Support Services Committee
Self- Insurance Department

AGENDA

March 7, 2019 10 am

Committee Members;

Chairman, Supervisor Loeb
Supervisor Leggett
Supervisor Sokol
Supervisor Hyde
Supervisor Magowan
Supervisor Hogan
Supervisor Wild
Supervisor Driscoll
Supervisor Dickinson

Action Agenda/New Business

1.

Resolution Requested to update Workplace Violence Prevention Plan and Program. Last
updated by R237 of 2017 most changes to the attached update are of “housekeeping” nature.
Bold indicates new material while strikeout removes items. A former standalone plan and
program for the DPW was combined with this one. Worksite risk evaluations were reviewed
with the various departments and updated as needed. County Administration, each union
representative as well as members of a workplace violence review committee have reviewed
the attached document.

Resolution Requested to update the Warren County Travel Policy and County Vehicle Use
Regulations. Last update was R91 of 2017. Bold indicates new material and strikeout
removes items. There are several “housekeeping” changes in this policy that update it to
current practices. Changes also include clarifying who is authorized to use a County vehicle,
what to do in case of an accident or breakdown and employees will participate in driver
improvement training every 3 years. These safety updates, first suggested by the Employee
Safety Committee, reviewed and approved by the Risk Management Steering Committee, the
County Administrator and the County Attorney.

Resolution Requested to update the Warren County Alcohol & Drug Testing Policy
Commercial Driver License. Last update was R570 of 1995. Our safety consultant
recommended a complete update to bring us into compliance with current Federal regulations.
The new policy is attached. The policy has been reviewed and approved by the Risk
Management Steering Committee, the County Administrator, and the County Attorney.

Resolution Requested to update the Warren County Substance Abuse Policy. The current
policy is a version from 1989. The attached update recommended by our safety consultant
modernizes the policy for todays needs.

Resolution Requested to contract with ONEGROUP as Property and Casualty Insurance
Consultant. The County Administrator has suggested that the County change the way
Property & Casualty Insurance is procured. For many years Warren County has contracted




with insurance brokers via an Insurance Broker Services Agreement whereby the broker was
paid a fee for service and in return did not accept commissions on the bulk of the coverages
provided. The current agreement is with Rose & Kiernan and expires on September 22,
2019 with no option to renew. The County’s insurance policies renew on January 1, 2020.
A Request for Proposals was issued for Property and Casualty Insurance Consulting Services.
Four replies were received, ranging in price from $9,000 - $25,000. The County
Administrator and the Insurance Administrator have reviewed each proposal and request a
resolution for a new contract with ONEGROUP for $9,000. Contract term immediately and
through December 31, 2019. Funding source to be determined by County Administrator.

II. Informational Items

none

Attachments, resolution request forms and

Updated Workplace Violence Prevention Plan and Program

Updated Warren County Travel Policy and County Vehicle Use Regulations
Updated Warren County Alcohol & Drug Testing Policy Commercial Driver License
Updated Warren County Substance Abuse Policy for Employees

WC RFP 13-19 tabulation sheet and ONEGROUP proposal document

AL



RESOLUTION REQUEST FORM NO. 20

MISCELLANEOUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Self-Insurance

DATE:  3/7/19

(a) Purpose of Request:
To update the Workplace Violence Prevention Plan and Program

(b) Details:
Updates of "housekeeping" nature and updated risk evaluations as per attached.

(©) Previous Resolution Number:
R237 2017

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount:

not applicable

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



Warren County

Workplace Violence Prevention
Plan and Program

Date Last Adopted:




Warren County

Workplace Violence Prevention Plan and Prosram

Section 27-b of the New York State Labor Law requires public employers (other than schools
covered under the school safety plan requirements of the education law) to perform a workplace
violence evaluation or risk evaluation at each worksite and to develop and implement programs to
prevent and minimize workplace violence caused by assaults and homicides. The Law is designed
to ensure that the risk of workplace assaults and homicides are regularly evaluated by public
employers and that a workplace violence protection program is implemented to prevent and
minimize the hazard to public employees.

The workplace evaluations must identify factors which may place the workforce at risk to
occupational assaults or homicides. The results of the evaluation and the risk factors found are to
be shared with employees initially and annually thereafter.

1. Board of Supervisors Policy Statement:

Warren County is committed to providing a safe workplace for our employees. We recognize that
workplace violence presents a serious occupation safety hazard for workers. Therefore, Warren
County has developed and shall implement this workplace violence prevention plan and program.

II. Defining Workplace Violence:

A. In accordance with Section 27-b of the New York State Labor Law and for the purpose of this
workplace violence prevention plan, workplace violence is any physical assault. threatening
behavior or verbal abuse occurring in the work setting within Warren County.

The workplace violence prevention plan has been developed to address three distinct types of
Workplace Violence threats:

® Type 1 Threat: Physical assault, threatening behavior or verbal abuse by an assailant with
no known legitimate relationship to the workplace who enters the workplace to commit a
robbery or other criminal act.

= Type 2 Threat: Physical assault, threatening behavior or verbal abuse by a recipient of a
service provided by the County.

= Type 3 Threat: Physical assault, threatening behavior or verbal abuse by a current or
former worker, supervisor or manager, or another person who has some employment-
related involvement with the County, such as a worker's spouse or lover, a worker's relative
or friend or another person who has a dispute with one of our employees.

B. Workplace violence may include threats in the following specific situations or when made in
person, in writing, by telephone or electronic communication:

* Non-specific threats of violence by employee

=  Specific threats of violence by employee

= Threats of violence directed against an employee by a non-employee

= Violent confrontation by a spouse or significant other with an employee over a
personal/domestic dispute

= Threats or threatening conduct by disgruntled or ex-employees

= Violentaltercations between two employees or employee and supervisor

= Multiple assaults by intruder
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C. Typical warning signs of potentially violent individuals may include:

Experts in the mental health profession state that prior to engaging in acts of violence, troubled
individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger
and hostility, extreme agitation; making ominous threats such as: “bad things will happen” to a
particular person, or a catastrophic event will occur; sudden and significant decline in work
performance, irresponsible, irrational, intimidating, aggressive or otherwise inappropriate
behavior; reacting to questions with an antagonistic or overtly negative attitude; discussing
weapons and their use, and/or brandishing weapons in the workplace; overreacting or reacting
harshly to changes in County policies and procedures; personality conflicts with co-workers;
obsession or preoccupation with a co-worker or supervisor; attempts to sabotage the work or
equipment of a co-worker; blaming others for mistakes and circumstances; demonstrating a
propensity to behave and react irrationally.

I11. Workplace Violence Prevention Risk Evaluation:

Warren County has performed “risk evaluations” of eertain the facilities identified in article V(f) as
a means of inspection of workplaces to determine the presence of existing or potential hazards that
mlght place employees at risk from phy51cal assault threatemng behavxor or verbal abuse Warren

County employed the foHowmg techmques in developmg risk evaluatlons for the fac111t1es where
the evaluations have been concluded and will also use the same techniques where the evaluations
have not been concluded:

= An examination of the history of past incidents to identify patterns or trends which
occurred in each workplace;

= A review of occupational injury and illness logs (SH 900) and incident reports to identify
injuries that may have resulted from workplace violence incidents;

= Conducting workplace building security surveys.

IV. Risk Factors Identified In Section III Above:

A review of the activities carried out at Warren County’s facilities and by County employees,
indicates that threats of violence may be initiated by any of the three types of individuals listed in
item II. above. Many of the County’s employees work closely with the public in situations at the
following locations/worksites:

= Municipal Center which includes the County Clerk, Treasurer, Board of Supervisors, Civil
Service, County Court as well as several other County departments.

= Human Services building which contains Social Services, Planning, Building Codes, Self-
Insurance, Veterans Affairs as well as other County departments.

= Highway Department including Parks, Recreation & Railroad, Up Yonda & Airport

®  Buildings and Grounds

= Countryside Adult Home

= Public Safety building which contains the Sheriff's Department and the correctional facility

*  Employment and Training Offices

= Community Services Offices

= Qffice for the Aging Nutritional sites
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The County has determined that the following are some of the factors or situations in County
workplaces that might place employees at risk of physical assault, threatening behavior or verbal

abuse,

Duties that involve the handling or exchange of monies

Delivery of passengers, goods or services

Duties that involve mobile workplace assignments (IE health care, probation, social
services, building inspection, criminal justice settings, & highways.)

Working alone or in small numbers (IE working late at night, during early morning hours or
anytime the workplace is not fully staffed.)

Duties that involve guarding valuable property or possessions

Working in community based settings

Bomb threats

Working in rural or sparsely populated areas

Working in a poorly lit environment

V. Workplace Violence Prevention Responsibility:

A. The County has identified the following responsibilities for implementing and maintaining the
provisions of the Workplace Violence Prevention Program:

The County Administrators Office is responsible for implementation of the Plan and for
coordinating the delivery of required annual employee workplace violence prevention
training and for ensuring that all new employees receive a copy of the Plan and required
training.

The County Administrators Office is also responsible for annual plan review, ensuring that
its provisions are implemented and answering all employee questions relative to Workplace
Violence Prevention procedures.

All County employees will attend Workplace Violence Prevention training and review the
contents of the plan. Training will be scheduled and announced as necessary. In addition
this plan will be available from Department Heads and/or supervisors and will be posted in
employee accessible areas.

The County Administrators Office will-periedically—review—this—Werkplace—Violence

Prevention-Plan-and- is responsible for annual employee training requirements.

Department Heads will also conduct a formal review of any workplace violence incidents
and within 30 days of the occurrence of an incident may recommend enhancements to the
existing Plan and procedures. These formal reviews together with any written report or
notice filed by an employee or other person shall be sent to the Warren County
Administrator, Human Resources Director, County Attorney and Self Insurance
Administrator for their review. Annually, the County Administrator shall conduct a review
of all written reports or notices filed during the past year with the County Attorney, Human
Resources Director, Self Insurance Administrator, outside consultant, if any, and
representatives of the CSEA, PBA and Alliance Unions for purposes of identifying patterns of
injuries in particular areas of the workplace or incidents which involves specific operations
or individuals, mitigating actions taken, and further, if any, recommendations regarding
amendments to the Workplace Violence Prevention Plan, polices of the workplace, work
practices and/or work procedures. Any reports/notices that are examined during the
course of the annual review shall be redacted of any names or other information that is
required to be redacted by laws, rules or regulations concerning matters of confidentiality.
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= The Warren County Sheriff's Department or State Police will respond when the incident
requires a police investigation based upon the reporting procedures outlined in this policy.
The Investigating Officer will provide a preliminary report to the County Administrator
within 15 days of the occurrence of a workplace violence incident. The County
Administrator will provide a copy of the report to the Department Head, Human Resources
Director and Self Insurance Administrator.

B. Injury and Illness Recordkeeping and Reporting Requirements for Workplace Violence Incidents:

Currently, Warren County is required to record and report workplace violence incidents in accordance
with New York State Labor Law, Section 27-a (Public Employer Safety and Health Act). 12 NYCRR Part
801 Recording and Reporting Public Employees’ Occupational Injuries and Illnesses, specifies
conditions for employer recordkeeping and reporting requirements. Specifically, an employer is
required to record an employee workplace violence injury if it results in death, days away from work,
restricted work or transfer to another job, medical treatment beyond first aid and loss of
consciousness.

Employers are also required to report employee workplace violence related fatalities and multiple
hospitalizations to the Department’s Public Employee Safety and Health (PESH) Bureau within 8 hours
of the incident.

(Refer to 12 NYCRR Part 801 for complete information pertaining to employee recordkeeping and
PESH reporting requirements).

C. Employee Communication:

To properly maintain a safe, healthy and secure workplace the County is committed to having an
open, two-way communication policy between all employees on all workplace safety, health and
security issues. This communication is designed to encourage a continuous flow of safety and health
information between management and employees without fear of reprisal and is readily
understandable. This communication system will provide and accomplish the following:

*= Employee orientation and training on workplace violence prevention and worksite security
policies, procedures and work practices.

= Periodic review of the Workplace Violence Prevention Plan and Program with all personnel.

« Training programs designed to address specific aspects of workplace violence prevention
and security that are unique to the County.

= Discussion of Workplace Violence Prevention at regularly scheduled safety and health
meetings.

v Posted or distributed workplace security information.

»  Asystem for employees to readily inform management about workplace security hazards or
threats of violence.

«  Procedures for protecting any employee who reports a threat from retaliation by the person
making the threat.

D. Preventing Workplace Violence at worksites:

There is no single ingredient that will prevent or reduce violence in the workplace. Preventative
measures must be based on a thorough understanding of risk factors associated with the various
types of workplace violence that could occur. While understanding the factors that lead to
workplace violence are not always evident, sufficient information is available which can reduce the
risk. However, strong management commitment, and the day-to-day involvement of department
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managers, supervisors, employees and labor unions, is required to reduce the risk of workplace
violence. To that end, the County will utilize the following measures in developing and maintaining
its Workplace Violence Prevention Program:

® Foster a supportive harmonious work environment: Create a culture of mutual respect to
help reduce harassment and hostility in the workplace. Management will strive to
communicate openly, give employees adequate control in their work and provide them with
support and recognition. Conflict and stress are lower when employees feel empowered to
work independently and are motivated to work cooperatively.

» Train employees on how to resolve conflicts: Conflicts on the job can be reduced by
developing employee skills in negotiating, communicating effectively, team building and
resolving disputes.

= Develop effective policies to protect employees from harassment: Strive to build a
culture free of harassment and discrimination and advance this goal by having systems in
place to address infractions. Warren County will not tolerate physical assault, threatening
behavior or verbal abuse. Further, all complaints will be expeditiously and thoroughly
investigated. Appropriate action will be taken to those who violate this policy.

= Establish procedures for handling grievances: Employees will follow grievance
procedures for reporting complaints of unfair treatment, discrimination or harassment.

= Provide personal counseling through an employee assistance program: Employees can
use County resources to address personal concerns. If a physical assault, threatening
behavior or verbal abuse incident occurs at work, support services can be made available by
the County to help employees cope with their fears and concerns.

= Implement security programs that protect employees: The County has a variety of
methods in-place to ensure worker safety. Such methods include: access control to
facilities; employee background screening; and, employee safety awareness and training.

= Provide employee safety education programs: In addition to making workers aware of
safety policies and employee support services, the County will provide education on ways to
maximize safety at work.

® Train supervisory personnel on how to recognize signs of a troubled employee: The
County will provide periodic information and/or training to managers and supervisors on
how to recognize signs and symptoms of a potentially violent employee. Also, supervisory
personnel can be instructed on how to be sensitive to signs of possible abuse among
employees, such as frequent absences or depression.

E. Reporting Workplace Violence Incidents:

Any employee or representative thereof, who believes that a serious violation of the Workplace
Violence Prevention Plan and Program has occurred or that an imminent danger exists, should
bring such matter to the attention of a Supervisor or Department Head in the form of a written
notice. The referral is not required where imminent danger or threat exist to the safety of a specific
employee or to the general health of a specific patient and an employee reasonably believes in good
faith that reporting to a Supervisor or Department Head would not result in corrective action.

When a workplace violence incident results in a serious injury, emergency responders such as
Police, Fire and/or Ambulance personnel will be promptly notified. Workplace violence incidents
that include physical violence or the threat thereof the Warren County Sheriff's Department or State
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Police shall be notified. The County Administrator, Department Head and employee’s supervisor
will also be immediately notified. Based on the seriousness of the incident, the County
Administrator may assemble a Workplace Violence Management Response Team which may
include the County Attorney, law enforcement, Employee Assistance Program Coordinator, various
Department Managers, representatives from the Employee Safety and Health Committee, Employee
Union representatives and other others as deemed necessary. This team will evaluate the details of
the violent incident, implement required employee safety measures, coordinate with the victim’s
family, other employees, the media and law enforcement personnel, and refer victims to
appropriate assistance and community service programs that may include crisis counseling.  If
following a referral of such matter to the employee’s supervisor’s attention and after a reasonable
opportunity to correct such activity, policy or practice the matter has not been resolved and the
employee or representative of employees still believes thata violation of a workplace violence
prevention program remains, or that an imminent danger exists, such employee or representative
employees may request an inspection by giving notice to the New York State Commissioner of
Labor of such violation or danger. Such notice and request shall be in writing, shall set forth with
reasonable particularity the grounds for the notice, shall be signed by such employee or
representative of employees, and a copy shall be provided by the New York State Commissioner of
Labor to the employer or the person in charge no later than the time of inspection, except that on
the request of the person giving such notice, such person's name and the names of the individual
employees or representative employees shall be withheld. Such inspection shall be made forthwith.

F. County Worksite Security:

The County primarily provides services to County residents and visitors and its worksites must
remain accessible to its clients as necessary. Therefore there is no intention to fortify facilities. The
County will provide training to all employees as the primary means of reducing workplace violence.
The County will utilize barriers, controlled entries, etc. where such are necessary. In addition, the
following physical security measures are also employed at the various facilities as appropriate:

= Maintain exterior lighting, especially in areas where employees walk to their cars.

= As needed, prune landscaping to eliminate hiding places near entrances, walkways and
parking areas.

= Keep all non-public entrances closed and locked. Post signs (where necessary) indicating
public entrances.

= Post emergency numbers for police, fire and medical services.

= Equip vehicles with two way radios as necessary.

