
December 2, 2013

TO: County Personnel Policy Board Members

SUBJECT: Personnel Policy Board Meeting
Monday, December 9, 2013
9:00 a.m., Commissioners Hearing Room
County-City Building, Room 112

A G E N D A

ITEM 1: Request to create the following classification:

CLASS
CODE CLASS TITLE PROPOSED PAY RANGE

2449 Records Courier A16 ($30,567.68 - $39,151.84)

ITEM 2: Request to amend Rule 18.1 of the Personnel Rules - Compensation for Absence on
Holidays

ITEM 3: Request to amend Rule 19.2 of the Personnel Rules - Vacation Leave

ITEM 4: Request to amend Rule 19.3 of the Personnel Rules - Sick Leave

ITEM 5: Request to amend Rule 19.4 of the Personnel Rules - Injury Leave

ITEM 6: Request to revise Workers Compensation Personnel Policy Bulletin

ITEM 7: Reconsideration of Chad Anderson appeal hearing - Corrections

ITEM 8: Miscellaneous Discussion

pc: Department Heads
Chad Anderson
Tom McCarty
Richard Grabow
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 2449 
 LANCASTER COUNTY 
 RECORDS COURIER 

 
 
NATURE OF WORK 
 

This is entry level manual and clerical work receiving, storing and distributing records. 
 
Work involves receiving, storing and distributing records. Work may also include maintaining 

inventory and location of records; disposing of eligible records; performing a daily delivery route; and 
maintaining a clean, orderly and secure records storage facility. An employee in this class may be 
responsible for the operation of a records storeroom. General supervision is received from an administrative 
or technical superior with work being reviewed in the form of accuracy, thoroughness, and compliance with 
written policies and standard operating procedures. 

 
 
EXAMPLES OF WORK PERFORMED 
 

Fill user requests for records, deliver the requested records and re-file the records when they return. 
 
Transfer records to storage and record location information for each box using a bar code reader. 
 
Upon approval from agencies, dispose of eligible records by using on-site shredder. 
 
Utilize a computer database of records in storage to print reports for requested records, to look up 

records and to verify index of records in storage. 
 
Maintain security of records storage facility; maintain a clean and orderly environment 
 
Use a county vehicle to perform a daily delivery route; deliver boxes, files and mail to County and 

City departments. 
 
 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 
 

Knowledge of records inventory processes and procedures. 
 
Knowledge of basic accounting principles and practices pertaining to the operation of a storeroom 

or inventory system. 
 
Knowledge of proper storage and distribution procedures for records. 
 
Ability to maintain statistical information and reports. 
 
Ability to maintain routine records inventory. 
 
Ability to perform heavy lifting. 
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Ability to communicate effectively both orally and in writing. 
 
Ability to perform routine mathematical calculations. 
 
Ability to establish and maintain effective working relationships with co-workers and the general 

public. 
 
 
DESIRABLE TRAINING AND EXPERIENCE 
 

Graduation from a senior high school or equivalent with experience in records inventory. 
 
 
MINIMUM QUALIFICATIONS 
 

Graduation from a senior high school or equivalent with some experience in records inventory or 
any equivalent combination of training and experience that provides the desirable knowledge, abilities and 
skills. 
 
 
12/13 
 
PS2449 
 



18.1    Compensation for Absence on Holidays  (Revised 08/1311/13)

(a) All full-time and part-time status and probationary employees with the exception

of those identified in paragraph (g)(h) below shall receive pay for one-fifth (1/5) of their

regularly scheduled work week not to exceed eight (8) hours for the following legal holidays or

any other day proclaimed by the County Board as a holiday:

New Year's Day Labor Day

Martin Luther King Jr.'s Day Veteran's Day

President's Day Thanksgiving Day

Memorial Day Day After Thanksgiving

Fourth of July Christmas Day

(b) In addition to the established holidays listed above, employees in pay grades

prefixed by ‘C’, ‘E’, ‘J’ or ‘Y’, with the exception of those identified in paragraph (g) below, will

receive twenty-four (24) hours of noncumulative personal holiday time each year beginning with

the pay period in August that results in the first pay check in September.In addition to the

established holidays listed above, employees who are new or re-hired in pay grades prefixed by

