
July 12, 2024 
 
 TO:  County Personnel Policy Board Members 
         
SUBJECT:  Personnel Policy Board Meeting 

Friday, July 19, 2024 
1:30 p.m., Commissioners Hearing Room 
County-City Building, Room 112 
 

A G E N D A 
ITEM 1: Approve Minutes from the June 6, 2024 meeting. 
 
ITEM 2: Request to create the following classifications:  

CLASS       
CODE  CLASS TITLE     PAY GRADE 
5748  Corrections Information Technology Manager C25 ($90,760.80 - 

          $116,259.52) 
5749  Corrections Business Manager   C20 ($76,055.20 – 
         $97,414.72) 

ITEM 3:  Request to change the pay grade of the following classification: 
CLASS                      CURRENT                            PROPOSED 
CODE   CLASS TITLE   PAY GRADE                         PAY GRADE 
7530   Geospatial Administrator C25 ($90,760.80   C28 ($100,929.92 

- $116,259.52)   - $129,276.16) 
ITEM 4: Request to revise the following classification: 

CLASS       
CODE  CLASS TITLE 
2845  Accountant III (C21) 
5751  Correctional Officer (J01) 
5762  Community Corrections Field Specialist (C05) 

 
ITEM 5:  Request to amend Lancaster County Human Resource Policy Bulletin – Natural Disaster Leave 

Donation 
 
ITEM 6:  Request for appeal hearing – IBEW – Veronica Johnson – Engineering - Suspension. 
 
ITEM 7:  Request for appeal hearing – IBEW – Josh Bassen & Rick DeBoer – Engineering – Union 

time. 
 
ITEM 8:  Request for appeal hearing – IBEW– James Gibbs – Engineering – Suspension. 
 
ITEM 9: Miscellaneous Discussion 
 
ITEM 10: Public Comment 
 
pc: County Agencies Barb McIntyre  Kristy Bauer  

Union Presidents  John Ward  Veronica Johnson 
Rick Deboer  Josh Bassen  James Gibbs 
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 5748 

 LANCASTER COUNTY 

 CORRECTIONS INFORMATION TECHNOLOGY MANAGER 

 
 
NATURE OF WORK 

 

This is advanced level, highly technical, administrative and supervisory work managing 

the full lifecycle of the department’s technology hardware and software demands.  

 

Work involves responsibility for full project lifecycle management of department specific 

applications, including Criminal Justice Information Services (CJIS) and Jail Records 

Management System (JMS), the department’s time keeping/scheduling program and other 

applications. Work also includes collaborating with department leads to perform requirements 

analysis and developing and deploying full-stack applications to create more efficient workflows. 

An employee in this classification exercises considerable independent judgement in the 

performance of assigned duties. General supervision is received from the director with work 

being reviewed for conformance with established departmental policies and procedures.  

 

 
EXAMPLES OF WORK PERFORMED 

 

Manage full product lifecycle of complex department applications.  

 

Determine the feasibility of computerizing manual systems or converting legacy systems 

to systems using current technology.  

 

Perform analysis of department data, producing detailed summary reports for review by 

administration.  

 

Assist computer operators with issues related to hardware, software, and department 

applications. 

 

Manage and assist in the installation of new computer systems, and hardware and 

software upgrades to existing systems; diagnose problems in hardware and software and perform 

appropriate repairs or coordinates with subordinate staff and third-party vendors.  

 

Troubleshoot Closed-Circuit Television (CCTV), intercom, and Programmable Logic 

Controllers (PLC) network issues and implement solutions in a timely manner.   

 

Develop department technological objectives and budgets, manages acquisition, 

configuration and development of new technology.  

 

Oversee and participate in technology asset management within the department.  

 

Coordinate and supervise technical staff support, including service/help desk operations, 

department hardware and software maintenance and upgrades. 
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Supervise subordinate personnel; assigns, directs, coordinates and evaluates work.   

 

Perform related work as required.  

 

 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

 

Extensive knowledge and skill in the use of computer programming frameworks and languages.  

 

Extensive knowledge and skill in the use of current HTML and CSS. 

 

Extensive knowledge of modern design principles, methods, and techniques of computer 

programming. 

 

Thorough knowledge of Microsoft Office Suite, including Microsoft (MS) Access. 

 

Considerable knowledge in design, setup, and maintenance of relational databases. 

 

Knowledge in the use of Representational State Transfer Application Programming Interface. 

 

Ability to analyze complex problems and organize their parts into logical systems. 

