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8.02 Procedures. 

A. The Personnel Director develops and implements a plan to introduce newly hired employees to the County 
and their jobs.  The primary purpose of the orientation is to facilitate the adjustment of the new employee and 
staff.  

B. Once an employee has been hired, it is the responsibility of the Department Head to complete the New 
Employee Information Form and submit it to the County Clerk’s Office ������
�����!�/�
����
���!!�
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employee being hired. 

C. If at all possible, prior to employment, the employee will meet with the County Clerk’s Office to complete all 
employment forms and sign up for any fringe benefits available for the position.  If the employee cannot do 
this prior to employment, it shall be done the first (1st) day of employment.  

D. The Personnel Department /�
����
 shall orient all new employees relative to general conditions of 
employment including County rules, job descriptions, and pay.  Employees shall sign the Form at the back of 
this Policy indicating they have received a copy of the Personnel and General Administrative Policies and any 
addendums.  This Form is to be returned to the Personnel Department and placed in the employee's personnel 
file. 
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8.04  Department Head Orientation.  The Administrative Coordinator/Director of Finance or his designee 
shall be responsible for the orientation of a new Department Head to the County Policies and expectations of the 
Department.  
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9.01 As a condition of employment, all new employees must successfully complete a drug and alcohol test directed by 
the Personnel Department /�
����
.   
�
9.02 This Section does not restrict the County’s right to request random medical, drug, or alcohol testing for employees 
after being hiring ��
��. 
 
10.02 This Section does not restrict the County’s right to request random medical, drug, or alcohol testing for employees 
after hiring.    
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SECTION 12 - EMPLOYEE EVALUATIONS 
 
12.01 Employee Evaluations.  The Department Head, or their designee, shall evaluate the employee, on an annual 
basis, if possible.  The Administrative Coordinator/Director of Finance shall evaluate Department Heads and will include 
the Home Committee in the evaluation process.  The Personnel Director shall approve all employee evaluation forms.  A 
special performance evaluation may be completed whenever there is a significant change in an employee's performance.  
The evaluation completed by the Department Head, or their designee, must be discussed with the employee.  After the 
evaluation is completed, the employee and the Department Head shall sign the evaluation indicating the evaluation was 
reviewed.  The employee shall be given the opportunity to comment on the evaluation and have those comments attached 
to the evaluation.  All evaluations shall be placed in the employee’s personnel file in the Personnel Department.  The 
Personnel Department shall make a copy of the evaluation for the employee and file the original in the employee's 
personnel file. 
 
12.02 Evaluations are a tool to monitor and assess the progress of employees.  Pay is not based on performance with the 
County, and no pay increases are given as a result of the evaluation.  
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