The following details the specific risks and control measures for each of the County’s facilities
listed below:

s Municipal Center-See-attached-buildingsummary

= Human Services Building-See-attached building-stmmeary

= Countryside Adult Facility—See-attached-buildingstmmary

= Public Safety Building

= Employment and Training Offices+See-attached office-summeary

= Community Services Offices+See-attached effice-summary

= Office for the Aging Nutritional Sites+See-attached-summary

= Department of Public Works:=Pleasesee-the-BPW-ssite specificplan:
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Summary of Buildings and Office locations
1. Municipal Center

The building houses several County departments including Assigned Counsel, County Attorney,
County Auditor, Legislative Board, County Administration, Civil Service, District Attorney, Dept
of Motor Vehicles, County Clerk, Health Services, Information Technology, Emergency Services,
Probation, Public Defender, Real Property, Tourism, Treasurer, Weights and Measures, Human
Resources, and the Women Infant & Children department. The building also houses the
Warren County Court and NYS Supreme Court facilities. There are two (2) public entrances to
the building which are attended by security. The remaining entrances (except the Courts which
are under separate security) are locked but access by employees and other authorized
individuals with FOBS (which are administered by Buildings and Grounds). The court area is
accessible only with key or via a public entrance that is through magnetometers with armed
security staff. The wing housing Public Defender, Assigned Counsel, Emergency Services and
Probation has limited access via key or entrance with magnetometer and unarmed security
personnel. The building is open from 8:00am - 5:00pm on weekdays. Approximately 200
employees work in the building.

The Assigned Counsel Office is located in the “old jail” wing of the building. The office takes
applications and makes awards of legal assistance to indigents. Public access to the area of the
building is controlled by unarmed security personnel and magnetometer. The office has a
service window with glass barrier. There are two employees who have constant contact with
the public. The employees do not work in the field and do not handle money.

The County Attorney's Office is located in the main area of the building, The office provides
legal and administrative services to the County departments. There are 4-5 7-8 employees and
the office is open from 8:00am-5:00pm 4:30pm. The employees deal interact with members
of the public routinely but do not handle money. If employees need to travel they use their own
vehicles and personal cell phones.

The County Auditor’s Office is located in the main area of the building. The office provides
support to other County departments. The office has 2 employees that work from 9:08am—
5:66pm-8:00am-4:00pm. No money is handled. The staff has regular exposure to other
employees but very little exposure to the public. The employees do not work in the field.

The County Board of Supervisors and County Administrators Offices are located on the 2 floor.
The offices perform legislative and administrative tasks. There are 8 employees located
primarily at the office with an additional 20 members of the Board of Supervisors that attend
meetings and Board functions. The offices are open weekdays from 8:00am-5:00pm. The
Board members travel regularly in their own vehicles. Money is not handled at the offices.

The Human Resources/Civil Service Department is located in the main area of the Municipal
Center. The office provides support to County departments as well as outside municipalities.
There are 5 employees of the Department and the office is open from 9:08am-5:00pn: 8:30am-
4:30pm weekdays. The employees remain at the office and do not work in the field. Ne-meney
is-handled: Civil Service collects checks but does not handle cash. Contact with the public
and other employees is continual.

The District Attorney’s Office is located within the courts area of the building. The office
provides legal services for the “people”. Access is limited to employees with a key and public
access is controlled via the armed security / magnetometer through the courts. There are
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approximately 16 employees within the Department. The office is open 9:00am ~ 5:00pm
weekdays. However the employees regularly work before and after hours when the building is
closed. The employees travel frequently via personal automobile throughout the County.
Communication is via cell phone. The employees are regularly exposed to the public in court
settings and they have continual interaction with clients involved in trials. Petty cash is the
only money handled.

The Department of Motor Vehicles and County Clerks offices are located in the main area of the
building. The offices provide motor vehicle registration, title and licensing services. The Clerks
office issues passports, pistol permits and performs various legal recording services. Access is
through the main building entrance past security. The approximately 19 employees in the
department have continual contact with the public. The offices are open weekdays from
approximately 8:00am-5:00pm. Employees are mostly in the vicinity of other employees and
do not work in the field. The department handles cash on a regular basis. All workstations in
the DMV area have panic alarms that alert to the Sheriff’s Office.

The Health Services / Public Health Department is located in the main area of the building. The
office provides various clinic services and home nursing services. The departments 85
employees work both in the field and at the main office. The office is open 8:00am~5:00pm
weekdays. However nurses also work on weekends and holidays and some staff is on call 24/7.
Employees usually work alone other than the office staff that is in the vicinity of other
employees. Nurses perform individual home nursing visits and are-issued use cell phones to
keep in contact with the Department. Field visits are tracked so the supervising staff has a
general idea where the employee is at during the day for safety purposes. Clerical staff or

clinic nursing staff handle money at clinics. H-reededemployees-in-the-field-are-issuedradios
that-are-monitored-by-the-Sheriffs-Department: Panic Alarms connecting to the Sheriff's

Office and a contract agency are located in the Public Health Reception and the Health
Services Reception areas.

The Information Technology Department is located in the main area of the building. The office
provides technology support to other County departments. 2 3 employees work at the office
that is open from 9:00am-5:00pm weekdays. Employees regularly interact with other
employees. Employees are sometimes in the field visiting other County departments. Personal
cars with personal cell phones are used in the field. Some personnel use County cars and
have County issued cell phones. Employees do not handle money.

The Office of Emergency Services is located in the “old jail” wing of the building. The office
provides administration, clerical, equipment storage and classroom training for various
emergency service providers within the County. Public access is controlled by unarmed
security personnel and magnetometer. 3 full time employees and & 10 part time employees
work 8:00am~4:00pm regularly but work 24/7 during emergency operations. The employees
travel regularly in County issued vehicles with County radios monitored by the 911 center. The
employees frequent an equipment storage facility located offsite on Lower Warren
Street. The building is shared with an outside contractor but the employees are often
working alone at the location. No money is handled.

The Probation Department has approximately 35 19 employees working from a location in the
building. Public access is controlled by unarmed security personnel and magnetometer.
Employees utilize other entrances via keyed doors. The employees supervise both adult and
juveniles and conduct investigations for the courts. The officers are mobile in County issued
vehicles with personal cell phones. Employees are regularly exposed to probationers and the
public. Monies in form of restitution are collected at this location.
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The Public Defender Department is located in the “old jail” wing of the building. The office
provides legal representation of indigents. Public access is controlled by unarmed security
personnel and magnetometer. 8 11 employees work from this location but are also mobile in
personal vehicles while attending courts throughout the County. Office hours are 8:30am
9:00am-5:00pm. Frequent contact is made with the public and the legal clients. Employees do
not handle money.

The Real Property office is located in the main area of the Municipal Center. The office provides
tax map, clerical work, production of assessment rolls, tax rolls and tax bills. The office of 5 is
open 8:00am-5:00pm weekdays. Employees remain at the facility and do not typically work in
the field. Monies are handled for payments of tax and parcel maps. Employees have constant
interaction with the public. The director does field work on occasion sometimes travelling
alone in a County vehicle. If there is a concern a co-worker goes along or the Sheriff’s
Office is asked to accompany the employee. A Personal cell phone is used as a means of
communication when in the field.

The Tourism Department is located in the main area of the Municipal Center. The office
provides tourism promotion. There are 8 employees in the office that is open from 9:00am-
5:00pm weekdays. Some employees have occasional field work while-at-a-nearby-informational
eenter-or at trade shows and conventions, and meetings with local business leaders. Monies
are accepted at the office mostly in the form of checks. Employees travel in County vehicles and
communicate with the office via cell phones. A panic alarm connected to the Sheriff's Office
and a contract agency is located at the information desk area.

The Treasurer’s Office is located in the main area of the Municipal Center. The office provides
financial support to the County including tax collection. There are 42 13 employees in the office
that is open to the public from 8:30am-4:30pm weekdays, but the office is staffed from
8:00am-5:00pm. The employees remain in the office and do not go out into the field to work.
Employees have constant interaction with the public. The office handles a large amount of cash.
A “panic alarm” exists in the office and a counter is in place where the public enters the office.

The Weights and Measurers Office is located in the main area of the Municipal Center. The
office provides inspections to retail fuel delivery systems, commercial scales and measuring
systems throughout the County. Other inspections include pricing and packaging of
consumer goods. The one employee typically works 8:00am~4:80pm 9:00am-5:00pm and is
highly mobile frequently works in the field. There is also one part time, per diem field
inspector who assists the director on a limited basis. The employees has have constant
interaction with the public. The employees travels with a County vehicle and communicates via
personal cell phone.

The Women’s Infants & Children Departmment Program is located in the main area of the
Municipal Center. The office conducts clinics and determines eligibility for benefits of women
and young children. There are 9 employees that are frequently mobile and in constant contact
with the public. Office hours vary and clinics are conducted after the rest of the building closes
for business. The employees typically work in teams. The employees travel in a County vehicle
and have County cell phones for communication purposes. Clinics are regularly conducted
at various locations throughout the towns of the county. A panic alarm connected to the
Sheriff's Office and a contract agency is in the WIC Supervisors office. Employees do not
handle money.
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2, Human Services Building

The building houses several County departments, the largest of which is the Social Services
Department. Other departments include Building Codes, Board of Elections, Information
Technology, Office for the Aging, Planning, Probation, Self-Insurance, and Veterans
Administration. There is one primary entrance for the public that is monitored by unarmed
security officers. A panic alarm connected to the Sheriff's Office and a contract agency is
located in the security area. All public visitors must enter through the magnetometer. There
are several other locked entrances that are accessed by employees with a fob. The building is
open to the public from 8:00am-5:00pm weekdays. Approximately 175 employees work in the
building.

The Building Codes Department issues building permits, enforces building codes, performs fire
safety and building inspections. The office is open to the public after entry via the security area.
There are 8 6 employees, which regularly interact with the public at locations around the
County. The department has several County vehicles some of which are equipped with radios
monitored by the office staff. Others communicate with the office via personal cell phones.
Cash is received at the office for permit and inspection fees and deposited weekly.

The Board of Elections Department registers voters and conducts elections. The office is open
8:00am-4:00pm to the public after entry via the security area. There are 4 full time employees
and numerous part time employees. Employees interact with the public on a daily basis and do
not handle money. Employees primarily perform work within the building but during voting
season attend to the many polling locations throughout the County. Employees travel in
personal vehicles and communicate via personal cell phones. A panic alarm connected to the
Sheriff's Office and a contract agency is located near the front desk.

The Information Technology department supports the various County departments. The office
of 5 employees interacts mostly with other County employees. The office is locked at all times
and entrance is via a fob. Employees usually work alone and if traveling they communicate with
the office via personal cell phone. Some personnel use County cars and have County issued
cell phones. Employees do not handle money.

The Office for the Aging Department is located in the building. Access is limited by a remote
controlled door locking device. The 9 10 employees located at this office regularly interact with
the public while performing support services for the aging population. The office is open
8:00am-4:00pm. Employees work both alone and in teams. Very little cash is handled in the
office. The reception area and interview rooms are equipped with eall-buttens panic alarms
connected to the Sheriffs Office and a contract agency.

The Planning Department performs community planning and GIS services. The office is open to
the public after entry via the security area. The 4 7 employees are mobile performing
community planning work. The department has a County issued vehicle thatis-equipped-with-a

County-issued-cell-phone. Employees use personal cell phones to communicate when in
the field. The department handles very little cash.

The Social Services Department performs eligibility determinations for social services benefits.
The Department ensures provision of assistance and services necessary to sustain
dependent and disabled persons, protect children and adults from abuse and neglect,
and to assist applicants and recipients in achieving the greatest degree of independence
possible. The 138 120 employees work typically 8:00am-5:00pm . However some employees
do work evenings and others are on call 24/7 and work in the building when the building is
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closed to the public. Approximately 50 employees work at least part of their day in the field.
They utilize County vehicles for travel and use cell phones to communicate with the office.
Emergency radios are available for those who travel in areas where no cell phone
coverage is accessible. Most employees work alone, but they do occasionally work in teams
when appropriate. Some eEmployees handle money of various amounts each day. Employees
have face to face contact with clients on the premises and in client homes. Interview rooms are
utilized for most client interviews. The interview rooms consist of glass barriers and counters
separating the client from the employee. In addition some employees may facilitate
supervised or unsupervised visitation within the Human Services Building, private
homes, or in the community. During business hours, a full-time security staff is available
and all clients are allowed in the building only after passing through magnetometers and
security. Panic alarms connected to the Sheriffs Office and a contracted agency are
located in all interview rooms, visitation rooms, group recertification room, drug testing
room, Commissioners Office, legal office 3-3090, the 2nd floor breakroom and reception.

The Self-Insurance Department performs services for Towns and County departments in the
form of workers’ compensation administration and safety training. The departments 3
employees are located in an area accessible via fob. The office is open Z:00am-5:00pm 8:00am
- 4:00pm weekdays. Public contact is minimal. However, there is frequent contact with
injured workers and employees. Employees that travel utilize personal vehicles with personal
cell phones. No money is handled at the department.

The Veterans Services Department performs administration of veteran benefits and
transportation to medical visits. The office is open 9:00am-5:00pm to the public after entry
via the security area. Public interaction is frequent. Van drivers work alone and utilize County
vehicles and communicate with the office via cell phone. No money is handled at the office.
Panic alarms connected to the Sheriff's Office and a contract vendor are located at each
work station.

3. Countryside Adult Facility

The facility is an adult care home and a nutritional meal site for the Office for the Aging. There
are three entrances to the building. The entrances are locked from 11:00pm-6:00am. The .
Cornell Cooperative Extension building is nearby on the same property.

The facility is an adult home and also has an adult day care program. In addition the Office for
the Aging Nutritional meal site is located at the same facility. Countryside Employee
responsibilities include maintenance, cleaning, cooking, food services, resident aid, resident
transportation and facility administration. Office for the Aging employees prepare and serve
meals to the elderly public that visit the site.

The facility is in operation 24 hours a day every day of the year. The 31 employees typically
work onsite. However, some employees travel with residents to doctors visits, activities and
meetings. The employees usually work alone. The department has several County vehicles
equipped with facility issued cell phones. Petty cash and residents personal allowance cash is
kept onsite. The 2 Office for the Aging employees interact with the public that visit the meal
site for lunch each day. The meal site employees collect cash daily and deposit at days end.
Policies are in place and employees have been trained to deal with difficult individuals.

4. Public Safety Building
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pehees—am»—tpa-xmag—m—-plaee——The Sherlffs Ofﬁce Headquarters contams the

Administration Offices, the Law Enforcement Division consisting of Patrol and
Criminal Investigations, the 911 Communications Center, and the Correctional
Facility and the Civil Office. Also on site is a maintenance facility. Additionally
the Sheriffs Office has 2 substations, one in Chestertown and one in
Warrensburg. Public access is limited to the lobby area of the Sheriff's Office
Headquarters. Approximately 210 (FT/PT) employees work the Sheriff’s Office in
the various locations. Services performed include typical municipal police work,
patrol, investigations and public safety functions. Employees are highly mobile in
agency vehicles equipped with radios monitored by the 911 center. Employees
work both alone and in teams. Employees constantly interact with the public. All
of the Sheriff's Office divisions are accredited and are subject to the Sheriff's
Office Operations Manual and the Rules, Regulations and Directives contained
therein.

5. Employment and Training Office

The fac111ty is shared w1th the NYS Department of Labor illhereﬁ-eﬂe—emeraﬂc—e—whaeh—ks—&ah%ed

3 a e. All employees and
visitors enter through the main entrance at the multlstory building and pass by a
security post.

The department responsibilities include continual interaction with customers to perform
assessments, review resumes, review career goals, provide counseling and job search services.
Customers are often at difficult places in their lives having recently lost a job or are angry over
some recent event that caused them to need the services of the department.

The Employment and Training department has 7 County employees that share offices with 12
State employees. Typical work hours are 8:00am-5:00pm. Employees are occasionally mobile
to attend meetings and review worksites. Vehicles are not equipped with radios. However
employees usually have personal cell phones. Petty cash is the only money kept on site.
Policies are in place and employees have been trained to deal with difficult individuals.

6. Community Services Office

The facility is shared with a non-County mental health services organization. There are
multiple entrances that are unlocked during business hours. The office is located within city
limits in a residential/small business neighborhood. The non-County offices in the building

regularly have seriously-mentally-ill-clients people with serious mental illness that come in
contact with the County office area.
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Staff coordinates treatment, court orders, administers programs and process housing referrals
for seriouslhy-mentally-ill-clients people with serious mental illness. However, the employees
rarely interact with face to face with their own clients. The departments 5 employees are
typically office workers but also travel to various locations via personal automobile with
personal cell phones. Typical work hours are 8:30am-4:30pm. Employees typically work alone.
Petty cash is the only money kept on site. Policies are in place and employees have been trained
to deal with difficult individuals.

7. Office for the Aging Nutritional Sites

Employees at the various Nutritional Sites prepare noontime meals and distribute them to the
areas aging population either via onsite gathering or via volunteer drivers. Employees
generally do not work in the field and work in teams in the kitchen areas. However, since each
site is open to the public the employees have daily interaction with the public. Each site accepts
a limited amount of cash as payment for meals. Typical work hours for the Nutritional sites are
7:00am-1:00pm. Below are summaries of the various nutritional sites.

Bolton Landing: The nutritional site is located in the Church of the Saint Sacrament, There are
church activities in the building as well as the nutritional site. The site is not fenced and public
access is not controlled in any way. There are-2 is 1 employees.

Cedars: the nutritional site is located in the Cedars Senior Living Apartments in Queensbury.
There are many other activities in the building. The site is not fenced and public access is not
controlled. There are 7 employees.

Chestertown: the nutritional site is located in the Chestertown Municipal Center. There are
other offices and municipal government operations in the building. The site is not fenced and
public access is not controlled in any way. There are 2 employees.

Glens Falls: the nutritional site is located in the First Presbyterian Church in Glens Falls. There
are other church events conducted at the same location. The site is not fenced and public access
is not controlled in any way. Meals are not prepared at this location but are distributed here. 1
employee works at this location.

Indian Lake: the nutritional site is located at the Indian Lake Senior Center. There are other
events conducted at the same location. The site is not fenced and public access is not controlled
in any way. There are 2 employees.

Johnsburg: the nutritional site is located at the Johnsburg Senior Center. There are other events
conducted at the same location. The site is not fenced and public access is not controlled in any
way. There are 2 employees.

Luzerne: the nutritional site is located at the Lake Luzerne Town Office building. There are
other events and government offices located at the site. The site is not fenced and public access
is not controlled in any way. There is 1 employee.

