




































































































































































































































 

 

 

 

 

 

COMMISSIONER MEETING AGENDA REQUEST 

             321 W 3rd, Suite 100, Yankton, SD  57078 
            E-Mail: patty@co.yankton.sd.us or valli@co.yankton.sd.us 

Submission Deadline:  3:00pm on the Wednesday before scheduled meeting 
 

Date Request Submitted ___________________________ 

Request is for Commission Meeting Dated _________________________ 

Name:             
 

Address:      
 

Phone:                                                                                           
 

E-Mail Address :            
 

Topic to be Addressed and Length of Presentation:       

    

Specific Purpose for the Request (Please Also Attach Support Documents):    

 .   

 .      

    

                                                                                                                                                

                                                                                                                                                

Person(s) Making Presentation to the Board:            

    

Audio/Visual Equipment Needed:        

_______________________________________________________________________ 

------------------------------------------------------------------------------------------------ ------------ 

For Office Use: 

Approved                Denied                 Reason(s):    

Signature:    

Date:    

mailto:patty@co.yankton.sd.us
mailto:valli@co.yankton.sd.us
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SECTION 1: WELCOME & INTRODUCTION 
 
101 WELCOME 

Welcome to the Yankton County team! Together, we serve the residents of Yankton County. As an 
employer, Yankton County is committed to ensuring that working for the County is a rewarding and 
positive experience. 

It is the policy of the Yankton County Commission that this document be used as the basic outline for 
employment policies, practices, and procedures. The Employee Handbook contains general statements of 
County policy and should not be read as including the fine details of each policy, or as forming an 
expressed or implied contract or promise that the policies discussed in it will be applied in all cases. 

The Yankton County Commission may add to the policies in the Handbook or revoke or modify them 
from time to time. The Commission will attempt to keep the Handbook current, but there may be 
times when policies change before this document can be updated. In the event of a conflict between 
these policies and any state or federal law, the law shall prevail. 

As an employee, it is important that you understand the policies and benefits available to you. This 
Employee Handbook explains various policies that will help you do your job to the best of your abilities. 
As a member of the Yankton County team, we want to help you develop professionally and personally, 
and to realize your potential as a valuable employee who contributes to the success of our County. Please 
refer to this Handbook often, and do not hesitate to contact your supervisor if you have questions or 
concerns that are not addressed here.  

Once again, welcome to our team and we wish you a fulfilling, enjoyable future with the County. 

102 ABOUT YANKTON COUNTY 

Yankton County played an early and important role in the history of Dakota Territory and the state of 
South Dakota. 

Bordered on the south by the Missouri River, the county is named for the Yankton band of Sioux Indians 
who lived in the area since the early 1700s. Pierre Dorion was the first non-native person to reside here. 
Dorion married a Yankton Sioux woman 20 years before the arrival of Lewis and Clark in 1804. 

The first known white woman to visit Yankton County was Pelagie LaBarge, traveling on the Missouri River 
in 1847 on a steamboat piloted by her husband. Major William Lyman was the first known white settler in 
Yankton County in 1857. Lyman established a ferry across the James River along with a small trading post. 

In 1861, the territorial government was established with the City of Yankton designated as the first capital 
of Dakota Territory. The year 1861 also saw the first official newspaper, “The Weekly Dakotian,” published 
in Yankton. Steamboat trade flourished here until 1873 when the first railroad line connected Yankton and 
Sioux City, Iowa. 

The first school, held in the home of Dr. Abram Van Osdel, opened in December of 1862. Governor Howard 
selected Yankton County as the site for the hospital for the insane in September of 1878. Yankton lost the 
fight to retain the status of Territorial Capital in 1883 when the capital was moved to Bismarck, ND. 

The rich history of Yankton County is preserved through many landmark buildings, historical sites and the 
written word. 
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The Yankton County Commission has crafted the following statements to express both its aspirations for 
the future and intentions in serving the public.  

Vision Statement 

Yankton County will be a dynamic place, with a strong sense of history, community pride, environmental 
responsibility, economic prosperity and rural culture.  

Mission Statement 

The mission of Yankton County is to provide citizens with high quality public services that create a 
foundation of trust, unity, safety, and collaboration.  

In accomplishing this mission, the Yankton County Commission will encourage its employees and all 
elected officials to exhibit these values:  

 Accountability, dependability, and professionalism in the performance of their duties.  

 Honesty, integrity, and transparency in all proceedings.  

 Inclusiveness, accessibility, and equality in working with the public.  

 Efficiency, sustainability, and innovation in the design and implementation of programs and 
services.  

Adhering to the values will help Yankton County:  

 Stay focused on its goals;  

 Operate in an open and welcoming manner;  

 Remain positive in challenging situations; and  

 Lead by example.  

104  EMPLOYEE RESPONSIBILITY 

It is the employee's responsibility to follow the guidelines, regulations, policies, and procedures of 

Yankton County. An employee's refusal to correct a violation or repeated violations can lead to 

disciplinary action, up to and including suspension and discharge. 

105  EFFECTIVE DATE 

This Employee Handbook shall become effective upon formal adoption of the Yankton County Board 

of Commissioners. 

106 TERMS AND DEFINITIONS 

As used in this Employee Handbook: 

1. The words “shall” or “will” are construed as mandatory. 

2. The word “may” is construed as permissive. 

3. To the extent possible, nouns and pronouns will be gender neutral and inclusive of all employees. 

4. “Supervisor” means an individual with the authority to assign, direct, or review the work of 
subordinates. In many situations, the supervisor will be a County department head. 

5. Unless otherwise specified, the term “family member” includes the employee’s mother/father, 
grandmother/grandfather, wife/husband, son/daughter, stepson/stepdaughter, brother/sister, 
aunt/uncle, niece/nephew, and mother-in-law/father-in/law. 
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6. The word “County” means Yankton County as managed under the authority of the Board of County 
Commissioners, elected County officers, and appointed department heads. 

7. “Commissioners” are elected by the citizens of Yankton County, and are responsible for the 
oversight of all county services.  

8. “Elected County Officers” are elected by the citizens of Yankton County for a designated term of 
office, and are responsible for the oversight of services within their area of responsibility. Elected 
County officers in Yankton County include Auditor, Register of Deeds, Sheriff, States Attorney, and 
Treasurer. 

9. “Appointed Officials” are appointed to their position by the County Commission, and serve at the 
pleasure of the Commission.   

10. “Exempt” employees are those whose position contains duties and responsibilities of an executive, 
administrative or professional nature as described under the Fair Labor Standards Act and is 
therefore exempt from the overtime provisions of the Act. Exempt employees may be required to 
perform work in excess of the standard work week without additional compensation. 

11. “Non-Exempt” employees are those whose position is covered by the overtime provisions of the 
Fair Labor Standards Act due to the duties and responsibilities of the position. The Fair Labor 
Standards Act includes the provision for payment of all overtime hours worked in excess of 40 hours 
per week for these non-exempt positions. 

12. “Temporary or seasonal” employees are those who are hired as interim replacements to 
supplement the work force or to assist in the completion of a specific project. Employment 
assignments in this category are of a limited duration. Generally, they are not eligible for benefits 
beyond workers compensation. 

13. “Part-time” employees are those required to work less than 20 hours of compensated work per 
week. Generally, they are not eligible for benefits beyond workers compensation. 

14. “Regular full-time” employees are those who are not in a temporary or introductory status and who 
are regularly scheduled to work at least 35 30 hours per week. Generally, they are eligible for all 
employee benefits, subject to the terms, conditions and limitation of each benefit program.  

15. “Regular part-time” employees are those who are not assigned to a temporary or introductory 
status and also are regularly scheduled to work at least 20 hours a week, but less than 30 hours per 
week.  Generally, they are eligible for some benefits, subject to the terms, conditions, and limitations 
of each program. 

16. “Contract” employees are those who work under a special agreement and conditions established by 
the County Commission, and whose compensation may include specified benefits. 

17. “Introductory” employees are those whose performance is being evaluated to determine whether 
further employment as regular full-time or regular part-time employees with the County is 
appropriate. Introductory employees include new hires plus present employees being transferred or 
promoted to a new position. 
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Section II: EMPLOYMENT POLICIES & PRACTICES 

201     NATURE OF EMPLOYMENT 

1. Employment-At-Will: Employment with Yankton County is voluntarily entered into, and the 
employer/employee relationship may be terminated at any time for any lawful reason by either 
party. In the event an employee resigns their position, the employee is expected to give the 
County two weeks’ notice of the intended action. 

2. Not a Contract: Policies set forth in this handbook are not intended to create a contract, nor are 
they to be construed to constitute contractual obligations of any kind or a contract of 
employment between the County and any of its employees. The provisions of the handbook have 
been developed at the discretion of management and, except for its policy of employment-at­ 
will, may be amended or canceled at any time, at the County's sole discretion. 

3. Changes to these Policies: These provisions supersede all existing policies and practices and may 
not be amended or added to without the expressed written approval of the Yankton County 
Commission. Proposed changes to existing policies can be brought to the County Commission for 
consideration by one of the Commissioners, by an elected official, by an appointed officer, or by 
any department head within the County. Proposed changes should be reviewed by the States 
Attorney. 

202     EQUAL EMPLOYMENT OPPORTUNITY 

In compliance with Title VII of the Civil Rights Act of 1964 as amended and under authority of SDCL 
7-8-20, it is the policy of Yankton County to provide equal opportunitiesy to all employees and 
applicants for employment. The County does not discriminate in hiring or in any terms and conditions 
of employment based on sex, race, color, creed, religion, national origin, ancestry, citizenship, 
gender, age, disability, sexual orientation, genetic information or veteran status or on any other 
status that is protected under law against discrimination. This policy applies to employees and 
applicants and to all phases of employment including, but not limited to, hiring, promotion, 
demotion, and treatment during employment, rates of pay or other forms of compensation, and 
termination of employment.  

If an individual is concerned about a violation of this policy, they may utilize the Complaint Resolution 
policy set forth in this handbook. 

203  VETERAN’S PREFERENCE 

Yankton County will comply with South Dakota’s Veterans Preference Law, SDCL 3-3-1, which means that eligible 
veterans receive preference for appointment, employment and promotion. If the applicant possesses at least the 
minimum qualifications necessary to fill the position, the qualifying veteran shall be granted an interview. The 
unmarried spouse of a deceased veteran is entitled to the same preference, as is the spouse of a disabled veteran 
who is unable to exercise his or her right due to a disability. 

204 AMERICANS WITH DISABILITIES ACT (ADA) 

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Act Amendments Act of 2008, 
known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating 
against applicants and individuals with qualified disabilities and require employers to provide reasonable 
accommodations to applicants and employees as below discussed.  

It is the policy of Yankton County to comply with all federal and state laws concerning the employment of persons 
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with disabilities. Furthermore, it is our policy not to discriminate against qualified individuals with disabilities in 
regard to application procedures, hiring, advancement, discharge, compensation, training or other terms, 
conditions and privileges of employment.  

Reasonable accommodation is available to all qualified individuals with disabilities in accordance with the ADA 
and provided such accommodation does not pose an undue hardship or pose a direct threat to the safety of the 
employee or others. Employees requesting reasonable accommodation during either a recruitment or 
employment process should contact the Department Head to begin an interactive discussion about potential 
accommodations that would be available and appropriate. The Department Head may need to visit with the 
States Attorney and County Commissioners in considering potential accommodations. The County will consider 
specific requests but reserves the right to offer its own recommendations for accommodations to the extent 
permitted by law.  

If an employee makes a request to the Department Head and no response is received within one (1) week, the 
employee should take the matter to the Commissioners. 

All employment decisions regarding disability accommodations will be based on the merits of the situation in 
accordance with the defined criteria and federal and state regulations. 

Any form of retaliation against an employee for engaging in activity under this provision is expressly prohibited 
and will result in disciplinary action up to and including termination.  Please see the complaint and retaliation 
provisions set out in the Discrimination and Harassment policy. 

205  IMMIGRATION LAW COMPLIANCE 

The County is committed to employing only people who are United States citizens or non-citizens who are legally 
authorized to work in the United States. We do not discriminate because of a person's citizenship or national 
origin. 

To comply with the Immigration Reform and Control Act of 1986, every new employee is required to complete 
the Employment Eligibility Verification Form I-9 and show documents that prove identity and employment 
eligibility.  All employees will be expected to complete the I-9 Form on or before the first day of work.  If the 
employee is not able to provide the necessary documentation within three (3) working days from the date of 
hire, they must provide proof that they have applied for the required documents.  If this is not provided, the 
employee will be terminated.  Former employees who are rehired must complete the form if they have not 
completed an I-9 or it is no longer retained or valid. 

206  COUNTY PROPERTY 
It is the policy of Yankton County to: 

1. Prohibit the purchase of supplies, equipment or tools without authorization from a 
supervisor; and 

2. Prohibit the loaning or selling of equipment, supplies or tools unless the action was 
previously and clearly authorized by the County Commission. 

3. Require employees to turn in County vehicle and/or building keys and any County 
equipment prior to receiving their final paycheck. 

4. Seek reimbursement for the replacement value of County property that is damaged or 
destroyed by employee negligence. 
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207 EDUCATION AND TRAINING 

1. The County may support certain training events, such as workshops and conferences when such 
training, including travel, has been approved as part of a department’s annual budget. 

2. Yankton County encourages employees to take advantage of educational opportunities that will 
enhance their job performance. 

208 DISCRIMINATION & HARASSMENT-FREE WORKPLACE 

Yankton County recognizes that the strength of the organization relies on an environment where people are 
treated with dignity and respect without intimidation, oppression or exploitation. Therefore, the County is 
committed to providing a work environment that is free of unlawful discrimination and harassment. The County 
expressly prohibits any form of employee harassment, which includes verbal or physical conduct that denigrates 
or shows hostility or aversion toward an individual, based upon on race, color creed, religion, national origin, 
citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, 
veteran’s status, genetic information, or any other protected group in accordance with state and federal law. 
Yankton County will strive to prevent, correct and discipline behavior that is not consistent with its commitment 
to provide equal opportunity and an environment free from harassment and discrimination. This policy is adopted 
using the following definitions: 

Discrimination includes conduct, in violation of federal and state law, where unfavorable decisions are made, or 
unfavorable actions are taken, based on an individual’s protected classification, as listed above. This policy is 
intended to be consistent with the prohibitions stated in such anti-discrimination laws. 

Harassment based on an individual’s protected classification as listed above includes conduct which interferes 
with an individual’s ability to do their job by creating an intimidating, hostile or offensive work environment; 
unreasonably interfering with the individual’s work performance and/or adversely affects an individual’s 
employment opportunities.  

Harassing conduct includes, but is not limited to, the following: 

 Epithets, slurs, negative stereotyping or threatening, intimidating or hostile acts that relate to the 
categories above.  This includes jokes or pranks that are hostile or demeaning to the above protected 
categories. 

 Written or graphic material that denigrates or shows hostility or aversion toward an individual or group 
included in the above categories. 

Sexual harassment (both overt and subtle) is a form of unlawful harassment that includes employee misconduct 
that is demeaning to another person or undermines the integrity of the employment relationship and is strictly 
prohibited.  Sexual harassment is unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature.  Sexual harassment occurs when: 

 Submission to such conduct is made either explicitly or implicitly as a condition of employment 

 Submission or rejection of such conduct by an individual is used as a basis for employment decisions 

 Such conduct has a purpose or effect of substantially interfering with an individual’s work performance 

 Such conduct has a purpose or effect of creating an intimidating, hostile or offensive work environment 

Some examples of sexual harassment include, but are not limited to, the following:  

 Sexual innuendo, jokes of a sexual nature, propositions, threats 

 Sexually suggestive pictures or objects, staring, leering, obscene gestures 

 Unwanted physical contact 

 Unwelcome repeated requests for a date, telephone calls, letters or messages 

 Discussion of sexual activities  
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This policy applies not only to normal working hours, but also to social contact, off-premises work and business 
travel.  This policy protects employees from harassment by supervisors, co-workers, and third parties with whom 
they come into contact with during the course of their job. 

Harassment can be found where, in aggregate, the incidents are sufficiently pervasive, persistent or severe that 
a reasonable person with the same characteristics of the victim of the harassing conduct would be adversely 
affected to a degree that unreasonably interferes with employment. If the victim does not subjectively perceive 
the environment to be hostile or the conduct has not actually altered the conditions of employment, then there 
may not be a violation of this policy. 

Reporting Discrimination / Harassment 

It is the responsibility of every employee to act consistently with the spirit and intent of this policy. Department 
Heads and supervisors shall work to establish and maintain a climate in the work unit which encourages 
employees to communicate questions or concerns regarding this policy, recognize incidents of harassment and 
discrimination, and take immediate action in accordance with this policy.   

If you experience any possible unlawful harassment or discrimination, promptly report the concern to your 
immediate supervisor, to a Department Head, or to any Commissioner. The County takes complaints of 
discrimination and harassment very seriously and investigates claims received. Thus, there is no need to follow 
any formal chain of command when filing a complaint or discussing or expressing any issue of concern regarding 
alleged discrimination or harassment, and you may bypass anyone in your direct chain of command.  

This policy applies to all incidents of alleged discrimination or harassment, including those which occur off-
premises, or off-hours, where the alleged offender is a group leader, supervisor, coworker, or even a 
nonemployee, such as a vendor or customer, with whom the employee is involved, directly or indirectly, in a 
business or potential business relationship. 

Should the alleged discrimination or harassment occur at a time other than your normal business hours, your 
complaint should be made as early as practicable following the incident. The County will undertake an 
investigation of any complaints in a timely and appropriate manner.  All complaints will be kept confidential to 
the extent possible. 

All employees have a duty to report any conduct which they believe violates this policy. In addition, every 
employee has a duty to cooperate with any investigation conducted by the County, regardless of whether the 
investigation is being conducted by County officials or outside parties retained by the County for this purpose, or, 
for that matter, by an outside agency. 

If the County determines that an employee has violated this policy including unlawfully discriminated against or 
harassed another individual, violated the confidentiality or nonretaliation provisions, or who have been found to 
have knowingly made a false complaint, appropriate disciplinary action will be taken against the offending 
employee, up to and including an unpaid suspension or termination of employment. 

Retaliation  

The County, in accordance with state and federal law, prohibits any form of retaliation against any employee for 
reporting in good faith a violation of this policy, filing a complaint under this policy, or assisting in a complaint 
investigation.  

One type of retaliation occurs when an employer takes adverse employment action against an employee who 
complains about harassment or discrimination, or who engages in activities such as refusal to provide genetic 
information, testifying at or providing information related to a labor investigation, filing or having filed a workers’ 
compensation claim, or whistleblower status as provided for by law.  Another type of retaliation occurs when 
coworkers ostracize, employ derogatory epithets (verbal, written or gestural) against or otherwise harass an 
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employee because he or she has complained about discrimination or harassment. 

It is illegal to retaliate against any employee because of a complaint about harassment or discrimination, even if 
no harassment or discrimination ever happened.  The County policy strictly PROHIBITS any form of retaliation 
against an employee because of a complaint about harassment or discrimination.  Any complaints of retaliation 
should be reported to your direct supervisor, any Department Head, or any Commissioner. 

However, if an individual is found to have made a complaint in bad faith, fails to cooperate with an investigation 
or provides false or intentionally misleading information or testimony, that employee is subject to disciplinary 
action up to and including termination. 

209 COMPLAINT RESOLUTION 

General Complaints 

The County is committed to providing an excellent working environment for its employees. Part of this 
commitment is encouraging an open and frank atmosphere in which any complaint or problem can be 
discussed rather than utilizing any formal, restrictive grievance procedure. No employee will be penalized, 
formally or informally, for voicing a complaint in a reasonable, business-like manner. 

Employees with concerns or complaints should first discuss the problem with their immediate supervisor 
or, if this is not possible, with their Department Head. Employees who believe they are not able to discuss 
the concern with their Department Head may instead contact a Commissioner. 

Employees who have a complaint about the interpretation or application of a specific County policy or 
about a disciplinary act may submit a written inquiry or complaint to their Department Head and, if 
unresolved at that level, to the Commissioners. Department Heads and the Commissioners will strive to 
respond to written inquiries or complaints in a timely manner.  Although not all complaints can be resolved 
to everyone’s complete satisfaction, this written option provides employees with a method for receiving 
information about their inquiries and for potentially resolving concerns. 

Individuals who wish to pursue a formal complaint to the Commissioners should submit a timely written 
statement of the factual basis for the complaint to their immediate supervisor.  If the employee is not 
comfortable going to their immediate supervisor, alternative contact can be made with the State’s 
Attorney, another Department Head, or any Commissioner.  The Commissioners or their Agent will 
coordinate an investigation into the complaint in a timely manner.  All interested parties will be afforded 
the opportunity to submit evidence on the complaint.  At the conclusion of the investigation, the 
Commissioners will review the evidence in executive session and determine the appropriate course of 
action.  The decision made by the County Commissioners shall be deemed final.   

However, if an individual is found to have made a complaint in bad faith, fails to cooperate with an investigation 
or provides false or intentionally misleading information or testimony, that employee is subject to disciplinary 
action up to and including termination. 

210 CONFIDENTIAL NATURE OF WORK  

Yankton County will comply with all applicable laws and regulations and expects its employees to conduct 
business in accordance with the letter, spirit and intent of all relevant laws and refrain from any illegal, dishonest 
or unethical conduct.  In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct.  If a situation arises where it is difficult to determine the proper course of 
action, the matter should be openly discussed with your immediate supervisor and, if necessary, with your 
Department Head or the Commissioners for advice and consultation.   

While much of the work that the County does is public, certain information obtained during your employment 
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may be sensitive or confidential.  Employees must not disclose such information, purposefully or inadvertently 
through casual conversation, to any unauthorized person inside or outside the County. Employees who are 
unsure about the confidential nature of specific information must ask their supervisor for clarification. Employees 
will be subject to appropriate disciplinary action, up to and including dismissal, for knowingly or unknowingly 
revealing information of a confidential nature. 

211 PERSONNEL RECORDS 

Official personnel files for each employee will be maintained in the Auditor’s Office. Although supervisors may 
keep some records within the department, the official personnel file is maintained in the Auditor’s Office. 

Records to be maintained in the official personnel file include, but are not limited to, the following: application 
forms, personnel actions, training records, performance appraisals, and disciplinary actions.  Due to the 
particularly sensitive nature, some records pertaining to employees are maintained in separate files outside the 
basic files such as relating to medical issues and internal investigations.   

All information maintained in the official personnel files will be considered confidential and may be accessed by 
the Auditor’s staff, the supervisor, the Department Head, and the Commissioners.  Current employees may also 
review their own personnel file upon request to the Auditor.  In addition, when potential legal issues arise 
regarding an employee, the County’s legal counsel will have access to that employee’s personnel files.  
Representatives of government or law enforcement agencies, in the course of their duties, may be allowed access 
to file information.  Employees, or their representative, may be provided access according to state law and at the 
discretion of the County.   

Information relating to dates of employment, position titles and rates of pay are a matter of public record. The 
Auditor will publish such information as required by law.  

Department Heads are responsible for completing personnel action forms for new hires, promotions, demotions, 
transfers, terminations, or related personnel changes. Employees are responsible for informing the Auditor’s 
Office of changes in name, address, marital status, dependents, emergency contacts, and beneficiaries as soon 
as they occur. 
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SECTION III: CONDUCT OF EMPLOYEES 
 

301 APPEARANCE 

It is the policy of Yankton County that each employee's dress, grooming, and personal hygiene 
should be appropriate to the work situation. 

Employees are expected at all times to present a professional, business-like image to the public. 

1. The appearance of employees that do not regularly meet the public is to be governed by the 
requirements of safety and comfort, but should still be as neat as working conditions permit. 

2. The appearance of office workers and employees who have regular contact with the public 
shall follow normally accepted standards for similar situations. 

3. Department heads may authorize periodic "casual days" and establish dress standards for 
those occasions. This option is solely at the discretion of individual department heads and 
may be rescinded by the County Commission at any time should abuses and/or public 
complaints arise. 

Any employee that does not meet the standards of this policy will be required to take corrective action, 
which may include leaving the premises or work location. Any work time missed, because of failure to 
comply with this policy, may not be compensated. Repeated violations of this policy will be cause for 
disciplinary action. 

302 ATTITUDE 

It is the policy of Yankton County that certain rules, concerning employee behavior, are necessary for the 
efficient operation of County government. 

Employees are expected to conduct themselves in a positive manner so as to promote the best interests 
of Yankton County. This conduct includes: 

1. Reporting to work as scheduled and being at the proper workstation, ready for work, at the 
assigned starting time; 

2. Giving proper advance notice whenever unable to work or report on time; 

3. Complying with all County safety and security regulations; 

4. Smoking only at times and places not prohibited by the County Commission; 

5. Eating meals in the workplace is discouraged, except during designated breaks and within 
designated eating areas;  

6. Maintaining work place cleanliness and orderliness; 

7. Treating all customers, visitors and fellow employees in a courteous manner; 

8. Refraining from behavior or conduct deemed offensive or undesirable; 

9. Performing assigned work efficiently and in accord with established quality standards; and 

10. Reporting to the supervisor and/or County Commission suspicious, unethical, or illegal 
conduct by fellow employees, customers or suppliers. 
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303 PUBLIC RELATIONS 

It is the policy of Yankton County to be service oriented and to require all employees to treat the public in a 
courteous and respectful manner at all times. 

All employees have an obligation to make the public feel as comfortable as possible in dealing with County 
government. 

Employees should attempt to educate the public in using County services and should seek ways to improve 
services. 

Employees are encouraged to report recurring customer-related problems to their supervisor. If a 
customer becomes unreasonable or abusive and the employee cannot resolve the problem, the customer 
should be referred to the supervisor. 

304 COUNTY EQUIPMENT 

Supervisors are responsible for instructing employees on the proper use of County equipment, the proper 
care, maintenance and safety of County equipment, and for assuring that any required certification and/or 
licensing is maintained. 

Employees should not use County equipment for personal purposes. 

305 PERSONAL PROPERTY 

It is the policy of Yankton County to ask employees to refrain from bringing unnecessary or inappropriate 
personal property to work. 