‘C’, ‘E’, or ‘Y’ shall receive noncumulative personal holiday hours based on the following

schedule in their first year of employment:

(1) If the employee’s hire date is on or after the beginning of the pay period in

August which results in the first pay check in September, but before

January 1st, the employee shall receive twenty-four (24) hours of

noncumulative personal holiday leave hours.

(2) If the employee’s hire date is on or after January 1st but prior to May 1st, the

employee shall receive sixteen (16) hours of noncumulative personal

holiday leave hours.

(3) If the employee’s hire date is on or after May 1st, but prior to the beginning

of the pay period in August which results in the first pay check in

September, the employee shall receive eight (8) hours of noncumulative

personal holiday leave hours.

All other employees already employed, with the exception of those identified in



paragraphs (e) and (h) below shall receive twenty-four (24) hours of noncumulative personal

holiday leave hours each year beginning with the pay period in August that results in the first pay

check in September.

(c) In addition to the established holidays listed above, employees who are new or 

re-hired in pay grades prefixed by ‘J’ shall receive noncumulative personal holiday hours based

on the following schedule in their first year of employment:

(1) If the employee’s hire date is on or after the beginning of the pay period in

August which results in the first pay check in September, but before

January 1st, the employee shall receive twelve (12) hours of noncumulative

personal holiday leave hours.

(2) If the employee’s hire date is on or after January 1st but prior to May 1st, the

employee shall receive eight (8) hours of noncumulative personal holiday

leave hours.

(3) If the employee’s hire date is on or after May 1st, but prior to the beginning

of the pay period in August which results in the first pay check in

September, the employee shall receive four (4) hours of noncumulative

personal holiday leave hours.

(c)(d) In addition to the established holidays listed above, employees in pay grades

prefixed by ‘A’ or ‘G’, with the exception of those identified in paragraph (g) below, will receive

twenty (20) hours of noncumulative personal holiday time each year beginning with the pay

period in August that results in the first pay check in September.

(d)(e) Part-time employees will receive personal holiday hours at one-fifth (1/5) of their

regularly scheduled work week not to exceed eight (8) hours. 

(e)(f) Personal holiday hours may be taken anytime during the year that begins with the

pay period in August that results in the first pay check in September (or be forfeited), provided

the days and times selected by the employee have the prior approval of the Department Head.

(f)(g) Employees will be required to use personal holiday hours in increments of not less



than two (2) hour blocks of time.

(g)(h) Part-time status and probationary shift employees of facilities open seven (7) days

a week or twenty-four (24) hours a day shall earn legal and personal holidays on a prorated

schedule at the rate of 0.05 per hour worked which shall be added to the holiday bank each pay

period.  Accumulated holiday hours must be taken during the year that begins with the pay period

in August that results in the first pay check in September (or be forfeited), provided the time

selected by the employee has the prior approval of the Department Head.
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19.2    Vacation Leave   (Revised 08/0712/13)

(a) Probationary and status employees shall earn vacation leave with pay according to the
following schedule:

(1) Less than five (5) years of service — at the factored hourly equivalent of
eighty (80) hours per year.

(2) After five (5) years of service — at the factored hourly equivalent of one
hundred twenty (120) hours per year.

(3) After ten (10) years of service — at the factored hourly equivalent of one
hundred fifty-two (152) hours per year.

(4) After fifteen (15) years of service — at the factored hourly equivalent of one
hundred sixty-four (164) hours per year.

(5) After twenty (20) years of service — at the factored hourly equivalent of one
hundred ninety-eight (198) hours per year.

(b) Employees shall earn but not be granted vacation leave during the first six (6) months
of employment.

(c) Part-time employees shall earn vacation leave based on total hours worked in each pay
period.

