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1.01

1.02

1.03

CHAPTER I: ASSIGNED COUNSEL

General Provisions

Adopting and implementation of
assigned counsel program

Policies to stipulate that matters
extending beyond a six-month period
duration will be subject to interim
billing

Setting deadline for submission of
assigned counsel vouchers

Warren County Bar Association Plan for
Assigned Counsel Services Pursuant to N.Y.

I.15

I.16

I.17

I.18

I.19

1.20

1.21
1.22

1.23
1.24
I.25
I.26

County Law § 722(3)

Primary coverage for legal services to
be provided by the Warren County
Public Defender System

Role of Warren County Bar in
providing legal services for indigent
persons

Assigned Counsel Administrator and
Supervising Judge

Qualification of attorney for
assignment; general qualifications of
attorney

Application and appointment for
assigned counsel plan

Appointment of attorney for
representation of indigent defendants
Standards of indigence

Standards of conduct for assigned
counsel

Limitation assignments

Payment of assigned counsel

Annual report

Approval of Plan by Warren County
Bar

1.27 Subject to approval by Warren
County Board of Supervisors

1.28 Subject to approval of Unified Court
System

GENERAL PROVISIONS

§ 1.01 ADOPTING AND IMPLEMENTATION
OF ASSIGNED COUNSEL PROGRAM.

(A) The Warren County Board of Supervisors,
with frequent referral to the Warren County Bar
Association, has during the past few years put into
effect a revised plan for the voluntary assignment of
counsel to indigent defendants, petitioners and/or
respondents. The plan for representation of indigent
defendants, petitioners and/or respondents in Warren
County has been amended considerably since its
inception in 1964.

(B) The current Assigned Counsel Plan for
Warren County provides two separate services: The
entire program is run daily by the Assigned Counsel
Administrator, who is under the direct supervision of
the Criminal Justice Committee of the Warren County
Board of Supervisors. He or she is appointed by
resolution of the Board of Supervisors. The
Administrator is responsible for qualifying applicants
financially as well as the assignment of the appropriate
Public Defender, Conflict Defender or Assigned
Counsel attorney once a person has been determined
to be indigent, if a Judge has not already assigned an
attorney in the matter. This is accomplished by
reference to an alphabetical list of the attorneys
available for indigent representation should the Public
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Defender or a Conflict Defender not be available for
the matter. When legal questions arise, they are
referred to the Assistant County Attorney. There is a
close working relationship between the Assigned
Counsel’s office and the County Attorney’s office.

(C) The administrator prepares and furnishes to
the Supreme Court Judge, the County Court and
Surrogate Court Judge, the Family Court Judge and
the judges for the City of Glens Falls, the Town of
Queensbury, the Village of Lake George and to each
town justice for Warren County a list of qualified and
experienced attorneys. The attorneys on this list are
members in good standing with Warren County Bar
Association and have indicated in writing their
willingness to represent indigent defendants,
petitioners or respondents in Warren County. Such list
shall be amended from time to time by additions and
deletions as the Administrator shall determine. The
Administrator shall, to the extent practicable, assist
the courts in the assignment of counsel for indigent
defendants, petitioners or respondents.

(D) Following the initial qualification process,
each particular matter is assigned to an attorney - the
three distinct components which make up the Assigned
Counsel Program currently in effect in Warren
County, pursuant to N.Y. County Law § 722(4), are
listed below in the order they are used:

(1) Public Defender Office. This office was
established in 2003, following posting of a Request for
Qualifications with the Warren County Bar
Association and disseminated in their newsletter. The
office is made up of six attorneys, a confidential
secretary and one part-time investigator. All cases for
indigent representation pursuant to the Assigned
Counsel Plan are initially assigned to the Public
Defender’s Office. Members of this office are Warren
County employees. However, due to frequent
conflicts, which may result from numerous issues,
including but not limited to prior representation,
representation on other matters as well as multiple
parties or co-defendants to be represented, the
Assigned Counsel office refers the matter to the
assigned counsel list to secure representation for that
indigent individual.

(2) Conflict Defenders. This service
commenced in May 2006. We currently have in place
a Conflict Defender contract. The first is for
representation of indigents in Family Court should
there be a conflict with the Public Defender’s Office.
The Conflict Defender, as well as any other applicants
for contractual legal representation of indigents,
applied for said work in response to a Request for
Qualifications set forth in the Warren County Bar
Association’s monthly newsletter. The Legal Aid
Society of Northern New York (LASNNY) contracts
for Conflict Defender work in Family Court. It is,
however, the expectation of the Warren County Board
of Supervisors, Criminal Justice Committee and the
Assigned Counsel Office that all courts in Warren
County will eventually have contractual Conflict
Defenders.

(3) Assigned Counsel. The list of attorneys
qualified to represent indigents are accessed by the
Assigned Counsel Administrator in alphabetical order.
Said attorneys, 25 attorneys at present, are members
in good standing with the Warren County Bar
Association and in Warren County. These attorneys
have agreed in writing to represent indigent
defendants or respondents who are to appear before
Courts in Warren County. That list is utilized when a
conflict exists for a Conflict Defender as well.
Additionally, the Courts of Warren County are
furnished with this list and use such to appoint
attorneys from the bench. However, it is planned that
once all courts are covered contractually by Conflict
Defenders, the individual Conflict Defenders will
cross cover courts when the contracted Conflict
Defender is unable to represent an indigent. Even with
that eventuality, there may be instances in the case of
multiple defendants where the list would need to be
accessed.

(E) Assigned counsel under this plan shall
receive compensation from Warren County for their
services at the rates set forth in N.Y. County Law
§ 722-b and shall also be reimbursed for actual and
necessary expenses. Investigative, expert or other
services on behalf of the indigent defendant or
respondent must first be approved by an Order of the
presiding judge. The assigned counsel prepares a
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voucher on a pre-printed form, which is first
submitted to the presiding Judge for his review and
signature and then is submitted to the Administrator
for payment. The Administrator’s responsibility at this
point is to check the math and ensure that all requested
monies are reasonable and accurate and conform to
the records of the Assigned Counsel’s office.
Questions regarding the reasonableness of the
requested payment are referred to the County
Attorney’s office. If a minor mathematical change is
made by the Administrator, it is not resubmitted to the
presiding Judge for his signature prior to proceeding
to payment.

(F) If the indigent defendant, petitioner or
respondent indicates that they would like to appeal the
judgment of the Court, it is the duty of the assigned
attorney to discuss such matter with his or her client
and ensure that the necessary paperwork is filed with
all appropriate persons and in a timely fashion. The
Appellate Division decides whether or not that
applicant is indigent and then contacts the Assigned
Counsel office for recommendations of those attorneys
available to provide the services requested.

(G) The Assigned Counsel Administrator is
obligated to prepare and submit a detailed report
regarding the representation of indigent defendants
and respondents in Warren County on an annual basis.
Said report is due to the New York State Office of
Court Administration on March 1 of each year. In
addition, the Administrator is responsible for
preparation of the proposed annual budget, which is
submitted to the Warren County Board of Supervisors,
Criminal Justice Committee, in August of each year.
Additionally, the Administrator appears regularly at
meetings of the Criminal Justice Committee of the
Warren County Board of Supervisors and reports on
assigned counsel matters.

(H) The Administrator shall have the power to
designate an acting administrator to perform the duties
of the office in the absence or illness of the
Administrator.

() Inthe event that any part of this plan shall be
determined to be inconsistent with the provisions of
any statute relating to the representation of indigent

defendants or respondents, the statute shall prevail.
Any matters which are not provided for in this plan
shall be governed by the applicable statutes.

(J) This plan shall not take effect until it has
been approved by the Office of Court Administration,
the Warren County Bar Association and by resolution
adopted by the Warren County Board of Supervisors.
When approved, this plan shall become effective
immediately and shall continue in effect until such
time as the Warren County Board of Supervisors
shall, by resolution, adopt an alternate plan for
representation of indigent defendants, petitioners or
respondents. If amended, the same approval process
as set forth above is to be followed.

(Res. 241 of 2007, passed - -2007)

§ 1.02 POLICIES TO STIPULATE THAT
MATTERS EXTENDING BEYOND A
SIX-MONTH PERIOD DURATION WILL BE
SUBJECT TO INTERIM BILLING.

Pursuant to N.Y. County Law § 722-b and
through Local Law 6 of 2003, this county established
a Public Defender’s Office. The County will continue
to utilize the plan of the Warren County Bar
Association to furnish representation to handle
conflicts in representation by the Public Defender’s
Office. To that end, Warren County promulgates the
following plan policies:

(A) In order to be considered for assigned
counsel assignments, the attorney must be a member
in good standing with the Warren County Bar
Association. Each attorney must keep the Assigned
Counsel Administrator informed of any changes to
their address or telephone as well as their ability to
take assignments.

(B) All bills, following the conclusion of
representation on a particular matter, shall be
submitted by the assigned counsel directly to the trial
judge for review and signature.

(C) The assigned counsel is solely responsible
for obtaining the court’s review and approval of all
final bills (vouchers) and transmitting such vouchers
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to the Assigned Counsel Administrator. Said vouchers
are to contain all the pertinent information and be
submitted within a reasonable time following the
disposition of said matter to the Assigned Counsel
Administrator.

(D) (1) If a matter continues from one year to
another, by December 31 of each year of
representation, the assigned counsel shall submit to the
Administrator the following:

(a) An estimate as to the cost of the
remaining representation; and

(b) An interim accounting of the
amount outstanding to date.

(2) In addition, the assigned counsel may
submit to the Administrator an interim bill for
payment which has been approved by the trial Court.

(E) Should any matter that extends beyond six
months in duration be subject to an interim
estimates/accounting of amount outstanding to date to
be submitted to the Administrator by June 30 and
December 31 of that year.

(F) Should any attorney fail to comply with the
procedures set forth herein, their name will be
removed from the assigned counsel panel list until
such time as they are in compliance with the Assigned
Counsel procedures.

(Res. 733 of 2006, passed - -2006)

§ 1.03 SETTING DEADLINE FOR
SUBMISSION OF ASSIGNED COUNSEL
VOUCHERS.

Warren County is obligated to pay for services
rendered on any assigned counsel case up to 90 days
from the date of disposition of the case, unless there
are extraordinary circumstances.

(Res. 404 of 2004, passed - -2004)

WARREN COUNTY BAR ASSOCIATION
PLAN FOR ASSIGNED COUNSEL SERVICES
PURSUANT TO N.Y. COUNTY LAW § 722(3)

§ I.15 PRIMARY COVERAGE FOR LEGAL
SERVICES TO BE PROVIDED BY THE
WARREN COUNTY PUBLIC DEFENDER
SYSTEM.

(A) The Warren County Public Defender Office
established in 2003, which includes the Public
Defender has primary responsibility for providing
legal services to indigent persons or other persons
unable to afford legal services (“indigent persons”)
for those matters in which such attorney services are
required to be provided by the United States or New
York State Constitution or by federal or state laws.

(B) As part of the Warren County Public
Defender System, and in the event that a conflict is
determined to exist in the representation of an indigent
persons, the County of Warren is specifically
authorized by this plan, but not required, to contract
with a particular law firm or attorney of its choosing
for a particular court or courts, to provide qualified
conflict representation.

(C) Inproceedings under the Family Court Act,
representation may be provided by a private legal aid
society or as otherwise set forth in N.Y. County Law
§ 722, paragraph 2.

(D) Any and all representation afforded by an
attorney or attorneys for eligible indigent persons
selected or contracted with by Warren County is to
fully comply with all the Standards and Criteria for
the Provision of Mandated Representation in Cases
involving a Conflict of Interest. These standards
which were recently established by the New York
State Office of Indigent Legal Services are applicable
to the New York State Conflict Defender Plans,
effective July 1, 2012.

(Res. 481 of 2013, passed - -2013)
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§ I.16 ROLE OF WARREN COUNTY BAR IN
PROVIDING LEGAL SERVICES FOR
INDIGENT PERSONS.

(A) In the event of cases not served by the
Public Defenders Office and for which no other
provision has been made by Warren County, including
under § I.15(B) above, the Warren County Office of
Assigned Counsel shall maintain a panel of qualified
attorneys ready willing and able to accept assignment
(the “Panel”) to represent indigent persons.

(B) In the event that the Panel is unable to
provide suitable representation, then a member of the
Warren County Bar Association shall be assigned by
the Assigned Counsel Administrator to provide such
representation.

(C) Such attorney shall qualify, serve and be
compensated pursuant to the terms and conditions of
this plan and all applicable statutes.

(Res. 481 of 2013, passed - -2013)

§ 1.17 ASSIGNED COUNSEL
ADMINISTRATOR AND SUPERVISING
JUDGE.

(A) The County of Warren created the office of
Assigned Counsel in 1964, same is staffed by an
Assigned Counsel Administrator. Such person is not
an employee of the Warren County Bar Association,
Inc., and may not be a judge, county attorney or
official of the public defender’s office.

(B) In the event that the Assigned Counsel
Administrator requires direction or instruction
concerning the operation or implementation of the
Assigned Counsel Plan, the Assigned Counsel
Administrator shall obtain such guidance from one or
more of the Trial Court Justices of the Courts covered
by the plan. The instruction, supervision and direction
of the Trial Court Justices shall include, but is not
limited to:

(1) Providing, as needed, opinions relative
to the question of conflicts of interest.

(2) Mediation, as needed between the
Public Defender and the Conflict Defender as to
whether or not an actual conflict exits.

(3) Determining, as needed, whether a type
of case is eligible for indigent services.

(4) Reviewing, as needed, assigned counsel
billings to determine the appropriateness of charges.

(5) Reviewing, as needed, the credentials of
assigned counsel to determine the appropriateness of
an assignment.

(Res. 481 of 2013, passed - -2013)

§ 1.18 QUALIFICATION OF ATTORNEY FOR
ASSIGNMENT; GENERAL QUALIFICATIONS
OF ATTORNEY.

(A) A Panel member and any other assigned
attorney must be duly sworn as a practicing attorney
in the State of New York.

(B) Each attorney’s CLE requirements must be
up to date.

(C) Eachattorney must live or maintain an office
for the practice of law in Warren County, NY or
within 30 miles of the borders of Warren County,
except in the case of extraordinary circumstances
requiring additional or special counsel.

(D) Every attorney must provide such
information as is reasonably requested by the
Assigned Counsel Administrator from time to time in
order to determine any such person’s qualification and
suitability for assignment.

(E) The Assigned Counsel Coordinator, in
consultation with the Trial Court Justices, may
disapprove the participation of any particular attorney.
(Res. 481 of 2013, passed - -2013)
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§ 1.19 APPLICATION AND APPOINTMENT
FOR ASSIGNED COUNSEL PLAN.

(A) The Assigned Counsel Coordinator is hereby
designated and authorized to maintain a list of
attorneys qualified and available to be appointed to
represent indigent persons for all classes of matters in
which such representation is required in Warren
County.

(B) Membership on the Panel is Voluntary.
Members must apply using an application form
created by the Assigned Counsel Coordinator in
consultation with the Trial Court Justices. Applicants
must demonstrate prior experience in criminal or
family court matters.

(Res. 481 of 2013, passed - -2013)

§ 1.20 APPOINTMENT OF ATTORNEY FOR
REPRESENTATION OF INDIGENT
DEFENDANTS.

(A) The Assigned Counsel Administrator shall
appoint a qualified attorney for representation of an
Indigent person within 48 hours of the qualification of
an indigent person for such services, or 72 hours if
said 48 hours includes a weekend.

(B) In the first instance the assignment shall be
made from the Assigned Counsel Panel. In the event
that the Assigned Counsel Panel lacks a suitable
attorney able to take the case then an assignment shall
be made to another attorney.

(C) The Assigned Attorney shall be initially
notified by phone or by e-mail correspondence. If the
client is incarcerated then the assigned attorney shall
be notified immediately upon appointment, and shall
be notified that the client is incarcerated.

(D) In all cases, assignment of counsel shall be
accomplished so that an indigent defendant will be
represented at all critical phases of the prosecution,
including arraignment, and shall comply with all
statutory and constitutional mandates.

(Res. 481 of 2013, passed - -2013)

§ I.21 STANDARDS OF INDIGENCE.

(A) If such standards are created by appropriate
law or regulation then they shall be deemed a part of
this Plan.

(B) Until the adoption of such statewide
standards, the foregoing standards of indigence shall

apply:
(1) All cases except felonies:

(@) Income test. 125% of the federal
poverty guidelines, with reasonable deductions,
including FICA expense and Child Support payments,
however if the client has children not residing in the
household, then such children shall NOT be counted
as members of the household for determining federal
poverty guidelines. If the prospective client is under
the age of 21 and living with a parent or guardian then
such parent or guardian’s income shall be taken into
consideration.

(b) Asset test. In the event that the
client has liquid assets readily available as cash in
excess of $1,500 said client shall not be eligible for
assigned counsel representation.

(2) Felonies.

(@) Income test. 125% of the federal
poverty guidelines, with reasonable deductions,
including FICA expense and Child Support payments,
however if the client has children not residing in the
household, then such children shall NOT be counted
as members of the household for determining federal
poverty guidelines. If the prospective client is under
the age of 21 and living with a parent or guardian then
such parent or guardian’s income shall be taken into
consideration.

(b) Asset test. In the event that the
client has liquid assets readily available as cash in
excess of $5,000, said client shall not be eligible for
assigned counsel representation.
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(3) In all cases the assigned client shall
have a continuing obligation to disclose any change in
financial circumstances.

(4) All clients shall be re-evaluated for
indigence at least annually, and more frequently at the
option of the Assigned Counsel Administrator.

(D) Judges retain their statutory  and
constitutional authority to appoint counsel, regardless
of the eligibility standards in the plan if the judge
determines, based on the facts of the case, that the
defendant cannot afford to retain counsel.

(Res. 481 of 2013, passed - -2013)

§ .22 STANDARDS OF CONDUCT FOR
ASSIGNED COUNSEL.

(A) Every Assigned Attorney will at all times act
with the utmost professionalism.

(B) An Assigned Attorney must immediately
determine if the client is incarcerated.

(1) Ifthe client is incarcerated or otherwise
deprived of liberty the assigned attorney should meet
with the client in person within two business days
from the time of notification of appointment. At that
meeting the assigned attorney should discuss the issue
of bail with the client.

(2) If the client is not incarcerated the
attorney should contact the client within two business
days, but such contact may be by phone or by letter.

(C) No assigned attorney shall accept any
payment of gift or thing of value from the client.

(D) The assigned attorney should make
application to the appropriate court for investigatory
services or expert services, when reasonably required.

(E) The assigned attorney shall attempt to
communicate with the client within a reasonable
period of time after each court appearance if the client
was not in attendance at the appearance.

(F) Clients shall be timely notified of their right
to appeal.

(G) Notices of appeal shall be filed, as
appropriate as soon as possible after the conclusion of
a matter and before billing the matter.

(H) Assigned attorneys shall maintain a separate
file for each assigned matter and shall maintain such
files for at least seven years.

(I) Once assigned to the case the assigned
attorney remains the attorney of record until an
application for withdrawal is approved by presiding
judge or justice (or the assigned counsel and the client
agree, in writing) and a new assigned counsel, is
assigned by the Assigned Counsel Coordinator.

(J) Intentional submission of materially incorrect
information or applications, vouchers or other
submissions to the Office of Assigned Counsel shall
cause an attorney to be dismissed from the Assigned
Counsel Panel. Said determination shall be made by
the Assigned Counsel Coordinator, after giving the
panel member a reasonable opportunity to be heard
with respect to said misinformation.

(Res. 481 of 2013, passed - -2013)

§ 1.23 LIMITATION ASSIGNMENTS.

The Assigned Counsel shall limit the annual
number of assignments which may be made to a
particular Assigned Attorney to a maximum of 250
non-felony matters, 60 felonies, or 25 appeals, or a
reasonable combination of such services.

(Res. 481 of 2013, passed - -2013)

§ .24 PAYMENT OF ASSIGNED COUNSEL.

(A) Assigned Counsel shall not receive payment
or benefit of any kind for representing an assigned
client except through the County’s voucher and
payment system. In particular no fee or benefit may
be accepted from the assigned client.
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(B) The form of voucher shall be selected by the
Assigned Counsel Administrator in consultation with
the Warren County Auditor, the County Judge.

(C) Assigned attorneys shall maintain accurate
contemporaneous time records for each assigned
matter and shall maintain such files for at least seven
years. Such time records shall be made available to
the Assigned Counsel Administrator, the Warren
County Auditor and the appropriate presiding judge or
justice, upon reasonable demand.

(D) Assigned Counsel shall bill, and may be
paid, only for reasonable and necessary services and
€XpEenses.

(E) Time spent traveling or waiting in court for
the benefit of more than one assigned client shall be
apportioned between or among such clients or
assigned all to one client so long as it is not billed
more than once. In no case may an attorney bill for
more time than was actually spent.

(F) Time spent billing the file or discussing the
bill with the Assigned Counsel Office or any judicial
officer or auditor may not be billed and shall not be
paid.

(G) Vouchers for payment shall be submitted to
Assigned Counsel Administrator’s Office with 45 days
of completion of an assigned case except in
extraordinary circumstances. All work completed in
any calendar year shall be submitted not later than
January 15 of the following calendar year; regardless
of whether or not the case has concluded.

(H) Vouchers shall show accurate and complete
records for work done on the case and for all
€XpEenses.

() The Assigned Counsel’s signature on the
voucher’ seeking payment shall be deemed a
verification of all information contained therein.

(J) Vouchers shall be reviewed by the Assigned
Counsel Administrator. If approved, they shall be
signed by the Assigned Counsel Administrator as

Department Head of the County Assigned Counsel
Office and then forwarded to the presiding judge or
justice for further review and signature pursuant to
N.Y. County Law § 722. When approved by the
presiding judge or justice they shall be submitted to
the Warren County Auditor for payment.

(Res. 481 of 2013, passed - -2013)

§ I.2S ANNUAL REPORT.

Upon written request of the Warren County Bar
Association, Inc. which request shall not be made
more frequent than once in a 12-month period, the
Assigned Counsel Coordinator shall prepare and
submit a report of the matters covering the prior 12-
month period to the Warren County Bar Association,
Inc. and the Warren County Board of Supervisors.
The report shall be submitted no later than 60 days
from receipt of the request.

(Res. 481 of 2013, passed - -2013)

§ 1.26 APPROVAL OF PLAN BY WARREN
COUNTY BAR.

This Plan shall be certified by the Secretary of
the Warren County Bar Association, Inc, showing that
it has been duly adopted by that organization.

(Res. 481 of 2013, passed - -2013)

§ 1.27 SUBJECT TO APPROVAL BY
WARREN COUNTY BOARD OF
SUPERVISORS.

This Plan is subject to the approval of the County
Board of Supervisors.
(Res. 481 of 2013, passed - -2013)

§ 1.28 SUBJECT TO APPROVAL OF UNIFIED
COURT SYSTEM.

This Plan is subject to the approval of the Unified
Court System as required by N.Y. County Law § 722.
(Res. 481 of 2013, passed - -2013)



CHAPTER II: BUILDINGS AND GROUNDS

Section
General Provisions
I1.01 Designating certain areas for
employee parking
11.02 Setting of thermostats for winter at

municipal center and prohibiting use
of personal space heaters

Meeting Room Use Policy for the
Warren County Municipal Center and
Human Services Building

I1.15 Warren County policy for use of
county meetings rooms in the
Municipal Center
Warren County policy for use of
county meetings rooms in the Human
Services Building
Application for use of Warren County
facilities

II.16

I1.17

GENERAL PROVISIONS

§ 11.01 DESIGNATING CERTAIN AREAS FOR
EMPLOYEE PARKING.

The Building and Grounds Department shall
develop a parking plan for the Warren County
Municipal Center to designate certain areas as
employee parking.

(Res. 192 of 1995, passed - -1995)

11

§ 11.02 SETTING OF THERMOSTATS FOR
WINTER AT MUNICIPAL CENTER AND
PROHIBITING USE OF PERSONAL SPACE
HEATERS.

The use of space heaters at the Municipal Center
is hereby prohibited, unless approved by the
Superintendent of Buildings, and be it further
resolved, that the above take effect immediately.
(Res. 741 of 2009, passed - -2009)

[See next page.]



12

Warren County - Plans and Policies

MEETING ROOM USE POLICY FOR THE
WARREN COUNTY MUNICIPAL CENTER
AND HUMAN SERVICES BUILDING

§ II.15 WARREN COUNTY POLICY FOR USE OF COUNTY MEETINGS ROOMS IN THE
MUNICIPAL CENTER.

1.

10.

11.

WARREN COUNTY POLICY FOR USE OF
COUNTY MEETING ROOMS IN THE
MUNICIPAL CENTER

Warren County has several meeting rooms available for public use in the Warren County Municipal Center. The
following policy must be followed in order to use such rooms:

Since the facilities to be used are public property, rooms will be available for meetings and activities of
non-profit civic, cultural and educational organizations.

Out-of-town groups will be allowed only on occasions when the building is NOT scheduled for local use,
and the intended use by such group will directly benefit the citizens of the County of Warren.

Permission to use these facilities does not constitute an endorsement by the County of any groups’s beliefs,
policies or activities.

Priority will always be given to Official County Business when there are conflicts of time and space.

Warren County Facilities are normally available Monday through Friday from 8:00 a.m. to 8:00 pm
exclusive of Legal Holidays.

Applicants will be responsible for holding the County of Warren harmless from any liability claim arising
from the use of any area. Any applicant not affiliated with the County shall provide the County Attorney’s
Office with a certificate of insurance in the amount of One Million Dollars ($1,000,000) naming Warren
County as additional insured.

The Board of Supervisor’s Office is responsible for scheduling and approving the use of any meeting room.
Warren County Facility Use Forms are available in the Board of Supervisor’s Office. The Board reserves
the right to reject any application or to cancel the privilege of use by any group if, in the County’s opinion,
said group might cause undue hardship on staff or the facility. In addition, please check with the Board of
Supervisor’s Office several days prior to your group’s anticipated use, to ensure that the room(s) are still
available.

No smoking, no weapons, consumption of alcoholic beverages or drugs will be allowed in the building(s).

Applications for meeting room use must be submitted to the Board of Supervisors NO LESS than four (4)
weeks prior to the event. Annual reservations must be renewed prior to January 31st of each year.
Exceptions will only be granted for official County business.

Applicants using meeting rooms shall be responsible for providing proper supervision and payments of costs
arising from any damage or loss during such use.

Furnishings for the meeting rooms will be provided by the County (meeting table and chairs). The County
will not be responsible for equipment, supplies or materials provided by the applicant.
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12.

Clean up from serving refreshments will be the responsibility of the applicant. The cost for any custodian’s
work above and beyond that normally used will be the responsibility of the applicant.

Applicant’s signature

(Res. 192 of 2012, passed - -2012)

§ I1.16 WARREN COUNTY POLICY FOR USE OF COUNTY MEETINGS ROOMS IN THE
HUMAN SERVICES BUILDING.

1.

Warren County has several meeting rooms available for public use in the Warren County Human Services
Building. The following policy must be followed in order to use such rooms:

10.

WARREN COUNTY POLICY FOR USE OF COUNTY MEETING ROOMS
IN THE HUMAN SERVICES BUILDING

Since the facilities to be used are public property, rooms will be available for meetings and activities of
non-profit civic, cultural and educational organizations.

Out-of-town groups will be allowed only on occasions when the building is NOT scheduled for local use,
and the intended use by such group will directly benefit the citizens of the County of Warren.

Permission to use these facilities does not constitute an endorsement by the County of any groups’s beliefs,
policies or activities.

Priority will always be given to Official County Business when there are conflicts of time and space.

Warren County Facilities in the Human Services Building are normally available Monday through Friday
from 8:00 a.m. to 8:00 p.m. exclusive of Legal Holidays.

Applicants will be responsible for holding the County of Warren harmless from any liability claim arising
from the use of any area. Any applicant not affiliated with the County shall provide the County Attorney’s
Office with a certificate of insurance in the amount of One Million Dollars ($1,000,000) naming Warren
County as additional insured.

