemnity pursuant to the provisions of
this Plan. This decision shall be final, except that in the event further
investigation is necessary to determine eligibility or continuing eligibility,
the County Attorney shall, within thirty (30) business days of receipt of
the claim, demand, or summons and complaint, notify the employee in
writing that further investigation is needed to determine coverage by the
Plan. Where an employee is determined to be ineligible for coverage of
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all or a portion of the claim presented, or where rights are reserved against
the employee, the employee shall be notified in writing.
g) That no settlements under the provisions of this Plan shall be effective
until the provisions of Minnesota Statutes Chapter 466, concerning the
approval of settlements, have been complied with.
Exclusions and Exceptions
1.
For the purposes of this Plan, the following exclusions and exceptions to
coverage under the Plan shall apply, unless prohibited by statute or otherwise
provided for by resolution of the Anoka County Board of Commissioners:
a) An employee shall not be covered under this Plan for:
(1)
Any alleged act or omission not occurring in the
performance of duty by an employee; or
(2)
An alleged act or omission constituting malfeasance in
office.
2.
Liability of the County under this Plan to any claim, demand or lawsuit,
shall only be in accordance with and subject to the limitations expressed in the
applicable statute. Where there is no such statute, the County shall remain
immune from liability and nothing herein shall be construed to waive any defense
or immunity in whole or in part.
3.
This Plan shall not apply to any claim, demand or lawsuit classified as an
exception to liability under Minnesota Statutes Chapter 466, as amended.
4.
This Plan shall not apply to any claim, demand or lawsuit for liability
arising out of an act or omission for which a policy of insurance provides
coverage, whether such policy has been purchased by the County or the
employee. Provided, however, that in the event:
a) The County would otherwise be liable for the alleged act or omission
if such insurance had not been purchased, and
b) The liability limits of such policy are less than the liability limits
provided by this Plan and/or contain a deductible amount to be assumed
by the insured; then the liability limits of this Plan shall apply to any
damages in excess of the liability limits of such policy, up to the limits
specified by Minnesota Statutes Chapter 466, and/or to the deductible
amount specified by said policy of insurance and not otherwise limited by
the terms of this Plan.
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Liability Limitations
1.
Pursuant to Minnesota Statutes Chapter 466, Anoka County shall indemnify
any employee up to the maximum amounts specified in Minn. Stat. 466.04, as
amended.
2.
In any case or other action where, by court decision or legislation, it is
determined that the limits of liability do not apply to Anoka County or its
employees, subject to the other limitations expressed in this Plan, Anoka County
shall indemnify an employee for amounts ordered by the court as final judgment.
3.
Notwithstanding any provision of this Plan to the contrary, Anoka County
specifically reserves any defenses which are or may be available to Anoka County
and/or its employees.
4.
Notwithstanding any provision of this Plan to the contrary, nothing
contained herein is intended or shall be construed to constitute a waiver of the
defense of governmental immunity beyond the maximum liability limits
established by Minnesota Statutes Chapter 466.
Payment of Claims and Expenses
1.
Any judgment or settlement resulting from a claim against Anoka County or
its employees shall be paid in accordance with the provisions of Minnesota
Statutes Chapter 466.
2.
All amounts to be paid as a result of indemnification provided by this Plan
may be paid from a fund established for these purposes by resolution of the
Anoka County Board.
3.
The County Attorney shall present to the department/division or
departments/divisions a statement for reimbursement of authorized expenditures.
Duties of an Employee
1.
In the event that any incident occurs which an employee might reasonably
expect could result in a claim, demand or lawsuit against the County or against an
employee as the result of the performance of duty of an employee, the employee
shall immediately prepare a written occurrence report or vehicle collision report
form within one business day of the incident. Vehicle collision report forms shall
be completed whenever a County vehicle is involved, or when a private vehicle is
involved that is being used for County business. Forms are available from the
department head/division manager or from the Office of the County Attorney.
The form(s) shall immediately be sent via facsimile to the Civil Division of the
Anoka County Attorney’s Office and the original shall be immediately forwarded
to the Anoka County Attorney’s Office by Interoffice Mail or United States Mail.
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The employee shall retain a copy. The employee shall provide a copy to the
department head/division manager, who shall maintain a copy for her/his file.
2.
Nothing contained in this Plan shall deprive an employee of any right of
consultation with her/his exclusive representative of an Anoka County bargaining
unit (an employee organization designated by a majority of those votes cast in the
appropriate unit and certified by the Bureau of Mediation Services).
3.
No employee shall discuss any accident or incident involving the County or
their duties with the County with anyone other than the department head/division
manager, the employee's exclusive representative (as defined herein) or the
County Attorney's Office, nor furnish any other person, agent, investigator,
attorney, or governmental agency any document or statement or waiver. Requests
for such information shall be immediately forwarded to the Office of the County
Attorney as described above.
4.
If a claim or demand is served or a lawsuit brought/served against an
employee, the employee shall immediately, as described above, forward to the
department head/division manager the demand, notice or summons and
complaint. The department head/division manager shall immediately forward the
original of the document to the County Attorney.
5.
All employees shall cooperate fully with the County in the investigation or
defense of any claim, demand or lawsuit and in the enforcing of any right of
contribution or indemnity against any person who may be liable to the employee
or to the County because of injury or damage. At the direction of the Anoka
County Attorney’s Office, any employee shall attend all meetings, hearings, trials,
and other proceedings, and shall assist in securing and giving evidence and
obtaining the attendance of witnesses. In the event settlement of a claim, demand
or lawsuit is made, the employee shall sign all documents and take all appropriate
actions to implement that settlement, at the direction of the Anoka County
Attorney’s Office.
6.
All time spent by an Anoka County employee with the County Attorney's
Office or at the direction of the County Attorney's Office in the investigation or
handling of any claim, demand or lawsuit, and all time attending legal
proceedings shall be considered official duties and no employee shall be required
to use compensatory time.
7.
All departments/divisions shall allow the County Attorney’s Office
immediate and continuing access to witnesses, documents and scene investigation
and shall cooperate fully with the County Attorney’s Office in its investigation
and handling of any claim, demand or lawsuit.
8.
Failure of an employee to comply with these provisions shall be grounds for
discipline and may result in the denial of defense or indemnity.
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Denial of Defense or Indemnity
Defense or indemnification may be denied by the County to any employee at any
time:
1.
If the employee fails to prepare a written accident report or occurrence
report for any incident which the employee might reasonably expect could result
in a claim, demand or lawsuit against the County or employee.
2.
If the employee fails to notify the Anoka County Attorney’s Office, in a
timely manner, of any notice of claim, demand, or summons and/or complaint
served upon the employee.
3.
If the employee fails to cooperate fully with the investigation or defense of
any claim, demand or lawsuit.
4.

If the employee fails to comply fully with any provision of this Plan.

5.

For any incidents not covered by the provisions of this Plan.
Subrogation Rights of County

In the event of any payment under this Plan, Anoka County shall be subrogated to
all of the employee's rights of recovery therefor against any person or organization
and the employee, in return for the benefits given under this Plan, shall execute and
deliver instruments and papers and do whatever else is necessary to secure such
rights. The employee shall do nothing to prejudice such rights of subrogation.
Effect of Other Insurance, Bond or Indemnification Plan
If the County or employee against whom a claim or judgment reimbursable under
this Plan is asserted has any other valid insurance, bond or indemnification Plan
available covering the loss or damage alleged against him, such insurance, bond or
other Plan will be primary and will be first applied to the payment of any claim or
judgment. However, if the monies applied are not sufficient to pay the claim or
judgment in full, the obligation of Anoka County is limited to the difference between
the primary payment and the "Liability Limitations" of Anoka County, as heretofore
set forth in this Indemnification Plan.
Assignments Prohibited
Assignment of interest under this Plan is not permitted without the written
approval of the Anoka County Board of Commissioners and no such assignment shall
bind Anoka County unless such written consent is given prior to assignment. If,
however, the employee shall die, the benefits of this Plan shall be available to and
apply fully to the employee's legal representative, but only while acting within the
scope of her/his duties as such.

Anoka County Personnel Rules and Regulations
Page 99 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section XVI. Appendix A - Anoka County Liability Indemnification Plan