(d) Vacation leave shall be requested and approved in advance of its use, except in
circumstances beyond the employee's control.  Each Department Head shall schedule vacation leaves
to accord with operating requirements and, insofar as possible, to coincide with the request of the
employee.

(e) Accumulation of vacation leave credit shall be on a continuous basis not to exceed
two hundred forty (240) hours.  Unused vacation leave accumulation shall be paid upon separation. 
Employment may not be extended by using vacation at the time of separation.

(f) Vacation leave shall not accrue during any leave of absence without pay.

(g) Classified employees who accept permanent appointment to an elected position shall

have their vacation balance paid out to them at their rate of pay in the classified position. Such

payment shall be made on the paycheck following the employee’s last day in their classified position.
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19.3    Sick Leave   (Revised 08/1312/13)

(a) Sick leave is only to be used for sickness, family illness, personal and family medical

appointments, injury, disability or funeral leave as outlined in these Rules and for no other purpose. 

An employee who uses sick leave for any other purpose may be subject to discipline.  

(1) Each employee in a pay grade prefixed by ‘C’, ‘E’ or ‘Y’ shall earn Sick

Leave hours at the factored hourly rate specified to equate to thirteen (13) days per year or one

hundred four (104) hours per year for a full-time employee.

(2) Each employee in a pay grade prefixed by ‘A’ or ‘G’ shall earn sick leave

hours at the factored hourly equivalent of ninety-nine (99) hours per year for a full-time employee.

(3) Sick Leave shall not accrue during any period of absence without pay.  

(4) Sick Leave shall be earned, but not granted, during the first six (6) months of

employment.  

(5) No refund of vacation shall be allowed due to illness incurred while on

vacation.

(6) Sick Leave for part-time employees will be earned based on the number of

hours worked each pay period.

(b) The Department Head may require a doctor's certificate be obtained on an annual basis

for the continued medical condition.

(c) An employee may use up to forty (40) hours per calendar year for illness in the

immediate family or family medical appointments.  Upon written request, the Personnel Director may

waive the forty (40) hour limit after reviewing the individual circumstances in support of the request.

(d) Immediate family for the purpose of sick leave usage is defined to be spouse, child,

grandchild, parent, step-parent, sister, brother, employee's grandparents and the parents of the

employee’s spouse.  Immediate family will also include any other family member, whether it be by

blood or legal marriage, or legal adoption or foster children, residing in the same household.

(e) Accumulation of sick leave credit shall not exceed two thousand eighty (2,080) hours

at any one time.  Disability retirement shall not be effective until accumulated sick leave has been

used.  

(1) Upon retirement or death, employees in a pay grade prefixed by ‘C’, ‘E’ or

‘Y’, shall receive fifty-five percent (55%) of accumulated sick leave, one hundred percent (100%) of

which will be distributed into the employee’s PEHP premium account.

(2) Upon retirement or death, employees in a pay grade prefixed by ‘A’ or ‘G’



shall receive forty-five percent (45 %) of their accumulated sick leave into the employee’s PEHP

account.

(3) Payment shall be made based on the employee’s current hourly rate of pay at

the time of retirement or death.

(f) An employee who is absent because of sickness shall inform his immediate supervisor

of the fact and the reason therefore as soon as possible; failure to do so within a reasonable time may

be cause for denial of pay for the period of absence.  The Department Head may require a doctor's

certificate or other evidence of illness before approving sick leave with pay; such certificates shall be

transmitted to the Personnel Officer with the report of sick leave for entry in the employee's records. 

Sick leave may be denied when the County has facts showing that an employee is abusing sick leave.

(g) An employee, at his discretion, may supplement his worker's compensation payment

to bring the total sum of worker's compensation payment and sick leave to a figure equivalent to a full

pay check. 