The County recognizes that employees may wish to bring certain personal items to work. However, 

personal property that is not related to the employee's job performance may disrupt work or pose a 
safety risk to other employees. The employee's supervisor shall determine the appropriateness of 
personal items in the work place. 

306 CONFLICTS OF INTEREST 

It is the policy of Yankton County to prohibit employees from engaging in any activity, practice or act, which 
conflicts with, or appears to conflict with, the interests of the County. 

A conflict of interest is defined to include any situation in which a County official, employee or board member, 
in the discharge of official duties, would be required to take any action or make any decision that may cause 
financial benefit to: 

1. the same County official, employee or board member; 

2. any member of that official's, employee's or board member's immediate family, defined to 
include a spouse, parent, child or a sibling related by blood, marriage or adoption; or 

3. a business enterprise owned in whole or in part by the public official, employee, or board 
member; unless the benefit is extended to the general public or a broad segment of the public 
at large. 

As soon as a County official, employee, or a board member is actually aware or should reasonably be 
aware of a conflict of interest, they are required either to make full public disclosure of or to remove 
himself/herself from the conflict of interest. 

Specifically, County officials, employees, and board members are prohibited from: 

1. using their County position or any influence, power, authority, or confidential information 
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derived from it, or any County time, equipment, property, or supplies for private gain; or 

2. receiving any outside compensation, gift, or gratuity, for the performance of County duties 
except as follows: 

a. awards for meritorious public contributions publicly awarded. 

b. Receipt of honoraria or expenses paid for papers, talks, demonstrations, or appearances 
made by employees with the approval of the employee's department head or the County 
Commission 

c. Receipt of social amenities, ceremonial gifts, or advertising gifts, worth less than $100 in 
value. 

Unless directed otherwise by the County Commission, any gifts beyond those listed above received for 
performance of County duties will be considered County property and will be immediately reported to 
the County Auditor's Office for inventory. 

307 NEPOTISM 

A member of an employee's family will be considered for employment by Yankton County, provided the 
applicant possesses all the qualifications for employment. An immediate family member may not be hired, 
however, if such employment would: 

1. Create either a direct or indirect supervisor/subordinate relationship with a family member; 
or 

2. Create either an actual conflict of interest or the appearance of a conflict of interest. 

308 SECONDARY EMPLOYMENT 

County employment must be the principal vocation of all full-time employees; however, a County employee 
may engage in outside employment, subject to all of the following conditions: 

1. The secondary employment must not interfere with the efficient performance of the 
employee's County duties; 

2. The secondary employment must not conflict with the financial or public interests of the 
County or any department thereof; and 

3. The secondary employment must not be the type that would give rise to criticism or suspicion 
of conflicting interests or duties. 

County employees must notify their supervisor before engaging in secondary employment. Non-elected 
department heads must notify the County Commission before engaging in secondary employment that exceeds 
ten hours per work week. 

309 WORKPLACE VIOLENCE PREVENTION 

The County is committed to preventing workplace violence and to maintaining a safe work environment. 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public 
at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of 
harassment, including harassment that is based on an individual's sex, race, age, or any characteristic 
protected by federal, state, or local law; 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to the 
supervisor, sheriff’s office, or any member of the County Commission. This includes threats by employees, 
as well as threats by customers, vendors, solicitors, or other members of the public. When reporting a 
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threat of violence, you should be as specific and detailed as possible. 

All suspicious individuals or activities should also be reported as soon as possible to the supervisor or 
sheriff’s office. 

310 SMOKING PROHIBITED 

Smoking is prohibited inside all Yankton County buildings and vehicles. This limitation on smoking applies 
to employees, customers, and visitors. 

An exception to the smoking ban is allowed in County road maintenance and heavy equipment vehicles 
(example - road maintainer). However, should smoking related complaints arise from other employees 
operating the same piece of equipment, the preferences of the nonsmokers shall prevail. 

It is the policy of Yankton County, and in accordance with applicable state law, that smoking, including electronic 
cigarettes, smokeless tobacco and all vaping devices, shall not be permitted in County buildings or any County 
vehicle.  Such use is permissible only in personal vehicles while on break, or in other designated areas.  No 
additional breaks beyond those normally scheduled may be taken for the purpose of smoking or using similar 
products.  When smoking or using tobacco or similar products outside, please leave no traces of litter or residue.  

311 DISTRACTED DRIVING 

Employees are prohibited from undertaking any activity that could distract them from the safe operation 
of County vehicles. Examples of distractions while operating a vehicle include but are not limited to 
operating a cell phone, consuming food or beverages, reading, and smoking. 

Employees who use cell phones or radios as part of their normal work activities should operate those 

communication devices in a manner that does not inhibit or interfere with the safe operation of 
County vehicles. 

312  ELECTRONIC INFORMATION SYSTEMS 

Any use of Yankton County's Internet access or E-mail services shall be considered and treated as any 
other work product, subject to periodic or specific review by, and approval of, the employee's immediate 
supervisor or department head.  

Supervisors or department heads shall designate which employees may use E-mail. Each employee using 
E-mail or the Internet shall be required to sign an "Acceptable Use Agreement." Yankton County reserves 
the right to monitor transmissions of E-mail. Supervisors and department heads shall periodically monitor 
both Internet and E-mail use by Yankton County employees in their office to ensure they are in 
conformance with these policies and the Acceptable Use Agreement. Any employee found to be in 
violation of the Acceptable Use Agreement shall be subject to disciplinary action up to and including 
termination. 

In addition to the terms of the Acceptable Use Agreement, prohibited uses of Yankton County's E-mail 
and Internet systems via County-owned computer equipment include, but are not limited to the following: 

1. To transmit, receive, access, unload, download, or distribute offensive, threatening, pornographic, 
obscene, or sexually explicit material; 

2. To vandalize, damage, or disable property of the County or another individual or organization; 

3. To access another individual's materials, information, or files without permission; 

4. To use the network or Internet for commercial or political campaign purposes; 

5. To release personal information, files, addresses, passwords, or other vital accessing information; 
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6. To promote or solicit for illegal activities, including gambling; 

7. To interfere with another person's use or account in any way; 

8. To violate copyright or other protected material laws, trade secrets, proprietary financial 
information, or similar materials without authorization; 

9. To attempt to log on to the Internet as a system administrator; 

10. To subscribe, without authorization, to mailing lists, e-mail messages, games, chain letters, or 
other services; 

11. To circumvent security measures on County or remote computers or networks; 

12. To enroll in or engage in any activity on the Internet which results in an unauthorized charge 
or assessment to Yankton County or its representatives; 

13. Use of the system to conduct non-Yankton County activities, including, but not limited to, 
operation of a private business, conducting job searches, promoting religious beliefs, or 
forwarding political advertisements; and 

14. Use of the system to harass, intimidate, defame, or injure another individual or group. 

Any member of the Yankton County Commission may inspect the contents of the E-mail or Internet 
activity of any employee or department head without prior notice. Department heads also have the right 
to inspect E-mail or Internet activity of any employee within their department. 

Information technology and equipment is to be used for county business purposes and to increase the timeliness 
and effectiveness of county business communications.  Any personal use of county information technology and 
equipment during work hours, such as for checking personal E-mail, is expected to be limited to incidental use or 
emergency situations only.  Excessive time spent on such personal activities during work hours will subject the 
employee to disciplinary action. 

Employee use of information technology and equipment must be able to withstand public scrutiny without 
embarrassment to the County, its taxpayers, its clients, or its employees. Employees should use generally 
accepted standards of business conversation in all computer, electronics and internet usage. Employees should 
use good judgment in the type of messages created and the tone and content of messages. The content of 
messages is always considered personal opinion unless specifically stated as a county position.  

Employees learning of any misuse of County electronic information systems or a violation of this policy must 
notify their Department Head or the Commissioners of such misuse or violation immediately.  Failure to notify 
may result in corrective action up to and including termination.  Nothing in this policy, however, shall be deemed 
to interfere with employee rights to engage in discussions protected by law.  

313  SOCIAL MEDIA  

Personal websites, blogs and social media sites have become prevalent methods of self-expression in our culture.  
However, the County is also committed to ensuring that the use of such communications does not detract from 
our business by maintaining the County’s identity, integrity, and reputation in a manner consistent with our 
values and policies.   

The County respects the right of employees to use these media outlets during their personal time.  Employees 
may not use their County email addresses to register for social media sites. If you, as an employee, choose to 
identify yourself as a County employee on a website or blog, you should make it clear to the readers that the 
views expressed are the employee's alone and that they do not necessarily reflect the views of the County. 

Employees are prohibited from using, disclosing or discussing confidential and/or proprietary information, 
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including business and personal information about clients, vendors and co-workers. 

Employees are prohibited from posting or displaying comments about customers, suppliers and co-workers that 
are vulgar, obscene, threatening, intimidating, harassing, or a violation of the employer's workplace policies 
against discrimination, bullying, harassment, retaliation, or hostility on account of age, race, religion, sex, 
ethnicity, nationality, disability, or other protected class, status, or characteristic.  Instead, it is recommended to 
use the following questions as a guideline in the creation of social media content:  Is the content positive?  Is it 
professional?  Is this information protected? 

As an employee, you must be careful not to let online communications interfere with your job or customer 
commitments. Refrain from using social media while on work time or on equipment provided by Yankton County 
unless it is work-related as authorized by your Department Head or consistent with County policy.  

If an employee believes that a blog or other online communication violates any County policy, the employee 
should immediately report the blog or online communication to their Department Head. 

The County reserves the right to monitor all public blogs and social networking forums for the purpose of 
protecting its interests and monitoring compliance with County policies.  If online activity is seen as compromising 
the County, the County may request a cessation of such commentary, and the employee may be subject to 
coaching and, potentially, disciplinary action.   

Any employee who violates this policy may be subject to disciplinary action, up to and including termination. 
Additionally, legal action may be taken where necessary against employees who engage in prohibited or unlawful 
conduct. 

Nothing in this policy, however, shall be deemed to interfere with employee rights to engage in discussions 
protected by law.  This policy is not intended to restrict an employee’s right to discuss wages and other terms 
and conditions of employment with co-workers or in any way limit employees’ rights under applicable laws.  For 
any questions about these guidelines or any matter related to personal websites or blogs, contact the 
Department Head. 
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SECTION IV: DRUG AND ALCOHOL-FREE WORKPLACE 
 

 

401 COUNTY COMMITMENT 

It is the policy of Yankton County to maintain a work place that is free from the effects of drug and alcohol 
abuse. 

Consistent with the spirit and intent of this policy, Yankton County will act to eliminate any substance 
abuse which could impair an employee's ability to safely and effectively perform a particular job and which 
increases the potential for accidents, absenteeism, substandard performance and tends to undermine 
public confidence in the County's workforce. 

402 DEFINITIONS 

1. Alcohol - means the intoxicating agent is beverage alcohol, ethyl alcohol or other low molecular 
weight alcohol including methyl or isopropyl alcohol. 

2. Drugs - means any substance (other than alcohol) that is a controlled substance as defined in this 
section. 

3. Controlled Substance – that which has a stimulant, depressant, or hallucinogenic effect on the 
central nervous system. 

4. Reasonable Suspicion – means a belief based on specific facts and reasonable inferences drawn 
from those facts that an employee is under the influence of drug or alcohol. Circumstances which 
constitute a basis for determining reasonable suspicion may include, but are not limited to: 

a. A pattern of abnormal or erratic behavior which is so unusual that it warrants summoning a 
supervisor, department hear or other individual for assistance. 

b. Information provided by a reliable and credible source with personal knowledge. 

c. Direct observation of drug or alcohol use. 

d. Presence of the physical symptoms of drug or alcohol use: (i.e. glossy or blood-shot eyes, 
alcohol odor on breath, slurred speech, poor coordination and/or reflexes). 

e. Possession of substances in violation of the County's drug and alcohol policy. 

5. Refusing to Submit - to an alcohol or controlled substance test means that an employee: 

a. Fails to provide adequate breath for testing without a valid medical explanation after he or she 
has received notice of the requirement for breath testing. 

b. Fails to provide adequate urine for controlled substance testing without a valid medical 
explanation after he or she has received notice of the requirement for urine testing; or 

c. Engages in conduct that clearly obstructs the testing process. 

403 COUNTY POLICIES 

1. Employees are prohibited from the use, sale, dispensing, distribution, possession, or 
manufacture of illegal drugs and narcotics or alcoholic beverages on County premises or work 
sites. In addition, employees are prohibited from the off-premises use of alcohol and possession, 
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use, or sale of illegal drugs when such activities adversely affect job performance or job safety. 
Illegal and/or inappropriate use of prescription and over-the-counter medications are also 
prohibited. 

2. Employees will be subject to disciplinary action, as provided in Section IX for violations of these 
policies. Such violations include, but are not limited to, possessing illegal or non-­ prescribed drugs 
and narcotics or alcoholic beverages at work; being under the influence of is such substance while 
working; using them while working; or dispensing, distributing, or illegally manufacturing or selling 
them on County property and work sites. Employees, their possessions, and County issued equipment 
and containers under their control are subject to search and surveillance at all times while on County 
property or while conducting County business. 

3. Certain positions with the County may require that an applicant pass a post-offer, pre-
employment drug test. Applicants for those positions will be notified of the need for such test. 
Failure to pass the pre-employment test, or failure to submit to testing, will prevent the applicant 
from further consideration for that position. 

4. Employees may be requested to undergo drug and alcohol testing if there is a "reasonable 
suspicion" that the employee is under the influence of drugs or alcohol during work hours. Where 
"reasonable suspicion" exists that the policies have been violated, the supervisor should report 
the situation immediately to their Department Head. The Department Head may ask the 
employee to submit to blood and urine testing by a qualified medical physician or hospital at the 
County's expense. Prior to testing, the County shall secure a signed release statement from the 
employee to have the hospital/physician release medical information to the County. If a 
Department Head is suspected of “reasonable suspicion”, the suspecting party should report 
their suspicions to the Commission Chair. 

5. An employee who refuses to consent to a drug and alcohol test when reasonable suspicion exists 
may be subject to disciplinary action. A positive result from the drug and/or alcohol test 
confirming the reasonable suspicion may result in disciplinary action. All information from an 
employee's drug and/or alcohol test is confidential, and only those with a need to know are to 
be informed of the results. 

6. Individual departments may require random drug testing as a condition of employment, 
especially when individual and/or public safety concerns exist. 

7. Employees are required to notify their supervisor no later than five (5) days after any criminal 
drug statute conviction for a violation occurring in the work place. 

8. The County Commission will take one or both of the following actions within thirty (30) days of 
the notice specified in 403, item 7: 

a. Take appropriate disciplinary action against the employee up to and including termination; 
and/or 

b. Require the employee to participate satisfactorily in a drug abuse assistance or rehabilitation 
program. 

9. Employees who use legal drugs or narcotics during work, and have any reasons to expect such use 
may affect their ability to perform their work, must report this fact to their supervisor. A 
determination will then be made as to whether the employee should be able to perform the 
essential functions of the job safely and properly. 

10. Employees who are experiencing work-related or personal problems resulting from drug, narcotic, or 
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alcohol abuse or dependency may request, or be required to seek, counseling help. County required 
counseling should be kept confidential and should not have any influence on performance appraisals. 
Job performance alone, not the fact that an employee seeks counseling, is to be the basis of all 
performance appraisals. 

11. Any employee who is abusing drugs or alcohol may be granted a leave of absence to undertake 
rehabilitation treatment. The employee will not be permitted to return to work until certification 
is presented to the supervisor that the employee is capable of performing his job. Failure to 
cooperate with an agreed upon treatment plan may result in discipline, up to and including 
termination. Participation in a treatment program does not insulate an employee from the 
imposition of discipline for violations of this or other County policies. 

12. If any employee has been found to have violated County policies the employee may in certain 
circumstances be permitted to return to their position. Determination of whether or not an 
employee will be returned to work, and what specific conditions may be set for an employee's 
return to work, will be made on a case by case basis by the County Commission. The specific 
conditions may include, but are not limited to: 

a. An employee may be required to submit to an alcohol and controlled substance abuse 
assessment with a designated substance abuse professional. 

b. An employee may be required to successfully complete an in-patient or out-patient chemical 
dependency treatment program as recommended by a substance abuse professional. 

c. An employee may be required to continue participation in aftercare treatment programs, 
counseling, support groups, or other rehabilitation/maintenance program as may be 
recommended by the substance abuse professional. 

d. An employee may be required to meet very specific on-the-job requirements involving 
performance, sick leave use, attendance, etc. 

e. An employee may be required to submit to a return-to-work alcohol and controlled 
substance tests, with negative results, before being allowed to return to work. 

f. An employee may be required to submit to a number of unannounced follow-up alcohol and 
controlled substance tests for an extended period following return to work, with consistently 
negative outcomes. 

404 MANAGEMENT GUIDELINES 

Supervisors and department heads should not physically search the person of employees nor should 
they search the personal possession of the employees without the freely given consent of, and in the 
presence of the employee. 

Supervisors and department heads shall notify the appropriate law enforcement agency when they have 
reasonable suspicion to believe that an employee may have illegal drugs in their possession or in an area 
jointly or fully controlled by the County. 

Any supervisor or department head encountering an employee who refuses to consent to a drug 
and/or alcohol analysis when "reasonable suspicion" has been identified, should remind the 
employee of the requirements of the policy and that they may be subject to disciplinary action. The 
reason(s) for the refusal shall be considered in determining the appropriate disciplinary action. 
Where there is reasonable suspicion that the employee is under the influence of alcohol or drugs, 
the supervisor or department head should direct the employee to remain at work for a reasonable 
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time until the employee can be safely transported home. 

Nothing in this policy shall be interpreted as constituting any waiver of or limitation on the County's 
responsibility to maintain discipline, or the right to invoke disciplinary measures, nor the employee's 
right to due process and the processing of grievances concerning such disciplinary measures in 
accordance with the grievance procedures set forth in this handbook. 
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SECTION V: SAFETY RULES AND REGULATIONS 
501 GENERAL POLICIES 

Yankton County is subject to the Occupational Safety and Health Act (OSHA) and will strive to provide 
a safe working environment for its employees. 

Yankton County is committed to making the best effort to detect and correct unsafe conditions and 
unsafe practices on the job. However, employees are in an especially good position to observe such 
hazards. Without employee participation in recognizing and reporting hazards, perhaps the greatest 
source of discovering them would be lost. 

Employees are required to support the safety rules and regulations that have been implemented for 
their protection on the job. Always remember, safety never just happens. If a job is safe, it is because 
somebody is working to make it safe. Every employee of Yankton County has an important role in 
maintaining a safe working place for all County employees. Therefore, all employees are required to 
follow safety rules and regulations, and participate in any safety training that is required of their 
position.. 

502 SUPERVISOR'S RESPONSIBILITIES FOR SAFETY 

Supervisors have the definite responsibility for the following: 

1. Maintaining safe working conditions; 

2. Making available suitable protective equipment as furnished by the County and seeing 
that it is properly used by all employees; 

3. Properly maintaining tools and equipment in safe working condition; 

4. Properly planning all work performed in a safe manner; 

5. Requiring all employees to practice the general and specific safety rules; 

6. Assigning employees to jobs which they are capable of doing safely; and 

7. Taking immediate steps to correct any violation of safety rules observed or reported to 
them. 

Employees assigned to direct or lead a working crew will be held responsible for seeing that job 
procedures are carried out in a safe manner. They should make certain that the employees 
understand the following: 

1. The work to be done; 

2. The hazards that may be encountered;  

3. The proper procedures for doing the work safely including any recommended training; 

4. The proper use of suitable protective equipment as furnished by the County; and 

5. The work plan and individual job responsibilities and job procedures. 

Frequent periodic inspections of road construction sites, hazardous areas, maintenance 
equipment, materials, conditions, and methods will be made by supervisors as a part of 
their routine duty. Such inspections are essential to prevent accidents. 
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503 ACCIDENT REPORTING AND INVESTIGATION 

Any employee who suffers an injury while working for the County shall report as soon as possible 
(the same workday) such injury to the person directly in charge of the job. 

All accidents to the public involving County personnel, motor vehicles, equipment, or property shall 
be reported as soon as possible (the same workday). 

Every accident shall be investigated to determine the cause and steps needed to prevent a 
recurrence. It shall be the responsibility of the supervisor to obtain complete and detailed 
information about the accident. 

Supervisors shall see to it, as soon as possible after the occurrence of any accident, that the Accident 
Report Form is filled out completely, giving the fullest possible description of the accident and any 
resulting injuries. Department heads should review and approve all accident reports originating in 
their areas of operation. 

Recommendations should be made on each accident concerning any corrective safety measures 
needed and proper follow-up and monitoring of these recommendations provided by department 
heads. Even accidents that do not result in personal injury should be reported and investigated as if 
an injury had occurred so that proper corrective safety measures may be taken. 

504 ACCIDENT INVESTIGATION POLICY 

Some key points about conducting an accident investigation are: 

1. Accurately identify locations, machines, equipment, operations, and individuals involved; 

2. Provide enough detail to be understood; and 

3. Provide additional description as needed. 

The following list comprises the information needed for the investigation of each accident: 

1. Date, time, location, employees, and equipment involved; 

2. What was the employee doing? Explain; 

3. How was the employee injured? Explain; 

4. Was an unsafe or hazardous condition present? Explain; 

5. What were the environmental conditions of the work site (heat, cold, noise, ventilation, 
lighting, etc.)? 

6. Were all guards in place and functioning properly? Explain; 

7. Was all necessary protective equipment supplied, in good condition, and properly used? 
Explain; 

8. Were proper job procedures being followed? Explain; 

9. Was an existing safety rule violated? Explain; 

10. To what degree was the employee being supervised, and was the employee properly 
instructed in the safe way to perform this task? Explain; and 

11. What corrective actions could be taken to avoid this type of accident in the future? 
Explain recommendations. 
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The State of South Dakota Workers’ Compensation First Report of Injury Form should be filled out 
completely within twenty-four (24) hours of the accident or incident and turned in to the County 
Auditor. The County Auditor has immediate responsibility for submitting the First Report of Injury 
Form to the insurance carrier within twenty-four (24) hours of receipt of the form. 

505 JOB RELATED INJURIES 

Employees injured on the job are covered by the South Dakota State Worker's Compensation Act. 
This law provides specific benefits. In order to qualify for these benefits, certain specific procedures 
shall be followed: 

1. The employee shall immediately report any injury, regardless of extent, to their 
immediate supervisor. The immediate supervisor shall provide first aid treatment or the 
injured employee shall be taken to the hospital or a physician; 

2. The supervisor shall immediately inform the department head of the action taken. The 
department head shall be responsible for providing the necessary information to the 
Auditors office for the completion of all accident reports within seventy-two (72) hours 
of the injury. Upon the employee's return to work, the department head will inform the 
Auditor and Board of County Commissioners by memorandum; 

3. Medical and hospital expenses incurred due to on-the-job injuries received shall be paid 
for in accordance with County policy and the applicable provisions of the Worker's 
Compensation Act; 

4. The County shall compensate employees on injury leave up to a maximum of ninety (90) 
calendar days by paying the difference between any payment made to the employee for 
salary by the County's Workers Compensation insurance carrier and the employee's 
County salary at the time he/she was placed on injury leave; 

5. After the ninety (90) day period, the employee may elect to use accumulated sick leave 
and/or vacation credits to continue receiving full pay; 

6. Should the employee not elect such action or should the employee exhaust all available 
leave benefits he/she may apply for disability under the provisions of the Workers' 
Compensation Act or unpaid disability leave of absence under County policies; and  

7. All vacation, sick leave, and holiday leave earned while on injury leave shall accrue at the 
employee's regular rate. 
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SECTION VI: WORK PERIODS AND TIME RECORDS 
 

601 WORKWEEK AND WORKDAY 

It is the policy of Yankton County to establish the time and duration of working hours as required by 
workload, customer service needs, the efficient management of personnel resources, and applicable laws. 

The normal workweek is Monday through Sunday, beginning and ending at midnight on Sunday. 
Some departments, however, may use a different work week for scheduling and tracking purposes. 

Each supervisor will determine the schedule of hours for employees. The supervisor will inform 
employees of their daily schedule, including meal periods and rest or coffee breaks. 

Yankton County offices will normally be open to the public Monday through Friday. The County 
Commission will establish the daily office hours. 

Highway Department 

1. Highway Department will generally work Monday through Friday, forty (40) hours per 
week as scheduled; and 

2. Eight (8) hours base pay per day; and 

3. Any hours worked beyond the forty (40) hour work week must be approved by the 
Department Head prior to being worked, emergencies being the exception. 

County Government Center Offices 

1. County Government Center offices shall be open and functioning during each day of the 
year, except Saturdays, Sundays, designated holidays, and emergencies; 

2. The Auditor's office shall remain open, upon the request of a person in charge of school 
or municipal elections, until the closing of the polls for that election; and 

3. Any hours worked beyond a forty (40) hour work week must be approved by the 
Department Head Yankton County Commission prior to being worked, emergencies being 
the exception. 

Soil Conservation and Extension Services Office 

Employees working with these offices will work according to the hours established by those 
departments. County employees will follow County policies for holidays and any other unscheduled 
time off (example - weather related office closing). 

Custodians 

The custodian's work week shall not exceed forty (40) hours in any calendar week unless approved 
by the Department Head. The work scheduled shall be approved by the Yankton County Commission. 

Sheriff’s Department, Ambulance Department, Emergency Services and Homeland Security 

These department personnel shall work as scheduled, and work shifts may vary. These departments 
are required to provide coverage 24 hours a day, seven days a week.
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602 CHANGES IN WORKDAYS 

A change in the workday schedule within any calendar week to establish a long weekend is 
permissible provided the department head approves and it is recommended to the Yankton County 
Commission before such action is taken and providing no overtime is involved. 

In accordance with SDCL §7-7-2.1, the Chairperson of the Board of the Yankton County Commission 
has the discretion to close the Yankton County Government Center in case of emergency or severe 
weather and each such closing shall be for no more than one business day. The public shall be 
adequately notified. An emergency for the purpose of this section is an unforeseen occurrence or 
combination of circumstances that calls for immediate action or remedy. Any extended closings due 
to emergency situations must be approved by the Commission. 