Continuation of Protection
Any defense and indemnification available to an employee under this Plan shall
continue to be available to him after the termination of her/his employment, or
appointment or term of office so long as the act or omission causing her/his liability
occurred during the course of her/his duties while an employee of Anoka County.
Such defense and indemnification shall not be available to a former employee,
however, in the event that the liability claim against him is asserted as a counterclaim
or set off in any suit brought by the employee, except to the extent that the liability of
such employee may exceed the amount of her/his own claim or suit.
Retroactivity of Protection and Future Changes
The terms of this Indemnification Plan shall apply retroactively. Future changes
to this Plan shall not prejudice employees' rights under this Plan for acts or omissions
which take place while this Plan is in effect.
Personnel Rules
This action shall be made a part of the Anoka County Personnel Rules and
Regulations. For persons not subject to the Personnel Rules, this action shall stand as
an independent act pursuant to Minnesota Statutes Chapter 466.
Effective Date
This Plan is effective, and the Personnel Rules and Regulations are hereby
amended, this 13th day of May, 1997.
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Section XVII. Appendix B - Anoka County Records and Information
Security Policy
Introduction
The Anoka County Technology Security Policy sets forth Anoka County's policy
with regard to all County employees, vendors, contractors or other personnel using
county electronic information assets in order to protect the security, privacy and
confidentiality of all of Anoka County’s information assets. This policy is an
overview of the Anoka County Technology Security Policy and the full Anoka
County Technology Security Policy must be reviewed. Employees and other
personnel using county electronic information assets are required to comply with all
of the terms and conditions of the Technology Security Policy. Failure of an
employee to comply with any of the provisions of this policy shall be considered Just
Cause for discipline under the Anoka County Personnel Rules and Regulations, any
Union Contract or Employment Agreement then existing between the County and the
employee up to and including termination of County employment. Pursuant to
Section I L of the Personnel Rules, Employees subject to these Rules and Regulations
are presumed to have knowledge of and shall comply with and carry out the provisions of
these Rules and Regulations.
Policy
The Anoka County Technology Security Policy is intended to support the overall
objectives of Anoka County and to establish an overall policy for information assets
access and safeguards.
All information assets of the County of Anoka's divisions, departments, units,
boards, offices and other entities regardless of physical location are part of the
County's assets. As such, they have value, and their integrity, availability and
confidentiality must be protected. Cost-effective controls must be in place to protect
the resources from accidental or deliberate unauthorized access, disclosure,
modification or destruction. The protection of information assets is considered a
management function.
This policy is intended to assure that County records and information are utilized,
accessed and maintained in a manner that assures the security, availability and
integrity of the information and the protection of the confidentiality and/or privacy of
information and data so classified and to preserve the County's rights and remedies in
the event of a loss. It is not the scope of this policy to delineate data privacy. For the
Minnesota Data Practices Act see Minnesota Statutes Chapter 13.
Pursuant to Minnesota Statute Section 13.05 and Administrative Rule 1205.0400
subpart 2, it is the policy of Anoka County that its employees do not access private,
confidential or not-public records or information unless their work assignments
reasonably require access to such records. The ability of authorized individuals to
enter, update, or access data is limited through role-based access that corresponds to
the official duties or training level of the individual as assigned by that employee’s
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supervisor. Unauthorized access may result in discipline up to and including
termination as well as potential criminal sanctions.
It is the intention of the County in the use of the County's Electronic
Communication Systems that such data and information contained in or attached to
such messages is not an official transaction of the County. The County's Electronic
Communication Systems is meant to be a temporary medium for the transmission of
data. All official records required to be maintained pursuant to any applicable Statute
or Regulation shall be maintained in an appropriate official record keeping system.
Purpose
The Technology Security Policy documents a comprehensive County-wide
standard for technology security planning and execution to ensure that the County’s
electronic information assets are protected against destruction, theft, loss,
unauthorized access, unauthorized change, and disruption of service. The
Technology Security Policy is to be utilized in conjunction with the Technology
Security Policy Supporting Information, Personnel Rules and Regulations, the
Anoka County HIPAA Polices, and the Anoka County Data Policies.
For the purpose of this policy, Electronic Information Assets are defined as
including:
•

Hardware (which includes Servers, and Network Equipment Desktop PCs,
Laptops, tablets, cellular and non-cellular telephones and any other fixed
or portable technology that accesses or stores County information;

•

Software;

•

Third party provided tools, to include cloud-provided services or
applications / “apps”;

•

Personally-owned devices used to access or store County information;

•

County owned data created, reviewed, saved or stored to any electronic
system;

•

Personal data created, reviewed, saved or stored to any County owned
electronic system;

•

Network connectivity and associated technologies to connect to the
County network;

•

The County’s Internet connection; and

•

The County’s email system
Safeguarding County Records and Information and Access

Each user of Anoka County’s information assets shares in the responsibility to
safeguard that information asset. It is each individual employee’s responsibility to
ensure that any use of the network, County e-mail, internet access, and any other
electronic information asset is in accordance with the Anoka County Technology
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Security Policy, this policy and any other County policies. Employees are to follow
guidelines established by the County and their respective Division
Manager/Department Head or Division Manager/Department Head designee to
minimize the likelihood that records, information, data, software or hardware could
be mishandled, inappropriately used or stolen.
The willful and knowing unauthorized use, alteration or destruction of these assets
are a computer related crime and/or telecommunications and information services
crime, punishable under Minnesota Statutes sections 609.87 - 609.893. Willful
violations of the Minnesota Government Data Practices Act are punishable as a
misdemeanor and may subject a public employee to suspension without pay or
dismissal. Failure of an employee to comply with any of the provisions of the
Technology Security Policy shall be considered 'Just Cause' for discipline under the
Anoka County Personnel Rules and Regulations or any other Union Contract or other
Employment Agreement then existing between the County and the employee, up to
and including termination of County employment.
Employees are to report any misuse or abuse of records and information and
related information assets to their respective supervisor. Supervisors are to
investigate, document events and notify the Division Manager/Department Head of
violation and/or report relevant information during the periodic review as stated
above.
In order to protect Anoka County’s information assets, the following actions
should be considered and implemented when feasible:
•

Individual access control decisions should be assigned based on job duties
and responsibilities necessary to complete the assigned duties;

•

Each user must be assigned a unique personal identifier or user I.D.;

•

Passwords must be strong and well-guarded;

•

Private or confidential data must only be transferred across networks or
copied to other media when the confidentiality and integrity of the data
can be assured;

•

Private or confidential data may not be saved to any unencrypted portable
media;

•

Consideration must be given to retention policies and ease of access when
considering alternative storage media;

•

County technology standards, policies, guidelines and procedures must be
followed for any access through remote devices. Each County division,
department, or office must establish procedures to ensure that remote
workstations and mobile devices are utilized according to the Technology
Security Policy, and guidelines

•

Avoid leaving equipment in vehicles, never leave unattended overnight;

•

If publishing on the Anoka County intranet, comply with the requirements
outlined in the Technology Security Policy;
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•

When access is no longer required, the supervisor is responsible to verify
that all portable hardware, devices and accessories are returned and all
access to electronic assets is terminated.

It is a violation of the Technology Security Policy and the Personnel Policies
for any County employee, vendor, contractor, official or other personnel using
county electronic information assets to:
•

Use the County’s technology resources for purposes of satisfying idle
curiosity about the affairs of others, with no work-related purpose for
obtaining access to the files or communications of others.

•

Access, distribute or create any material that is a violation of the Anoka
County Personnel Rules and Regulations.

•

Intentional or malicious actions which would interfere with the operation
of the County network or the work of others on the network. This would
include, but is not necessarily limited to:
a) excessive downloading of programs or data, or adversely affecting
available bandwidth or other network resources, including storage space.
b) Misrepresent their identity or affiliation in any communications.
c) Send harassing, intimidating, abusive or offensive material to or about
others.
d) Intentionally intercepting, disrupting or altering electronic
communications packets (without necessary authorization).
e) Using another employee's identity and password. The sharing of
credentials should be limited to County employees that must share a
workstation with other County employees.

•

Accessing private data for which there is no business or job-related need
to do so.

Employees must proceed in their access to and use of electronic information
assets regardless of the medium used, with the expectation that the access may be
reviewed by any authorized representative of the County for any purpose related to
County business. The County, in its discretion, may use computer programs that
monitor activities related to use of County technology, checking for particular words,
actions or patterns of activity, or for purposes of assuring system security and
compliance with County policies.
Electronic asset usage by an employee may be reviewed to determine whether
there have been any breaches of security, or violations of County policy on the part
of the employee. Electronic information assets and communications may be
reviewed by the appropriate supervisor or other county leaders in accordance with the
process outlined by the County Attorney’s Office. The County, in its discretion, may
use computer programs that monitor electronic information assets electronically,
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checking for particular words or patterns of activity, for purposes of assuring system
security and compliance with County policies.
All County assets and information are County property and are subject to the
requirements and restrictions of all applicable State and Federal Statutes and
Regulations concerning the collection, creation, storage, maintenance, dissemination
and access to information created and/or maintained by the County including, but not
limited to, the Minnesota Government Data Practices Act. The County reserves the
right to access and disclose all information created, accessed, saved or distributed for
any purpose not specifically prohibited by Statute or Regulation. It is a violation of
County policy for any employee or County official to use Anoka County Electronic
Information Assets for the purposes of snooping into the affairs of others, with no
work-related purpose for obtaining access to the files or communications of others.
All devices, whether County issued or personally owned, used to access County
information and conduct County business are subject to discovery pursuant to the
Minnesota Government Data Practices Act or such other applicable State or Federal
Statute or Regulation.
Personal Use of County Electronic Information Assets
Anoka County permits incidental and occasional personal use of the County’s
electronic information assets. Incidental and personal use of County electronic
information assets is subject to all limitations specified in this policy, the Anoka
County Technology Security Policy, and complies with the following:
•

Does not interfere with County business usage;

•

Does not interfere with employee’s job activities;

•

Does not interfere with another employee’s job activities;

•

Does not transmit or receive any material in violation of any Federal or
State laws or regulations;

•

Does not result in an additional or unapproved expense for the County;
and

•

Does not contain or infer threatening or inappropriate content for the
County work environment, including, but not limited to, intimidating,
sexually oriented, obscene, offensive, or abusive material and/or language.
Accountability

The head of each Division or Department is ultimately responsible for the
information assets held by that division or department and is responsible for assuring
an adequate level of security. The Division Manager/Department Head for each
division/department must designate one person who is accountable for security in the
division/department. Each division/department is responsible for safeguarding and
securing the information assets created and held by that division or department.
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1.

Regular Course of Business Retention and Disposition
Managers/Department Heads are responsible for working with the
County’s Records Manager in verifying retention and establishing periodic
purging or disposition of information and data when the information is no
longer required and based on approved statutory, regulatory, judicial,
operational and historical retention requirements. This business practice
prevents unnecessary expense, system failures and inefficiencies by not
retaining outdated, duplicate or unnecessary information.

2.

Review
Managers/Department Heads are responsible for establishing procedures
for handling security violations and for periodic review of the security,
business continuity and procedures in their departments. Periodic review is
to ascertain that all critical information assets are secure and accessible.
Reviews should be formally documented.

3.