(h) An employee in a pay grade prefixed by ‘C’, ‘E’ or ‘Y’ who voluntarily separates,

other than retirement, from employment with the County after fifteen (15) consecutive years of

service with the county shall be paid fifty percent (50%) of their accumulated sick leave balance that

is in excess of one thousand hours.  This pay out shall be distributed as one-third (a) cash and two-

thirds (b)  PEHP.

  

(1) An employee in a pay grade prefixed by ‘A’ or ‘G’ who voluntarily separates,

other than retirement, from employment with the County after fifteen (15) consecutive years of

service with the County shall be paid forty-five percent (45%) of their sick leave balance in excess of

1000 hours, and shall be paid in cash.

(2) Payment shall be made based on the employee's current hourly rate of pay.

(i) Once an employee has exhausted all sick leave, the department head may

automatically deduct as necessary from any available paid leaves.

(j) For classified employees who have accepted an elected position:

(1) Employees who accept appointment to an elected position shall have their

accrued sick leave banked at the time of their appointment.

(2) Upon termination of employment, the employee’s sick leave bank will be paid

in accordance with the provisions of this Rule based on what their pay grade designation was in the

classified position. Payment will be based upon the employee’s hourly rate of pay they earned when

they left their classified position.
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19.4    Injury Leave  (Revised 8/05)(Revised 12/13)

Any probationary or status employee who is injured in the performance of his duties shall

receive the difference between his regular pay and the worker's compensation payment for a period

not to exceed up to ten (10) working days from date of injury, not to exceed a total of eighty (80)

hours, as injury leave.

Injury leave shall be taken within two (2) years from the date of the injury for which the leave was

being paid and may be taken non-consecutively over the two (2) year period.

Failure to immediately report an incident which may have resulted in injury may cause forfeiture of
the additional benefit.

Such injury leave shall not be deducted from vacation or sick leave credits.
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Personnel Policy Bulletin Number: 2005-22013-4

Lancaster County Date: August,
2005December,
2013

Reference: Title:

Supercedes Personnel Policy Bulletin 2002-52005-2 WORKERS' COMPENSATION POLICY

WORKERS' COMPENSATION POLICY

I. Workers' Compensation Defined.  Workers' Compensation benefits are provided to eligible
employees who sustain injury by accident or occupational disease arising out of and in the course of
their employment, and who are not willfully negligent at the time of the injury.

II. Reporting Requirements.  Any job related injury or disease shall be immediately reported to
the employee's department head or available supervisor as soon as possible.  The department shall
immediately report the incident to the County Risk Manager.  A "First Report of Alleged Occupational
Injury or Illness", completed by the departmentemployee and an "Employee Injury or Illness Report",
completed by the injured employee and his/her supervisor, should be forwarded to the County Risk
Manager in all cases. (See attached sample forms).  The employee will have the burden of proof to
document the claim by submitting an injury report and medical evidence to support his or her claim.

County Risk Management will investigate the claim to determine if it should be approved as a
workers' compensation injury.  During this investigation the employee may elect to use other leave
options such as sick leave, vacation or personal holiday.  If the claim is approved by Risk
Management the injured employee's department will convert any sick leave, vacation or personal
holiday hours paid to the employee, to injury leave, for hours missed during the first 10  working days. 
If sick leave, vacation, or holiday pay is paid during a period of Temporary Total Disability beyond 10
working days from the date of the accident the employee will be credited for two-thirds (.6667) of all
such hours used during the period of disability.  

III. Medical Documentation. Employees requesting time off work due to a work related injury or
disease must provide medical documentation that states he/she is unable to perform his/her normal
work duties.  All medical documentation must be provided to the Risk Manager.  Prior to returning to
duty, the employee must provide a full medical release from a medical provider which specifies all
restrictions, if any, upon the employee's ability to perform his or her full range of duties.  Modified
Duty will be allowed only as specified in Paragraph VII herein. 