Lake Pleasant: the nutritional site is located at the Lake Pleasant Senior Center. There are other
events conducted at the same location. The site is not fenced and public access is not controlled
in any way. There is 1 employee.
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Long Lake: the nutritional site is located at the Long Lake Town Hall. There are other events
and municipal offices at the site. The site is not fenced and public access is not controlled in any
way. There are 2 employees.

Queensbury: the nutritional site is located at Solomon Heights Senior Apartments. There are
many other activities in the building. The site is not fenced and public access is not controlled.
Meals are not prepared at this location but are distributed here. There is 1 employee.

Wells: the nutritional site is located at the Wells Senior Center. There are other events
conducted at the same location. The site is not fenced and public access is not controlled in any
way. There are 2 employees.

8. DPW

South End Maintenance Facility: The facility is located at 299 Lower Warren Street Glens Falls.
The site is fenced with a gate which remains open and unlocked most of the time. The DPW
maintains a crew of approximately 8 13 individuals which are out on the road most of the day.
Typical work hours are from 7 a.m. to 3:00 p.m. although there may be call-ins after hours for
snow/ ice removal or road emergencies. Vehicles are equipped with radios which are
monitored at the main office and by the Sheriff’s Office. Interaction with members of the public
is limited at the facility although the employees may encounter members of the public during
the course of their workday at mobile work sites.

Buildings and Grounds: The Buildings and Grounds building is a separate building located on
the main Warren County Municipal Center campus. The building is not fenced and is very
accessible to members of the public, although there would be little reason for m embers of the
public to access this building. The building houses 26 21 people, 43 12 of which are buildings
and grounds employees who work a scheduled 7:00 a.m. to 3:00 p.m. shift, and 13 individuals
who. provide custodial services to the Municipal Center working from 4:00 p.m. to midnight.
The Buildings and Grounds staff work independently and may work at any location in the
County. Approximately 10-15% of their time is spent traveling from one location to another. All
staff drive County vehicles which are radio-equipped. The radios are monitored by the main
DPW office and by the Sheriff's Office. Custodial staff works independently within the Municipal
Center and Human Services Building. Both are locked to the public at 5:00 p.m., except for days
when there are special night meetings. These members of staff do not carry radios although
many of them carry personal cell phones. All of the building offices have telephones in the event
of an emergency. There is a night supervisor who is responsible for maintaining contact with
staff m embers. All members of the custodial staff have been trained to use the public address
system in both buildings as a means of emergency communication.

Fish Hatchery: The Fish Hatchery location consists of an office building, 4 hatchery buildings
containing tanks and pools, and a maintenance building from which Parks and Recreation staff
work. Parks and Recreation staff are also responsible for maintaining the fairgrounds, railroad
facilities, ski trails, canoe access and bike path. In addition, there are pavilions at several
locations available for hosting special events and etc. A fee is charged for the use of these
pavilions. However, members of the public are not charged for entry onto the properties or for
use of any of the facilities. The fish hatchery property is unfenced and is open 7 days a week.
There is frequent interaction between employees and the public. There is a playground located
at the site. Two employees usually remain on site, and 3+ 7 other employees work at the
various locations. The crews operate County vehicles which are radio-equipped. Radios are
monitored by the main DPW office and the Sheriff's Office.
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Up Yonda Farm: Up Yonda Farm is staffed by three Parks and Recreation employees. The facility
consists of several buildings including an office, 2 barns that have been converted to a nature
centers with interactive exhibits, a sugar shack and some storage facilities. The property is
located immediately off Route 9 with good visibility from the road. The property is not fenced.
The property remains open year round with access to trails during the winter months although
the parking lot is closed after hours. There is no fee charged for use of the facilities or to view
any of the exhibits within the nature center. Interaction with members of the public is high at
this facility. The employees also travel off site to various locations providing educational
programs for schools and groups.

Office, Sign Shop & Garage: The main office building, “old garage”/sign shop and several
outbuildings are located at 4028 Main Street, Warrensburg. The “old garage” is also shared
with Sheriff s Department. The property's parking lot is open and accessible from the main road
as there is a fuel site for County and other municipal vehicles which remains open 24/7. The
administrative building has two entrances; the side entrance is for employees only and signed
appropriately. The front entrance is used by members of the public and has a
greeter/receptionist located at the entrance. The administrative building contains offices and
conference rooms. There are no sign-in procedures at the main entrance or checking of IDs for
visitors. There is a small amount of petty cash maintained by the office staff but the amount
kept on site is minimal. The receptionist receives service calls relating mainly to damage to mail
boxes, trash cans, etc., from members of the public, and the supervisor may go out to meet with
members of the public on site if it is determined that the County may be responsible for the
damage. There is a sign out board used in the administrative building to track movement of
employees. The sign shop has two employees and the maintenance staff consists of paving/
bridge crews (approximately 14 people). There are two garage doors which may be open
depending on the time of year. Access from the Sheriff s Department is one-way only from the
Sheriff's Department to the maintenance area.

Airport: The airport maintains a crew of approximately 3 individuals who are responsible for
lighting, runway maintenance, grounds and some minor building maintenance. In addition, the
crew performs snow and ice removal and some fire/emergency response operations at the
facility. The airport property is fenced with a swipe card access system located at the gate. The
airport is used mainly for private airplanes, and had a fixed base operator who is responsible
for maintaining the flight side of the facility including fueling and maintenance. There is no
security located on site. The airport offices are located on the 2nd floor of the terminal building
and there is a secure entry door. There is a restaurant on site which is open to the public, and
the airport is open 24/7 to planes.

Maintenance Facility “New Shop”: There is a main maintenance facility and outside storage
sheds located at 4055 Main Street in Warrensburg. The site has a limited visibility from the
road, and has a full perimeter fence with a gate which is locked when the building is
unattended. The building has a front entrance, which is visible internally from the main office.
There are garage doors for vehicle entry/exit. There are 43 12 individuals located at the site
with responsibility for the maintenance and repair of Warren County equipment and vehicles.
No money is kept at the facility and interaction with members of the public is minimal.
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Warren County

Workplace Violence Prevention Policy Summary

The safety and security of Warren County’s employees, contractors, visitors and clients is very important.
Threats, threatening behavior, acts of violence, or any related conduct that disrupts the work of an individual, or
the County’s ability to execute its mission, will not be tolerated.

Any person who makes threats, exhibits threatening behavior, or engages in violent acts in the workplace, may be
removed from the premises pending the outcome of an investigation. Complaints involving workplace violence
will not be ignored and will be given the serious attention they deserve.

For the purpose of this policy, “workplace” means any location, either permanent or temporary, where an
employee or contractor appointed by the County, visitor, temporary or contract employee, performs any work-
related duty. This includes, but is not limited to, the buildings and surrounding perimeters including the parking
lots, alternate work locations, and travel to and from work assignments.

For the purpose of this policy, “workplace violence” and “threat of violence” or “actual violence” includes any
physical assault, threatening behavior, or verbal abuse occurring in the workplace by employees or third parties.
It includes, but is not limited to, beating, stabbing, shooting, rape, psychological trauma such as threats, obscene
phone calls, an intimidating presence, and harassment of any nature such as stalking, shouting or swearing.

Prohibited Conduct
Prohibited conduct includes, but is not limited to:

] Injuring another person physically.

" Engaging in behavior that creates a reasonable fear of injury to another person.

= Engaging in behavior that subjects another individual to extreme emotional distress.

u Possessing, brandishing, or using a weapon that is not required by the individual’s position while
in the workplace or engaged in County business.

u Intentionally damaging property.

Ll Threatening to injure an individual or to damage property.

" Committing injurious acts motivated by, or related to, domestic violence or sexual harassment.

u Retaliating against any employee who, in good faith, reports a violation of this policy.

Violent acts of employees occurring outside the workplace also may be grounds for disciplinary action in
accordance with negotiated labor contracts, up to and including termination.

Weapons

Warren County has enacted Local Law No. 2 of 2007 which prohibits entry into and remaining in county
buildings by persons in physical possession of a deadly weapon. This local law prohibits 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, pilium ballistic knife, metal knuckle knife, dagger, billy,
blackjack, or metal knuckles from being brought into any building owned or leased by the County unless
the individual is an authorized individual as described in Section 5 of the local law.

In addition, employees may not carry a weapon covered by this policy while performing any task on the County’s
behalf unless the employee has been given specific written consent by the County to carry a weapon while
performing specific tasks on the County’s behalf. Employees, other than trained security personnel, are not
expected to handle potential situations or incidents of violence.
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Prohibited weapons include any form of weapon or explosive restricted under local, state, or federal regulation.
This includes all firearms, illegal knives, or other weapons covered by law. Legal, chemical dispensing devices
such as pepper sprays that are sold commercially for personal protection are permitted. If you have a question
about whether an item is covered by this policy, please contact the Self-Insurance Department.

Domestic Violence

Victims of domestic violence who believe that the violence may extend into the workplace or employees who
believe that domestic or other personal matters may result in their being subject to violence extending into the
workplace are encouraged to notify their supervisor. Confidentiality will be maintained to the extent possible.

Reporting of Incidents

All threats of violence or actual violence, both direct and indirect, should be reported in writing as soon as
possible to your immediate supervisor or any other member of management, and/or the police during a legitimate
emergency by calling 911. The County Administrator shall also be notified.

Any employee, visitor, temporary or contract employee, or contractor engaged by the County who witnesses an
incident of workplace violence or the potential for violence also has a duty to report the incident to management.
When reporting a threat of violence, you should be as specific and detailed as possible.

Investigation of Complaints

Allegations of workplace violence are treated seriously by the County and all reports of threats of violence, actual
violence and suspicious activities will be promptly and thoroughly investigated. The investigation will be
conducted in such a way as to maintain confidentiality to the extent practicable under the circumstances.

In the event that they are asked, employees and management are expected to cooperate fully with any ongoing
investigation. Based on the seriousness of the incident, the County Administrator may assemble a Workplace
Violence Management Response Team which may include the County Attorney, law enforcement, Employee
Assistance Program Coordinator, various Department Managers, representatives from the Employee Safety and
Health Committee, Employee Union representatives and other others as deemed necessary.

Retaliation

Retaliation against anyone acting in good faith who has made a complaint of workplace violence, who has
reported witnessing workplace violence, or who has been involved in reporting, investigating, or responding to
workplace violence is a violation of this policy. Those found responsible for retaliatory action will be subject to
discipline up to and including termination.

Disciplinary Action

If the County determines that unacceptable conduct has been committed by an employee, the County will take
such action as is appropriate ranging from counseling up to and including termination of employment. In
addition, any manager or supervisor who knows about a threat of violence, or actual violence, and takes no action
to stop it, or who fails to report an incident of workplace violence may also be subject to corrective action up to
and including termination of employment.

THE POLICY SHALL NOT BE CONSTRUED TO CREATE A DUTY OR OBLIGATION ON THE PART OF
THE COUNTY TO TAKE ANY ACTIONS BEYOND THOSE REQUIRED OF AN EMPLOYER BY
EXISTING LAW.

A complete copy of the policy is available by contacting the Office of the County Administrator.
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Workplace Violence Incident Report

Note: In completing this form, attach all supporting documents; such as continuation sheets and police
reports

Who was the violent act directed towards:

Department:
Who is completing this report: Phone:
Affected Employees Supervisor: Supervisors Phone:

Incident Information:
Date of Incident: Time of Incident:
Was this incident in person? Over the phone? Other(explain)
Location of Incident (be specific):
Description of Incident (Narrative):

Has this or a similar incident ever happened to you before? If so, please explain.

If you incurred any injury whatsoever, (physical-emotional) please describe the injury, in detail, and the
location of any treatment received.

List all witnesses of the incident:
Name:
Department:
Contact Number:
Was a weapon involved? If so, specify type and to what extent:

Who made the violent threat (Aggressor):
Name:
Department: (if an employee)
Supervisor: (if an employee)

Relationship to aggressor: (if stranger, indicate relationship, if any)
Had anything occurred in the past to make you feel this would happen? If so, please
explain.

Home address/vehicle information: (if not an employee)
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Follow-up Information:
Did this incident cause lost workdays? If so, how many?
What action did department head take? When (dates) and by whom?

Have you had any counseling or any form of emotional support since the incident? If not, would you
like to be afforded this?

As you see it, does something need to be done to avoid such an incident from happening again? If s
explain.

Did the police respond? If so, what agency?
Police Officers Name: Incident #
Attach police report if available.

Signature of person completing report Date

Give this report to your immediate supervisor as soon as possible.

Supervisor Review & Comment:

Initial: Date:

Actions taken to prevent further violent acts of similar nature:

Was the employee offered assistance through the Employee Assistance Program?

Department Head Review & Comment:

Initial: Date:

Additional Comments:

Initial: Date

Distribution (via hard copy, fax OR email): DOriginal to Department Head
DCopy to County Administrator [:ICopy to Self-Insurance DCopy to County Attorney
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RESOLUTION REQUEST FORM NO. 20
MISCELLANEOUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Self-Insuarnce
DATE: 3/7/19

(a) Purpose of Request:
Updates to the Warren County Travel Policy and Vehicle Use Policy

b) Details:
as per attached

() Previous Resolution Number:
R91 2017

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount:
not applicable

Sample: A.8021 470 Planning & Community Development —~ Contract

* as listed in budget and LOGOS



WARREN COUNTY TRAVEL POLICY AND
COUNTY VEHICLE USE REGULATIONS

Section III.155 COUNTY TRAVEL POLICY

(A) Reference is made to the provisions of Local Law #1 of 1954, codified herein at Title I11,
section 30.21 that, pursuant to NY General Municipal Law section 77-b, delegate 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 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)

(b)

(c)

(d)

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.

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.

Whenever travel is for distances more than six (6) hours away, it is
expected that mass transportation will be used unless there is
justification for not using the same.

Whenever requesting permission of the Board of Supervisors for
out-of-state travel, or when requesting authorization from the
Department Head, Chairman of the Beard oversight Committee or
County Administrator to attend a meeting or convention, the
employee making the request shall indicate on the authorization
request form whether a County vehicle and/or mass transportation
will be used and if not, the reason for such decision. The Board,
Department Head, Chairman of the oversight Committee or
County Administrator erChairman may require the use of a County
vehicle and/or mass transportation sources in whole or part as a
condition of authorizing the trip.
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(2)

(3)

TRAVEL APPROVAL REQUIRED

(a)

(b)

(c)

Unless travel is excepted herein, or by separate Resolution by the
Board, each Supervisory committee shall review and approve all
travel requests, both in-state 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.

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.

4. In-State travel for attendance at conferences, seminars
or training, the cost of which is included in the current
County Budget, requires only approval of the applicable
Department Head, the County Administrator, and the
Chair of the appropriate oversight Committee. After
such approvals are obtained, notification of the event,
the attending employee(s) and the fact that such
approvals were granted shall be noted on the agenda at
the next oversight Committee meeting.”

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 appropriates for the same
and there is compliance with the GSA policy.

FUNDING FOR TRAVEL
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(4)

(5)

If payment of travel expenses requires fund transfers, the Department Head
must provide information on where the funds are coming from.

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.

EXCEPTIONS

(a)

(b)

(c)

(d)

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
has been approved by the Sheriff or Division Commander.

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
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.

Section II1.155(4) above shall not apply to limit the maximum
reimbursement rate where the lodging and/or meals are provided ata
facility that is the host of an approved conference, training or meeting
or is chosen because of its location proximate to the event and where
the reimbursement is less than $100 above the maximum daily GSA
rate and where the employee or officer receives approval for the
increased reimbursement above GSA rate as detailed on his or her
“Authorization to Attend Meeting or Convention request form”
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(Schedule A)

Section II1.156 COUNTY MOTOR VEHICLE USE RULES

The following rules shall apply to the use of County owned, leased, or borrowed vehicles.
The following rules shall apply only to those that drive for County business.

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

(1)
(2)
(3)

(4)

()

(6)
(7)

(8

(%)

18 years and older.
Any employee who regularly or at times operates a County vehicle as part of
the employee’s usual and/or customary County job function.
An employee who is authorized to operate the vehicle by:
(a) The County Administrator; or
(b) The County Department Head to whom the vehicle has been assigned.
Those who agree to provide their driver license number to the County
for inclusion in the NYS Department of Motor Vehicle License Event
Notification Service (The LENS program provides the County with
notifications of driver license infractions and suspensions).
Those who agree to the fact that the County has a right to request
information relating to a change in driver license status of all
authorized users described above;
Those who have signed the acknowledgment (Schedule C) at the end of
this policy.
Those who maintain a valid NYS drivers license, excluding conditional
or restricted licenses.
a) Any suspension or revocation of ones driver’s license will
result in immediate loss of the employee’s status as an
authorized County driver. Status as an authorized driver will be
automatically reinstated upon restoration of unconditional
license.
Those who have been involved in an at fault incident(s) with a County
Vehicle where no convictions were issued but the incident(s) resulted
in damage resulting in excess of $2500 from a single incident or
multiple incidents within a 12 month period will no longer be
considered authorized drivers and must be reviewed by the Risk
Management Steering Committee who will provide a recommendation
to the Department Head. The Department Head will then determine the
employee’s status as an authorized driver of County vehicles or their
own vehicle on County business. Employees may appeal a Department
Heads determination to the Finance and Personnel Committee of the
Board of Supervisors.
Those with Commercial Motor Vehicle Licenses, if using the license in
the scope of their duties that have successfully passed a Commercial
Motor Vehicle License physical exam within the last 12 months and
provided proper medical examination certificate to the County.