Vendor agreements
Divisions/departments contracting with outside vendors for services that
access County information assets must review and use the Anoka County
Technology Usage Agreement for vendors that may access, view, be able to
manipulate, alter or delete county information assets.
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Section XVIII. Appendix C - Anoka County Family And Medical Leave Policy
General Provisions
It is the policy of Anoka County to grant up to 12 weeks of family and medical
leave during any 12-month period to eligible employees, in accordance with the
Family and Medical Leave Act of 1993 (FMLA); 26 weeks may be granted to care
for a spouse, child, parent, or next of kin who suffered an injury or illness, or whose
preexisting injury or illness was aggravated by service in the line of duty while on
active duty in the Armed Forces, including National Guard or Reserves, and is
currently not able to perform the service member’s military duties. The leave may be
paid, unpaid, or a combination of paid and unpaid, depending on the circumstances
and as specified in this policy.
Eligibility
In order to qualify to take family and medical leave under this policy, the
employee must meet both of the following conditions as of the date the leave begins:
1.
The employee must have worked for the County at least 12 months, or 52
weeks. The twelve months, or 52 weeks, need not have been consecutive. For
eligibility purposes, an employee will be considered to have been employed for an
entire week even if the employee was on the payroll for only part of a week.
2.
The employee must have worked at least 1250 hours during the twelve
month period immediately before the date when the leave would begin.
3.
All periods of absence from work due to USERRA-covered service is
counted in determining an employee’s eligibility for FMLA leave.
Definitions
1.
Child: A biological, adopted, foster, stepchild or legal ward who is under
18; or 18 or older and incapable of self-care because of a physical or mental
disability.
2.
Member or Veteran of the Armed Forces with an Illness or Injury: Includes
members or veterans of the Armed Forces, National Guard or Reserves, who are
undergoing medical treatment, recuperation, therapy, is otherwise in outpatient
status, or is on a temporary disability retired list, for a serious illness or injury.
3.

Next of Kin: The nearest blood relative of the individual.

4.
Parent: A biological parent or an individual who had the parental rights,
duties and responsibilities for the employee when the employee was a child as
defined above. The term does not include parents-in-law.
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5.

Spouse: A husband or wife as defined or recognized under state law.

6.
Veteran: An individual who was discharged or released under conditions
other than dishonorable at any time during the five-year period prior to the first
date the eligible employee takes FMLA leave to care for the covered veteran.
Type of Covered Reasons
In order to qualify as FMLA leave under this policy, the employee must be taking
the leave for one of the reasons listed below:
1.

the birth of a child and to care for that child;

2.
the placement with the employee of a child for adoption or foster care and to
care for the newly placed child;
3.
to care for the employee's spouse, child, or parent with a serious health
condition; or
4.
because of a serious health condition (described below) that makes the
employee unable to perform one or more of the essential functions of the
employee’s job;
5.
for “any qualifying exigency” that arises from the employee’s spouse, child,
or parent being on active duty or notification of an impending call or order to
active duty in the armed forces, including leave to:
a) care for a military member’s parent incapable of self-care necessitated
by the member’s covered active duty; or
b) spend time with a military member on Rest and Recuperation for a
maximum of 15 calendar days.
6.
to care for an employee’s spouse, child, parent, or next of kin who suffered
an illness or injury, or whose preexisting injury or illness was aggravated by
service in the line of duty while on active duty and is currently not able to perform
the service member’s military duties. Up to 26 weeks of leave may be granted for
this type of leave reduced by any other FMLA leave used during the single 12month period.
A serious health condition is defined as an illness, injury, impairment, physical or
mental that involves inpatient care at a hospital, hospice, or residential medical care
facility, or a condition which involves a period of incapacity of more than three
consecutive calendar days and continuing care by a licensed health care provider, or a
chronic serious health condition. A health care provider is defined as: a doctor of
medicine, doctor of osteopathy, podiatrist, dentist, clinical psychologist, optometrist,
chiropractor (in certain instances), nurse practitioner, nurse midwife, clinical social
workers, Christian Science practitioner, and certain other health care providers. A
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leave taken for a birth, adoption or foster care placement expires at the end of the 12month period beginning on the birth, adoption or placement.
A “qualifying exigency” is defined as 1) short-notice deployment, 2) military
events and related activities, 3) childcare and school activities, 4) financial and legal
arrangements, 5) counseling, 6) rest and recuperation, 7) post-deployment activities,
8) parental care for a military member’s parent who is incapable of self-care when the
care is necessitated by the member’s covered active duty, and 9) additional activities
where the County and employee agree to the leave.
This policy covers illnesses of a serious and long-term nature, resulting in
recurring or lengthy absences. Examples of a serious health condition include: heart
attacks or other serious heart conditions, most cancers, strokes, appendicitis,
pneumonia, and ongoing pregnancy and prenatal care.
Generally, a chronic or long-term health condition which, if left untreated, would
result in a period of incapacity of more than three days, would be considered a serious
health condition.
Employees with questions about what illnesses are covered under this FMLA
policy or under the County's sick leave policy are encouraged to consult with the
Human Resources Department.
The County may require an employee to provide a doctor's certification before it
approves FMLA leave. The certification process is outlined in Section J.
If an employee takes paid leave for a condition that progresses into a serious
health condition and the employee requests leave as provided under this policy, the
County may designate within ten days of such request and with written notice to the
employee, all or some portion of related leave taken as leave under this policy as
FMLA leave, to the extent that the earlier leave meets the necessary qualifications.
An eligible employee can take up to 12 weeks of leave under this policy during
any calendar year (26 weeks, as outlined above). Each time an employee takes leave,
the County will compute the amount of leave the employee has taken under this
policy and subtract it from the twelve weeks of available leave.
A husband and wife who are both employed by the County and who are eligible
for FMLA leave may be limited to a combined total of 12 weeks of leave during a 12month period for care of a newborn child or an adopted child or to care for the
employee’s parent with a serious health condition.
Employee Status & Benefits During Leave
While an employee is on leave, the County will continue the employee's health
benefits during the leave period at the same level and under the same conditions as if
the employee had continued to work. Health benefits include both medical and
dental.
If the employee chooses not to return to work for reasons other than a continued
serious health condition of the employee or member of the employee's family or other
circumstances beyond the employee's control, the County may require the employee
Anoka County Personnel Rules and Regulations
Page 109 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section XVIII. Appendix C - Anoka County Family And Medical Leave Policy

to reimburse the County the amount it paid for the employee's health insurance
premium during the leave period. Returned to work is defined as returning to work
for at least 30 calendar days or transferring directly to retirement from FMLA leave
or within 30 days of returning from FMLA. If the employee does not return at the
end of the leave period, the employee’s notification of his/her intent not to return will
be the COBRA qualifying event. The employee should consult the County’s COBRA
policy.
Under current County policy, the employee pays a portion of the health care
premium. While on paid leave, the employer will continue to make payroll
deductions to collect the employee's share of the premium. While on unpaid leave,
the employee must continue to make this payment, either in person or by mail. The
payment must be received in the Accounting Department by the 10th day of each
month. If the payment is more than 30 days late, the employee's health care coverage
may be dropped for the duration of the leave.
If the employee contributes to other optional benefit plans (e.g. Optional Life,
Short-Term Disability), the employer will continue making payroll deductions while
the employee is on paid leave. While the employee is on unpaid leave, the employee
must continue to make those payments, along with the health care payments. If the
employee does not continue these payments, the County may discontinue coverage
during the leave period, or will recover the payments at the end of the leave period, in
a manner consistent with the law.
The County's obligation to maintain benefits ceases: (a) if and when the
employment relationship would have terminated if the employee had not taken
FMLA leave; (b) when the employee informs the County of the employee's intent not
to return from leave; or (c) when the employee fails to return from leave or continues
on leave after exhausting the employee's FMLA leave entitlement.
Consequences of Failing to Pay Health Plan Premiums
If the employee's premium payment is more than 30 days late, the County is no
longer obligated to maintain health insurance coverage. The County will provide
written notice of at least 15 days that coverage will cease.
Consequences of Employee Failing to Return to Work
If the employee fails to return to work after exhausting FMLA leave, the County
may require reimbursement from the employee of the County's share of health plan
premiums unless the reason the employee does not return is due to:
1.

the continuation of a serious health condition; or

2.

