9.17 WORK RULES

To ensure orderly operation and provide the best possible work environment, the
County expects its employees to follow work rules that will protect the interest and
safety of all employees, the citizens, and the County. It is impossible to list every type
of behavior that may be deemed unacceptable; however, the following Work Rules
provide guidelines of conduct that may result in disciplinary action, up to and including
termination:

24) Possession of dangerous or unauthorized materials, such as explosives,
weapons, or firearms, in the workplace.

Notwithstanding the foregoing, employees are prohibited from possessing
firearms on county property in all courtrooms, the Woodbury County
Courthouse while courts are in session or as long as security is being
provided by courthouse security, and in certain restricted areas or
buildings for security reasons such as the jail and juvenile detention.

The lawful possession of firearms shall be done only in accordance with
on-body carry, being kept in the personal possession of the employee
choosing to carry and done in a manner with the utmost safety and
responsibility in mind. Concealed carry is the only form of carrying of a
lawful firearm allowed in any county building except where otherwise
permitted.

Employees who choose to carry in permitted areas are expected to
exercise their rights and responsibilities with integrity, value, and respect.
It is a prohibited practice to leave a firearm unattended or use a firearm to
intimidate and/or harass. Failure to follow this policy could result in
disciplinary action up to and including termination.



WOODBURY COUNTY TRAVEL AND EXPENSE POLICY

! GENERAL POLICY:

It Is the policy of Woodbury County to authorize approved travel for employees and/or elected
officials/deputies to attend meetings, conferences, seminars, or other events related to thelrpositions.
Employeés and/or elected officlals/deputies conducting official County business may be eligible for the
cost of mileage, parking, meals, lodging, aitfare, car rental, and miscellaneous travel expenses, If

approved by the department head or elected official.
Whenever this travel regulation Is in confiict with federal or state laws or with a collective bargalning

agreement between the County and certified bargaining unit, Federal law takes precedence over a State
statute or an employment or union contract In determining the Federal tax liability for furnished meals

ot lodging.

All travel away from the County must be approved by a department head or elected official foran
employee. Employees and/or elected officials/deputies claiming reimbursement for travel and meeting
expenses shall file a claim for relmbursement with the Woodbury County Auditor. All applicable
ftemized/detalled recelpts must be attached to the Woodbury County travel relmbursement form. As
provided by the Code of lowa, the Board of Supervisars approval is required hefore a check for payment

can he completed.

COUNTY VEHRICLES:

£ Uslng a County vehicle precludes employees and/or elected officlals/deputies from making a personal

mileage claim for miles driven.

MILEAGE:
Employees and/or elected officials/deputies in departments required to use a personal vehicle in the
re reimbursed for mileage at the rate most recently determined

employee and/or elected officlal/deputy leaves from home

ill be based on the distance to the destination. An employee
orary work

petformance of work for the County a
by the Board of Supervisors. When an

rather than work, the reimbursement w
and/or elected officlal/deputy may be relmbursed for commuting between home and a temp

location, or between a regular work location and a temporary work location.

CAR RENTAL:
Employees and/or elected officials/deputies are relmbursed for car rental If It is the means of

transportation used,

COMIVIERCIAL AIRFARE:

Erployees and/or elected officlals/deputies are relmbursed far actual costs of coach airfare.
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i Itemized detailed recelpts and not summary cre
receipts shall be Itemlzed on an expense reports

LODGING:

Employees and or elected officlals/deputies are reimbursed fo;‘the actual cost of lodging. Employees
and/or elected officials/deputies should ask for the government rate or the most economical rate.

MEALS:

Employees and/or elected officials/deputies are reimbursed for meals including tax and a reasonable

and customary gratuity.
Vieals without an overnight stay are not reimbursed.
PARKING/PHONE CALLS/MISCELLANEOUS TRAVEL EXPENSES:

eputies will be relmbursed for parking, taxi, shuttle, etc. Feesfor
if hecessary, maybe relmbursed without a recelpt. Tickets

not be reimbursed. Business related phone calls are

Employees and/or elected offictals/d
metered parking and/or baggage handling,
recelved for parking or moving violations will
reimbursable; however, personal calls are not.

TRAVEL RECEIPTS:

to all requests for relmbursement of travel expenses. These recelpts must be
dit card receipts. Requests for reimbursement including

lgned by the employee and the department head

Recelpts must be attached

and/or elected official.
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Effective Date of Implementation:
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‘Board of Supervisors Chaitperson: rTin

To the Baard of Supervisors and approved at the Board Meeting on 6-12-2012




WOODBURY COUNTY TRAVEL REIMBURSEMENT FORM (effective 01-01-19)

BOS Original Approved 06-12-12 / Auditor's Office Added Calculated Fields 10-01-12/Added Name Field 11/20/12

Lodging Meal Mileage |Miles Mileage Misc.
Date Destination Purpose Costs Costs Rate Driven |Costs Costs
0.580
Totals: $ $ ! $ $
| | !
| | |
Total Reimbursement Costs | S j !
Name
Date Signature Approval Signature %Date
— ! |
Name ﬁ |
| » | _ | |
Date Signature ‘Approval Signature ‘Date