(B) Volunteers, clients, members of employees’ families, etc. are not authorized to

Page 4 of 14



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. Executive
Law Section 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 a directly
sponsored by-WestmountHealth-Faeility-or-Countryside Adult Home or some
other governmental or non-governmental entity; and

(3)  Unpaid interns working at the Department of Social Services. Pickingup

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) or a non-profit
organization provided such non-profit organization is engaged in activity involving
or related to County activities including but not limited to promoting the County
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, supports intergovernmental relationships and furthers the
interests of the County. Picking up hitchhikers is prohibited. 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-Faceility-or Countryside Adult Home
transported by County vehicle for any event or purpose whether such

is directly sponsored by WestmeountHealth-Faeilityor Countryside

Adult Home or some other governmental or non-governmental entity
for the general benefit of Westmeount—Health-Faeility Countryside
Adult Home 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 Attorney personnel transporting witnesses;

(g) Department employees who wish to carpool with other County
Officials not from Warren County when the purpose is furthering
County business;
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(h)  Youth being transported to various programs and seminars by the
Youth-BureauDireetor Department of Social Services;

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

G) Officials or employees from governmental entities other than Warren
County, such as from federal, state or local governmental entities or
non-profit organizations engaged in activities involving or
relating to County activities.

(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 Il {53;
(2)  Superintendent of Public Works;
(3) Highway Manager Deputy—Superintendent—ofPublie
Works;and
) D ¢ Public Works G | il g _

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

(c) Sheriff’s Office:
(1)  Sheriff
(2)  Undersheriff
—ChiefDeputy
(3) Major
(4) Lieutenant- Criminal Investigators
(5) Lieutenant-Law Enforcement
(6)  K-9 Officers (2)
(7)  Narecotics Officers (5)
(8)  Civil Officers (2)
(9) Investigators

(d)  Fire Prevention & Building Code Enforcement:

1) Building Inspectors (2)

(e) Office of Emergency Services
1) Director

(2) Whenever authorization has been provided to take County vehicles home,
Department Heads or their designees must, on a quarterly basis, file with the
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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 paragraph 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)(D),
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.

(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 and Warren County
OES Director to authorize vehicles to be taken home on an as-needed basis
for training and other matters, without requiring the approval of the County

Administrator/Glerk’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 & Railroad Division site personnel would be expected to be
housed or stored, respectively, at the Airport or Parks, Recreation & Railroad Division
site. Exceptions to the requirements of this division (F) shall be as follows:

_1_} The Canaral Hi
LRV ARAW AWy S ey o ¥ auy o ¥ g XA VY

(1)  The District Attorney vehicle assigned to the investigators shall be housed at
the Town-of Chester Town-Hallor-Warren County Municipal Center:

(2)  Sheriffs vehicles may be housed or stored at the Municipal Center or
substations as designated by the Sheriff: and

(3)  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 Stony Creek, one in North Creek, and three in Chester;

(4)  One vehicle assigned to the Planning & 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

(5)  The Superintendent of Buildings vehicle to be housed in Warrensburg DPW
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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 OES
Office, the Social Services Department and the Health Services Department.

(H) No County vehicles shall be used for private or personal use. If an employee is in
the field during a normal lunch break, they are to notify their supervisor that they
are taking their lunch break and where they will be with the County vehicle.

() In addition to the log that must be kept on overnight usage the Department Head
may require (see division (E)(1)), daily logs listing destinations, mileage and times must

be maxntamed for all County vehlcles covered by thls Pohcy exeept—fer—Sheﬂf-fls—Oﬁﬁee—aad

(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’s 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.

(M) Employees are expected to take all steps necessary to avoid endangering
themselves and others while operating vehicles on County business. To ensure this,
employees authorized to operate County vehicles are expected to:

(1) Check that all vehicle occupants wear safety belts when the vehicle is in
operation; and

(2) Not operate a vehicle that the driver suspects does not operate
properly. The driver shall return and/or park the vehicle as may be
appropriate and contact his or her Supervisor to make appropriate
arrangements so that the vehicle can be towed or operated safely. If the
Supervisor is not available, the employee shall contact the Warren
County DPW maintenance department at 518-623-4142 or 518-761-
6556.

(N)Drivers of County vehicles are also responsible for:

(1) Checking that the vehicle is clean - no trash, good overall appearance;
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(2)  Checking that any tools, equipment or other items do not interfere with
the driver’s ability to operate the vehicle or pose threats in situations
where the driver suddenly stops or swerves the vehicle or otherwise
cause items in the vehicle to move around.

(3) Ensuring that the vehicle has current copy of the vehicle registration
and the insurance card are in the vehicle and all required inspection
stickers are up to date;

(4) Checking that both license plates are properly attached and visible at
all times;

(5) Conducting daily visual inspection for obvious problems (flat tire,
damage, leaks) before the start of the workday and during the workday
when approaching the vehicle.  An unsafe vehicle should not be
operated until repairs are made.

(6) Any additional pre or post trip inspection as directed by the
Department Head.

(7)  Reporting any concerns regarding the County vehicle by using the form
(Schedule B) at the end of this policy.

(0) Drivers of County vehicles must follow respective laws governing motor
vehicle operations including those regarding the use of cellular telephones.
Drivers must refrain from any activity that may impede the driver’s ability to focus
on safely operating the vehicle while it is in motion. Drivers are personally
responsible for any traffic citations; including EZ-Pass violations that may be
issued as a result of operating a vehicle for County business.

(P) Drivers of County vehicles or other vehicles for County business must be free
of alcohol and illegal drugs. This also includes prescription and non-prescription
drugs that may impair a driver’s judgment and other faculties.

(Q) Drivers must report all accidents and incidents while using a County vehicle to
his or her immediate Supervisor. The driver’s immediate Supervisor must report
the accident or incident according to the County’s Safety and Health Program
Policy.

Should a motor vehicle incident or crash occur, the driver of a vehicle used for
County business must:

(1)  Stop and investigate immediately.

(2) Set out warning devices if such are available and warranted under the
circumstances.

(3)  Notify the police (call 911) and immediate Supervisor.

(4)  The driver must supply his or her name, address, employer name and
address, vehicle registration number and exhibit operator’s driver
license to the proper authorities.

(5) If able secure names and addresses of other involved, witnesses and
first persons at the scene.

(6) If the driver strikes an unattended vehicle and the owner cannot be
located, the driver must place his or her name and the address of the
Warren County Department securely on the vehicle.
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(7) The driver shall attempt to protect his or her vehicle from further
damage and theft.

(8) The driver must comply with the drug-alcohol testing requirements of
the County’s substance abuse policy(s) for motor vehicle drivers. (most
current version is 1989)

(9) Post-Accident Testing for drugs and alcohol shall be arranged by the
Department Head and/ or Human Resources and occur as soon as
practicable following an occurrence involving a County driver if the
accident involves a loss of human life.

(10) Post-Accident Testing for drugs and alcohol shall be arranged by the
Department Head and/or Human Resources and occur as soon as
practicable following an occurrence involving a County driver if the
accident resulted in bodily injury to any person who as a result of the
injury immediately receives medical treatment away from the scene of
the accident; or one or more motor vehicles incurring disabling damage
as a result of the accident, requiring the motor vehicle to be
transported away from the scene by a tow truck or other motor vehicle
and a moving violation was issued by law enforcement.

(11) Employees with Commercial Motor Vehicle Licenses (CDL) must also
comply with the Warren County’s Drug and Alcohol Policy. (R570 of
1995)

(R) Ifyou are the driver of a disabled County vehicle you need to do the following:

(1) Make sure that the vehicle is not impeding the flow of traffic and is not a
safety hazard;

(2) Turn on the vehicles 4-way flashing hazard lights, if possible;

(3) Set-up the vehicles emergency safety triangles and safety cone if
available;

(4) Place a note that can be seen from the outside of the vehicle on the dash
of the vehicle describing the vehicles problem and drivers contact
telephone or cell number; and

(5) Notify the local police department (911) of the vehicles location;

(6) Contactyour direct supervisor;

(7) Make arrangements to have it towed.

(S) No radar detection devices are to be used in any County owned, leased,
borrowed or other vehicle used for County business. Drivers who are found to be
using such devices may be subject to disciplinary action as determined by the
Department Head or County Administrator and

in accordance with bargaining agreements and Civil Service Law.

(T) All employees seeking to operate a County vehicle must have participated in a
driver improvement program within the last 3 years. The driver improvement
program can be the County’s driver improvement training or other driver
improvement training approved by New York State Department of Motor Vehicle or
the County’s Safety Officer. Incidents and accidents involving County vehicles or
other vehicles used for County business may be reviewed by the County’s Safety
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Officer and/or the Risk Management Steering Committee and a recommendation
may be made in regards to additional driver improvement training.

(U) It will be the County Department Head’s responsibility to review this policy
with all employees prior to using a vehicle for County business and at any time
when the policy is changed. The County Department Head will be responsible for
obtaining the signed acknowledgement form that follows from the employees prior
to using a vehicle for County business. The County Department Head will be
responsible for determining each employee’s eligibility under this policy as an
authorized driver prior to vehicle use.

(V) County Department Heads or their designee shall notify (using the proper
form) the Self-Insurance Department upon hire or termination of employees
authorized to drive County vehicles or other vehicles for County business. The Self-
Insurance Department will maintain the NYS DMV LENS database accordingly.

(W) The violation of any rule in this Section I11.156 County Motor Vehicle Use Rules

MAY result in disciplinary action in accordance with bargaining agreements and
Civil Service Law.
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SCHEDULE “A”
AUTHORIZATION TO ATTEND MEETING OR CONVENTION

Check one:
[] In-State (Must be approved by Department Head, County Administrator & Committee Chair)
[ ] Out-of-State (Requires Board resolution)

The hereby authorizes
(Supervisory Committee) (Employee Name)

to attend

(Name of meeting or organization)

at on
(Address) (Dates)

Meeting/Convention Cost: 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)

[ Notice of meeting or convention including cost. Total Cost of Travel $
{travel and meeting/convention cost)

For Overnight Travel Funding in Budget? Y N
[ ] Roomrate $ GSA* Rate $
[] Mealcosts- GSA* per diem rate $ Budget Code:
*WWW.gsa.20V
Date:
Department Head Signature

Date:

County Administrator 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. [] REQUEST FOR USE OF FLEET VEHICLE

Filing Instructions:
1. Qriginal with voucher to Auditor.
2. Copy to Buildings & Grounds 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 Clerk of the Board if credit card will be used.
6. Copy of executed form needs to be included in next agenda for reporting to oversight Committee.
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Schedule “B”

WARREN COUNTY
REPORT OF CONCERNS REGARDING COUNTY VEHICLES

This section to be completed by the employee that used the vehicle.

Department

Vehicle: Make: Model:

County No.

Date Vehicle Used:

Detail of Concern(s):

Name: Title:
Date:

Employee should provide this form to their Supervisor/Department Head who will immediately forward
(via hard copy, fax or email) this form to the Fleet Manager and to the Warren County Vehicle
Maintenance Shop in Warrensburg.

This section to be completed by the Fleet Manager:
REVIEW OF CONCERNS AND ACTION TAKEN

Conclusion of Review of Concern(s) and Action Taken:

Name: Title:
Date:

Upon resolution the Fleet Manager will distribute (via hard copy, fax OR email):
Copy to Department Head, Copy Vehicle Maintenance Shop,
Original to remain with Fleet Manager.
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Schedule “C”

Warren County Travel Policy and Vehicle Use Regulations

Acknowledgement Form

I understand to be an authorized driver of a County vehicle I must:

2o

*

Be 18 years of age or older

Hold a valid NYS Drivers license

Use the vehicle as part of my usual and / or customary County job function
Have been authorized to use the vehicle by the Department Head responsible for
the vehicle or by the County Administrator

Agree to provide my driver license number to the County for the LENS program
Agree for the County to obtain my motor vehicle records

Agree to provide the County documents including driving records, proof of a
valid license and proof automobile insurance coverage if requested

Agree to immediately notify the County of any driving violations, changes to
driver information and driver status

O

%

33

*

e

%

9,
0.0

R/
0‘0

*

*,
*

L)

9,
0.0

I, have read and understand the Warren County
Travel Policy and Vehicle Use Regulations. By signing below I agree to adhere to the
policy including the items listed above.

NYS Driver License ID

(Employee Signature) (Date)

This form shall be completed when the employee is offered a position that includes
responsibility for driving a county vehicle or other vehicle for County business. This
form shall also be completed when the employee attends a driver improvement training
program.

Original of this form will be filed with the Department Head
Electronic copy will be filed with the LENS documents in the Self-Insurance Office
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RESOLUTION REQUEST FORM NO. 20

MISCELLANEOUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Seclf-Insurance
DATE:  3/7/19
(a) Purpose of Request:

To update the Warren County Alcohol & Drug Testing Policy Commercial Mivar
License

(b) Details:
As per attached

(© Previous Resolution Number:
R570 of 1995

(d)  Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount:
not applicable

Sample: A.8021 470 Planning & Community Development — Contract

* as listed in budget and LOGOS



Warren County
Alcohol & Drug Testing Policy
Commercial Driver License (CDL)
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INTRODUCTION

On February 15, 1994 the United States Department of Transportation (DOT) published the final
rules for drug and alcohol testing of Commercial Driver License (CDL) holders. The final rules must
be implemented by all employers of CDL holders by January 1, 1996.

These rules prohibit CDL holders from engaging in certain drug and alcohol related conduct and
require employers to test employees to ensure compliance with the drug and alcohol rules.

This policy has been developed as a means to ensure that all Warren County employees who hold a
CDL are informed of the FEDERAL rules for the drug and alcohol testing and the consequences of any
violation.

IF YOU POSSESS A CDL AND DRIVE, INSPECT, REPAIR, LOAD OR UNLOAD A COMMERCIAL VEHICLE
ON COUNTY BUSINESS, THE FOLLOWING RULES APPLY TO YOU.

IF YOU ARE A CDL HOLDER AND CURRENTLY OCCUPY A DEPARTMENT OF PERSONNEL
ADMINISTRATION DESIGNATED SAFETY-SENSITIVE CLASSIFICATION, YOU ARE SUBJECT TO
SUBSTANCE TESTING UNDER BOTH STATE AND FEDERAL AUTHORITIES.

WARREN COUNTY ALCOHOL & DrRUG TESTING PoLICcY, CMV
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TO ALL WARREN COUNTY EMPLOYEES WHO HOLD A CLASS A OR CLASS B COMMERCIAL
DRIVER LICENSE (CDL)

Federal Highway Administration (FHWA) regulations require annual random, unannounced alcohol
and controlled substance (drug) testing of all CDL holders. The penalties for violation of the new
FHWA alcohol misuse and controlled substance use regulations are considerable. If a CDL holder
tests positive for drug use or the misuse of alcohol the CDL holder will be prohibited from
performing safety-sensitive functions associated with the operation of a commercial vehicle and the
CDL holder may be subject to a $10,000 fine under 49 U.S.C. 521 (b). Additionally, Warren County
will take corrective disciplinary action up to and including termination for any employee found in
violation of the FHWA regulations.

Ifyou are experiencing difficulty with the use of alcohol or drugs, you are strongly encouraged to
notify your supervisor, or Department Head. Warren County will assist you as much as is
operationally practicable in helping you to overcome problems associated with substance abuse and
protect your employment status. Please see the section entitled “Where to Get Help”.

WARREN COUNTY ALCOHOL & DRUG TESTING PoLicy, CMV
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WARREN COUNTY
SUBSTANCE ABUSE POLICY FOR
COMMERCIAL MOTOR VEHICLE DRIVERS

1.0 STATEMENT OF PURPOSE AND SCOPE OF POLICY

11

1.2

1.3

1.4

1.5

Warren County is firmly committed to ensuring a safe, healthy, productive and efficient
work environment for our employees and the public we serve. The County has a vital
interest in ensuring a safe, healthy and efficient working environment and the
prevention of accidents and injuries which can result from the misuse of alcohol or
controlled substances by drivers of the County’s commercial motor vehicles. For these
reasons, and as required by the drug and alcohol testing regulations of the Federal
Motor Carrier Safety Administration ("FMCSA"), the County has established this
substance abuse policy for the drivers of its commercial motor vehicles. Drug and
alcohol testing is an integral part of our policy and program. Compliance with this
policy is required by applicants as a condition of employment and by drivers as a
condition of continued employment.

This policy applies to any “driver” (as defined in Section 2.6 of this policy) who operates
a “commercial motor vehicle” (as defined in Section 2.3 of this policy) for or on behalf of
the County and who is required to have a commercial driver's license (“CDL") in order to
operate that vehicle. The policy also applies to all applicants who seek employment for
such driver positions. Additionally, this policy applies to any County supervisor and
other managerial personnel who drive or may be required to drive a commercial motor
vehicle from time-to-time on the County’s behalf.

This policy explains the FMCSA’s drug and alcohol regulations and the County's own
policies with respect to the use controlled substances or misuse alcohol. Provisions of
this policy which are imposed under the County’s independent authority are specifically
noted by text which has been underlined.

The County maintains a policy_of non-discrimination and will endeavor to _make
reasonable accommodations to assist recovering addicts or alcoholics and those having
a medical history reflecting treatment for substance abuse conditions. We encourage
employees to seek assistance before drug and alcoho] use renders them unable to
perform their essential job functions or jeopardizes the health and safety of themselves
or others.

Any questions regarding the meaning or application of this policy should be directed to
the Program Administrator (Warren County Department of Human Resources.)

2.0 DEFINITIONS

2.1

2.2

"Alcohol"” means the intoxicating agent in beverage alcohol, ethyl alcohol or other low
molecular weight alcohols, including methyl or isopropyl alcohol.

“Alcohol Use" means the consumption of any beverage, mixture, or preparation,
including any medication, containing alcohol.

WARREN COUNTY ALCOHOL & DRrUG TESTING Policy, CMV
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2.3

2.4

2.5

2.6

2.7

2.8

For purposes of this policy, "Commercial Motor Vehicle” means a motor vehicle or
combination of motor vehicles used in commerce to transport passengers or property if
the motor vehicle:

a. has a gross combination weight rating of 11,794 or more kilograms (26,001 or
more pounds) including a towed unit with a gross vehicle weight of more than
4,536 kilograms (10,000 pounds); or

b. has a gross vehicle weight rating of 11,794 or more kilograms (26,001 or more
pounds); or

c Is designed to transport 16 or more passengers, including the driver; or

d. Is of any size and is used in the transportation of materials found to be

hazardous for the purposes of the Hazardous Materials Transportation Act
which require the motor vehicle to be placarded under the Hazardous Materials
Regulations (49 CFR Part 172, Subpart F).