other circumstances beyond the employee's control.
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Employee Status after Leave
An employee who takes leave under this policy will be able to return to the same
job or a job with equivalent status, pay, benefits, and other employment terms. The
position will be the same or one which entails substantially equivalent skill, effort,
responsibility, and authority.
Use of Paid and Unpaid Leave
If the employee has accrued paid leave, the employee may use paid leave first and
take the remainder of the twelve weeks as unpaid leave.
An employee who is taking leave because of the employee's own serious health
condition or the serious health condition of a family member, or to care for a family
member with an illness or injury or whose preexisting injury or illness was
aggravated by service in the line of duty from active military duty may use all paid
flexible time off, extended medical benefit or personal leave prior to being potentially
eligible for unpaid leave. For example, if an employee has earned one week of
flexible time off and one week of extended medical benefit, the employee would be
able to take two weeks paid and 10 weeks unpaid leave under this policy.
An employee taking leave for the birth or adoption of a child may use five (5)
consecutive days of earned flexible time off and then up to five (5) weeks of earned
extended medical benefit for physical recovery following child birth. The employee
may then use earned flexible time off and then will be eligible for unpaid leave for the
remainder of the 12 weeks.
An employee who is taking leave for foster care of a child may use earned
flexible time off leave prior to being eligible for unpaid leave.
An employee taking time off due to the “qualifying exigency” that arises due to a
family member being called to active duty may use earned flexible time off leave
prior to being eligible for unpaid leave.
Intermittent Leave or a Reduced Work Schedule
The employee may take FMLA leave in 12 consecutive weeks, may use the leave
intermittently (take a day periodically when needed over the year), or under certain
circumstances may use the leave to reduce the work week or work day, resulting in a
reduced hour schedule. In all cases, the leave may not exceed a total of 12 weeks
over a 12-month period, or a combined total of 26 weeks if it is to care for a spouse,
child, parent, or next of kin who suffered an illness or injury or whose preexisting
injury or illness was aggravated by while on active duty and is currently not able to
perform the service member’s military duties.
The County may temporarily transfer an employee to an available alternative
position with equivalent pay and benefits if the alternative position would better
accommodate the intermittent or reduced schedule.
For the birth, adoption, or foster care of a child, the County and the employee
must mutually agree to the schedule before the employee may take the leave
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intermittently or work a reduced hour schedule. Leave for birth, adoption, or foster
care of a child must be taken within one year of the birth or placement of the child.
If the employee is taking leave for a serious health condition or because of the
serious health condition of a family member, due to a qualifying family member
called to active duty, or to care for a qualifying family member’s illness or injury or
whose preexisting injury or illness was aggravated by service in the line of duty while
on active military duty, the employee should try to reach agreement with his/her
hiring authority before taking intermittent leave or working a reduced hour schedule.
If this is not possible, then the employee must prove that the use of the leave is
medically necessary. The County may require certification of the medical necessity
discussed in Section K.
Certification of the Serious Health Condition
The County may ask for certification of the serious health condition, or illness or
injury for a qualifying service member. The employee should try to respond to such a
request within 15 days of the request, or provide a reasonable explanation for the
delay. Failure to provide certification may result in a denial of continuation of leave.
Certification of the serious health condition shall include: the date when the
condition began, its expected duration, diagnosis, and a brief statement of treatment.
For medical leave for the employee's own medical condition, the certification must
also include a statement that the employee is unable to perform work of any kind or a
statement that the employee is unable to perform the essential functions of the
employee's position. For a seriously ill family member, the certification must include
a statement that the patient requires assistance and that the employee's presence
would be beneficial or desirable.
Certification of an illness or injury for a family member in, or veteran of, the
Armed Forces, including National Guard or Reserves, may include providing
documentation that:
1.
the injury or illness was incurred or aggravated while in line of duty on
active duty in the Armed Forces and that may render the service member
medically unfit to perform the duties of the member’s office, grade, rank, or
rating; OR
2.
A physical or mental condition for which the covered veteran has received a
VA Service Related Disability Rating (VASRD) of 50 percent or greater and such
VASRD rating is based, in whole or in part, on the condition precipitating the
need for caregiver leave; OR
3.
A physical or mental condition that substantially impairs the veteran’s
ability to secure or follow a substantially gainful occupation by reason of a
disability or disabilities related to military service or would do so absent
treatment; OR
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4.
An injury, including a psychological injury, on the basis of which the
covered veteran has been enrolled in the Department of Veterans Affairs Program
of Comprehensive Assistance for Family Caregivers.
If the employee plans to take intermittent leave or work a reduced schedule, the
certification must also include dates and the duration of treatment and a statement of
medical necessity for taking intermittent leave or working a reduced schedule.
The County has the right to ask for a second opinion if it has reason to doubt the
certification. The County will pay for the employee to get a certification from a
second doctor, which the County will select.
If necessary to resolve a conflict between the original certification and the second
opinion, the County will require the opinion of a third doctor. The County and the
employee will jointly select the third doctor, and the County will pay for the opinion.
This third opinion will be considered final.
Procedure for Requesting Leave
Except where leave is not foreseeable, all employees requesting leave under this
policy must submit the request in the time and attendance system and notify their
immediate supervisor of the request.
When an employee plans to take leave under this policy, the employee must give
the County 30 days’ notice. If it is not possible to give 30 days’ notice, the employee
must give as much notice as is practicable. An employee undergoing planned
medical treatment is required to make a reasonable effort to schedule the treatment to
minimize disruptions to the County's operations.
If an employee fails to provide 30 days’ notice for foreseeable leave with no
reasonable excuse for delay, the leave request may be denied until at least 30 days
from the date the employer receives notice.
While on leave, employees are requested to report periodically to the County
regarding the status of the medical condition, and notify their supervisor at least two
weeks prior to their anticipated return date.
Conformity
This FMLA Policy is meant to conform to applicable law. Therefore, further
clarification of specific terms and requirements of this policy can be found in the
federal regulations interpreting the Family and Medical Leave Act.
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Section XIX.

Appendix D – Anoka County Access Control and Security Policy
Purpose

To guide the process for County-wide camera/card/key access control system, key
distribution and return, and record keeping for employee and facility safety. The
following policies and procedures shall be observed regarding camera/card/key
access control and building security, and personal safety of staff, contractors, and
guests. This security control policy is hereby established.
Scope
This policy applies to all state and county employees, management, vendors,
contractors, interns, volunteers and the public.
Definitions
1.

Access Control
Utilizes technology and procedures to manage who is able to go access
areas of County property and when they may do so.

2.

Access Control Profile
Critical records maintained by System Coordinators, such items as key,
badge, alarm codes, cipher codes, skill set, threat management team.

3.

Day pass
Temporary card issued in special cases to users requiring short-term
access.

4.

Lockbox
Designated area that contains secured card/key for use only under
exigent circumstances.

5.

Camera/Camera System
A device that is connected to the County network to allow surveillance
of the device through software.

6.

Card/Key
A device issued to an individual to grant access to controlled or locked
areas.

7.

Cipher Lock
Mechanism opened with a programmable key pad.

8.

Alarm Code
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A series of numbers that will arm or disarm a monitored area that
authorized personnel only can access.
9.

Access Control Administrator
Performs technical and administrative development, administration and
maintenance of Anoka County’s card/key access system.

10. System Coordinators
Designated individuals that manage and maintain that access control
system.
11. Department Access Coordinators
An employee in a given department appointed by Department Head to
be responsible for requests.
12. Audit
Inspection used to evaluate, confirm, or verify activity related to quality
of the measures herein prescribed.
Responsibilities
1.

County Board.
The County Board is responsible to approve countywide policies related
to security and access control.

2.

County Administrator.
The County Administrator is responsible to ensure that the County
Board policies are implemented

3.

Steering Committee
a) Policy Revisions
b) Prioritization of conversion
c) Review and approval of administrative decisions that affect the system
configuration.
d) Committee members include representatives from:
(1)

FM&C

(2)

Sheriff’s Office

(3)

Emergency Preparedness
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4.

(4)

Court Administrator

(5)

Information Technology

(6)

Risk Management

(7)

County Administration

County Sheriff.
The County Sheriff is responsible to provide security to the courthouse
facilities, and to make recommendations to the county regarding general
threat analysis, planning, prevention, and response. The Sheriff or designee
is also responsible for approving all access to the Anoka County Courthouse
facilities.

5.

Facilities Management and Construction.
The department of Facilities Management and Construction (FM&C) is
responsible for the overall administration of this policy, and specifically:
a) Operating and maintaining the electronic card reader system;
b) Creating and updating county photo ID cards and programming
electronic cards;
c) Maintaining records of the approved (signed) electronic key requests
and a log of the accesses granted;
d) Deactivate and/or reprogram card access upon separation or change of
duty; maintain 24/7 ability to deactivate lost or stolen ID cards;
e) General physical security of all county buildings by ensuring proper
installation and maintenance of physical security such as locks, barriers,
fencing, etc.;
f) Developing appropriate internal controls and audits to ensure quality
control and integrity of the access control system; and
g) Ensuring adherence to the attached approved swim lane process for
camera devices and camera system installation projects. This will utilize
the security industry practices and technology to ensure that camera
surveillance is consistent with the best practices and complies with all
federal and state laws.
h) Access Control Administrator
Performs technical and administrative duties in the development,
administration and maintenance of Anoka County’s enterprise-wide card
access system.
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6.

System Coordinator FM&C
a) Ensures the security standards and customer needs are being met in
accordance with these guidelines for County facilities.
b) Manages and maintains daily operation of the card/key access system.

7.
System Coordinator for ACSO/Tri County Midwest Regional Forensics
Laboratory
a) Ensures the security standards and customer needs are being met in
accordance with these guidelines for County facilities and ASCLD
Accreditation.
b) Manages and maintains daily operation of the card/key access system
for ACSO and Tri County Midwest Regional Forensics Laboratory.
8.

Tri County Midwest Regional Forensic Laboratory Director
a) Approves all employee access to the laboratory.
b) Maintains standard and physical audit records.

9.

Department Access Coordinator (“DAC”)
a) Approve and authorize request orders for card/key access.
b) Prompt recovery of card/key from personnel terminated or transferred
to another department.
c) Reports any position/responsibility changes in one’s own or another
DAC’s status.
d) Maintain accurate records of employee access and reports any
discrepancies to System Coordinator.

10. Employees
a) Responsible and accountable for metal keys or access cards issued to
him/her.
b) While in the courthouse facilities, ID cards must be displayed at all
times except as authorized by the sheriff.
c) Report loss or theft of a metal key or ID access card immediately to
Facilities Management and Construction (Weekday business hours
763.323.5380 or during non-business hours 763.242.9259). Facilities will
maintain a fee schedule for replacement ID cards.
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d) Returns badge/keys to Department Access Coordinator upon request or
at time of separation, termination, transfer, or retirement from the County.
11. Policy revisions, prioritization of conversion, and administrative decisions
that affect the system configuration will be reviewed and approved by a Security
Steering Committee. The members of this committee will include representatives
from:
a) FM&C
b) ACSO
c) IT
d) Administration
e) Risk Management
f) Emergency Management
Metal/Card Key Guidelines
1.
All metal keys are the property of the County. It is a violation of this policy
for any employee to attempt to duplicate or to have duplicated any key issued by
the County.
2.
Only FM&C is authorized to duplicate keys. County keys are marked with a
stamp unique to its appropriate access. The Locksmith maintains a master key
control log for the issuance of metal keys.
3.
FM&C is responsible for installing, maintaining, servicing, replacing and
updating all locks used to secure County facilities and property.
4.
Certain non-County personnel (e.g., telephone servicers, elevator servicers,
certain vendors and contractors, etc.) may have an ongoing need for access to
County facilities. In such cases the department access coordinator of the unit that
contracts for these services will provide appropriate access to the vendor or
contractor. The department access coordinator and FM&C system coordinator
must maintain a record of keys provided to non-County personnel.
5.
To request an access card for an individual, the department access
coordinator will submit appropriate Card Access Request Application to the
access control administrator, listing the access levels required for the employee to
effectively perform job duties.
6.
Any Tri CountyMidwest Regional Forensic Laboratory access requires
written approval of the Laboratory Director.
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7.
Requests for a replacement metal/card key for a fee should be made to the
department access coordinator who will coordinate with FM&C.
8.
For access outside of the employee’s home department, the signature of the
department head or designee for that area is required.
9.
This policy forbids the use of an access control badge assigned to another
person and may result in disciplinary action.
10. Certain rules and exceptions may apply on a case-by-case basis.
Hours of Operation
1.

Government Center
Default unlock/relock hours are Monday to Friday, 7:30AM – 5:00PM.

2.