 

Ability to investigate data processing issues, diagnose problems promptly, and execute solutions 

effectively and in a timely manner.  

 

Ability to foresee changes in the needs of the department and plan the most efficient and cost-

saving conversions.  

 

Ability to learn and adapt to advances in technology and determine how it could be used to 

optimize workflows for the department.  

 

Ability to communicate effectively both orally and in writing.  

 

Ability to effectively manage multiple responsibilities concurrently.  

 

Ability to establish and maintain effective working relationships with co-workers, subordinates 

and vendors.  

 

Ability to maintain the confidentiality of information.  

 

 

MINIMUM QUALIFICATIONS 

 

Graduation from an accredited four-year college or university with major coursework in systems 

analysis and programming, software design, software engineering or related field plus six years of 

experience managing a complex computer system and two years of experience in a responsible 

administrative or supervisory capacity; or any equivalent combination of training and experience that 

provides the desirable knowledge, abilities and skills. 

 

7/24 
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 5749 

 LANCASTER COUNTY 

 CORRECTIONS BUSINESS MANAGER 

 
 
NATURE OF WORK 

 

This is responsible administrative work overseeing and directing the business operations 

of the Corrections Department. 

 

Work involves responsibility for ensuring the efficient financial management and 

operational integrity of the Correctional facility. Work includes a diverse array of 

responsibilities, ranging from budget development and management to overseeing 

communication channels and ensuring compliance with legal and safety standards. Work also 

includes administering various Human Resource functions, encompassing the preparation, 

routing, and record-keeping of critical tasks. This includes managing payroll processing, 

documenting Family and Medical Leave Act (FMLA) requests, coordinating training and travel 

logistics, and providing valuable support in contract administration.  Work is performed 

independently with work being reviewed by the Director in the form of written reports, direct 

reporting and results achieved. Supervision is exercised over employees. 

 

 
EXAMPLES OF WORK PERFORMED 

 

Oversee, guide and assess designated personnel, encompassing tasks such as establishing 

workloads, prioritizing assignments, conducting performance assessments, interpreting and 

enforcing policies and protocols, as well as resolving personnel concerns.  

 

Review and approve public and inmate messages transmitted through the electronic 

communication system, ensuring compliance with facility regulations and security protocols.  

 

Coordinate accounting payments, conducting audits, generating financial reports, and 

ensuring accurate payroll processing while effectively communicating with Finance staff. 

 

Review and monitor Workers’ Compensation and Family and Medical Leave Act 

(FMLA) cases, ensuring adherence to legal requirements and facilitating appropriate 

accommodations for staff as needed.  

 

Develop, prepare, and administer the Corrections department budget to align with 

organizational goals and objectives.  

 

Collaborate with the Director and leadership team to establish budgetary objectives and 

priorities.  

 

Coordinate expenditures, monitor financial performance, and initiate budget adjustments 

as necessary to optimize resource allocation.  
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Assist in the preparation and delivery of budget presentations to stakeholders, providing 

comprehensive insights and justifications for proposed allocations.  

 

Serve as a liaison with the public on behalf of the Director and administration team, 

addressing inquiries, disseminating information, and fostering positive leadership within the 

community.  

 

Oversee the Department mail and package search procedures, implementing measures to 

maintain facility security.  

 

Process payments from inmates, verify the legitimacy of senders, and ensure the legal 

and secure delivery of confidential mail, upholding the safety and integrity of the correctional 

facility.  

 

Maintain accurate records, conduct audits, and collaborate with relevant stakeholders to 

mitigate risks and uphold regulatory compliance.  

 

Perform related work as required.  

 

 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

 

Considerable knowledge of understanding and interpreting Corrections department policies and 

procedures, federal and state enforcement policies and procedures, County Personnel Rules and union 

contracts. 

 

Considerable knowledge in understanding and interpreting organizational policies and protocols 

within a diverse range of industries or sectors. 

 

Considerable knowledge of federal and state regulatory frameworks beyond corrections, 

demonstrating adaptability in navigating different regulatory environments. 

 

Considerable knowledge in financial management concepts extending beyond county finance, 

illustrating adaptability in budgeting and accounting practices across different sectors. 

 

Knowledge of personnel management principles beyond county-specific rules and union 

contracts, showcasing a broader understanding of HR practices. 

 

Knowledge of management theories and organizational behavior, indicating versatility in 

applying principles to various contexts. 

 

Knowledge in conducting research using diverse methodologies beyond conventional techniques, 

showcasing innovation and resourcefulness. 