“Controlled Substances” and "Drugs"” are used interchangeably in this policy and
mean marijuana, cocaine, opioids including semi-synthetic opioids, amphetamines,
phencyclidine (PCP), or their metabolites, and any other substance included in
Schedules I through V, as defined by the Controlled Substances Act, 21 U.S.C. §812, as
they may be revised from time to time. The terms "controlled substances" and “drugs"
include legal substances obtained illegally or used in an unauthorized manner, but do
not refer to the proper use of controlled substances authorized by law which do not
affect job safety or performance.

"Disabling Damage" means damage which prevents a motor vehicle from being driven
from the scene of the accident in its usual manner in daylight after simple repairs,
including damage to motor vehicles that could have been driven, but would have been
further damaged if driven. This term does not include damage which can be remedied
temporarily at the scene of the accident without special tools or parts; tire disablement
without other damage even if no spare tire is available; headlight or taillight damage; or
damage to turn signals, horn or windshield wipers which make them inoperative.

"Driver"” means any person who operates a “commercial motor vehicle” (as defined in
Section 2.3.) Under FMCSA regulations, this includes, but is not limited to: full time,
regularly employed drivers; casual, intermittent or occasional drivers.

"Performing A Safety-Sensitive Function" means any period in which a driver is
actually performing, ready to perform, or immediately available to perform any safety-
sensitive functions.

"Safety-Sensitive Function" means the following activities and includes the time a
driver begins to work or is required to be in readiness to work until the time he/she is
relieved from work and all responsibility for performing work:

a. All time at a County facility, terminal, or other property, or on any public
property, waiting to be dispatched, unless the driver has been relieved from
duty by the County;
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All time inspecting equipment as required by the FMCSA’s regulations 49 C.F.R.
§8392.7 and 392.8 or otherwise inspecting, servicing, or conditioning any
commercial motor vehicle at any time;

All time spent at the driving controls of a commercial motor vehicle in
operation;

All time, other than driving time, in or upon any commercial motor vehicle,
except time spent resting in a sleeper berth (a berth conforming to the
requirements of the FMCSA’s regulation 49 C.F.R. §393.76);

All time loading or unloading a vehicle, supervising, or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded, remaining in readiness
to operate the vehicle, or in giving or receiving receipts for shipments loaded or
unloaded; and

All time repairing, obtaining assistance, or remaining in attendance upon a
disabled vehicle.

2.9 "Substance Abuse Professional" ("SAP") means a licensed physician (medical doctor
or doctor of osteopathy), or a licensed or certified psychologist, social worker, employee
assistance professional, or an addiction counselor (certified by the National Association
of Alcoholism and Drug Abuse Counselors Certification Commission or by the
International Certification Reciprocity Consortium/Alcohol And Other Drug Abuse). All
SAPs must have knowledge of and clinical experience in the diagnosis and treatment of
alcohol and controlled substances-related disorders.

3.0 PROHIBITED CONDUCT

31 Prohibited Conduct Concerning Driver’s Use Of Drugs and Alcohol:

a.

Drivers are prohibited from reporting for duty or remaining on duty when using
any drugs (as defined in Section 2.4), except when the use is pursuant to the
instructions of a medical doctor who has advised the driver that the substance
will not adversely affect the driver's ability to safely operate a commercial
motor vehicle. (For details concerning the lawful use of prescription drugs,
refer to Section 3.4.)

Drivers are prohibited from reporting for duty or remaining on duty with an
alcohol concentration of 0.04 or greater. Drivers found to have an alcohol
concentration of 0.02 or greater, but less than 0.04, are prohibited from
performing any safety-sensitive functions for at least 24 hours from the test.

Drivers are prohibited from using alcohol in any form (including medications
containing alcohol) while performing safety-sensitive functions (refer to
Section 2.7 of this policy for the definition of performing safety-sensitive
functions).

Drivers are prohibited from performing safety-sensitive functions within four
(4) hours after using alcohol. On-call employees who are not at work, but could
be called to drive or perform other safety-sensitive functions, are subject to this
pre-duty alcohol prohibition. This means a driver who is on-call must decline a
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call to work if his or her acceptance would require the employee to drive or
perform other safety-sensitive functions within four (4) hours after consuming
alcohol. An on-call driver who is required to decline work because of his/her
use of alcohol in violation of the four-hour rule is subject to discipline up to and

including termination.

Drivers are prohibited from using alcohol for eight (8) hours following an
accident or until the driver takes a post-accident alcohol test {and tests
negative), whichever occurs first.

Drivers may not “refuse to submit” to any drug or alcohol test required under
the FMCSA's drug and alcohol rules and/or this policy. (For further details
concerning what actions will be considered as a “refusal,” refer to section 3.2 of
the policy.)

Drivers are prohibited from performing or continuing to perform a safety-
sensitive function if they have tested positive for controlled substances or
alcohol.

Drivers may not refuse to submit to any inspection required under section 11.0

of this policy.

During a driver’s workday, a driver is prohibited from engaging in the unlawful
or unauthorized manufacture, distribution, dispensation, sale, purchase,
solicitation, transfer, possession, use or transport of controlled substances or
alcohol. This prohibition does not include the authorized distribution,
dispensation, sale, purchase, solicitation, transfer, possession, use or transport
of alcoholic beverages in connection with County-sponsored functions orevents.

Drivers are prohibited from failing to stay in contact with the County or its
medical review officer while awaiting the results of a drug test.

3.2 Refusal to Submit: For purposes of this policy, the following employee conduct will be
considered as a refusal to submit to a test:

a.

refusing to complete the chain-of-custody form or any other required drug or
alcohol testing form(s);

refusing to provide a urine sample, or breath or saliva specimen for testing;

failing to provide an adequate amount of urine or breath for testing, without a
valid medical explanation;

failing to promptly notify the County that the driver was in an accident or not
being readily available for testing after an accident (except as necessary to
obtain assistance or medical care);

refusing or failing to report directly to the collection site after being notified of
the need to submit to a test;

delaying the collection, testing or verification process;
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g. adulterating or substituting a urine sample or attempting to adulterate or
substitute a urine sample; or

h. otherwise engaging in conduct that clearly obstructs the testing process.

3.3 Consumption of Food or Food-Products Containing Hemp: The consumption of food
and food-products containing hemp (for example, “Seedy Sweeties” and hemp oil} may
cause a driver to test positive for marijuana. A test result that is positive asaresultofa
driver’s consumption of food or food-products containing hemp will be reported as a
positive test. (Refer to Section 7.3 regarding the consequences of a positive test result.)

3.4 Prohibition On Supervisor Or Manager Permitting A Driver To Work: No
supervisor or manager who has actual knowledge thatan employee has engaged in oris
engaging in conduct prohibited under this policy shall permit the employee to work or
continue working under such circumstances. Any employee who has been directed not
to work or directed to stop working under such circumstances must immediately
comply.

35 Prohibition Against Working While Using Any Drug Medications Can Which Affect
Safety Or Performance:

a. Except as otherwise provided in this section, the lawful use of any medication
(therapeutic drugs) while performing a safety-sensitive function is prohibited to
the extent such use may affect the driver’s ability to perform his/her job duties

safely.

b. A driver who will use, or who is using, any medication that contains a controlled
substance has an obligation to inguire and determine whether the medication
the driver is using or may use could affect the driver's ability to perform his/her

job duties safely.

C. If the driver is or will he using any such drug medication, the driver is required
to obtain from the driver's licensed medical practitioner a written statement
which provides that the medication will not interfere with the driver's ability to
safely and efficiently perform the driver's iob duties or provides the work
restrictions, if any, which the driver is subject to for the period of time the driver
is taking the medication. The County’s “Certification of Driver’s Authorized Use
of Prescription and/or Non-Prescription Medication” form is to be used for this

urpose.

d. In the event a driver is using or will be using drug medication which will
interfere with or adversely affect the driver's ability to do his or her job duties,
such information must be reported to the driver's immediate supervisor prior to
commencing anv safety-sensitive functions, without disclosing the identity of
the substance. The driver must also have the medication available for review by
the County’s MRQ in its original container, which must identify the medication
dosage and other pertinent information about the medication.

e. A driver may continue to work, if the County’s MRO and the licensed medical
practitioner have determined that the medication will not adversely affect the
driver's ability to safely and efficiently perform the driver's safety-sensitive
functions, or they have determined that a reasonable accommodation can be
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4.0

made concerning the driver’s medication. A driver will not be permitted to
perform his or her safety-sensitive functions unless such a determination or
reasonable accommodation has been made.

REQUIRED TESTS AND PAST TEST RESULTS INFORMATION

As required by the FMCSA's regulations, the County will conduct drug and alcohol tests under
the conditions and circumstances described below.

4.1 Pre-Employment Drug Testing and Past Test Results Information:

a.

All applicants who have received a conditional offer of employment in a CMV
driver position, and all existing employees whose transfer to a CMV position has
been conditionally approved, are required to submit to a pre-employment drug
testand must receive a negative test result as a condition of employment. Such
tests will be conducted prior to the time the applicant is hired or transferred.

In addition to a pre-employment drug test, FMCSA’s regulations require the
County to obtain the following specific information concerning an applicant’s
pastdrugand alcohol tests from an applicant’s former motor carrier employers
during the previous two years: (i) alcohol tests with results of 0.04 or greater;
(ii) drug tests whose results were verified positive; and (iii) all instances in
which the applicant refused to be drug or alcohol tested. All such information
will be obtained in a confidential manner and the County will maintain a written
confidential record with respect to each former carrier contacted. The
information obtained from a previous carrier may contain alcohol and drug
information which that carrier obtained on or after January 1, 1995 from
another previous motor carrier employer.

1. Although FMCSA regulations only require the County to the go back two
vears, FMCSA requires information regarding positive test results to be
maintained for 5 years. Therefore, the County has elected to request
past test results for the previous 5 vears. As a condition of emplovment
with the County, applicants for CMV driver positions are required to
complete and sign the County’s “Applicant’s Authorization to Obtain
Past Drug and Alcohol Test Results” form, which authorizes the
applicant’s former motor carriers for whom the applicant drove during
the preceding five years (from the date of application) to release to the
County information concerning the applicant’s; (i) alcohol tests with
results of 0.04 or greater; (ii) drug tests whose results were verified
positive; and (iii) all instances in which the applicant refused to be drug
or alcohol tested.

If the County learns from the driver's previous carriers that the driver had an
alcohol test result of 0.04 or greater, a verified positive drug test, or refused to
be tested, the driver either will be ineligible to drive for the County, or if hired,
the driver will be terminated, unless the County obtains evidence that the driver
has complied with the referral and rehabilitation requirements set forth in
§382.605 of FMCSA's regulations.

4.2 Post-Accident Drug And Alcohol Testing:
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a. A driver who is performing safety-sensitive functions (as defined in Section 2.8
of this policy) involving a commercial motor vehicle is required to submit to a
post-accident drug and/or alcohol test as soon as practicable following the
accident, under the following circumstances:

1. Fatal accidents: A driver who is involved in an accident which results
in a death to another human being must always submit to a drug and
alcohol test.

2. Non-fatal accidents: A driver who is involved in a non-fatal accident,
must submit to a post-accident drug and alcohol test if:

(a) the driver was given a citation for a moving traffic violation
involving the accident and

) the accident also results in one of the following:

(1) bodily injury to the driver or another individual,
requiring immediate medical treatment away from the
scene of accident; or

(2) one or more of the vehicles involved in the accident
incurs disabling damage (as defined in Section 2.5 of the
policy), requiring the vehicle(s) to be transported away
from the scene by a tow truck or other vehicle.

b. Drivers involved in any accident involving their vehicle must notify the Program
Administrator as soon as possible to obtain information on how to proceed with
the required testing. Drivers are obligated to follow the Program
Administrator’s instructions and, if directed to submit to post-accident drug and

alcohol tests, must do so as soon as possible.

C. A driver who is subject to post-accident testing must remain readily available
for such testing or else will be deemed to have refused to submit to such testing.
However, this "readily available" requirement does not require the delay of
necessary medical attention for injured people, or prohibitadriver from leaving
the scene of the accident for the period necessary to obtain assistance in
responding to the accident or to obtain necessary emergency medical care.

d. A driver who is required to submit to a post-accident test will be suspended
after completion of the drug and /or alcohol tests. The County also reserves the
right_to_evaluate the conduct of the driver which may have caused or
contributed to the accident, to determine if this conduct in and of itself should

warrant discipline, up to and including termination.

4.3 Random Drug And Alcohol Testing:

a. Each year the County will administer random alcohol and drug tests. Random
drug tests may be conducted at any time. Random alcohol tests will only be
conducted while a driver is performing safety-sensitive functions, just before
the driver performs safety-sensitive functions, or just after the driver has ceased
performing safety-sensitive functions.
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b. The County shall select drivers for testing using a random number table or a
computer-based random number generator that is matched with the drivers’
social security numbers, or other comparable identification numbers which will
ensure that each driver has an equal chance of being tested each time selections
are made.

C. All random tests will be unannounced and the dates for administering the tests
will be spread reasonably throughout the calendar year. The dates of random
testing, locations and names of those to be tested are kept in the strictest
confidence by the Program Administrator and the specimen collector.

d. Each driver who is notified of selection for random drug or alcohol testing must
proceed to the test site immediately. If the driver is performing a safety-
sensitive function (refer to section 2.8) at the time of notification, the driver
must cease performing the safety-sensitive function and proceed to the test site
as soon as possible, but not longer than two hours from the time of notification.
Drivers who do not proceed to the test site immediately upon notification of the
test may be considered to have refused to submit to the test.

4.4 Reasonable Suspicion Drug and/or Alcohol Testing:

a. A driver must submit to a reasonable suspicion drug and/or alcohol test
whenever a manager or supervisor has reasonable suspicion to believe that the
driver has violated the drug or alcohol prohibitions contained in this policy.
Reasonable suspicion drug tests may be conducted at any time. Reasonable
suspicion alcohol tests may be conducted only while the driver is performing
safety-sensitive functions, just before the driver performs safety-sensitive
functions, or just after the driver has ceased performing safety-sensitive
functions.

b. Reasonable suspicion determinations will be based on specific,
contemporaneous, articulable observations concerning the driver, including but
not limited to, the driver’s appearance, behavior, speech, or body odors. For
drug testing, the observations may also include indications of the chronic and
withdrawal effects of drugs.

C. Documentation of the observations leading to a reasonable suspicion test will be
prepared and signed by the supervisor or manager who made the observations.
The supervisors and managers who will make reasonable suspicion
determinations have received training on alcohol misuse and controlled
substances use in accordance with the FMCSA’s regulations. The particular
supervisor or manager who makes a reasonable suspicion determination will
not conduct the drug or alcohol test.

d. A driver who is directed to take a reasonable suspicion drug and/or alcohol
testing must submit to the test as directed. The County shall transport or ensure
transport of the driver both to and from the collection site.

e A driver who is requested to submit to a reasonable suspicion drug and/or
alcohol test will be suspended after the completion of the tests. The County also
reserves the right to evaluate the conduct of the driver which warranted the
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reasonable suspicion drug or alcohol tests to determine if the conductin and of
itself should warrant discipline, up to and including termination.

5.0 SELF-IDENTIFICATION OF SUBSTANCE ABUSE PROBLEM

51

52

53

5.4

5.5

Consistent with and subiect to the County’s policies concerning medical and personal
leaves and vacations, a driver who voluntarily self-identifies himself or herselfas having
adrug or alcohol problem and requests assistance for such a problem will be referred to
a substance abuse professional for an evaluation and, if recommended, an appropriate
counseling, treatment or rehabilitation program. The cost of the counseling, treatment
or rehabilitation is the driver’s responsibility. (For further details concerning the
emplovee's pavment obligations, employees should refer to their medical insurance

plan.)

This request mustbe made before the driveris directed or otherwise required to
submit to a drug or alcohol test required by DOT or this policy.

Once leave commences, periodic certification that the emplovee is actively continuing to
participate in the program, together with progress reports, shall also be required. Asa
further condition of taking such leave, the employee will be required to authorize the
attending substance abuse professional to communicate directly with the County,
including to release the employee’s relevant treatment records to the County, exceptas
federal or state law may otherwise require. All such oral and written communications
between the substance abuse professional and County shall be treated as confidential.

Except where the federal or state law prohibits, all leave time taken for the evaluation,
counseling, treatment or rehabilitation will be counted against the leave to which the
emplovee may be entitled under the federal or state Family and Medical Leave laws.

Prior to the time such leave begins, the driver will be required to execute the County’s
“Aoreement for Treatment and Conditions for Continued Emplovment.” This agreement
provides, among other things, that before a driver will be permitted to return to his/her
driving duties or perform other safety-sensitive functions for the County, the driver will
be required to submit to post-voluntary rehabilitation return-to-duty drug test test
and/or post-voluntary rehabilitation return-to-duty alcohol and must receive a negative
result. The agreement also provides that the driver may be reguired to submit to post-
voluntary rehabilitation follow-up drug tests and/or post-voluntary rehabilitation
follow-up alcohol tests after returning to work, if directed by the treating substance
abuse professional. Any return-to-duty and follow-up drug and/or alcohol tests
performed under this section of the policy will be conducted as permitted by and in
accordance with the applicable state or local law, if any. Where there is no applicable
state or local law, or where such laws do not provide specific detailed procedures
governing such testing, the County will follow the Federal Procedures for
Transportation Workplace Drug and Alcohol Testing Programs, 49 C.F.R. Part 40, as
amended.