Sheriff’s Office
Default unlock/relock hours are Monday to Friday, 7:45AM – 4:30PM.

3.

Medical Examiner’s Office
Default unlock/relock hours are Monday to Friday, 8:00AM – 4:30PM.

4.

Rum River Human Services
Default unlock/relock hours are TBD.

5.

Courthouse
Locked 24/7.

6.

Government Center Parking Ramp/Flat Lot
Locked 24/7.
Special Events

1.
A request may be made for temporary changes to access control protocol
(hours, access levels, etc.) for special events such as conferences, community
functions, etc.
2.

Requests must be made using Access Control Protocol Change form.

3.
System administrators will adjust the programming of affected doors and
alarms when approved by Building Administrator or Designee.
4.
Interior security for the remainder of the building or area cannot be
compromised by such adjustments, so the event may have to secure police, guard
services, or have to limit perimeter access.
Anoka County Personnel Rules and Regulations
Page 119 of 151, revised February 22August 23, 2022

Personnel Rules & Regulations
Section XIX. Appendix D – Anoka County Access Control and Security Policy

Enforcement
1.
Any employee who allows any unauthorized person to access areas that they
are not authorized to access may be subject to disciplinary actions, including
possible termination of employment as outlined in this policy.
2.

Examples of violations include:
a) Allowing of providing access to restricted areas to persons who are not
known to be authorized in that area.
b) Leaving a secured door ajar or blocking the door from closing to
facilitate reentry into the secured area without using an ID card.
c) Modifying, removing or attempting to defeat or disable any access
control systems
d) Transferring a key from one employee to another without the
involvement of FM&C.

3.

If a door is forced open or held open too long, an alarm is initiated.

4.
In areas secured by screening check points, all employees must pass through
the screening device. For those areas where secured bypass routes exist,
authorized employees may use their ID card to bypass the screening check point.
However, they may not allow any unauthorized person to bypass the screening
check point with them.
5.
Law enforcement officers and other emergency personnel operating in the
course of their official duties shall be assisted in accessing county facilities as the
situation requires them to protect lives and property.
Contingency Procedures
1.

Problems with access control cards
a) See troubleshooting guide on intranet

2.

Lock Failure
a) To report a door lock that does not work or will not open contact
FM&C at 763.323.5380 or during non-business hours at 763.242.9259.
b) Special function training
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Audits
1.
The access control system maintains data regarding the operation of access
points and the use of ID badges to activate those access points. This data is
available to authorized personnel for business purposes in accordance with the
following.
a) Requests shall be made on forms provided by the Department of
Facilities Management & Construction.
b) Department Access Coordinators shall submit the request to FM&C.
Reports can be requested for areas under the supervision of the requestor.
c) Requests for all reports shall require the approval of the County
Administrator.
d) FM&C shall maintain the official record of reports as required by the
records retention schedule.
e) FM&C may generate reports necessary for maintenance purposes.
These reports are not official records.
f) Employees of the Sheriff’s and Attorney’s offices shall be exempt
from the requirements of this section when performing official duties
relating to investigations.
2.
The Tri CountyMidwest Regional Forensics Laboratory will perform
physical audits in addition to the standard quarterly audits.
Facilities
1.

IT Server Rooms
a) Unescorted access to the network server room will be granted to
individuals who require routine physical access to equipment in order to
perform their primary job functions in the server room and who are on the
access list.
b) Personnel with authorized access may escort visitors into the spaces
for necessary work. The escort is responsible for ensuring that persons
they escort in the server room follow all appropriate protocols.
c) The server room door must remain closed and locked at all times. The
door should never be propped open.
d) Access to the Server rooms shall only be Employees that pass the
detailed CJDN background check. BCA requires that Non-County
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employees have an authorized employee present with them at all times
when in these sensitive areas.
2.

Tri CountyMidwest Regional Forensics Laboratory
a) Access to the laboratory shall be controlled and limited in a manner to
prevent access by unauthorized personnel. All exterior entrance/exit points
require security control and are locked at all times. The distribution of all
keys, access cards, etc., shall be documented and limited to the personnel
designated by laboratory management.
b) Secured and controlled access is maintained for all evidence storage
areas to ensure evidence integrity that is free from loss, contamination,
and deterioration. Evidence vaults are secured by keycard access.
c) Personnel access cards allow entrance to the building 24 hours a day
and access to an employee’s respective work area.
(1)
Laboratory employee access cards can be used to access
any laboratory section during the hours of 0800 to 1630 M-F.
(2)
After hours and on weekends, laboratory employees are
granted access to their respective work areas and vaults.
(3)
After hours and on weekends, management personnel have
the same access granted during normal business hours.
(4)
Maintenance staff, student workers, and interns are given
access to the building and laboratory corridors only and must be
escorted in the operational areas at all times.
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Section XX.

Appendix E – Anoka County Remote Work Policy and Guidelines

It is the policy of Anoka County to provide tools for employees to meet customer and
business needs. Anoka County’s Remote Work Program is intended to allow flexibility for
employees to meet those needs and provide an example of effective government services to
assist the county in meeting its goals and strategies.
Employees can request access from their supervisors to allow for an on-going,
temporary, or intermittent remote work situation. The remote work can include any work that
is not onsite at an Anoka County location where the network is not available; this includes
specific access that is needed to gain access to the standard programs needed to complete the
core functions of an assigned job or responsibility.
Benefits of Remote Work
For Anoka County, these may include:
•

Reduced overhead

•

Space savings, and the costs associated with space

•

Increased productivity

•

Help in retaining and recruiting employees

•

Improved employee morale

•

Improved customer service

For employees, these may include:
•

Reduced travel time and costs

•

Flexible work hours

•

More job satisfaction

For the community, these may include:
•

Reduced traffic congestion, air pollution, and fuel consumption

•

Greater accessibility to services

•

Improved customer service

The county considers Remote Work to be a viable work arrangement in cases
where individual, job, and supervisor characteristics are best suited to such an
arrangement. Remote Work allows an employee to work at home, on the road, or at a
satellite location for all or part of their workweek. Remote Work is a voluntary work
alternative that may be appropriate for some employees and some jobs. Remote
Work is not a substitute for child or dependent care. It is not an entitlement; it is not a
county-wide benefit; and it in no way changes the terms and conditions of
employment with the county.
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Remote Work is viewed as an opportunity that can benefit the county, the
employee, and customers. There should be measurable and/or definable benefits to
the county.
Individuals requesting formal remote work arrangements must have been
employed with Anoka County for a minimum of 12 months of continuous, regular
employment unless an exception is approved by the appointing authority. The
employee must have received a satisfactory rating on their last performance
evaluation in accordance with the county's performance appraisal process. The
employee must not have any disciplinary action taken against them during the past
year. Seniority will not be a basis for selecting employees to participate in this
program.
Challenges of Remote Work
Include:
• Management responsibility for strategically aligning remote
working with the continuity of operations, and altering the terms to
ensure the remote working program supports the needs of the
office
• Supervisory responsibility for managing the remote worker offsite,
measuring performance and results, absence of interaction or
socialization, overcoming organizational barriers, accountability,
potential for abuse, recording time and attendance
• Remote worker uneasiness with perhaps less interaction with or
feedback from supervisor and co-workers, building relationships
with colleagues, becoming familiar with the workplace culture,
impact on potential promotional opportunities, be self-directed,
reliable and accountable, and maintain or improve productiveness
• In-office co-workers’ confusion or even resentment regarding
remote working colleagues
• Technology supplied, maintained, repaired, replaced and improved
by the employer and the remote worker
• Information security concerns, access to (un)secured networks,
access to protected information in non-secured locations
• Occupational health concerns, such as remote worker safety,
OSHA requirements, Workers’ Compensation responsibilities, and
general liability
Definition of Remote Worker
A remote worker is an Anoka County employee who works part of the standard
workweek at an alternate worksite, on a regularly scheduled basis, rather than at the
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Anoka County Government Center or other Anoka County owned or leased office
space per a remote work agreement.
Optional Work Arrangements for Employees
Note: Mobile and working-at-home employees are not considered to be remote
workers for purposes of this policy. The definitions are included to distinguish
between these employees and remote workers.
Remote Worker: A remote worker is an employee who works at a designated
alternate worksite on a regular basis. A regular basis is defined as at least 50% of the
time working at the alternate worksite. Remote workers may be required to use a
shared workstation when they are using county facilities.
Occasional Remote Worker: An occasional remote worker works at an alternate
worksite less than 50% of the time on a regular basis. Occasional remote workers
maintain their county workspace and normally work on county laptops or their own
computer equipment at the alternate worksite.
Throughout these guidelines, when the term ‘remote worker’ is used, it refers to
both the remote worker and occasional remote worker.
Mobile Employee: As part of his/her job function, a mobile employee travels to
meet and work on-site with clients/customers who are dispersed throughout the
county. In most cases, the mobile employee has an assigned worksite in a county
facility.
Working-at-Home Employee: This is a temporary, short-term arrangement,
which may be approved by a supervisor for special projects or for special
circumstances when the supervisor determines that the arrangement continues to meet
the needs of customers, clients, and the county.
Positions Available for Remote Work
Department or unit heads may identify job descriptions within their respective
departments where remote work would be an asset to the county and to the employee.
In their decision making, department heads will consider the following factors:
•

Positive/negative effects on client service

•

Cost effectiveness

•

Needs of department/division

•

Unit responsibilities

•

Work duties of the position

• Positive/negative effects on the unit, supervisor, department, and
division
The department head must identify the conditions under which remote work
would be beneficial. These conditions include things such as work hours,
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requirements to meet with supervisory and other staff at county offices, and work
expectations.
Once a department head has identified those positions and conditions that would
be appropriate for remote work, the department head would submit a proposal in
writing to his/her supervisor who would approve or reject the position after consulting
with the IT Department and Risk Management to ensure that computer support can be
provided and risk factors are not a concern.
Terms and Conditions
1.
Remote work is a voluntary arrangement between the employee and
department via the supervisor and department head. It is neither a benefit nor a
right, and is not grievable. Remote work is a privilege and may be discontinued
at the discretion of the department when it is determined to be in the best interests
of the department. Approval of staff members who may remote work is at the
sole discretion of management. Decisions regarding who may remote work will
not be made by seniority, unless provided for in collective bargaining agreements.
2.