County employees shall receive their regular pay should the County Government Center or other 
facilities be closed under the circumstances described in 502B. Employees on authorized leave 
(example - sick or vacation time) during a closed event shall not be allowed to substitute the weather 
or emergency related leave for their already approved absence. 

If any full-time employee is unable to get to work due to inclement weather and County offices are 
open, the employee can take earned vacation time or time off without pay will be charged. 

603 BREAKS 

County employees subject to work regular office hours are allowed a one (1) hour unpaid midday 
break and two (2) paid fifteen (15) minute breaks. Break times shall be at the discretion of the 
department head. There may be times when job conditions and/or work demands do not permit a 
break. 

604 TIME RECORDS 

All non-exempt employees (employees subject to the minimum wage and overtime provisions of the Fair 
Labor Standards Act) may be required to complete an individual time record showing the daily hours 
worked or annual leave, sick leave, or compensatory time used. The following points should be considered 
in filling out time records: 

1. Employees may be required to record their hours worked, using a monthly time sheet; 

2. Employees are not permitted to sign in or commence work before their normal starting 
time or to sign out or stop work after their normal quitting time without the prior 
approval of their supervisor; 

3. Employees are required, whenever possible, to take scheduled lunch or meal breaks; 

4. Employee time records are to be checked and signed by the supervisor involved. Leave 
time for which an employee is entitled to be paid (paid absences, paid holidays, or paid 
vacation time) should be entered on the time record. Authorized comp time should also 
be identified; 

5. Unapproved absences are not to be considered as hours worked for pay purposes.  
Supervisors are to inform employees if they will not be paid for certain hours of absence; 

6. The filling out of another employee's time record or the falsifying of any time record is 
prohibited and may be grounds for disciplinary action, up to and including termination; 

7. Time Sheets should be turned in to the Auditors office by noon on the 25th of each 
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month, unless the employee is otherwise directed by their supervisor; and 

8. Personnel employed in executive, administrative, professional, or certain computer-
related capacities are exempt from the provisions of the Fair Labor Standards Act. Such 
employees may still be required to fill out monthly time records and must account for 
daily attendance.  

605  HOLIDAY HOURS 

For the purposes of this Handbook, holiday hours will be included as "hours worked" during a 
workweek, in determining overtime.  Vacation, sick, and other leave categories will not be included 
as "hours worked," in determining overtime. 

606    HOLIDAYS 

Each full-time employee, beginning with starting date of employment, shall be eligible for eleven (11) 
legal holidays, with regular base pay.* 

A holiday that occurs on a Saturday will be observed on the preceding Friday and a holiday occurring 
on a Sunday will be observed on the following Monday. 

The following days are deemed holidays for eligible employees: 

1. New Year’s Day   January 1  
2. Martin Luther King, Jr. Day  January, 3rd Monday  
3. President’s Day    February, 3rd Monday  
4. Good Friday    Friday prior to Easter Sunday  
5. Memorial Day    May, last Monday 
6. Independence Day   July 4     
7. Labor Day     September, 1st Monday  
8. Veteran’s Day    November 11     
9. Thanksgiving Day    November, 4th Thursday  
10. Day after Thanksgiving  November, Day after Thanksgiving  
11. Christmas Day    December 25     

In addition, every day appointed by the President of the United States or by the Governor of South 
Dakota for a public fast, thanksgiving, or holiday may be observed as a legal holiday, if approved by 
the County Commission. 

If any employee is required to work during a holiday caused by emergency circumstances, then that 
employee shall receive overtime pay plus holiday pay. 

*Employees in certain departments are required to work on holidays. Those departments, including 
Sheriff’s Department and Ambulance Department, handle holidays differently than described here.  
Efforts will be made to let these employees off when deemed possible by their Department Head. 

607 PAYDAY 

All employees will be paid by electronic deposit (direct deposit) on the last working day of each 
month. Payroll will not be issued in advance. 

Individual timecards or timesheets are issued to each employee and are used to record the number 
of hours worked per week. It is the responsibility of each employee to record their own time 
accurately. Employees are not allowed to record time for another employee. If an error occurs, only 
your Department Head is to adjust the card. 
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608 OVERTIME PAY 

1. For non-exempt employees in most positions, any work performed in excess of the standard forty 
(40) hours in a workweek shall be considered overtime and shall be compensated as overtime or 
as compensatory time off.  

2. The work period for certain employees, including public safety employees in the Sheriff’s 
Department, and for employees in the Department of Emergency Management and Homeland 
Security, shall be based on a different work cycle that conforms to Fair Labor Standard requirements. 

3. Any overtime worked shall be with the prior knowledge and approval of the department head. 

4. Overtime shall be paid at one and one-half (1½) times the employee's regular hourly rate of pay. 

5. Compensatory time off shall be granted at a rate of one and one-half (1½) hours of compensatory 
time for each hour of overtime worked. 

6. The decision to compensate with compensatory time must be agreed to or understood before the 
work is performed. Department heads may establish the limit of compensatory time to be earned 
in their department, except that the maximum compensatory time accrual will not exceed 90 
hours (for 60 hours of overtime worked). 

7. Compensatory time may be used with the approval of the department head at the convenience 
of the County. 

8. All department heads and other employees exempt from the provisions of the Fair Labor 
Standards Act shall not receive extra compensation or overtime pay. The need for them to work 
extra or irregular hours from time to time in order to carry out their assigned responsibilities and 
properly administer the authority vested in them is a consideration in the determination of their 
salary. Supervisors serving positions below the administrative or staff level shall be eligible for 
overtime pay subject to the approval of the department head and compliance with federal 
regulations pertaining to the Fair Labor Standard Act. 

609 PAYROLL DEDUCTIONS 

Employees are required by law to file forms with the County authorizing withholdings for federal 
income taxes and other special deductions. Yankton County uses official government tables to 
determine the amount of federal withholding taxes to be deducted from employee pay. If an 
employee wants additional taxes withheld, they may arrange to do so by notifying their department 
head County Auditor’s office, which processes payroll. 

The Federal Social Security tax is deducted as required by law. The employee's Social Security number 
must be on file with the County before the first paycheck can be issued. Employees must be certain 
that their Social Security number is included with the information supplied when they are first placed 
on the payroll. 

Other regular deductions may include hospitalization and major medical insurance premiums, 
optional life insurance premium, and/or other voluntary contributions. 

Garnishments are court orders requiring an employer to withhold specific amounts from an employee’s wages 
for payment of a debt owed by the employee to a third party.  State law requires the County to honor 
garnishments of employee wages (including child support) as a court or other legal judgment may instruct. The 
law also provides for an administrative fee to be charged when a garnishment occurs. The County will not 
terminate any employee solely for the reason of being subject to garnishment.   
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610 CHANGE OF STATUS 

To assure that the county employee list is complete and up-to-date, it is important that department heads 
have the most current information regarding employee addresses and telephone numbers. Additionally, 
for tax and health insurance purposes, any changes in marital status and dependents must be reported to 
the employee's department head immediately. In turn, the department head must pass along that 
information to the Auditor’s Office. 

611  PAY PLAN 

The County’s goal is to recruit and retain high performing employees that provide outstanding service to our 
citizens. While recognizing that we are stewards of taxpayers’ dollars, we focus on offering pay that is generally 
competitive and recognizes employees’ growth and development. The objectives of the compensation program 
are to ensure appropriate compensation for positions considering both internal worth to the organization and 
external market. The wages and compensation method for a position depends on its classification. The following 
provisions apply to regular, full-time, non-elected positions unless otherwise specified.  

The County utilizes a grade and step pay plan for most full-time, non-elected position within the County. A job 
analysis process is used to evaluate each position. This analysis is used to develop a job description for the position 
and to assign, or classify, a position to a pay grade. 

Each pay grade is associated with a salary range and has prescribed points referred to as “steps.” Each grade and 
step will be associated with a rate of pay. This grade and step structure is referred to as the “pay matrix.”  Salary 
ranges increase by each pay grade and, within each pay grade, rates of pay increase with each step. 

Employees may obtain a copy of the pay matrix, a listing of position pay grades, and their grade and step 
placement from their Department Head or the Auditor’s office. 

Pay Matrix Adjustments - The County Commission considers adjustments to the pay matrix periodically. When 
evaluating adjustments to the pay matrix, the County Commission may consider compensation philosophy, 
County’s relative position to the market, cost of living, and other factors. The County’s current financial status, 
revenue sources, and expenditures may also impact any type of pay structure adjustment.  

If an adjustment is warranted, the entire structure would be adjusted by the determined amount. When a 
structure adjustment is completed, each employee’s pay moves with the structure so that all employees stay on 
step. 

Rate of Pay upon Hire - New employees are typically hired at the base of their position’s pay grade. With approval 
from the County Commission, Department Heads may hire new employees at a higher pay grade if warranted by 
the individual’s experience and after consideration of equity issues within the department.  

Seasonal, Variable Hour and Part-time Position Pay - Pay ranges for individuals in seasonal or variable hour 
positions are based on a variety of factors including market, equity within the County, economic environment, 
and other items. Compensation for individuals in regular, part-time positions which are authorized as part of the 
County budget depends on the position classification and funding source.  Part-time positions may either be paid 
similarly to those on the matrix or based on a rate similar to variable hour positions. 

Pay Increases - Changes are recommended by Department Heads to the County Commissions as part of the 
annual budget process.  The County Commission reviews and must approve all pay changes.  Approved pay 
increases become effective at the beginning of the pay period in which an employee’s anniversary occurs.   
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612  POSITION CHANGES 

New Positions - New positions may be requested by the Department Head.  The County Commission must 
approve all new positions and the position’s associated pay grade. New position requests will typically be 
considered as part of the annual budget process. When necessary, new job descriptions will be developed in 
cooperation with the Department Head.  

Transfers - County employees may apply for job openings in other County departments.  If the new position is at 
the same level of responsibility as the current position, the employee will receive the same rate of pay.   

Promotions - A promotion is the movement of an individual to a position with greater responsibilities or to a 
position with a different employment status.  Promotions are situations where employees either apply and are 
selected for a position with greater minimum qualifications or when a supervisor advances them to a position in 
the same series when they possess the qualifications to perform the required duties of the higher-level position. 
Employees who are promoted may receive a pay increase.  If a non-exempt employee is promoted into an 
exempt position, any accrued compensatory time will be paid out the pay period following the first date the 
employee works in the promoted position. 

Demotions - An employee may be demoted for performance concerns, misconduct, in the event of a reduction 
in force, or at management’s discretion. Demotions also occur when employees apply for or voluntarily accept a 
position with a lower pay grade than their current position.  

In the case of a demotion, the employee’s rate of pay may be reduced within the range established for the 
position to which demoted. If an employee had been promoted and is currently demoting to their previous 
classification, the employee may be placed at the rate of pay the employee would have been at if he/she had 
never been promoted.  

Reclassification - A reclassification is the movement of a position to a higher or lower pay grade or a change in 
exemption status.  Reclassification requests will typically be considered as part of the annual budget process and 
must be approved by the County Commission.  Because a reclassification is the movement of a position, all 
employees in the position are consequently also moved to the new pay grade, retaining their current rate of pay 
(or, if that is not possible in the new range, the step closest to but higher than their current rate of pay). 

Reduction in Force - A reduction in force (RIF) occurs when changing priorities, budgetary constraints or other 
business conditions require Yankton County to abolish positions. A RIF can also occur when a position changes so 
significantly that the employee is no longer able to perform the required duties. Any Department Head may 
terminate or demote any employee without prejudice because of lack of funds or curtailment of work. In such 
event, the Department Head or immediate supervisor will give at least a two week notice of the intended action 
to the employee. The employee's rate and receipt of pay will not be altered until at least two weeks after the date 
notice is given. In the event of demotion or job termination, the monies received by the employee during the two 
weeks will be considered the total sum of any "severance pay" which may be claimed by the employee.  

613  COMPENSATION FOR ELECTED OFFICIALS 

Elected Officials are paid on a salary that is set by the County Commission. The salary for each elected official will 
be reviewed during the annual budget process. Items to be considered when budgeting for adjustments may 
include, but not be limited to, market for similar positions, equity within Yankton County management positions, 
pay of subordinate staff, performance and funding. Adjustments in the flat rate, either increases or decreases, 
will be made at the discretion of the County Commission.  
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SECTION VII: EMPLOYEE BENEFITS 
 

701 STATUTORY BENEFITS 

In accordance with applicable law, the following benefits are provided to all employees: 

1. Worker’s Compensation Insurance provides financial protection in case you are injured or become ill as a 
result of your employment.  This coverage complies with the worker’s compensation laws of the state, and 
the County pays the cost of this protection on your behalf. 

2. Social Security coverage entitles you and your family to certain health and retirement benefits based on 
income and number of years worked. The County contributes to this coverage by paying one half of the Social 
Security tax. 

702 VACATION LEAVE 

1. Vacation leave is allowed after six (6) months of employment as a full-time staff employee. 

2. The employee's anniversary date of hiring shall be the date used for determining vacation accrual. 
Vacations must be scheduled and approved in advance by the department head. The following 
conditions are based upon "years of service to Yankton County, not continuous years of service: 

a. Payment is based on regular day's pay not to exceed eight hours. Any changes to this policy must 
be authorized by the County Commission; 

b. Vacation Leave Accrual: 

 

Years of 
Service 

40 Hour Per Week Employees 35 Hour Per Week Employees 

Hours Per 
Month 

8 Hour Days Per 
Year 

Hours Per 
Month 

7 Hour Days Per 
Year 

0-6 (72 months) 6.6667 10 (80 hours) 5,8333 10 (70 hours) 

7-14 (168 mos) 10 15 (120 hours) 8.7500 15 (105 hours) 

15-19 (228 mos) 13.3333 20 (160 hours) 11.6667 20 (140 hours) 

20+ (240 mos) 16.6667 25 (200 hours) 14.5836 25 (175 hours) 
 

 

Years of 
Service 

60 Hour Per Week Employees 

Hours Per 
Month 

12 Hour Days 
Per Year 

0-6 (72 months) 6.6667 10 (120 hours) 

7-14 (168 mos) 10 15 (180 hours) 

15-19 (228 mos) 13.3333 20 (240 hours) 

20+ (240 mos) 16.6667 25 (300 hours) 
 

c. At the option of the employee, persons with at least seven (7) years of service may take a 
payout (through direct deposit) of one (1) week of vacation accrual per year. Persons with at 
least 15 years of service may take a payout (through direct deposit) of two (2) weeks of vacation 
accrual per year. Such payment will be at the employee's current base rate of pay and the 
Department Head must be notified prior to the 25th day of the month. 
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d. Employees are allowed to accrue a maximum of 200 hours of vacation leave that may be carried 
over from year to year. 

3. Years of service shall mean full years of service based on the anniversary date of employment. 

4. Any employee, upon retirement or who is terminated through no fault of their own, shall be allowed 
credit for a partial year of accumulated vacation based on their status.  It will be allowed as time off 
with pay or lump sum payment. 

5. Department hbeads shall maintain monthly records for all their employees on the approved form. 

6. This section does not cover elected officials. 

703 SICK LEAVE (This Section does not cover elected officials.) 

1. Full-time employees shall accumulate sick leave at the rate of one (1) day consisting of seven (7) 
or eight (8) hours, depending upon their normal work day period per month beginning with the first 
full month of employment. A maximum of one hundred twenty (120) usable sick days (840 or 960 
hours depending upon their normal work day) may be accrued. Accumulated sick leave days may not 
be used until after sixty (60) days of employment 

2. As an incentive for good work attendance, accumulated sick leave days in excess of the one 
hundred twenty (120) days accrual limit shall be paid back to the employee annually at one­ 
fourth (1/4) of the employee's current base pay. This payment shall be included in the monthly 
pay (through direct deposit) in which the hiring anniversary date of the employee falls. A County 
voucher requesting this annual payment shall be submitted to the County Auditor by the 
department head at least five (5) working days prior to the normal monthly payday. 

3. Sick leave may be used when an employee is legitimately ill, consulting a doctor, or utilizing clinic 
or hospital facilities. Sick leave may also be used to care for an immediate family member. For 
the purposes of this section, an immediate family member is the employee's husband or wife, son 
or daughter, or mother or father.  

4. If at any time the County questions the validity of the illness, the employee shall be required to 
furnish adequate proof of the actual illness. 

5. Any employee abusing sick leave privileges or falsifying a doctor's statement shall be subject to 
disciplinary action. 

6. Any person who has been employed by the County for five (5) years shall be entitled to payment 
(through direct deposit) from Yankton County in an amount equal to twenty (20) percent of the 
employee's total accumulated sick days effective upon leaving employment from Yankton County. 

7. This section does not cover elected officials. 

704 DONATED SICK LEAVE 

Full-time employees may transfer sick leave to a fellow full-time employee suffering an extended 
illness, family crisis, or maternity leave. 

1. Each request will be reviewed on a case-by-case basis and approved by the County Commission. 

2. A donor may authorize the transfer of a minimum of four (4) hours and a maximum of forty (40) 
hours. There will also be a forty (40) hour maximum per year. 

3. The sick leave balance of the employee donating hours may not go below twenty-four (24) hours 
after the transfer has been made. 
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4. A special authorization "Sick Leave Transfer" form available in the Auditor's Office must be 
completed. The donor's names will be confidential; however, individual donors may personally 
inform the recipient of their transfer if they so desire; 

5. Transfers will only be permitted for a specified individual and during a specified time period upon 
administrative approval. Donations will be taken in the order they are received, and in the event 
that all hours are not needed the remainder will be given back to the employee donating the 
hours; 

6. In the case of a family crisis, all sick leave must be exhausted by the recipient prior to the transfer 
of sick leave; 

7. In the case of personal illness, both vacation leave and sick leave must be exhausted by the 
recipient prior to the transfer of sick leave; 

8. The recipient must be on leave-of-absence status, and will not accrue benefit time. They will be 
covered for the full costs of the health insurance, dental insurance and life insurance premiums, if 
they be enrolled, during this time as required by FMLA (Family and Medical Leave Act); 

9. Recipients will receive sick leave at their hourly rate and they will not be obligated to repay it; and 

10. Recipients receiving Worker's Compensation will not be eligible for this program. 

705 BEREAVEMENT LEAVE 

Regular, full time employees will be granted up to four (4) days leave from work with pay, in the 
event of death in the employee's immediate family.  Immediate family is defined as a spouse, child, 
mother, father, mother-in-law, father-in-law, brother, sister, grandparents and grandchildren. 

A regular, full time employee may take one (1) day leave from work with pay to attend the funerals 
of other relatives or friends. This benefit is limited to two (2) occurrences per year.  Any additional 
days taken by the eligible employee for any one situation will be deducted from vacation time or be 
taken without pay. 

706  TIME OFF TO VOTE 
In general, if you wish to vote, you are expected to do so before or after your scheduled shift.  If, on the day of 
any election, the polls are not open for at least two consecutive hours before or after your scheduled shift, you 
may be granted up to two consecutive paid hours off work during times that the polls are open in order to allow 
you to vote.   

To be granted time off to vote, you must provide reasonable advance notice to your supervisor.  In order to 
provide you with sufficient time to vote while minimizing disruption to County business, your supervisor may 
specify the particular hours you may take off work to vote.  Such time will be treated as regular work time for the 
purpose of pay. 

707 JURY DUTY 

County employees who are summoned for jury duty during assigned work hours will receive regular 
county pay. All fees received by the employee for serving on the jury will be returned to the County. 
Mileage, lodging, meals, and any other travel expenses paid to the employee by the court system will be 
retained by the employee. County travel compensation will not be allowed. 

Jury time off duty shall not be used in combination with annual or other leave, unless authorized in 
advance by the Department Head. Eligible employees will continue to accrue authorized leave benefits 
during the jury leave period. 
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708 COURT APPEARANCE 

An employee who is required to make a court appearance in an official capacity in connection with the 
County or as an expert witness shall be deemed to be on duty and no charge will be made against leave. 

If an employee is involved in a personal case, either as a plaintiff or as a defendant, the employee may be 
granted leave but the time off will be charged to annual leave, compensatory time, or leave of absence 
without pay. 

Any payments received by an employee for appearing as a legally required or expert witness, in their official 
county capacity, shall be turned over to the County. 

709 LEAVE OF ABSENCE 

The County recognizes that there are circumstances when, for various reasons, employees may find it 
necessary to be absent themselves for an indefinite period of time.  Leaves of absence constitute an additional 
expense to the County and will be carefully controlled.  Each request will be considered on its own merits. If 
the leave is granted, preferential treatment will be given and every effort will be made to re-employ such 
people when their leave is up, provided the type and kind of work for which they are suited is available, and 
under the following conditions and/or rules: 

1. Request for leave of absence is to be made in advance so far as possible; 

2. Employees shall notify their supervisor and fill out the appropriate form, obtaining written approval of 
those officers listed under authorization;  

3. Employees must notify the County Commission and department head at least one week in advance 
of their agreed-upon return to work date. If the employee fails to report to work on the agreed-upon-
date, they will be terminated and coded as a voluntary quit. If, while on leave, the employee decides 
to terminate, they shall notify the County Commission; 

4. If a leave of absence is applied for under false pretenses, the employee will be subject to automatic 
discharge; 

5. If a leave of absence is for a time period of less than sixty (60) days, the returning employee does not 
suffer a break in continuous service. However, the employee must complete the specified period of 
time required for earning benefits (i.e., vacations) and will be eligible for holiday pay as soon as he/she 
returns; and 

6. If a leave of absence is for more than sixty (60) days, the remaining employee will be treated as a new 
employee and will serve the one hundred eighty (180) days introductory period. Exceptions to this 
rule are jobs related and non-job-related disability leaves. 

710 JOB RELATED AND NON-JOB-RELATED DISABILITY LEAVE 

Disability leave may be granted to any regular full-time employee. A disability leave of absence requires 
a continued physician's statement of disability (each two [2] weeks). A maximum of twelve (12) months 
applies. During this period the employee wishing to continue insurance coverage will continue to pay their 

portion of all insurance premiums. Section 607 F applies if disability leave is in excess of twelve (12) 
months. Employees must present a signed physician's "release to return to work" form in order to return 
to work. 

711 MILITARY LEAVE 

1. Regular employees ordered for temporary monthly training (usually two [2] days) or annual training 
(usually two [2] weeks) by the respective military reserve or National Guard unit will be granted time 
off without pay for this purpose. However, employees are required to provide department heads with 
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a copy of written military orders sufficiently in advance of training dates so that work-scheduling 
adjustments can be made. 

2. Employees will continue to accrue all of the normal employment benefits for which they are eligible 
during periods of temporary or annual military training. 

3. Employees may voluntarily use accrued vacation time during military leave if they choose. 

4. Employees are responsible for making their required contributions to keep their health insurance in 
force during military leave. 

5. Employees called to active duty in the Armed Forces of the United States will be reinstated under the 
provisions of the Veteran's Reemployment Rights Act and other applicable state and federal laws. Every 
reasonable effort will be made to return eligible employees to their previous position or a comparable one. 

6. Employees on military leave will be treated as if they were continuously employed for the purpose of 
determining benefits, based upon the length of service. 

712 FAMILY AND MEDICAL LEAVE OF ABSENCE 

The federal Family & Medical Leave Act of 1993 (FMLA) as amended, requires employers with 50 or more 
employees to provide eligible employees with unpaid leave. There are two types of leave available, including the 
basic 12-week leave entitlement (Basic FMLA Leave), as well as the military family leave entitlements (Military 
Family Leave) described in this policy. 

Eligibility 

  Employees are eligible for FMLA leave if they: 

1. Have worked for the company for at least 12 months; 

2. Have worked at least 1,250 hours for the company during the 12 calendar months immediately preceding 
the request for leave; and  

3. Are employed at a work site that has 50 or more employees within a 75-mile radius. 

The 12 months of service need not be consecutive. Employment before a break in service of 7 years or more will 
not be counted, unless the break in service was caused by the employee’s USERRA-covered service obligation, or 
there was a written agreement that the employer intended to rehire the employee after the break in service. 

Under certain conditions, employees who are designated as "key" may be denied job restoration 
rights. These employees must be in the highest paid ten percent (10%) of the workforce, and 
their absence must mean a substantial economic loss to Yankton County. Supervisors are urged 
not to use a "key" person designation unless absolutely necessary. If a person designated as 
"key" still takes family leave, Yankton County will pay the health care premiums, but no 
guarantees are made about returning the key employee to the job he or she left. Yankton County 
will not attempt to recover health care premiums from such employees who do not return to 
work. 

Basic FMLA Leave 

Employees who meet the eligibility requirements described above are eligible to take up to 12 weeks of unpaid 
leave during any 12-month period for one of the following reasons: 

1. To care for the employee’s son or daughter during the first 12 months following birth;  

2. To care for a child during the first 12 months following placement with the employee for adoption or foster 
care; 

3. To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition;  
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4. For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or 

5. Because of the employee’s own serious health condition that renders the employee unable to perform an 
essential function of his or her position. 

The twelve (12) month period is determined on a “rolling basis”; measured backward from the date an employee 
uses any FMLA leave.  Under this method, each time an employee takes FMLA leave, the remaining leave 
entitlement would be any balance of the twelve (12) weeks that has not been used during the immediately 
preceding twelve (12) months.  Employees will be required to take any unused sick and vacation time as part of 
this 12-week period. 

In cases where a married couple is employed by the County, the two spouses together may take a combined total 
of 12 weeks’ leave during any 12-month period for reasons 1 and 2, or to care for the same individual pursuant 
to reason 3. 

Military Family Leave 

There are two types of Military Family Leave available.  

1. Qualifying exigency leave. Employees meeting the eligibility requirements described above may be entitled 
to use up to 12 weeks of their Basic FMLA Leave for a qualifying exigency while the employee’s spouse, son, 
daughter, or parent (the military member or member) is on covered active duty or call to covered active duty 
status (or has been notified of an impending call or order to covered active duty). 

For Regular Armed Forces members, “covered active duty or call to covered active duty status” means duty 
during the deployment of the member with the Armed Forces to a foreign country (outside of the United 
States, the District of Columbia, or any territory or possession of the United States, including international 
waters).  