IV. Injury Leave.  All probationary or status classified employees shall receive the difference
between his/her regular pay and the workers' compensation payment for a period not to exceed 10 
working days from the date of injury.  FOP, Lodge 29, employees shall receive the difference between
his/her regular pay and the workers' compensation payment for a period not to exceed 60 calendar
days from the date of injury. injury leave benefits pursuant to County Rule 19.4 - Injury Leave, or the
employee’s applicable labor contract.
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Personnel Policy Bulletin Number: 2005-22013-4

Lancaster County Date: August,
2005December,
2013

Reference: Title:

Supercedes Personnel Policy Bulletin 2002-52005-2 WORKERS' COMPENSATION POLICY

Such injury leave shall not be deducted from vacation or sick leave credits and will be listed as injury
leave on the employee paycheck.

Failure to immediately report an accident which resulted in an injury may cause forfeiture of this
additional benefit.

Unclassified employees, other than sheriff deputies, are not entitled to injury leave but are entitled to
workers' compensation benefits provided in the Nebraska Workers' Compensation Act.

V. Temporary Total Disability Benefits.   If injury leave has expired and the employee still
requires time off work, the employee is eligible to receive Temporary Total Disability workers'
compensation benefits (TTD) administered by Risk Management.  TTD is based on two-thirds (.6667)
of the employee's Average Weekly Wage (AWW) at the time of the injury, with a maximum benefit
set each year by the Nebraska Workers' Compensation Act.  AWW is established from a wage history
covering the time period 26 weeks prior to the date of the injury.  

All employees have the option of supplementing the amount of TTD benefits received with sick,
vacation or personal holiday hours so that the benefit equals the employee's normal salary for the pay
period.  Unrepresented classified employees, unclassified employees and members of the FOP, Lodge
29 (Deputy Sheriffs), FOP, Lodge 32 (Corrections) and AFSCME, Local 2468, bargaining units may
also supplement their workers' compensation benefits with sick leave hours. It is the employee's
responsibility to inform his/her department head that he/she intends to supplement workers'
compensation benefits with paid leave.  No employee shall receive a salary (workers' compensation
plus regular pay or paid leave) in excess of his/her normal wage.

VI. Temporary Partial Disability Benefits.  If the employee can return to work on a part-time
basis and provides the department head written permission from his/her medical provider to do so, the
employee will receive injury leave, if not yet expired, or Temporary Partial Disability (TPD) if all
injury leave has expired, for the amount of time still spent away from work.  TPD is calculated as the
Average Weekly Wage at the time of the injury minus salary earned for the week(s) in question and
then multiplied by .6667.  Again, employees  may opt to supplement their TPD benefits with eligible
paid leave benefits in order to equal a full paycheck in the manner described in Paragraph V., above.

VII. Modified Duty and Recovery Time.  A department, based upon operational needs and at the
department head's discretion, may offer modified duty to status and probationary employees who have
suffered a work related injury. Prior to modified duty being approved, the employee must provide
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Personnel Policy Bulletin Number: 2005-22013-4

Lancaster County Date: August,
2005December,
2013

Reference: Title:

Supercedes Personnel Policy Bulletin 2002-52005-2 WORKERS' COMPENSATION POLICY

medical documentation from his/her treating physician which states the employee is unable to perform
the essential duties of his/her current position but is able to work a modified duty assignment. 
Modified duty is considered temporary and will be reviewed three months after the assignment to
determine whether it will be extended beyond the initial three-month period.  

The maximum amount of recovery time, including modified duty, should not exceed 6 calendar
months from the date of injury.  If the employee cannot return to full duty after 6 months from the date
of injury, the employee may be separated from employment.  However, if the employee provides
medical documentation indicating a strong likelihood that the employee can return to full duty within a
reasonable time period, the department head may extend the recovery time depending upon business
needs and pursuant to the Americans with Disabilities Act (ADA), if applicable.  Likewise, if the
employee can perform the essential functions of his/her position with some modifications, the
department will make reasonable efforts to accommodate the employee.  If the employee cannot return
to full duty and there are no reasonable accommodations available, the employee may be eligible for
workers' compensation benefits such as retraining or vocational rehabilitation.  