The employee must agree to the remote work arrangement.

3.
Remote workers must give the department at least 14 days’ notice of their
request in writing and their reason for discontinuing remote work. The
department will make a good faith effort to provide the remote worker 14 days’
notice of their intent in writing to have the employee discontinue remote work.
However, the county reserves the right to continue or discontinue the remote work
arrangement at any time in the best interest of the county.
4.
Each remote work arrangement will be reviewed on a regular basis (no less
than annually) by the supervisor to determine if it continues to provide
satisfactory outcomes and meets the needs of the department. Employees are
responsible for compliance with items 6 – 18 below. Failure to comply with any
of the requirements may negate the remote work agreement between the county
and the employee.
5.
Remote work does not change the basic terms and conditions of
employment. The remote worker’s salary, benefits, and work status will not
change as a result of remote work.
6.
Remote workers will manage dependent care and personal responsibilities in
the same way they meet these responsibilities while working at a county-owned
worksite and in a way that allows them to successfully meet job responsibilities.
Employees who are working at home need to work in an environment free from
family or personal distractions. Remote work is not a substitute for full-time
dependent care. Employees who have dependents who need supervision at their
worksite must develop a care plan and submit it to the supervisor as part of the
application process.
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7.
Remote workers must follow all state and federal statutes and rules and all
Anoka County and department policies and procedures. Remote workers will
secure all data as required by law, and ensure all data is treated with the same
level of security as it is at county worksites. Additionally, county information and
equipment must be kept in a secure area, not accessible by others.
8.
Supervisors are responsible for monitoring and approving any overtime
work performed off-site.
9.
The department head and the employee will determine the work schedule of
the employee. The work schedule and hours of work shall be consistent with
county and department policies. Employees will have regularly scheduled days
and hours for working at home or at an alternate site. Changes may be made, if
needed, with the approval of the supervisor.
10. Employees will be expected to participate in all meetings and training
related to the performance of their job.
11. To determine when a remote worker is entitled to mileage and/or parking
reimbursement, the following policy as well as the mileage and parking
reimbursement policy in the county personnel policies apply.
The following mileage reimbursement policy applies to remote workers as
indicated by the Internal Revenue Service ruling: The first one-way trip of the
day from home to another location for the purpose of paid employment is not
reimbursable as a non-taxable work expense, and is considered the responsibility
of the remote worker. This rule also applies to the last trip of the day from
another location for the purpose of work to the home. The IRS determines that
these trips are the responsibility of the remote worker, and are the same as another
non-remote working staff person who does not get reimbursed for driving to and
from their place of employment and their home.
On a practical basis, the county will begin to pay mileage beginning with the first
“not at home” work location of the day and stopping with the last “not at home”
work location of the day. In the event the first trip and/or the last trip of the day is
longer than the mileage to county offices and home, the county will reimburse for
the difference of those trips. If the first trip of the day is shorter than the normal
distance from home to county offices, this mileage would not be reimbursable.
Employees should refer to the county travel policies if there is any question.
12. It has been the experience of counties with remote workers that work
productivity has increased due to lack of normal office disruptions. As a result,
Anoka County may assign additional work beyond that of a comparable officebased position.
13. An employee and his/her supervisor will read, complete, and sign the Anoka
County remote work agreement before participation begins, attesting that the
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employee and supervisor have received and reviewed the county’s policy and
guidelines.
14. Meetings with other employees, vendors, clients/customers, or others will be
held at Anoka County worksites, or at sites approved by the supervisor.
Department heads may develop guidelines for use by employees consistent with
the policy.
15. Remote workers are required to attend on-site meetings and other events as
required by their supervisor.
16. Employee will not take private information home without the prior
authorization and approval of employer.
17. If the remote worker takes private information home, the remote worker will
take all reasonable precautions to protect private information from theft, damage,
or misuse. Written private information must be kept in a secured area and not
accessible to others.
18. Remote workers may not take work home that includes customer checks or
cash due to inherent problems, relating to delayed deposit, accountability, and
increased risk. However, remote workers may key cash receipts from receipt or
remittance forms provided that checks and cash are not transported to the remote
working site/location.
Accessibility and Workspace
1.
Remote workers will be as accessible as their on-site counterparts during
agreed-upon regular business hours, regardless of work location.
2.
The remote worker’s designated alternate workspace shall be considered to
be the remote worker’s worksite during scheduled work hours. The remote
worker and supervisor shall agree on the designation of the alternate workspace
before the remote worker starts working at the alternate site.
3.
Remote workers who work at home agree to provide a safe workspace.
Departments will provide remote workers with ergonomic information and
reserve the right to make inspections of the alternate workspace at any time
during regular work hours.
4.
Any tax implications related to the alternate workspace are the responsibility
of the employee.
5.
Remote workers working at home will work in a designated space
maintained by the employee. Remote workers will be required to complete and
sign a remote work office safety and ergonomics checklist prior to remote
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working. For projects involving extensive computer use, Anoka County may
require a safety and ergonomics evaluation of the work area.
Equipment and Supplies
1.
Employees working at an alternate worksite will receive a county-issued
laptop or desktop computer, a mobile device, and other equipment that normally
would be given to employees at the county worksite.
2.
If the employee is working more than 50% of their time at an alternate
worksite, which may be their home, the employee gives up their right to have a
permanent work station at county offices.
3.
If an employee gives up the right to have a work station, the county shall
provide the necessary equipment for the employee to work at their alternate
worksite, which may be their home. The following may be provided:
• Laptop, hardware and software needed to accomplish their job
• At least one lockable, two-drawer file cabinet (if needed for data
security)
• Appropriate office supplies to complete the job function
• An ergonomic chair and table, if requested
4.
Equipment, software, and other supplies provided by Anoka County remain
the property of Anoka County, and are subject to the same business use
restrictions as if located in a county facility. Only county employees may have
access to and use the county equipment and software. No personal software may
be loaded on county-owned equipment.
5.
All county-owned equipment support shall be completed at county offices
by the county IT Department to the extent possible. The remote worker will
follow all computer usage policies and guidelines.
Procedures / Selection Criteria for Employees who Remote Work
1.
The employee must make the request to remote work to their direct
supervisor. The employee must have a job that has been approved for remote
work by the department head and other county management.
2.
The employee will present in writing to the supervisor an overall plan of
how they would implement remote work. Included in these plans would be things
such as the worksite, work hours, daily tasks and responsibilities, computer and
high-speed Internet service, equipment, and the positive benefits for the employee
and the county.
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3.
The direct supervisor would accept the application and consider the
following factors in making an initial decision:
• Positive/negative effects on client service
• Cost-effectiveness
• Needs of the department
• Employee’s work duties
• Availability of high-speed Internet service at the alternative
worksite
• Employee’s work performance, work habits, and compliance with
work rules
• Employee’s work skills, including organizational, time
management, self-motivation, reliability, and ability to work
independently, as well the employee’s communication skills with
the supervisor and other employees
4.
The supervisor, in consultation with the department head, may initially
accept or reject the request without an explanation.
5.
If the supervisor recommends the employee be allowed to remote work, the
following approvals must be made:
•

Department head

•

Division manager, county administrator, or elected office head

•

IT Department

•

Risk Management

6.
If all approvals are made, the employee will sign a remote work agreement,
which will also be signed by the department head and division manager, and
submitted to the Human Resources Department. Human Resources shall track
and report the information annually.
7.
The county may request that the initial remote work experience be on a trial
basis. The expectations and length of the trial will be set forth in the initial
agreement.
Insurance
The employee will be covered by Worker’s Compensation while working at the
remote work address during the set hours of work as indicated on the remote work
application. Anoka County liability is limited to work-related injuries resulting
directly from the course and scope of the employee’s duties and only if the injury
occurs in the designated work area. Any claims will be handled according to regular
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Worker’s Compensation procedures. If injured while remote working, the employee
should follow the appropriate procedures for reporting the injury.
Other family members or visitors to the remote work address are not covered by
the county’s Worker’s Compensation program. In addition, Anoka County is not
liable for any injuries to family members, visitors, or others in the employee’s home.
Employees should consult with their insurance agent to cover these instances.
Employees are required to maintain auto liability insurance that meets the State of
Minnesota’s requirements if the employee will be driving their personal vehicle for a
work-related function. The employee’s personal auto liability insurance coverage is
primary to Anoka County’s liability coverage.
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Revision History
This is a summary list of updates that have been made to the Personnel Rules &
Regulations document, starting with April 13, 2004.
April 13, 2004
The Personnel Rules and Regulations updates were reviewed, approved and made
effective by the Board of Commissioners at its meeting on Tuesday, April 13, 2004.
Approving the updates was necessary to address and clarify many of the county’s
practices. The significant updates are referenced in the chart, below. Other clean-up
items are also included in the updated Rules and Regulations.
Location
Section III.C.5. –
12.
Section
IV.D.3.a.-b.
Section V.B.2.,
Section V.E.
Section
VI.G.1.b.

Significance
Provides more details of the process of when a sexual
harassment complaint is made, and the county’s responsibilities.
New language requiring laid off employees’ names be put on
re-employment lists and to be rehired in certain instances.
Clarifying when probationary periods are served.

Changes the order of layoff to protect supervisors who have less
total time served in the department, but who have held their
supervisory positions longer than other supervisors.
Section
Clarifies whether and when seniority is retained or accrued by
VI.G.4.a.-b.
certain regular and limited term employees.
Section
Acknowledges the practice of department heads being able to
VII.B.5.c.
require compensatory time usage.
Section IX.B.4.- Restates when Stability Ranges can be earned & instances when
5.
employees may not receive full or partial General Increases.
Section
Acknowledges the December 24th ½-day holiday in certain
XI.A.1.b.-c.
years, & how to calculate holiday pay if working less than 40
hours/week.
Section
Acknowledges that unpaid leaves of absence greater than one
XI.K.3.a.(4)
year will not be counted toward qualifying for retiree health
insurance contributions.
Section XV.B.,
Amends the scope and procedures of the Personnel Board of
Section XV.E.1.- Appeals to match legislation in progress.
4., Section
XV.H.
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May 25, 2004
The Personnel Rules and Regulations updates were reviewed, approved and made
effective by the Board of Commissioners at its meeting on Tuesday, May 25, 2004.
The significant updates are referenced in the chart, below.
Location
Section III.J
(new)

Significance
Prohibition of employees carrying firearms at work or while
conducting county business, with the exception of licensed
peace officers.