For a member of the Reserve components of the Armed Forces (members of the National Guard and 
Reserves), “covered active duty or call to covered active duty status” means duty during the deployment of 
the member with the Armed Forces to a foreign country under a Federal call or order to active duty in support 
of a contingency operation. 

Qualifying exigencies may include: 

• Short-notice deployment (seven or less calendar days) 

• Attending certain military events and related activities 

• Childcare or school activities 

• Addressing certain financial and legal arrangements 

• Periods of rest and recuperation for the military member (up to 15 calendar days of leave, 
dependent on orders) 

• Attending certain counseling sessions 

• Attending post-deployment activities (available for up to 90 days after the termination of the 
covered military member’s covered active duty status, and to address issues arising from death of 
military member) 

• Attending to parental care needs arising from covered active duty or call to duty (arrange for 
alternative care for a parent of a military member, provide urgent or immediate care, admit or 
transfer to a care facility, or attend non-routine caregiver meetings with care facility staff) 

• Other activities arising out of the military member’s covered active duty or call to active duty and 
agreed upon by the company and the employee 

2. Leave to care for a covered service member. There is also a special leave entitlement that permits employees 
who meet the eligibility requirements for FMLA leave to take up to 26 weeks of leave during a single 12-
month period if the employee is the spouse, son, daughter, parent, or next of kin caring for a covered military 
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service member or veteran recovering from a serious injury or illness, as defined by FMLA's regulations. 

For a current member of the Armed Forces, including a member of the National Guard or Reserves, the 
member must be undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status; 
or is otherwise on the temporary disability retired list, for a serious injury or illness.  

For a covered veteran, he or she must be undergoing medical treatment, recuperation or therapy for a 
serious injury or illness. Covered veteran means an individual who was a member of the Armed Forces 
(including a member of the National Guard or Reserves), and was discharged or released under conditions 
other than dishonorable at any time during the five-year period prior to the first date the eligible employee 
takes FMLA leave to care for the covered veteran.  

An eligible employee must begin leave to care for a covered veteran within five years of the veteran’s active 
duty service, but the single 12-month period may extend beyond the five-year period. 

Use of FMLA Leave 

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a 
reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave 
for planned medical treatment so as not to unduly disrupt the employer’s operations. Military Family Leave due 
to qualifying exigencies may also be taken on an intermittent basis. Leave may not be taken on an intermittent 
basis when used to care for the employee’s own child during the first year following birth, or to care for a child 
placed with the employee for foster care or adoption, unless both the employer and employee agree to such 
intermittent leave.  Employees are prohibited from engaging in alternative employment while on FMLA 
leave from the County.  Employment by a branch of the United States’ Armed Forces during approved 
military leave does not constitute alternative employment during sick leave. 

Time off for FMLA 

Employees are required to first use available sick and vacation time for FMLA qualifying events.  Department 
Heads and Deputy States Attorneys who do not receive vacation or sick benefits will be allowed to use up to a 
total of 30 calendar days of paid leave for any combination of type of leave of absence, including an approved 
FMLA leave, per year.   If all paid time off options have been exhausted, the remaining time off will be unpaid.  

The substitution of paid leave time for unpaid leave time does not extend the 12- or 26-week leave period. 
Furthermore, in no case can the substitution of paid leave time for unpaid leave time result in the receipt of more 
than 100 percent of an employee’s salary.   

Employees are prohibited from working any other job for another employer while out on FMLA leave. 

While out on leave, employees may be required to periodically report in to their supervisors regarding their return 
to work plans. 

Medical certification 

Employees must provide certification explaining their own serious health condition or that of a family 
member. It should detail: 

1. The date on which the condition began; 

2. The probable duration of the condition; 

3. Appropriate medical facts regarding the condition; 

4. A statement that the employee is needed to care for a spouse, parent, or child; and 

5. A statement that the employee's own health condition makes it impossible for them to 
work. 
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All employees returning from medical leave caused by their own illness will be required to obtain 
medical certification from Yankton County's health care provider that the employee is able to resume 
work. 

Employees on leave status will be required to report their status on a weekly basis. The employee's 
estimated date of return to work will be communicated to the appropriate Yankton County 
compliance officer or supervisor as far in advance as practical so that scheduling can be facilitated. 
Supervisors will communicate with employees during the leave to determine the employee's 
intention to return to work, and they should be informed immediately if the medical condition changes 
or the employee states that they will not be returning to work. 

Medical and other benefits during an approved FMLA leave  

During an approved family medical leave, the company will maintain the employee’s health benefits as if the 
employee continued to be actively employed. If paid leave is substituted for unpaid family medical leave, the 
company will deduct the employee’s portion of the health plan premium as a regular payroll deduction. If leave 
is unpaid, the employee must pay his or her portion of the premium and make arrangements through the payroll 
department.   

An employee’s healthcare coverage will cease if the employee’s premium payment is more than 30 days late. If 
the payment is more than 15 days late, the company will send the employee a letter to this effect. If the company 
does not receive the co-payment within 15 days after the date of that letter, the employee’s coverage may cease. 
If the employee elects not to return to work for at least 30 calendar days at the end of the leave period, the 
employee will be required to reimburse the company for the cost of the premiums paid by the company for 
maintaining coverage during the unpaid leave, unless the employee cannot return to work because of a serious 
health condition or other circumstances beyond the employee’s control.  

During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” 
on the same terms as if the employee had continued to work. Use of FMLA leave will not result in the loss of any 
employment benefit that accrued prior to the start of the employee’s leave. 

 Employees will not accrue any paid time off benefits will on FMLA leave. 

Return to job at end of FMLA leave 

Upon return from FMLA leave, eligible employees will be restored to their original or equivalent positions with 
equivalent pay, benefits, and other employment terms except as otherwise provided by law. Return to work 
documentation may be necessary if an employee is on leave for their own serious medical condition.  

Employee Responsibilities When Requesting FMLA Leave 

If an employee is unable to return to work following the expiration of all FMLA leave, the County will engage in 
the ADA accommodation process.  If the need to use FMLA leave is foreseeable, the employee must give the 
company at least 30 days’ prior notice of the need to take leave. When 30 days’ notice is not possible, the 
employee must give notice as soon as practicable (within 1 or 2 business days of learning of the need for leave 
except in extraordinary circumstances). Failure to provide such notice may be grounds for delaying the start of 
the FMLA leave.  

Whenever possible, requests for FMLA leave should be submitted in writing to the Auditor’s Office. 

If the need for leave is not foreseeable, employees are required to provide as much notice as soon as practicable 
under the facts of the particular case. An employee requiring unforeseeable leave must, absent extraordinary 
circumstances, call his or her direct supervisor and provide sufficient information regarding the employee’s need 
for leave to support a request for FMLA leave. It generally should be practicable for the employee to provide 
notice of leave within one business day. 
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When submitting a request for leave, the employee must provide sufficient information for the County to 
determine if the leave might qualify as FMLA leave, and also provide information on the anticipated date when 
the leave would start as well as the duration of the leave. Calling in “sick” is not sufficient. Sufficient information 
may include that the employee is unable to perform job functions; that a family member is unable to perform 
daily activities; that the employee or family member needs hospitalization or continuing treatment by a 
healthcare provider; or the circumstances supporting the need for military family leave. Employees also must 
inform the company if the requested leave is for a reason for which FMLA leave was previously taken or certified. 
Employees also will be required to provide a certification and periodic recertification supporting the need for 
leave. 

Employer Responsibilities during an FMLA Leave  

When an employee requests leave, the County will inform the employee whether he or she is eligible under the 
FMLA. If the employee is eligible for FMLA leave, the employee will be given a written notice that includes details 
on any additional information he or she will be required to provide. If the employee is not eligible under the FMLA, 
the company will provide the employee with a written notice indicating the reason for ineligibility.  

If leave will be designated as FMLA-protected, the County will inform the employee in writing and provide 
information on the amount of leave that will be counted against the employee’s 12- or 26-week entitlement.  

Reporting While on FMLA Leave 

If an employee takes leave because of the employee’s own serious health condition or to care for a covered 
relation, the employee must notify their Department Head as soon as possible. If the FMLA is intermittent, it is 
the employee’s responsibility to notify their Department Head in accordance with company call in standards. The 
employee also must clarify the time off is FMLA related.  

713  HEALTH INSURANCE 

It is the policy of Yankton County to offer health insurance benefits to regular full-time employees. 
Yankton County will offer one or more options for coverage, and will contribute an amount to be 
determined each year towards each eligible employee’s premium.  Employees who want to provide health 
insurance coverage for family members will be responsible for the additional premium cost, to be paid 
through payroll deduction.  

Insurance coverage and options may change from year to year. 

714 HEALTH INSURANCE CONTINUATION (COBRA) 

Group health coverage would normally terminate on the last day of active full-time employment with 
Yankton County. However, under the Federal Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA), employees and covered dependents may be able to continue group health coverage beyond the 
date it would normally terminate by paying the premiums for the continued group health coverage, plus 
an administrative fee.  Other qualifying events, such as leave of absence, change of work hours, change 
of marital status, change of dependent status, or death, may also trigger the ability to continue coverage. 

After a qualifying event, employees and/or covered dependents may apply to continue group health 
coverage. Such persons will be known as continuation applicants. As continuation applicants, former 
employees and eligible dependents will be entitled to the same health benefits for which they were 
covered under the County's Plan immediately prior to the employee's termination. Coverage includes 
medical benefits, but does not include any life insurance or accidental death and dismemberment 
benefits. 

When an employee becomes eligible for Yankton County’s health insurance plan, they will be given a written 
notice describing the COBRA rights. 
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In the event that you become divorced or legally separated, or one of your dependents ceases to be eligible for 
coverage under our group health insurance plans, you and/or your dependent(s) is/are responsible for contacting 
the Auditor’s office and the Plan Administrator to discuss continuation or conversion rights.  You and your 
qualified beneficiary are also responsible for notifying the Auditor’s and the Plan Administrator within 60 days of 
qualifying for social security disability benefits.   

715 HEALTH REIMBURSEMENT ARRANGEMENT (HRA)  

The Health Reimbursement Arrangement (HRA) is an employer-funded benefit to reimburse eligible full-
time employees for out-of-pocket medical expenses and personal health insurance premiums. This benefit 
allows employees to pay for certain medical expenses not covered by insurance. 

 

Yankton County is a participating member of South Dakota Retirement System (SDRS).  For eligible employees as 
defined by SDCL 3-12, participation in SDRS is mandatory and administered in accordance with policy and 
procedure outlined by SDRS. In addition, Yankton County also offer participation in the SDRS Supplemental 
Retirement Plan (SRP), which is a personal retirement savings option available to SDRS members and 

any person providing services to the state or a political subdivision of the state for which compensation 
or contractual payment is paid by an SDRS-participating employer. The SDRS-SRP allows 
participants to save additional dollars for retirement on either a pre-tax or after-tax (Roth) basis. 

The SDRS is set by state statute and is subject to change, and any statutory provisions supersede all references 
made in any other material distributed by the County. 

717  LONGEVITY PAY (Bonus for time employed in County service) 

The length of County employment shall be the full number of years as of the hire date of the employee 
during the calendar year. The employee's "years of service" shall be considered for longevity pay. The 
department head shall determine any question on eligibility. 

Eligible employees shall be paid a prorated share of longevity pay upon their voluntary termination of 
employment. 

Longevity pay shall be paid annually (through direct deposit) on or around the employee's anniversary 
date, according to the following formula (NOTE: Some departments may have a different payment 
formula due to a different work schedule.) 
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718  EMPLOYEE BENEFIT ELIGIBILITY SUMMARY TABLE 

The following table outlines the benefits that are generally available to various employee 
classifications. The table's purpose is to provide a "quick reference" for employees. It may not 
accurately represent the benefit situation for each employee within a particular classification; nor 
does it infer a promise by the County to provide particular benefits to any group of employees. 

*Please refer to the individual benefit descriptions for information on the timing of benefit accrual 
and use. 

 

719 INCLEMENT WEATHER 

Weather conditions may, on occasion, make it impossible for you to arrive at work safely. The County does not 
want you to take unnecessary risks to get to work under such circumstances and you should use common sense 
and your best judgment when traveling to work in inclement weather.   

If weather conditions cause the Government Center to close, hourly employees who have reported to work will 
be paid for all hours worked or a minimum of two (2) hours, whichever is greater.   

If the County opens for business and you elect not to come into work or to leave early because of dangerous 
weather conditions, available paid time off will be used or otherwise the time off is unpaid.   

720  NURSING MOTHERS 

Nursing mothers are entitled to reasonable break times each day to allow for expressing breast milk for her 
nursing child.  The County will provide a room or location (not a restroom), for a nursing mother to express milk 
with privacy. 

721 STAFF DEVELOPMENT 

Yankton County employees are afforded various training opportunities for the purpose of providing academic 
and technical knowledge in the area of their official duties.  Budget permitting, these may include in-service 
seminars, workshops, or training for academic credit.  All travel and expenses outside of approved budget items 
are subject to approval by the County Commissioners. 
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722  CREDIT CARDS 

County employees traveling outside the county on county business may be issued a credit card under their name 
and office.  

Credit cards may be used for motels, gas and/or repairs for county vehicles, and purchases where open accounts 
are unavailable or inefficient including conference registration. Meals are covered on a per diem basis and credit 
cards are not used.  

Department Heads are responsible for cards issued to their offices and shall code all credit card receipts monthly 
for the Auditor. Department officials shall immediately report any lost cards to the bank. Misuse of credit cards 
may result in loss of the card privilege. 
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SECTION VIII: TRAVEL POLICIES 
 

801 MILEAGE COMPENSATION 

1. It is the policy of Yankton County to reimburse employees for business related travel, in personal 
vehicles, according to the following conditions: 

a. The travel must have been approved by the employee's supervisor; and 

b. A properly prepared voucher must have been submitted to the Auditor. 

2. The mileage rate is subject to change. Employees should contact their supervisor or the County 
Auditor to obtain the current mileage rate. State mileage figures will be considered in 
determining the rate amount. 

802 MEALS 

1. County business related meal expenses will be reimbursed under the following conditions: 

1. The employee was on authorized County business; and 

2. A properly prepared voucher must have been submitted to the Auditor. 

2. The County will reimburse the employee based upon current state government rates. 

3. Meal payments will be based upon the following time periods. 

a. Breakfast. Leave before 6:00 a.m. 

b. Lunch Leave before 11:00 a.m. 

c. Dinner Leave before 5:00 p.m. 

4. The meal rates are subject to change. Employees should contact their supervisor or the County 
Auditor to obtain the current rates. 

5. Meal costs may not be allowable expenses unless the business trip is overnight. Meal 
compensation may be treated as employee income if the activity does not involve an overnight 
stay. 

803 LODGING 

1. Yankton County will reimburse employees for lodging expenses, while on official 
business, under the following conditions: 

a.  The travel was authorized by their supervisor; 

b.  The accommodations were reasonable in price for the area. If the expenses 
appear excessive, "state lodging rates" shall be the initial consideration in 
evaluating costs. The location of the meeting or work sites in relation to the 
lodging may also be considered. Finally, the prevailing price of similar 
accommodations may be reviewed; and 

c.  A completed voucher and applicable receipt are submitted to the Auditor. 

2. Employees are encouraged to stay at the most economical accommodations available. 
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804 REGISTRATION AUTHORIZATION 

1. Except otherwise noted in state law, no registration charges for attending meetings shall be 
approved by Yankton County, unless authorized by the County Commission in advance, such as 
through the budget approval process. 

2. A completed voucher must be submitted to the Auditor. 

805 RIDESHARING AND USE OF COUNTY VEHICLES 

1. County personnel are encouraged to pool rides whenever possible while traveling to worksites, 
meetings, conferences, or training locations. 

2. Vehicles, owned, or leased by Yankton County are to be used for business purposes only. This 
includes transportation for County personnel during business hours (on County business). 

3. The personal use of county vehicles is not allowed without prior approval of the County 
Commission. Commission's approval will be contingent, in part, upon the necessity of the 
employee having immediate access to a county vehicle (Example: on call emergency personnel). 

4. All Yankton County employees are reminded to wear seatbelts when traveling in any County­ owned 
or leased vehicle, as required by state law. 

5. Consumption of alcohol in any County-owned or leased vehicle, either by a driver or a passenger 
is expressly prohibited. Violation of this policy will result in disciplinary action, up to and including 
termination for the first such offense. 

6. Drivers should not consume beverages or food or participate in any other behavior that could 
distract them while operating a vehicle. 

806 DRIVERS LICENSE AND INSURANCE RESPONSIBILITIES 

1. The County may require all drivers to submit a photocopy of their state operator's license to 
facilitate a review of their driving record and restrictions. 

2. The County may request a copy of any Motor Vehicle Report or associated legal documents if the 
driver is under disciplinary probation or suspension. 

3. Drivers are required to report to their supervisor any and all tickets received while driving a County 
vehicle. 

4. Drivers are required to inform their Supervisor of any Driving Under the Influence (DUI) tickets, 
suspensions or revocation of driving privileges immediately. Continuing to drive a County vehicle 
while under suspension may result in termination. 

5. All employees using their personal vehicle for county business on a regular basis shall provide a 
Certificate of Insurance or a photocopy of an insurance statement to show proof of insurance. 

807 DEFENSIVE DRIVING CLASSES 

1. Employees are encouraged to complete a defensive driving course at least every two years if they 
regularly operate motorized vehicles and/or travel regularly on County business. 

2. The County may provide opportunities for all employees to take defensive driving classes as it deems 
necessary. 
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808 PERSONAL USE OF COUNTY VEHICLES 

1. Certain employees may be authorized to use county vehicles to commute to and from work, 
if immediate access to such a vehicle is necessary for the effective delivery of services 
(examples - emergency response and snow removal determinations). 

2. Employees using a county vehicle for commuting may have a "financial benefit" added to their 
gross income. The amount of the benefit will be determined by applicable state and federal 
guidelines. 

3. Employees will be responsible for paying appropriate taxes on the additional income. 



55 

 

 

SECTION IX: HIRING PROCEDURES AND PERFORMANCE REVIEWS 

901 RESPONSIBILITIES OF THE COUNTY COMMISSION 

SDCL §7-7-20 authorizes the County Commission, if it deems it necessary to dispatch business, to fix: 

1. The number of deputies or clerks to be employed; 

2. The time of employment; and 

3. The compensation which they shall receive. 

902 RESPONSIBILITIES OF CONSTITUTIONAL OFFICERS 

SDCL §7-7-21 gives the officer the authority to appoint and remove clerks and deputies at pleasure. 

903 RESPONSIBILITIES OF APPOINTED DEPARTMENT HEADS 

The County Commission delegates the responsibility of hiring employees to appointed department 
heads, subject to the policies of Section 904. 

904 POLICIES 

1. It is the policy of Yankton County to be an equal opportunity employer and to hire individuals solely 
upon the basis of their qualifications and ability to perform the job. South Dakota’s Veterans 
Preference Law must be followed in the hiring process. 

2. All supervisors, including constitutional officers, shall inform the County Commission of a job opening, 
prior to advertising and/or filling the position, unless they are replacing an employee that was already 
part of the department's current annual operating budget. 

3. Yankton County will normally try to fill job openings, above entry level, by promoting from within, if 
qualified applicants are known to be available internally.  

4. Regular full-time and part-time positions will be posted internally, as well as on on-line job boards 
and/or newspapersadvertised in the County's official newspaper(s) and other designated publications 
or offices. 

5. Temporary positions may be filled at the discretion of the supervisor, provided the job(s) are part of 
the department's current annual operating budget. 

6. During the recruitment, hiring, and orientation process, no statement is to be made promising permanent 
or guaranteed employment and no document should be called a contract unless, in fact, a written 
employment agreement is to be used. No written employment agreements may be made without the prior 
approval of the Board of County Commissioners. 

7. The Board of County Commissioners shall be informed of all hiring decisions. Prior Commission 
approval is needed for any hiring decision that will result in the department exceeding its authorized 
budget. 

8. The County Commission reserves the right to review all hiring decisions to determine if County policies 
have been followed in selecting the employee. 

905 INTRODUCTORY PERIOD 

1. Introductory employees shall work an introductory period of one hundred eighty (180) days. 

2. The department head will utilize the introductory period to observe the employees work, to train 
and aid employees in meeting the required work standards. 
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3. At the end of the introductory period, the department head will conduct a performance appraisal. If 
this performance appraisal results in a "satisfactory" evaluation, or better, then the employee will 
have successfully completed the introductory period. 

4. The department head, on behalf of the supervisor or other person charged with responsibility of 
overseeing the employee's position may terminate the employee for any reason during the 
introductory period. 

5. Employees will accrue benefits during the introductory period. 

6. Any significant absence from work during the introductory period may result m a corresponding 
extension of the introductory period. 

906  REGULARLY SCHEDULED REVIEW 

Yankton County encourages annual performance reviews where department heads assess each 
individual's work and areas of responsibility, and convey this information to that person to enable the 
employee to know whether they are on target or not with their efforts. Positive feedback is just as 
important as negative in that both help an employee do a better job, which is the County's overall goal. 

Also, this time is set aside for employees to meet with their supervisors and to bring up any subjects 
they would like; such as new ideas, policy questions, etc. 

The performance of employees should be evaluated according to an ongoing twelve (12) month cycle. 

Department heads are encouraged to conduct performance evaluations on a regular schedule, but no later 
than November 30, of each year.  Non-elected department heads may be evaluated by the County Commission 
on or near the first regular commission meeting in December.  

907   WAGES 

Changes in salary or wage rates are normally made on an annual basis in December of each year, with 
any adjustments to be effective January 1st of the following year. 

908 POLITICAL ACTIVITY 

Political affiliation or activity will not be a factor in hiring, promotion, demotion, transfer, suspension, termination, or any 
other conditions and privileges of employment with Yankton County. County employees will not use their County work time 
or County facilities to aid, encourage, or promote candidates for elected public office whether partisan or nonpartisan.  

Those employees whose employment is financed by loans or grants made by the United States or a federal agency may be 
subject to the provisions of the Federal Elections Campaign Act (the "Hatch" Act) regardless of when or where partisan 
election activities occur. This Act prohibits certain types of involvement in federal, state and local elections such as use of 
official authority or influence to affect an election or nomination of a candidate, donations of items of value to an election 
fund, or becoming a candidate for office in a partisan election.  

Nothing in this section will prohibit any non-elective County officer or employee from exercising his/her right as a citizen to 
express an opinion or do any partisan or nonpartisan political act not expressly prohibited herein as long as it is not done on 
County time or with County resources. This includes advocating for or against ballot issues.  

A County employee will not be obliged to, by reason of employment, contribute to any political funds or collections or to 
render political service. Any employee refusing to contribute such funds or to render such service may not be removed or 
otherwise disciplined or prejudiced for that refusal. A County employee cannot use their position to coerce the political action 
of a person or group.  

In the case of any County employee running for an elective public office, the following provisions will apply:  

1. A County employee who intends to be a candidate for political office or participate in other time-consuming 
responsibilities connected with a governmental unit other than the County must notify their Department Head and the 
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County Commission in writing as soon as possible.  

2. Due to the wide variance in demands on time and the employee's differing job responsibilities, leaves of absence for the 
purpose of campaigning or holding political office will be arranged with the County Commission on an individual basis.  

3. The Commission will give the employee a written copy of any agreement it reaches regarding the employee's political 
activity and job responsibilities.  

4. Employees who are granted a leave of absence for political activity may return to their previous employment with the 
County without loss of position or benefits following that absence.  

5. These restrictions do not apply to elected County officials.  

6. The County will not employ or retain any person who advocates or belongs to an organization that advocates the 
overthrow or change of our government by force or violence. Employees may be required to take an oath as set forth in 
the State Constitution (Art. XXI, Sec. 3), SDCL 3-1-5, SDCL 3-5-11, and SDCL 3-2-3. 
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SECTION X: DISCIPLINARY PROCESS AND GRIEVANCE PROCEDURES 

1001 DISCIPLINARY PROCESS 

1. Yankton County encourages employees to develop their performance to the highest level or 
ability. To achieve this level an employee cannot let lateness, tardiness, failure to follow work 
rules and policies, or unacceptable job performance interfere with their job. 

2. When a problem occurs, the normal process will be to encourage the employee to change the 
unacceptable behavior or performance problem. The normal process includes the following 
steps: 

a. Verbal warning and counseling with the department head or supervisor; 
b. Written warning with a copy in personnel file; 
c. Up to a thirty (30) day suspension; or 
d. Termination. 

Item 3 and 4 may be applied on the first offense if the performance or behavioral problem is 
sufficiently serious, upon recommendation of the department head and approved by the Yankton 
County Commission. 

3. Steps taken and time allowed for resolution is dependent upon the nature and severity of the 
problem. 

a. Verbal Warning and Counseling: If a supervisor or department head views the employee's 
behavior or performance on the job as unacceptable, they will counsel the individual 
regarding the problem area. A written summary of this decision will be retained in the 
employee's personnel file. 

b. Written Warning and Counseling: If unacceptable behavior or performance continues after 
counseling, the department head will document the behavioral or performance problem, 
previous discussions, the current situation, and conditions toward necessary improvements 
in a memo. The employee will be asked to sign this document and a copy will be retained in 
their personnel file. The employee will also receive a copy of this memo. Continuation of the 
unacceptable behavior or performance, after verbal and written warning, will be cause for 
termination. 

c. Suspension or Termination: When all measures of progressive disciplinary action regarding 
behavioral or performance problems have been taken, and there is no improvement, there 
is little choice but to either impose a suspension of up to thirty (30) days or terminate the 
employment relationship. Employees under suspension may be subject to the withholding of 
wages and benefits for the period of the suspension, with the exception of health insurance 
contributions.  

4. An employee who has been dismissed shall be entitled to a hearing at the next Commissioner's 
meeting following their dismissal. No written request shall be necessary. Such hearing shall be 
conducted in private with the dismissed employee and the department head present. The 
hearing may be adjourned from time to time. If the employee wishes to have an attorney present, 
they must notify the Commissioners who may then reschedule the hearing to a time when the 
states attorney can be present to advise the Board. Both sides may call sworn witnesses. 
Employees may provide a court reporter at their own expense. The Commissioners' decision shall 
be entered into the minutes of the meeting. 
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5. The following illustration is a representation of progressive discipline. It does not supersede the 
County's written policies, nor does it infer that the same steps will be taken in all cases. Its 
purpose is to show how employees and supervisors could interact and the outcomes of various 
misconduct situations. 