VIII. Insurance Premiums And Other Benefits.  Health insurance, dental insurance and other
applicable insurance benefits will continue with the appropriate employer contribution.  Employees
must continue to pay the employee share of the insurance premiums and are responsible for
coordinating payment of said premiums with the County Clerk's Office.

In order to continue accruing vacation and sick leave hours, and to qualify for holiday pay, an
employee must be in a pay status.  Vacation and sick leave hours will accrue based upon the number
of hours the employee is in a pay status.  To be in a pay status the employee must request that his/her
workers' compensation benefits be supplemented with available paid leave benefits in order to equal a
full paycheck in the manner described in Paragraph V.  If the employee is not supplementing his
workers' compensation benefits with available paid leaves, the employee is in a non pay status.   

In order to qualify for holiday pay an employee must be in pay status on his/her regular work day
immediately before and after the holiday.  If a holiday occurs during the time period injury leave is
paid, holiday hours are paid in lieu of injury leave hours.  If a holiday occurs after injury leave has
expired and the employee is receiving workers' compensation benefits, the employee will receive
holiday pay only if the employee is in a pay status on his/her regular work day immediately before and
immediately after the holiday.  An employee in pay status shall receive enough holiday hours to a
figure equivalent to a full work day for that day.  The employee should not receive the full eight hours
of holiday pay.  An employee on workers' compensation leave who is not supplementing his/her leave
with paid benefits, is not in a pay status and therefore does not qualify for holiday pay.

Page 3 of 4



Personnel Policy Bulletin Number: 2005-22013-4

Lancaster County Date: August,
2005December,
2013

Reference: Title:

Supercedes Personnel Policy Bulletin 2002-52005-2 WORKERS' COMPENSATION POLICY

Pursuant to County Personnel Rule 19.7, the Personnel Officer must be notified in writing when an
employee's leave without pay status exceeds thirty (30) calendar days.  Additionally, any employee on
leave without pay status exceeding thirty (30) calendar days will have their eligibility date adjusted
pursuant to County Personnel Rule 19.12.

IX. Other Provisions.  This policy should be read in conjunction and coordinated with all
applicable contract provisions, personnel rules and all state and federal laws including, but not limited
to, the Nebraska Workers' Compensation Act, the Americans With Disabilities Act (ADA) and the
Family and Medical Leave Act (FMLA).

                                                                                                           
Don TauteDoug McDaniel, Personnel Director Date

                                                                                                           
Larry Hudkins, Chairman Date
Board of County Commissioners
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LANCASTER COUNTY
Risk Management Office

Report of Minor Employment Injury

This report is to be used only when the employee incurs a minor job injury that requires only first aid or
personal treatment at the time of the injury.  This form should be completed immediately and given to the
appropriate department authority for placement in the employee’s department file.

A copy of this form should be sent to County Risk Management.  Risk Management will enter the
data into the claims system for tracking and reporting purposes.

If the employee seeks medical care or has lost time as a result of this accident and after the initial report
has been filed, a Workers’ Compensation First Report of Alleged Occupational Injury or Illness report
must be completed and sent to the County Risk Management Office.

Injured Employee’s Name                                                            Social Security #                                        

Department                                                                      Phone                                                                       

Accident Date                                                 Time                                  AM/PM

Place where accident occurred                                                                                                                        

Nature and extent of injury                                                                                                                              

                                                                                                                                                                          

                                                                                                                                                                         

Description of how injury occurred                                                                                                                 

                                                                                                                                                                          

                                                                                                                                                                          

                                                                                                                                                                          

What first aid was given or applied                                                                                                                  

Signatures

Employee                                                                                          Date                                                       

Supervisor                                                                                         Date                                                       

Any questions regarding reporting of injuries should be referred to:

Kari Wiegert - 441-6593 Sue Eckley - 441-6510
kwiegert@lancaster.ne.gov seckley@lancaster.ne.gov
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