December 2, 2005
Minor typographical corrections were made to Section XI.A.1 and Section
XI.K.1.
August 10, 2006
The Personnel Rules and Regulations updates were reviewed, approved and made
effective by the Board of Commissioners at its meeting on Thursday, August 10,
2006. The significant updates are referenced in the chart, below.
Location
0
(changed)
Section XI.A.3
(changed)
Section XI.B.g)
(new)
Section XI.C.5
(new)
Section XI.C.66
(new)

Significance
How regular part-time employees and employees who are on a
reduced schedule shall be paid on a pro rata basis for holidays.
How extended medical benefit (EMB) may be used
intermittently.
Organ donation leave with pay.
Leave to attend military ceremonies without compensation.
Leave for family members of military personnel injured or
killed in active service, without compensation.

November 28, 2006
The Personnel Rules and Regulations updates were reviewed, approved and made
effective by the Board of Commissioners at its meeting on Tuesday, November 28,
2006. The significant updates are referenced in the chart, below.
Location
Section XI.M
(changed)

Significance
How county retiree benefits are defined.
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January 8, 2008
The Personnel Rules and Regulations updates were reviewed, approved and made
effective by the Board of Commissioners at its meeting on Tuesday, January 8, 2008.
The updates are referenced in the chart, below.
Location
Section VII.C.

Section XI, C.

Section XII, C.

Appendices B
and C

Significance
This new language recognizes a variety of instances when
deductions may be made from an exempt employee’s salary.
The new language also provides a safe harbor for the county
and permits corrective action should the county ever err and
make an improper deduction from an exempt employee’s salary.
The proposed language corrects inaccurate language, and
reflects the County Board’s intentions, Rules and Regulations
definitions, and the county’s long standing practice. An
employee who does not: 1) hold a benefits-eligible position, and
2) maintain compensated time for a regular schedule of at least
30 hours per week (0.75 FTE), cannot automatically become
“entitled” to benefits simply because the employee may be
scheduled to work 30 or more hours per week. Likewise,
employees holding benefits-eligible positions who are on
reduced hours must maintain compensated time for at least 30
hours per week to maintain county insurance contributions.
This more detailed language is proposed for the health, dental,
life and long-term disability insurance sections.
Changes were made to raise the allowed dollar amount for jobrelated conferences and workshops in Minnesota and bordering
states. This broadens the over-night travel expenses allowed.
Updated appendices were prepared addressing information and
data security, and network access and use of the internet.
Appendix E was repealed since it is addressed in the new
County-wide Technology Security document.

October 28, 2008
Appendix G Anoka County Access Control and Security Policy was reviewed,
approved and made effective by the Board of Commissioners at its meeting on
Tuesday, October 28, 2008.
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December 5, 2008
Modifications to Appendix F - Anoka County Family And Medical Leave Policy
were reviewed, approved and made effective by the Board of Commissioners at its
meeting on Friday, December 6, 2008
December 3, 2010
Appendix H Anoka County Telework Policy and Guidelines was reviewed,
approved and made effective by the Board of Commissioners at its meeting on
Friday, December 3, 2010.
September 27, 2011
Modifications to Appendix G - Anoka County Access Control and Security Policy
was reviewed, approved and made effective by the Board of Commissioners at its
meeting on Tuesday, September 27, 2011.
Significant Updates as Supplied by Facilities Management and Construction:
C. Definitions
D. Responsibilities
Procedures
E. Card/Metal Key
Guidelines

G. Special Events

H. Enforcement

J. Audits

K.2. Tri County
Laboratory Requirements

Definitions broadened to include more relationships
to the Access Control/Key System
Responsibilities significantly changed over the years,
e.g., Steering Committee established
Department Access Coordinators and Access Control
Procedures now established.
More detail on Transfer of keys, Tracking of keys.
Employee accountable for metal keys and access
cards. Requests made through Department Access
Coordinators. Vendor and Contractors guidelines
included.
Addresses protocol for after-hours events, e.g., Voter
Registration, Meetings. Door schedule changes, if
needed.
Transferring of the key, doors being forced open,
e.g., opening door with metal key and not using the
card access, or propping open doors. Not to allow
others to use your badge.
Performed and verified by appointed Department
Access Coordinators to ensure proper access and
terminated employees are current with what we have
on file.
Accreditation to be compliant with the BCA.
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February 12, 2013
Section III., New Section
D. Respectful Workplace
Section III., New Section
E. Declaration of Policy
of Affirmative Action, &
Section IV., B.
Recruitment
Section VI, B., 1.
Resignation Notice
Section XI, A, New 4.
Bereavement Leave
(from EMB)
Section XI, A, 9, d)
Election Days

Defining and promoting a respectful workplace
Furthers the County’s anti-nepotism policy

Departments to notify HR within 72 hours of
receiving a resignation notice to begin the termination
process
Permitting using up to 3 EMB days per calendar year
(not per instance) for bereavement of an immediate
family member
Matching the state statute, no longer limiting the time
away from work to the morning for voting in certain
elections

March 26, 2013
Section IV. Appointment
Process (Recruitment and
Selection)
Section XI. Employee
Benefits
Section XI. Employee
Benefits
Section XI. Employee
Benefits

Removes the Management Committee from the
approval process to fill straight replacement positions
Removes the Management Committee from the
approval process to receive donated FTO
Removes the Management Committee from the
approval process to grant Personal Leaves from 32
days to 6 months
Removes the Management Committee from the
approval process to grant Medical Leaves of Absence
of up to 12 months, with a review on a 6 month basis
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June 11, 2013
Section II. Definitions,
Status (Employment)

Removes the category of “Temporary Full-Time”,
reinforces the distinction of regularly working less
than 30 hours per week in regular part-time and
temporary service

Section IV. Appointment
Process (Recruitment and
Selection), D. Eligibility
Register, 2) Certification
of Eligible Candidates, f)
Hiring of Temporary
Employees

Looking to relevant eligibility registers when seeking
to hire temporaries

Section XI. Employee
Benefits, C. Insurance
Benefits, and I.
Continuation of Benefits

Describes the employment eligibility for health
insurance coverage, reinforcing the categories of
employees who are not eligible, and distinguishing
health insurance continuation provisions

January 28, 2014
Section I. Purpose,
Adoption, Amendment
and Administration of
Personnel Rules and
Regulations

Streamlines approval process for creating
departmental rules

Section II. Definitions,
Contingent, Hire-ahead,
Non-complement,
Probationary Employee,
Limited Term

Adds long standing terms-of-art: Contingent; Hireahead; Non-complement. Corrects Probationary
Employee. Deletes Limited Term

Section IV. Appointment
Process (Recruitment &
Selection), A. Position
Authorization, 1.
Straight Replacement and
Newly-Created Budgeted
Positions

Expands the idea of a straight replacement to include
restructures to a lower class, grade, or full-time
equivalency. Requires contingent positions to be
reviewed annually by committee of jurisdiction
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Section VI. Employee
Inserts previous language adopted by the County Board
Separation, G. Mandatory which can be used instead of layoff language in certain
Leave
events, such as a government shutdown, disasters, or
other events
Section XI. Employee
Matches the existing coordination language as for
Benefits, C. Insurance
short-term disability for consistency with both policies;
Benefits, 1. Health
protects insurance benefits for an employee out more
Insurance as Required by than 90 days
Federal Law, c)
Employer’s Contributions
Toward Health Insurance
Premiums, (3) Long-Term
Disability
Section XI. Employee
Inserts language previously adopted by the County
Benefits, F. Deferred
Board in 2009 for deferred compensation autoCompensation Program
enrollment, “Match the Minimum,” and Opt-In Choice
Section XX. Appendix F Adds language required by federal law in March 2013
– Anoka County Family
to expand benefits for veterans and their caregivers
And Medical Leave
Policy
February 17, 2015
Section I. Purpose,
Adoption, Amendment
and Administration of
Personnel Rules and
Regulations
Section I. Purpose,
Adoption, Amendment
and Administration of
Personnel Rules and
Regulations
Section II. Definitions;
entire document
Section III. Employee
Relations B.; M.
Section IV. Appointment
Process

Added “familial status” to protected class to comply
with the Women’s Economic Security Act.

Addresses unclassified employees returning to a
classified position.

Deleted references to Limited Term from various
definitions and throughout the document.
Added “familial status.” Added section M. Employee
Access to Private Data
Eliminated reference to Limited Term
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Section VI. Employee
Separation C., G.
Mandatory Leave

Eliminated C. regarding Limited Term positions.
Replaces Mandatory Leave Policy with Furlough
Policy

Section XI. Employee
Benefits, B. Leaves
Without Compensation, I.
Continuation of Benefits
Upon Loss of Coverage
Section XV. Personnel
Board of Appeal
Section XVII. Appendix
B-Records and
Information Security
Policy
Section XXI. Appendix
G-Access Control and
Security Policy
Section XXIII. Appendix
I

Added pregnancy to Minnesota Parenting Leave to
comply with Women’s Economic Security Act, Update
last day of insurance coverage.

Limits authority of the Personnel Board of Appeals.
Added language restricting employee access to
information and records.

All requests must be approved by County
Administrator.
Inserts Technology Security Policy; approved by Board
December 16, 2014.

April 25, 2017
Section I. Purpose,
Adoption, Amendment
and Administration of
Personnel Rules and
Regulations

Updated to indicate intranet as primary access to the
document.

D. Administration
Section II. Definitions

Section III. Employee
Relations.

Changes:
Benefit-eligible
Extended Medical Benefit
Personal Conversion Account
Retiree
Status (Employment)
Added reference to Appendix B.