ILLUSTRATION OF PROGRESSIVE DISCIPLINE 
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6. The following illustration is a representation of the actions associated with suspension or 

termination. It does not supersede the County's written policies, nor does it infer that the 
same steps will be taken in all cases. Its purpose is to show how the process would typically 
work. 

ILLUSTRATION OF SUSPENSION OR TERMINATION PROCESS 
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1002 GRIEVANCE PROCEDURE 

1. Definitions: 

Grievance: An alleged violation, misrepresentation, or inequitable application of an existing 
agreement, contract, resolution, policy, rule or regulation, of County Commissioners or of any 
County office. 

County Office: Any office under the supervision of the County Commissioners or of any elected County 
Officer. 

Department Head:  The County Officer in charge of the employee's office.  Where applicable, it also 
refers to the Board of County Commissioners. 

2. All employee grievances will be handled in the manner set out by this resolution. Failure 
to follow this grievance procedure will result in the grievance being dismissed with 
prejudice. 

a. The employee will discuss the grievance with his/her department head. If the 
grievance is of a non-recurring nature, this step must be within thirty (30) calendar 
days of the event leading to the grievance. If the grievance is of a recurring nature, 
this step must be taken within five (5) working days of the event leading to the 
grievance. 

b. If the grievance cannot be reconciled through step one to the employee's satisfaction 
within one week (7 calendar days) from the time the grievance is originally presented 
to his/her department head, the employee shall present the department head with 
a written grievance which shall state specifically the event(s) causing the grievance, 
all actions taken by the employee to resolve it and the action the employee desires 
the employer to take. 

c. The department head shall resolve the grievance by themselves if he/she is able to 
and if he/she feels it is justified. If the department head cannot resolve it within one 
week (7 calendar days), he/she shall present it to the Board of County Commissioners 
for discussion at its next regularly scheduled meeting. 

d. The Commissioners shall render a decision on the grievance at the meeting in which 
it is presented. The Commissioners may postpone a decision to the next regularly 
scheduled meeting if additional information or legal advice is needed. 

3. The Burden of Proof in this procedure shall be on the employee. The employee will have 
to furnish the evidence necessary to prove any contested facts. 

4. This procedure is for the benefit of the individual employees only. It may not be used by a 
non-employee (including former employees who have resigned, retired or been 
dismissed), nor by employee associations or by labor unions. 

5. The department head should carry out the following four steps with fairness, firmness, 
and understanding, since these are fundamental to the satisfactory handling of any 
grievance. 

a. The department head shall: 

i. Receive the grievance properly; 

ii. Arrange for privacy; 

iii. Give a good hearing; 
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iv. Give their full attention; 

v. Don't interrupt; 

vi. Ask questions to make certain all the facts are given; 

vii. Repeat the essentials to the employee in their own words to assure accurate 
communication; and 

viii. Assure the employee of prompt action. 

b. Get the facts: 

i. Check every angle; 

ii. Check the union agreement (if applicable); 

iii. Check State law and County practices; and 

iv. Examine the employment record of the employee involved. 

c. Take action within one week: 

i. If the employee is right, take steps to correct the situation and prevent its recurrence; and 

ii. If the employee is wrong, explain decisions to them. 

d. Follow-up: 

i. Make sure actions are carried out; 

ii. Maintain an atmosphere which will promote high morale; and 

iii. Check with employees to find out whether there are potential irritations, which may 
become grievances, and take steps toward their removal. 

6. Department heads shall not discourage employees from coming to them with grievances. Neither 
shall an employer discriminate against or take discriminatory action against an employee who has 
filed or is in the process of filing a grievance. Although they may be troublesome and time-consuming, 
it is better that employees make their grievances known than to keep them within themselves. An 
unheard grievance can be a serious infection, which before long may undermine the morale of an entire 
office. 

7. The following illustration is a representation of the County's grievance procedure.  It does not 
supersede the County's written policies, nor does it infer that the same steps will be taken in all cases. 
Its purpose is to show typical steps and time frames. 
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GRIEVANCE PROCEDURE ILLUSTRATION 
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1003  Separation of Employment 

Termination of employment is an inevitable part of personnel activity within any organization and many reasons 
for termination are routine.  Below are examples of some of the most common circumstances under which 
employment is terminated: 

 Resignation – voluntary employment separation initiated by an employee 

 Discharge – involuntary employment termination initiated by the organization 

 Lay-off – involuntary employment termination initiated by the organization for non-disciplinary reasons 

 Retirement – voluntary employment termination initiated by the employee meeting age, length of service and 
any other criteria for retirement from the organization.   

As a matter of courtesy, non-exempt employees who desire to leave County employment are requested to give 
a 2-week notice.  Exempt employees are requested to give at least a 30-day notice.  Retirement notices should 
be given as far in advance as possible.  Separation notices should be in written form.  Generally, the last day 
worked will be recognized as the termination date.  Employees will be paid for all time worked up to the 
separation date and time in accordance with the Fair Labor Standards Act.  Paid time off will be paid out at the 
next pay period to employees that provide adequate notice and as set forth in this Handbook.  

Employees must return all equipment belonging to the County on or before the last day of employment including 
but not limited to, all keys, County telephones and/or radios, and charge card (if issued).  No final settlement of 
pay will be made until all items are returned in appropriate condition, unless it conflicts with state or federal laws.  
The cost of replacing non-returned items may be deducted from the final paycheck to the extent permitted by 
law.  Furthermore, any outstanding financial obligations owed to the County will also be deducted from the final 
check.   

Since employment at Yankton County is based on mutual consent between both the employee and the County, 
both the employee and Yankton County have the right to terminate employment at will, with or without cause, 
at any time.   

Employee benefits will be affected by employment termination.  The employee will be notified in writing of the 
benefits that may be continued and of the terms, conditions, and limitations of such continuance. 

1004  Reinstatement 

Employees who resign from an SDRS benefits eligible position with the County may be reinstated to their former 
position and rate of pay under the following conditions. 

1.  The vacated position or an equivalent position is open; 

2.  The Department Head and County Commission approve the reinstatement; and 

3.  The employee forfeits all previously accrued leave and seniority. 

Re-employment at any time later than two weeks after separation will be treated as new employment in all 
respects, including the requirement to compete in an open selection process. 
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PREFACE 

Business Ethics and Conduct 

The successful business operation and reputation of Yankton County is built upon the principles of fair 
dealing and ethical conduct. The reputation of county governance for integrity and excellence requires 
careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous 
regard for the highest standards of personal conduct, integrity and public service. 

The continued success of Yankton County is dependent upon the public’s trust and those who serve the 
public on behalf of the County should be dedicated to preserving that trust. County Commissioners, 
elected and appointed department heads, members of all boards, commissions, committees, task forces 
or other appointed advisory groups owe a duty to Yankton County and the public to act in a way that will 
merit the continued trust and confidence of the public. 

Yankton County expects its elected officials, appointed department heads, members of boards, 
commissions, committees, task forces and other appointed advisory groups to conduct business in 
accordance with the letter, spirit and intent of all relevant laws and to refrain from any illegal, dishonest, 
unethical or disruptive behavior. In general, the use of good judgment, based on high ethical principles, 
will guide you with respect to lines of acceptable conduct. 

It is the policy of the County of Yankton, South Dakota, to uphold, promote and demand the highest 
standard of ethical behavior from its elected and appointed department heads and individuals serving 
on all boards, commissions, committees, task forces or other appointed advisory groups, hereinafter 
referred to collectively as “Members.” It is presumed that all Members have chosen to serve in order to 
preserve and protect the present and the future of the County. Honesty, integrity and fairness are 
hallmarks of public service. 

This code has been created to ensure that all Members have clear guidelines for carrying out their 
responsibilities in their relationships with each other, with all other county employees, with the citizens 
of Yankton County and with all other private and governmental entities. 

SECTION 1: Obey the Laws 

Obeying the law, both in letter and in spirit, is the foundation on which this County’s ethical standards 
are built. The Members shall support the Constitution of the United States and the State of South Dakota 
as well as all federal, state and local laws, rules and regulations. 

SECTION 2: Responsibility of Public Service 

Members are to be trustworthy, respectful, responsible, fair, caring and promote citizenship at all times 
and are not entitled to special consideration or treatment based on their official position or 
responsibility. 

In addition to the above: 

A. Members should actively pursue policy goals they believe to be in the best interest of all residents 
within the parameters of orderly decision-making and the laws and rules governing those 
decisions. 

B. Members should respect the legitimacy of the goals and interests of other Members and should 
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respect the rights of others to pursue goals and policies different from their own. 

C. Members, who sit on county boards, commissions, committees, advisory groups, task forces, etc., 
do not individually speak for the body itself unless approved by the Member body to do so. 

D. Members should dispose of the business of the County in a deliberate manner that assures 
citizens have meaningful knowledge of and input into their decisions. 

E. Members should conserve the resources of the County in their charge. They should employ 
county equipment, property, funds and personnel only in legally permissible pursuits and in a 
manner that exemplifies excellent stewardship. 

F. No Member may use his or her public position or office to obtain financial gain or anything of 
substantial value for the private benefit of himself or herself or his or her immediate family, or 
for an organization with which he or she is associated. 

G. No person may offer or give to a Member, directly or indirectly, and no Member may solicit or 
accept from any person, directly or indirectly, anything of value if it could reasonably be expected 
to influence the Member’s vote, official actions or judgment, or could reasonably be considered 
as a reward for any official action or inaction on the part of the Member. 

H. Members are cautioned to refrain from giving legal advice or other related direction to members 
of the public on matters under investigation by Yankton County departments/offices, on matters 
pending before the courts or government bodies and on any matters where a conflict of interest 
would caution against any such communication. 

SECTION 3: Members’ Conduct with County Employees 

Governance of the County relies on the cooperative efforts of the Members and the County employees 
who implement and administer adopted policies and procedures within the County. Therefore, every 
effort should be made to be cooperative and show mutual respect for the contributions made by each 
other for the good of the community. The following are examples of how the Members should relate to 
the employees of Yankton County: 

A. Members should treat all employees as professionals. Clear, honest communication that respects 
the abilities, experience and dignity of each employee is expected. Poor behavior or disrespectful 
comments toward employees are not acceptable. 

B. Members should never publicly criticize employees. Public criticism of employees leads to poor 
morale of the employees and undermines their effectiveness with the public and is detrimental 
to their performance. 

C. Members should not attempt to influence by intimidation or other unethical means, the decisions 
or opinions of employees on issues that may come before the Planning Commission, Board of 
Commissioners or other Member bodies. 

D. Individual Members may not intentionally coerce or intimidate employees or interfere with 
employees’ duties or authority. 

E. Members, with the exception of elected and appointed department heads interacting with their 
own employees, shall not instruct nor direct employees to perform duties related to the 
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employee’s job. 

F. Requests for information and clarification on items of County business is allowed and 
encouraged. Communication is most effective when the Member contacts the Department Head 
or Elected Official in charge. Members in general should always respect and interact 
appropriately when requesting information pertinent to County business. 

SECTION 4: Conduct in Public Meetings 

Making the public feel welcome is an important part of the democratic process. No signs of partiality, 
prejudice or disrespect should be evident on the part of individual Members toward an individual 
participating in a public meeting. Every effort should be made to be fair and impartial in listening to 
public comments. Members should listen to comments from the public and ask for clarification if they 
do not understand the comment. Members should not disparage or insult other Members, County 
employees or other members of the public. 

The Chairperson presiding over any meeting, which is subject to open meetings laws or not, shall not allow an 
individual or other Member to interfere with the orderly progression of meetings. Personal attacks against any 
Member, County employees or any other person are not allowed regardless of whether the meeting is in session 
or in recess.  If the audience dialogue or Member discussion becomes disruptive or abusive, the Chairman has the 
option to ask the offending individual(s) to leave or have the individual(s) removed from the meeting by law 
enforcement. 

SECTION 5: Open Government 

The citizens of Yankton County expect and deserve open government. South Dakota’s open meetings 
law embodies the principle that the public is entitled to the greatest possible information about public 
affairs and is intended to encourage public participation in government. 

Members who are subject to the Open Meetings Laws of the State of South Dakota shall conduct 
themselves in a manner that fully adheres to the intention of state laws concerning open meetings and 
transparency of actions. These Members are encouraged to employ a “mindset of openness” in 
conducting the affairs of the County in an open meeting and should resort to conducting business in 
executive session only when allowed by law. 

SECTION 6: Conflict of Interest 

In the execution of official County business, a Member shall not put himself or herself in a position where 
his or her personal interest conflicts with his or her duties and responsibilities. Members shall disclose 
any personal relationships to the governing body in the instance where there could be an appearance of 
a conflict of interest. The Member shall not use official information acquired in the course of their duties 
for personal gain. 

SECTION 7: Violation of Code of Conduct 

Violations of this Code of Conduct may result in disciplinary action taken by the Board of County 
Commissioners. Disciplinary action may involve public or private reprimand at the discretion of the 
appropriate governing body and may include removal from serving on an appointed body or removal 
from Office as provided in law. 

Date of Adoption: February 4, 202 
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SECTION 1: WELCOME & INTRODUCTION 

101 WELCOME 
Welcome to the Yankton County team! Together, we serve the residents of Yankton County. As an 
employer, Yankton County is committed to ensuring that working for the County is a rewarding and 
positive experience. 

It is the policy of the Yankton County Commission that this document be used as the basic outline for 
employment policies, practices, and procedures. The Employee Handbook contains general statements of 
County policy and should not be read as including the fine details of each policy, or as forming an 
expressed or implied contract or promise that the policies discussed in it will be applied in all cases. 

The Yankton County Commission may add to the policies in the Handbook or revoke or modify them 
from time to time. The Commission will attempt to keep the Handbook current, but there may be 
times when policies change before this document can be updated. In the event of a conflict between 
these policies and any state or federal law, the law shall prevail. 

As an employee, it is important that you understand the policies and benefits available to you. This 
Employee Handbook explains various policies that will help you do your job to the best of your abilities. 
As a member of the Yankton County team, we want to help you develop professionally and personally, 
and to realize your potential as a valuable employee who contributes to the success of our County. Please 
refer to this Handbook often, and do not hesitate to contact your supervisor if you have questions or 
concerns that are not addressed here.  

Once again, welcome to our team and we wish you a fulfilling, enjoyable future with the County. 

102 ABOUT YANKTON COUNTY 
Yankton County played an early and important role in the history of Dakota Territory and the state of 
South Dakota. 

Bordered on the south by the Missouri River, the county is named for the Yankton band of Sioux Indians 
who lived in the area since the early 1700s. Pierre Dorion was the first non-native person to reside here. 
Dorion married a Yankton Sioux woman 20 years before the arrival of Lewis and Clark in 1804. 

The first known white woman to visit Yankton County was Pelagie LaBarge, traveling on the Missouri River 
in 1847 on a steamboat piloted by her husband. Major William Lyman was the first known white settler in 
Yankton County in 1857. Lyman established a ferry across the James River along with a small trading post. 

In 1861, the territorial government was established with the City of Yankton designated as the first capital 
of Dakota Territory. The year 1861 also saw the first official newspaper, “The Weekly Dakotian,” published 
in Yankton. Steamboat trade flourished here until 1873 when the first railroad line connected Yankton and 
Sioux City, Iowa. 

The first school, held in the home of Dr. Abram Van Osdel, opened in December of 1862. Governor Howard 
selected Yankton County as the site for the hospital for the insane in September of 1878. Yankton lost the 
fight to retain the status of Territorial Capital in 1883 when the capital was moved to Bismarck, ND. 

The rich history of Yankton County is preserved through many landmark buildings, historical sites and the 
written word. 
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103 YANKTON COUNTY VISION AND MISSION STATEMENTS 
The Yankton County Commission has crafted the following statements to express both its aspirations for 
the future and intentions in serving the public.  

Vision Statement 

Yankton County will be a dynamic place, with a strong sense of history, community pride, environmental 
responsibility, economic prosperity and rural culture.  

Mission Statement 

The mission of Yankton County is to provide citizens with high quality public services that create a 
foundation of trust, unity, safety, and collaboration.  

In accomplishing this mission, the Yankton County Commission will encourage its employees and all 
elected officials to exhibit these values:  

 Accountability, dependability, and professionalism in the performance of their duties.  

 Honesty, integrity, and transparency in all proceedings.  

 Inclusiveness, accessibility, and equality in working with the public.  

 Efficiency, sustainability, and innovation in the design and implementation of programs and 
services.  

Adhering to the values will help Yankton County:  

 Stay focused on its goals;  

 Operate in an open and welcoming manner;  

 Remain positive in challenging situations; and  

 Lead by example.  

104 EMPLOYEE RESPONSIBILITY 

It is the employee's responsibility to follow the guidelines, regulations, policies, and procedures of 

Yankton County. An employee's refusal to correct a violation or repeated violations can lead to 

disciplinary action, up to and including suspension and discharge. 

105 EFFECTIVE DATE 

This Employee Handbook shall become effective upon formal adoption of the Yankton County Board 

of Commissioners. 

106 TERMS AND DEFINITIONS 
As used in this Employee Handbook: 

1. The words “shall” or “will” are construed as mandatory. 

2. The word “may” is construed as permissive. 

3. To the extent possible, nouns and pronouns will be gender neutral and inclusive of all employees. 

4. “Supervisor” means an individual with the authority to assign, direct, or review the work of 
subordinates. In many situations, the supervisor will be a County department head. 

5. Unless otherwise specified, the term “family member” includes the employee’s mother/father, 
grandmother/grandfather, wife/husband, son/daughter, stepson/stepdaughter, brother/sister, 
aunt/uncle, niece/nephew, and mother-in-law/father-in/law. 

6. The word “County” means Yankton County as managed under the authority of the Board of County 
Commissioners, elected County officers, and appointed department heads. 
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7. “Commissioners” are elected by the citizens of Yankton County, and are responsible for the 
oversight of all county services.  

8. “Elected County Officers” are elected by the citizens of Yankton County for a designated term of 
office, and are responsible for the oversight of services within their area of responsibility. Elected 
County officers in Yankton County include Auditor, Register of Deeds, Sheriff, States Attorney, and 
Treasurer. 

9. “Appointed Officials” are appointed to their position by the County Commission, and serve at the 
pleasure of the Commission.   

10. “Exempt” employees are those whose position contains duties and responsibilities of an executive, 
administrative or professional nature as described under the Fair Labor Standards Act and is 
therefore exempt from the overtime provisions of the Act. Exempt employees may be required to 
perform work in excess of the standard work week without additional compensation. 

11. “Non-Exempt” employees are those whose position is covered by the overtime provisions of the 
Fair Labor Standards Act due to the duties and responsibilities of the position. The Fair Labor 
Standards Act includes the provision for payment of all overtime hours worked in excess of 40 hours 
per week for these non-exempt positions. 

12. “Temporary or seasonal” employees are those who are hired as interim replacements to 
supplement the work force or to assist in the completion of a specific project. Employment 
assignments in this category are of a limited duration. Generally, they are not eligible for benefits 
beyond workers compensation. 

13. “Part-time” employees are those required to work less than 20 hours of compensated work per 
week. Generally, they are not eligible for benefits beyond workers compensation. 

14. “Regular full-time” employees are those who are not in a temporary or introductory status and who 
are regularly scheduled to work at least 30 hours per week. Generally, they are eligible for all 
employee benefits, subject to the terms, conditions and limitation of each benefit program.  

15. “Regular part-time” employees are those who are not assigned to a temporary or introductory 
status and also are regularly scheduled to work at least 20 hours a week, but less than 30 hours per 
week.  Generally, they are eligible for some benefits, subject to the terms, conditions, and limitations 
of each program. 

16. “Contract” employees are those who work under a special agreement and conditions established by 
the County Commission, and whose compensation may include specified benefits. 

17. “Introductory” employees are those whose performance is being evaluated to determine whether 
further employment as regular full-time or regular part-time employees with the County is 
appropriate. Introductory employees include new hires plus present employees being transferred or 
promoted to a new position. 
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Section II: EMPLOYMENT POLICIES & PRACTICES 

201 WELCOME 
1. Employment-At-Will: Employment with Yankton County is voluntarily entered into, and the 

employer/employee relationship may be terminated at any time for any lawful reason by either 
party. In the event an employee resigns their position, the employee is expected to give the 
County two weeks’ notice of the intended action. 

2. Not a Contract: Policies set forth in this handbook are not intended to create a contract, nor are 
they to be construed to constitute contractual obligations of any kind or a contract of 
employment between the County and any of its employees. The provisions of the handbook have 
been developed at the discretion of management and, except for its policy of employment-at­ 
will, may be amended or canceled at any time, at the County's sole discretion. 

3. Changes to these Policies: These provisions supersede all existing policies and practices and may 
not be amended or added to without the expressed written approval of the Yankton County 
Commission. Proposed changes to existing policies can be brought to the County Commission for 
consideration by one of the Commissioners, by an elected official, by an appointed officer, or by 
any department head within the County. Proposed changes should be reviewed by the States 
Attorney. 

202 EQUAL EMPLOYMENT OPPORTUNITY 
In compliance with Title VII of the Civil Rights Act of 1964 as amended and under authority of SDCL 
7-8-20, it is the policy of Yankton County to provide equal opportunities to all employees and 
applicants for employment. The County does not discriminate in hiring or in any terms and conditions 
of employment based on sex, race, color, creed, religion, national origin, ancestry, citizenship, 
gender, age, disability, sexual orientation, genetic information or veteran status or on any other 
status that is protected under law against discrimination. This policy applies to employees and 
applicants and to all phases of employment including, but not limited to, hiring, promotion, 
demotion, and treatment during employment, rates of pay or other forms of compensation, and 
termination of employment.  

If an individual is concerned about a violation of this policy, they may utilize the Complaint Resolution 
policy set forth in this handbook. 

203 VETERAN’S PREFERANCE 
Yankton County will comply with South Dakota’s Veterans Preference Law, SDCL 3-3-1, which means that eligible 
veterans receive preference for appointment, employment and promotion. If the applicant possesses at least the 
minimum qualifications necessary to fill the position, the qualifying veteran shall be granted an interview. The 
unmarried spouse of a deceased veteran is entitled to the same preference, as is the spouse of a disabled veteran 
who is unable to exercise his or her right due to a disability. 

204 AMERICANS WITH DISABILITIES ACT (ADA) 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Act Amendments Act of 2008, 
known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating 
against applicants and individuals with qualified disabilities and require employers to provide reasonable 
accommodations to applicants and employees as below discussed.  

It is the policy of Yankton County to comply with all federal and state laws concerning the employment of persons 
with disabilities. Furthermore, it is our policy not to discriminate against qualified individuals with disabilities in 
regard to application procedures, hiring, advancement, discharge, compensation, training or other terms, 
conditions and privileges of employment.  
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Reasonable accommodation is available to all qualified individuals with disabilities in accordance with the ADA 
and provided such accommodation does not pose an undue hardship or pose a direct threat to the safety of the 
employee or others. Employees requesting reasonable accommodation during either a recruitment or 
employment process should contact the Department Head to begin an interactive discussion about potential 
accommodations that would be available and appropriate. The Department Head may need to visit with the 
States Attorney and County Commissioners in considering potential accommodations. The County will consider 
specific requests but reserves the right to offer its own recommendations for accommodations to the extent 
permitted by law.  

If an employee makes a request to the Department Head and no response is received within one (1) week, the 
employee should take the matter to the Commissioners. 

All employment decisions regarding disability accommodations will be based on the merits of the situation in 
accordance with the defined criteria and federal and state regulations. 

Any form of retaliation against an employee for engaging in activity under this provision is expressly prohibited 
and will result in disciplinary action up to and including termination.  Please see the complaint and retaliation 
provisions set out in the Discrimination and Harassment policy. 

205 IMMIGRATION LAW COMPLIANCE 
The County is committed to employing only people who are United States citizens or non-citizens who are legally 
authorized to work in the United States. We do not discriminate because of a person's citizenship or national 
origin. 

To comply with the Immigration Reform and Control Act of 1986, every new employee is required to complete 
the Employment Eligibility Verification Form I-9 and show documents that prove identity and employment 
eligibility.  All employees will be expected to complete the I-9 Form on or before the first day of work.  If the 
employee is not able to provide the necessary documentation within three (3) working days from the date of 
hire, they must provide proof that they have applied for the required documents.  If this is not provided, the 
employee will be terminated.  Former employees who are rehired must complete the form if they have not 
completed an I-9 or it is no longer retained or valid. 

206 COUNTY PROPERTY 
It is the policy of Yankton County to: 

1. Prohibit the purchase of supplies, equipment or tools without authorization from a 
supervisor; and 

2. Prohibit the loaning or selling of equipment, supplies or tools unless the action was 
previously and clearly authorized by the County Commission. 

3. Require employees to turn in County vehicle and/or building keys and any County 
equipment prior to receiving their final paycheck. 

4. Seek reimbursement for the replacement value of County property that is damaged or 
destroyed by employee negligence. 

207 EDUCATION AND TRAINING 
1. The County may support certain training events, such as workshops and conferences when such 

training, including travel, has been approved as part of a department’s annual budget. 

2. Yankton County encourages employees to take advantage of educational opportunities that will 
enhance their job performance. 
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208 DISCRIMINATION & HARASSMENT-FREE WORKPLACE 
Yankton County recognizes that the strength of the organization relies on an environment where people are 
treated with dignity and respect without intimidation, oppression or exploitation. Therefore, the County is 
committed to providing a work environment that is free of unlawful discrimination and harassment. The County 
expressly prohibits any form of employee harassment, which includes verbal or physical conduct that denigrates 
or shows hostility or aversion toward an individual, based upon on race, color creed, religion, national origin, 
citizenship, ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, 
veteran’s status, genetic information, or any other protected group in accordance with state and federal law. 
Yankton County will strive to prevent, correct and discipline behavior that is not consistent with its commitment 
to provide equal opportunity and an environment free from harassment and discrimination. This policy is adopted 
using the following definitions: 

Discrimination includes conduct, in violation of federal and state law, where unfavorable decisions are made, or 
unfavorable actions are taken, based on an individual’s protected classification, as listed above. This policy is 
intended to be consistent with the prohibitions stated in such anti-discrimination laws. 