The Warren County Commissioner of Social Services’s Office is responsible for scheduling and approving
the use of any meeting room. Warren County Human Services Use Forms are available in the
Commissioner’s Office. Please contact Deborah Schreiber of that office at 761-6310. The Commissioner
reserves the right to reject any application or to cancel the privilege of use by any group if, in the County’s
opinion, said group might cause undue hardship on staff or the facility. In addition, please check with the
Commissioner’s Office several days prior to your group’s anticipated use, to ensure that the room(s) are still
available.

No smoking, no weapons, consumption of alcoholic beverages or drugs will be allowed in the building(s).

Applications for meeting room use must be submitted to the Commissioner’s Office (c/o Deborah Schreiber)
NO LESS than four (4) weeks prior to the event. Annual reservations must be renewed prior to January 31
of each year. Exceptions will only be granted for official County business.

Applicants using meeting rooms shall be responsible for providing proper supervision and payments of costs
arising from any damage or loss during such use.
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11. Furnishings for the meeting rooms will be provided by the County (meeting table and chairs). The County
will not be responsible for equipment, supplies or materials provided by the applicant.

12. Clean up from serving refreshments will be the responsibility of the applicant. The cost for any custodian’s
work above and beyond that normally used will be the responsibility of the applicant.

Applicant’s signature

(Res. 192 of 2012, passed - -2012)

§ I1.17 APPLICATION FOR USE OF WARREN COUNTY FACILITIES.

APPLICATION FOR USE OF WARREN COUNTY FACILITIES

Application Date: Name of Organization:

Contact Person: Position:

Contact Mailing Address:

Email address:

Person Responsible for Supervision of Event:

Supervisor telephone numbers (home and work)

Supervisor Mailing address:

Date(s) requested: Times requested from: to

No. of rooms requested: Estimated number of attendees:

What is the purpose of this event or meeting?

What Non-County equipment will be used?

What, if any, refreshments will be served?

As an authorized representative of the above-named organization, I agree that the organization will be fully
responsible for the care of the room(s) requested and for the complete supervision of all persons entering in connection
with this activity. I further agree that this organization will reimburse the County of Warren in full for any and all
damage to County property resulting from the requested use within sixty (60) days of the damage being incurred. I
understand that I must furnish the appropriate insurance certification to the appropriate office. I have read the attached
Warren County Policy for Use of County Meeting Rooms and hereby certify that the organization which I represent
and the activity which we are sponsoring fully meets the conditions set forth, and hereby agree to observe all of the
rules and procedures outlined in the policy.

Applicant’s signature Date
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FOR OFFICE USE ONLY

Certificate of Insurance on File:

Approved

Date:

or Not Approved

Expiration Date:

by

(Res. 192 of 2012, passed - -2012)
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Section

I11.001
I11.002

I11.003
I11.004

I11.005
II1.006

I11.007

II1.008
I11.009

CHAPTER III: COUNTY ADMINISTRATOR/BOARD OF SUPERVISORS

General Provisions

Agreements for services policy
Preservation of institutional
information policy

Credit card policy

Establishing standard workday for all

elected and appointed positions in
Warren County government under
Retirement and Social Security Law
Intern policy

Policies protecting individuals
engaged in nonviolent civil rights
demonstrations

Policy concerning paid leave of
absence for employees during a
declared state of emergency
Prohibiting solicitors and peddlers
Providing for background checks of
candidates for managerial level
employment

Warren County Corporate Compliance Policy

I11.020
I11.021
I11.022

I11.035
II1.036
I11.037
II1.038
I11.039
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Statement of policy
Scope
Procedure

Code of Ethics

Title

Purpose

Definitions

Applicability

Prohibition on use of municipal
position for personal or private gain
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I11.040

I11.041
I11.042
I11.043

I11.044

I11.045

I11.046
II1.047

I11.048
I11.049
II1.050
II1.051
II1.052
I11.053
II1.054
I11.055
II1.056
I11.057
II1.058
I11.059

I11.060

I11.061

Disclosure of interest in legislation
and other matters

Annual disclosure

Recusal and abstention

Prohibition inapplicable; disclosure,
recusal and abstention not required
Investments in conflict with official
duties

Private employment in conflict with
official duties

Future employment

Personal representations and claims
permitted

Use of Warren County resources
Interests in contracts

Nepotism

Political solicitations

Confidential information

Gifts

Board of Ethics

Posting and distribution
Enforcement

Severability

Effective date

Appendix A: Financial disclosure
statement required

Appendix B: Annual statement of
financial disclosure

Appendix C: Outside interest form

Freedom of Information Law FOIL

11.075
II1.076
11.077
II1.078

Purpose and scope

Definitions

Procedure for obtaining records
Subject matter list
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11.079
II1.080
I11.081
I11.082
I11.083

I11.095
II1.096

II1.097
I11.098
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Fees

Prevention of invasions of privacy
Denial of access to records
Appeals

Effective date

County Surplus Property

Initial committee review

Finance and Personnel Committee
review

Warren County Board action
After sale/lease

Restriction of Firearms and Other Weapons

II.110
II.111
II.112
II1.113
I1.114

Policy statement
Exceptions
Waivers

Violation of policy
Review

Rules of the Board of Supervisors

II.125
II1.126

II1.127

II1.128

II1.129

Meetings of Board of Supervisors
Conduct of meetings of Board of
Supervisors

Committees of the Board of
Supervisors

Voting by members of Board of
Supervisors

General

Warren County Smoking and Tobacco Use Policy

II1.140
II1.141
II1.142
I11.143

Purpose

Regulations and procedures
Exceptions

Effective date

Warren County Travel Policy and
County Vehicle Use Regulations

II1.155
II1.156
II1.157
III.158

County travel policy

County motor vehicle use rules

Fleet policy

Schedule A: Authorization to Attend
Meeting or Convention

GENERAL PROVISIONS

§ I11.001 AGREEMENTS FOR SERVICES
POLICY.

The Warren County Board of Supervisors does
hereby establish a policy pertaining to agreements for
services authorized by resolution of the Warren
County Board of Supervisors as follows:

(A) Any agreement for services to be rendered
to the County of Warren by an individual or firm must
be authorized and duly approved by the Warren
County Board of Supervisors by resolution of the
Board.

(B) Following the adoption of a resolution of the
Warren County Board of Supervisors authorizing an
agreement, a written agreement duly executed by the
parties involved and consenting to the terms and
conditions stated therein, shall be filed with the Office
of the Clerk of the Warren County Board of
Supervisors. All agreements filed shall be in the form
approved by the County Attorney.

(C) No payment for contractual services shall be
approved by the Warren County Auditor or made by
the Warren County Treasurer to an individual or firm
for such services rendered to the County unless a
written agreement duly executed by the parties
involved has been filed with the Clerk of the Warren
County Board of Supervisors, except as provided in
division (D) of this Resolution.

(D) Pending the execution of a formal agreement
between the County and the provider of personal
services, the County Treasurer is hereby authorized to
pay the provider for services actually rendered upon
delivery of a voucher certified by the provider and
audited by the County Auditor attesting to the services
rendered and agreeing to comply with the terms of the
resolution authorizing such services. In any event,
unless a contract for such personal services has been
duly executed by the provider and filed in the Office
of the Clerk of the Board of Supervisors within 45
days of the date of adoption of the resolution
authorizing such services, no further payments shall
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be approved by the County Auditor until such time as
a duly executed contract has been filed in the Office of
the Clerk of the Board of Supervisors. This exception
shall not apply to tourism related contracts nor to any
contract awarded as a result of competitive bidding.
(Res. 104 of 1985, passed - -1985; Res. 106 of 1991,
passed - -1991)

§ I11.002 PRESERVATION OF
INSTITUTIONAL INFORMATION POLICY.

(A) Purpose. The purpose of this policy is to
establish a uniform policy and procedure applicable to
all Warren County Officials, Warren County
Departments and employees with respect to
preservation of institutional information maintained by
the County. For purposes of this policy, institutional
information is generally any document, material or
record created by the County, received by the County
or maintained by the County whether such institutional
information is stored electronically or maintained in a
tangible format. Courts have ruled that parties to
litigation have an obligation to preserve institutional
information and can be sanctioned for failing to do so.
This policy institutes safeguards for preservation of
institutional information which will ensure the County
meets legal requirements to preserve institutional
information.

(B) Application/process/responsibilities.

(1) Upon the effective date of this policy
each County Official, Department Head or employee
who is notified of litigation either directly or through
the County Attorney shall preserve and maintain
relevant or material information. The failure to
comply with this policy could result in serious adverse
consequences to the County.

(2) This policy becomes operative when the
County reasonably anticipates litigation or has been
notified of the likelihood or probability of a legal
proceeding against the County through a Notice of
Claim, Summons and Complaint, Notice of Petition,
Petition, any other means of notifying or instituting
legal proceedings and any administrative proceeding
involving the County or any legal proceeding

commenced by the County (collectively “litigation”).
This policy requires the preservation of all institutional
information which may be considered material,
admissible or relevant in litigation, which may be
stored in County’s computer systems, removable
electronic media or stored at other locations and any
and all tangible institutional information.

(3) This policy shall not be viewed as
superceding or replacing applicable New York State
Records Retention Laws or regulations applicable to
public entities, the Freedom of Information, Warren
County Policy and Rules regarding retention,
archiving and storing of County records or any other
applicable federal or state laws or regulations.
However, when litigation is reasonably anticipated or
when the likelihood or probability of litigation has
been identified, the County’s routine document
retention/destruction policy shall be placed on hold to
ensure the preservation of relevant documents.

(4) Typically, the County Attorney receives
or issues direct notice of litigation. Upon review of
the litigation documents the County Attorney will
notify all potential Departments within Warren County
that may be involved in the litigation or have an
interest in the litigation. In all instances, notification
of the litigation by the County Attorney will include
notification to the County’s Information Technology
Department (“IT Department”). Whenever a County
Official or Department Head is notified of litigation
before the County Attorney notifies the County
Official or Department Head of litigation, the County
Official or Department Head shall immediately notify
the County Attorney and present copies of all papers
received or served to the County Attorney. In all
instances, the County Attorney will review this policy
with County Officials or Department Heads to ensure
its proper application.

(5) It will be the responsibility of the
County Official or Department Head to share this
policy with employees within the Department who
may possess institutional information particular to the
litigation. Moreover, the County Official or
Department Head is responsible for informing and
reminding employees within their Department of the
need to comply with this policy.
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(6) Questions concerning the application or
interpretation of this policy shall be referred to the
County Attorney. Upon completion of such referral,
the County Attorney shall furnish the County Official
or Department Head an opinion and any
recommendations associated therewith.
Notwithstanding the foregoing, where there is
uncertainty whether a document or record constitutes
institutional information, the uncertainty shall be
resolved in favor of preservation of the document or
information.

(C) Preservation obligations.

(1) General: Each County Official,
Department Head or employee (sometimes referred to
herein as “You”) shall comply with the following
institutional information preservation objectives:

(a) Maintain and preserve all relevant
tangible and/or hard documents, materials and
information;

(b) Discontinue all data destruction and
backup tape recycling policies or practices that could
affect relevant information;

(¢) Preserve (do not dispose of)
relevant hardware unless an exact replica of the file (a
mirror image) is made;

(d) Maintain all other pertinent
information and tools needed to access, review, and
reconstruct all requested or potentially relevant
electronic data.

(2) Electronic files. You have an obligation
to preserve all digital or analog electronic files in
electronic format, regardless of whether hard copies
of the information also exists. This includes
preserving:

(a) Activedata (i.e., data immediately
and easily accessible on the County’s systems today);

(b) Archived data (i.e., data residing
on backup tapes or other storage media);

(c) Deleted data (i.e., data that has
been deleted from a computer hard drive but is
recovered through computer forensic techniques);

(d) Legacy data (i.e., data created on
old or obsolete hardware or software);

(e) Word-processed files, including
drafts and revisions;

(f) Spreadsheets, including drafts and
revisions;

(g) Databases;

(h) CAD (computer-aided design)
files, including drafts and revisions;

(i) Presentation data or slide shows
produced by presentation software (such as Microsoft
PowerPoint);

(G) Graphs, charts, and other data
produced by project management software (such as
Microsoft Project);

(k) Animations, images, audio, video,
and audiovisual recordings, MP3 players, and
voicemails files;

() Data generated by calendaring,
task management, and personal information
management (PIM) software (such as Microsoft
Outlook or Lotus Notes);

(m) Data created with the use of
personal data assistants (PDAs), such as Blackberry,
Treo, PalmPilot, HP Jornada, Cassiopeia, or other
Windows CE-based, smart phones, tablets or any
other Pocket PC devices;

(n) Data created with the use of
document management software;

(o) Data created with the use of paper
and electronic mail logging and routing software;
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(p) Magnetic, optical, or other storage
media, including the hard drives or floppy disks used
by County computers;

(@) Backup media (i.e., other hard
drives, backup tapes, floppies, Jaz cartridges,
CD-ROMs) and the software necessary to reconstruct
the data contained on the media; and

(r) Archived media should be
preserved by creating a mirror image copy of any
media no longer in service but potentially related to
the litigation.

(3) Emails. You have an obligation to
preserve all potentially relevant internal and external
emails that were sent or received. Email must be
preserved in electronic format, regardless of whether
hard copies of the information exist. Discontinue any
automatic deletion of e-mails.

(4) Internet Web Activity. You have an
obligation to preserve all potentially relevant records
of internet and Web-browser generated files in
electronic format, regardless of whether hard copies
of the information exists. This includes Internet and
Web-browser generated history files, caches, and
“cookies” files stored on backup media.

(D) Hardware. The County has an obligation to
preserve all electronic processing systems that may
contain relevant information, even if they are
replaced. This includes computer servers, stand-alone
personal computers, hard drives, laptops, PDAs, and
other electronic processing devices. To the extent
practicable, the County will retain copies of any
hardware no longer in service.

(E) Records/documents. This policy does not
require the creation of any summaries or new
documents relating to litigation in any way. Therefore,
you should not create any summaries Or new
documents unless directed to do so by the County
Attorney. For example, do not make any notes to
yourself or anyone else regarding the litigation.

(F) Questions. If this policy in any respect is
unclear or if you have any questions concerning this
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policy, please contact the County Attorney
immediately. Thank you for your cooperation.
(Res. 482 of 2014, passed - -2014)

§ I11.003 CREDIT CARD POLICY.
(A) Overview and purpose.

(1) Overview. The use of conventional
credit cards (hereinafter “credit cards”) and/or ghost
credit cards (credit accounts without the issuance of a
physical plastic card for volume purchases where
physical cards are not needed or desired and
hereinafter “ghost cards”) can be a cost effective
method of obtaining products and services for the
County. Credit and/or ghost cards can also save
personnel time. Travel, training and other similar
expenses are more practically and easily handled
through the credit card process. In certain cases and
depending on the source of the credit or ghost card
and terms thereof, the County may even be able to
gain additional savings when using a credit and/or
ghost card to make purchases of equipment, fuel,
materials and/or supplies.

(2) Purpose. To establish the policy and
procedures for the use of County credit and/or ghost
cards by Department Heads or their designee(s).
These procedures are intended to accomplish the
following:

(@) To ensure that the procurement
with credit and ghost cards is accomplished pursuant
to the policy and procedures established by the County
Board;

(b) To ensure appropriate internal
controls are established within each department
procuring with credit and/or ghost cards so that they
are used for authorized purposes only;

(c) To enhance productivity,
significantly reduce paperwork, improve internal
controls and reduce the overall cost associated with
approved purchases as listed below; and
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(d) To ensure that the County bears no
legal liability from inappropriate use of credit and/or
ghost cards.

(B) Administration of the County’s relationship
with the bank issuing the credit card.

(1) Obtaining credit cards and ghost cards.

(a) Credit cards shall be obtained from
the bank or financial institution authorized by
resolution of the County Board of Supervisors. Ghost
cards for high volume purchases shall be obtained
from the same banking institution that credit cards are
obtained from and as authorized by the County Board
of Supervisors.

(b) Once credit cards and/or ghost
cards are authorized by the Board of Supervisors, the
County Administrator will coordinate and arrange for
issuance of credit and/or ghost cards in accordance
with this policy.

(¢) The County Administrator and
Treasurer shall review enrollment forms, verify all
information, and submit an application for credit
and/or ghost cards to the bank or financial institution
identified in division (B)(1)(a) hereof. The Chairman
of the Board of Supervisors shall sign the enrollment
forms on behalf of the County.

(d) Credit and/or ghost cards shall be
issued to:
1. Those Department Heads
(hereinafter “Cardholders”);

2. For the purposes indicated and
at the expenditure limits set forth in Schedule “A”
which may be amended from time to time by further
resolution of the County Board of Supervisors.

(e) All Cardholders shall execute the
Cardholder authorization form annexed hereto as
Schedule “B” and sign the back of the credit card
upon receipt (signature on ghost cards is not possible
and hence not necessary).
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(f) The aggregate County credit limit
for all issued credit and ghost cards shall be $252,000.

(2) Contact with card issuer
representatives.
(@) The following officials are

authorized to discuss credit card invoices, payments,
disputes, temporary limit excess and similar matters:

1. Treasurer or designee;
2. County Administrator; and

3. Assistant County Admin-

istrator.

(b) Cardholders are authorized to
discuss credit card invoices, disputes and lost or stolen
cards for their for respective department issued credit
and/or ghost card(s).

(3) Online management of credit cards. The
County Administrator, the Assistant County
Administrator and/or designee of the County
Administrator shall arrange for online management of
credit and/or ghost cards including required passwords
for purposes of viewing account expenditures and
payments, card charge requests, new applications,
reconciling invoices and other features typically
offered by banks or credit card issuers as online
management tools.

(C) Use of the credit card, revocation and
record keeping.

(1) Authorized users. The Cardholder who
is issued the card or ghost card is the only person
authorized to use that card, except:

(a) In the instance of the Clerk of the
Board who may authorize other County officials or
employees to use the card for lodging or general use
using the forms annexed hereto as Schedules “C” and
“D”; and
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(b) With respect to the other
Cardholders, the Cardholder may allow staff in their
respective County Departments to make purchases
using the cards or ghost cards, but this shall only be
allowed after the credit card use form annexed hereto
as Schedule “C” or “D” is completed.

(2) Authorized purchases. The credit card
or ghost card is to be used in the conduct of the
County’s business only. The use of a County credit
card or ghost card to acquire or purchase goods and
services for other than official use of the County is
fraudulent use and will subject the employee to
disciplinary action up to and including dismissal. In
addition, the fraudulent use will be reported to the
appropriate law enforcement agency for investigation
and possible prosecution.

(3) Rules of use. The following restrictions
will apply to purchases made with credit or ghost
cards:

(@) The goods or services must be
budgeted and legally allowable.

(b) The total value of a transaction
shall not exceed a Cardholder’s card limit. Payment
for a purchase WILL NOT be split into multiple
transactions to stay within the card limit.

(c) Spending limits for the month must
be adhered to.

(d) Credit and/or ghost card users
must inform the merchant that the purchase is tax
exempt and provide tax exempt form as necessary.

(e) Creditcard and/or ghost card users
must retain vendor’s receipts and/or records of
telephone, internet, and/or mail orders for future
reconciliation of the credit card statement.
Cardholders or designees shall attach receipts, etc. to
the invoice batch submitted to the County Auditor
when requesting payment of credit and/or ghost card
purchases attributable to the Cardholder or the
Cardholder’s Department as appears on monthly
statements.
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(f) Creditcard and/or ghost card users
must still complete Purchase Orders as required by the
County Purchasing Policy (identifying the credit/ghost
card issuing bank as payee and providing details as to
the service or item purchased). Nothing in this policy
shall be construed as a means to circumvent the
existing Purchasing Policy of the County in regards to
bidding requirements, both formal and informal.

(g) Any incentive program benefits
arising from the use of County credit cards and/or
ghost cards shall be the property of the County and
deposited in the County General Fund. The County
Board of Supervisors shall determine the use of such
incentives, if any.

(4) Unauthorized credit or ghost card use.

(@) The credit and/or ghost card
SHALL NOT BE USED for the following:
1. Personal purchases or
identification,;

2. A purchase that exceeds the
Cardholder’s monthly purchase limit; and

3. Cash advances.

(b) A credit card or ghost card user
who makes unauthorized purchases shall be liable for
the total dollar amount of such unauthorized
purchases, plus any administrative fees charged by the
bank or card company in connection with the misuse.

(5) Cardholder record keeping.

(a) When the purchase is made
over-the-counter, the credit/ghost card user shall
retain the invoice and “customer copy” of the charge
receipt. The credit/ghost card user is responsible for
checking that the vendor lists the quantity, fully
describes the item(s), and includes any tax prior to the
credit card user signing the slip. Invoices for meals,
hotel stays, etc. will include an itemized list of all
items and services purchased.
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(b) When the purchase is made on the
internet, the credit/ghost card user shall print a copy
of the receipt and order confirmation before exiting
the site.

(¢) When a purchase is made over the
telephone, the credit/ghost card user shall have the
vendor fax or email them a copy of the receipt.

(d) When the purchase is made by
mail, the credit/ghost card user shall retain all
confirmations and shipping documentation.

(¢) When an item is returned, the
vendor shall issue a credit, which should appear on a
subsequent statement. Under no circumstances should
the credit/ghost card user or Cardholder accept cash
in lieu of a credit of the credit card account.

(6) Review of monthly statement.

(a) At the end of each billing cycle,
the Cardholder or staff member designated in writing
or by email shall receive his or her monthly statement
of account that will list the transactions to the
Cardholder’s credit card for that period.

(b) The Cardholder or staff member
designated in writing or by email shall check each
transaction listed on the monthly statement against the
authorizations to verify that the statement is correct.
If an item is returned and a credit voucher received,
the Cardholder or designee shall verify that this credit
is reflected on the monthly statement.

(¢) Ifpurchased items are not listed on
the monthly statement, the appropriate transaction
documentation shall be RETAINED by the Cardholder
until the next monthly statement. If the purchase or
credit does not appear on the statement within 60 days
after the date of purchase or return, the Cardholder
shall notify the County Administrator and the
Treasurer.

(d) If in reviewing the monthly

statement, if it is known that an item purchased was
found to be unacceptable or not received or not even
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ordered, the Cardholder or designee is responsible for
either, obtaining the item, obtaining a replacement or
indicating a dispute of a non-ordered item as soon as
possible as indicated herein. In the case of an item that
has been ordered that is not acceptable, the
Cardholder should attempt to receive that item by the
date the Cardholder receives his or her monthly
statement or consider placing the item into dispute. If
any items are placed in dispute by the Cardholder, it
should be documented using Schedule “E”
Transaction Dispute Form and attached to the
statement with the originals to be forwarded to the
County Auditor and a copy of all documents to be
forwarded to the County Administrator or the
Assistant County Administrator who shall handle
and/or process the dispute as may be determined
appropriate.

(7) Cardholder security.

(a) Itisthe Cardholder’s responsibility
to safeguard the credit/ghost card and account number
and any security codes to the same degree that a
Cardholder safeguards his or her personal credit
information. A violation of this trust will result in that
Cardholder having his or her credit/ghost card
withdrawn and disciplinary action.

(b) If a credit card or a ghost card
number or security code is lost or stolen, the
Cardholder shall immediately notify the credit card
company, representatives are available 24 hours a
day. The County Administrator and Treasurer should
also be notified and the lost/stolen card notification
form, Schedule “F”, filled out.

(c) A new credit or ghost card shall be
promptly issued to the Cardholder after the reported
loss or theft. A credit card that is subsequently found
by the Cardholder after being reported lost shall be
submitted to the County Administrator who will then
forward the card to the Treasurer for destruction.

(8) Cardholder separation. Prior to
separation from the County of Warren, the Cardholder
shall surrender the credit card and current credit card
proofs of purchase to the County Administrator. Upon
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its receipt, the County Administrator will follow the
steps outlined under Review of Monthly Statement and
Payment of Credit Card Purchases, and forward the
card to the Treasurer to be destroyed. Any Cardholder
ghost cards shall likewise be terminated and new ghost
cards established.

(9) Revocation of credit card privileges.

(a) The issuance of a credit card
and/or ghost card to an employee is done at the
discretion of the County Board of Supervisors.

(b) Failure to comply with proper
record keeping procedures as outlined in this policy
will be cause to revoke the employee’s credit and/or
ghost card privileges.

(c) Repeated loss or theft of any issued
credit or ghost card will be cause to revoke the
employee’s credit/ghost card use privilege. Failure to
immediately report the theft/loss of a card upon
discovery may also lead to revocation of the
credit/ghost card privilege.

(D) Document submission and payment of
monthly credit/ghost card invoice.

(1) General County department procedure.
Original sales documents (packing slip, invoice, cash
register tape, credit card slips, etc.) for each
transaction MUST be neatly attached to the credit card
statement and attach the same to the account payable
batch and submit the same to the Auditor’s Office
within five business days of receiving the monthly
statement.

(2) County Administrator special procedure
for department charges not paid from the General
Bank Account. The County Administrator or designee
will process an out of audit accounts payable batch for
any charges that are not paid through the General
Bank Account. These invoices will be charged to G/L
Account - A.391.00 Due from other funds with the
department name, vendor and appropriation code
entered into the item description.
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(3) County Auditor review and payment by
Treasurer.

(a) The Auditor’s Office will:

1. Review the documents for
accuracy;

2. Review whether the charges
are to the proper accounts; and

3. Approve the statement for
payment.

(b) The County Treasurer or staff
member designated in writing shall be authorized to
access the County’s credit account online in order to
verify charges and make or push online payments.

(¢c) All purchases made with credit
and/or ghost cards shall be paid for within the grace
period so that no interest charge or penalties will
accrue.

(E) Audits. The Treasurer may, at the
Treasurer’s discretion, conduct random audits for both
card authority and receipt retention as well as
statement review.

SCHEDULE “A”

Credit card and/or ghost cards shall be issued to
the Department Heads (hereinafter “Cardholders”) for
the purposes and monthly limits set forth:

a. Three credit cards in the name of the
Clerk of the Board of Supervisors, in care of the
County of Warren, for travel and lodging and general
use purposes each with a monthly credit limit of
$10,000;

b. One credit card in the name of the
Sheriff for travel, lodging and general use purposes,
with a monthly credit limit of $10,000;

c. One credit card in the name of the
Undersheriff for travel, lodging and general use
purposes, with a monthly credit limit of $10,000;
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d. One credit card in the name of the
Superintendent of the Department of Public Works for
eBay fees only with a monthly credit limit of $1,000;

e. One credit card in the name of the
Purchasing Agent for eBay fees only with a monthly
credit limit of $1,000; and

f. Up to five ghost cards in the name of
the Department(s) individually and for use with high
volume vendors as selected by the County
Administrator with four cards to have a monthly credit
limit not to exceed $15,000 and one card to have a
monthly credit limit not to exceed $150,000.

Use of credit cards for travel and lodging shall be
for the purposes set forth as Schedule “D”.

Use of credit cards for general purposes shall
include purchases of a small dollar amount, food
service, fuel, supplies, materials, conference
registrations, hardware store purchases, Federal
Express, United Parcel Service and postal charges,
other miscellaneous items authorized in department
budgets, except when the County has an established
account or using a ghost account with a vendor in
which case that account shall be used and not the
credit card. General purposes shall not include
alcoholic beverages, tobacco, lottery tickets, cash
advances or ATMs, gift certificates or purchases that
require Board Resolutions until such a Board
Resolution has been adopted.
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SCHEDULE “B”

ACKNOWLEDGMENT OF RECEIPT OF THE MASTERCARD PURCHASE CARD

I acknowledge that, on the date indicated below, I received a Purchase Card for my Department’s use. I have
previously received a copy of the County Credit Card Policy which set forth, among other things, Cardholder
use and responsibilities. I understand that:

The Purchase Card is a cost-effective method for the purchase and payment of small dollar material
transactions and is limited to $ per month.