6.0 DRUG AND ALCOHOL TESTING PROCEDURES

As required by the FMCSA's rules, the County's drug and alcohol testing procedures comply with
the Federal Procedures For Transportation Workplace Drug and Alcohol Testing Programs, 49
C.F.R. Part 40, as amended. (A copy may be obtained from the Program Administrator). These
procedures ensure the integrity, confidentiality and reliability of the testing processes,
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safeguard the validity of the test results and ensure that these results are attributed to the
correct driver. Further, these procedures minimize the impact upon the privacy and dignity of
persons undergoing such tests. The following provides a summary of the federal procedures.,

6.1 Drug Testing Procedures:

6.1.1 a. Drugs being tested for: The drugs that may be tested for include: marijuana,
opioids including semi-synthetic opioids, amphetamines and amphetamine variants,
cocaine, phencyclidine (PCP) and their metabolites, and certain painkilling medications.

b. Chain-of-custody and laboratory: For purposes of conducting drug tests, the
County has established a chain-of-custody procedure for the collection and
analysis of urine samples that will verify the identity of each sample and test
result. All drug tests conducted pursuant to this policy shall be performed by
laboratories which are certified by the Department of Health and Human
Services (“DHHS").

C. Confirmation and review of drug test results:

1 All positive drug test results will be confirmed by gas chromatography
and mass spectrometry (GC/MS). All confirmed positive drug test
results will be reviewed by a medical review officer ("MRO") to
determine whether there is any legitimate explanation for the positive
test result. This review may include a medical interview, review of the
applicant's or driver's medical history, or review of any other relevant
biomedical factors and all medical records made available by the tested
individuals,

2. Individuals testing positive will be given the opportunity to discuss with
the MRO any legitimate explanation for the positive test result. If, after
speaking with the driver, the MRO determines that there is a legitimate
medical explanation for the confirmed positive test result, the MRO will
report the test result as “negative” to the Program Administrator or a
designated representative. If the MRO determines that there is no
legitimate explanation for the confirmed positive test result, the result
will be verified as a “confirmed positive test result” by the MRO.

3. Under the circumstances set forth in 49 C.F.R. Part 40, the MRO is
permitted to verify a test result as a confirmed positive without having
first communicated directly with the driver. In the event that serious
illness, injury or other unavoidable circumstances prevented the driver
from being contacted by the MRO or a designed County representative,
however, the MRO may reopen the verification process to permit the
driver to provide information concerning a legitimate explanation for
the positive test. (Refer to Section 3.1j. of the policy concerning the
driver’s duty to remain in contact with the County and MRO.)

d. Right to have split-sample analyzed: All applicants and drivers whose
primary urine sample is verified positive have the right to request that their
split-sample be analyzed in a different DHHS certified laboratory, selected by
the County, for the presence of the drug(s) for which a positive result was
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obtained. The request must be made to the MRO within 72 hours of being
notified by the MRO of a verified positive test result. If the split-sample fails to
reconfirm the presence of the drug(s) found in the primary sample, or if the
split-sample is unavailable, inadequate for testing or untestable, the MRO shall
cancel the test and report the cancellation and the reasons for it to the Program
Administrator or a designated representative and the tested individual
However, if the split-sample reconfirms the presence of the drug(s) or drug
metabolite(s), the MRO will notify the Program Administrator or a designated
representative and the tested individual of the test results.

e. Inability to provide adequate amount of urine sample: Applicants and
drivers must provide a urine sample of at least 45 milliliters of urine for a drug
test. If the tested individual is unable to provide such a quantity of urine, then
the tested individual will be instructed to drink a setamount of fluids and after a
set period of time, again attempt to provide a complete sample. If an applicant
refuses to drink the fluids as directed, or to provide a new urine sample, this will
constitute a refusal to submit to a test and the applicant will be ineligible for
employment with the County. If a driver refuses to drink the fluids as directed
or to provide a new urine sample, this will constitute a refusal to submit to
testing and the driver will be terminated. If a driver has not provided a
sufficient sample within a certain time period after the first unsuccessful
attempt to provide the sample, the County will direct the driver to obtain as
soon as possible, a medical evaluation from a physician selected by the County.
If the physician determines that there is no legitimate medical explanation for
the driver's failure to provide an adequate amount of urine, this will constitute a
refusal to submit to a test and the driver will be terminated.

f. Altered or substituted urine samples: Procedures for collecting urine
samples allow an individual privacy unless there is a reason to believe that a
particular individual has altered or substituted, or attempted to alter or
substitute, the sample, as defined in the Federal Procedures For Transportation
Workplace Drug Testing Programs, 49 C.F.R. Part 40. In such cases, a sample
may be obtained under the direct observation of a specimen collector of the
same gender as the individual being tested.

g. Dilute Specimens:  In the event the county receives a dilute positive
specimen, then the test shall be accepted as a positive test. In the event that the
county receives a negative dilute specimen, the county shall require a retest to
be conducted in each of the following cases: return to duty tests, follow-up tests,
reasonable suspicion tests, and random tests. The result of the retest shall
become the test of record. If the employee refuses to take the retest it will be
considered the same as a positive test result.

6.2 Alcohol Testing Procedures:

a How test will be performed: Alcohol screening tests will be performed by a
screening test technician ("STT") using a non-evidential screening device, or by
a breath alcohol technician ("BAT") using an evidential breath testing device
("EBT"). The County ensures that the STTs are proficient in the operation of
non-evidential screening devices and that the BATs are proficient in the
operation of EBTs. In addition, the County use only non-evidential alcohol
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7.0

screening devices and EBTs which are listed on the conforming products list
issued by the National Highway Traffic Safety Administration,

b. Confirmation of alcohol test results: [f the result of the screening test is an
alcohol concentration of 0.02 or greater, a confirmation test will be performed
using an EBT. The confirmation test will be conducted within 30 minutes from
the end of the screening test. The confirmation test result is the final result
upon which any discipline or other action taken under the County's policy shall
be based.

C. Inability to provide adequate amount of specimen for alcohol testing:

1. Ifadriver fails to provide or claims that he or she is unable to provide a
sufficient amount of breath to permit a valid breath test because of a
medical condition, the County will require the driver to be evaluated by
aphysician selected by the County. Ifthe physician determines that the
driver's alleged medical condition could not preclude the driver from
providing an adequate amount of breath, this will constitute a refusal to
test and the driver will be terminated.,

2. Ifthe driver is unable to provide sufficient saliva to completeatestona
saliva screening device, the STT shall conduct a new test, using a new
device. If the driver refuses to complete the new test, this will
constitute a refusal submit to a test and the driver will be terminated, [f
the new test is completed, but there is an insufficient amount of saliva to
activate the device, the driver shall immediately take an alcohol test
using an EBT. If the driver refuses to submit to the test using an EBT,
the driver will be terminated.

CONSEQUENCES FOR POLICY VIOLATIONS

The consequences discussed below apply to applicants and drivers who are found to have
violated this policy. Regardless of the discipline imposed, however, FMCSA’s regulations require
drivers who engage in any prohibited conduct under this policy to be advised of available

7.1 Automatic Removal From Safety-Sensitive Functions: FMCSA’s regulations require
drivers who violate this policy in any way to be immediately removed from their safety-
sensitive functions. Such drivers are prohibited from performing, or being permitted to
perform, a safety-sensitive function, including driving County trucks and motor vehicles
with gross vehicle weight ratings between 10,001 and 26,000 pounds or which weigh
10,001 or more pounds when loaded (regardless of the vehicle’s gross vehicle weight
rating).

7.2 Refusal To Submit: Any driver who refuses to submit to a test will be terminated,
Applicants who refuse to submit to a test will be ineligible for employment with the

County. Refer to section 3.2 concerning what actions will constitute adriver’s “refusal to
submit.”
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7.3 Positive Test Results:

a. Applicants: All applicants who receive a verified confirmed positive drug test
result will be ineligible for employment with the County.

b. Drivers:

1. Temporary suspension: Any driver who is required to submit to a
reasonable suspicion or post-accident drug or alcohol test pursuant to
this policy will be temporarily suspended.

2, Confirmed positive drug test and alcohol test results of 0.04 or
greater: If a driver receives a confirmed positive drug test or an
alcohol test result of 0.04 or greater, for the first time, the driver will be
terminated from employment.

3. Positive alcohol test results of 0.02 or greater butless than 0.04: A
driver who receives a confirmed alcohol test result of 0.02 or greater,
but less than 0.04, for the first time, will be suspended for at least 24
hours. A driver who receives a confirmed positive alcohol test result of

0.02 or greater for a second time will be terminated.

4, Fitness-for-duty evaluation in the event of driver’s legal and
authorized use of a controlled substance: Whenever an employee is
required to submit to a reasonable suspicion drug test and receives a
positive test result caused by the emplovee’s legal and authorized use of
a controlled substance, the County will require the employee to submit
to a fitness-for-duty evaluation. An employee who tests negative may
also be required to submit to a fitness-for-duty evaluation. The
evaluation mav include a review of the employee’s medical records
and/or a medical examination. The purpose of the evaluation is to
determine whether the employee poses a significant risk of substantial
harm to the health and safety of the employee or others in the
workplace, including customers and visitors. _Employees will be
required to provide the necessary authorizations for obtaining the
medical records and conducting the examination. Depending upon the
results of the evaluation, the County will consider whether the safety or
health risk can be eliminated or sufficiently reduced by a reasonable
accommodation, if applicable.

7.4 Other Policy Violations: Drivers who commit policy violations other than those
addressed in Sections 7.2 and 7.3 above will be subject to discipline, up to and including,
immediate termination. Applicants who violate this policy will be ineligible for
employment with the County.

7.5 Potential Forfeiture of Workers’ Compensation and/or Unemployment
Compensation Benefits: For purposes of this policy, violations of FMCSA's regulations
and/or the requirements of this policy constitute gross and willful misconduct. In
addition to the discipline and other consequences imposed by FMCSA and the County
under this policv. such gross and willful misconduct may also result in the denial of
unemplovment compensation under the applicable state law. In addition, drivers who
are injured as a result of a violation of FMCSA’s regulations and/or the County’s safety
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rules (including but not limited to the conduct prohibited under this policy} mav also
forfeit workers’ compensation benefits under the applicable state law.

8.0 NOTIFICATION OF TEST RESULTS

Applicants will be notified of the results ofa pre-employment drug test, if the applicant requests
his/her test results within 60 days of being notified of the disposition of the employment
application. Drivers will be advised of drug test results which are verified positive and the drug
or drug(s) for which a positive result was verified. Drivers will be notified of the results of their
alcohol tests immediately after the administration of the screening test and, if necessary, the
confirmatory test.

9.0 TESTING EXPENSES AND COMPENSATION FOR TESTS

The County will pay for drug and alcohol tests and related expenses as follows:

9.1 All drug and alcohol tests required to be taken by drivers or applicants under this policy.
including confirmation tests will be paid for by the County. The County will also pav for
the analysis of the driver’s split-sample. Any test taken at a driver’s request will be at
the driver’s expense, unless the result of the test is negative. Applicants will be required
to pay for split-sample tests in all locations, but will be reimbursed by the County if the
result is negative. The County will also pay for the cost of the driver’s transportation to
the test site, if the test is conducted at a place other than the driver’s normal work site.

9.2 All time spent by drivers providing a specimen required under this policy, including
travel time to and from the collection site, will be considered as on-duty time. The
driver will receive his or her regular compensation. including overtime, ifapplicable for
such time.

10.0 RECORDKEEPING, ACCESS TO RECORDS AND CONFIDENTIALITY OF TEST RESULTS

10.1  The County will maintain records related to its drug and alcohol testing program as
required by the FMCSA's regulations. These records will be maintained in a secure
location with controlled access and will not be released to any person exceptas required
by law or expressly authorized by the driver.

10.2  Thelaboratory may disclose drug test results only to the MRO. The MRO, STT and BAT
may disclose test results only to the individual tested, designated County
representatives, a treatment program, or a court of law or administrative tribunal to the
extentrequired by law. Beyond that, a driver’s test results shall not be released to any
person without the individual's written consent.

11.0 INSPECTIONS

11.1  Inspections Of County Property: The County may conduct unannounced random
inspections for drugs and alcohol on County facilities and property such as, but not
limited to, County vehicles, desks, file cabinets, and County-issued emplovee lockers.
Drivers are expected to cooperate in the conduct of such inspections. Inspections of
County facilities and property may be conducted at any time and need not be based on

reasonable suspicion,
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11.2 Inspections Of Driver Property: Inspections of drivers and their personal
property such as, but not limited to, vehicles, clothing, packages, purses, brief
cases, lunch boxes, or other containers brought onto or being taken off of
County premises may be conducted when there is reasonable suspicion to
believe that the driver may have or has violated the drug or alcohol prohibitions

contained in this policy.

EMPLOYEE ASSISTANCE PROGRAM (“EAP”)

As part of the County’s commitment to provide a safe, healthy and efficient working
environment for our employees, the County maintains an Employee Assistance Program
{“EAP™). The EAP provides information concerning the effects and consequences of alcohol and
drus use on an individual’s health, work, and personal life and the signs and symptoms of an
alcohol or drug problem. In addition, the EAP provides referral services to drivers and their
families seeking help with problems resulting from alcohol misuse and drug use. Participation
in this program is voluntary and confidential. The EAP can discuss available counseling,
treatment and rehabilitation programs, fiscal responsibilities, and can help the employee decide
what prosram might be best for his or her situation. For further information, call the Human

Resources Department.

SUBSTANCE ABUSE POLICY FOR WARREN COUNTY EMPLOYMENT APPLICANTS

The applicants policy applies to applicants for all positions with the County that if hired would be covered
by the Warren County Alcohol & Drug Testing Policy Commercial Driver License Policy above. Questions
regarding the meaning or application of this section of the policy should be directed to the Human
Resources Department.

This policy is not a contract of employment. Ifan applicant fails to comply with this policy, the applicant
will be ineligible for employment.

Required Pre-employment Drug Testing of all Applicants
All applicants to whom the County has given a conditional offer of employment may be required to submit
to a pre-employment drug test and must receive a negative result as a condition of employment.

Testing Procedures

The County’s pre-employment drug testing procedures comply with applicable state and local law.
Except as otherwise may be required or permitted by the applicable state or local law, the County’s pre-
employment drug test procedures will follow the Federal Procedures for Transportation Workplace Drug
and Alcohol Testing Programs, 49 CFR Part 40, in effect on January 18, 2001 and in accordance with
revisions to take effect on August 1, 2001 (with the exception of the provisions pertaining to Public
Interest Exclusions and related provisions). The County’s procedures ensure the integrity, confidentiality
and reliability of the testing process, safeguard the validity of the test results and ensure that test results
are attributed to the correct individual. These procedures are also intended to minimize the impact upon
the privacy and dignity of employees being tested. A copy of the federal procedures and any applicable
state law is available for review through the Human Resources Manager.

Consequences for Policy Violations

Positive Test Results: Any applicant who receives a confirmed positive drug test result will be ineligible

for employment with the County.

Refusal to Submit: Any applicant who refuses to submit to a test will be ineligible for employment with
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the County. The following conduct will be considered as refusing to submit to a test:

1.

Refusing to provide a urine sample or failing to provide an adequate amount of urine
without a legitimate medical explanation.

Failing to undergo a medical examination or evaluation, as directed by the MRO as part
of the verification process, or as directed by the County as part of the “shy bladder”
procedures.

Refusing to complete the chain-of-custody or another form whose completion is
required and necessary to conduct the test.

Refusing or failing to report promptly to the site where the drug test will be conducted
after the applicant is notified that he or she must submit to the test.

Failing or declining to take a second drug test that the County or collector has directed
to be taken.

Failing to cooperate with any part of the testing process, such as by delaying the
collection, testing or verification process.

Adulterating or substituting a urine sample or attempting to adulterate or substitute a
sample.

Otherwise engaging in conduct that clearly obstructs or manipulates, or attempts to
obstruct or manipulate, the testing process.

Consumption of Food or Food-Products Containing Hemp: The consumption of food and food-products

containing hemp may cause an applicant to test positive. A test result that is positive as a result of an
applicant’s consumption of food or food-products containing or made from hemp or hemp products will
be reported as a positive test, :
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RESOLUTION REQUEST FORM NO. 20

MISCELLANEQUS
*Please List All Other Requests Not Covered by Previous Resolution Request Forms Here.
Please attach any backup information available and be as detailed as possible.
DEPARTMENT NAME: Self-Insurance

DATE: 3/7/19

(a) Purpose of Request:
To update the Warren County Substance Abuse Policy for Employees

b) Details:
As per attached

© Previous Resolution Number:
unknown

(d) Where are the Funds (if required)? List Budget Code, Object Code, Full Title* and
Amount:
not applicable

Sample: A.8021 470 Planning & Community Development - Contract

* a5 listed in budget and LOGOS



Warren County
Substance Abuse Policy

For Employees

Adopted:
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1. STATEMENT OF PURPOSE

2.

1.1

1.2

1.3.

1.4.

1.5.

Warren County is firmly committed to ensuring a safe, healthy, productive and efficient work environment for
our employees and the public we serve. The County has a vital interest in ensuring a safe, healthy and
efficient working environment and in preventing accidents and injuries resulting from the misuse of alcohol or
drugs. The unlawful or improper presence or use of drugs or alcohol in the workplace presents a danger to
everyone. For these reasons, the County has established the following substance abuse policy.

This policy applies to all County employees, including those in management and supervisory positions. This
policy does not apply to driver employees subject to the drug and alcohol testing requirements of the U.S.
Department of Transportation, Federal Motor Carrier Safety Administration or to departments who have their
own approved substance abuse policy.

The County maintains a policy of non-discrimination and will endeavor to make reasonable accommodations
to assist recovering addicts or alcoholics and those having a medical history reflecting treatment for substance
abuse conditions. We encourage employees to seek assistance before their drug and alcohol use renders them
unable to perform their essential job functions or jeopardizes the health and safety of themselves or others.

Questions regarding the meaning or application of this policy should be directed to the County Human
Resources Department.

This policy is not a contract of employment. If an employee fails to comply with this policy, the employee
will be subject to disciplinary action, up to and including termination and in accordance with the terms of any
collective bargaining agreement and applicable Civil Service law and rules.

PROHIBITED CONDUCT

2.1.