Harassment based on an individual’s protected classification as listed above includes conduct which interferes 
with an individual’s ability to do their job by creating an intimidating, hostile or offensive work environment; 
unreasonably interfering with the individual’s work performance and/or adversely affects an individual’s 
employment opportunities.  

Harassing conduct includes, but is not limited to, the following: 

 Epithets, slurs, negative stereotyping or threatening, intimidating or hostile acts that relate to the 
categories above.  This includes jokes or pranks that are hostile or demeaning to the above protected 
categories. 

 Written or graphic material that denigrates or shows hostility or aversion toward an individual or group 
included in the above categories. 

Sexual harassment (both overt and subtle) is a form of unlawful harassment that includes employee misconduct 
that is demeaning to another person or undermines the integrity of the employment relationship and is strictly 
prohibited.  Sexual harassment is unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature.  Sexual harassment occurs when: 

 Submission to such conduct is made either explicitly or implicitly as a condition of employment 

 Submission or rejection of such conduct by an individual is used as a basis for employment decisions 

 Such conduct has a purpose or effect of substantially interfering with an individual’s work performance 

 Such conduct has a purpose or effect of creating an intimidating, hostile or offensive work environment 

Some examples of sexual harassment include, but are not limited to, the following:  

 Sexual innuendo, jokes of a sexual nature, propositions, threats 

 Sexually suggestive pictures or objects, staring, leering, obscene gestures 

 Unwanted physical contact 

 Unwelcome repeated requests for a date, telephone calls, letters or messages 

 Discussion of sexual activities  

This policy applies not only to normal working hours, but also to social contact, off-premises work and business 
travel.  This policy protects employees from harassment by supervisors, co-workers, and third parties with whom 
they come into contact with during the course of their job. 

Harassment can be found where, in aggregate, the incidents are sufficiently pervasive, persistent or severe that 
a reasonable person with the same characteristics of the victim of the harassing conduct would be adversely 
affected to a degree that unreasonably interferes with employment. If the victim does not subjectively perceive 
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the environment to be hostile or the conduct has not actually altered the conditions of employment, then there 
may not be a violation of this policy. 

Reporting Discrimination / Harassment 

It is the responsibility of every employee to act consistently with the spirit and intent of this policy. Department 
Heads and supervisors shall work to establish and maintain a climate in the work unit which encourages 
employees to communicate questions or concerns regarding this policy, recognize incidents of harassment and 
discrimination, and take immediate action in accordance with this policy.   

If you experience any possible unlawful harassment or discrimination, promptly report the concern to your 
immediate supervisor, to a Department Head, or to any Commissioner. The County takes complaints of 
discrimination and harassment very seriously and investigates claims received. Thus, there is no need to follow 
any formal chain of command when filing a complaint or discussing or expressing any issue of concern regarding 
alleged discrimination or harassment, and you may bypass anyone in your direct chain of command.  

This policy applies to all incidents of alleged discrimination or harassment, including those which occur off-
premises, or off-hours, where the alleged offender is a group leader, supervisor, coworker, or even a 
nonemployee, such as a vendor or customer, with whom the employee is involved, directly or indirectly, in a 
business or potential business relationship. 

Should the alleged discrimination or harassment occur at a time other than your normal business hours, your 
complaint should be made as early as practicable following the incident. The County will undertake an 
investigation of any complaints in a timely and appropriate manner.  All complaints will be kept confidential to 
the extent possible. 

All employees have a duty to report any conduct which they believe violates this policy. In addition, every 
employee has a duty to cooperate with any investigation conducted by the County, regardless of whether the 
investigation is being conducted by County officials or outside parties retained by the County for this purpose, or, 
for that matter, by an outside agency. 

If the County determines that an employee has violated this policy including unlawfully discriminated against or 
harassed another individual, violated the confidentiality or nonretaliation provisions, or who have been found to 
have knowingly made a false complaint, appropriate disciplinary action will be taken against the offending 
employee, up to and including an unpaid suspension or termination of employment. 

Retaliation  

The County, in accordance with state and federal law, prohibits any form of retaliation against any employee for 
reporting in good faith a violation of this policy, filing a complaint under this policy, or assisting in a complaint 
investigation.  

One type of retaliation occurs when an employer takes adverse employment action against an employee who 
complains about harassment or discrimination, or who engages in activities such as refusal to provide genetic 
information, testifying at or providing information related to a labor investigation, filing or having filed a workers’ 
compensation claim, or whistleblower status as provided for by law.  Another type of retaliation occurs when 
coworkers ostracize, employ derogatory epithets (verbal, written or gestural) against or otherwise harass an 
employee because he or she has complained about discrimination or harassment. 

It is illegal to retaliate against any employee because of a complaint about harassment or discrimination, even if 
no harassment or discrimination ever happened.  The County policy strictly PROHIBITS any form of retaliation 
against an employee because of a complaint about harassment or discrimination.  Any complaints of retaliation 
should be reported to your direct supervisor, any Department Head, or any Commissioner. 
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However, if an individual is found to have made a complaint in bad faith, fails to cooperate with an investigation 
or provides false or intentionally misleading information or testimony, that employee is subject to disciplinary 
action up to and including termination. 

209 COMPLAINT RESOLUTION 
General Complaints 

The County is committed to providing an excellent working environment for its employees. Part of this 
commitment is encouraging an open and frank atmosphere in which any complaint or problem can be 
discussed rather than utilizing any formal, restrictive grievance procedure. No employee will be penalized, 
formally or informally, for voicing a complaint in a reasonable, business-like manner. 

Employees with concerns or complaints should first discuss the problem with their immediate supervisor 
or, if this is not possible, with their Department Head. Employees who believe they are not able to discuss 
the concern with their Department Head may instead contact a Commissioner. 

Employees who have a complaint about the interpretation or application of a specific County policy or 
about a disciplinary act may submit a written inquiry or complaint to their Department Head and, if 
unresolved at that level, to the Commissioners. Department Heads and the Commissioners will strive to 
respond to written inquiries or complaints in a timely manner.  Although not all complaints can be resolved 
to everyone’s complete satisfaction, this written option provides employees with a method for receiving 
information about their inquiries and for potentially resolving concerns. 

Individuals who wish to pursue a formal complaint to the Commissioners should submit a timely written 
statement of the factual basis for the complaint to their immediate supervisor.  If the employee is not 
comfortable going to their immediate supervisor, alternative contact can be made with the State’s 
Attorney, another Department Head, or any Commissioner.  The Commissioners or their Agent will 
coordinate an investigation into the complaint in a timely manner.  All interested parties will be afforded 
the opportunity to submit evidence on the complaint.  At the conclusion of the investigation, the 
Commissioners will review the evidence in executive session and determine the appropriate course of 
action.  The decision made by the County Commissioners shall be deemed final.   

However, if an individual is found to have made a complaint in bad faith, fails to cooperate with an investigation 
or provides false or intentionally misleading information or testimony, that employee is subject to disciplinary 
action up to and including termination. 

210 CONFIDENTIAL NATURE OF WORK  
Yankton County will comply with all applicable laws and regulations and expects its employees to conduct 
business in accordance with the letter, spirit and intent of all relevant laws and refrain from any illegal, dishonest 
or unethical conduct.  In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct.  If a situation arises where it is difficult to determine the proper course of 
action, the matter should be openly discussed with your immediate supervisor and, if necessary, with your 
Department Head or the Commissioners for advice and consultation.   

While much of the work that the County does is public, certain information obtained during your employment 
may be sensitive or confidential.  Employees must not disclose such information, purposefully or inadvertently 
through casual conversation, to any unauthorized person inside or outside the County. Employees who are 
unsure about the confidential nature of specific information must ask their supervisor for clarification. Employees 
will be subject to appropriate disciplinary action, up to and including dismissal, for knowingly or unknowingly 
revealing information of a confidential nature. 
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211 PERSONNEL RECORDS  
Official personnel files for each employee will be maintained in the Auditor’s Office. Although supervisors may 
keep some records within the department, the official personnel file is maintained in the Auditor’s Office. 

Records to be maintained in the official personnel file include, but are not limited to, the following: application 
forms, personnel actions, training records, performance appraisals, and disciplinary actions.  Due to the 
particularly sensitive nature, some records pertaining to employees are maintained in separate files outside the 
basic files such as relating to medical issues and internal investigations.   

All information maintained in the official personnel files will be considered confidential and may be accessed by 
the Auditor’s staff, the supervisor, the Department Head, and the Commissioners.  Current employees may also 
review their own personnel file upon request to the Auditor.  In addition, when potential legal issues arise 
regarding an employee, the County’s legal counsel will have access to that employee’s personnel files.  
Representatives of government or law enforcement agencies, in the course of their duties, may be allowed access 
to file information.  Employees, or their representative, may be provided access according to state law and at the 
discretion of the County.   

Information relating to dates of employment, position titles and rates of pay are a matter of public record. The 
Auditor will publish such information as required by law.  

Department Heads are responsible for completing personnel action forms for new hires, promotions, demotions, 
transfers, terminations, or related personnel changes. Employees are responsible for informing the Auditor’s 
Office of changes in name, address, marital status, dependents, emergency contacts, and beneficiaries as soon 
as they occur. 
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SECTION III: CONDUCT OF EMPLOYEES 

301 APPEARANCE 
It is the policy of Yankton County that each employee's dress, grooming, and personal hygiene 
should be appropriate to the work situation. 

Employees are expected at all times to present a professional, business-like image to the public. 

1. The appearance of employees that do not regularly meet the public is to be governed by the 
requirements of safety and comfort, but should still be as neat as working conditions permit. 

2. The appearance of office workers and employees who have regular contact with the public 
shall follow normally accepted standards for similar situations. 

3. Department heads may authorize periodic "casual days" and establish dress standards for 
those occasions. This option is solely at the discretion of individual department heads and 
may be rescinded by the County Commission at any time should abuses and/or public 
complaints arise. 

Any employee that does not meet the standards of this policy will be required to take corrective action, 
which may include leaving the premises or work location. Any work time missed, because of failure to 
comply with this policy, may not be compensated. Repeated violations of this policy will be cause for 
disciplinary action. 

302 ATTITUDE 
It is the policy of Yankton County that certain rules, concerning employee behavior, are necessary for the 
efficient operation of County government. 

Employees are expected to conduct themselves in a positive manner so as to promote the best interests 
of Yankton County. This conduct includes: 

1. Reporting to work as scheduled and being at the proper workstation, ready for work, at the 
assigned starting time; 

2. Giving proper advance notice whenever unable to work or report on time; 

3. Complying with all County safety and security regulations; 

4. Smoking only at times and places not prohibited by the County Commission; 

5. Eating meals in the workplace is discouraged, except during designated breaks and within 
designated eating areas;  

6. Maintaining work place cleanliness and orderliness; 

7. Treating all customers, visitors and fellow employees in a courteous manner; 

8. Refraining from behavior or conduct deemed offensive or undesirable; 

9. Performing assigned work efficiently and in accord with established quality standards; and 

10. Reporting to the supervisor and/or County Commission suspicious, unethical, or illegal 
conduct by fellow employees, customers or suppliers. 
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303 PUBLIC RELATIONS 
It is the policy of Yankton County to be service oriented and to require all employees to treat the public in 

a courteous and respectful manner at all times. 
All employees have an obligation to make the public feel as comfortable as possible in dealing with County 
government. 

Employees should attempt to educate the public in using County services and should seek ways to improve 
services. 

Employees are encouraged to report recurring customer-related problems to their supervisor. If a 
customer becomes unreasonable or abusive and the employee cannot resolve the problem, the customer 
should be referred to the supervisor. 

304 COUNTY EQUIPMENT 
Supervisors are responsible for instructing employees on the proper use of County equipment, the 

proper care, maintenance and safety of County equipment, and for assuring that any required 

certification and/or licensing is maintained. 

Employees should not use County equipment for personal purposes. 

305 PERSONAL PROPERTY 
It is the policy of Yankton County to ask employees to refrain from bringing unnecessary or inappropriate 
personal property to work. 

The County recognizes that employees may wish to bring certain personal items to work. However, 

personal property that is not related to the employee's job performance may disrupt work or pose a 
safety risk to other employees. The employee's supervisor shall determine the appropriateness of 
personal items in the work place. 

306 CONFLICTS OF INTEREST 
It is the policy of Yankton County to prohibit employees from engaging in any activity, practice or act, which 
conflicts with, or appears to conflict with, the interests of the County. 

A conflict of interest is defined to include any situation in which a County official, employee or board member, 
in the discharge of official duties, would be required to take any action or make any decision that may cause 
financial benefit to: 

1. the same County official, employee or board member; 

2. any member of that official's, employee's or board member's immediate family, defined to 
include a spouse, parent, child or a sibling related by blood, marriage or adoption; or 

3. a business enterprise owned in whole or in part by the public official, employee, or board 
member; unless the benefit is extended to the general public or a broad segment of the public 
at large. 

As soon as a County official, employee, or a board member is actually aware or should reasonably be 
aware of a conflict of interest, they are required either to make full public disclosure of or to remove 
himself/herself from the conflict of interest. 

Specifically, County officials, employees, and board members are prohibited from: 

1. using their County position or any influence, power, authority, or confidential information 
derived from it, or any County time, equipment, property, or supplies for private gain; or 

2. receiving any outside compensation, gift, or gratuity, for the performance of County duties 
except as follows: 
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a. awards for meritorious public contributions publicly awarded. 

b. Receipt of honoraria or expenses paid for papers, talks, demonstrations, or appearances 
made by employees with the approval of the employee's department head or the County 
Commission 

c. Receipt of social amenities, ceremonial gifts, or advertising gifts, worth less than $100 in 
value. 

Unless directed otherwise by the County Commission, any gifts beyond those listed above received for 
performance of County duties will be considered County property and will be immediately reported to 
the County Auditor's Office for inventory. 

307 NEPOTISM 
A member of an employee's family will be considered for employment by Yankton County, provided the 
applicant possesses all the qualifications for employment. An immediate family member may not be hired, 
however, if such employment would: 

1. Create either a direct or indirect supervisor/subordinate relationship with a family member; 
or 

2. Create either an actual conflict of interest or the appearance of a conflict of interest. 

308 SECONDARY EMPLOYMENT 
County employment must be the principal vocation of all full-time employees; however, a County employee 
may engage in outside employment, subject to all of the following conditions: 

3. The secondary employment must not interfere with the efficient performance of the 
employee's County duties; 

4. The secondary employment must not conflict with the financial or public interests of the 
County or any department thereof; and 

5. The secondary employment must not be the type that would give rise to criticism or suspicion 
of conflicting interests or duties. 

County employees must notify their supervisor before engaging in secondary employment. Non-elected 
department heads must notify the County Commission before engaging in secondary employment that exceeds 
ten hours per work week. 

309 WORKPLACE VIOLENCE PREVENTION 
The County is committed to preventing workplace violence and to maintaining a safe work environment. 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the public 
at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of 
harassment, including harassment that is based on an individual's sex, race, age, or any characteristic 
protected by federal, state, or local law; 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to the 
supervisor, sheriff’s office, or any member of the County Commission. This includes threats by employees, 
as well as threats by customers, vendors, solicitors, or other members of the public. When reporting a 
threat of violence, you should be as specific and detailed as possible. 

All suspicious individuals or activities should also be reported as soon as possible to the supervisor or 
sheriff’s office. 
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310 SMOKING PROHIBITED 
It is the policy of Yankton County, and in accordance with applicable state law, that smoking, including electronic 
cigarettes, smokeless tobacco and all vaping devices, shall not be permitted in County buildings or any County 
vehicle.  Such use is permissible only in personal vehicles while on break, or in other designated areas.  No 
additional breaks beyond those normally scheduled may be taken for the purpose of smoking or using similar 
products.  When smoking or using tobacco or similar products outside, please leave no traces of litter or residue.  

311 DISTRACTED DRIVING 
Employees are prohibited from undertaking any activity that could distract them from the safe operation 
of County vehicles. Examples of distractions while operating a vehicle include but are not limited to 
operating a cell phone, consuming food or beverages, reading, and smoking. 

Employees who use cell phones or radios as part of their normal work activities should operate those 

communication devices in a manner that does not inhibit or interfere with the safe operation of 
County vehicles. 

312 ELECTRONIC INFORMATION SYSTEMS 
Any use of Yankton County's Internet access or E-mail services shall be considered and treated as any 
other work product, subject to periodic or specific review by, and approval of, the employee's immediate 
supervisor or department head.  

Supervisors or department heads shall designate which employees may use E-mail. Each employee using 
E-mail or the Internet shall be required to sign an "Acceptable Use Agreement." Yankton County reserves 
the right to monitor transmissions of E-mail. Supervisors and department heads shall periodically monitor 
both Internet and E-mail use by Yankton County employees in their office to ensure they are in 
conformance with these policies and the Acceptable Use Agreement. Any employee found to be in 
violation of the Acceptable Use Agreement shall be subject to disciplinary action up to and including 
termination. 

In addition to the terms of the Acceptable Use Agreement, prohibited uses of Yankton County's E-mail 
and Internet systems via County-owned computer equipment include, but are not limited to the following: 

1. To transmit, receive, access, unload, download, or distribute offensive, threatening, pornographic, 
obscene, or sexually explicit material; 

2. To vandalize, damage, or disable property of the County or another individual or organization; 

3. To access another individual's materials, information, or files without permission; 

4. To use the network or Internet for commercial or political campaign purposes; 

5. To release personal information, files, addresses, passwords, or other vital accessing information; 

6. To promote or solicit for illegal activities, including gambling; 

7. To interfere with another person's use or account in any way; 

8. To violate copyright or other protected material laws, trade secrets, proprietary financial 
information, or similar materials without authorization; 

9. To attempt to log on to the Internet as a system administrator; 

10. To subscribe, without authorization, to mailing lists, e-mail messages, games, chain letters, or 
other services; 

11. To circumvent security measures on County or remote computers or networks; 

12. To enroll in or engage in any activity on the Internet which results in an unauthorized charge 
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or assessment to Yankton County or its representatives; 

13. Use of the system to conduct non-Yankton County activities, including, but not limited to, 
operation of a private business, conducting job searches, promoting religious beliefs, or 
forwarding political advertisements; and 

14. Use of the system to harass, intimidate, defame, or injure another individual or group. 

Any member of the Yankton County Commission may inspect the contents of the E-mail or Internet 
activity of any employee or department head without prior notice. Department heads also have the right 
to inspect E-mail or Internet activity of any employee within their department. 

Information technology and equipment is to be used for county business purposes and to increase the timeliness 
and effectiveness of county business communications.  Any personal use of county information technology and 
equipment during work hours, such as for checking personal E-mail, is expected to be limited to incidental use or 
emergency situations only.  Excessive time spent on such personal activities during work hours will subject the 
employee to disciplinary action. 

Employee use of information technology and equipment must be able to withstand public scrutiny without 
embarrassment to the County, its taxpayers, its clients, or its employees. Employees should use generally 
accepted standards of business conversation in all computer, electronics and internet usage. Employees should 
use good judgment in the type of messages created and the tone and content of messages. The content of 
messages is always considered personal opinion unless specifically stated as a county position.  

Employees learning of any misuse of County electronic information systems or a violation of this policy must 
notify their Department Head or the Commissioners of such misuse or violation immediately.  Failure to notify 
may result in corrective action up to and including termination.  Nothing in this policy, however, shall be deemed 
to interfere with employee rights to engage in discussions protected by law.  

313 SOCIAL MEDIA  
Personal websites, blogs and social media sites have become prevalent methods of self-expression in our culture.  
However, the County is also committed to ensuring that the use of such communications does not detract from 
our business by maintaining the County’s identity, integrity, and reputation in a manner consistent with our 
values and policies.   

The County respects the right of employees to use these media outlets during their personal time.  Employees 
may not use their County email addresses to register for social media sites. If you, as an employee, choose to 
identify yourself as a County employee on a website or blog, you should make it clear to the readers that the 
views expressed are the employee's alone and that they do not necessarily reflect the views of the County. 

Employees are prohibited from using, disclosing or discussing confidential and/or proprietary information, 
including business and personal information about clients, vendors and co-workers. 

Employees are prohibited from posting or displaying comments about customers, suppliers and co-workers that 
are vulgar, obscene, threatening, intimidating, harassing, or a violation of the employer's workplace policies 
against discrimination, bullying, harassment, retaliation, or hostility on account of age, race, religion, sex, 
ethnicity, nationality, disability, or other protected class, status, or characteristic.  Instead, it is recommended to 
use the following questions as a guideline in the creation of social media content:  Is the content positive?  Is it 
professional?  Is this information protected? 

As an employee, you must be careful not to let online communications interfere with your job or customer 
commitments. Refrain from using social media while on work time or on equipment provided by Yankton County 
unless it is work-related as authorized by your Department Head or consistent with County policy.  

If an employee believes that a blog or other online communication violates any County policy, the employee 
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should immediately report the blog or online communication to their Department Head. 

The County reserves the right to monitor all public blogs and social networking forums for the purpose of 
protecting its interests and monitoring compliance with County policies.  If online activity is seen as compromising 
the County, the County may request a cessation of such commentary, and the employee may be subject to 
coaching and, potentially, disciplinary action.   

Any employee who violates this policy may be subject to disciplinary action, up to and including termination. 
Additionally, legal action may be taken where necessary against employees who engage in prohibited or unlawful 
conduct. 

Nothing in this policy, however, shall be deemed to interfere with employee rights to engage in discussions 
protected by law.  This policy is not intended to restrict an employee’s right to discuss wages and other terms 
and conditions of employment with co-workers or in any way limit employees’ rights under applicable laws.  For 
any questions about these guidelines or any matter related to personal websites or blogs, contact the 
Department Head. 
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SECTION IV: DRUG AND ALCOHOL-FREE WORKPLACE 

401 COUNTY COMMITMENT 
It is the policy of Yankton County to maintain a work place that is free from the effects of drug and alcohol 
abuse. 

Consistent with the spirit and intent of this policy, Yankton County will act to eliminate any substance 
abuse which could impair an employee's ability to safely and effectively perform a particular job and which 
increases the potential for accidents, absenteeism, substandard performance and tends to undermine 
public confidence in the County's workforce. 

402 DEFINITIONS 
1. Alcohol - means the intoxicating agent is beverage alcohol, ethyl alcohol or other low molecular 

weight alcohol including methyl or isopropyl alcohol. 

2. Drugs - means any substance (other than alcohol) that is a controlled substance as defined in this 
section. 

3. Controlled Substance – that which has a stimulant, depressant, or hallucinogenic effect on the 
central nervous system. 

4. Reasonable Suspicion – means a belief based on specific facts and reasonable inferences drawn 
from those facts that an employee is under the influence of drug or alcohol. Circumstances which 
constitute a basis for determining reasonable suspicion may include, but are not limited to: 

a. A pattern of abnormal or erratic behavior which is so unusual that it warrants summoning a 
supervisor, department hear or other individual for assistance. 

b. Information provided by a reliable and credible source with personal knowledge. 

c. Direct observation of drug or alcohol use. 

d. Presence of the physical symptoms of drug or alcohol use: (i.e. glossy or blood-shot eyes, 
alcohol odor on breath, slurred speech, poor coordination and/or reflexes). 

e. Possession of substances in violation of the County's drug and alcohol policy. 

5. Refusing to Submit - to an alcohol or controlled substance test means that an employee: 

a. Fails to provide adequate breath for testing without a valid medical explanation after he or she 
has received notice of the requirement for breath testing. 

b. Fails to provide adequate urine for controlled substance testing without a valid medical 
explanation after he or she has received notice of the requirement for urine testing; or 

c. Engages in conduct that clearly obstructs the testing process. 

403 COUNTY POLICIES 
1. Employees are prohibited from the use, sale, dispensing, distribution, possession, or 

manufacture of illegal drugs and narcotics or alcoholic beverages on County premises or work 
sites. In addition, employees are prohibited from the off-premises use of alcohol and possession, 
use, or sale of illegal drugs when such activities adversely affect job performance or job safety. 
Illegal and/or inappropriate use of prescription and over-the-counter medications are also 
prohibited. 

2. Employees will be subject to disciplinary action, as provided in Section X for violations of these 
policies. Such violations include, but are not limited to, possessing illegal or non-­ prescribed drugs 
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and narcotics or alcoholic beverages at work; being under the influence of is such substance while 
working; using them while working; or dispensing, distributing, or illegally manufacturing or selling 
them on County property and work sites. Employees, their possessions, and County issued equipment 
and containers under their control are subject to search and surveillance at all times while on County 
property or while conducting County business. 

3. Certain positions with the County may require that an applicant pass a post-offer, pre-
employment drug test. Applicants for those positions will be notified of the need for such test. 
Failure to pass the pre-employment test, or failure to submit to testing, will prevent the applicant 
from further consideration for that position. 

4. Employees may be requested to undergo drug and alcohol testing if there is a "reasonable 
suspicion" that the employee is under the influence of drugs or alcohol during work hours. Where 
"reasonable suspicion" exists that the policies have been violated, the supervisor should report 
the situation immediately to their Department Head. The Department Head may ask the 
employee to submit to blood and urine testing by a qualified medical physician or hospital at the 
County's expense. Prior to testing, the County shall secure a signed release statement from the 
employee to have the hospital/physician release medical information to the County. If a 
Department Head is suspected of “reasonable suspicion”, the suspecting party should report 
their suspicions to the Commission Chair. 

5. An employee who refuses to consent to a drug and alcohol test when reasonable suspicion exists 
may be subject to disciplinary action. A positive result from the drug and/or alcohol test 
confirming the reasonable suspicion may result in disciplinary action. All information from an 
employee's drug and/or alcohol test is confidential, and only those with a need to know are to 
be informed of the results. 

6. Individual departments may require random drug testing as a condition of employment, 
especially when individual and/or public safety concerns exist. 

7. Employees are required to notify their supervisor no later than five (5) days after any criminal 
drug statute conviction for a violation occurring in the work place. 