The Purchase Card is to be used solely for business purchases; not personal purchases.
I am responsible for reconciling monthly statements and maintaining accurate accounting records.

Should my employment with Warren County terminate, I am responsible for returning the Purchase Card
to the County Administrator.

Department Head Name:

(Please Print)

Department Head Signature:

Date:

SCHEDULE “C”

GENERAL CREDIT CARD AUTHORIZATION

Date: Appropriation Code: Amount $

Purchase Order # (if required):

This is to confirm is authorized to use my credit card for
(merchandise) for County purposes. All purchases are tax exempt.

Vendor Name:

Date of Purchase:

Name on credit card: Clerk of the Board (Amanda Allen)

Card Number: Ending in: Mastercard / Visa / Other

Expiration Date:

2016 S-1
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Callme at __ (518) 761-6563  with any questions.

I understand that I am responsible for all charges noted above that are incurred on this account.

CARDHOLDER’S SIGNATURE

CARDHOLDER’S NAME (please print) Clerk of the Board (Amanda Allen)

SCHEDULE “D”

TRAVEL CREDIT CARD AUTHORIZATION

Date: Appropriation Code: Amount $ This
is to confirm is authorized to use my credit card for airline tickets, hotel
charges and conference fees (as listed below) for County purposes. All purchases are tax exempt.

AIRLINE TICKETS:
Date of Purchase: Name of Airline:

HOTEL CHARGES:
Name and address of hotel:

Arrival Date: Departure Date:

O Room and room tax charges (tax exempt must have form) O Local phone calls
O Long distance phone calls OO0 Restaurant charges
O Banquet and meeting room charges O Laundry charges
CONFERENCE FEES:

Date of Purchase: Name of Organization (ie. NYSAC):

Name on credit card: Clerk of the Board (Amanda Allen)

Card Number: Ending in: Mastercard / Visa / Other

Expiration Date:

Callme at __ (518) 761-6563 with any questions.

I understand that I am responsible for all charges noted above that are incurred on this account.
CARDHOLDER’S SIGNATURE
CARDHOLDER’S NAME (please print) Clerk of the Board

SCHEDULE “E”

COUNTY OF WARREN
TRANSACTION DISPUTE FORM

Cardholder Information:
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Cardholder’s Name:
Card Number:

Cardholder’s Signature: Date:

Vendor Name:
Statement Date: Transaction Date:
Transaction No. Posting Date:
Amount Disputed:

Dispute:
The item referenced above is being disputed because:

There is a difference in the amount I authorized and the amount I was billed. (A copy of your charge
must be attached.)

1 only transacted one charge and I was previously billed for it. (Date of Purchase
charge: 2

The above transaction is mine, but I am disputing the transaction. (Please state your reason for the
denial in detail.)

I do not recognize the above transaction.

I have received a credit voucher for the above transaction, but it has not yet appeared on my account.
(A copy of the credit voucher must be attached.)

My account has been charged for the above transaction, but I have not received the merchandise. The
details of my attempt to resolve the dispute with the merchant and the merchant’s response are indicated below.

Attach the completed form to your monthly statement for review and approval by your Approving Supervisor and
the Auditor’s Office and County Administrator or Assistant County Administrator.

SCHEDULE “F”

COUNTY OF WARREN
LOST/STOLEN CARD NOTIFICATION

Cardholder’s Name:
Card Number:

2016 S-1
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Please Check One:

Card was: Lost
Stolen
Other (Describe)

Describe how card was lost/stolen:

Was a Police Report filed (Circle): Yes No

If yes:  Department:

Report Number:

Cardholder Notified the Credit Card Company:

Date:
Time:
Cardholder’s Signature: Date:
Treasurer’s Signature: Date:

(Res. 222 of 2015, passed 4-17-2015; Res. 460 of 2015, passed - -2015)

§ I11.004 ESTABLISHING STANDARD WORKDAY FOR ALL ELECTED AND APPOINTED
POSITIONS IN WARREN COUNTY GOVERNMENT UNDER RETIREMENT AND SOCIAL
SECURITY LAW.

The standard workday for elected Warren County Officials shall be as follows:

Position Workday Workweek
County Clerk 7 hours 5 days/week
County Treasurer 7 hours 5 days/week
District Attorney 7 hours 5 days/week

2016 S-1
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(Including time as
Supervisor)

Sheriff 7 hours 5 days/week
Coroner 7 hours 1.5 days/week
Supervisor 6 hours | 2.5 days/week
Budget Officer 6 hours 3 days/week
Vice-Chairman 6 hours 3 days/week
Chairman of the Board 6 hours 3 days/week

(B) The standard workday and workweek for all
appointed positions shall be seven hours per day,
consisting of five workdays per week.

2016 S-1
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(C) The above shall become effective as of
January 1, 2010.
(Res. 23 of 2010, passed - -2010)

§ II1.005 INTERN POLICY.

A student intern program for the County of
Warren be, and hereby is, established upon the
following terms and conditions:

(A) With prior County Administrator approval,
any department within the County of Warren may
establish a student intern position for students from
SUNY Adirondack, or other four and two year state
owned and private colleges or universities;

(B) Only unpaid intern positions are authorized;

(C) Indetermining whether to approve a student
intern position, the County Administrator shall
consider, among other things, the impact of the intern
upon the work load and functioning of the department
and the effect on the County overall;

(D) Student intern positions will only be
established after an agreement and appropriate waivers
have been executed by the affected student and/or
college and/or university with said agreements to be in
a form and covering the types of indemnities and
insurance and waivers that are typically required when
student intern positions are presently established in
Warren County for colleges and/or universities;

(E) All agreements shall be executed by the
Chairman of the Board of Supervisors and said
agreements and waivers shall be in a form approved
by the County Attorney.

(Res. 96 of 2014, passed - -2014)

§ I11.006 POLICIES PROTECTING
INDIVIDUALS ENGAGED IN NONVIOLENT
CIVIL RIGHTS DEMONSTRATIONS.

(A) Warren County:

(1) Prohibits the use of excessive force by
law enforcement agencies within its jurisdiction

against any individuals engaged in nonviolent civil
rights demonstrations; and

(2) Will enforce applicable State and Local
Laws against physically barring entrance to or exits
from a facility or location which is the subject of such
non-violent civil rights demonstrations within its
jurisdiction.

(B) The above shall constitute Warren County’s
policies with regard to the use of excessive force and
all nonviolent civil rights demonstrations; copies of
this Resolution shall be sent to all Department Heads
in Warren County.

(Res. 319 of 2002, passed - -2002)

§ I11.007 POLICY CONCERNING PAID
LEAVE OF ABSENCE FOR EMPLOYEES
DURING A DECLARED STATE OF
EMERGENCY.

(A) The Warren County Board of Supervisors
hereby establishes a policy concerning paid leave of
absence for employees during a declared State of
Emergency.

(B) Warren County Policy concerning paid leave
of absence for employees during a declared State of
Emergency:

(1) During the time that a state of
emergency exists following a declaration of such
emergency by either the Chairman of the Warren
County Board of Supervisors or a Warren County
Town Supervisor, an employee of the County may
request a leave of absence from his or her County
employment for purposes of engaging in the actual
performance of duties as:

(a) A volunteer firefighter; or

(b) Volunteer ems/ambulance attendant
as part of the response to the event that gave rise to
the declaration of a state of emergency.

(2) Requests for such leave of absence must
be made to the Department Head or designee before
the absence. The absence may be granted by the
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employee’s immediate Department Head or designated
Deputy but only to the extent that such absence will
not interfere with Departmental operations. No leave
of absence shall be authorized without Department
approval and absences will be limited to the time
authorized by the Department Head or designee. The
Department Head or designee may require employees
seeking leave to obtain a new authorization for each
day or other period or interval of leave selected by the
Department Head or designee. Absence without such
authorization may result in disciplinary action or
termination if provided for under any Labor Collective
Bargaining agreement.

(3) In the event the Department Head or
designee approves the leave of absence, the County
employee shall be compensated at his or her regular
rate of pay for those regular hours during which the
employee is absent from work without loss of any
vacation, personal or sick leave accruals that the
employee may be entitled to. No County employee
will be paid for hours volunteered outside their
standard work hours in response to any declared state
of emergency.

(4) Any applicable leave shall not exceed
20 days in any calendar year.
(Res. 396 of 2008, passed - -2008)

§ I11.008 PROHIBITING SOLICITORS AND
PEDDLERS.

(A) All persons be and hereby are prohibited
from soliciting funds or selling or soliciting the sale of
merchandise in the Warren County Municipal Center
without express permission from the Board of
Supervisors.

(B) The authority to grant permission for the
soliciting of funds or the sale or soliciting the sale of
merchandise is hereby expressly delegated to the
Clerk of the Board of Supervisors.

(C) The Clerk of the Board of Supervisors be
and hereby is authorized and directed to cause suitable
signs to be erected in The Municipal Center to give

notice of the prohibition against soliciting and
peddling in The Center.
(Res. 178 of 1963, passed - -1963)

§ I11.009 PROVIDING FOR BACKGROUND
CHECKS OF CANDIDATES FOR
MANAGERIAL LEVEL EMPLOYMENT.

(A) Effective immediately, no offer of
employment shall be made to a candidate for
Department Head, Deputy Department Head or
managerial position of similar status, including, but
not limited to, division managers, Director of
Nursing, attorney, coordinator, and other similar
positions, until a background investigation has been
completed, and in the event it is determined to make
an offer of employment, prior to completion of a
background investigation, any such offer of
employment made shall be expressly contingent upon
the completion of a background investigation and the
County’s review of the results of the background
investigation.

(B) A background investigation of a candidate
for employment shall include:

(1) Social Security Number and Address
History;

(2) Statewide Criminal Search;
(3) DMV Search;
(4) Sex Offender Registry;
(5) Employment Verification;
(6) Education Verification;
(7) References Verification; and
(8) Credit Report.
(C) The County Administrator’s office shall

make arrangements for the background checks
through Alliance Worldwide Investigative Group, Inc.
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or such similar organization that may be approved,
from time to time, by the Warren County Board of
Supervisors.

(D) The cost for any background investigation
shall be paid for from the budget of the department in
which the candidate is being offered employment.

(E) The background investigation provided for
herein shall not be applicable to candidates for
employment in any capacity with the Warren County
Sheriff’s Office, provided that the Sheriff continues to
complete background investigations substantially in a
manner in which has been conducted to date with
modifications to such investigation to lie within the
purview of the Sheriff.

(F) The background investigation of a candidate
for employment shall include a Federal Search on
each candidate for managerial level employment with
Warren County at an additional cost of $10 each.
(Res. 501 of 2012, passed - -2012; Res. 590 of 2012,
passed - -2012)

WARREN COUNTY CORPORATE
COMPLIANCE POLICY

§ I11.020 STATEMENT OF POLICY.

(A) Warren County is committed to providing
quality health care in compliance with all applicable
laws, rules, regulations and other directives of
federal, state and local governments and agencies.

(B) Warren County recognizes that the federal
and state agencies responsible for enforcement of
Medicare and Medicaid laws and regulations
applicable to healthcare providers have required the
development and implementation of formal
compliance programs by health service providers.

(C) Compliance programs which are consistent
with federal and state laws and regulations are
designed to promote the highest level of ethical and
lawful conduct throughout the County government to
combat health care fraud and abuse.

(D) Warren County is committed to the
prevention and detection of any fraud, waste and
abuse related to Federal and State health care
programs (Medicaid, Medicare and other
governmental payer programs), and the protection of
any “whistle blower”.

(E) This policy is not intended to replace other
compliance practices, rules or procedures defined
elsewhere in any County or departmental policies and
procedures, standard operating procedures manuals,
standard operating procedures, local laws, etc.

(Res. 803 of 2010, passed - -2010)

§ I11.021 SCOPE.

This policy applies to all Warren County
employees, contractors, medical staff, volunteers and
vendors.

(Res. 803 of 2010, passed - -2010)

§ I11.022 PROCEDURE.

(A) Written policies, procedures and standards
of conduct.

(1) It is the policy of Warren County to
require employees to comply with provisions of the
Warren County Code of Ethics, their department
compliance program, as well as any other applicable
protocols, standards, policies and procedures
established or adopted by the County or department.

(2) County departments will develop and
distribute written standards of conduct as well as
clinical, financial and administrative policies on the
provision of service by which all employees are
expected to comply. The standard of conduct is for the
employee to follow all department specific policies
and procedures while performing their job duties.

(3) Divisions and departments will develop
policies and procedures addressing the non-
employment or retention of excluded individuals or
entities and the enforcement of appropriate
disciplinary action against employees or contractors
who have violated corporation compliance policies and
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procedures, applicable statues, regulations, federal,
state or private payor healthcare requirements.

(4) The County prohibits the knowing
submission of a false claim for payment in relation to
a Federal or State funded health care program. The
County encourages any employee who is aware of or
reasonably suspects the preparation or submission of
a false claim or report or any other potential fraud,
waste, or abuse related to a Federally or State funded
health care program to report such information to his
or her supervisor, department compliance officer or to
the County’s Compliance Officer. Any employee who
reports such information will have the right and
opportunity to do so anonymously and will be
protected against retaliation for making the report.
The County commits itself to swiftly and thoroughly
investigate any reasonably credible report of fraud,
waste or abuse or any reasonable suspicion thereof
through the County compliance program. The County
retains the right to take appropriate action against an
employee or vendor who has participated in a
violation of any applicable law or this Policy.

(B) Compliance officer and compliance
committee.
(1) Warren County’s Corporate

Compliance Officer is designated as Joann McKinstry
(“County Compliance Officer”). The County
Compliance Officer will serve as the focal point for
compliance activities and be responsible for oversight
of the development, implementation and operation of
the compliance program policies and procedures. The
County’s Compliance Officer will report quarterly to
the County Administrator and report annually to the
Board of Supervisors.

(2) There shall be established a County
Compliance Committee, whose membership will
consist of the County Compliance Officer as
Chairman, and department compliance officers as
members. The Committee will meet quarterly to
review and update issues, protocols and ongoing
compliance program requirements.

(3) Department heads will designate a
department compliance officer to ensure compliance

with department specific policies. Compliance issues
detected will be brought to the attention of the
department compliance officer. Department
compliance officers will also work cooperatively with
the County Compliance Officer in meeting compliance
obligations, requirements and responsibilities.

(C) Training and education.

(1) All employees will be oriented on the
first day of employment in accordance with County
and Department Policies and Procedures.

(2) During the orientation process new
employees will be oriented to the department specific
polices and procedures. On an annual basis the
departments will train employees on corporate
compliance department policies and procedures.

(3) Each department will adopt a process
whereby employees will certify that they have
received, read and will abide by department specific
corporate compliance policies and procedures at
orientation, annually and as revised and/or amended.

(D) Effective lines of communication. Each
department’s Compliance Officer will adhere to an
open door policy and encourage employees to discuss
any issues in regards to abuse and fraud. Employees
are assured of non-retaliation and confidentiality.

(E) Enforcement through discipline. Failure to
adhere to compliance standards and department
policies will result in disciplinary action up to and
including termination.

(F) Conducting internal monitoring and auditing
to prevent fraudulent activities.

(1) Each department will develop internal
monitoring and auditing systems to reduce fraud,
waste and abuse, enhance operational functions,
improve the quality of health care services and
decrease costs. The department and/or County will
thoroughly and thoughtfully investigate in a timely and
appropriate manner compliance issues that are brought
to their attention. Response and corrective action to
any findings will be prompt and thorough.
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(2) Reports may be anonymous and
confidentiality will be maintained.

(3) To report a suspected issue of fraud or
abuse the employee may report verbally, by phone or
in person to the Department Compliance Officer or to
the County Compliance Officer.

(4) After completion of any investigation,
the department compliance officers and County
Compliance Officer will report applicable findings to
the Personnel Officer, County Administrator or law
enforcement officer. Following investigation of
complaints, disciplinary action will be in accordance
with any applicable collective bargaining agreements
and/or N.Y. Civ. Serv. Law § 75.

(Res. 803 of 2010, passed - -2010)

CODE OF ETHICS

§ II1.035 TITLE.

This Local Law shall be entitled “Warren County
Ethics and Disclosure Law”.
(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.036 PURPOSE.

Officers and employees of Warren County hold
their positions to serve and benefit the public, and not
for obtaining unwarranted personal or private gain in
the exercise and performance of their official powers
and duties. The Board of Supervisors recognizes that,
in furtherance of this fundamental principle, there is
a need for clear and reasonable standards of ethical
conduct. This code of ethics establishes those
standards.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.037 DEFINITIONS.

For the purpose of this Local Law, the following
definitions shall apply unless the context clearly
indicates or requires a different meaning.

BOARD. The Warren County Board of Super-
visors.

CODE. This Code of Ethics.

INTEREST. A direct or indirect financial or
material benefit, but does not include any benefit
arising from the provision or receipt of any services
generally available to the residents or taxpayers of the
municipality or an area of the municipality, or a
lawful class of such residents or taxpayers. A
municipal officer or employee is deemed to have an
INTEREST in any private organization when he or
she, his or her spouse, or a member of his or her
household, is an owner, partner, member, director,
officer, employee, or directly or indirectly owns or
controls more than 5% of the organization’s
outstanding stock.

MUNICIPAL OFFICER OR EMPLOYEE. A
paid or unpaid officer or employee of Warren County,
including, but not limited to, the members of any
municipal board and includes elected officials and
officers or employees who hold policy making
positions.

MUNICIPALITY. Warren County. The word
MUNICIPAL refers to the municipality.

RELATIVE. A spouse, parent, step-parent,
sibling, step-sibling, sibling’s spouse, child,
step-child, uncle, aunt, nephew, niece, first cousin, or
household member of a municipal officer or
employee, and individuals having any of these
relationships to the spouse of the officer or employee.
(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)
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§ I11.038 APPLICABILITY.

This code of ethics applies to the officers and
employees of Warren County, and shall replace and
supersede the Warren County Code of Ethics dated
December 14, 1990. The provisions of this code of
ethics shall apply in addition to all applicable State and
local laws relating to conflicts of interest and ethics
including, but not limited to, N.Y. Gen. Mun. Law
Article 18 and all rules, regulations, policies and
procedures of Warren County.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.039 PROHIBITION ON USE OF
MUNICIPAL POSITION FOR PERSONAL OR
PRIVATE GAIN.

No municipal officer or employee shall use his or
her municipal position or official powers and duties to
secure a financial or material benefit for himself or
herself, a relative, or any private organization in
which he or she is deemed to have an interest.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.040 DISCLOSURE OF INTEREST IN
LEGISLATION AND OTHER MATTERS.

(A) Whenever a matter requiring the exercise of
discretion comes before a municipal officer or
employee, either individually or as a member of a
board, and disposition of the matter could result in a
direct or indirect financial or material benefit to
himself or herself, a relative, or any private
organization in which he or she is deemed to have an
interest, the municipal officer or employee shall
disclose in writing the nature of the interest.

(B) The disclosure shall be made when the
matter requiring disclosure first comes before the
municipal officer or employee, or when the municipal
officer or employee first acquires knowledge of the
interest requiring disclosure, whichever is earlier.

(C) Inthe case of a person serving in an elective
office, the disclosure shall be filed with the governing
board of the municipality. In all other cases, the
disclosure shall be filed with the person’s supervisor
or, if the person does not have a supervisor, the
disclosure shall be filed with the municipal officer,
employee or board having the power to appoint to the
person’s position. In addition, in the case of a person
serving on a municipal board, a copy of the disclosure
shall be filed with the board. Any disclosure made to
a board shall be made publicly at a meeting of the
board and must be included in the minutes of the
meeting.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.041 ANNUAL DISCLOSURE.

(A) Officers and employees required to file. The
officers and employees of Warren County as set forth
below and more particularly but not necessarily
exhaustively set forth on a representative list of such
officers and employees annexed and incorporated
herein as Appendix “A”, shall be required to sign and
file an annual disclosure statement. The form annual
disclosure statement is annexed hereto and
incorporated herein as Appendix “B”. The Board of
Ethics as established under § III.054 hereof shall
enforce such filing requirements. All officers and
employees shall comply with N.Y. Gen. Mun. Law
Article 18 and any amendments or revisions relative
to the filing of financial statements.

(1) Elected officials; and

(2) The heads of any agency, department,
division, council, board, commission, authority or
bureau of Warren County and their deputies and other
persons authorized to act on their behalf who make
policy decisions; and

(3) Officers and employees who hold
policymaking positions, including members of boards,
commissions and public authorities of Warren County;
A person shall be considered to hold a policymaking
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position if he or she meets the following criteria,
based either on the powers and duties of the position
held by the person as set forth in the job description or
any applicable law or regulation, or based on the
actual duties performed by the person:

(a) He or she has been determined to
be managerial pursuant to N.Y. Civ. Serv. Law
§ 201(7) because he or she formulates policy; or

(b) He or she is in the non-competitive
class under § 2.2 of the rules and regulations of the
New York State Department of Civil Service,
provided that the person holds a position that is
designated in any applicable rules and regulations
promulgated by the county civil service commission or
County Personnel Officer pursuant to N.Y. Civ. Serv.
Law § 20, on the basis that the position requires the
performance of functions influencing policy; or

(c) He or she exercises responsibilities
of a broad scope in the formulation of plans for the
implementation of goals or policy for a county agency
or acts as an advisor to an individual in such a
position; and

(4) Officers and employees having
discretionary authority with respect to:
(a) Contracts, leases, franchises,

concessions, permits, or licenses; or
(b) The purchase, sale, rental, or lease
of real property, personal property, or services, or a

contract therefore; or

(c) The obtaining of grants of money
or loans; or

(d) Inspections; or

(e) The adoption or repeal of any rule
or regulation having the force and effect of law.

(B) Time and place for filing. The annual
disclosure statements shall be filed with the office of

the County Attorney no later than March 31 of each
year.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.042 RECUSAL AND ABSTENTION.

(A) No municipal officer or employee may
participate in any decision or take any official action
with respect to any matter requiring the exercise of
discretion, including discussing the matter and voting
on it, when he or she knows or has reason to know
that the action could confer a direct or indirect
financial or material benefit on himself or herself, a
relative, or any private organization in which he or
she is deemed to have an interest.

(B) In the event that this section prohibits a
municipal officer or employee from exercising or
performing a power or duty:

(1) If the power or duty is vested in a
municipal officer as a member of a board, then the
power or duty shall be exercised or performed by the
other members of the board; or

(2) If the power or duty that is vested in a
municipal officer individually, then the power or duty
shall be exercised or performed by his or her deputy
or, if the officer does not have a deputy, the power or
duty shall be performed by another person to whom
the officer may lawfully delegate the function; or

(3) If the power or duty is vested in a
municipal employee, he or she must refer the matter
to his or her immediate supervisor, and the immediate
supervisor shall designate another person to exercise
or perform the power or duty.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.043 PROHIBITION INAPPLICABLE;
DISCLOSURE, RECUSAL AND ABSTENTION
NOT REQUIRED.

(A) This code’s prohibition on use of a
municipal position (§ I11.039), disclosure requirements
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(§§ II1.040 and II1.041), and requirements relating to
recusal and abstention (§ I11.042), shall not apply with
respect to the following matters:

(1) Adoption of Warren County’s annual
budget;

(2) Any matter requiring the exercise of
discretion that directly affects any of the following
groups of people or a lawful class of such groups:

(a) Al

municipal  officers or

employees;

(b) AIll residents or taxpayers of the
municipality or an area of the municipality; or

(¢) The general public.

(3) Any matter that does not require the
exercise of discretion.

(B) Recusal and abstention shall not be required
with respect to any matter:

(1) Which comes before the Warren County
Board of Supervisors or standing Committee or
Special Committee thereof when a majority of the
board’s or committee’s total membership would
otherwise be prohibited from acting by § I11.042 of
this code;

(2) Which comes before a municipal officer
when the officer would be prohibited from acting by
§ II1.042 of this code and the matter cannot be
lawfully delegated to another person.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.044 INVESTMENTS IN CONFLICT
WITH OFFICIAL DUTIES.

(A) No Warren County officer or employee may
acquire the following investments:

(1) Investments that can be reasonably
expected to require more than sporadic recusal and
abstention under § II1.042 of this code; or

(2) Investments that would otherwise impair
the person’s independence of judgment in the exercise
or performance of his or her official powers and
duties.

(B) This section does not prohibit a Warren
County officer or employee from acquiring any other
investments or the following assets:

(1) Real property located within Warren
County and used as his or her personal residence;

(2) Less than 5% of the stock of a publicly
traded corporation; or

(3) Bonds or notes issued by a municipality
and acquired more than one year after the date on
which the bonds or notes were originally issued.
(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.045 PRIVATE EMPLOYMENT IN
CONFLICT WITH OFFICIAL DUTIES.

(A) No Warren County officer or employee,
during his or her tenure as a municipal officer or
employee, may engage in any private employment,
including the rendition of any business, commercial,
professional or other types of services, and including
serving as a Board member, consultant, contractor or
passive investor of an entity that engages in any
business or maintains any relationship with Warren
County, provides to or oversees from the County any
client referrals or competes with the County when the
employment or activity:

(1) Can be reasonably expected to require
more than sporadic recusal and abstention pursuant to
§ 111.042 of this code;

(2) Can be reasonably expected to require
disclosure or use of confidential information gained by
reason of serving as a municipal officer or employee;
N.Y. Gen.

(3) Violates Mun. Law

§ 805-a(1)(c) or (d); or
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(4) Requires representation of a person or
organization other than Warren County in connection
with litigation, negotiations or any other matter to
which Warren County is a party.

(B) Outside interest form: If any Warren County
officer or employee or immediate family member is
currently or plans to be in the future an employee,
Board member, consultant, owner, contractor or even
a passive investor of an entity that engages in any
business or maintains any relationship with Warren
County; provides to or receives from Warren County
any client referrals or competes with Warren County,
they must fill out an Outside Interest Form in the
office of the Warren County Attorney. Annexed
hereto and made a part hereof as Appendix “C” is a
sample copy of the Outside Interest Form.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.046 FUTURE EMPLOYMENT.

(A) No Warren County officer or employee may
ask for, pursue or accept a private post-government
employment opportunity with any person or
organization that has a matter requiring the exercise of
discretion pending before the Warren County officer
or employee, either individually or as a member of a
board, while the matter is pending or within the 30
days following final disposition of the matter.

(B) No Warren County officer or employee, for
the two-year period after serving as a Warren County
officer or employee, may represent or render services
to a private person or organization in connection with
any matter involving the exercise of discretion before
the Warren County office, board, department or
comparable organizational unit for which he or she
Serves.

(C) No Warren County officer or employee, at
any time after serving as a Warren County officer or
employee, may represent or render services to a
private person or organization in connection with any
particular transaction in which he or she personally

and substantially participated while serving as a
Warren County officer or employee.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.047 PERSONAL REPRESENTATIONS
AND CLAIMS PERMITTED.

This Code shall not be construed as prohibiting a
Warren County officer or employee from:

(A) Representing himself or herself, or his or
her spouse or minor children before Warren County;
or

(B) Asserting a claim against Warren County on
his or her own behalf, or on behalf of his or her
spouse or minor children.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.048 USE OF WARREN COUNTY
RESOURCES.

(A) Warren County resources shall be used for
lawful Warren County purposes. Warren County
resources include, but are not limited to, municipal
personnel, and Warren County’s money, vehicles,
equipment, materials, supplies or other property.

(B) No Warren County officer or employee may
use or permit the use of Warren County resources for
personal or private purposes, but this provision shall
not be construed as prohibiting:

(1) Any use of Warren County resources
authorized by law or municipal policy;

(2) The use of Warren County resources
for personal or private purposes when provided to a
Warren County officer or employee as part of his or
her compensation; or

(3) The occasional and incidental use
during the business day of Warren County telephones
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and computers for necessary personal matters such as
family care and changes in work schedule.

(C) No Warren County officer or employee shall
cause Warren County to spend more than is
reasonably necessary for transportation, meals or
lodging in connection with official travel.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.049 INTERESTS IN CONTRACTS.