 

Ability to synthesize and analyze complex data sets to inform decision-making and operational 

strategies, displaying a capacity for strategic thinking and problem-solving. 
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Ability to communicate findings and recommendations effectively, demonstrating clarity and 

persuasiveness in both written and verbal communication. 

 

Ability to foster collaboration and build partnerships across diverse stakeholders and departments, 

facilitating collective achievement of organizational goals. 

 

Ability to communicate effectively to convey complex ideas to diverse audiences, both orally and 

in writing. 

 

 

MINIMUM QUALIFICATIONS 

 

Graduation from an accredited four-year college or university with major coursework in public or 

business administration, accounting or related field plus four years of experience in a responsible 

administrative or supervisory capacity; or any equivalent combination of training and experience that 

provides the desirable knowledge, abilities and skills. 

 

 

 

7/24 
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 2845 

 LANCASTER COUNTY 

 ACCOUNTANT III 

 

 

NATURE OF WORK 

 

This is highly responsible professional accounting work in the maintenance, review, and analysis 

of fiscal records. 

 

Work involves responsibility for independently maintaining a complete set of accounting records, 

collecting and recording detailed fiscal records, preparing and analyzing fiscal reports including financial 

statements; and reviewing and reporting on internal controls. An employee in this class will assist higher 

level employees with more complex accounting and/or auditing functions. Work requires independent 

judgment on technical accounting and/or auditing problems, but classifications and procedures are 

determined by departmental regulations or legal requirements. Work is reviewed by an administrative 

superior for adherence to overall standards of performance, and is subject to periodic audit. Supervision 

may be exercised over subordinate employees. 

 

 

EXAMPLES OF WORK PERFORMED 

 

Develop objectives, procedures and policies governing the management of revenues and 

expenditures in accordance with the principles of governmental accounting, and relevant state and federal 

regulations and statutes; explore and plan financial and accounting information system improvements; 

monitor changes to and obtain interpretations of appropriate federal and state laws, rules, regulations, and 

standards to ensure County compliance and efficient work operations. 

 

Prepare adjusting year end journal entries along with financial statements and footnotes for the 

Lancaster County, Crisis Center and Lancaster County Correctional Facility Joint Public Agency audits. 

 

Serve as project manager for information flow from county departments during external audit 

process to ensure timely issuance of statements. 

 

Monitor financial activity in the accounting system, ensure accounting system is utilized at 

highest capacity as possible by county departments and act as liaison with software vendor and 

Information Services. 

 

Develop and distribute budget information to county departments throughout the budget process. 

 

Prepare adjusting year end journal entries along with financial statements and footnotes for the 

audit of the Public Building Commission and provide accounting assistance throughout the fiscal year. 

 

Prepare financial reports and provide accounting support for the Railroad Transportation Safety 

District and other areas as assigned. 

 

Prepare annual Statement of Revenues and Expenditures for the Lincoln Sports Foundation 

Motocross. 

 

 



2845  LANCASTER COUNTY ACCOUNTANT III PAGE 2 
 
 
 

 

DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

 

Considerable knowledge of professional accounting principles and auditing procedures. 

 

Considerable knowledge of professional auditing principles and procedures.  

 

Knowledge of governmental accounting procedures. 

 

Ability to apply professional accounting principles to the maintenance of fiscal and accounting 

records. 

 

Ability to perform audits in an independent manner under the direction of an administrative 

superior. 

 

Ability to prepare reports containing audit results and recommendations on improvements to 

internal control procedures. 

 

Knowledge of the Office and Management and Budget (OMB) Compliance Supplement. 

 

Knowledge of the fundamental principles and practices of grant acquisition and management 

including direct and indirect cost accounting and matching funds accounting. 

 

Ability to maintain a variety of accounting records and reports. 

 

Ability to compile, calculate, and analyze data necessary for the completion of fiscal reports 

including financial statements. 

 

Ability to develop modifications and improvements in existing account maintenance procedures. 

 

Ability to perform in an independent manner under the direction of a supervisor. 

 

 

MINIMUM QUALIFICATIONS 

 

Graduation from an accredited four-year college or university with coursework in accounting or 

public or business administration and and four three years of experience working with governmental 

accounting and/or auditing procedures or any equivalent combination of training and experience that 

provides the desirable knowledge, abilities and skills. 

 

 

4/227/24 
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5751 

LANCASTER COUNTY 

CORRECTIONAL OFFICER 

NATURE OF WORK 

This is a direct contact entry-level position in a correctional facility. 