K. Use of Electronic
Communications Systems
Section IV. Appointment
Process (Recruitment and
Selection)

Updated language regarding nepotism, eligibility to
work in the United States, disability language and
removal from eligibility.
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Section V. Probation
Period

Removed ability to grant early release from probation.

Section VII. Hours of
Work

Updated language to account for variety of business
hours throughout the County. Brought into
compliance language regarding OT and Comp time
and added language that comp time will be paid out
annually. Cleaned up language regarding exempt
employees. Combined Inclement Weather and
Emergency Closing language. Moved Night
Differential to Compensation section.

Section IX.
Compensation Plan

Changed approval process language to reflect current
practice, changed night shift differential to nonexempt employees only. Updated language regarding
compensation after completing probation,
reclassification, eliminated language regarding
stability ranges, tightened language regarding Market
Rate Adjustments and Exceptional Service pay.
Reference to annual compensation plan and pay
changes effective first day of pay period.

Section XI. Employee
Benefits

Changed from Leaves with Pay to Time Off with Pay.
Removed chart indicating FTO and EMB earned per
hour; FTO, EMB and holiday accrued based on FTE.
Indicated that FTO may not be used in the pay period
in which it is accrued.
Replaced Good Friday with Personal Holiday earned
on April 1 (approved October 2016) and updated
language regarding that holiday, added definition of
catastrophic illness, changed language that Employee
Relations Director will determine if personal leave and
medical leave will be granted vs just being informed,
clarified purpose of medical leave of absence,
removed language regarding reemployment list
following medical leave of absence, updated retiree
benefit language.
Added language emphasizing importance of
development plans, clarified in service training and
clarified tuition reimbursement.
Added other traffic laws.

Section XII. Employee
Development
Section XIII. Discipline
B. Just Cause
8.
Appendixes

Combined Appendixes B, C, D and I into one new
document B. Access and Control Policy updated.
Updated and corrected numbering of remaining
appendixes.
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October 23, 2018
Section XI. Employee
Benefits
A. Time Off with Pay

Updated Personal Holiday date to January 1

November 12, 2019
Section II. Definitions

Changes made to: Regular Start Date; Recognition
Date; Accrual Date; Original Hire Date; Family
(Immediate Family/Extended Family); FTO; and
Status Employment

Section III. Employee
Relations
C.10. and K.

C. Anoka County Sexual Harassment Policy, section
10. Employee Rights (updated language)
K. Use of Electronic Communication Systems
(updated section summary paragraph)

Section V. Probation
Period
E. and F.

E. Extension of Probation Period (updated language to
include full probation period)
F. Dismissal During Probation Period (updated to
include specific language in duration of probation)
B. Resignation, section 4. Resigning by Being Absent
from Work without Authorization (updated language)
F. Furloughs, section 4. Standards for Determining
Budget Related Furlough (updated language)
B. Overtime, section 4. (added EMB as an accrual
being calculated towards overtime)
A. Time Off with Pay, section 1. Holidays (added
specific dates for Personal Holiday, removed 1.d.
referencing holiday payment during a Leave of
Absence), section 2.a. Transfer of Unused Time for
Catastrophic Health Conditions or Death (updated all
language around this to include specific verbiage
around the definitions for time/usage, and includes
language around pooled dollar practice and criteria to
donate/receive), section 4. EMB for Bereavement
(updated language)
C. Leaves without Pay (updated title to Leave Types)
(updated language around: 1. Personal Leaves; and
2.b.1. Leave Request Process; 3.d. Minnesota
Pregnancy, Parenting, Family Care and Safety Leaves
(updated legal information to support definition and
practice); 4. Medical Leave of Absence (updated

Section VI. Employee
Separation
B.4. and F. 4.
Section VII. Hours of
Work B.4.
Section XI. Employee
Benefits
A.1.d.; 2.a.; 4.; C.1;
2.b.1., 3.d., 4., 9.a.; and
.L.2.
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Section XII. Employee
Development
B.2.b. and C.

Section XIII.B.

language around policy and practice to support this
leave type; 9. Special Conditions on Leaves without
Pay, a. Limitations (updated language); L. Employee
Benefits, 2. Employees Newly Hired on or After
January 6, 2007 (updated language)
B. Tuition Refund, section 2.b. Prior Approval Process
(updated language)
C. Conferences and Workshops (updated all
numbering sections to include specific language on
criteria for conference attendance as well as the
removal of language no longer relevant to the current
process)
B. Just Cause (added example No. 25)
Formatted: English (United States)

February 22, 2022
References replaced
throughout entire
document:

From Employee Relations department to Human
Resources department; From Employee Relations
Director to Chief Human Resources Officer

Section II.
Definitions

Adds Complement and Non-contingent.
Eliminates PCA definition and references throughout
entire document; No longer applicable to any nonunion Anoka County employee.
Clarifies temporary employment benefit exception when
required by law.

Section III.
Employee Relations
B.1 Affirmative Action
Section VI.
Employee Separation
E. Severance
Section VI.
Employee Separation
G.1 Layoff
Section VII.
Hours of Work
B. Overtime
Section VII.
Hours of Work
B.5 Comp time
Section VII.
Hours of Work
D. On-Call assignments

Chief Human Resources Officer manages the Equal
Employment opportunity/Affirmative Action Program
Increases severance hour limit to 360

Adds reference to VI.G.4 Seniority to clarify process

Adds portions of an hour as applicable;
Includes extended medical benefit hours as applicable
Outlines approvals needed for:
a) variances to policy, b) individual exceptions
Outlines considerations for On-Call assignments
and approval process for On-Call rates
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Section VII.
Hours of Work
E.1 Weather Emergency
Section IX.
Compensation Plan
B. and C.
Section IX
Compensation Plan B.3e
Working out of class
Section IX
Compensation Plan
B.4 PBRM

Replaced WCCO AM radio with local AM radio

Section XI.
Employee Benefits
1. Time Off with Pay

Updated to clarify employees working weekends
eligible to be compensated for weekend holidays;
Removes requirement for active status on day before
and day after the holiday

Section XI.
Employee Benefits
A.2 FTO
Section XI.
Employee Benefits
A.2 FTO accrual credit
for years of service
Section XI.
Employee Benefits
A.2a Leave Donations
Section XI. Employee
Benefits A.3 EMB

Increases maximum carry over FTO;
Increases maximum accumulated FTO to 360

Section XI.
Employee Benefits
A.6 Short-Term Disability
Section XI.
Employee Benefits C.3
Medical Leave of Absence
Section XI.
Employee Benefits
G. Deferred Compensation

Combined language for sources of paid time off

Section XI.
Employee Benefits
I. Adoption Assistance
Section XI.
Employee Benefits
J.1 COBRA

Clarifies reimbursement of $1,500 “per child”

Clarifies promotional salary calculation;
No longer limiting to salary range maximum
Clarifies working-out-of-class criteria must exceed 2
weeks
Performance Based Range Movements added to base rate
(vs lump sum payment) and no longer limited to salary
range maximum

Removes County Attorney from approval process for
offering credit toward FTO accrual for employment
prior to Anoka County
Updated language for application, donation and
approval process and pooled dollar practice
Matched existing wording for consistency - 40
consecutive work hours and prorated to operational FTE

Clarifies medical leave of absence eligibility

Add post-tax; Clarify that deferred compensation
accounts do not offer loan provisions; Removes auto
enrollment, match the minimum and opt-in choice

Combines all insurances into a single section and adds
vision (materials only) to COBRA eligibility
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Section XI.
Employee Benefits
L. Remote Work
Section XI.
Employee Benefits
M.6 Retiree life insurance

Added remote work policy summary with reference to
Appendix E

Section XVII. Appendix B
A. Records & Security
Policy
Section XII.
Employee Development
A. Learning & Development

Elected positions exempt per section I-H1so removed
references to “officials”

Clarifies life insurance continuation availability and
contribution criteria for employees with service before
and/or after 01/05/2007.

Updated methods to publish opportunities.
Removed reference to Coursemill.

Section XVII. Appendix B. Elected positions exempt per section I-H.1 so removed
A Records & Security
references to “officials”
Policyt
Section XVIII.
Added Type of Covered “Reasons”
Appendix C. D
FMLA types covered
Section XVIII.
Appendix C, D, E, I
FMLA
Section XX. Appendix E
Remote Work H.3
Index
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Footnotes combined with corresponding paragraph
(no change to language)
All references to “telework” replaced with “remote
work”. Clarified equipment and supplies provided.
Removed obsolete reference to stability pay
11/12/2019 corrected reference - section VII B.4

August 9, 2022
Section III. F. Employee
Relations - Prohibited
Political Activity

Updated language to coincide with the recent
agreements and changes in practice

Formatted: Indent: Left: 0", Space Before: 6 pt, After: 6
pt

Section IV D.
Appointment Process

Updated practices for qualified candidates, medical
examinations, workflow and notifications;
References throughout entire section –certify changed
to approve and eligibility list changed to register

Formatted: Indent: Left: 0"

Section IX B.1
Compensation Plan
Beginning Salary
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Changed language to reflect current practices for
beginning salary
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Section IX B.3e Salary
for Working Out of Class

Corrected reference to IX B.3a

Section IX B.3 Salary
Upon Completion of:
3f) Initial Hire Probation
3g) Promotional Probation

Removed these sections to reflect current practices.
Compensation upon hire and promotion based on data
from several factors reviewed. Probation periods
administered in accordance with section V.

Section XI C.3

Clarifies medical leave of absence eligibility
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Section XI D.1b.1
Clarifies benefits coverage start date for eligible hires
Employee Benefits Eligibility
Section XI G.
Employee Benefits Deferred Compensation

Condense reference to support changes to deferred
compensation plans approved on 07/12/2022 Anoka
County Board agenda

Section XI L. Employee
Benefits and Appendix E
Remote Work

Added language to refer employees back to the
policy, agreement and intranet for requirements, etc;
Removed all outdated language in appendix E

Section XIII B.12
Discipline – Just Cause

Updated for changes to state law

Section XX Appendix D
Access Control and
Security Policy

Updated Tri-County Regional Forensic Laboratory
to Midwest Regional Forensic Laboratory
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