8. The County Commission will take one or both of the following actions within thirty (30) days of 
the notice specified in 403, item 7: 

a. Take appropriate disciplinary action against the employee up to and including termination; 
and/or 

b. Require the employee to participate satisfactorily in a drug abuse assistance or rehabilitation 
program. 

9. Employees who use legal drugs or narcotics during work, and have any reasons to expect such use 
may affect their ability to perform their work, must report this fact to their supervisor. A 
determination will then be made as to whether the employee should be able to perform the 
essential functions of the job safely and properly. 

10. Employees who are experiencing work-related or personal problems resulting from drug, narcotic, or 
alcohol abuse or dependency may request, or be required to seek, counseling help. County required 
counseling should be kept confidential and should not have any influence on performance appraisals. 
Job performance alone, not the fact that an employee seeks counseling, is to be the basis of all 
performance appraisals. 

11. Any employee who is abusing drugs or alcohol may be granted a leave of absence to undertake 
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rehabilitation treatment. The employee will not be permitted to return to work until certification 
is presented to the supervisor that the employee is capable of performing his job. Failure to 
cooperate with an agreed upon treatment plan may result in discipline, up to and including 
termination. Participation in a treatment program does not insulate an employee from the 
imposition of discipline for violations of this or other County policies. 

12. If any employee has been found to have violated County policies the employee may in certain 
circumstances be permitted to return to their position. Determination of whether or not an 
employee will be returned to work, and what specific conditions may be set for an employee's 
return to work, will be made on a case by case basis by the County Commission. The specific 
conditions may include, but are not limited to: 

a. An employee may be required to submit to an alcohol and controlled substance abuse 
assessment with a designated substance abuse professional. 

b. An employee may be required to successfully complete an in-patient or out-patient chemical 
dependency treatment program as recommended by a substance abuse professional. 

c. An employee may be required to continue participation in aftercare treatment programs, 
counseling, support groups, or other rehabilitation/maintenance program as may be 
recommended by the substance abuse professional. 

d. An employee may be required to meet very specific on-the-job requirements involving 
performance, sick leave use, attendance, etc. 

e. An employee may be required to submit to a return-to-work alcohol and controlled 
substance tests, with negative results, before being allowed to return to work. 

f. An employee may be required to submit to a number of unannounced follow-up alcohol and 
controlled substance tests for an extended period following return to work, with consistently 
negative outcomes. 

404 MANAGEMENT GUIDELINES 
Supervisors and department heads should not physically search the person of employees nor should 
they search the personal possession of the employees without the freely given consent of, and in the 
presence of the employee. 

Supervisors and department heads shall notify the appropriate law enforcement agency when they have 
reasonable suspicion to believe that an employee may have illegal drugs in their possession or in an area 
jointly or fully controlled by the County. 

Any supervisor or department head encountering an employee who refuses to consent to a drug 
and/or alcohol analysis when "reasonable suspicion" has been identified, should remind the 
employee of the requirements of the policy and that they may be subject to disciplinary action. The 
reason(s) for the refusal shall be considered in determining the appropriate disciplinary action. 
Where there is reasonable suspicion that the employee is under the influence of alcohol or drugs, 
the supervisor or department head should direct the employee to remain at work for a reasonable 
time until the employee can be safely transported home. 

Nothing in this policy shall be interpreted as constituting any waiver of or limitation on the County's 
responsibility to maintain discipline, or the right to invoke disciplinary measures, nor the employee's 
right to due process and the processing of grievances concerning such disciplinary measures in 
accordance with the grievance procedures set forth in this handbook. 
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SECTION V: SAFETY RULES AND REGULATIONS 

501 GENERAL POLICIES 
Yankton County will strive to provide a safe working environment for its employees. 

Yankton County is committed to making the best effort to detect and correct unsafe conditions and 
unsafe practices on the job. However, employees are in an especially good position to observe such 
hazards. Without employee participation in recognizing and reporting hazards, perhaps the greatest 
source of discovering them would be lost. 

Employees are required to support the safety rules and regulations that have been implemented for 
their protection on the job. Always remember, safety never just happens. If a job is safe, it is because 
somebody is working to make it safe. Every employee of Yankton County has an important role in 
maintaining a safe working place for all County employees. Therefore, all employees are required to 
follow safety rules and regulations, and participate in any safety training that is required of their 
position. 

502 SUPERVISOR'S RESPONSIBILITIES FOR SAFETY 
Supervisors have the definite responsibility for the following: 

1. Maintaining safe working conditions; 

2. Making available suitable protective equipment as furnished by the County and seeing 
that it is properly used by all employees; 

3. Properly maintaining tools and equipment in safe working condition; 

4. Properly planning all work performed in a safe manner; 

5. Requiring all employees to practice the general and specific safety rules; 

6. Assigning employees to jobs which they are capable of doing safely; and 

7. Taking immediate steps to correct any violation of safety rules observed or reported to 
them. 

Employees assigned to direct or lead a working crew will be held responsible for seeing that job 
procedures are carried out in a safe manner. They should make certain that the employees 
understand the following: 

1. The work to be done; 

2. The hazards that may be encountered;  

3. The proper procedures for doing the work safely including any recommended training; 

4. The proper use of suitable protective equipment as furnished by the County; and 

5. The work plan and individual job responsibilities and job procedures. 

Frequent periodic inspections of road construction sites, hazardous areas, maintenance 
equipment, materials, conditions, and methods will be made by supervisors as a part of 
their routine duty. Such inspections are essential to prevent accidents. 
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503 ACCIDENT REPORTING AND INVESTIGATION 
Any employee who suffers an injury while working for the County shall report as soon as possible 
(the same workday) such injury to the person directly in charge of the job. 

All accidents to the public involving County personnel, motor vehicles, equipment, or property shall 
be reported as soon as possible (the same workday). 

Every accident shall be investigated to determine the cause and steps needed to prevent a 
recurrence. It shall be the responsibility of the supervisor to obtain complete and detailed 
information about the accident. 

Supervisors shall see to it, as soon as possible after the occurrence of any accident, that the Accident 
Report Form is filled out completely, giving the fullest possible description of the accident and any 
resulting injuries. Department heads should review and approve all accident reports originating in 
their areas of operation. 

Recommendations should be made on each accident concerning any corrective safety measures 
needed and proper follow-up and monitoring of these recommendations provided by department 
heads. Even accidents that do not result in personal injury should be reported and investigated as if 
an injury had occurred so that proper corrective safety measures may be taken. 

504 ACCIDENT INVESTIGATION POLICY 
Some key points about conducting an accident investigation are: 

1. Accurately identify locations, machines, equipment, operations, and individuals involved; 

2. Provide enough detail to be understood; and 

3. Provide additional description as needed. 

The following list comprises the information needed for the investigation of each accident: 

1. Date, time, location, employees, and equipment involved; 

2. What was the employee doing? Explain; 

3. How was the employee injured? Explain; 

4. Was an unsafe or hazardous condition present? Explain; 

5. What were the environmental conditions of the work site (heat, cold, noise, ventilation, 
lighting, etc.)? 

6. Were all guards in place and functioning properly? Explain; 

7. Was all necessary protective equipment supplied, in good condition, and properly used? 
Explain; 

8. Were proper job procedures being followed? Explain; 

9. Was an existing safety rule violated? Explain; 

10. To what degree was the employee being supervised, and was the employee properly 
instructed in the safe way to perform this task? Explain; and 

11. What corrective actions could be taken to avoid this type of accident in the future? 
Explain recommendations. 

The State of South Dakota Workers’ Compensation First Report of Injury Form should be filled out 
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completely within twenty-four (24) hours of the accident or incident and turned in to the County 
Auditor. The County Auditor has immediate responsibility for submitting the First Report of Injury 
Form to the insurance carrier within twenty-four (24) hours of receipt of the form. 

505 JOB RELATED INJURIES 
Employees injured on the job are covered by the South Dakota State Worker's Compensation Act. 
This law provides specific benefits. In order to qualify for these benefits, certain specific procedures 
shall be followed: 

1. The employee shall immediately report any injury, regardless of extent, to their 
immediate supervisor. The immediate supervisor shall provide first aid treatment or the 
injured employee shall be taken to the hospital or a physician; 

2. The supervisor shall immediately inform the department head of the action taken. The 
department head shall be responsible for providing the necessary information to the 
Auditors office for the completion of all accident reports within seventy-two (72) hours 
of the injury. Upon the employee's return to work, the department head will inform the 
Auditor and Board of County Commissioners by memorandum; 

3. Medical and hospital expenses incurred due to on-the-job injuries received shall be paid 
for in accordance with County policy and the applicable provisions of the Worker's 
Compensation Act; 

4. The County shall compensate employees on injury leave up to a maximum of ninety (90) 
calendar days by paying the difference between any payment made to the employee for 
salary by the County's Workers Compensation insurance carrier and the employee's 
County salary at the time he/she was placed on injury leave; 

5. After the ninety (90) day period, the employee may elect to use accumulated sick leave 
and/or vacation credits to continue receiving full pay; 

6. Should the employee not elect such action or should the employee exhaust all available 
leave benefits he/she may apply for disability under the provisions of the Workers' 
Compensation Act or unpaid disability leave of absence under County policies; and  

7. All vacation, sick leave, and holiday leave earned while on injury leave shall accrue at the 
employee's regular rate. 



 

28  

SECTION VI: WORK PERIODS AND TIME RECORDS 

601 WORKWEEK AND WORKDAY 
It is the policy of Yankton County to establish the time and duration of working hours as required by 
workload, customer service needs, the efficient management of personnel resources, and applicable laws. 

The normal workweek is Monday through Sunday, beginning and ending at midnight on Sunday. 
Some departments, however, may use a different work week for scheduling and tracking purposes. 

Each supervisor will determine the schedule of hours for employees. The supervisor will inform 
employees of their daily schedule, including meal periods and rest or coffee breaks. 

Yankton County offices will normally be open to the public Monday through Friday. The County 
Commission will establish the daily office hours. 

Highway Department 

1. Highway Department will generally work Monday through Friday, forty (40) hours per 
week as scheduled; and 

2. Eight (8) hours base pay per day; and 

3. Any hours worked beyond the forty (40) hour work week must be approved by the 
Department Head prior to being worked, emergencies being the exception. 

County Government Center Offices 

1. County Government Center offices shall be open and functioning during each day of the 
year, except Saturdays, Sundays, designated holidays, and emergencies; 

2. The Auditor's office shall remain open, upon the request of a person in charge of school 
or municipal elections, until the closing of the polls for that election; and 

3. Any hours worked beyond a forty (40) hour work week must be approved by the 
Department Head prior to being worked, emergencies being the exception. 

Soil Conservation and Extension Services Office 

Employees working with these offices will work according to the hours established by those 
departments. County employees will follow County policies for holidays and any other unscheduled 
time off (example - weather related office closing). 

Custodians 

The custodian's work week shall not exceed forty (40) hours in any calendar week unless approved 
by the Department Head. The work scheduled shall be approved by the Yankton County Commission. 

Sheriff’s Department, Ambulance Department, Emergency Services and Homeland Security 

These department personnel shall work as scheduled, and work shifts may vary. These departments 
are required to provide coverage 24 hours a day, seven days a week.



29 

 

602 CHANGES IN WORKDAYS 
A change in the workday schedule within any calendar week to establish a long weekend is 
permissible provided the department head approves and it is recommended to the Yankton County 
Commission before such action is taken and providing no overtime is involved. 

In accordance with SDCL §7-7-2.1, the Chairperson of the Board of the Yankton County Commission 
has the discretion to close the Yankton County Government Center in case of emergency or severe 
weather and each such closing shall be for no more than one business day. The public shall be 
adequately notified. An emergency for the purpose of this section is an unforeseen occurrence or 
combination of circumstances that calls for immediate action or remedy. Any extended closings due 
to emergency situations must be approved by the Commission. 

County employees shall receive their regular pay should the County Government Center or other 
facilities be closed under the circumstances described in 502B. Employees on authorized leave 
(example - sick or vacation time) during a closed event shall not be allowed to substitute the weather 
or emergency related leave for their already approved absence. 

If any full-time employee is unable to get to work due to inclement weather and County offices are 
open, the employee can take earned vacation time or time off without pay will be charged. 

603 BREAKS 
County employees subject to work regular office hours are allowed a one (1) hour unpaid midday 
break and two (2) paid fifteen (15) minute breaks. Break times shall be at the discretion of the 
department head. There may be times when job conditions and/or work demands do not permit a 
break. 

604 TIME RECORDS 
All non-exempt employees (employees subject to the minimum wage and overtime provisions of the Fair 
Labor Standards Act) may be required to complete an individual time record showing the daily hours 
worked or annual leave, sick leave, or compensatory time used. The following points should be considered 
in filling out time records: 

1. Employees may be required to record their hours worked, using a monthly time sheet; 

2. Employees are not permitted to sign in or commence work before their normal starting 
time or to sign out or stop work after their normal quitting time without the prior 
approval of their supervisor; 

3. Employees are required, whenever possible, to take scheduled lunch or meal breaks; 

4. Employee time records are to be checked and signed by the supervisor involved. Leave 
time for which an employee is entitled to be paid (paid absences, paid holidays, or paid 
vacation time) should be entered on the time record. Authorized comp time should also 
be identified; 

5. Unapproved absences are not to be considered as hours worked for pay purposes.  
Supervisors are to inform employees if they will not be paid for certain hours of absence; 

6. The filling out of another employee's time record or the falsifying of any time record is 
prohibited and may be grounds for disciplinary action, up to and including termination; 

7. Time Sheets should be turned in to the Auditors office by noon on the 25th of each 
month, unless the employee is otherwise directed by their supervisor; and 

8. Personnel employed in executive, administrative, professional, or certain computer-
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related capacities are exempt from the provisions of the Fair Labor Standards Act. Such 
employees may still be required to fill out monthly time records and must account for 
daily attendance.  

605 HOLIDAY HOURS 
For the purposes of this Handbook, holiday hours will be included as "hours worked" during a 
workweek, in determining overtime.  Vacation, sick, and other leave categories will not be included 
as "hours worked," in determining overtime. 

606 HOLIDAYS 
Each full-time employee, beginning with starting date of employment, shall be eligible for eleven (11) 
legal holidays, with regular base pay.* 

A holiday that occurs on a Saturday will be observed on the preceding Friday and a holiday occurring 
on a Sunday will be observed on the following Monday. 

The following days are deemed holidays for eligible employees: 

1. New Year’s Day   January 1  
2. Martin Luther King, Jr. Day  January, 3rd Monday  
3. President’s Day    February, 3rd Monday  
4. Good Friday    Friday prior to Easter Sunday  
5. Memorial Day    May, last Monday 
6. Independence Day   July 4     
7. Labor Day     September, 1st Monday  
8. Veteran’s Day    November 11     
9. Thanksgiving Day    November, 4th Thursday  
10. Day after Thanksgiving  November, Day after Thanksgiving  
11. Christmas Day    December 25     

In addition, every day appointed by the President of the United States or by the Governor of South 
Dakota for a public fast, thanksgiving, or holiday may be observed as a legal holiday, if approved by 
the County Commission. 

If any employee is required to work during a holiday caused by emergency circumstances, then that 
employee shall receive overtime pay plus holiday pay. 

*Employees in certain departments are required to work on holidays. Those departments, including 
Sheriff’s Department and Ambulance Department, handle holidays differently than described here.  
Efforts will be made to let these employees off when deemed possible by their Department Head. 

607 PAYDAY 
All employees will be paid by electronic deposit (direct deposit) on the last working day of each 
month. Payroll will not be issued in advance. 

Individual timecards or timesheets are issued to each employee and are used to record the number 
of hours worked per week. It is the responsibility of each employee to record their own time 
accurately. Employees are not allowed to record time for another employee. If an error occurs, only 
your Department Head is to adjust the card. 
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608 OVERTIME PAY 
1. For non-exempt employees in most positions, any work performed in excess of the standard forty 

(40) hours in a workweek shall be considered overtime and shall be compensated as overtime or 
as compensatory time off.  

2. The work period for certain employees, including public safety employees in the Sheriff’s 
Department, and for employees in the Department of Emergency Management and Homeland 
Security, shall be based on a different work cycle that conforms to Fair Labor Standard requirements. 

3. Any overtime worked shall be with the prior knowledge and approval of the department head. 

4. Overtime shall be paid at one and one-half (1½) times the employee's regular hourly rate of pay. 

5. Compensatory time off shall be granted at a rate of one and one-half (1½) hours of compensatory 
time for each hour of overtime worked. 

6. The decision to compensate with compensatory time must be agreed to or understood before the 
work is performed. Department heads may establish the limit of compensatory time to be earned 
in their department, except that the maximum compensatory time accrual will not exceed 90 
hours (for 60 hours of overtime worked). 

7. Compensatory time may be used with the approval of the department head at the convenience 
of the County. 

8. All department heads and other employees exempt from the provisions of the Fair Labor 
Standards Act shall not receive extra compensation or overtime pay. The need for them to work 
extra or irregular hours from time to time in order to carry out their assigned responsibilities and 
properly administer the authority vested in them is a consideration in the determination of their 
salary. Supervisors serving positions below the administrative or staff level shall be eligible for 
overtime pay subject to the approval of the department head and compliance with federal 
regulations pertaining to the Fair Labor Standard Act. 

609 PAYROLL DEDUCTIONS 
Employees are required by law to file forms with the County authorizing withholdings for federal 
income taxes and other special deductions. Yankton County uses official government tables to 
determine the amount of federal withholding taxes to be deducted from employee pay. If an 
employee wants additional taxes withheld, they may arrange to do so by notifying the County 
Auditor’s office, which processes payroll. 

The Federal Social Security tax is deducted as required by law. The employee's Social Security number 
must be on file with the County before the first paycheck can be issued. Employees must be certain 
that their Social Security number is included with the information supplied when they are first placed 
on the payroll. 

Other regular deductions may include hospitalization and major medical insurance premiums, 
optional life insurance premium, and/or other voluntary contributions. 

Garnishments are court orders requiring an employer to withhold specific amounts from an employee’s wages 
for payment of a debt owed by the employee to a third party.  State law requires the County to honor 
garnishments of employee wages (including child support) as a court or other legal judgment may instruct. The 
law also provides for an administrative fee to be charged when a garnishment occurs. The County will not 
terminate any employee solely for the reason of being subject to garnishment.   
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610 CHANGE OF STATUS 
To assure that the county employee list is complete and up-to-date, it is important that department heads 
have the most current information regarding employee addresses and telephone numbers. Additionally, 
for tax and health insurance purposes, any changes in marital status and dependents must be reported to 
the employee's department head immediately. In turn, the department head must pass along that 
information to the Auditor’s Office. 

611 PAY PLAN 
The County’s goal is to recruit and retain high performing employees that provide outstanding service to our 
citizens. While recognizing that we are stewards of taxpayers’ dollars, we focus on offering pay that is generally 
competitive and recognizes employees’ growth and development. The objectives of the compensation program 
are to ensure appropriate compensation for positions considering both internal worth to the organization and 
external market. The wages and compensation method for a position depends on its classification. The following 
provisions apply to regular, full-time, non-elected positions unless otherwise specified.  

The County utilizes a grade and step pay plan for most full-time, non-elected position within the County. A job 
analysis process is used to evaluate each position. This analysis is used to develop a job description for the position 
and to assign, or classify, a position to a pay grade. 

Each pay grade is associated with a salary range and has prescribed points referred to as “steps.” Each grade and 
step will be associated with a rate of pay. This grade and step structure is referred to as the “pay matrix.”  Salary 
ranges increase by each pay grade and, within each pay grade, rates of pay increase with each step. 

Employees may obtain a copy of the pay matrix, a listing of position pay grades, and their grade and step 
placement from their Department Head or the Auditor’s office. 

Pay Matrix Adjustments - The County Commission considers adjustments to the pay matrix periodically. When 
evaluating adjustments to the pay matrix, the County Commission may consider compensation philosophy, 
County’s relative position to the market, cost of living, and other factors. The County’s current financial status, 
revenue sources, and expenditures may also impact any type of pay structure adjustment.  

If an adjustment is warranted, the entire structure would be adjusted by the determined amount. When a 
structure adjustment is completed, each employee’s pay moves with the structure so that all employees stay on 
step. 

Rate of Pay upon Hire - New employees are typically hired at the base of their position’s pay grade. With approval 
from the County Commission, Department Heads may hire new employees at a higher pay grade if warranted by 
the individual’s experience and after consideration of equity issues within the department.  

Seasonal, Variable Hour and Part-time Position Pay - Pay ranges for individuals in seasonal or variable hour 
positions are based on a variety of factors including market, equity within the County, economic environment, 
and other items. Compensation for individuals in regular, part-time positions which are authorized as part of the 
County budget depends on the position classification and funding source.  Part-time positions may either be paid 
similarly to those on the matrix or based on a rate similar to variable hour positions. 

Pay Increases - Changes are recommended by Department Heads to the County Commissions as part of the 
annual budget process.  The County Commission reviews and must approve all pay changes.  Approved pay 
increases become effective at the beginning of the pay period in which an employee’s anniversary occurs.   

612 POSITION CHANGES 
New Positions - New positions may be requested by the Department Head.  The County Commission must 
approve all new positions and the position’s associated pay grade. New position requests will typically be 
considered as part of the annual budget process. When necessary, new job descriptions will be developed in 
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cooperation with the Department Head.  

Transfers - County employees may apply for job openings in other County departments.  If the new position is at 
the same level of responsibility as the current position, the employee will receive the same rate of pay.   

Promotions - A promotion is the movement of an individual to a position with greater responsibilities or to a 
position with a different employment status.  Promotions are situations where employees either apply and are 
selected for a position with greater minimum qualifications or when a supervisor advances them to a position in 
the same series when they possess the qualifications to perform the required duties of the higher-level position. 
Employees who are promoted may receive a pay increase.  If a non-exempt employee is promoted into an 
exempt position, any accrued compensatory time will be paid out the pay period following the first date the 
employee works in the promoted position. 

Demotions - An employee may be demoted for performance concerns, misconduct, in the event of a reduction 
in force, or at management’s discretion. Demotions also occur when employees apply for or voluntarily accept a 
position with a lower pay grade than their current position.  

In the case of a demotion, the employee’s rate of pay may be reduced within the range established for the 
position to which demoted. If an employee had been promoted and is currently demoting to their previous 
classification, the employee may be placed at the rate of pay the employee would have been at if he/she had 
never been promoted.  

Reclassification - A reclassification is the movement of a position to a higher or lower pay grade or a change in 
exemption status.  Reclassification requests will typically be considered as part of the annual budget process and 
must be approved by the County Commission.  Because a reclassification is the movement of a position, all 
employees in the position are consequently also moved to the new pay grade, retaining their current rate of pay 
(or, if that is not possible in the new range, the step closest to but higher than their current rate of pay). 

Reduction in Force - A reduction in force (RIF) occurs when changing priorities, budgetary constraints or other 
business conditions require Yankton County to abolish positions. A RIF can also occur when a position changes so 
significantly that the employee is no longer able to perform the required duties. Any Department Head may 
terminate or demote any employee without prejudice because of lack of funds or curtailment of work. In such 
event, the Department Head or immediate supervisor will give at least a two-week notice of the intended action 
to the employee. The employee's rate and receipt of pay will not be altered until at least two weeks after the date 
notice is given. In the event of demotion or job termination, the monies received by the employee during the two 
weeks will be considered the total sum of any "severance pay" which may be claimed by the employee.  

613 COMPENSATION FOR ELECTED OFFICIALS 
Elected Officials are paid on a salary that is set by the County Commission. The salary for each elected official will 
be reviewed during the annual budget process. Items to be considered when budgeting for adjustments may 
include, but not be limited to, market for similar positions, equity within Yankton County management positions, 
pay of subordinate staff, performance and funding. Adjustments in the flat rate, either increases or decreases, 
will be made at the discretion of the County Commission.  
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SECTION VII: EMPLOYEE BENEFITS 
 

701 STATUTORY BENEFITS 
In accordance with applicable law, the following benefits are provided to all employees: 

1. Worker’s Compensation Insurance provides financial protection in case you are injured or become ill as a 
result of your employment.  This coverage complies with the worker’s compensation laws of the state, and 
the County pays the cost of this protection on your behalf. 

2. Social Security coverage entitles you and your family to certain health and retirement benefits based on 
income and number of years worked. The County contributes to this coverage by paying one half of the Social 
Security tax. 

702 VACATION LEAVE 
1. Vacation leave is allowed after six (6) months of employment as a full-time staff employee. 

2. The employee's anniversary date of hiring shall be the date used for determining vacation accrual. 
Vacations must be scheduled and approved in advance by the department head. The following 
conditions are based upon "years of service to Yankton County, not continuous years of service: 

a. Payment is based on regular day's pay not to exceed eight hours. Any changes to this policy must 
be authorized by the County Commission; 

b. Vacation Leave Accrual: 

 

Years of 
Service 

40 Hour Per Week Employees 35 Hour Per Week Employees 

Hours Per 
Month 

8 Hour Days Per 
Year 

Hours Per 
Month 

7 Hour Days Per 
Year 

0-6 (72 months) 6.6667 10 (80 hours) 5,8333 10 (70 hours) 

7-14 (168 mos) 10 15 (120 hours) 8.7500 15 (105 hours) 

15-19 (228 mos) 13.3333 20 (160 hours) 11.6667 20 (140 hours) 

20+ (240 mos) 16.6667 25 (200 hours) 14.5836 25 (175 hours) 
 

 

Years of 
Service 

60 Hour Per Week Employees 

Hours Per 
Month 

12 Hour Days 
Per Year 

0-6 (72 months) 6.6667 10 (120 hours) 

7-14 (168 mos) 10 15 (180 hours) 

15-19 (228 mos) 13.3333 20 (240 hours) 

20+ (240 mos) 16.6667 25 (300 hours) 
 

c. At the option of the employee, persons with at least seven (7) years of service may take a 
payout (through direct deposit) of one (1) week of vacation accrual per year. Persons with at 
least 15 years of service may take a payout (through direct deposit) of two (2) weeks of vacation 
accrual per year. Such payment will be at the employee's current base rate of pay and the 
Department Head must be notified prior to the 25th day of the month. 

d. Employees are allowed to accrue a maximum of 200 hours of vacation leave that may be carried 



 

35  

over from year to year. 