Work involves responsibility for providing security and care to incarcerated individuals, for 

ensuring inmate safety, enforcing rules and regulations, maintaining order, escorting inmates, and 

supervising various inmate activities and programs. Work also involves providing input into the treatment 

of individual inmates and the correctional facility population in general through reporting observations to 

counseling, medical, and supervisory staff. Work is performed under the general supervision of a superior 

with work reviewed in the form of reports, conferences and observation. 

EXAMPLES OF WORK PERFORMED 

Process newly incarcerated inmates; supervise inmate activities including recreation, personal 

visits, and telephone calls; provide inmates with necessary housing articles such as bedding, toilet items, 

and linen. 

Prevent and control volatile situations among inmates; conduct inmate searches and shakedowns 

for control of contraband; escort inmates to scheduled medical or legal appointments. 

Supervise inmate activity outside of cell areas, including educational or recreational activities, 

meals, trustee duties, and related activities of daily living. 

Listen to inmate questions and/or grievances and resolve or refer problems/issues to appropriate 

staff. 

Dispense medications at the direction of medical staff as necessary. 

Document inmate activities and relevant incident; complete oral and written reports as required. 

DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

Some knowledge of the criminal justice system. 

Some knowledge of correctional facility operations. 

Some knowledge of minority cultures and religions. 

Ability to effectively manage inmate behavior in various custody environments. 

Ability to communicate effectively both orally and in writing. 
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Ability to observe and assess inmate behavior for signs of potential suicide, riot, and/or other 

violent behavior. 

 

Ability to respond to medical and life threatening emergencies. 

 

Ability to work with outside agencies, inmates, attorneys, co-workers, and the public in a 

cooperative and professional manner. 

 

Ability to perform computer data entry and word processing. 

 

 

MINIMUM QUALIFICATIONS 

 

Graduation from high school or equivalent; or any equivalent combination of experience and 

training that provides the desirable knowledge, abilities and skills. 

 

 

NECESSARY SPECIAL REQUIREMENTS 

 

Must be a citizen of the United States and be at least nineteen (19) years of age or older. 

 

At the time of employment, must be fingerprinted and the fingerprint cards promptly submitted to 

the Nebraska State Patrol for a criminal history search; must be free of any convictions of crimes punishable 

by imprisonment in a state or federal penitentiary for a term of one (l) year or more, from which a pardon 

has not been received. 

 

Must submit to and successfully pass a substance abuse test. 

 

Must be examined by a licensed physician and meet the medical requirements of the Corrections 

Department. 

 

Possession of a valid driver's license when operating a vehicle is required in the performance of 

assigned dutiesand the ability to be insured by the County’s insurance carrier. 

 

 

 

 

11/127/24 
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LANCASTER COUNTY 5762 

COMMUNITY CORRECTIONS FIELD SPECIALIST 

NATURE OF WORK 

This is specialized professional work involving program enforcement responsibleproviding 

administrative and operational support for the supervision of offenders justice involved individuals who are 

participating in an alternative to incarceration program.  

Work involves monitoring clients in the community while engaged in their daily activities to ensure 

compliance with personal program agreements. Work also involves documentation and development of 

reports; presenting findings for staff review; and maintaining appropriate client records. Supervision is 

received from an administrative superior with work being reviewed in the form of conferences to determine 

the effectiveness of services provided. 

EXAMPLES OF WORK PREFORMED 

Monitors and reports on client activities in the community to program staff and other criminal 

justice agencies; contacts employers, instructors and others; conducts residence checks. 

Builds, cleans and maintains monitoring equipment; picks up lost and damaged equipment; 

provides assistance to staff in managing the monitoring equipment. 

Participates as a team member in program meetings to enhance provision of services. 

Participates in client program orientation; coordinates client program activities, assists with skills 

training of clientele; transports clients.  

Responds to reports of non-compliance; investigates reports of non-compliance through by various 

means, of surveillance, including but not limited to interviews and electronic monitoring. 

Prepares reports and maintains records of services provided and client progress. 

DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS 

Knowledge of sociological, behavioral and cultural factors influencing the behavior and attitudes 

of offenders in the criminal justice system. 

Knowledge of the functions and services of community organizations, related human services, 

mental health and substance abuse resources. 

Knowledge of appropriate procedures to follow or actions to take in various monitoring situations. 

Ability to develop and maintain effective working relationships with clients, co-workers, law 

enforcement, attorneys, the judiciary, and the general public.  