(A) No Warren County officer or employee may
have an interest in a contract that is prohibited by
N.Y. Gen. Mun. Law § 801.

(B) Every Warren County officer and employee
shall disclose interests in contracts with Warren
County at the time and in the manner required by
N.Y. Gen. Mun. Law § 803.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.050 NEPOTISM.
Except as otherwise required by law:

(A) No Warren County officer or employee,
either individually or as a member of a board, may
participate in any decision specifically to appoint,
hire, promote, discipline or discharge a relative for
any position at, for or within Warren County or a
Warren County board.

(B) No Warren County officer or employee may
supervise a relative in the performance of the
relative’s official powers or duties.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.051 POLITICAL SOLICITATIONS.

(A) No Warren County officer or employee shall
directly or indirectly compel or induce a subordinate
Warren County officer or employee to make, or
promise to make, any political contribution, whether

by gift of money, service or other thing of value.

(B) No Warren County officer or employee may
act or decline to act in relation to appointing, hiring or
promoting, discharging, disciplining, or in any
manner changing the official rank, status or
compensation of any Warren County officer or
employee, or an applicant for a position as a Warren
County officer or employee, on the basis of the giving
or withholding or neglecting to make any contribution
of money or service or any other valuable thing for
any political purpose.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.052 CONFIDENTIAL INFORMATION.

No Warren County officer or employee who
requires confidential information in the course of
exercising or performing his or her official powers or
duties may disclose or use such information unless the
disclosure or use is required by law or in the course of
exercising or performing his or her official powers
and duties.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.053 GIFTS.

(A) No Warren County officer or employee shall
solicit, accept or receive a gift in violation of N.Y.
Gen. Mun. Law § 805-a(1)(a) as interpreted in this
section.

(B) No Warren County officer or employee may
directly or indirectly solicit any gift.

(C) No Warren County officer or employee may
accept or receive any gift, or multiple gifts from the
same donor, having an annual aggregate value of $75
or more when:

(1) The gift reasonably appears to be
intended to influence the officer or employee in the
exercise or performance of his or her official powers
or duties;
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(2) The gift could reasonably be expected
to influence the officer or employee in the exercise or
performance of his or her official powers or duties; or

(3) The gift is intended as a reward for any
official action on the part of the officer or employee.

(D) For purposes of this section, a GIFT
includes anything of value, whether in the form of
money, service, loan, travel, entertainment,
hospitality, thing or promise, or in any other form.
The value of a gift is the gift’s fair market value,
determined by the retail cost of the item or a
comparable item. The fair market value of a ticket
entitling the holder to food, refreshments,
entertainment, or any other benefit is the face value of
the ticket, or the actual cost to the donor, whichever
is greater. Determination of whether multiple gifts
from a single donor exceed $75 must be made by
adding together the value of all gifts received from the
donor by an officer or employee during the 12-month
period preceding the receipt of the most recent gift.

(E) (1) A gift to a Warren County officer or
employee is presumed to be intended to influence the
exercise or performance of his or her official powers
or duties when the gift is from a private person or
organization that seeks Warren County action
involving the exercise of discretion by or with the
participation of the officer or employee.

(2) A gift to a Warren County officer or
employee is presumed to be intended as a reward for
official action when the gift is from a private person
or organization that has obtained Warren County
action involving the exercise of discretion by or with
the participation of the officer or employee during the
preceding 12 months.

(F) This section does not prohibit any other gift,
including:

(1) Gifts made to Warren County;

(2) Gifts from a person with a family or
personal relationship with the officer or employee
when the circumstances make it clear that the personal
relationship, rather than the recipient’s status as a

Warren County officer or employee, is the primary
motivating factor for the gift;

(3) Gifts given on special occasions, such
as marriage, illness, or retirement, which are modest,
reasonable and customary;

(4) Unsolicited advertising or promotional
material of little intrinsic value, such as pens, pencils,
note pads, and calendars;

(5) Awards and plaques having a value of
$75 or less which are publicly presented in recognition
of service as a Warren County officer or employee, or
other service to the community; or

(6) Meals and refreshments provided when
a Warren County officer or employee is a speaker or
participant at a job-related professional or educational
conference or program and the meals and
refreshments are made available to all participants.
(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.054 BOARD OF ETHICS.

(A) There is hereby established a board of ethics
for Warren County. The board of ethics shall consist
of three members, a majority of whom shall not be
officers or employees of Warren County, but at least
one of whom shall be an elected or appointed officer
or employee of Warren County or a Municipality
located within Warren County. The members of such
board of ethics shall be appointed by the Board of
Supervisors, serve at the pleasure of the appointing
authority, and receive no salary or compensation for
their services as members of the board of ethics.

(B) A member of the board of ethics shall not be
an official, officer or committee person of a political
party or hold any similar office or title in a political

party.

(C) The board of ethics shall render advisory
opinions to the officers and employees of Warren
County with respect to N.Y. Gen. Mun. Law Article
18 and this code. Such advisory opinions must be
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rendered pursuant to the written request of any such
officer or employee under such rules and regulations
as the board of ethics may prescribe. In addition, the
board of ethics may make recommendations with
respect to the drafting and adoption of a code of
ethics, or amendments to the Code of Ethics, upon the
request of the Board of Supervisors.

(D) The board of ethics may establish such rules
and policies that may be necessary for the proper
discharge of its duties and may utilize the services of
the office of the Warren County Attorney.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.055 POSTING AND DISTRIBUTION.

(A) The Warren County Administrator or his or
her designee must promptly cause a copy of this Local
Law, and a copy of any amendment to this Local
Law, to be posted publicly and conspicuously in each
building under Warren County’s control. The code
must be posted within ten days following the date on
which the Local Law takes effect. An amendment to
the Local Law must be posted within ten days
following the date on which the amendment takes
effect.

(B) The Warren County Administrator or his or
her designee must promptly cause a copy of this Local
Law, including any amendments to the Local Law, to
be distributed to every person who is or becomes an
officer and employee of Warren County.

(C) Every Warren County officer or employee
who receives a copy of this Local Law or an
amendment to the Local Law must acknowledge such
receipt in writing. Such acknowledgments must be
filed with the Clerk of the Warren County Board of
Supervisors who must maintain such acknowledgments
as a public record.

(D) The failure to post this Local Law or an
amendment to the Local Law does not affect either the
applicability or enforceability of the Local Law or the
amendment. The failure of a Warren County officer
or employee to receive a copy of this Local Law of
ethics or an amendment to the Local Law, or to

acknowledge receipt thereof in writing, does not affect
either the applicability or enforceability of the Local
Law or amendment to the Local Law.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.056 ENFORCEMENT.

Any Warren County officer or employee who
violates this Local Law may be censured, fined,
suspended or removed from office or employment in
the manner provided by law.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.057 SEVERABILITY.

In the event that any provision of this Local Law
shall be determined by a Court of Law to be illegal
and/or unenforceable, the Local Law, to the extent the
Courts have determined practical shall continue in full
force and effect as if the said illegal or unenforceable
provision were not contained a part thereof.

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ II1.058 EFFECTIVE DATE.

This Local Law shall take effect immediately
upon filing with the Secretary of State.
(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

§ I11.059 APPENDIX A: FINANCIAL
DISCLOSURE STATEMENT REQUIRED.

The following Warren County officers and
employees shall file a financial disclosure statement as
provided by the Warren County Code of Ethics:

Supervisor, Warren County Board of Supervisors

Clerk of the Warren County Board of Supervisors
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Deputy Clerk of the Warren County Board of
Supervisors

District Attorney

Assistant District Attorney

Administrator, Defense of Indigents

County Auditor

County Treasurer

Deputy County Treasurer

Budget Officer

Purchasing Agent

Deputy Purchasing Agent

Director of Real Property Tax Services

Deputy Director of Real Property Tax Services

County Clerk

Deputy County Clerk

County Attorney

Assistant County Attorney

Director, County Human Resources

Commissioner of Social Services

Social Services Attorney

Assistant Social Services Attorney

Director of Nursing

Assistant Director of Nursing

Administrator, Westmount Health Facility

Superintendent, County Public Home

Director of Employment and Training

Assistant Director of Employment and Training

Director of Tourism

Director of Weights and Measures

Director, Office for the Aging

Director, Youth Bureau

County Historian

Warren County Planner

Associate Warren County Planner

Administrator, Fire Prevention and Building Code
Enforcement

Personnel Officer

Administrator, Self-Insurance

Commissioners of Elections

Director, Veterans’ Services Agency

Deputy Commissioners of Elections

Director of Recycling and Waste Management

Superintendent of Public Works

Deputy Superintendent of Public Works

Airport Manager

Director of Probation

Sheriff

Undersheriff

Lieutenant, Sheriff’s Office

Director of Public Health/Patient Services, Health
Services

Director, Community Mental Health Services

Assistant Director of Mental Health

(Res. 550 of 2014, passed - -2014; Local Law 6 of
2014, passed 11-21-2014)

[See next page.]
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§ I11.060 APPENDIX B: ANNUAL STATEMENT OF FINANCIAL DISCLOSURE.

ANNUAL STATEMENT OF FINANCIAL DISCLOSURE

COUNTY OF WARREN
FORM F-100
FOR 20
1. Name and Address.
Last Name Middle Initial First Name

Title

Department or Agency
County Address

County Telephone

2. Spouse and Children.

Provide the name of your spouse (if married) and the names of any dependent children:

Spouse Child/Age

Child/Age Child/Age
3. Financial Interests.
“Reporting Category” for the purpose of completing the financial disclosure reports. Do not report exact

dollar amounts in the completion of the statements of financial disclosure; instead, report categories of
amounts, using the following categories:

“A” $0—$5,000
“B” $5,001—$10,000
“C” $10,001—$25,000
“D” $25,001—$50,000
“E” $50,001—$100,000
“F~ Over $100,001

a. Business Positions. List any office, trusteeship, directorship, partnership, or other position in any
business, association, proprietary, or not-for-profit organization held by you, your spouse, and your
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dependent children, if any. Indicate whether these businesses are involved with the County or any municipality

within Warren County.

Family Member

Position

Organization

County Department or
Agency and Nature of
Involvement

b. Outside Employment. Describe any outside occupation, employment, trade, business, or profession

providing more than $1,000 per year for you, your spouse, and your dependent children, if any,
and indicate whether such activities are regulated by any State or local agency.

Family Member

Position

Organization
(Name/Address)

State or Local
Agency and Nature
of Involvement

Category of Amount

c. Future Employment. Describe any contract, promise or other agreement between you and anyone

else with respect to your employment after leaving your County office or position.

d. Past Employment. Identify the source and nature of any income in excess of $1,000 per year from

any prior employer, including deferred income, contributions to a pension or retirement fund,
profit sharing plan, severance pay, or payments under a buy-out agreement.

Source

Name and Address of Income

Description of Income (i.e., pension,

deferred, etc.)

Category of Amount

e. Investments. Itemize and describe all investments in excess of $5,000 or five percent (5%) of the
value in any business, corporation, partnership, or other assets, including stocks, bonds, loans,
pledged collateral, and other investments, for you, your spouse, and dependent children, if any.
List the location of all real estate within the County, or within five (5) miles thereof, in which you,
your spouse, or dependent children, if any, have an interest, regardless of its value.
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Family Member Name/Address of Business | Description of Investment Category of Amount
or Real Estate

f.  Trusts. Identify each interest in a trust or estate or similar beneficial interest in any assets in excess
of $2,000, except for IRS eligible retirement plans or interests in an estate or trust of a relative,
for you and your spouse and dependent children.

Name of Family Member Trustee/Executor Description of Trust/Estate Category of Amount

g. Other Income. Identify the source and nature of any other income in excess of $1,000/year from
any source not described above, including teaching income, lecture fees, consultant fees,
contractual income, or other income of any nature, for you and your spouse and your dependent
children, if any.

Family Member Name/Address of Income Nature of Income Category of Amount
Source

4. Interest in Contracts.

Describe any interest of you, your spouse, or your dependent children, in any contract involving the County
or any municipality within Warren County.

Family Member Contract Description Category of Amount

5. Political Parties.

List any position you held within the last five (5) years as an officer of any political party, political
committee, or political organization. The term “political organization” includes any independent body or any
organization that is affiliated with or a subsidiary of a political party.
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Debts.

Describe all debts of you, your spouse and dependent children in excess of $5,000 as of the date of filing
of this statement, other than liabilities to a relative. Do not list liabilities incurred by or guarantees made by
the reporting individual, or such individual’s spouse, or by any reporting proprietorship, partnership, or
corporation in which the reporting individual or such individual’s spouse has an interest, when incurred or
made in the ordinary course of the trade, business or professional practice of the reporting individual or such
individual’s spouse. Do not list any obligation to pay maintenance in connection with a matrimonial action,
alimony or child support payments. Revolving charge account information shall only be set forth if such
liability is in excess of $5,000 at the time of filing. Do not list any loan by a financial institution to finance
education costs, the cost of home purchase or improvements for a primary or secondary residence or
purchase of a personally owned motor vehicle, household furniture or appliances.

Name of Debtor Name of Creditor Category of Amount

Third-Party Reimbursements.

Identify and describe the source of any third-party reimbursement for travel-related expenditures in excess
of $250 for any matter that relates to your official duties. The term “reimbursement” includes any
travel-related expenses provided by anyone other than the County for speaking engagements, conferences,
or fact-finding events that relate to your official duties.

Source Description Category of Amount

Gifts and Honorariums.

List the source of all gifts aggregating in excess of $250 received during the last year by you, your spouse
or dependent child, excluding gifts from a relative. The term “gifts” includes gifts of cash, property,
personal items, payments to third parties on your behalf, forgiveness of debt, honorariums, and any other
payments that are not reportable as income.

Name of Family Member Name and Address of Donor Category of Amount
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The requirements of law relating to the reporting of financial interests are in the public interest and no adverse
inference or unethical or illegal conduct or behavior will be drawn merely from compliance with these
requirements.

Signature of Reporting Individual Date

(Res. 550 of 2014, passed - -2014; Local Law 6 of 2014, passed 11-21-2014)

§ I11.061 APPENDIX C: OUTSIDE INTEREST FORM.

This form is to be filled out if you or any immediate family member is currently or plans to be in the future,
an employee, board member, consultant, owner, contractor or even a passive investor of an entity that: (i)
engages in any business or maintains any relationship with The County (The County); (ii) provides to, or receives
from The County any client referrals, or (iii) competes with The County. The completed form must be submitted
to the County Attorney.

Name:
Job Title:

If not an employee, describe the nature of your relationship with The County:

Describe the nature of your outside activities in any entity that engages in any business or maintains any
relationship with The County.

Describe the nature of your outside activities in any entity that provides to, or receives from, The County any
client referrals.

Describe the nature of your outside activities in any entity that competes with The County.

Date completed and signature

Signature Date
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Date reviewed by Compliance Officer and signature

Signature Date
(Res. 550 of 2014, passed - -2014; Local Law 6 of 2014, passed 11-21-2014)

FREEDOM OF INFORMATION LAW FOIL

§ II1.075 PURPOSE AND SCOPE.

The purpose of these regulations are to set forth the rules, methods and procedures governing the availability,
location and nature of records (as that term is defined herein) of the County of Warren subject to the provisions
of N.Y. State Pub. Off. Law Article 6, known as the Freedom of Information Law.

(Res. 77 of 1978, passed - -1978)

§ I11.076 DEFINITIONS.

For the purpose of these regulations, the following terms are defined as set forth below:

FISCAL OFFICER. The Warren County Treasurer or his or her authorized representative.

PAYROLL RECORD. An itemized record setting forth the name, business address, title and salary of every
officer and employee of the County of Warren or its authorized agencies.

RECORD. Any information kept, filed, held, produced, or reproduced by, with or for the County of
Warren, in any physical form whatsoever including, but not limited to, reports, statements, examinations,
memoranda, opinions, folders, files, books, manuals, pamphlets, forms, papers, designs, drawings, maps,
photos, letters, microfilm, computer tapes or discs, rules, regulations or codes.

WORKDAY. Any day except Saturday, Sunday, a public holiday or a day on which the Warren County
Municipal Center is otherwise closed for general business.
(Res. 77 of 1978, passed - -1978)
§ I11.077 PROCEDURE FOR OBTAINING RECORDS.
(A) Record Access Officers.
(1) The following Warren County officers or their authorized representatives are hereby designated

as Records Access Officers, each for his or her respective department and shall be the custodian of such records,
excepting payroll records:
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(2) Each of the following are to be
contacted at his or her office, having as a business
address the Warren County Municipal Center, 1340
State Route 9, Lake George, New York, 12845, such
other address as specifically designated herein or
through the Warren County website at

http://www.warrencountyny.gov/contact.php.

Public Health Director

Real Property Tax Director
Services

Self-Insurance Administrator

Social Services Commissioner of Social

County Attorney

County Attorney

County Clerk

County Clerk

County Treasurer

County Treasurer

District Attorney

District Attorney

Emergency Services

Director/Fire Coordinator

Employment and
Training/One-Stop Career
Center

Director ¢/o Clerk of the
Board of Supervisors

Services
Office of the County County Administrator Tourism Director
Administrator
Veterans Services Director
Assigned Counsel Administrator
Weights and Measures Sealer of Weights and
Auditor Auditor Measures
Board of Elections Commissioners .
(3) As well as each of the following at the
Board of Supervisors Clerk of the Board of business address set forth opposite his or her specific
Supervisors job title:
Budget Officer Budget Officer

Public Works (incl.
Buildings and Grounds,
Airport Parks, Recreation
and Railroad Up Yonda
Farm)

Superintendent of Public
Works

4028 Main St.
Warrensburg, NY 12885

Sheriff Major
1400 State Route Nine

Lake George, NY 12845

Director
353 Schroon River Road
Warrensburg, NY 12885

Countryside Adult Home

Fire Prevention and Administrator Westmount Health Director

Building Codes Facility (until 5/15) 42 Gurney Lane,
Enforcement Queensbury, NY 12804
Historian Historian

Human Resources and
Civil Service

Human Resources
Director

Information Technology

Director

Motor Vehicles

County Clerk

Office for the Aging Director
Planning County Planner
Probation Director
Purchasing Purchasing Agent

Public Defender

Public Defender

(4) Any FOIL request directed to any
department of Warren County not specifically set forth
herein is to be sent to the attention of the Warren
County Attorney or to the Warren County website at
http://www.warrencountyny.gov/contact.php. FOIL
is not generally applicable to courts within the Warren
County Municipal Center, which are operated by the
Office of Court Administration, an agency of New
York State.

(B) (1) Any person who wishes to inspect or
obtain a copy of any such record may request access
to the record by making application to the Records
Access Officer. Such application shall be in writing to
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the address provided or through the Warren County
website and shall reasonably describe the record or
records sought. A person requesting records should
supply information regarding dates, file designations
or any other information that may help to describe the
records sought. Application forms which comply with
the law may be obtained from the Office of the
County Attorney or are also available on the Warren
County website at
http://www.warrencountyny.gov/contact.php.

(2) Requests for access to records may be
submitted to the appropriate Records Access Officer
either personally at such office on any workday
between the hours of 9:00 a.m. and 4:30 p.m., by
mail, addressed to such officer or to such other officer
as the Records Access Officer may specify upon
contact or through the Warren County website
(http://www.warrencountyny.gov/contact.php)
directed to the Records Access Officer. Any request
received after 4:30 p.m. is deemed to have been
received on the next workday. Upon the receipt of an
application in the proper form and at the appropriate
time, the Records Access Officer shall cause a search
to be made for the requested record. Within five
business days of receipt of a FOIL request, the
following actions will be taken by the Records Access
Officer or his or her designee:

(@) Produce the record(s) for
inspection at the Records Access Officer’s office or
send the requested records to the applicant (and if so
requested and upon payment of the appropriate fee,
make and certify a copy of the record).

(b) Deny the request as provided in
§ I11.081 of these regulations, providing the reason for
the denial and sending a copy of such denial to the
County Attorney.

(c) Partially grant and partially deny
the request.

(d) Advise the applicant that the
record(s) are not in the custody of that specific
department, but may be in the custody of another
specified department or may be available on the
Warren County website or other site on the internet.

(e) Certify that the records cannot be
located after diligent search.

(f) Acknowledge receipt of the
request, setting an approximate date for a full
response and seeking clarification if the request is
overly voluminous or unspecific. If circumstances
prevent a response within 20 workdays, a statement
specifying the reasons for the inability to do so and a
date certain must be supplied. The failure to comply
with this time limit constitutes a denial which may be
appealed.

(3) The Records Access Officer, in his or
her discretion, may waive compliance with any
formality prescribed by this division (B), including the
use of county application forms.

(C) Any person wishing to inspect and/or obtain
a copy of a payroll record may make application to the
Fiscal Officer in writing pursuant to the provisions of
division (B) above of these regulations to the Fiscal
Officer at the office of the Fiscal Officer at the
Warren County Municipal Center, Lake George, New
York. Upon receipt of such an application, the Fiscal
Officer shall search for and produce for inspection the
payroll record. If the applicant requests a copy of such
payroll record, the Fiscal Officer shall provide him
with one, upon payment of the appropriate fee.
(Res. 77 of 1978, passed - -1978)

§ I11.078 SUBJECT MATTER LIST.

(A) On behalf of the County of Warren, the
Records Access Officer for each department shall
maintain and make available for inspection and
copying at their office a current list, reasonably
detailed by subject matter, of all records in the
possession of the department, whether or not available
under N.Y. Pub. Off. Law Article 6. Such list shall
be in conformity with such regulations as may be
promulgated by the Committee on Open Government.
Any person desiring a copy of such list may request a
copy thereof personally, by mail or through the
Warren County website and he shall be supplied with
one copy.
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(B) Each Records Access Office shall maintain:

(1) A record setting forth the name, public
office address, title and salary of every officer or
employee of the department; and

(2) A reasonably detailed current list by
subject matter, of all records in the possession of the
department whether or not available under this article.
(Res. 77 of 1978, passed - -1978)

§ I11.079 FEES.

(A) The fees for copies of records shall not
exceed $0.25 per photocopy not in excess of nine
inches by 14 inches, or the actual cost of reproducing
any other record except when a different fee is
otherwise prescribed by law or pursuant to such
general rules and regulations as may be promulgated
by the Committee on Open Government and any
additional fees that may be applicable pursuant to
N.Y. Pub. Off. Law Article 6.

(B) Additionally, a Records Access Officer has
the authority to redact portions of a record pursuant to
N.Y. Pub. Off. Law Article 6 and do so prior to
disclosure of the record by making a photocopy from
which the proper redactions are made. If redaction
must be made to an electronic record, and the record
must be printed and/or copied several times prior to
being produced in response to the FOIL request, the
standard copying fee will be charged.

(C) Further fees may be charged based on the
actual cost of reproduction as set forth in N.Y. Pub.
Off. Law § 87(1)(c), which may include the hourly
salary of the lowest paid employee with the needed
skill required to prepare a copy of the requested
record in the event two or more hours are required as
well as the actual cost of any storage device or media
provided in response or if necessary, the actual cost of
an outside professional to prepare a copy of a record.

(D) The agency shall inform the requestor of the
estimated cost of copying, reproducing or preparing a
copy and may require the fee to be paid prior to
release of any records.

(Res. 77 of 1978, passed - -1978)

§ II1.080 PREVENTION OF INVASIONS OF
PRIVACY.

In accordance with the provisions of N.Y. Pub.
Off. Law § 89, subd. 3 regarding the prevention of
unwarranted invasion of personal privacy, the Records
Access Officer may delete from any record identifying
details, the disclosure of which would result in an
unwarranted invasion of personal privacy prior to
making such record available for inspection and/or
copying. In the event that one or more deletion is
made from any document, the Records Access Officer
shall provide written notice of that fact to the person
given access to the record.
(Res. 77 of 1978, passed - -1978)

§ I11.081 DENIAL OF ACCESS TO RECORDS.

(A) In accordance with N.Y. Pub. Off. Law
Article 6 as well as these regulations, each Records
Access Officer shall make available for public
inspection and copying a record as described herein,
except that such Records Access Officer may deny
access to a record or portions thereof that:

(1) Isspecifically exempted from disclosure
by state or federal statute;

(2) If disclosed would constitute an
unwarranted invasion of personal privacy under the
provisions of N.Y. Pub. Off. Law Article 6, § 89(2);

(3) If disclosed would impair present or
imminent contract awards or collective bargaining
negotiations;

(4) Isatrade secret or is maintained for the
regulation of commercial enterprise which if disclosed
would cause substantial injury to the competitive
position of the subject enterprise;

(5) Is compiled for law enforcement
purposes and which, if disclosed, would:

(a) Interfere with law enforcement
investigations or judicial proceedings;
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(b) Deprive a person of a right to a
fair trial or impartial adjudication;

(c) Identify a confidential source or
disclose confidential information relating to a criminal
investigation; or

(d) Reveal criminal investigative
techniques or procedures, except routine techniques

and procedures.

(6) If disclosed would endanger the life or
safety of any person;

(7) Is an inter-departmental or intra-
departmental material which is not:

(a) Statistical or factual tabulations or

data;

(b) Instructions to staff that affect the
public; or

(¢) Final agency policy or
determinations.

(8) Are examination questions or answers
which are requested prior to the final administration of
such questions.

(B) Denial of access to records shall be in
writing stating the reason therefore and advising the
applicant of the right to appeal as set forth below.
(Res. 77 of 1978, passed - -1978)

§ I11.082 APPEALS.

Within 30 days of a denial, any person whose
application to inspect and/or copy records has been
denied pursuant to § III.081 of this regulation may
appeal such denial to the Chairman of the Board of
Supervisors at the Warren County Municipal Center,
1340 State Route 9, Lake George, New York. Such
appeal shall be in writing and must set forth: the name
and address of the applicant; the specific record(s)
requested; the date of denial; and the reasons given
for such denial. The Chairman shall, upon receipt of
a written appeal, review the matter and in writing,

either affirm, modify or reverse the denial. If the
Chairman either affirms or modifies the denial, he
shall, within ten workdays of receipt of the appeal,
communicate his or her reasons for such affirmation
or modification to the person making the appeal. N.Y.
Pub. Off. Law Article 6 notes that in the event of a
denial to access to a record, such person may appeal
such determination under N.Y. Civ. Prac. L. & R.
Article 78. Failure to respond to an appeal within the
statutory time period shall constitute a denial of the
appeal. The Committee on Open Government shall be
furnished with copies of the application, and the
underlying denial of the application as well as the
appeal and the determination of that appeal.

(Res. 77 of 1978, passed - -1978)

§ I11.083 SEVERABILITY.

If any provision(s) of these regulations or the
application thereof to any person or circumstances is
adjudged invalid by a court of competent jurisdiction,
such judgment shall not affect the validity of the other
provisions of these regulations or the application
thereof to other persons and circumstances.

(Res. 77 of 1978, passed - -1978)

§ I111.084 EFFECTIVE DATE.

These regulations shall take effect immediately
upon adoption by the Warren County Board of
Supervisors.

(Res. 77 of 1978, passed - -1978)

COUNTY SURPLUS PROPERTY

§ I11.095 INITIAL COMMITTEE REVIEW.

Property together with any improvements thereon
that is no longer needed for County purposes shall
first be reviewed by the Committee having jurisdiction
of the said real property. If more than one Committee
has jurisdiction, all Committees shall review the
property in question and render a determination(s)
concerning whether the same is currently needed or is
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expected to be needed in the future for County
purposes. If it determined that the property is no
longer needed for County purposes the subject
property together with any Committee
determination(s) shall be referred to the Finance
Committee.

(Res. 308 of 1998, passed - -1998)

§ I11.096 FINANCE AND PERSONNEL
COMMITTEE REVIEW.,

Upon receipt of a referral that certain property is
no longer needed for County purposes, the Finance
Committee shall:

(A) In the event this information is not yet
available:

(1) Request an approximate value from the
Director of the Real Property Tax Services and make
a determination as to whether an appraisal should be
obtained;

(2) Request the preparation of a Short or
Long Environment Review Assessment Form,
(depending upon the nature or characteristics of the

property);

(3) Request any other Committee
determinations that may be available concerning the
property; and/or

(4) Request input and information from the
department head, if any, under whose jurisdiction the
property was last used.