Prohibited Conduct Concerning Alcohol And Drugs: Any of the following conduct by an employee is
prohibited:

a. Engaging in the illegal or unauthorized use of drugs at any time during business hours. This includes
(but is not limited to) reporting for work after the illegal or unauthorized use of a drug, or using a drug
illegally or in an unauthorized manner during the employee’s workday (including meal and other break
periods).

EXCEPTION: This prohibition does not apply to medications: (1) that have been legally prescribed to
the employee; (2) that are being used in accordance with the prescription; and (3) which the employee

" has been advised by the employee’s physician will not adversely affect the employee’s safety at work, or
the safety of others in the workplace or encountered in the course of working. If the employee is advised
that his or her use of a medication is likely to adversely affect the employee or others at work, the
employee has the responsibility to ask whether another medication can be prescribed or, if not, to advise
Human Resources that he or she has been prescribed medication which may cause an adverse effect,
without disclosing the medication’s name or the reason for its use, in order to determine if an
accommodation can be made while the employee continues to take the medication.

b. Reporting for work or remaining on duty after the employee has consumed alcohol in an amount that
may adversely affect or does adversely affect the employee’s job performance.

c. Consuming alcohol by an employee who performs safety-sensitive functions, at any time, during an
employee’s workday regardless of whether an employee is on or off county premises, including (but not
limited to) during an employee’s personal meal and other break periods.
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This prohibition does not apply to the moderate consumption of alcohol by employees of legal drinking
age during non-working hours at social events sponsored by the county.

Driving County vehicles at any time, including during non-business hours, if the employee has consumed
any alcoholic beverages.

Serving, consuming or bringing alcoholic beverages on or onto county premises.

Receiving a confirmed positive drug test result, or confirmed alcohol test result of 0.04 or greater, on any
test required under this policy.

Engaging in any conduct which constitutes a “refusal to submit to a drug or alcohol test” as defined in
Section 2.2 of this policy.

Failing to stay in contact with the County or its Medical Review Officer (MRO) while awaiting the
results of a drug test.

Consuming alcohol within the eight-hour period immediately following a work-related accident (as
defined in Section 3.1.d) or until the employee has submitted to an alcohol test (refer to Section 3.1.c)
whichever occurs first.

Engaging in the unlawful or unauthorized manufacture, distribution, dispensation, solicitation, sale,
purchase, transfer or possession of controlled substances or alcohol under any of the following
circumstances:

i.  While an employee is on County-paid time.

ii.  While an employee is on County property.

iii. ~While an employee is otherwise engaged in activities for or on behalf of the County.

iv.  Anemployee’s illegal conduct involving drugs or alcohol during non-work times may also result in
disciplinary action, up to and including immediate termination.

2.2. Refusal to Submit to a Drug or Alcohol Test: The refusal to submit to any drug or alcohol test required under
the County’s policy, including tests that employees agree to take in connection with rehabilitation provided
under this policy, will result in disciplinary action up to and including termination. An employee who
engages in any of the following conduct will be considered to have refused to submit to a dru g or alcohol test:

a.

Refusing to provide a urine or breath sample, or failing to provide an adequate amount of urine or breath
without a legitimate medical explanation;

Failing to undergo a medical examination or evaluation, as directed by the MRO as part of the
verification process, or as directed by the County as part of the “shy bladder” procedures, or the

insufficient breath procedures;

Refusing to complete the chain-of-custody form or another testing form whose completion is required
and necessary to conduct the test;

Refusing or failing to notify the County promptly that the employee was involved in a work-related
accident (as defined in Section 3.2) without a valid excuse;

Refusing or failing to report promptly to the site where the test will be conducted after the employee is
notified that he or she must submit to the test;

Failing or declining to take a second drug or alcohol test that the County or collector has directed to be
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2.3.

2.4,

2.5.

taken;

g. Failing to cooperate with any part of the testing process such as by delaying the collection, testing or
verification process;

h. Adulterating, excessive dilution, or substituting a urine sample, or attempting to adulterate, dilute or
substitute a sample;

i.  Refusing escort to or from the collection site; or

j.  Otherwise engaging in conduct that clearly obstructs or manipulates, or attempts to obstruct or
manipulate the testing process.

Consumption of Food or Food-Products Containing Hemp: The consumption of food and food-products
containing hemp, (for example, “Seedy Sweeties” and hemp oil) may cause an employee to test positive for
marijuana. Use of such hemp products will not be accepted by the County as a valid explanation for a positive
test. A test result that is positive as a result of an employee’s consumption of food or food-products
containing or made from hemp or hemp products will be reported as a positive test. (Refer to Section 6.2 of
the policy concerning the consequences for testing positive).

Manager Responsibilities: No supervisor or manager who has actual knowledge that an employee has
engaged in or is engaging in conduct prohibited under this policy shall permit the employee to work or
continue to work under such circumstances and should report the incident to Human Resources.

Compliance with Federal Contract Requirements: The County is subject to the federal Drug-Free Workplace
Act (DFWA). The DFWA requires employees who are convicted under a criminal drug statute for a violation
that occurs in the workplace to advise the County of their conviction within 5 days of the conviction. Such
employees will be subject to disciplinary action, up to and including termination.

REQUIRED TESTS

Except as otherwise provided in this policy, employees are required to submit to testing under the circumstances
described below. Except where conditions otherwise require, all tests will normally be conducted either during or
immediately after the regular work period, which includes any period when an employee is working overtime.

3.1

“Reasonable Suspicion” Drug and Alcohol Testing

a.  An employee must submit to a drug and/or alcohol test whenever the County, in accordance with

applicable state or local law, has reason to suspect the employee has or may have used drugs or alcohol in
violation of the County’s policy.

b.  Except as state or local law may otherwise provide, the County’s “reasonable suspicion” determination

will be based on specific, current observations, that can be verbalized, including but not limited to the
employee’s appearance, behavior, conduct, speech or body odors. These observations may also include
indications of chronic use of, or the effects of withdrawal from, drugs or alcohol. The determination may
be based on a single instance of conduct involving a serious potential risk of harm to the employee or
others, or to County property or the property of others, including, but not limited to, the property of the
County’s customers and suppliers. “Reasonable Suspicion” determinations will be made by, and/or in
conjunction with, personnel who have received training on the signs and symptoms of alcohol misuse
and drug use.

c.  Inaddition, whenever an employee causes or is involved in a work-related accident (as defined below) or
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near miss, and the County has reason to suspect that the employee’s use of drugs or alcohol may have
caused or contributed to the incident, the employee will be required to submit to a “reasonable suspicion”
drug and/or alcohol test.

d.  Asused in this policy, “work-related accident” means an accident:

I. Which occurs while the employee is on County premises, or is off-site while engaged in activities
for or on behalf of the County, or occurs while the employee is operating a vehicle for or on behalf
of the County, and

il. The incident results in one or more of the following: (1) a fatality, (2) bodily injury to any
individual who, as a result of the accident, requires immediate medical treatment (excluding first
aid) at or away from the scene of the accident, (3) property damage to County property or to the
property of a others, or (4) in the case of a vehicle accident, one or more vehicles involved in the
accident incurs disabling damage as a result of the accident, requiring the vehicle(s) to be
transported away from the scene by another vehicle

e.  All“reasonable suspicion” tests (including tests required after an accident) will be administered as soon

as possible following the determination.

f. Except where circumstances do not permit, the County will transport or make arrangements for the

transport of the employee to and from the sample collection site.

g Anemployee who is required to submit to a “reasonable suspicion” test (including tests required after an

accident) will be suspended with pay after the completion of the drug or alcohol tests. The County also
reserves the right to evaluate the employee’s conduct that triggered the drug and/or alcohol test to
determine if the conduct in and of itself warrants disciplinary action or other administrative action, up to
and including termination.

4. EMPLOYEE SELF-IDENTIFICATION OF SUBSTANCE ABUSE PROBLEM

4.1.

4.2.

4.3.

Consistent with and subject to the County’s policies concerning leaves of absence, employees who voluntarily
self-identify themselves as having a drug or alcohol problem and who voluntarily request assistance for such
problems will be referred to the Employee Assistance Program for an evaluation and for appropriate
counseling, treatment, or a rehabilitation program, if recommended. The cost of the evaluation and any
counseling, treatment or rehabilitation is the employee’s responsibility. (For further details concerning the
employee’s payment obligations, employees should refer to their individual medical insurance plan.) Leaves
taken under this section may be continuous or intermittent, or a combination of both, depending on the
recommendation of the substance abuse professional.

This request must be made before the employee is required to submit to a drug or alcohol test required by this
policy or is found to have violated other provisions of this policy. Employees may not use this self-
identification provision to avoid taking a test when required under this policy or to avoid being counseled for
failing to take such a test or failing to comply.

Once leave commences, periodic recertification that the employee is actively continuing to participate in the
program, together with progress reports, shall also be required. As a further condition of taking such leave,
the employee will be required to authorize the attending substance abuse professional to communicate directly
with the County, including release of the employee’s relevant treatment records to the County. All such oral
and written communications between the substance abuse professional and the County shall be treated as
confidential.
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4.4. Except where the federal, state or local laws prohibits, all leave time taken for the evaluation, counseling,
treatment or rehabilitation will be counted against any paid time off to which the employee may be entitled
under County policy. -

4.5. Consistent with and subject to the County’s policies concerning leaves of absence and NYS Civil Service
Laws, employees who take extended leave and successfully complete their counseling, treatment or
rehabilitation program may be reinstated to their former position or to an equivalent position, provided that
there is an available position. However, an employee will be entitled to reinstatement only if he/she would
have continued to be employed had medical leave not been taken. An employee is not entitled to
reinstatement if, because of layoff, reduction in force, or other reason, the employee would not be employed at
the time at which job restoration is sought.

5. TESTING PROCEDURES

The County’s drug and alcohol testing procedures comply with applicable state and federal law. Except as
otherwise may be required or otherwise permitted by the applicable state or federal law, the County’s drug and
alcohol test procedures will follow the Federal Procedures for Transportation Workplace Drug and Alcohol Testing
Programs, 49 CFR Part 40, in effect on January 18, 2001, and in accordance with revisions to take effect on August
1, 2001 (with the exception of the provisions pertaining to Public Interest Exclusions and related provisions). The
County’s procedures ensure the integrity, confidentiality and reliability of the testing process, safeguard the validity
of the test results and ensure that test results are attributed to the correct individual. These procedures are also
intended to minimize the impact upon the privacy and dignity of the employees being tested. A copy of the federal
procedures and any applicable state law is available for review from the County Attorney.

6. CONSEQUENCES FOR POLICY VIOLATIONS

Employees who violate the County’s policy are subject to the following consequences:

6.1. Refusal to Submit: Employees who refuse to submit to a test when requested will be subject to disciplinary
action, up to and including termination. Refer to Section 2.2 of this policy for a description of the conduct
that will be considered as refusing to submit to a test.

6.2. Positive Test Results:

a.  Temporary suspension with pay: Any employee who is required to submit to a reasonable suspicion-
based drug or alcohol test (including a post-accident test) will be temporarily suspended with pay.

b.  Employees who test positive: Any employee who receives a verified positive drug test, or a confirmed
alcohol test of 0.04 BAC or greater, the employee will be subject to disciplinary action, up to and
including termination.

6.3. Other Policy Violations: The employee will be subject to disciplinary action, up to and including termination.

6.4. Fitness-for-Duty Evaluation: Whenever an employee is required to submit to a “reasonable suspicion” test
(including a test following an accident or near miss) and receives a positive test caused by the employee’s
legal and authorized use of a controlled substance, the County will require the employee to submit to a fitness-
for-duty evaluation. An employee who tests negative may also be required to submit to a fitness-for-duty
evaluation. The evaluation may include a review of the employee’s medical records, a medical examination or
both. The purpose of the evaluation is to determine whether the employee poses a significant risk of
substantial harm to the health and safety of the employee or others in the workplace, including customers and
visitors. Employees will be required to provide the necessary authorization for obtaining medical records and
conducting the examination. Depending on the results of the evaluation, the County will consider whether the
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safety or health risk can be eliminated or sufficiently reduced by a reasonably accommodation, if applicable.

6.5. Potential Forfeiture of Worker’s Compensation and/or Unemployment Compensation Benefits: An
employee’s violation of the County’s policy will be considered as gross and willful misconduct. In addition to
the disciplinary action and other consequences imposed under this policy, therefore, such employee
misconduct may also result in the denial of unemployment compensation under applicable state law.
Additionally, employees who are injured as a result of using drug or alcohol in violation of this policy and/or
the other County safety rules, also risk forfeiture of workers’ compensation benefits under the applicable state
law.

7.0 INSPECTIONS

The County reserves the right to conduct searches of County property. Pursuant to this provision, the County
is authorized to search lockers, desks, file cabinets, closets, toolboxes, vehicles, and any other County owned
item in which drugs or alcohol may be present while on County property or in a County vehicle. Additionally,
the County may search a vehicle owned by the County and used by the employee, regardless of whether the
vehicle is located on County property at the time. County management or local authorities may conduct
searches. To the extent County management requests the search and the employee is present, the employee
may refuse the search; provided however, that such refusal may result in disciplinary action, up to and
including termination for refusal to cooperate. The County reserves the right to conduct searches on its
property or authorize searches by law enforcement officers on its property without the employee being present.
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RESOLUTION REQUEST FORM NO. 3

Request for New Contract
DEPARTMENT NAME: Self Insurance

DATE: 3/7/2019
(a) Is this a Result of a Bid or Request for Proposal? Yes WC 13-19

) Purpose of Contract: Agreement with One Group as Property & Casualty
Insruance Consultant for the period beginning as soon as the contract is in
place and terminating on December 31, 2019 for the fee of $9,000. The
consultant will review the various insurance policies and coverages, ensure
that there are no gaps in coverage, make recommendations to correct any
deficiencies, determine how best to move from the expiration of the current
broker services agreement on September 22, 2019 to the policy renewal date
of January 1, 2020, prepare specifications for the renewal coverage effective
January 1, 2020, make recommendations as to the procedures to obtain the
best response and the review the proposals received and make a
recommendation on such broker and coverage.

© Name of Contractor: One Group

(d) Address of Contractor: One Group Center, 706 North Clinton Street,
Syracuse, NY 13204

(e) Contractor’s Contact Person and Telephone Number: Frank Calo 315-457-1830

69) Has or will the Contract be provided, if so, please attach: on form approved by
County Attorney

(g) Commencement Date of Contract: immediately
(h) Termination Date of Contract: December 31, 2019

1 Payment Provisions: 1) lump sum amount
ii) hourly rate amount
iii) total amount not to exceed 9,000
iv) how will payments be made (i.e. monthly, quarterly,
upon completion of the project, etc. at completion of
project

(j) Where are the Funds for this Contract? List Budget Code, Object Code, Full Title*
and Amount: QR Capital Project OR Capital Reserve Project Number, Title, and
Amount:
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WC 13-19 - REQUEST FOR PROPOSALS FOR PROPERTY AND CASUALTY INSURANCE

CONSULTING SERVICES
DATE: February 19, 2019 TIME: 3:00 PM PLACE: HUMAN SERVICES BUILDING, 3*° FLOOR
PROPOSAL
PROPOSAL OF: OneGroup NY, Inc, -
COMPANY NAME

TO:  Julie A. Butler, Purchasing Agent
Warren County Human Services Building
1340 State Route 9
Lake George, NY 12845

The undersigned having carefully examined the specifications and having to their satisfaction ascertained

all the facts concerning these specifications, herewith submits the following proposal for Insurance
Consulting Services as more fully set forth herein.

§ 9,000 LUMP SUM

Please attach all other information requested in these specifications.

Date:_ 2/15/19 Federal ID#:____16-1213679
Consultant Signature: %ﬁﬁ / %
/y A Ve Sl
Consultant name (Printed): Frank Calo, Sr. Vice President, Business Risk Specialist
Name of Firm: OneGroup

Business Address: 706 N. Clinton St.
Syracuse, NY 13204

Phone #:  (800)_268-1830 Fax #: (
) 315-457-5609

E-mail of contact person: FCalo@OneGroup.com




WC 13-19 - REQUEST FOR PROPOSALS FOR PROPERTY AND CASUALTY INSURANCE

CONSULTING SERVICES
DATE: February 19, 2019 TIME: 3:00 PM PLACE: HUMAN SERVICES BUILDING, 380 FLOOR
REFERENCES
Name : County of Oneida
Address: 800 Park Avenue
PO Box:

City-State-Zip:

Utica, NY 13501

Contact Person:

Anthony (Tony) Carvelli Telephone: 315-798-5750

Emails: acarvelli@co.oneida.ny.us

Name : County of Madison

Address: North Court St.

PO Box: P.O. Box 635

City-State-Zip: Wampsville, NY 13163

Contact Person: _ Cindy Edick Telephone: _ 315-366-2371
Emails: '

Name: Town of Henrietta

Address: 475 Calkins Road

PO Box: ~

City-State-Zip:___Henrietta, NY 14467

Contact Person: _ Peter Minotti Telephone: _ 585-359-7026

Emails:

pminotti@henrietta.org




WC 13-19 - REQUEST FOR PROPOSALS FOR PROPERTY AND CASUALTY INSURANCE
CONSULTING SERVICES

DATE: February 19, 2019 TIME: 3:00 PM PLACE: HUMAN SERVICES BUILDING, 3*° FLOOR

CERTIFICATION

Non-Collusive Certification required of all bidders under Section 103-d of the General Municipal Law as amended by
Chapter 675 of the Laws of 1966, and further amended by Chapter 56 of the Laws of 2010, effective June 22, 2010.

(@)

(a-1)

)

G

By submission of this bid, each bidder and each person signing on behalf of any bidder certifies, and in the
case of a joint bid, each party thereto certifies, as to its own organization, under penalty of perjury, that to
the best of knowledge and belief:

n The prices in this bid have been arrived at independently without collusion, consultation,
communication, or agreement, for the purpose of restricting competition, as to any matter relating
to such prices with any other bidder or with any competitor;

@ Unless otherwise required by law, the prices which have been quoted in this bid have not been
knowingly disclosed by the bidder and will not knowingly be disclosed by the bidder prior to
opening, directly or indirectly, to any other bidder or to any competitor; and

3) No atternpt has been made or will be made by the bidder to induce any other person, partnership or
corporation to submit or not to submit a bid for the purpose of restricting competition.