Ability to communicate effectively both orally and in writing. 
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Ability to maintain records of services provided, client progress and required documentation.  

 

 

MINIMUM QUALIFICATIONS 

 

Graduation from high schoola four-year accredited college or university or equivalent plus six 

years of experience working with clients in a correctional or mental health program; or an associate degree 

(or 60 college credits) and at least one year of full-time or two years of part-time criminal justice 

experience; or a high school diploma and four years of full-time experience in criminal justice; or any 

equivalent combination of training and experience that provides the desirable knowledge, abilities, and 

skills to meet the National Association of Pretrial Services Agencies (NAPSA) Accreditation Standards. 

 

 

NECESSARY SPECIAL REQUIREMENTS    

 

Possession of a valid driver’s license when operating a vehicle is required in the performance of 

assigned duties. 
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Personnel Policy Bulletin Number: 20204-31 

Lancaster County Date: July, 2004 July, 2024 
 

 

Reference: Title: 

This supersedes Lancaster County 
Personnel Policy Bulletin 2003-2 

Natural Disaster Leave Donation Policy 

 

 
NATURAL DISASTER LEAVE DONATION PLAN POLICY 

Introduction: 

The County of Lancaster recognizes that there are instances in which an employee may personally 
suffer significant losses of property from a natural disaster requiring an employee to be absent from 
work. The County also recognizes that when these instances occur, co-workers of the employee who 
personally experienced a significant property loss as the result of a natural disaster desire to assist 
the employee until the employee can return to work. This policy bulletin is intended to establish 
guidelines for employees of Lancaster County to donate accrued vacation time and personal 
convenience holidays to another employee who personally suffered a significant property loss as a 
result of a natural disaster to be used as paid leave by the employee who personally suffered the 
significant property loss. Lancaster County recognizes that employees may face property losses from 
natural disasters, necessitating time off work. Co-workers often want to support affected colleagues 
during these times. This policy sets guidelines for donating accrued vacation time and personal 
holidays to affected employees, allowing them to take paid leave.   

 

I. POLICY 

In the event the Governor of the State of Nebraska declares a state of emergency as the result of a 
natural disaster, it shall be the policy of the County of Lancaster County to allowprovide approved 
eemmployees the with an opportunity to donate accrued vacation leave and personal convenience 
holidays to Lancaster the benefit of another County’s Natural Disaster Leave plan.  Lancaster 
County shall also provide approved affected employees the use of donated leave.chours 

employee who personally suffered a significant property loss as the result of the natural disaster. 

II. PROCEDURE 

A. Employees Covered 

All classified and unclassified employees who earn leave and have been employed a minimum 
of twelve consecutive months successfully completed probation are shall be eligible to 
participate in Lancaster Countyt’s he Natural Disaster Leave Donation Programplan. 

B. Recipient Employee User Eligibility 

To be eligible to receiveIn order to utilize leave donated pursuant to this policy, an 
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employee must meet the following conditions: 

1. The employee must have personally suffered a significant loss of property, as the result 
of a natural disaster, including but not limited to, the physical destruction of or a 
significant damage to the employee’s personal residence. 

2. The employee must provide a satisfactory verification of the significant property 
loss or damage satisfactory to the County. 

3. The employee must have a minimum of one year of service with the County. 
 

4.3. The employee must not have offered anything of value to another employee in 
exchange for the leave donation. 

5. No more than 80 hours of natural disaster leave may be received by the employee for any 
given state of emergency. The employee may receive a maximum of 80 hours of natural 
disaster leave for any single state of emergency.Eligible employees may be granted up to 
a maximum of 80 Natural Disaster Leave plan hours within a twelve-month period, 
subject to received donations. This period begins with the first use of donated leave.  

6.4.  

5. The employee must complete the Natural Disaster Donation Request Form and submit the 
form to the employee’stheir department agency head, and the Personnel Human Resources 
Director, who will certify that the employee is eligible to participate in the leave donation 
program.for certification of eligibility. 

6. In no event shall the employee be allowed to utilize time donated pursuant to this policy as an 
addition to non-disaster related leave. Use of donated time is subject to the same restrictions 
as use of regular leave time and is subject to approval by the agency department head.   

7. An employee who is receiving natural disaster leave will be considered in payment status and 
be eligible to accrue vacation and sick leave. 

8. Human Resources reserves the right to allocate and/or deny requests based on donations 
and will make every effort to be equitable with these distributions. 