(B) The Finance Committee shall determine
whether the best interests of the County may be served
by:

(1) Retaining the property for potential
future use;

(2) Selling or leasing the property outright;
(3) Selling or leasing the property to a local

development corporation to further economic
development; and/or

(4) Using the property for some other
lawful purpose.

(C) If the local development corporation is
interested in acquiring the property, terms of the
proposed sale or lease shall be drafted and reviewed
with the Finance Committee. The Committee shall
make a recommendation as to whether the terms of
sale are in the best interest of the County and shall
then refer the matter to the Warren County Board of
Supervisors to consider the aforesaid terms of sale or
lease and complete any additional steps that may be
deemed appropriate and/or required under the New
York State Environmental Quality Review Act, being
N.Y. Environ. Cons. Law Article 8.

(Res. 308 of 1998, passed - -1998)

§ I11.097 WARREN COUNTY BOARD
ACTION.

(A) Following completion of the above, the
Warren County Board of Supervisors shall, by
resolution, first commence and/or complete any
actions required under the New York State
Environmental Quality Review Act, being N.Y.
Environ. Cons. Law Article 8.

(B) (1) Following completion of the above, or
if appropriate, as part of the environmental review
process, the Warren County Board of Supervisors
shall, by resolution, make an initial determination as
to whether the subject property is not required for use
by the County by two-thirds majority vote. If it is
initially determined that the property is not needed,
the Board shall also indicate whether it:
information to

(a) Has sufficient

proceed;

(b) Desires to sell or lease the property
pursuant to the N.Y. Not-For-Profit Corp. Law
§ 1411 upon the terms proposed or some other terms;
and

(¢) Is in the best interests of the
County.
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(2) If the Board determines that the
property shall be sold or leased to a local development
corporation, the Board shall then schedule a public
hearing to consider the proposed sale or lease. Notice
of such hearing shall be published at least ten days
before the date set for the hearing in such publication
and in such a manner as may be designated by the
Warren County Board of Supervisors.

(C) (1) Following the public hearing, the
Warren County Board of Supervisors shall:

(a) Complete any final environmental
quality review procedures that may be necessary; and

(b) Make a final determination as to
whether the property is needed for County purposes,
and whether the sale of the property should be made
to the local development corporation upon the terms
proposed.

(2) No sale of the property shall be
considered final and the Board shall not be deemed
bound until a final resolution is adopted.

(Res. 308 of 1998, passed - -1998)

§ I11.098 AFTER SALE/LEASE.

If a local development corporation purchases or
leases the real property from the County, the local
development corporation shall not, without the written
approval of the County, use such real property for any
purpose except the purposes set forth in the certificate
of incorporation or re-incorporation of said local
development corporation.

(Res. 308 of 1998, passed - -1998)

RESTRICTION OF FIREARMS AND
OTHER WEAPONS

§ I11.110 POLICY STATEMENT.

No person shall possess any “deadly weapon” as
defined in New York Penal Law § 10.00(12), as

referred to in division (A)(1) of this policy, or any of
the enumerated items described in division (B) of this
policy, in any building owned, leased, or operated by
the County or at a worksite of the County, or in a
vehicle owned or leased by the County; provided
however that the term “worksite” or “building” shall
not be construed to include any parking lot or exterior
building grounds of any building owned, leased, or
operated by the County, provided, however, that this
policy shall not be interpreted in a manner which
would limit the right of a member of the public to
carry or possess any lawful weapon in or upon any
public highway, right-of-way, or parking lot.

(A) N.Y. Penal Law § 10.00(12) (as of April 11,
2005) defines the term “deadly weapon” as including:
any loaded weapon from which a shot, readily capable
of producing death or other serious physical injury,
may be discharged, or a switchblade knife, gravity
knife, pilum ballistic knife, metal knuckle knife,
dagger, billy, blackjack, or metal knuckles; or

(B) In addition to the items defined in the above
division (A), the following items are likewise
prohibited: any dagger, dangerous knife, dirk, razor,
stiletto, imitation pistol, any other dangerous deadly
instrument or any weapon, whether loaded or
unloaded.

(Res. 452 of 2008, passed - -2008)

§ II1.111 EXCEPTIONS.

(A) This policy does not apply to the Sheriff or
any deputies or to any other person or persons
specifically authorized by law to possess any of the
above weapons as part of his or her public job duties.

(B) This policy shall not apply to specific
Airport employees authorized by the Airport Manager
to use shotguns, rifles, and pyrotechnic devices
(cracker shells, hand held screamer/banger devices) to
engage in wildlife mitigation measures in or about the
Airport premises.

(Res. 452 of 2008, passed - -2008)
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§ III.112 WAIVERS.

(A) Employees, appointees and the public. Any
employee or appointed officer of the County or a
member of the general public may apply for a waiver
to possess a weapon for a legitimate reason in a
specified County building or worksite by applying for
the same in writing to the relevant department head.
The department head shall submit said request, along
with their recommendation, if any, to the County
Sheriff for review and recommendation. The Sheriff’s
determination shall be final. A copy of the Sherift’s
decision shall be sent to the Clerk of the Board of
Supervisors.

(B) Elected officials. Any elected official seeking
a waiver for a legitimate purpose shall be required to
make his or her request, in writing, directly to the
County Sheriff for review and recommendation. The
decision of the Sheriff shall be final and binding. A
copy of the Sheriff’s decision shall be sent to the
Clerk of the Board of Supervisors.
(Res. 452 of 2008, passed - -2008)

§ II1.113 VIOLATION OF POLICY.

(A) Appointed officers and employees. Violation
of this policy by County appointed officers and
employees shall subject such officer or employee to
discipline up to and including immediate suspension or
discharge in accordance with State Law, County,
union, and Civil Service discipline and discharge
procedures.

(B) Elected officials. Violation of this policy by
elected officials shall be governed by the applicable
provisions of the County Law or other laws of the
State of New York which apply to the conduct of
elected officials.

(C) General public. Members of the general
public shall be denied admission to any building
owned, leased, or operated by the County or at a
worksite of the County, or in a vehicle owned or
leased by the County.

(D) Notice to the County Sheriff. The Sheriff
shall be notified in writing of any report of any
County officer, elected official or employee or
member of the general public who is in violation of
this policy.

(Res. 452 of 2008, passed - -2008)

§ I11.114 REVIEW.

The Warren County Safety Committee, Warren
County Insurance Committee and the Warren County
Board of Supervisors shall review this policy at least
annually.

(Res. 452 of 2008, passed - -2008)

RULES OF THE BOARD OF SUPERVISORS

§ II1.125 MEETINGS OF BOARD OF
SUPERVISORS.

(A) At the Regular Meeting of the Board of
Supervisors held in December of each year the Board
shall by resolution fix the date for the organizational
meeting of the Board for the ensuing year, which date
shall not be later than the eighth day of January, and
the place and hour of such organization meeting. A
total of 501 weighted votes, as allocated among the
elected Supervisors pursuant to Local Law No. 12 of
2011, shall constitute a quorum for the transaction of
business. A quorum being present, the Clerk of the
last Board shall call the meeting to order and the
members present shall by roll call vote, by a majority
of the total weighted voting power of the members of
the Board, select one of their number Chairman, who
shall preside at such meeting and at all meetings
during the year. In case of the absence of the
Chairman at any meeting, the Finance Chairman shall
serve as Vice Chairman, as provided by Local Law
No. 1 of 1968. The Chairman may call any member
temporarily to the Chair. The Board may transact such
other and further business as may properly come
before such meeting.



County Administrator/Board of Supervisors 49

(B) Inaddition to the foregoing, the Board at the
annual organization meeting shall transact the
following business: the appointment of any officers
required by law or desired by the Board; adopt the
Rules of Procedure for the ensuing year; and any
other matter that the Chairman wishes to bring before
the meeting.

(C) (1) The Board shall convene in regular
meeting at 10:00 o’clock in the forenoon on the third
Friday of each month for the public meeting of the
Board, unless a different time shall have been
determined at a previous meeting. The meetings for
the year 2015 are scheduled as follows:

(a) January 16, 2015;
(b) February 20, 2015;
(c) March 20, 2015;

(d) April 17, 2015;

(e) May 15, 2015;

() June 19, 2015;

(g) July 17, 2015;

(h) August 21, 2015;

(i) September 18, 2015;
() October 16, 2015;
(k) November 20, 2015;
(I) December 15, 2015.

(2) Meetings shall be called to order as
soon thereafter as a quorum is present. Any regular
meeting of the Board may be adjourned by motion
adopted by a majority vote of the membership present.
The Board shall convene in special meeting upon call
of the Chairman (or, if appropriate, the Vice
Chairman) or upon written request for a special
meeting signed by a majority of the total membership

of the Board. At the direction of the Chairman (or
Vice Chairman) or upon receiving such a written

request, notice in writing stating the time, place and
purpose of the special meeting shall be served
personally or by mail upon each member by the Clerk
of the Board at least 48 hours before the date fixed for
holding the meeting or a member may waive the
service of the notice for such meeting by a writing
signed by him.

(D) Business shall be transacted in the following
order:

10:00a.m. Call to Order

Salute to Flag

Roll Call

Motion to approve the Minutes of
previous meeting subject to correction
by the Clerk

Introduction and welcome to guests

Report by Chairman of the Board

Committee reports

Report of County Administrator

Report of County Attorney

Call for reading of communications

Call for reading of resolutions

Discussion on resolutions

Motion to vote on resolutions

Further discussion on resolutions

Privilege of the floor

Announcements

Adjournment

(E) AIll resolutions shall be in writing and filed
with the Clerk before noon on the Tuesday preceding
the regular meeting on Friday of each month and at
least three days prior to any adjourned or special
meeting. The Clerk shall photocopy all resolutions and
mail copies thereof to each Supervisor on each
Tuesday prior to a regular meeting and on the third
day prior to any adjourned or special meeting. All
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resolutions shall be considered by the Supervisors on
each regular meeting date. No resolution shall be
presented after noon on the Tuesday before the
regular Friday meeting except with the approval of a
majority of the total weighted voting power of the
members of the Board. Any Supervisor may request
a resolution to be tabled until the next meeting, either
regular, special or adjourned, and, if approved by the
majority of the total weighted voting power of the
Board, such resolution shall not be voted upon at the
meeting when presented except where a statute
prescribes a date on or before which the Board of
Supervisors must adopt a resolution. A majority of the
total weighted voting power of the Board shall be
necessary to take it off the table.

(Res. 1 of 2015, passed - -2015)

§ II1.126 CONDUCT OF MEETINGS OF
BOARD OF SUPERVISORS.

(A) All questions relating to the priority of
business shall be decided without debate.

(B) The Chairman shall preserve order and shall
decide all questions of order, subject to the appeal of
the Board.

(C) The Chairman in all cases shall have the
right to vote, and when his vote makes an equal
division the question shall be lost.

(D) Any member desiring to speak or present
any subject matter shall address the Chair and shall
not further proceed until recognized by the Chair and
granted the floor.

(E) No debate shall be in order until the pending
question shall be stated by the Chair or read by the
Clerk.

(F) No member shall speak more than once on
any question until every member choosing to speak
shall have spoken. If the Chairman wishes to enter
into debate, he may do so only after he excuses

himself from the Chair and a Temporary Chairman is
appointed by the Chairman.

(G) Any member, upon being called to order,
shall take his seat and remain there until the point
raised is determined. If the point be sustained, he shall
not further proceed, except in order, unless by
permission.

(H) No business shall be transacted by the
Board, as such, while a Committee or Committees are
out at work, except to adjourn.

() All motions and resolutions shall be
presented in open regular meeting. The Chair will
state to what Committee the motion or resolution shall
be referred unless such reference is objected to in
which case the Board shall decide.

(J) All motions shall be reduced to writing,
except those introduced at the Organization Meeting,
if desired by the Chairman or any Supervisor,
delivered to the Clerk and read before the same shall
be debated. Any motion may be withdrawn at any
time before amendment with the consent of the
Second.

(K) While a member is speaking no member
shall entertain any private discourse or pass between
him or the Chair.

(L) A motion to adjourn shall always be in
order, and shall be decided without debate.

(M) When a question is under debate no motion
shall be entertained, unless for adjournment of the
Board, for the previous question, to place on the table
indefinitely; to place on the table for a certain day; to
hold; to amend it. These several motions shall have
precedence in the order in which they are here stated
and shall not be subject to debate.

(N) The minutes of this Board shall be printed
monthly and delivered by the Clerk of the Board on or
before the regular meeting of the Board for the next
succeeding month.

(Res. 1 of 2015, passed - -2015)
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§ I11.127 COMMITTEES OF THE BOARD OF
SUPERVISORS.

(A) Standing Committees consisting of at least
three members shall be appointed by the Chairman at
the Organization Meeting or not later than the first
regular meeting following the Organization Meeting,
upon the following subjects, to wit:

Commiittee No. of
Members

Budget 9
Community College 5
County Clerk - Motor Vehicles 5
(including Historian)
County Facilities (including Airport 7
and Building and Grounds)
Criminal Justice (including Offices of 7
Assigned Counsel, District Attorney,
Probation Public Defender and
Courts)
Economic Growth and Development 5
(including Planning and Community
Development and Economic
Development)
Extension Services 5
Finance (including County Treasurer) 9
Health Services (including Health 5
Services, Westmount Health Facility
and Mental Health)
Human Services (including 7
Employment and Training, Office for
the Aging, Veterans Services)
Legislative and Rules 7
Occupancy Tax Coordination 7
Personnel (including Civil Service and 9
Human Resources)
Public Safety (including Fire 7
Prevention and Building Codes,
Office of Emergency Services, Sheriff
and Communications)

Public Works (including D.P.W., 9
Parks, Recreation and Railroad,
Warren County Sewer, Solid Waste

and Recycling)

Real Property Tax Services 5
Shared Services 7
Social Services (including Countryside 7

Adult Home, Youth Programs)

Support Services (including Office of 7
County Administrator (includes Mail
Room), Auditor, Board of Elections,
Clerk of the Board, County Attorney,
Information Technology, Self-
Insurance, Purchasing, Weights &
Measures)

Tourism 7

(B) Special Committees may be authorized at
any legal meeting of the Board. They shall, unless
otherwise ordered and directed by a majority of the
Board, be appointed by the Chairman. The period of
time that a special committee shall serve shall be
designated when it is created.

(C) The first member appointed to each
committee shall be and act as the Chairman of such
committee. The meetings of each committee shall be
held upon call by the Chairman thereof, except as
hereinafter provided. The Chairman of each
committee shall give or cause to be given by the Clerk
of the Board of Supervisors notice in person, by
telephone or by mail at least two days in advance of
the day, hour and place of each meeting of the
committee except that no advance or prior notice shall
be required when the committee meeting is held on a
day when the Board shall be in session. A meeting of
any committee shall be held at any time whenever a
majority of the members of a committee shall sign a
written notice of such meeting, which notice shall
clearly state the day, hour and place of such meeting,
provided that such notice shall be served in person or
mailed to the Chairman of such committee and the
Chairman of the Board of Supervisors at least three
days in advance of the day specified in such notice.
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(D) All reports of Committee shall be in writing
and shall be read on presentation upon the request of
any member.

(E) Committees making reports shall return to
the Clerk with such reports all papers relating thereto.

(F) (1) The Chairman of the Board of
Supervisors shall be an ex-official member of a
standing committee when:

(a) A quorum is not present at any
regularly or specially scheduled committee meeting;

(b) If such membership will provide a
quorum as herein specified; and

(c) The Chairman is available to
attend.

(2) The total membership of the committee
as established by Board Rules shall not change or be
increased by the presence and availability of the
Chairman in determining whether a majority of
members are present to allow the conduct of business,
rather the Chairman shall be considered an alternate
or substitute for a non-present committee member.
Once the Chairman becomes a member by virtue of
the criteria set forth above (whether at the start of or
during a meeting), the Chairman shall be a voting
member and shall continue as a member of the
committee until a quorum is established or
reestablished by appointed Committee members at the
subject meeting or subsequent meetings.

(G) When any Committee of the Board of
Supervisors is acting on any matter affecting a single
Municipality or is engaged in seeking or obtaining
rights-of-way in a particular municipality, the
Supervisor(s) of the affected municipality shall be
provided with an opportunity to make a presentation
or otherwise be heard by the Committee.

(Res. 1 of 2015, passed - -2015)

§ II1.128 VOTING BY MEMBERS OF BOARD
OF SUPERVISORS.

(A) All members present shall vote upon each
question at the request of any member.

(B) Each amount or claim of any item thereof
shall be voted on by items, if requested by any
member.

(C) Al questions shall be decided by a majority
of the total weighted voting power of the Board unless
otherwise required by law or as required herein. All
questions shall be decided by weighted vote in
accordance with the terms of Local Law No. 12 of
2011, as it may be amended from time to time.
Whenever in these Rules of Order there is reference
to a majority vote or a two-thirds vote of the Board, it
means a majority of the voting power of the members
of the Board or two-thirds of the voting power of the
members of the Board as defined in Local Law No. 12
of 2011.

(D) The following resolutions shall require a roll
call vote: fixing or altering salaries, or establishing
salary and wage classifications; adoption of the
budget; any appropriation or expenditure of public
funds; transfers to and from .1 salary codes within the
authorized budget and transfers between funds,
including Capital and Road Fund Projects; levying of
taxes; bond resolutions; any authorizations to fund or
refund indebtedness; legalizing informal acts of a town
meeting, village election, town or village officer;
legalizing municipal obligations incurred through error
or mistake wherein a two-thirds vote is required;
alteration of the boundaries of a town; local laws; any
sale or conveyance of county property, either real or
personal.

(E) A roll call vote upon any resolution or other
proceeding shall be taken upon request of any
member.

(F) All resolutions adopted by the Board of
Supervisors shall become effective upon their adoption
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or as otherwise provided by law or as specified in the
resolution.

(G) Every Resolution amending Occupancy Tax
spending guidelines heretofore or hereafter adopted by
resolution of the Board of Supervisors shall be
effective only if adopted by at least a two-thirds vote
of the voting strength of the Board of Supervisors.

(H) (1) Exceptfor vacant positions occurring at
the Westmount Health Facility, filling of existing
vacant positions (not new positions, these can only be
created by two-third majority vote of the Board) will
only be authorized with the following approvals:
County Administrator, Budget Officer and, two-third
majority vote of appropriate oversight committee.

(2) Inthe event a Department has an urgent
operational or financial related need to fill a vacant
position and the oversight committee:

(a) Has not voted to deny filling the
position; and

(b) Will not convene again for one
week or more, the Chair of the oversight committee,
in his/her sole discretion, may call a special committee
meeting or approve the filling of the position and
report such approval to the Committee at its next
meeting.

(3) In the case where the Chair may
approve the filling of the position, a two-thirds vote
by the oversight committee will not be necessary. All
vacant positions authorized to be filled in accordance
with the procedures set forth in these rules shall be
reported each month on the Personnel Committee
agenda. Any level of denial except the two-third vote
of the County Board of Supervisors will nullify any
request.

(4) 1In order to fill vacant CNA, LPN, and
RN positions at the Westmount Health Facility, the
Administrator of the Facility must obtain the approval
of the Chairman of the Health Services Committee and
the County Administrator and comply with the
following requirements:

(a) Provide to the Health Services
Committee a monthly report listing which positions
were filled and the reason the previous employee
vacated the position; and

(b) The County Budget Officer,
County Administrator and Administrator for
Westmount Health Facility shall review and evaluate
the staffing levels for the Facility on a yearly basis
during the budget process.

(D (1) The Warren County Sheriff is
authorized to fill positions that become vacant in the
uniform correctional staff to maintain mandated
staffing levels at the Warren County Correctional
Facility providing those staffing levels not exceed the
following:

Correction Officers | 76 | Correction Sergeants | 9

Correction 2
Lieutenants

Correction Captain 1

(2) All notices approved shall remain in
effect for six months from the date of committee
approval only to allow department heads to properly
evaluate probationary employees and take appropriate
action when necessary.

(Res. 1 of 2015, passed - -2015)

§ I11.129 GENERAL.

(A) Upon the request by any member of the
Board of Supervisors, the Clerk of the Board shall
draft a Proclamation of acknowledgment,
congratulations, commendation or otherwise
recognizing a particular person(s), achievement(s),
cause(s) or event(s) on behalf of the Board and for
execution by the Chairman without the need for a
Board Resolution. This rule will serve as a standing
authorization.

(B) No standing rule of the Board shall be
rescinded, suspended or changed, or any additional
rule or order added thereto, unless it be by two-thirds
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consent (as two-thirds vote defined under Local Law
No. 12 of 2011). In the event a rule is suspended,
such suspension shall apply only to that matter which
is before the Board at the time of such suspension.
The rules may be amended at any time.

(C) Al questions not covered in the rules shall
be decided according to Robert’s Rules of Order,
Revised.

(D) The rules of the Board shall be published in
the Proceedings in the year first adopted and
whenever amended.

(E) The rules of the Board shall continue in full
force and effect unless and until a new set of rules is
adopted by the Board.

(Res. 1 of 2015, passed - -2015)

WARREN COUNTY SMOKING AND
TOBACCO USE POLICY

§ I11.140 PURPOSE.

(A) The purpose of this policy is to ensure
compliance with federal and state law on the use of
tobacco products in places of employment, including
public buildings, as well as to control smoking in
areas immediately surrounding the workplace.

(B) The New York State Clean Indoor Air Act
(“Act”), being N.Y. Pub. Health Law Article 13-E,
prohibits smoking in all places of employment, which
includes all County facilities and all County vehicles.
Further, Warren County prohibits smoking and
tobacco use within 50 feet of County buildings. More
specifically, the purpose of this policy and consistent
with the Act is to protect Warren County employees
and the general public visiting Warren County
buildings from the dangers of secondhand smoke.
(Res. 303 of 2013, passed - -2013)

§ I11.141 REGULATIONS AND
PROCEDURES.

(A) (1) This policy applies to all County
departments, County employees, Elected Officials and
the general public.

(2) Smoking and tobacco use are prohibited
in all County buildings, in all County vehicles, and
within 50 feet of any County building. A County
“building” shall be defined as any building that the
County owns, leases or maintains.

(3) Cigarette butts shall be properly
disposed of in the areas where smoking is permitted in
the containers designed for such. Under no
circumstances shall cigarette butts be disposed of in
the building vestibules, inside County buildings, or in
trash cans. The containers shall be placed at locations
determined by the Buildings and Grounds Department,
but in no event less than 50 feet from any County
building.

(B) The Buildings and Grounds Department will
be responsible for prominently posting and properly
maintaining signage describing the prohibitions set
forth in this policy for County Buildings and where
smoking and tobacco use is prohibited by this policy.

(C) A written copy of this policy shall be
provided to all employees.

(D) Employees who smoke or use tobacco in
prohibited areas are in violation of New York State
Law and/or County policy and will be subject to
appropriate disciplinary actions.

(E) Each department head and/or his/her
designee shall be responsible for the following:

(1) Provide copies of this policy to all new
and current employees;

(2) Take disciplinary action
employees who violate this policy;

against
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(3) Make a good faith effort to ensure that
the “general public” complies with this policy within
their department’s work locations.

(F) Employees who witness a violation of this
policy should notify their supervisor/department head.
If the violation persists, employees may contact the
County Administrator directly at 761-6539.

(Res. 303 of 2013, passed - -2013)

§ I11.142 EXCEPTIONS.

To the extent that any of the terms of the existing
smoking and tobacco use policies in place on the
effective date of this policy at the Westmount Health
Facility or Countryside Adult Home conflict with any
terms of this policy, the terms of the existing smoking
and tobacco use policies that are in place at the
Westmount Health Facility or Countryside Adult
Home shall control. Otherwise, this policy shall be
applicable to the Westmount Health Facility and
Countryside Adult Home.

(Res. 303 of 2013, passed - -2013)

§ 111.143 EFFECTIVE DATE.

This policy to be effective May 17, 2013 by
Warren County Board of Supervisors.
(Res. 303 of 2013, passed - -2013)

WARREN COUNTY TRAVEL POLICY AND
COUNTY VEHICLE USE REGULATIONS

§ II1.155 COUNTY TRAVEL POLICY.

(A) Reference is made to the provisions of Local
Law 1 of 1954, codified in the Municipal Code at
Title III, § 30.21 that, pursuant to N.Y. Gen. Mun.
Law § 77-b, delegates authority to the Chairman of
the Board to approve attendance at conventions,
conferences, meetings and educational activities. To
the extent the procedures herein affect such attendance

2016 S-1

and accompanying travel, they are to be interpreted to
supplement and further the goals of the enabling
statute and the local law.

(B) Whenever an officer or employee travels for
County business, the officer or employee shall comply
with the requirements of this section.

(1) General guidelines for the use of motor
vehicles and/or mass transportation. When at all
possible, employees shall use County owned vehicles
or rental vehicles available under state purchasing
contract for County business purposes as opposed to
personal vehicles. Whether a rental vehicle may be
used in lieu of a County vehicle, shall be determined
by the Fleet Manager or in said Manager’s absence,
the County Administrator based on the nature of the
trip, length of the trip, and/or number of persons
riding in the vehicle. Whenever practical, employees
shall use mass transportation for County business as
opposed to County vehicles, rental vehicles or
personal vehicles.

(a) Use of personal vehicles should
only occur when a County vehicle is not readily
available in the pool of vehicles available for
department use or when a rental vehicle is not
authorized.

(b) Mass transportation sources should
be used whenever there would be a savings in costs
unless such use would be impractical given the nature
of the trip. If use of Mass transportation would result
in a saving of time, the value of the Officer’s or
Employee’s time should be considered in evaluating
Costs.

(c) Whenever travel is for more than
distances six hours away, it is expected that mass
transportation will be used unless there is justification
for not using the same.

(d) Whenever requesting permission of
the Board of Supervisors for out-of-state travel or
when requesting authorization from the Chairman of
the Board to attend a meeting or convention, the
employee making the request shall indicate on the
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authorization request form whether a County vehicle
and/or mass transportation will be used and if not, the
reason for such decision. The Board or Chairman may
require the use of a County vehicle and/or mass
transportation sources in whole or part as a condition
of authorizing the trip.

(2) Travel approval required.

(a) Unless travel is excepted herein, or
by separate Resolution by the Board, each supervisory
committee shall review and approve all travel
requests, both instate and out-of-state. Out-of-state
travel requires approval by a board resolution, and
in-state travel that necessitates overnight
accommodations, require committee approval only.
The number of people traveling to an event from one
department shall be limited and set by the supervisory
committee. Department Heads shall submit all
paperwork describing travel and expenses for review
by the committee. A Travel Form (Schedule “A”)
shall be signed by the supervisory committee chairman
if travel is approved and must be attached to any
Purchase Order or Voucher submitted for
reimbursement.

(b) Travel by officers and employees
of Warren County does not need approval by the
supervisory committee or Board of Supervisors if all
of the following conditions apply:

1. The travel does not require
overnight accommodations;

2. There is no more than $100 in
costs (to the County) per person per trip for travel and
meal costs;

3. The travel is part of the
normal course of business, which includes, but is not
limited to, travel to perform the duties of the officer’s
and/or employee’s position or travel is for attendance
at seminars, training, and/or other classes or meetings
where such is at no cost to the County or where such
is mandated by state law, rule, or regulation.

2016 S-1

(¢) Travel by County Supervisors,
County Administrator, Assistant County Administrator
and Department Heads to attend the New York State
Association of Counties’ conferences held twice per
year do not need approval by the supervisory
committee or Board of Supervisors, provided that the
Department has budget appropriations for the same
and there is compliance with the GSA policy.

(3) Funding for travel. If payment of travel
expenses require fund transfers, the Department Head
must provide information on where the funds are
coming from.