Notwithstanding the foregoing, the statement of non-collusion may be submitted electronically in
accordance with the provisions of subdivision one of section one hundred three of the General Municipal
Law.

A bid shall not be considered for award nor shall any award be made where (a) (1) (2) and (3) above have
not been complied with; provided however, that if in any case the bidder cannot make the foregoing )
certification, the bidder shall sostate.and shall furnish with the bid a signed statement which sets forth, in
detail, the reasons therefor. Where (a) (1) (2) and (3) above have not been complied with, the bid shall not
be considered for award nor shall any award be made unless the head of the purchasing unit of the political
subdivision, public department, agency or official thereof to which the bid is made, or his designee,
determines that such disclosure was not made for the purpose of restricting competition.

The person signing this bid or proposal certifies that he has fully informed himself regarding the accuracy of
the statements contained in this certification, and under the penalties of perjury, affirms the truth thereof,
such penalties being applicable to the bidder as well as to the person signing on its behalf;

That attached hereto (if a corporate bidder) is a certified copy of resolution authorizing the execution of this
certificate by the signatory of this bid, or proposal, on behalf of the corporate bidder.

Individual Bidder

Co-Partnership

By

Partner

OneGroup

Corporation

ey,

\_/Presjdent -




WC 13-19 - REQUEST FOR PROPOSALS FOR PROPERTY AND CASUALTY INSURANCE

CONSULTING SERVICES
DATE: February 19,2019 TIME: 3:00 PM PLACE: HUMAN SERVICES BUILDING, 3%° FLOOR
CORPORATE RESOLUTION
RESOLVED that OneGroup
(Name of Corporation)

be authorized to sign and submit the Bid, or Proposal, of this Corporation for the following project:

WC 13-19 Request for Proposals for Property and Casualty Insurance Consulting Services
(Title of Project)

and to include in such Bid Proposal the Certificate as to non-collusion required by Section 103-d of
the General Municipal Law as the act and deed of such corporation, and for any inaccuracies of

misstatements in such certifies this Corporate Bidder shall be liable under the penalties of perjury.

The foregoing is a true and correct copy of the Resolution adopted by

Corporation at a meeting of its Board of Directors held on

the Day of , 20 , and
is still in force and effective on this Day of ,
20
SECRETARY
(Signature)
(SEAL OF CORPORATION)
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WC 13-19 - REQUEST FOR PROPOSALS FOR PROPERTY AND CASUALTY INSURANCE
CONSULTING SERVICES

DATE: February 19, 2019 TIME: 3:00 PM PLACE: HUMAN SERVICES BUILDING, 3*° FLOOR

CERTIFICATION OF COMPLIANCE WITH THE IRAN DIVESTMENT ACT

As a result of the lran Divestment Act of 2012 (the "Act"), Chapter 1 of the 2012 Laws of New York, a new
provision has been added to State Finance Law (SFL) § 165-a and New York General Municipa! Law § 103-g, both
effective April 12, 2012. Under the Act, the Commissioner of the Office of General Services (OGS) will be
developing a list of “persons” who are engaged in "investment activities in Iran” (both are defined terms in the law)
(the “Prohibited Entities List"). Pursuant to SFL § 165-a(3)(b), the initial list is expected to be issued no later than
120 days after the Act's effective date at which time it will be posted on the OGS website.

By submitting a bid in response to this solicitation or by assuming the responsibility of a Contract awarded
hereunder, each Bidder/Contractor, any person signing on behalf of any Bidder/Contractor and any assignee or
subcontractor and, in the case of a joint bid, each party thereto, certifies, under penalty of perjury, that once the
Prohibited Entities List is posted on the OGS website, that to the best of its knowledge and belief, that each
Bidder/Contractor and any subcontractor or assignee is not identified on the Prohibited Entities List created
pursuant to SFL § 165-a(3)(b).

Additionally, Bidder/Contractor is advised that once the Prohibited Entities List is posted on the OGS Website, any
Bidder/Contractor seeking to renew or extend a Contract or assume the responsibility of a Contract awarded in
response to this solicitation must certify at the time the Contract is renewed, extended or assigned that it is not
included on the Prohibited Entities List.

During the term of the Contract, should the County receive information that a Bidder/Contractor is in violation of the
above-referenced certification,. the County will offer the person or entity an opportunity to respond. If the person
or entity fails to demonstrate that he/shelit has ceased engagement in the investment which is in violation of the
Act within 90 days after the determination of such violation, then the County shall take such action as may be
appropriate including, but'not limited-to, imposing sanctions, seeking compliance, recovering damages or declaring
the Bidder/Contractor in default. '

The County reserves the right to reject any bid or request for assignment for a Bidder/Contractor that appears on
the Prohibited Entities List prior to the award of a contract and to pursue a responsibility review with respect to any
Bidder/Contractor that is awarded a contract and subseguently appears on the Prohibited Entities List.

f, Chris Mason , being duly sworn, deposes and says that he/she is the
President of the
OneGroup Corporation and that neither the Bidder/Contractor nor

any proposed subcontractor is identified on the Prohibited Entities List.

ol

L SIGNED
SWORN to before me this
(1 .
i day of Februany., #5749 ERIN R. MORRISSEAU
) ' v Notary Public - State of New York
2017 No. 01M06265014

P ’ g Qualified in Onondaga County
Notary Public: M V//ﬂ/hxv—v_/\____/ My Commission Expires_}_/_ﬂ_l_@_




Response to Warren County

WC 13-19 Request for Proposals
for Property and Casualty
Insurance Consulting Services

February 15, 2019

Exclusively for

Warren County

Provided by

ONEGROUP’
A World of Risk Management and Insurance Expertise
OneGroup Center
706 North Clinton Street
Syracuse, New York 13204
P:315-457-1830
F: 315-457-7902
www.OneGroup.com

Disclaimer: This document contains confidential information intended for Warren County’s authorized personnel only
and is protected by law. If you are not the intended recipient, any disclosure, copying, or distribution of this
material or the taking of any action based on it, is strictly prohibited and may be unlawful.
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Transmittal Letter

February 15, 2019

Julie A Butler, Purchasing Agent

Warren County Human Services Building 3™ Floor
1340 State Route 9

Lake George, NY 12485

Dear Ms. Butler:

On behalf of OneGroup, we appreciate the opportunity to submit a formal response to Warren County's
Request for Proposal WC 13-19 For Property and Casualty Insurance Consulting Services.

As a brief introduction, OneGroup is an insurance broker and risk management partner headquartered in
Syracuse, New York, employing over 200 insurance and risk management specialists. Our roots go back
over 100 years and we have evolved with the ever changing environment of insurance, loss-prevention
and risk exposures.

Our approach and resources differentiate us from our competitors. We partner with our customers to
provide innovative solutions to understand your municipality’s complex exposures and challenges in
insurance placement and risk management. We are able to identify, assess and prioritize risks and
coordinate an economical approach to minimize and monitor risk.

We acknowledge the scope of work that will be required to provide property and casualty consultative
services to Warren County. OneGroup has earned the reputation as a leader of innovative solutions and
have successfully managed municipalities’ insurance needs. We are confident that we can successfully team
with Warren County to ensure that Warren County is satisfied with the insurance limits and coverages
effective January 1, 2020.

We appreciate the invitation to submit our response, invite you to contact our references, and look
forward to an opportunity to further discuss and demonstrate our expertise and capabilities. Please
contact Frank Calo at 315-413-4432 or FCalo@OneGroup.com with any additional questions.

Sincerely,

Y-

Pierre Morrisseau,
Chief Executive Officer

2 OneGroup NY, Inc. 2019 All rights reservec, 3 @
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Scope of Services

Warren County is seeking proposals for the retention of an Insurance Consultant to review and make
recommendations concerning the County’'s Property and Casualty Insurance Programs. The County’s
insurance policies renew on January 1, 2020.

Warren County desires to improve the process we utilize to procure insurance services and thus is seeking
the assistance of an insurance consultant. It is anticipated that the consultant wilk:

H

v

6.
7.

Review the current policies and coverages,

Ensure there are no gaps in coverage,

Make recommendations to correct an deficiencies in the County's insurance program,

Determine how best to move from the expiration of the Broker Services agreement that occurs on
September 22, 2019 to the renewal date of January 1, 2020. Note that County procedures do not
allow us to extend the current Broker Services Agreement to the end of the year,

Prepare specifications for the renewal coverage effective January 1, 2020,

Make recommendations as to the procedures to obtain the best response, and

Review and make recommendations on proposals received by the County for such coverage.

OneGroup acknowledges the Scope of Services to be provided to Warren County for Property and
Casualty Insurance Consulting Services to be awarded by Warren County, and will expire on December 31,

2019.

° OneGroup NY, Inc. 2019 Al rights reserved. 4 @
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1) Your level of experience and familiarity in
providing the type of insurance consulting
services you propose to provide.

OneGroup is a regional insurance brokerage firm with 18 offices across the northeastern United States.
Warren County will be serviced from our Syracuse, NY office.

OneGroup is uniquely qualified to provide property and casualty consultative services to Warren County.
OneGroup has deep bench strength with more than 200 risk management and insurance experts
nationwide. As a result of OneGroup's talented group of specialists and our unparalleled expert resources,
not accessible to other brokers, we have been a top-rated insurance and risk management firm for over
20 years. We are committed to partnering with our clients to reach their goals.

We have vast experience placing and servicing all types of public entity risks. Currently we are partners
with over 150 counties, cities, towns, villages, fire departments, sewer authorities, schools, libraries,
colleges and universities,

As a company, OneGroup is committed to providing superior service and value to our clients. We are
committed to continually advancing our knowledge of risks in order to provide innovative solutions to our
clients to help them reduce their overall cost of risk. These relationships generate more than 600 policies
and over $13.5 million in written premiums in the public entity sector.

® OneGroup NY, Inc. 2019 All rights reserved. 5 @
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2) A brief overview of how you propose to
undertake providing the services.

OneGroup would undertake this engagement using the following steps:
o Interview key personnel to identify specific exposures
e Compare findings of interview(s) to coverage within insurance policies
o Perform a comprehensive review of all locations within the property policy
e Present any deficiencies and coverage-specific recommendations

e Aformal loss analysis

Review of exposures and Policy Analysis — We would evaluate each location including Warren County's
Statement of Values to ensure that there are no discrepancies, review any schedules including contents to
our physical observations. OneGroup will conduct interviews of key personnel of Warren County if
needed. We would review and recommend any changes in total limits, sub-limits, extension
endorsements, and deductibles including policy language and exclusions as we come across them. We
would also evaluate each schedule of vehicles and equipment to ensure that they are properly
represented in your current policies and make any necessary recommendations.

Policy analysis — We would review Warren County's current policies (attachment A), endorsements and
exclusions to ensure that your coverages properly insures your exposures as well as your expectation to
ensure that there are no existing gaps in insurance coverage.

Review of historical losses — A review and explanation of losses, as well as steps taken by Warren County
to prevent losses in the future, can be very helpful to an underwriter. This can significantly impact future
premiums as a carrier understands how important loss prevention and safety is to Warren County

? OneGroup NY, Inc. 2019 All rights reserved. 6 @
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3) Proposed staffing or total number of persons
available to assist with regard to the services or
total number and any licenses, certifications, etc.

of such individuals. (Complete BIOS included in

attachments)

Frank Calo, Sr. Vice President
[ Business Risk Specialist will lead the OneGroup team in ensuring that alf of the Scope of Services are met
j in accordance to the WC 13-19 Request for Proposals for Property and Casualty Insurance Consuitant
Services. Frank is a licensed New York State Broker.

Paul Casey, CPCU, ARM

Municipal Risk Specialist will assist the OneGroup team in reviewing all insurance policies and ensuring
that all risks are being properly accounted for with Warren County. Paul is a licensed New York State
Broker.

Paul Coderre, CSP, ARM

Vice President of Risk Management Services will assist in the evaluation of all properties within Warren
County to ensure that they are being insured to proper valuation.as well as identify any potential loss
prevention or safety needs throughout the counties footprint.

® OneGroup NY, Inc. 2019 All rights reserved. 7 @
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NYS Workers’

Compensation Programs

Product, Performance &

Market Optimization

Revenue, Market,
Growth, & Profit
Improvement

Property & Casualty
Insurance

Personnel Training &
Development

Customer Service &
Satisfaction

General & Operations
Management

Contact Frank:
OneGroup Center

706 N. Clinton Street
Syracuse, NY 13204
Business: 315-413-4432
Cell: 315-399-0064

Email: FCalo@OneGroup.com

www.OneGroup.com

Frank Calo has more than 35 years in accounting, business operations, and risk
management. He uses his expertise in his current role, where he specializes in
providing strategic guidance to OneGroup clients in critical business areas. Frank
is an expert in large account property and casualty brokering, and specializes in
captives and alternative risk financing. He works closely with manufacturing,
retail and distribution companies.

Frank began his career with Fay's Drugs as director of internal audit. His
responsibilities expanded to include working with the company's acquisition team
and revamping the product acquisition process. Frank then joined Pyramid
Companies as controller, working on the development team for two major shopping
centers. Frank later joined Cygnus Management Group, a private venture capital
group where he was responsible for strategic planning and development. In
2000, he was recruited to lead Riverfront Medical Services, a full-service
occupational health clinic employing more than fifty physicians. As president of
this state-wide, multi-location provider of independent medical examinations, he
returned the company to profitability in the first year of his tenure.

In 2008, Frank created Workplace Health Solutions, a startup company providing
consultative risk management with an emphasis on workers' compensation and
occupational health services.

In 2014, Workplace Health Solutions, Bailey & Haskell Insurance and Benefit
Consulting Group reorganized under the new name of OneGroup. Frank’s depth
of knowledge in workers' compensation, expertise in business management, and
strategic approach to solving problems help Frank ensure that his clients are
taken care of with the top-notch services they need.

ONEGROUP

A World of Risk Management and Insurance Expertise

Headquarters located at OneGroup Center, 706 N. Clinton Street, Syracuse, NY 13204
With over 18 locations across the north eastern United States and over 200 experts and specialists
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Risk Assessment & Loss
Analysis

Public Sector & Municipal
Risk Strategy

Workers’ Compensation
Programs

Risk Management
Consulting

Interactive Safety
Educational Programs

OSHA Compliance
Analysis

Strategic Planning

Contact Paut:

OneGroup Center

706 N. Clinton Street

Syracuse, NY 13204

Business: 315-457-1830

Cell: 315-263-1827

Email: PCasey@OneGroup.com
www.OneGroup.com

Paul has over four decades of municipal risk management, workers’ compensation
and property /casualty insurance experience in New York. Beginning as a claims
adjuster and later, claims supervisor for Liberty Mutual and Kemper Insurance
companies, he was responsible for investigating and negotiating complicated
claims for many large commercial entities. He moved into commercial insurance
marketing, advising agents and brokers on technical issues with large complex
commercial and public sector customers,

Paul subsequently moved into production and ownership roles in the agent/broker
arena before selling his business and assuming the responsibilities as director of
risk management for Onondaga County for over nine years. Additional assign-
ments have included independent municipal risk management consulting and
acting as insurance and risk manager for Yates County.

Throughout his career Paul has been actively involved as a board member for
numerous upstate community organizations, including the, then, Syracuse
Chamber of Commerce, Friends of the Zoo, and the Health Advancement
Collaborative of CNY. He became deeply involved with the New York State
Association of Self Insured Counties (NYSASIC) during his public sector work,
serving as president from 2004 -2008.

Paul joined OneGroup in 2015 as a municipal risk specialist. His focus is on
municipal and other public sector entities, where he has enjoyed providing
solutions to the many complex problems that arise in these multi-faceted
organizations.

ONEGROUP

A World of Risk Management and Insurance Expertise

Headquarters located at OneGroup Center, 706 N. Clinton Street, Syracuse, NY 13204
With over 15 locations across the North Eastern United States and over 170 specialists
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Risl& Assessment and Loss
Analysis

Risk Management
Consulting

Workers' Compensation
Programs

Industrial and Clerical
Ergonomics

Interactive Safety
Educational Programs

OSHA Compliance
Analysis and Remediation

Culture Change and
Performance Based
Safety

Contact Paul

155 Erie Boulevard

Schenectady, NY 12301-1044
Business: 518-952-7971

Cell: 518-389-8167

Email: PCoderre@CneGroup.com
www.OneGroup.com

Paul Coderre has over 30 years of consulting experience in the fields of safety
management and organizational safety. Paul's experience includes his work as a
safety consultant with a technical consulting firm assisting with the development
of risk management strategies for self-insured group trusts and insurance safety
groups. Paul joined PMA Insurance Group and PMA Management Corp. where
he rapidly rose to the position of strategic consultant specializing in workers’
compensation and other commercial property and casualty insurance risk
mitigation in a wide range of industries including healthcare, higher education,
manufacturing, and others.

In his professional career, Paul has held positions of strategic consultant,
performance management consultant, regional loss-control manager, and senior
safety specialist. He has spoken at national conventions for the American Society
of Safety Engineers, American Council of Governmental Industrial Hygienists,
American Association of Occupational Health Nurses, and The Minerva Institute
on topics ranging from culture-based safety, decision-based safety management,
and other systems based safety management concepts.

Paul joined OneGroup in 2012 as director of risk management services, heading
up OneGroup’s broad array of risk management services. Paul was promoted to
vice president in 2014. Paul's expertise is focused on assisting OneGroup clients
by providing business oriented, practical application of organizational safety
strategies including the constant monitoring of the operational, organizational,
and financial impact of safety efforts within their organizations.

ONEGROUP

A World of Risk Management and Insurance Experiise

Headquarters located at OneGroup Center, 706 N. Clinton Street, Syracuse, NY 13204
With over 15 locations across the North Eastern United States and over 170 specialists