7.  
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C. DonorDonation Employee Eligibility 

1. The donating employee must have an accrued vacation leave balance of at least 
forty hours subsequent toafter making a leave donation. 

2. The donating employee mustmay donate Personal Convenience Holidays in only eight-
hour increments., and  vand vVacation leave may be donated in four-hour or eight-hour 
increments. 

3. The donating employee must not have solicited nor accepted anything of value in 
exchange for the donation. 

4.3. The donating employee must complete and have witnessed the Natural Disaster Donation 
Form and submit it to Human Resources. witnessed. 

 

D. How to Applying Ffor or Donatinge Leave 

1. An  eligible employee who qualifies for natural disaster leave shall complete the 
Natural Disaster Leave Donation Request Form and submit it to their  department 
agency head who shall, in conjunctionwill review it with the Personnel Human 
Resources Director, review it for approval or denial. 

2. Upon approval, donor employees shall complete the Natural Disaster Donation Form 
indicating a willingness to donate vacation or Personal Convenience Holiday time and 
the amount of said time to be donated the type and amount of leave to be donated. This 
form shall also be signed by a witness to the donor’s signature and. The completed form 
should then be forwarded to the payroll person in the requesting employee’s agency. 
department of the requesting employee. 

 

3. Employees donating their time are doing so strictly on a voluntarily,  basis and will have 
their vacation leave or Personal Convenience Holiday leave balances will be irrevocably 
debited for the amount of time transferred time. to the recipient employee. The 
transferred time will be placed in the recipient employee’s vacation leave account. 

4. The Personnel Human Resources Department and County Payroll Departments will 
monitor hours donated. The time donated will be on an “hour-for-hour” basis to the 
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recipient employee.donated hours on an “hour-for-hour” basis for the recipient 
employee. 

 
5.  Vacation leave hours  are transferred are done so in four-hour or eight-hour increments., while 

Personal Convenience Holiday hours are transferred are done so in eight-hour increments. All 
donated time donated must be used by the recipient for recovery from the property loss 
associated with the natural disasterdisaster and cannot be added to the recipient’s approved 
vacation leave balance. In no event shall the employee be allowed to utilized time donated 
pursuant to this policy as an addition to the employee's approved vacation balance. 

6.  Subsequent to the receipt of After receiving the leave donation forms, the Personnel Human 
Resources Department shall credit the recipient employee's vacation leave balance. An employee 
who is receiving natural disaster leave donated by other While receiving natural disaster leave, 
the employees shall be allowed to accrue vacation leave and sick leave, while in that status, 
however,  but all donated leave shall first bemust be used prior to the use of the employee's before 
accrued vacation leave time. 

III. RETROACTIVE 

The Natural Disaster Leave Donation Policy shall be retroactive to May 24, 2004. 
 
 
 
 
 
             
 
Don Taute, Personnel Barb McIntyre, Human Resources Director    Date 
 
 
 
 
 
             
 
Ray StevensSean Flowerday, Chair      Date 
Board of Commissioners



 
 

 CITY OF LINCOLN -- LANCASTER COUNTY 
Natural Disaster Leave Donation Request Form 

 
(To be completed by Requesting Employee) 

 , an employee in , 
(Name - Please Print Legibly) (AgencyDepartment) 

 
has requested vacation leave/Personal Convenience Holiday donations under Lancaster 
County’s Natural Disaster Leave Donation plan and meets the conditions per the attached 
verifying documentation. The signature acknowledges that the requestor agrees to release, 
indemnify, and hold harmless, Lancaster County from any claim relating to the release of only 
their name to County Agencies indicating their eligibility for Natural Disaster Leave 
Donations. 

Haves requested vacation leave/Personal Convenience Holiday donations under our Natural Disaster 
Leave Donation Program and meets the conditions of our Natural Disaster Leave Program per the 
attached verifying documentation. My signature hereto acknowledges that I agree to release, indemnify, 
and hold harmless, the City of Lincoln and Lancaster County from any claim I might have relating to the 

release of only my name to City or County Departments Agencies advising them that I am 
eligibleindicating my eligibility for Natural Disaster Leave Donations. 

 
 
 
 
 

 
Employee Signature                                                                          Date 
 
 
 
 
Oracle Person Number:   
 
 

 
APPROVED:     
                         Department Agency Head Date 
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APPROVED:     
                        Human Resources Director Date 
 

 
Employee: Forward this request form and verifying documentation to your department 

agency head. 
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