(4) Reimbursement rate for lodging, meals,
and incidental expenses. The U.S. General Services
Administration Domestic Per Diem Rates are to be
used to determine the maximum reimbursement for
lodging, meals and incidental expenses. A listing can
be found at www.gsa.gov on the internet.

(5) Exceptions.

(@) The Sheriff’s Office shall be
excepted from the Policy and guidelines concerning
mass transportation and travel approval requirements,
where the travel is not related to training or
conferences, and which have been approved by the
Sheriff or Division Commander.

(b) The Commissioners of the Warren
County Board of Elections, staff and machine
custodians shall, to the extent authorized by the
County Administrator, be excepted from the
requirement of use of a County vehicle or a rental
vehicle and may use personal vehicles with mileage
reimbursement by the County in the performance of
their official duties in Warren County concerning the
Election Day period (that time period of a few weeks
during which matters are readied and concluded for an
election), classes in the various municipalities, trips to
nursing homes, and voter education sessions. The
Director/Fire Coordinator, Deputy Director of the
Emergency Services Office, and Deputy Fire and
EMS Coordinators, to the extent authorized by the
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County Administrator, shall be excepted from the
requirement of use of a County vehicle or rental
vehicle and may use personal vehicles with mileage
reimbursement by the County while in the
performance of their official duties, in Warren County
and adjacent counties. The officers and/or employees
identified in this division (E)(2) shall, however, when
attending conferences or meetings outside the County
or in adjacent counties, seek to use mass transit or a
County vehicle, as may be applicable.

(¢) The employees of the Department
of Social Services shall be excepted from the
requirement of use of County vehicles and/or rental
vehicles and may use personal vehicles with mileage
reimbursement to be paid by the County, subject to
the approval of the Commissioner of Social Services
while continuing to use fleet vehicles as much as
possible given the operation of that particular
Department.

(Res. 482 of 2013, passed - -2013; Res. 366 of 2014,
passed - -2014; Res. 144 of 2016, passed - -2016)

2016 S-1
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§ II1.156 COUNTY MOTOR VEHICLE USE
RULES.

The following rules shall apply to the use of
County owned, leased, or borrowed vehicles.

(A) Only authorized employees who hold a valid
New York State driver’s license shall drive County
vehicles. Authorized employees shall be:

(1) Considered any employee who regularly
or at times operates a County vehicle as part of the
employee’s usual and/or customary County job
function; or

(2) An employee who is authorized to
operate the vehicle by:

(@) The County Administrator; or

(b) The County Department Head to
whom the vehicle has been assigned.

(B) Volunteers, clients, members of employees’
families, etc. are not authorized to operate County
owned vehicles, except volunteer County employees
and unpaid interns who hold a valid New York State
driver’s license shall be authorized to operate County
owned vehicles for:

(1) Veteran’s Services for such purposes as
may be authorized by N.Y. Exec. Law § 358 of
Veteran’s Affairs;

(2) For programs offered to Westmount
Health Facility residents or persons participating in
Countryside Adult Home programs whether such is
directly sponsored by Westmount Health Facility or
Countryside Adult Home or some other governmental
or non-governmental entity; and

(3) Unpaid interns working at the
Department of Social Services. Picking up hitchhikers
is prohibited.

(C) (1) County vehicles shall be utilized for
official purposes only. Persons on official business for
the County or being transported for purposes of
furthering County business, an official departmental

function or a County agency sponsored or operated
program may ride in County vehicles. In addition,
officials or employees from governmental entities
other than Warren County, such as from the federal,
state or local governments (e.g.; other counties,
towns, cities, villages, school districts, etc.) may ride
in County vehicles when accompanying County
officials to a meeting, event, destination, or similar
place, and such will be considered using the vehicle
for official purposes or in furtherance of County
business, since it fosters communication, shared
governmental services and supports intergovernmental
relationships. Examples of circumstances where
non-County personnel may ride in County vehicles
include but are not limited to:

(a) Health Services Department Staff
taking students from contracted educational settings as
passengers in County vehicles for clinical experience;

(b) Veterans who ride in the Veterans’
Services’ van pursuant to program identified in
division (B) hereof;

(c) Persons riding in Veterans’
Services’ vans pursuant to arrangements made with
the Department of Social Services;

(d) Residents of Westmount Health
Facility or Countryside Adult Home transported by
County vehicle for any event or purpose whether such
is directly sponsored by Westmount Health Facility or
Countryside Adult Home or some other governmental
or non-governmental entity for the general benefit of
Westmount Health Facility residents;

(e) Office for the Aging may transport
advisory council members and/or senior citizens to
meetings, conferences, etc. at the discretion of the
Director;

(f) District
transporting witnesses;

Attorney  personnel

(g) Department employees who wish
to carpool with other County Officials not from
Warren County when the purpose is furthering County
business;

(h) Youth being transported to various
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programs and seminars by the Youth Bureau Director;

(i) Children being transported in
County vehicles by DSS staff; and

(j) Officials or employees from
governmental entities other than Warren County, such
as from federal, state or local governmental entities.

(2) Unauthorized personnel may not be
transported. Uses not specifically described but
consistent with the intent of this policy may be
allowed by the Chairman of the Board of Supervisors
whose determination of whether the use is consistent
and/or allowed within this policy shall be final and
binding.

(D) (1) Authorization is hereby granted for the
following individuals to take County vehicles home on
a daily basis due to the nature of their responsibilities:

(a) Department of Public Works:

1. Highway Construction

Supervisors (five);

2. Superintendent of Public

Works;

3.  Deputy Superintendent of
Public Works; and

4.  Department of Public Works
General Highway Foreman.

(b) Health Services: Nurses, upon
approval of the Director of Public Health/Patient
Services;

(c) Sheriff’s Office:

1. Sheriff;
2. Undersheriff;

3. Chief Deputy;

4. Lieutenant-Criminal
Investigators;

5. Lieutenant-Law Enforcement;
6. K-9 Officer;

7.  Narcotics Officers (five); and
8.  Civil Officer (one).

(d) Fire Prevention and Building Code
Enforcement:

1. Fire Coordinator;
2. Building Inspectors (two).

(2) Whenever authorization has been
provided to take County vehicles home, Department
Heads or their designees must, on a quarterly basis,
file with the Warren County Treasurer a report which
details use of County vehicles by name of the
employee, employee number and days the vehicle was
used for the quarter reported.

(E) If authorization to take a County vehicle
home is not provided in this Policy, the individual
seeking to take a County vehicle to private residence
overnight must receive the approval of the Department
Head and the County Administrator. In the event that
a Department Head desires to take a County vehicle to
a private residence overnight, approval must be
obtained from the County Administrator.
Authorization to take vehicles home overnight
pursuant to this division (E) shall be subject to the
following requirements:

(1) A detailed log or record shall be kept by
the department setting forth the date(s) vehicles were
authorized to be taken home under this division
(E)(1), the name of the employee, the vehicle make or
model and the reason or purpose. Such list shall also
include employee’s position, title and vehicle number.

(2) The log or record kept pursuant to
division (E)(1) hereof shall be furnished quarterly to
the County Fleet Manager commencing April 1, 2005.
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(3) If authorized, County vehicles shall be
driven only to and from the place of residence to the
work site. No subsidiary trips (e.g. grocery store)
shall be allowed.

(4) An exemption is made for the Warren
County Sheriff to authorize vehicles to be taken home
on an as-needed basis for training and other matters,
without requiring the approval of the Administrator/
Clerk’s Office.

(F) All vehicles which are not authorized to be
taken home under this policy shall be housed or stored
at the site where the County Department or Division
with jurisdiction over the vehicle has an office where
officers or employees typically report to work. For
example, Department of Public Works’ vehicles
would be expected to be housed or stored at the
Department of Public Works building in Warrensburg.
Vehicles used to support Airport or Parks, Recreation
and Railroad Division site personnel would be
expected to be housed or stored, respectively, at the
Airport or Parks, Recreation and Railroad Division
site. Exceptions to the requirements of this division
(F) shall be as follows:

(1) The General Highway Foreman who
may be permitted to house or store his vehicle at the
Town of Johnsburg Highway Garage;

(2) The District Attorney vehicle assigned
to the investigators shall be housed at the Town of
Chester Town Hall or Warren County Municipal
Center;

(3) Sheriff’s vehicles may be housed or
stored at the Municipal Center or substations as
designated by the Sheriff; and

(4) Five vehicles assigned to the Health
Services Department for use by the nurses in northern
part of the County shall be housed as follows: one in
Hague, one in North Creek, and three in Chester;

(5) One vehicle assigned to the Planning and
Community Development Department for use by the
Construction Cost Coordinator shall be housed in the
area with the largest amount of Planning Activity for
use on an as-needed basis; and

(6) The Superintendent of Buildings vehicle
to be housed in Warrensburg DPW shop.

(G) All County owned or leased vehicles must be
properly marked with the official, non-removable,
Joseph E. Warren insignia, except for those used in
police work, the Social Services Department and the
Health Services Department.

(H) No County vehicles shall be used for private
or personal use.

(D In addition to the log that must be kept on
overnight usage (see division (E)(1)), daily logs listing
destinations, mileage and times must be maintained for
all County vehicles covered by this Policy except for
Sheriff’s Office and Health Services Department
Nurse’s vehicles. Department Heads shall be
responsible for this item.

(J) Department Heads are hereby authorized to
recommend more restrictive or detailed rules
concerning the use of County vehicles assigned to
their department but must appear before the Budget
Committee to gain approval of the rules which change
these rules/regulations. If approved, the Budget
Committee may authorize immediate implementation
of the requested department rule change but such shall
still be then referred to the Board of Supervisors for
modification of this policy. If the Board does not
approve the rule change, the Budget Committee’s
immediate authorization of the requested department
rule change shall be deemed revoked.

(K) All vehicles that are assigned to specific
employees or groups of employees must be returned
to the fleet for use by other County employees when
an employee is on vacation or not otherwise using the
same.

(L) If violations of the rules set forth above are
proven, an employee’s rights to operate a County
owned vehicle may be revoked by the Budget
Committee.

(Res. 482 of 2013, passed - -2013; Res. 366 of 2014,
passed - -2014)
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§ I11.157 FLEET POLICY.

(A) Exception. This policy excludes vehicles
assigned to the Department of Public Works.

(B) Criteria for assigning cars to each
department.

(1) The current fleet is evaluated based on
the age of vehicles. Any vehicle ten years or older
will be replaced unless the vehicle is in good condition
and has low maintenance costs or if Vehicle Reserve
funds are depleted.

(2) (a) Each year an analysis will be done
by the County Administrator’s Office to look at
departmental usage of the fleet vehicles. If the analysis
shows that a department frequently borrows fleet
vehicles that are not assigned to their department, we
will consider adding a vehicle to that department’s
inventory.

(b) To determine whether to add a fleet
vehicle to a department a formula (# of vehicles
borrowed/number of workdays) to determine a
percentage of departmental need. The number of days
is calculated based on the amount of workdays in a
six-month period.

(C) Expenditure of funds for budgeted (reserve)
fleet vehicles.

(1) (a) From time to time, during any
fiscal year, the County Administrator will submit a
resolution request to the Finance Committee to
transfer funds from the Vehicle Reserve Fund to the
departmental budgets to allow the department to
replace or buy a vehicle.

(b) In the instance when a department
can receive reimbursement for the purchase of a
vehicle, advanced funds will be allocated to the
departmental budget. Once reimbursement is received,
the revenue will be transferred to the vehicle reserve.
The department shall send a memo to the County
Treasurer to transfer the funds to the Vehicle Reserve
Fund.

(2) Once the resolution is approved by the
Board of Supervisors and funds are posted to the
appropriate departmental budget, the department head
or other designated employee can proceed to do a
Purchase Order and order the vehicle.

(D) Receipt of vehicle (exception: sheriff’s
vehicles).

(1) All vehicles will be delivered to the
DPW Shop in Warrensburg where they will be
inspected by the DPW Shop employees to ensure that
it is the correct vehicle and there is no damage or
issues with the vehicle.

(2) The DPW Shop employee will contact
the Fleet Manager (Frank Morehouse) when the
vehicle is ready for licensing. The Fleet Manager will
process the required paperwork for licensing and
insuring the vehicle.

(3) The Fleet Manager will contact the
department head to arrange for delivery of the vehicle
to the respective department.

(E) Sale or surrender of vehicles.

(1) If a vehicle is surrendered, the
department shall transfer the vehicle to the County
Fleet.

(2) The Fleet Manager will assess the
useful life of the vehicle and will make the final
determination if the vehicle has value to the County or
should be sold at auction.

(3) If a vehicle is sold and belonged to a
department that received reimbursements from state,
federal or other agency funds, the department must
follow the agency’s regulations for disposing of
assets.

(4) If a vehicle is sold for any other
department all funds are to be deposited in the General
Fund and the County Treasurer is directed to deposit
these funds into the Vehicle Reserve Fund.
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(F) Insurance recoveries.

(1) If a vehicle is in an accident and the
damages are repairable, the departmental budget shall
be amended by the County Treasurer to include any
insurance recoveries for that vehicle.

(2) Ifthe vehicle is totaled, the Department
Head shall transfer the vehicle to the Fleet Manager
and the Fleet Manager will dispose of the vehicle.

(G) Borrowing a vehicle from the county’s pool
of fleet vehicles.

(1) If authorization to travel is needed in
accordance with the Warren County Travel Policy, the
Department Head shall complete Schedule “A”
Authorization to Attend Meeting or Convention (see
§ II1.158). Instructions for requesting a fleet vehicle
appears at the bottom of the form.

(2) If there is no authorization needed, the
department head shall send the request for a vehicle
by email to the Fleet Manager. The request must
include dates of travel, destination, purpose and the
employee(s) who will be traveling.

(3) Vehicles will be assigned on a first
come, first serve basis.
(Res. 108 of 2014, passed - -2014)

§ II1.158 SCHEDULE A: AUTHORIZATION
TO ATTEND MEETING OR CONVENTION.

AUTHORIZATION TO ATTEND MEETING
OR CONVENTION

Check one:
O In-State (needs Supervisory Committee
authorization)

O Out-Of-State (needs Board resolution)

The (Supervisory Committee) hereby authorizes
(Employee Name) to attend (Name of meeting or
organization) at (Address) on (Dates). Mode of

transportation to be used (County Vehicle or Mass

Transportation)

If the mode of transportation is not a county vehicle
or mass transportation, please explain:

Proper documentation must be attached when
submitting for approval.

(Please check documents attached)

O Notice of meeting or convention including
cost.

For Overnight Travel

O Room rate $ GSA* Rate $_

[0 Meal costs - GSA* per diem rate $

*WWW. gsa.gov
Date:
Department
Head Signature
Date:
Committee

Chairman Signature

Please refer to the Warren County Travel Policy and
County Vehicle Use Regulations for general policy
guidelines.

Please check to request a fleet vehicle.

O REQUEST FOR USE OF FLEET VEHICLE

Filing Instructions:
1. Original with voucher to Auditor.
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2. Copy to Frank Morehouse if fleet vehicle is
needed.

3. Copy to Clerk of the Board with Resolution
Request form if out-of-state travel.

4. Copy to Purchasing with Purchase Order, if
required.

5. Copy to Commissioner of Administrative and
Fiscal Services if credit card will be used.

(Res. 482 of 2013, passed - -2013; Res. 366 of 2014,
passed - -2014)



CHAPTER IV: FIRE PREVENTION AND BUILDING CODE ENFORCEMENT

Section

IV.01  Exempting the county and
municipalities under the jurisdiction
of the Office of Fire Prevention and
Building Code Enforcement from
building permit fees

§ IV.01 EXEMPTING THE COUNTY AND
MUNICIPALITIES UNDER THE
JURISDICTION OF THE OFFICE OF FIRE
PREVENTION AND BUILDING CODE
ENFORCEMENT FROM BUILDING PERMIT
FEES.

The Warren County Board of Supervisors hereby
adopts a policy wherein the County and the
Municipalities under the jurisdiction of the Office of
Fire Prevention and Building Code Enforcement be
exempt from the fee for building permits.

(Res. 216 of 2011, passed - -2011)
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CHAPTER V: HEALTH SERVICES

Section

Corporate Compliance Policy for
Warren County Health Services

V.01 Introduction

V.02 Compliance officers

V.03 Health services committee

V.04 General policy

V.05 Policy statements

V.06 Referrals

V.07 Billing and claims; cost reports

V.08 Confidentiality

V.09 Code of Conduct/Ethics

V.10 Conlflicts of interest

V.11 Education and training

V.12 Reporting requirements

V.13 Disciplinary procedures

V.14 Privacy and security protections for

health information for the Health
Information Technology for
Economic and Clinical Health Act

Warren County Public Health Emergency
Preparedness and Response Plan

Editor’s note:
The Emergency Preparedness and Response
Plan (Res. 387 of 2014) is on file with the
Office of Public Health.

CORPORATE COMPLIANCE POLICY FOR
WARREN COUNTY HEALTH SERVICES
§ V.01 INTRODUCTION.

(A) Warren County Health Services (WCHS)* is
devoted to meeting and maintaining the highest ethical
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and professional standards and to do so through
compliance with all applicable laws in all actions
regarding the operation of itself and all affiliates. This
commitment and dedication is essential to WCHS
achieving its mission and is critical because a
significant portion of services are reimbursed through
governmental programs which require that WCHS
business be conducted with complete integrity and
veracity. WCHS will adhere to our Corporate
Compliance Program.

(B) To ensure that WCHS operations are being
conducted in compliance with applicable laws and the
highest ethical standards, WCHS has developed a
Compliance Program under the direction of our
Compliance Officers.

(C) * Warren County Health Services will be
referred to as WCHS throughout this document.
Offices are located at the Warren County Municipal
Center, 1340 State RT 9, Lake George, NY 12845.
(Res. 704 of 2010, passed - -2010)

§ V.02 COMPLIANCE OFFICERS.

(A) Compliance Officers in the course of
exercising their duties as employees of WCHS also
have a duty to develop, implement, review, maintain,
promote, oversee, educate, monitor, audit, receive
and give reports, investigate, and respond
appropriately.

(B) Corporate Compliance Officers:
(1) Assistant Director of Public Health;

(2) Assistant Director of Patient Services.
(Res. 704 of 2010, passed - -2010)
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§ V.03 HEALTH SERVICES COMMITTEE.

(A) Members of the Board of Supervisors in the
course of exercising their duties also have a duty to
comply, promote and oversee, be educated, cooperate,
and respond appropriately regarding applicable aspects
of the Compliance Program.

Matthew Sokol, Chairman

Ronald Conover

Edna Frasier

Peter McDevitt

Mark Westcott

(B) Please direct any question, comments or
concerns pertinent to Warren County Health Services
to the Corporate Compliance Officers:

Division of Public Health | Ginelle Jones ADPH

Division of Home Care Sharon Schaldone ADPS

Warren County Health Services
1340 State RT 9, Lake George, NY 12845
518-761-6580 Fax: 518-761-6422

(C) Warren County Health Services functions as
part of the overall Warren County Compliance
Program.

County Compliance Officer JoAnn McKinstry

(Res. 704 of 2010, passed - -2010)

§ V.04 GENERAL POLICY.

(A) The policy of WCHS is to provide services
in compliance with all state and federal laws
governing its operation and consistently do so with the
highest standards of business and professional ethics.
This policy is a sincere commitment to our clients, our

staff, our community, and the governmental agencies
that regulate WCHS.

(B) All WCHS employees must carry out their
duties in accordance with this policy. To assist all
employees with their obligation to comply, this
manual includes statements of WCHS policy for a
number of applicable areas. Conduct that does not
comply with these policy statements is not authorized
by WCHS and is outside the scope of employment at
WCHS.

(C) Any violation of applicable law, policy
statements contained in this manual, or deviation from
appropriate ethical standards, will subject an employee
to disciplinary action, which may include oral or
written warning, disciplinary probation, suspension,
demotion, dismissal from employment or revocation
of privileges. Any supervisor who directs or approves
the employee’s improper actions, or is aware of those
actions but does not act appropriately to correct them,
or who otherwise fails to exercise appropriate
supervision may also be disciplined accordingly.

(D) If at any time an employee becomes aware
of any violation of WCHS policies, he or she must
report it in accordance with the reporting requirements
of this manual. All persons making such reports are
assured that such reports will be treated as confidential
to the extent permissible and that such reports will be
shared only on a need to know basis. WCHS will take
no adverse action against persons making such reports
in good faith and without malicious intent whether or
not the report ultimately proves to be well founded. If
an employee does not report conduct violating WCHS
policies, the employee may be subject to disciplinary
action up to and including termination of employment.

(E) Laws affecting operation of WCHS activities
are complex and many. This manual addresses in
general terms only the more important legal and
ethical principles affecting WCHS activities. Their
mention in this manual is not intended to minimize the
importance of other applicable laws, professional
standards, or ethical principles. It is not expected that
each employee will be fully versed in all laws of
permissible activities involved in their work.
Therefore, if an employee has a question regarding
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the legality or propriety of a course of action, and this
manual does not answer that question the employee
should seek guidance from his or her supervisor or
from the Compliance Officer before taking any action.
(Res. 704 of 2010, passed - -2010)

§ V.05 POLICY STATEMENTS.

(A) It is WCHS policy to provide high quality
care and services to its clients. WCHS believes that
state and federal regulations governing WCHS
operation provide a baseline of care standards which
WCHS strives to exceed in the provision of care and
services given to our clients by supplying them and
their families with professional care and services.

(B) Each client is entitled to a dignified
existence, self determination and the provision of care
and services in a manner and in an environment that
promotes the maintenance or enhancement of a client’s
quality of life. It is WCHS policy to protect, promote
and foster for each client his/her rights as a client of
WCHS.

(C) WCHS has developed policies and
procedures to ensure quality of care and the protection
and promotion of a client’s rights that are to be
adhered to by all WCHS staff. It is not the intent of
this manual to set forth all such policies and
procedures as they are available for review by all staff
upon request.

(D) It is the responsibility of all staff to ensure
billing and payment for services reflects only those
which have been approved and are provided
accordingly. Signature on time sheets by clients and
staff affirms the veracity of the document.

(E) WCHS policies and procedures with regard
to client rights and their care are available from the
Compliance Officer or the Director of Health
Services.

(Res. 704 of 2010, passed - -2010)

§ V.06 REFERRALS.

(A) (1) Federal and State law prohibit WCHS
and its employees from:

(a) Soliciting or accepting; or

(b) Offering or paying remuneration in
exchange for referrals of patients eligible for
Medicare, Medicaid or another federal health care
program.

(2) Federal and State law also prohibit:
(a) The offering or payment; or

(b) The soliciting or receipt of
remuneration in return for directly purchasing,
leasing, ordering or recommending the purchase, lease
or ordering of any goods, facilities, services or items
covered under the benefits of Medicare, Medicaid or
other federal health programs.

(3) The term “remuneration” broadly
covers the transferring of anything of value in any
form or manner whatsoever. Remuneration is not
limited to bribes, kickbacks and rebates.

(B) These federal and state laws are broadly
written to prohibit WCHS and its employees from
knowingly and willfully offering, paying, asking or
receiving any money or other benefit, directly or
indirectly, overtly or covertly, in cash or in kind.
These laws are violated even if only one purpose of a
payment arrangement is to influence referrals or the
procuring of goods or services.

(C) As a result all contracts and arrangements
with actual or potential referral sources and all
contracts and arrangements with vendors must comply
with applicable state and federal laws and regulations.
All personal service, management service and
consulting service agreements must comply with
applicable state and federal laws and regulations.
Moreover, any other financial or other business
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arrangement between WCHS and other health care
professionals or providers must be structured to
comply with all applicable state and federal laws and
regulations.

(D) If questions arise regarding whether a
proposed business arrangement, financial
arrangement, or contract is in compliance with federal
or state law, an employee is required to seek guidance
from the Compliance Officers who in turn may seek
appropriate guidance from legal counsel.

(Res. 704 of 2010, passed - -2010)

§ V.07 BILLING AND CLAIMS; COST
REPORTS.

(A) WCHS has an obligation to its clients, third
party payers and the state and federal government to
exercise diligence, care and integrity when submitting
claims for payment. The right to bill the Medicaid
program carries a responsibility that may not be
abused. WCHS is committed to maintaining the
accuracy of every claim it processes and submits.
Each of the individuals responsible for entering
charges and codes is expected to monitor compliance
with applicable billing rules. Any false, inaccurate, or
questionable claims should be reported immediately to
the employee’s supervisor or the Compliance Officer.

(B) False billing is a serious offense. Medicaid
rules prohibit knowingly and willfully making or
causing to be made any false statement or
representation of the material fact in an application for
benefits or payment. It is also unlawful to conceal or
fail to disclose the occurrence of an event affecting the
right to payment with the intent to secure payment that
is not due.

(C) (1) Withrespect to the submission of claims
to the Medicaid program, it is WCHS policy that
claims must:

(a) Be accurate and timely submitted;

(b) Be only for items or services that:

1.  Are medically necessary;

2. Fall within the coverage
guidelines contained in applicable laws, rules and
regulations; and

3. Are documented in the clients
medical record.

(2) In this regard:

(a) Prior to submitting a claim for
payment, it is necessary to verify that all
documentation for services reflected on the claim,
such as physician orders and prior approvals, are
available in a proper and timely manner.

(b) Claims may only be submitted
when appropriate documentation supports the claim
and only when such documentation is maintained and
available for audit and review.

(c) Documentation which serves as the
basis for a claim must be appropriately organized in
legible form so that such documentation may be
audited and reviewed.

(d) Diagnosis and procedures reported
on reimbursement claims must be based on the
medical record and other documentation.

() Documentation necessary for
accurate code assignment must be made available to
all employees with coding responsibility.

(f) Compensation for billing
department coders and billing consultants shall not
provide for any financial incentive to improperly code
claims.

(D) With regard to the filing of cost reports, it is
WCHS policy that all Medicaid cost reports must be
prepared utilizing generally accepted accounting
principles based upon documents and reports that are
maintained in WCHS day to day business. Cost
reports must document only those costs that WCHS
employees and/or agents believe in good faith are
allowable. Employees and agents must provide
accurate and complete documentation and reports in
connection with the preparation of cost reports.
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(E) With regard to claim submissions and cost
reporting, the following conduct is specifically
prohibited:

(1) Claims for payment or reimbursement
of any kind that are false, fraudulent, inaccurate or
fictitious.

(2) Falsified medical records, time cards or
other records used as the basis for submitting claims.

(3) For services that must be coded, use of
a code that does not accurately describe the
documented service when there is a more accurate
code that could have been used. This includes
post-dating orders or signatures. Late entries should
include an explanation of reason for delay in entry.

(4) Bills submitted to Medicaid or
applicable insurance plan for items or services which
are known are not covered by Medicaid or applicable
insurance plan.

(5) Filing claims for the same item or
service to more than one payer source whereby
VNHC will receive duplicate or double payments.

(6) Submission of claims without the
availability of adequate documentation.

(7) Falsification of any report or document
used to document the cost of utilization of services by
payer source.

(8) Failure to report a known error or
inaccuracy in any cost report or underlying document
used to prepare a cost report.

(9) Recording inappropriate, inaccurate, or
non-allowable costs on a cost report.

(F) Any employee who discovers an error or
inaccuracy in any claim for payment for health care
services or in any cost report that has been submitted
or will be submitted should alert his or her supervisor,
the Director or the Compliance Officer.

(G) Audit and monitoring procedures: to assist in
efforts to detect and prevent fraud, waste, and abuse,

WCHS conducts regular audit and monitoring
procedures, both internally and externally when
appropriate. Said audits will be utilized to identify
compliance problems and correct those problems
promptly and thoroughly, identifying potential
compliance problems and instituting preventive
measures, implementing procedures, policies and
systems as necessary to reduce potential for
recurrence.

(H) Corrective action: if billing errors or
requirement violations are discovered, WCHS will
take steps to prevent any further similar violations. To
the extent possible, WCHS shall take necessary steps
to ensure any necessary refunds of any overpayments
from third party payers are promptly completed.
Corrective actions may include enhancing systems,
providing feedback and education and if warranted,
imposing disciplinary measures.

(Res. 704 of 2010, passed - -2010)

§ V.08 CONFIDENTIALITY.

(A) All WCHS employees possess sensitive,
privileged information about clients and their care.
Clients properly expect that this information will be
kept confidential. WCHS takes very seriously any
violation of their confidentiality. Discussing any
client’s medical condition or providing any
information about them to anyone other than WCHS
personnel who need the information or other
authorized persons will result in disciplinary action.
Employees are not to discuss clients outside of
WCHS.

(B) WCHS is required to maintain the
confidentiality of each client’s medical record. In this
regard, medical records may not be released except
with the consent of the client or in other limited
circumstances as required by law. Special
confidentiality requirements apply with regard to
medical records relating to HIV infection and AIDS.
Medical records should not be physically removed
from WCHS, altered or destroyed. Employees who
have access to medical records must exercise their
best efforts to preserve their confidentiality and
integrity and no employee is permitted access to the
medical record of any client without a legitimate
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reason for doing so and proper authorization. If a
question arises as to the permissibility of the release of
a client’s medical record or any information contained
therein, the employee should seek guidance from the
employee’s supervisor, the Director of Nursing or the
Compliance Officer. WCHS employees must comply
with applicable regulations set forth in the Health
Insurance Portability and Accountability Act
(HIPAA).

(C) Employees should respect WCHS assets as
they would their own. No employee shall divulge to
unauthorized persons, either during or after their
employment, any information of a confidential nature
connected with the business of WCHS.

(Res. 704 of 2010, passed - -2010)

§ V.09 CODE OF CONDUCT/ETHICS.

All WCHS employees shall comply with Warren
County Code of Ethics and Code of Conduct in
accordance with Warren County Corporate
Compliance Program policies.

(Res. 704 of 2010, passed - -2010)

§ V.10 CONFLICTS OF INTEREST.

No employee should place him or herself or
allow him or herself to be placed in a situation where
the employee’s personal interests might conflict with
the interests of WCHS. WCHS recognizes and
respects an individual employee’s right to invest or
participate in activities outside of his/her employment
provided that these in no way conflict with WCHS
interests or welfare and do not interfere with the
employee’s responsibilities to WCHS or the
effectiveness of the employee’s job performance.
(Res. 704 of 2010, passed - -2010)

§ V.11 EDUCATION AND TRAINING.

(A) To ensure all employees are familiar with
their responsibilities under WCHS Compliance
Program, WCHS has a written policy for the training
of all employees, contractors or agents of the entity on
the Federal False Claims Act (31 U.S.C. §§ 3729-33).

All affected employees and persons associated with
WCHS including governing body members will be
required to participate in any initial or periodic
training sessions as determined by the Compliance
Officer. Additionally, any periodic training sessions
will also be required as determined by the Compliance
Officer, for employees of certain departments with
responsibilities for billing and coding or any other
responsibilities that the Compliance Officer determines
appropriate for periodic training. Such training shall
be made a part of the orientation for a new employee,
appointee or associate, and governing body members.

(B) The Compliance Officer will distribute in
writing and/or post in conspicuous places, any
modifications of or amendments to the Compliance
Manual. The Compliance Officer will also provide
employees with written explanations of any substantial
changes in the Compliance Manual or, if the
Compliance Officer determines that written materials
are insufficient, interim training sessions will be
conducted.

(C) Employees will be provided periodic
information about WCHS Compliance Program,
changes in applicable laws or ethical standards that
may affect an employee’s responsibilities through
written memoranda, periodic training sessions or other
appropriate forms of communication.

(Res. 704 of 2010, passed - -2010)

§ V.12 REPORTING REQUIREMENTS.

(A) Reporting. It is the responsibility of every
employee to report any known instances of or
reasonable suspicions of any violation of applicable
state or federal law, ethical standards or WCHS
policies, including the policy statements contained in
this manual. To report a suspected violation, an
employee is required to notify, either verbally or in
writing, the Compliance Officer or the employee’s
immediate supervisor. Any supervisory staff personnel
receiving a report of a suspected violation is required
to immediately notify the Compliance Officer. If the
suspected violation involves the employee’s immediate
supervisor, the employee should make the report
directly to the Compliance Officer. If the suspected
violation involves the Compliance Officer, the report
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should be made directly to WCHS Director. An
employee may make a report of a suspected violation
anonymously. Failure to report a suspected violation
may result in disciplinary action.

(B) Confidentiality. To the extent permissible,
WCHS shall treat all reports of suspected violations of
Standards as confidential. However, it must be
recognized that under certain circumstances the name
of the individual making the report will be
communicated to the Compliance Officer, if the report
is made originally to the employee’s supervisor, to an
individual responsible for conducting an investigation
of the suspected violation or to a governmental agency
investigating any such suspected violation. Any such
disclosure will only be made only on a need to know
basis.

(C) Investigations. It is important to the integrity
of WCHS operation that all suspected violations of
Standards be thoroughly reviewed and investigated so
that appropriate action can be taken as necessary.
WCHS will promptly and thoroughly investigate any
suspected violation and take appropriate disciplinary
action if warranted. Investigations may be conducted
internally by the Compliance Officer or externally by
either accountants or lawyers engaged by WCHS.
Employees are required to cooperate with the
individual or individuals conducting an investigation
of a suspected violation. Such cooperation may
involve being interviewed by the individual or
individuals conducting the investigation or supplying
such individual or individuals with requested
documentation. Failure to cooperate in an
investigation of a suspected violation may result in
disciplinary action being taken.

(D) Non-retaliation. To ensure employee
cooperation, neither WCHS nor its respective
employees shall take any retaliatory action or
retribution against any employee who has submitted a
report of a suspected violation or who has participated
in an investigation of a suspected violation. Any
employee who takes retaliatory action or retribution
against another employee who has either reported a
suspected violation or participated in an investigation
of a suspected violation will be subject to disciplinary
action.

(Res. 704 of 2010, passed - -2010)

§ V.13 DISCIPLINARY PROCEDURES.

(A) All employees and professional staff
members are required to comply with applicable state
and federal law, ethical standards and WCHS policies,
including the policy statements contained in this
manual (hereinafter collectively “Standards”). Any
employee or professional staff member who violates
any of the foregoing Standards will be subject to
disciplinary action, up to and including termination of
employment.

(B) Disciplinary action will be taken against an
employee or professional staff member who:

(1) Authorizes or participates directly in a
violation of a Standard.

(2) Deliberately fails to report a violation of
a Standard.

(3) Deliberately withholds relevant and
material information concerning a violation of a
Standard.

(4) Deliberately fails to cooperate in an
investigation of a suspected violation of a Standard.

(5) Retaliates or seeks or causes retribution
against any employee or professional staff member
who has either reported a suspected violation of a
Standard or participated in an investigation of a
suspected violation of a Standard.

(6) Fails to participate in required training
programs.

(C) Disciplinary action may also be taken against
any supervisory personnel who directs or approves an
employee’s actions which result in a violation of a
Standard, is aware that an employee’s actions which
violate a Standard but fails to take appropriate
corrective action or who otherwise fails to exercise
appropriate supervision.

(D) Disciplinary action may include oral or
written warning, probation, suspension, demotion,
termination from employment or suspension.
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(E) Disciplinary action will be taken in accordance with WCHS personnel policies and procedures, county
laws, and Civil Service requirements. Disciplinary action will be taken on a fair, equitable and consistent basis.
Disciplinary action will be appropriate to the level of the employee’s culpable conduct, that is, the more serious
the level of culpable conduct (intentional conduct or reckless non-compliance) will result in more significant
disciplinary action. Notwithstanding the foregoing, this statement is not a guaranty of progressive discipline and
WCHS reserves the right to terminate an employee at any time for any lawful reason.

(Res. 704 of 2010, passed - -2010)

§ V.14 PRIVACY AND SECURITY PROTECTIONS FOR HEALTH INFORMATION FOR THE
HEALTH INFORMATION TECHNOLOGY FOR ECONOMIC AND CLINICAL HEALTH ACT.

(A) The Chairman of the Board of Supervisors and/or the Director of Public Health/Patient Services be and
hereby are authorized to execute any necessary annual compliance certification forms in accordance with the
requirements of the New York State Office of the Medicaid Inspector General in a form approved by the County
Attorney.

(B) Warren County Health Services.

Notice of Privacy Practices.

This notice describes how medical information about you may be used and disclosed and how you can get access to this
information. Please review it carefully.

We at Warren County Health Services are committed to safeguarding the confidentiality of your protected health
information. This notice describes the practices of our facilities and programs.

We are required by law to maintain patient privacy. We will use and disclose your information only as described in this
notice.

What Is Protected Health Information?

Protected health information is any data we create or receive that relates to your past, present or future health care or
medical condition that may be used to identify you. Protected health information includes written information such as
your medical chart or billing data. It also includes information that is disclosed orally.

Typical Uses and Disclosures

Typically, we will use or disclose your protected health information for the following purposes, or to the following
persons:

For Treatment

For example, we will allow your physician or nurse to access your medical record for the purpose of treating you.
Others involved in your care, such as laboratory technicians, a consulting physician or a social worker, may also
see your information.

For Payment
For example, we may give your health insurer enough information about your condition and treatment to support
its payment for your care.

For Health Care Operations
For example, we may review your information to evaluate the performance of our staff or to confirm our
compliance with federal and state laws and regulations.
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To a Warren County Health Services Affiliate
We may share your protected health information among Warren County Health Services affiliates named in this
notice for treatment, payment and health care operations purposes.

To a Business Associate
We may disclose information to a person or entity we contract with to perform some of our business functions -
for example, a billing service or attorney.

To You
We may disclose information to you or to someone authorized to act on your behalf.

To Family and Friends Involved in Your Care

We may disclose information about you to a friend or family member who is involved in your medical care, or
paying for such care. You have a right to request that your information not be shared with some or all of your
family or friends.

For Treatment Reminders and Alternatives

We may contact you to remind you of appointments you’ve scheduled with us. We may also use or disclose your
information to provide you with information about treatment alternatives or other health-related benefits and
services that may be of interest to you.

Less

Typical Uses and Disclosures

Less
state

typically, we may use or disclose your protected health information in special situations set forth in federal and
laws, such as the following:

Required by Law
We may use or disclose your protected health information when we are required by law to do so, such as to
comply with a court order.

Public Health
For example, we may disclose such information to a public health authority that is authorized to receive such
information for the purpose of controlling disease, injury or disability.

Abuse or Neglect

We may disclose your protected health information to a public health authority that is authorized by law to receive
reports of child abuse, elder abuse or neglect. In addition, if we believe that you have been a victim of abuse,
neglect or domestic violence, we may disclose your protected health information to the governmental entity or
agency authorized to receive such information.

Health Oversight
We may disclose your information to a health agency for its oversight activities such as audits, investigations,
inspections, licensure or disciplinary actions.

Legal Proceedings

We may disclose protected health information in the course of any judicial or administrative proceeding, in
response to an order of a court or administrative tribunal or, in certain circumstances, in response to a subpoena,
discovery request or other lawful process.

Law Enforcement

We may disclose protected health information for law enforcement purposes, including disclosures in response to
limited information requests for identification and location purposes, disclosures pertaining to victims of a crime,
and disclosures about persons who have died.
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Coroners, Funeral Directors and Organ Donation

We may disclose protected health information to a coroner, medical examiner or funeral director to permit them
to carry out their functions. Protected health information may be used and disclosed for organ, eye or tissue
donation purposes.

Health or Safety Threat

We may disclose your protected health information if we believe that the use or disclosure is necessary to prevent
or lessen a serious and imminent threat to the health or safety of a person or the public. We may also disclose
protected health information if it is necessary for law enforcement authorities to identify or apprehend an
individual.

Specialized Governmental Functions

We may use or disclose protected health information for specialized governmental functions, such as disclosing
information about a member of the armed services to the military to assure the proper execution of a military
mission, or disclosing information about inmates to a correctional facility for security or other important
purposes.

Workers’ Compensation
Your protected health information may be disclosed to comply with workers’ compensation laws and other
legally-established programs.

Uses and Disclosures with Your Authorization

We can use or disclose protected health information for any other purpose, if you give us your written, signed
authorization for that specific purpose. For example, you may give us an authorization to give information to a
prospective employer as part of a pre-employment physical. You may revoke any authorization you previously
signed.

The following uses and disclosures of protected health information, among others, will generally require your
authorization:

e  Uses and disclosures of psychotherapy notes

e  Uses and disclosures for marketing purposes

e  The sale of protected health information

Specially Protected Information

Separate federal and state laws provide special protection to the following health information:
®  Drug and alcohol treatment information

®  Genetic information

e  HIV/AIDs information

e  Mental health treatment information

We will protect such information as required by law, and we may not be able to use or disclose such information to the
same extent as we can with other protected health information.

Your Rights

Under the Notice of Privacy Practices, you have the following rights.

e  To obtain and inspect a copy of your protected health information that we maintain in a medical or billing
record for as long as we maintain the record. However, under federal and state law, you may not inspect or copy
the following records: information compiled in reasonable anticipation of, or use in, a civil, criminal, or
administrative action or proceeding; and, protected health information that is subject to law that prohibits access
to protected health information. In some circumstances, you may have a right to have this decision reviewed.
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e  To ask us not to use or disclose any part of your protected health information for the purposes of treatment,
payment or health care operations. You may also request that any part of your information not be disclosed to
family members or friends who may be involved in your care or for notification purposes as described in this
Notice of Privacy Practices. Your request must state the specific restriction requested and to whom you want the
restriction to apply.

We are not required to agree to a restriction that you may request. If we believe that it is in your best
interest to permit use and disclosure of your protected health information, it will not be restricted. But if we do
agree to the restriction, we may not use or disclose your information in violation of that restriction except for
emergency treatment. With this in mind, please discuss any restriction you wish to request with your treating
health care professional.

®  To request a restriction on disclosure of your information to a health plan (for purposes of payment or health
care operations) in cases where you paid out of pocket, in full, for the items received or services rendered.

e  To request to receive confidential communications from us by alternative means or at an alternative location.
We will accommodate reasonable requests, but we may ask you how payment will be handled or to give an
alternate address or other method of contact. We will not request an explanation from you about your request.
Please make this request in writing to the Privacy Contact Official (see list at the end of this notice).

®  To request an amendment of protected health information about you in our records for as long as we
maintain the record. In certain cases, we may deny your request. If we do, you have the right to file a statement
of disagreement with us and we may prepare a rebuttal to your statement. We will provide you with a copy of any
such rebuttal. Please contact our Privacy Contact Official if you have questions about amending your medical
record.

®  To receive an accounting of certain disclosures we have made, if any, of your protected health information.
This right applies to disclosures for purposes other than treatment, payment or healthcare operations as described
in this Notice of Privacy Practices. It excludes disclosures we may have made to you, for a facility directory, to
family members or friends, or for notification purposes. You have the right to receive specific information
regarding these disclosures. The right to receive this information is subject to certain exceptions, restrictions and
limitations.

®  To be notified of a breach of your unsecured information.

e  To obtain a paper copy of this notice from us, upon request, even if you have agreed to accept this notice
electronically.

®  To complain to us or to the Secretary of Health and Human Services if you believe your privacy rights have
been violated by us. You may file a complaint with us by notifying the Privacy Contact Official identified in this
notice. We will not retaliate against you for filing a complaint.

Service Delivery Sites

This notice applies only to services delivered by or at sites operated by Warren County Health Services.

Health Information Exchange

Warren County Health Services may store your health records electronically with Health Information Exchange of New
York (HIXNY). If you sign a separate written consent, or in limited emergency circumstances, other health care
providers will be able to access your information from HIXNY for the purpose of treating you. HIXNY has
implemented administrative, physical and technical safeguards to protect the confidentiality and integrity of your
information.
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Privacy Contact Officials

If you have any questions or concerns, or require assistance in exercising your privacy rights, you may contact the
Privacy Contact Official for the Warren County Health Services facility at 518-761-6415 for Home Health Care related
Issues or 518-761-7580 for Public Health related matters.

More About This Notice

This notice is effective September 23, 2013. We will provide you with a copy of this notice upon request. We may
periodically change the terms of our notice at any time. The new notice will be effective for all protected health
information that we maintain at that time.

(Res. 548 of 2013, passed - -2013)

WARREN COUNTY PUBLIC HEALTH EMERGENCY PREPAREDNESS AND
RESPONSE PLAN

Editor’s note:
The Emergency Preparedness and Response Plan is on file with the Office of Public Health.
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GENERAL PROVISIONS

§ VI.001 CAREER RETIREMENT PLAN
UNDER N.Y. RETIRE. & SOC. SEC. LAW
§ 75-G.

(A) The Board of Supervisors of the County of
Warren does hereby elect to provide the Career
Retirement Plan of N.Y. Retire. & Soc. Sec. Law
§ 75-g as presently or hereafter amended for
employees of participating employers.

(B) This election shall become effective with the
payroll period beginning on the June 28, 1971.
(Res. 83 of 1971, passed - -1971)

§ VI.002 CONFERENCES AND MEETINGS
POLICY.

The Warren County Board of Supervisors hereby
establishes the policy that County Departments shall
not sponsor conferences or meetings, involving meals
or room expenses paid by the County, outside the
Municipal Center, unless the meetings have received
prior approval from their respective Committees.
(Res. 456 of 2007, passed - -2007)

§ VI.003 EMPLOYEE NOTIFICATION OF
FEDERAL HATCH ACT.

Warren County hereby establishes a policy of
notifying County employees of the existence of a
Federal Law known as the Hatch Act with notification
to occur as follows:

(A) The Chairman of the Board of Supervisors
is hereby authorized and directed to immediately
transmit to all County employees a notice concerning
the Federal Hatch Act (hereinafter referred to as the
“Notice”) in the form drafted by the County Attorney
and presented at the Social Services and Residential
Hall Committee at the Warren County Board of
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Supervisors, and to every two years thereafter,
transmit a similar but more generic Notice (generally
eliminating specifics as to occurrences in the past
year) in a form to be drafted and approved by the
County Attorney;

(B) The Department of Social Services shall
include the Notice and at later times, revised Notices
drafted and approved by the County Attorney in the
handbook issued to all employees;

(C) The Personnel Officer is hereby authorized
and directed to provide a copy of the Notice or when
appropriate, revised notice to all new employees at the
time of hire;

(D) Any Department heads receiving inquiries
from employees as to whether political activities may
be engaged in shall refer said employees to the
aforesaid Notice or revised Notice;

(E) All Notices authorized and directed hereby
shall be distributed with employee paychecks in the
same manner as other County communications
distributed with paychecks and the County Department
or Departments arranging for paycheck distribution
shall also distribute the Notices provided herein
whenever requested by the Chairman of the Board of
Supervisors.

(Res. 701 of 2002, passed - -2002)

§ VI.004 EMPLOYEE RELATIONS POLICY.

(A) The following shall be the policy established
by the Board of Supervisors for the guidance of all
county officers and employees and of all persons
seeking to organize county officers and employees
into unions or other organizations:

(1) All officers and employees shall be
completely free to join any union or organization as
they may choose and shall likewise be free to refuse
to join any such union or organization.

(2) That no county officer or employee
shall be subject to any discipline or discrimination by
reason of membership in a union or other organization
provided such membership shall not interfere with the

performance of the duties assigned to such officer or
employee.

(3) That no officer or employee shall have
any benefits either in appointment, promotion,
performances of duties of employment, hours, wages,
salary, compensation, or working conditions by
reason of membership in any union or other
organization but that all such matters shall be of
uniform application to all employees in a particular
department and grade of employment, and that no
officer or employee shall be deprived of employment
or any benefits by reason of membership in any union
or other organization.

(4) That no county officer shall seek to
induce county officers and employees to become a
member of any particular union or organization or
seek to dissuade a county officer or employee from
becoming a member of any union or other
organization.

(5) Thatall county officers, the appropriate
committees of the Board of Supervisors and the Board
of Supervisors shall meet with the representatives of
any union or other organization purporting to have in
its membership county officers and employees for the
purpose of discussing hours of employment,
conditions or employment, compensation or matters of
proper concern to such members but that such
officers, committees and the Board of Supervisors
shall likewise meet with individual employees or
groups of non-organized employees for the purpose of
discussing the same matters.

(6) That all county employees shall be
required to use the grievance procedure, where
applicable, provided by the Board of Supervisors.

(7) That nothing herein contained shall be
deemed in any way to limit or restrict any rights
assured to any county officer or employee under the
N.Y. Civ. Serv. Law or other statute or under the
Rules of Civil Service adopted by the Warren County
Civil Service Commission.

(B) The Clerk of the Board of Supervisors be
80and hereby is directed to transmit certified copies of
this resolution to all county offices and departments
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and that such certified copy of this resolution shall be
prominently posted on the bulletin board or other
public place in each such office or department where
the same may be read by employees.

(Res. 82 of 1965, passed - -1965)

§ VI.00S ESTABLISHING HEALTH
INSURANCE BENEFITS FOR NEW,
CURRENT AND RETIRED EMPLOYEES.

(A) Health insurance benefits for new full-time
non-bargaining unit employees beginning work with
Warren County on December 21, 2012 and following
the adoption of this resolution shall be as follows:

(1) The County shall offer health insurance
to new full-time employees commencing the first day
of the month immediately following full-time
employment with the County on an individual, two-
person or family coverage basis (depending on the
qualifications and election of the employee) provided
that the employee contributes 20% of the health
insurance premium.

(2) All health insurance coverage shall be
afforded with the maximum co-pay of 25/40 for office
co-pays and 10/30/50 for drug plan co-pays.

(3) (a) The County will offer health
insurance Medicare Advantage plans or similar plans
to full-time non-bargaining unit employees who retire,
provided that said employee:

1. Retires from the New York
State Retirement Plan;

2.  Hadinsurance coverage in the
previous 90-day period;

3. Is 65 years of age or older;

4. Has at least 20 years total
full-time county service;

5.  Paysapercentage equal to that
shared percentage being contributed by active
full-time employees commencing work on or after

December 21, 2012, as may be increased or otherwise
changed from time to time.

(b) If the employee leaves County
service before reaching the age of 65, the employee
shall not be entitled to continue health insurance
through Warren County. Once the employee who
leaves the County reaches 65 years, assuming all other
eligibility criteria outlined above are met, the
employee may then elect to receive benefits outlined
above.

(4) Two members of the same family
employed by the County may only be enrolled in one
health insurance plan. However, if two members of
the same family employed by the County are eligible
to be enrolled in a two-person plan, each employee
may enroll in their own individual plan provided that
the employee contributes the required 20% and
provided further that the individual plans are equal to
or less than the cost of the two-person plan. If the
two-person plan shall be of a less cost, the employees
will be eligible only for the two-person plan.

(B) Health insurance benefits for current
full-time non-bargaining unit employees who began
work with Warren County prior to December 21,
2012 (a prior resolution addresses those full-time
employees beginning work on or after December 21,
2012) shall be as follows:

(1) Effective April 1, 2013, the County
shall offer health insurance to current full-time
employees not part of any collective bargaining unit
on an individual, two-person or family coverage basis
(depending on the qualifications and election of the
employee) provided that the employee contributes
10% of the health insurance premium. Commencing
December 1, 2013, the amount of the aforesaid
contribution shall be increased to 11%. Commencing
December 1, 2014, the amount of the aforesaid
contribution shall be increased to 12%. Commencing
December 1, 2015, the amount of the aforesaid
contribution shall be increased to 13%.

(2) All health insurance coverage shall be
afforded with the maximum co-pay of 25/40 for office
co-pays and 10/30/50 for drug plan co-pays and with
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reimbursement of co-pays as provided by prior
resolutions, which reimbursement program shall be
ended as of December 31, 2013, and the prior
resolutions accordingly amended and/or repealed.

(3) Two members of the same family
employed by the County may only be enrolled in one
health insurance plan. However, if two members of
the same family employed by the County are eligible
to be enrolled in a two-person plan, each employee
may enroll in their own individual plan provided that
the employee contributes the required 20% and
provided further that the individual plans are equal to
or less than the cost of the two-person plan. If the
two-person plan shall be of a less cost, the employees
will be eligible only for the two-person plan.

(C) Following the adoption of this Resolution,
the insurance benefits for eligible Warren County
retirees from bargaining units who retired before the
collective bargaining agreements last executed prior to
the adoption of this resolution with the exception of
the Warren County Police Benevolent Association,
shall be as follows:

(1) The County shall offer health insurance
in retirement to eligible bargaining unit retirees under
the age of 65 who are currently retired in accordance
with the eligibility requirements and availability
previously established by prior Collective Bargaining
Agreement and/or resolution of the Board provided
that all retirees pay the equivalent of the employee
share as may, from time to time, be increased or
otherwise changed or amended as reflected in the
respective current collective bargaining agreements
now in effect or as renewed, extended and/or
otherwise renegotiated in the future. Health insurance
will only be available to those retirees who are eligible
pursuant to the terms of the respective collective
bargaining agreements.

(2) The County will continue to offer health
insurance coverage through a Medicare Advantage
Plan or similar plans to eligible bargaining unit
retirees who are presently retired and over the age of
65 or are to become over 65 years of age in
accordance with the eligibility requirements and
availability previously established by prior Collective
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Bargaining Agreement and/or resolution of the Board
and provided that the retiree pay a contribution toward
the health insurance premium based on the formula in
existence and being used just prior to December 21,
2012 for all county retirees.

(Res. 790 of 2012, passed - -2012; Res. 160 of 2013,
passed - -2013; Res. 464 of 2013, passed - -2013;
Res. 465 of 2013, passed - -2013; Res. 112 of 2014,
passed - -2014)

§ VI.006 FAMILY MEDICAL LEAVE ACT
POLICY.

It is the policy of Warren County to grant up to
12 weeks of family and medical leave during any
rolling 12-month period to eligible employees, in
accordance with the Family and Medical Leave Act of
1993 (FMLA) and/or up to 26 weeks of leave in any
12-month period in compliance with the expansion of
FMLA under The Support for Injured
Servicemembers Act of 2007. The leave may be paid,
unpaid or a combination of paid and unpaid leave,
depending on the circumstances of the leave and as
specified in this policy. This policy supersedes any
and all Policies or Resolutions addressing the same or
similar subject matter.

(A) Eligibility. To qualify to take family or
medical leave under this policy, the employee must
meet all of the following conditions:

(1) The employee must have worked for the
employer for 12 months or 52 weeks. The 12 months
or 52 weeks need not have been consecutive, provided
a break-in-service does not exceed seven years (unless
the break-in-service is due to National Guard or
Reserve military service obligation). 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 the week
or if the employee is on leave during the week.

(2) The employee must have worked at
least 1,250 hours during the 12-month period
immediately before the date when the leave is
requested to commence. The principles established
under the Fair Labor Standards Act (FLSA) determine
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the number of hours worked by an employee. The
FLSA does not include time spent on paid or unpaid
leave as hours worked. Consequently, these hours of
leave should not be counted in determining the 1,250
hours eligibility test for an employee under FMLA.

(B) Type of leave covered. To qualify as FMLA
leave under this policy, the employee must be taking
leave for one of the six reasons listed below:

(1) The birth of a child and in order to care
for that child;

(2) The placement of a child for adoption
or foster care and to care for the newly placed child;

(3) To care for a spouse, child or parent
with a serious health condition (children must be
under age 18 unless incapable of self-care because of
physical or mental disability);

(4) The serious health condition of the
employee (described below in (C)(2));

(5) A qualifying military exigency (a
covered family member’s active duty or call to active
duty in the National Guard or Reserves in support of
a contingency operation); or

(6) To care for an
Servicemember.

injured or ill

(C) Definitions and requirements. For the
purpose of this § VI.006, the following definitions
shall apply, unless the context clearly indicates or
requires a different meaning.

(1) CHILD. Refers to a biological,
adopted, or foster child, a stepchild, a legal ward, or
a child of a person standing in loco parentis.

(2) EMPLOYEE’S SERIOUS HEALTH
CONDITION.

(a) An employee may take leave

because of a serious health condition that makes the
employee unable to perform at least one of the
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essential functions of the employee’s position. The
county considers all responsibilities listed under
“Typical Work Activities” sections of a job
description as “essential” functions.

(b) A serious health condition is
defined as an illness, injury, impairment or mental
condition that involves:

1. Incapacity or treatment
connected with in-patient care (overnight stay) in a
hospital, hospice or residential medical care facility,
including any period of incapacity; or

2. Continuing treatment by a
health care provider which includes one or more of
the following:

a. A period of incapacity
lasting more than three consecutive, full calendar
days, and any subsequent treatment or period of
incapacity relating to the same condition that also
includes:

i. Treatment two or
more times by or under the supervision of a health
care provider (i.e., in-person visits, the first within
seven days and both within 30 days of the first day of
incapacity); or

ii. One treatment by a
health care provider (i.e., an in-person visit within
seven days of the first day of incapacity) with a
continuing regimen of treatment (e.g., prescription
medication, physical therapy); or

b. Any period of incapacity
related to pregnancy or for prenatal care. A visit to
the health care provider is not necessary for each
absence; or

c. Any period of incapacity
or treatment for a chronic serious health condition
which continues over an extended period of time,
requires periodic visits (at least twice a year) to a
health care provider, and may involve occasional



Human Resources/Civil Services 82A

episodes of incapacity. A visit to a health care
provider is not necessary for each absence; or

d. A period of incapacity
that is permanent or long-term due to a condition for
which treatment may not be effective. Only
supervision by a health care provider is required,
rather than active treatment; or

e. Any absences to receive
multiple treatments for restorative surgery or for a
condition that would likely result in a period of
incapacity of more than three days if not treated.

(c) If an employee takes Paid Time
Off (PTO) (PTO is defined at Warren County as sick,
vacation, personal time or a floating holiday) for a
condition that progresses into a serious health
condition and the employee requests FMLA leave for
the same condition as provided under this policy, the
county may designate all or some portion of related
leave taken as leave under this policy, to the extent
that the earlier leave meets the necessary
qualifications.

(3) QUALIFYING
EXIGENCY.

MILITARY

(a) An employee whose spouse, son,
daughter or parent either has been notified of an
impending call or order to active military duty in the
National Guard or Reserves, or who is already on
active duty in the National Guard or Reserves may
take up to 12 weeks of leave for reasons related to or
affected by the family member’s call-up or service.
Son or daughter for this type of FMLA leave is
defined the same as for child for other types of FMLA
leave, except that the person does not have to be a
minor. Reasons related to the call-up or service may
include items such as:

1. Short-notice deployment;

2. Military events and related
activities;
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3. Arranging for childcare and
school activities;

4. Addressing financial and legal

arrangements;

5. Attending certain counseling
sessions;

6. Rest and recuperation;

7. Post-deployment activities;
and

8. Additional activities where the
employer and employee agree to the leave.

(b) The leave may commence as soon
as the individual receives the call-up notice. This type
of leave would be counted toward the employee's
12-week maximum of FMLA leave in a rolling
12-month period.

(c) Employees requesting this type of
FMLA leave must provide proof of the qualifying
family member’s call-up or active military service in
the National Guard or Reserves and other
documentation as requested before leave is granted.

(d) Employees requesting leave based
on a qualifying family member’s short notice
deployment leave (deployment with seven days or less
notice) must provide proof of the qualifying family
member’s deployment with the National Guard or
Reserves before leave is granted. Requests under this
section will not require additional documentation and
are not to exceed seven days.

(e) Employees requesting leave based
on a qualifying family members short-term rest and
recuperation (“R & R”) leave from a deployment with
the National Guard or Reserves must provide proof of
the qualifying family member’s “R & R” leave before
leave is granted. Requests under this section will not
require additional documentation and are not to exceed
five days.
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(4) SPOUSE refers to a husband or wife as
defined or recognized under state law for purposes of
marriage under the state where the employee resides,
including same-sex marriages.

(5) TOCAREFORANINJUREDORILL
SERVICEMEMBER.

(a) This leave may extend to up to 26
weeks in a rolling 12-month period for an employee
whose spouse, son, daughter, parent or next-of-kin is
injured or recovering from an injury suffered while on
active military duty and who is unable to perform the
duties of the Servicemember’s office, grade, rank or
rating. Next-of-kin is defined as the closest blood
relative of the injured or recovering Servicemember.
An employee is also eligible for this type of leave
when the family Servicemember is receiving medical
treatment, recuperation or therapy, even if the
Servicemember is on temporary disability retired list.

(b) Employees requesting this type of
FMLA leave must provide certification of the family
member or next-of-kin’s injury, recovery or need for
care. This certification is not tied to a serious health
condition as for other types of FMLA leave. This is
the only type of FMLA leave that may extend an
employee’s leave entitlement beyond 12 weeks to 26
weeks. Other types of FMLA leave are included with
this type of leave for a maximum of 26 weeks.

(D) Calculation of employee leave years.

(1) An eligible employee can take up to 12
weeks (26 weeks to care for an injured or ill
Servicemember) under this policy during any
12-month period. The employee may take FMLA
leave in 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 work weeks (or 26
work weeks to care for an injured or ill
Servicemember) over a rolling 12-month period.
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(2) The county will measure the 12-month
period as a rolling 12-month period measured
backward from the date an employee uses any leave
under this policy. Each time an employee takes leave,
the county will compute the amount of leave the
employee has taken under this policy in the last 12
months and subtract it from the 12 (or 26) weeks of
available leave with the balance remaining being the
amount the employee is entitled to take at that time.

(3) If a married couple both work for the
County, if both are eligible for FMLA, and each
wishes to take leave for the birth of a child, adoption
or placement of a child in foster care, or to care for a
parent (but not a parent in-law) with a serious health
condition, the married couple may only take a
combined total of 12 weeks of leave (or combined 26
weeks of leave to care for an injured or ill
Servicemember).

(E) Requesting a FMLA leave of absence -
process and requirements.

(1) To request a FMLA leave of absence
contact your Supervisor, Department Head and/or
Human Resources who will provide you with
applicable forms and information about your rights
and responsibilities under FMLA. You must give
notice of the need for a FMLA leave of absence at
least 30 days before any foreseeable leave. If 30 days’
notice is not practical because of an emergency or
other circumstance, the leave should be requested as
soon as possible (within two business days of learning
of the need for leave).

(2) Inall cases, employees will be required
to complete an appropriate Certification form, which
will be provided by Human Resources. The employee
must respond to this 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 the leave request. If the certification is
deficient or incomplete, the employee will be given
seven days to cure the deficiencies and return the form
to Human Resources. The leave request may be
denied if the employee either fails to return the form
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by the seventh day, or returns the form without
adequate corrections or clarifications.

(3) To request a leave for a serious health
condition on a continuous or intermittent basis, you
will be required to submit information from an
appropriate health care provider confirming the
existence of the serious health condition and other
relevant information. Human Resources will provide
you with a medical Certification of Health Care
Provider for Serious Health Condition form for this
certification.

(4) Periodic reports and additional
physician certifications may also be required during
leave. The County may, at its own expense, require a
second (or third) opinion regarding a medical
certification. If you fail to provide timely
certifications, your leave request may be delayed or
denied.

(5) For a serious health condition of your
family member, a medical certification about the
needed care for the family member, information about
the care of the family member, and an estimate of the
time needed must be provided from the eligible family
member’s physician. Human Resources will provide
you with a medical Certification of Healthcare
Provider for Family Member’s Serious Health
Condition form for this certification.

(6) For care of an injured Servicemember,
a medical certification about the needed care for the
Servicemember, information about the care for the
Servicemember, relationship to the Servicemember,
and an estimate of time needed must be provided from
the Servicemember’s physician. Human Resources
will provide you with a medical Certification for
Serious Injury or Illness of a Current Servicemember
form for this certification.

(7) For a qualifying exigency, a copy of the
Servicemember’s orders will be necessary to prove the
active duty status or impending call to active duty
status in support of a contingency operation. In
addition, an estimate of time needed must be provided
by the employee. Human Resources will provide you
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with a Certification for Qualifying Exigency form for
this certification.

(8) Human Resources will provide you with
a notification within five days of receiving your
complete certification. The notification will specify
whether your leave request was approved, or reason
for denial, as applicable.

(9) Any misrepresentation in FMLA
certifications and/or re-certifications presented to the
county may result in disciplinary action up to and
including termination of employment.

(F) Taking time off under an approved FMLA
leave of absence - process and requirements.

(1) Employees are required to report all
absences under approved FMLA both to their
supervisor and department head. The department
fiscal manager may be substituted for the department
head at the discretion of the department head. If none
are available notify the Department of Human
Resources.

(@) Continuous leave. Employees
taking continuous leave may report the entire absence
at once. Employees taking continuous leave, that are
approved to return to work prior to the original leave
end date, must notify their Supervisor and Department
Head so that their hours may be accurately adjusted.
A medical doctor’s release to return to work will be
required for those who are on leave for their own
serious medical condition.

(b) Intermittent leave. Employees
taking intermittent leave must report each absence to
the Supervisor and Department Head. Failure to
report your absences to both parties may result in
disciplinary action.

(2) When FMLA leave is requested due to
the employee’s own serious health condition, the
employee must use any accrued sick leave prior to
approval for non-paid leave.
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(3) When FMLA leave is requested due to
any of the remaining five types (see division (B) Type
of Leave Covered, of this section) of leave, the
employee must comply with the Sick Leave and/or
Medical Leave provisions of their Collective
Bargaining Agreement.

(4) Intermittent leave.

(a) Intermittent or a reduced schedule
leave must be scheduled so as not to unduly disrupt
the County or Department operations whenever
possible. The employee must reach agreement with
the Supervisor, Department Head and Human
Resources 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. If the employee has an approved
or pending intermittent leave, and have a planned
absence, the employee will be required to report that
absence to the appropriate management representative
(Supervisor and Department Head) 30 days prior to
the absence, if possible. If 30 days’ notice is not
possible, the employee must report the absence in a
timely manner to their Supervisor and Department
Head.

(b) The minimum permissible
increment of FMLA time off is one hour. Employees
may not take FMLA leave time in less than one hour
increments. During those one-hour increments of
FMLA time, employees will not be permitted to work
even if they only needed 15 minutes of time off (such
as late arrivals, for example).

(¢) Employees taking intermittent
FMLA leave are required to follow the county’s
established attendance and call-off procedures unless
it is not reasonably possible. If it is not reasonably
possible, then employees taking intermittent FMLA
leave will be required to notify their supervisor or if
not available the department head of the special
circumstances under which they could not comply as
soon as reasonably possible. Failure to report
absences with the required attendance/tardiness
reporting guidelines without sufficient showing of
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special circumstances may result in disciplinary
action.

(d) Ifanemployee would otherwise be
required to work overtime (such as mandatory
overtime), but cannot do so because of FMLA leave,
the overtime hours the employee would have worked
also count as FMLA leave. If overtime is voluntary,
the overtime an employee is not able to work because
of FMLA leave does not count as FMLA leave.

(e) Holidays are counted as FMLA
leave if the employee is on FMLA leave the entire
week in which a holiday falls. If the employee takes
FMLA leave for less than a full workweek in which a
holiday falls, the holiday does not count as FMLA
leave.

(f) The county may temporarily
reassign an employee on an intermittent or reduced
schedule basis to an available alternative position with
equivalent pay and benefits if the alternative position
would better accommodate the intermittent or reduced
schedule, in instances when leave for the employee or
employee’s family member is foreseeable and for
planned medical treatment, including recovery from a
serious health condition or to care for a child after
birth, or placement for adoption or foster care, if in
the county’s judgment, better accommodates the leave.

(g) 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 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.

(h) The County will request
re-certification of qualifying FMLA reasons as often
as permitted by law. Failure to produce such
recertification may result in denial of the leave
request. As permitted by law, the county may contact
the employee’s health care provider to authenticate or
clarify FMLA certifications and /or re-certifications.



Human Resources/Civil Services 82E

(G) Employee status and benefits during leave.

(1) 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, provided the employee continues to pay his or
her portion of the health care premiums.

(2) Under current policy, the employee
pays a portion of the health care premium. While on
paid leave (i.e. using sick time in conjunction with
FMLA), the county 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 these payments, to the Warren
County Treasurer. The payments must be received by
the 15th day of each month. If payment is not received
by the 30th of each month, it will result in termination
of coverage. The County’s Benefit Broker will
provide 15 days’ notification prior to the employee’s
loss of coverage.

(3) If the employee chooses not to return to
work for reasons other than a continued serious health
condition of the employee or the employee’s family
member or a circumstance beyond the employee’s
control, the county will require the employee to
reimburse the county the amount it paid for the
employee’s health insurance premium during the leave
period.

(H) Procedure for returning to work following
leave for serious health condition for the employee.

(1) Employees returning to work following
leave for their own serious health conditions are
required to provide a complete and sufficient
Return-to-Work and Fitness for Duty certification,
which must be completed by the health care provider
in conjunction with review of the employee’s job
description and physical demands. The physician must
indicate the employee is able to resume the major and
essential functions of the job. The County considers
all responsibilities listed under “Typical Work
Activities” sections of a job description as “essential”
functions.
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(2) The Return-to-Work and Fitness for
Duty Certification form and job description may be
obtained from your Supervisor, Department Head or
Human Resources. This Return-to-Work and Fitness
for Duty Certification must be submitted within 15
days of, and no later than two days prior to the
anticipated return to work date.

(3) If the Return-to-Work and Fitness for
Duty Certification is incomplete or insufficient, the
employee will be given seven calendar days to cure
the deficiencies. Failure to provide Return-to-Work
and Fitness for Duty Certification in the 15-day time
period or to cure deficiencies within the
seven-calendar day period without reasonable
explanation will result in the employee not permitted
to return to work.

(4) Employees who have a disability under
the ADA may be provided reasonable
accommodations or extensions of leave and should
refer to the Warren County Americans with
Disabilities Act (ADA) Policy. A copy of which is
available on our website; see Resolution 356 of 2013,
or contact the Self-Insurance Department.

(D) Employee status after leave.

(1) Anemployee who takes leave under this
policy will be able to return to the same position or a
position with equivalent status, pay, benefits and other
employment terms. The position will be the same in
terms of pay, benefits and working conditions.

(2) The County may choose to exempt
certain key employees from this requirement and not
return them to the same or similar position. Key
employees are defined as Management,
Non-Bargaining Unit, salaried employees who are
among the highest paid 10% of all employees.

(J) Maximum leave of absence and termination
of employment. 1If you fail to return to work on the
first day after your FMLA leave expires, N.Y. Civ.
Serv. Law §§ 71 or 73 may be initiated. Job
restoration is guaranteed for up to 12 weeks of FMLA
leave, except under circumstances provided by law.
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The County’s PTO allocations for Vacation, Personal
Leave and Floating Holidays may be used at the
conclusion of FMLA with prior approval of the
Supervisor and Department Head.

(K) Employment while out on leave.

(1) An employee’s inability to perform job
duties while out on FMLA or any other authorized
leave of absence for the County, is assumed to extend
to any other job duties the employee may have outside
of the County employment as indicated in the
employee’s medical certification.

(2) If you are not on an approved FMLA
Leave or you give a false or non-validated reason for
a leave of absence, termination of employment will be
pursued through N.Y. Civ. Serv. Law § 75.

(L) FMLA policy questions. Call or stop by the
Department of Human Resources if you have
questions regarding this policy.

(Res. 217 of 2015, passed - -2015)
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§ VI.007 FLEX TIME FOR HOURS WORKED
IN EXCESS OF EIGHT PER DAY THROUGH
12-31-2016.

(A) The collective bargaining agreement between
Warren County and CSEA (“CBA”) provides for
voluntary flex time pursuant to agreement by the
Department Head and employee as more specifically
stated in Article VI, § 1(b)(2).

(B) The CBA provides that the voluntary flex
time shall end on December 31, 2013 unless extended
by separate written agreement by CSEA and the
Warren County Board of Supervisors.

(C) The County Administrator has recommended
extending the same to the Personnel Committee and
the Committee has likewise recommended extending
the clause.

(D) The Warren County Board of Supervisors
hereby agrees to extend the voluntary flex time clause
of the CBA through the termination date of the
agreement, December 31, 2016, and the Chairman of
the Board be, and hereby is, authorized to execute an
agreement with CSEA accordingly providing for the
extension thereof, in a form approved by the County
Attorney.

(Res. 688 of 2013, passed - -2013)

§ VI.008 NEW YORK STATE DEFERRED
COMPENSATION PLAN.

(A) The County of Warren wishes to adopt the
Deferred Compensation Plan for Employees of the
New York State and Other Participating Public
Jurisdictions (the “Plan”) for the voluntary
participation of all eligible employees.

(B) The County of Warren is a local public
employer eligible to adopt the Plan pursuant to N.Y.
Finance Law § 5.

(C) The County of Warren has reviewed the
Plan established in accordance with § 457 of the
Internal Revenue Code and N.Y. Finance Law § 5.

(D) The purpose of the Plan is to encourage
employees to make and continue careers with the
County of Warren by providing eligible employees
with a convenient and tax-favored method of saving
on a regular and long-term basis and thereby provide
for their retirement.

(E) The County of Warren hereby adopts the
Plan for the voluntary participation of all eligible
employees, and be it further the appropriate officials
of the County of Warren are hereby authorized to take
such actions and enter such agreements as are required
or necessary for the adoption, implementation, and
maintenance of the Plan, and the Administrative
Services Agency for the New York State Deferred
Compensation Plan is hereby authorized to file copies
of this resolution and other required documents with
the President of the State of New York Civil Service
Commission.

(Res. 228 of 1985, passed - -1985)

§ VI.009 POLICY CONCERNING
DEPARTMENT HEAD VACATION BENEFIT.

(A) The County Administrator has recommended
a change in policy to allow new hires for Department
Head positions to begin employment with 15 days
vacation per year, thereafter earning one additional
day per year of service until reaching the maximum of
20 vacation days per year, as well as to immediately
provide all existing Department Heads who are not
receiving 15 days to have their total vacation
allowances for the year immediately increased to that
amount and to provide that said existing department
heads will earn one additional day per year of service
thereafter until reaching a maximum of 20 vacation
days per year.

(B) The County Administrator noted that when
negotiating to hire experienced personnel for
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managerial level positions, the County has started
agreeing to allow higher starting vacation balances to
fill positions with well experienced individuals, and
that, equitably, the County should offer the same
benefit to existing Department Heads and also noted
that these department heads do not receive over-time

pay.

(C) The Warren County Board of Supervisors
hereby authorizes and immediately adopts the policy
to provide that new hires for Department Head
positions shall begin employment with 15 days
vacation per year, thereafter earning one additional
day per year of service until reaching the maximum of
20 vacation days, as well as to immediately provide 15
days total vacation allocation for 2013 to all existing
Department Heads who are not receiving at least 15
days vacation for this year with vacation accruals for
these existing department heads in future years to start
at 15 days and be increased by one day for each year
of service thereafter until reaching the maximum of 20
days.

(Res. 355 of 2013, passed - -2013)

§ VI.010 POLICY FOR COUNTY
EMPLOYEES WHO MAY BE CALLED TO
DUTY WITH RESPECT TO ANY FUTURE
LOCAL, NATIONAL OR GLOBAL CRISIS.

(A) Res. 636 of 2001 was enacted to establish a
policy to protect Warren County employees from loss
of benefits while serving as members of an Armed
Forces Reserves or National Guard, as a result of the
September 11, 2001 attacks.

(B) The Warren County Personnel Officer has
recommended, and the Finance Committee approved,
the updating of the policy established by Res. 636 of
2001 to cover any future local, national or global
crisis that may arise, in order to protect County
employees from the loss of benefits while serving as
members of an Armed Forces Reserves or National
Guard.

(C) The policy for County employees who may
be called to duty and serve as members of an Armed

Forces Reserves or National Guard, be and hereby is,
updated to include any local, national or global crises.
(Res. 121 of 2005, passed - -2005)

§ VI.011 TIME CLOCK POLICY AND TIME
AND ATTENDANCE SYSTEM PROCEDURE.

(A) Policy.

(1) It is the policy of Warren County that
each employee will be at his or her work station and
ready to commence the day’s duties at the employee’s
starting time. The following procedure will govern the
usage of time management tracking in order to
provide a uniform procedure for timekeeping. These
procedures must be followed consistently to ensure
conformance to federal and state wage and hour laws
and to ensure that employees are paid correctly.

(2) Employees are separated into two
separate categories as follows:

(@) 1.  Hourly employees, also called
non-exempt employees, must record their actual time
worked for payroll and benefit purposes. Non-exempt
employees are those covered by collective bargaining
agreements as well as non-unit employees not
considered exempt. Non-exempt employees must
record the time work begins and ends, as well as the
beginning and ending time of any departure from
work for any non-work related reason.

2. Non-exempt employees may
not start work until their scheduled starting time.
Non-exempt employees will not be allowed to clock in
more than six minutes before their shift starts and may
not clock out more than six minutes after their shift
ends unless overtime is approved.

3.  Break rules are set by the
department and the applicable collective bargaining
agreement. Employees are not required to record
break times.

4.  Non-exempt employees who
work in the field or are out of the office on work
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related activities will not be required to clock in and
out for lunch.

(b) 1. Exempt employees are
classified in positions as administrative, executive, or
professional in nature. Exempt employees include but
are not limited to department heads, deputy
department heads, attorneys, accountants and other
high level employees whose work involves
professional services at the County. Exempt
employees are not entitled to overtime. For a list of
exempt titles see division (B) below.

2. Exempt employees are
required to clock in when arriving at their office. This
one time entry indicates the employee will be working
that day. If exempt employees will be working out of
the office for any period of time they must contact the
department payroll clerk to record the appropriate
entry signifying a day’s work. These employees are
required to log any hours when they are not working
with applicable leave credits as prescribed by
management. Exempt employees must certify hours
weekly indicating they have met the standard
applicable hours.

3.  Employees are responsible for
their time reporting. Any errors in your time record
should be reported immediately to your supervisor,
who will attempt to correct legitimate errors.

4.  Allemployees are expected to
report to work on time, as scheduled, with no grace
periods allowed. This includes arrival at work and
returns from lunch and break periods. Exceptions
must be approved by the appropriate department head.

5. Altering, falsifying or
tampering with time records is prohibited and subjects
the employee to possible discipline, up to and
including discharge. This includes clocking in or out
for a co-worker regardless of the time management
system in use.

6.  Elected officials are not
required to utilize the county’s time management
system.

(B) Exempt job titles.
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Administrative Fiscal Services

County Administrator

Assist to County Administrator

Board of Elections

Commissioner Elections #2

Deputy Commissioner Elections #2

Commissioner Elections #1

Deputy Commissioner Elections #1

Building and Fire Code

Administrator Fire and Bldg Code

Civil Service

Personnel Officer

Clerk of the Legislative Board

2nd Deputy Clerk of the Board

Deputy Clerk of the Board

Clerk of the Board

County Attorney

1st Assistant County Attorney

County Attorney

Assistant County Attorney

County Auditor

County Auditor

County Clerk

1st Deputy County Clerk

Countryside Adult Home

Director Countryside Adult Home

District Attorney/District Attorney

3rd Assistant DA

1st Assistant DA
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4th Assistant DA Web/Intranet Developer
2nd Assistant DA Analyst/Programmer #1
6th Assistant DA Analyst/Programmer #2
5th Assistant DA Legal Defense - Indigents
DPW Assigned Counsel Administrator
Airport Manager Mental Health

Superintendent Bldgs and Grounds

Mental Health Program Analyst

Superintendent of Public Works

Deputy Director Mental Health/Fiscal

Fiscal Manager

Deputy Director Clinical

Deputy Supt/Admin DPW

Director Mental Health

Dept Superintendent/Operations

Office for the Aging

Assistant Engineer #2

Fiscal Manager

Junior Transportation Analyst

Nutrition Coordinator

Engineer #1

Director Aging

Assistant Engineer #4

Office of Emergency Services

Dpty Superintendent Public Works

Director/Fire Coordinator

Recreation Facilities Manager

Emergency Services Coordinator

Director of Parks and Rec/Up Yonda

4th Deputy Fire Coordinator

Fish Management Specialist

Planning/Planning

Environmental Education Admin

Construction Cost Coordinator

Naturalist

SBS and Fiscal Account Specialist

Assistant Engineer #1

County Planner

Senior Civil Engineer

Probation/Probation

Employment and Training/WIA-Admin (Staff)

Probation Supervisor #2

E and T Director II

Director of Probation

Historian

Probation Supervisor #1

County Historian

Public Defender

Human Resources

1st Assistant Public Defender

Human Resources Director

3rd Assistant Public Defender

Information Technology

5th Assistant Public Defender

Director Information Technology

4th Assistant Public Defender
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2nd Assistant Public Defender

Patrol Lieutenant #1

Public Defender

Major

Public Health

Patrol Lieutenant #2

Director Pub Health/Patient Svc

Undersheriff

Assistant Director Public Health

Social Services/Social Services Admin

Supervising PHN #3

DSS Fiscal Manager

Public Health Fiscal Manager

Social Services Attorney

Supervising PHN #6

Commissioner Social Services

Assistant Director Patient Serv

Deputy Commissioner Soc Services

Supervising PHN #4

Assistant Soc Services Attorney

Long Term Coordinator

Tourism

Clinical and Fiscal Info Coordinator

Assistant Tourism Coordinator

WIC Coordinator

Creative Director

Purchasing Director of Tourism
Purchasing Agent Treasurer
Deputy Purchasing Agent Accountant

Real Property Tax

Junior Accountant

Director Real Property

Deputy Treasurer

Deputy Director Real Property

Veterans Service

Self Insurance

Director Veterans

Insurance Administrator

Weights and Measures

Deputy Self Insurance Administrator

Director Weights and Measures

Sheriff/Jail

Westmount/Administration

Corrections Captain

Nursing Home Administrator

Corrections Lieutenant #2

Director of Nursing

Corrections Lieutenant #1

Dietary Supervisor

Corrections Inspector

Comptroller

Sheriff/Sheriff Law Enforcement

MDS Coordinator

Investigative Lieutenant

Staffing/In-Service Coordinator

Systems Maintenance Coordinator

(Res. 96 of 2013, passed - -2013)
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§ V1.012 NON-BARGAINING UNIT EMPLOYEE
HOLIDAYS.

When a non-bargaining unit, Fair Labor
Standards Act exempt employee is required, as part of
the customary work schedule, to work on one of the
officially-designated county holidays, or if such an
employee is called to work on such a holiday, the
employee shall be compensated at such employee’s
regular salary rate for the payroll period and receive
leave credit for a full work day to be used within six
months of the date of such accrual with the department
head’s prior approval (which approval shall not be
unreasonably withheld). If such employee’s normally
scheduled day off falls on the official holiday, the
employee shall likewise accrue one full work days’
leave to be used within six months upon prior
approval of the department head (which such approval
shall not be unreasonably withheld).

(Res. 143 of 2016, passed - - 2016)

AFFIRMATIVE ACTION PROGRAM

§ VI.025 INTRODUCTION.

(A) An affirmative action plan covering
municipal employees has been developed by the
County of Warren.

(B) The first phase of this plan was submitted
December 29, 1972. Phase II was submitted June 24,
1974. During the past several years the Warren
County Department of Personnel and Civil Service has
adopted practices and procedures geared towards
establishing an upward mobility program as an
integral part of the affirmative Action effort.

(C) It is the policy of the County of Warren to
afford equal opportunity for employment to all
individuals regardless of race, color, creed, religion,
ancestry, national origin, sex, marital status or
physical or mental handicap. Therefore, the County
has taken affirmative action to:
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(1) Recruit, hire and promote all job
classifications without regard to race, color, creed,
religion, ancestry, national origin, sex, marital status
or physical or mental handicap except whe