3. Years of service shall mean full years of service based on the anniversary date of employment. 

4. Any employee, upon retirement or who is terminated through no fault of their own, shall be allowed 
credit for a partial year of accumulated vacation based on their status.  It will be allowed as time off 
with pay or lump sum payment. 

5. Department heads shall maintain monthly records for all their employees on the approved form. 

6. This section does not cover elected officials. 

703 SICK LEAVE 
1. Full-time employees shall accumulate sick leave at the rate of one (1) day consisting of seven (7) 

or eight (8) hours, depending upon their normal work day period per month beginning with the first 
full month of employment. A maximum of one hundred twenty (120) usable sick days (840 or 960 
hours depending upon their normal work day) may be accrued. Accumulated sick leave days may not 
be used until after sixty (60) days of employment 

2. As an incentive for good work attendance, accumulated sick leave days in excess of the one 
hundred twenty (120) days accrual limit shall be paid back to the employee annually at one­ 
fourth (1/4) of the employee's current base pay. This payment shall be included in the monthly 
pay (through direct deposit) in which the hiring anniversary date of the employee falls. A County 
voucher requesting this annual payment shall be submitted to the County Auditor by the 
department head at least five (5) working days prior to the normal monthly payday. 

3. Sick leave may be used when an employee is legitimately ill, consulting a doctor, or utilizing clinic 
or hospital facilities. Sick leave may also be used to care for an immediate family member. For 
the purposes of this section, an immediate family member is the employee's husband or wife, son 
or daughter, or mother or father.  

4. If at any time the County questions the validity of the illness, the employee shall be required to 
furnish adequate proof of the actual illness. 

5. Any employee abusing sick leave privileges or falsifying a doctor's statement shall be subject to 
disciplinary action. 

6. Any person who has been employed by the County for five (5) years shall be entitled to payment 
(through direct deposit) from Yankton County in an amount equal to twenty (20) percent of the 
employee's total accumulated sick days effective upon leaving employment from Yankton County. 

7. This section does not cover elected officials. 

704 DONATED SICK LEAVE 
Full-time employees may transfer sick leave to a fellow full-time employee suffering an extended 
illness, family crisis, or maternity leave. 

1. Each request will be reviewed on a case-by-case basis and approved by the County Commission. 

2. A donor may authorize the transfer of a minimum of four (4) hours and a maximum of forty (40) 
hours. There will also be a forty (40) hour maximum per year. 

3. The sick leave balance of the employee donating hours may not go below twenty-four (24) hours 
after the transfer has been made. 

4. A special authorization "Sick Leave Transfer" form available in the Auditor's Office must be 
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completed. The donor's names will be confidential; however, individual donors may personally 
inform the recipient of their transfer if they so desire; 

5. Transfers will only be permitted for a specified individual and during a specified time period upon 
administrative approval. Donations will be taken in the order they are received, and in the event 
that all hours are not needed the remainder will be given back to the employee donating the 
hours; 

6. In the case of a family crisis, all sick leave must be exhausted by the recipient prior to the transfer 
of sick leave; 

7. In the case of personal illness, both vacation leave and sick leave must be exhausted by the 
recipient prior to the transfer of sick leave; 

8. The recipient must be on leave-of-absence status, and will not accrue benefit time. They will be 
covered for the full costs of the health insurance, dental insurance and life insurance premiums, if 
they be enrolled, during this time as required by FMLA (Family and Medical Leave Act); 

9. Recipients will receive sick leave at their hourly rate and they will not be obligated to repay it; and 

10. Recipients receiving Worker's Compensation will not be eligible for this program. 

705 BEREAVEMENT LEAVE 
Regular, full time employees will be granted up to four (4) days leave from work with pay, in the 
event of death in the employee's immediate family.  Immediate family is defined as a spouse, child, 
mother, father, mother-in-law, father-in-law, brother, sister, grandparents and grandchildren. 

A regular, full time employee may take one (1) day leave from work with pay to attend the funerals 
of other relatives or friends. This benefit is limited to two (2) occurrences per year.  Any additional 
days taken by the eligible employee for any one situation will be deducted from vacation time or be 
taken without pay. 

706 TIME OFF TO VOTE 
In general, if you wish to vote, you are expected to do so before or after your scheduled shift.  If, on the day of 
any election, the polls are not open for at least two consecutive hours before or after your scheduled shift, you 
may be granted up to two consecutive paid hours off work during times that the polls are open in order to allow 
you to vote.   

To be granted time off to vote, you must provide reasonable advance notice to your supervisor.  In order to 
provide you with sufficient time to vote while minimizing disruption to County business, your supervisor may 
specify the particular hours you may take off work to vote.  Such time will be treated as regular work time for the 
purpose of pay. 

707 JURY DUTY 
County employees who are summoned for jury duty during assigned work hours will receive regular 
county pay. All fees received by the employee for serving on the jury will be returned to the County. 
Mileage, lodging, meals, and any other travel expenses paid to the employee by the court system will be 
retained by the employee. County travel compensation will not be allowed. 

Jury time off duty shall not be used in combination with annual or other leave, unless authorized in 
advance by the Department Head. Eligible employees will continue to accrue authorized leave benefits 
during the jury leave period. 

708 COURT APPEARANCE 
An employee who is required to make a court appearance in an official capacity in connection with the 
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County or as an expert witness shall be deemed to be on duty and no charge will be made against leave. 

If an employee is involved in a personal case, either as a plaintiff or as a defendant, the employee may be 
granted leave but the time off will be charged to annual leave, compensatory time, or leave of absence 
without pay. 

Any payments received by an employee for appearing as a legally required or expert witness, in their official 
county capacity, shall be turned over to the County. 

709 LEAVE OF ABSENCE 
The County recognizes that there are circumstances when, for various reasons, employees may find it 
necessary to be absent themselves for an indefinite period of time.  Leaves of absence constitute an additional 
expense to the County and will be carefully controlled.  Each request will be considered on its own merits. If 
the leave is granted, preferential treatment will be given and every effort will be made to re-employ such 
people when their leave is up, provided the type and kind of work for which they are suited is available, and 
under the following conditions and/or rules: 

1. Request for leave of absence is to be made in advance so far as possible; 

2. Employees shall notify their supervisor and fill out the appropriate form, obtaining written approval of 
those officers listed under authorization;  

3. Employees must notify the County Commission and department head at least one week in advance 
of their agreed-upon return to work date. If the employee fails to report to work on the agreed-upon-
date, they will be terminated and coded as a voluntary quit. If, while on leave, the employee decides 
to terminate, they shall notify the County Commission; 

4. If a leave of absence is applied for under false pretenses, the employee will be subject to automatic 
discharge; 

5. If a leave of absence is for a time period of less than sixty (60) days, the returning employee does not 
suffer a break in continuous service. However, the employee must complete the specified period of 
time required for earning benefits (i.e., vacations) and will be eligible for holiday pay as soon as he/she 
returns; and 

6. If a leave of absence is for more than sixty (60) days, the remaining employee will be treated as a new 
employee and will serve the one hundred eighty (180) days introductory period. Exceptions to this 
rule are jobs related and non-job-related disability leaves. 

710 JOB RELATED AND NON-JOB-RELATED DISABILITY LEAVE 
Disability leave may be granted to any regular full-time employee. A disability leave of absence requires 
a continued physician's statement of disability (each two [2] weeks). A maximum of twelve (12) months 
applies. During this period the employee wishing to continue insurance coverage will continue to pay their 

portion of all insurance premiums. Section 607 F applies if disability leave is in excess of twelve (12) 
months. Employees must present a signed physician's "release to return to work" form in order to return 
to work. 

711 MILITARY LEAVE 
1. Regular employees ordered for temporary monthly training (usually two [2] days) or annual training 

(usually two [2] weeks) by the respective military reserve or National Guard unit will be granted time 
off without pay for this purpose. However, employees are required to provide department heads with 
a copy of written military orders sufficiently in advance of training dates so that work-scheduling 
adjustments can be made. 

2. Employees will continue to accrue all of the normal employment benefits for which they are eligible 
during periods of temporary or annual military training. 
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3. Employees may voluntarily use accrued vacation time during military leave if they choose. 

4. Employees are responsible for making their required contributions to keep their health insurance in 
force during military leave. 

5. Employees called to active duty in the Armed Forces of the United States will be reinstated under the 
provisions of the Veteran's Reemployment Rights Act and other applicable state and federal laws. Every 
reasonable effort will be made to return eligible employees to their previous position or a comparable one. 

6. Employees on military leave will be treated as if they were continuously employed for the purpose of 
determining benefits, based upon the length of service. 

712 FAMILY AND MEDICAL LEAVE OF ABSENCE 
The federal Family & Medical Leave Act of 1993 (FMLA) as amended, requires employers with 50 or more 
employees to provide eligible employees with unpaid leave. There are two types of leave available, including the 
basic 12-week leave entitlement (Basic FMLA Leave), as well as the military family leave entitlements (Military 
Family Leave) described in this policy. 

Eligibility 

  Employees are eligible for FMLA leave if they: 

1. Have worked for the company for at least 12 months; 

2. Have worked at least 1,250 hours for the company during the 12 calendar months immediately preceding 
the request for leave; and  

3. Are employed at a work site that has 50 or more employees within a 75-mile radius. 

The 12 months of service need not be consecutive. Employment before a break in service of 7 years or more will 
not be counted, unless the break in service was caused by the employee’s USERRA-covered service obligation, or 
there was a written agreement that the employer intended to rehire the employee after the break in service. 

Under certain conditions, employees who are designated as "key" may be denied job restoration 
rights. These employees must be in the highest paid ten percent (10%) of the workforce, and 
their absence must mean a substantial economic loss to Yankton County. Supervisors are urged 
not to use a "key" person designation unless absolutely necessary. If a person designated as 
"key" still takes family leave, Yankton County will pay the health care premiums, but no 
guarantees are made about returning the key employee to the job he or she left. Yankton County 
will not attempt to recover health care premiums from such employees who do not return to 
work. 

Basic FMLA Leave 

Employees who meet the eligibility requirements described above are eligible to take up to 12 weeks of unpaid 
leave during any 12-month period for one of the following reasons: 

1. To care for the employee’s son or daughter during the first 12 months following birth;  

2. To care for a child during the first 12 months following placement with the employee for adoption or foster 
care; 

3. To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition;  

4. For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or 

5. Because of the employee’s own serious health condition that renders the employee unable to perform an 
essential function of his or her position. 

The twelve (12) month period is determined on a “rolling basis”; measured backward from the date an employee 
uses any FMLA leave.  Under this method, each time an employee takes FMLA leave, the remaining leave 
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entitlement would be any balance of the twelve (12) weeks that has not been used during the immediately 
preceding twelve (12) months.  Employees will be required to take any unused sick and vacation time as part of 
this 12-week period. 

In cases where a married couple is employed by the County, the two spouses together may take a combined total 
of 12 weeks’ leave during any 12-month period for reasons 1 and 2, or to care for the same individual pursuant 
to reason 3. 

Military Family Leave 

There are two types of Military Family Leave available.  

1. Qualifying exigency leave. Employees meeting the eligibility requirements described above may be entitled 
to use up to 12 weeks of their Basic FMLA Leave for a qualifying exigency while the employee’s spouse, son, 
daughter, or parent (the military member or member) is on covered active duty or call to covered active duty 
status (or has been notified of an impending call or order to covered active duty). 

For Regular Armed Forces members, “covered active duty or call to covered active duty status” means duty 
during the deployment of the member with the Armed Forces to a foreign country (outside of the United 
States, the District of Columbia, or any territory or possession of the United States, including international 
waters).  

For a member of the Reserve components of the Armed Forces (members of the National Guard and 
Reserves), “covered active duty or call to covered active duty status” means duty during the deployment of 
the member with the Armed Forces to a foreign country under a Federal call or order to active duty in support 
of a contingency operation. 

Qualifying exigencies may include: 

• Short-notice deployment (seven or less calendar days) 

• Attending certain military events and related activities 

• Childcare or school activities 

• Addressing certain financial and legal arrangements 

• Periods of rest and recuperation for the military member (up to 15 calendar days of leave, 
dependent on orders) 

• Attending certain counseling sessions 

• Attending post-deployment activities (available for up to 90 days after the termination of the 
covered military member’s covered active duty status, and to address issues arising from death of 
military member) 

• Attending to parental care needs arising from covered active duty or call to duty (arrange for 
alternative care for a parent of a military member, provide urgent or immediate care, admit or 
transfer to a care facility, or attend non-routine caregiver meetings with care facility staff) 

• Other activities arising out of the military member’s covered active duty or call to active duty and 
agreed upon by the company and the employee 

2. Leave to care for a covered service member. There is also a special leave entitlement that permits employees 
who meet the eligibility requirements for FMLA leave to take up to 26 weeks of leave during a single 12-
month period if the employee is the spouse, son, daughter, parent, or next of kin caring for a covered military 
service member or veteran recovering from a serious injury or illness, as defined by FMLA's regulations. 

For a current member of the Armed Forces, including a member of the National Guard or Reserves, the 
member must be undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status; 
or is otherwise on the temporary disability retired list, for a serious injury or illness.  
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For a covered veteran, he or she must be undergoing medical treatment, recuperation or therapy for a 
serious injury or illness. Covered veteran means an individual who was a member of the Armed Forces 
(including a member of the National Guard or Reserves), and was discharged or released under conditions 
other than dishonorable at any time during the five-year period prior to the first date the eligible employee 
takes FMLA leave to care for the covered veteran.  

An eligible employee must begin leave to care for a covered veteran within five years of the veteran’s active 
duty service, but the single 12-month period may extend beyond the five-year period. 

Use of FMLA Leave 

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a 
reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave 
for planned medical treatment so as not to unduly disrupt the employer’s operations. Military Family Leave due 
to qualifying exigencies may also be taken on an intermittent basis. Leave may not be taken on an intermittent 
basis when used to care for the employee’s own child during the first year following birth, or to care for a child 
placed with the employee for foster care or adoption, unless both the employer and employee agree to such 
intermittent leave.  Employees are prohibited from engaging in alternative employment while on FMLA 
leave from the County.  Employment by a branch of the United States’ Armed Forces during approved 
military leave does not constitute alternative employment during sick leave. 

Time off for FMLA 

Employees are required to first use available sick and vacation time for FMLA qualifying events.  Department 
Heads and Deputy States Attorneys who do not receive vacation or sick benefits will be allowed to use up to a 
total of 30 calendar days of paid leave for any combination of type of leave of absence, including an approved 
FMLA leave, per year.   If all paid time off options have been exhausted, the remaining time off will be unpaid.  

The substitution of paid leave time for unpaid leave time does not extend the 12- or 26-week leave period. 
Furthermore, in no case can the substitution of paid leave time for unpaid leave time result in the receipt of more 
than 100 percent of an employee’s salary.   

Employees are prohibited from working any other job for another employer while out on FMLA leave. 

While out on leave, employees may be required to periodically report in to their supervisors regarding their return 
to work plans. 

Medical certification 

Employees must provide certification explaining their own serious health condition or that of a family 
member. It should detail: 

1. The date on which the condition began; 

2. The probable duration of the condition; 

3. Appropriate medical facts regarding the condition; 

4. A statement that the employee is needed to care for a spouse, parent, or child; and 

5. A statement that the employee's own health condition makes it impossible for them to 
work. 

All employees returning from medical leave caused by their own illness will be required to obtain 
medical certification from Yankton County's health care provider that the employee is able to resume 
work. 

Employees on leave status will be required to report their status on a weekly basis. The employee's 
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estimated date of return to work will be communicated to the appropriate Yankton County 
compliance officer or supervisor as far in advance as practical so that scheduling can be facilitated. 
Supervisors will communicate with employees during the leave to determine the employee's 
intention to return to work, and they should be informed immediately if the medical condition changes 
or the employee states that they will not be returning to work. 

Medical and other benefits during an approved FMLA leave  

During an approved family medical leave, the company will maintain the employee’s health benefits as if the 
employee continued to be actively employed. If paid leave is substituted for unpaid family medical leave, the 
company will deduct the employee’s portion of the health plan premium as a regular payroll deduction. If leave 
is unpaid, the employee must pay his or her portion of the premium and make arrangements through the payroll 
department.   

An employee’s healthcare coverage will cease if the employee’s premium payment is more than 30 days late. If 
the payment is more than 15 days late, the company will send the employee a letter to this effect. If the company 
does not receive the co-payment within 15 days after the date of that letter, the employee’s coverage may cease. 
If the employee elects not to return to work for at least 30 calendar days at the end of the leave period, the 
employee will be required to reimburse the company for the cost of the premiums paid by the company for 
maintaining coverage during the unpaid leave, unless the employee cannot return to work because of a serious 
health condition or other circumstances beyond the employee’s control.  

During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” 
on the same terms as if the employee had continued to work. Use of FMLA leave will not result in the loss of any 
employment benefit that accrued prior to the start of the employee’s leave. 

 Employees will not accrue any paid time off benefits will on FMLA leave. 

Return to job at end of FMLA leave 

Upon return from FMLA leave, eligible employees will be restored to their original or equivalent positions with 
equivalent pay, benefits, and other employment terms except as otherwise provided by law. Return to work 
documentation may be necessary if an employee is on leave for their own serious medical condition.  

Employee Responsibilities When Requesting FMLA Leave 

If an employee is unable to return to work following the expiration of all FMLA leave, the County will engage in 
the ADA accommodation process.  If the need to use FMLA leave is foreseeable, the employee must give the 
company at least 30 days’ prior notice of the need to take leave. When 30 days’ notice is not possible, the 
employee must give notice as soon as practicable (within 1 or 2 business days of learning of the need for leave 
except in extraordinary circumstances). Failure to provide such notice may be grounds for delaying the start of 
the FMLA leave.  

Whenever possible, requests for FMLA leave should be submitted in writing to the Auditor’s Office. 

If the need for leave is not foreseeable, employees are required to provide as much notice as soon as practicable 
under the facts of the particular case. An employee requiring unforeseeable leave must, absent extraordinary 
circumstances, call his or her direct supervisor and provide sufficient information regarding the employee’s need 
for leave to support a request for FMLA leave. It generally should be practicable for the employee to provide 
notice of leave within one business day. 

When submitting a request for leave, the employee must provide sufficient information for the County to 
determine if the leave might qualify as FMLA leave, and also provide information on the anticipated date when 
the leave would start as well as the duration of the leave. Calling in “sick” is not sufficient. Sufficient information 
may include that the employee is unable to perform job functions; that a family member is unable to perform 
daily activities; that the employee or family member needs hospitalization or continuing treatment by a 
healthcare provider; or the circumstances supporting the need for military family leave. Employees also must 
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inform the company if the requested leave is for a reason for which FMLA leave was previously taken or certified. 
Employees also will be required to provide a certification and periodic recertification supporting the need for 
leave. 

Employer Responsibilities during an FMLA Leave  

When an employee requests leave, the County will inform the employee whether he or she is eligible under the 
FMLA. If the employee is eligible for FMLA leave, the employee will be given a written notice that includes details 
on any additional information he or she will be required to provide. If the employee is not eligible under the FMLA, 
the company will provide the employee with a written notice indicating the reason for ineligibility.  

If leave will be designated as FMLA-protected, the County will inform the employee in writing and provide 
information on the amount of leave that will be counted against the employee’s 12- or 26-week entitlement.  

Reporting While on FMLA Leave 

If an employee takes leave because of the employee’s own serious health condition or to care for a covered 
relation, the employee must notify their Department Head as soon as possible. If the FMLA is intermittent, it is 
the employee’s responsibility to notify their Department Head in accordance with company call in standards. The 
employee also must clarify the time off is FMLA related.  

713 HEALTH INSURANCE 
It is the policy of Yankton County to offer health insurance benefits to regular full-time employees. 
Yankton County will offer one or more options for coverage, and will contribute an amount to be 
determined each year towards each eligible employee’s premium.  Employees who want to provide health 
insurance coverage for family members will be responsible for the additional premium cost, to be paid 
through payroll deduction.  

Insurance coverage and options may change from year to year. 

714 HEALTH INSURANCE CONTINUATION (COBRA) 
Group health coverage would normally terminate on the last day of active full-time employment with 
Yankton County. However, under the Federal Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA), employees and covered dependents may be able to continue group health coverage beyond the 
date it would normally terminate by paying the premiums for the continued group health coverage, plus 
an administrative fee.  Other qualifying events, such as leave of absence, change of work hours, change 
of marital status, change of dependent status, or death, may also trigger the ability to continue coverage. 

After a qualifying event, employees and/or covered dependents may apply to continue group health 
coverage. Such persons will be known as continuation applicants. As continuation applicants, former 
employees and eligible dependents will be entitled to the same health benefits for which they were 
covered under the County's Plan immediately prior to the employee's termination. Coverage includes 
medical benefits, but does not include any life insurance or accidental death and dismemberment 
benefits. 

When an employee becomes eligible for Yankton County’s health insurance plan, they will be given a written 
notice describing the COBRA rights. 

In the event that you become divorced or legally separated, or one of your dependents ceases to be eligible for 
coverage under our group health insurance plans, you and/or your dependent(s) is/are responsible for contacting 
the Auditor’s office and the Plan Administrator to discuss continuation or conversion rights.  You and your 
qualified beneficiary are also responsible for notifying the Auditor’s and the Plan Administrator within 60 days of 
qualifying for social security disability benefits.   
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715 HEALTH REIMBURSEMENT ARRANGEMENT (HRA)  
The Health Reimbursement Arrangement (HRA) is an employer-funded benefit to reimburse eligible full-
time employees for out-of-pocket medical expenses and personal health insurance premiums. This benefit 
allows employees to pay for certain medical expenses not covered by insurance. 

716 RETIREMENT 
Yankton County is a participating member of South Dakota Retirement System (SDRS).  For eligible employees as 
defined by SDCL 3-12, participation in SDRS is mandatory and administered in accordance with policy and 
procedure outlined by SDRS. In addition, Yankton County also offer participation in the SDRS Supplemental 
Retirement Plan (SRP), which is a personal retirement savings option available to SDRS members and 

any person providing services to the state or a political subdivision of the state for which compensation 
or contractual payment is paid by an SDRS-participating employer. The SDRS-SRP allows 
participants to save additional dollars for retirement on either a pre-tax or after-tax (Roth) basis. 

The SDRS is set by state statute and is subject to change, and any statutory provisions supersede all references 
made in any other material distributed by the County. 

717 LONGEVITY PAY (Bonus for time employed in County service) 
The length of County employment shall be the full number of years as of the hire date of the employee 
during the calendar year. The employee's "years of service" shall be considered for longevity pay. The 
department head shall determine any question on eligibility. 

Eligible employees shall be paid a prorated share of longevity pay upon their voluntary termination of 
employment. 

Longevity pay shall be paid annually (through direct deposit) on or around the employee's anniversary 
date, according to the following formula (NOTE: Some departments may have a different payment 
formula due to a different work schedule.) 
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718 EMPLOYEE BENEFIT ELIGIBILITY SUMMARY TABLE 
The following table outlines the benefits that are generally available to various employee 
classifications. The table's purpose is to provide a "quick reference" for employees. It may not 
accurately represent the benefit situation for each employee within a particular classification; nor 
does it infer a promise by the County to provide particular benefits to any group of employees. 

*Please refer to the individual benefit descriptions for information on the timing of benefit accrual 
and use. 

 

719 INCLEMENT WEATHER 
Weather conditions may, on occasion, make it impossible for you to arrive at work safely. The County does not 
want you to take unnecessary risks to get to work under such circumstances and you should use common sense 
and your best judgment when traveling to work in inclement weather.   

If weather conditions cause the Government Center to close, hourly employees who have reported to work will 
be paid for all hours worked or a minimum of two (2) hours, whichever is greater.   

If the County opens for business and you elect not to come into work or to leave early because of dangerous 
weather conditions, available paid time off will be used or otherwise the time off is unpaid.   

720 NURSING MOTHERS 
Nursing mothers are entitled to reasonable break times each day to allow for expressing breast milk for her 
nursing child.  The County will provide a room or location (not a restroom), for a nursing mother to express milk 
with privacy. 

721 STAFF DEVELOPMENT 
Yankton County employees are afforded various training opportunities for the purpose of providing academic 
and technical knowledge in the area of their official duties.  Budget permitting, these may include in-service 
seminars, workshops, or training for academic credit.  All travel and expenses outside of approved budget items 
are subject to approval by the County Commissioners. 
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722 CREDIT CARDS 
County employees traveling outside the county on county business may be issued a credit card under their name 
and office.  

Credit cards may be used for motels, gas and/or repairs for county vehicles, and purchases where open accounts 
are unavailable or inefficient including conference registration. Meals are covered on a per diem basis and credit 
cards are not used.  

Department Heads are responsible for cards issued to their offices and shall code all credit card receipts monthly 
for the Auditor. Department officials shall immediately report any lost cards to the bank. Misuse of credit cards 
may result in loss of the card privilege. 
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SECTION VIII: TRAVEL POLICIES 
 

801 MILEAGE COMPENSATION 
1. It is the policy of Yankton County to reimburse employees for business related travel, in personal 

vehicles, according to the following conditions: 

a. The travel must have been approved by the employee's supervisor; and 

b. A properly prepared voucher must have been submitted to the Auditor. 

2. The mileage rate is subject to change. Employees should contact their supervisor or the County 
Auditor to obtain the current mileage rate. State mileage figures will be considered in 
determining the rate amount. 

802 MEALS 
1. County business related meal expenses will be reimbursed under the following conditions: 

1. The employee was on authorized County business; and 

2. A properly prepared voucher must have been submitted to the Auditor. 

2. The County will reimburse the employee based upon current state government rates. 

3. Meal payments will be based upon the following time periods. 

a. Breakfast. Leave before 6:00 a.m. 

b. Lunch Leave before 11:00 a.m. 

c. Dinner Leave before 5:00 p.m. 

4. The meal rates are subject to change. Employees should contact their supervisor or the County 
Auditor to obtain the current rates. 

5. Meal costs may not be allowable expenses unless the business trip is overnight. Meal 
compensation may be treated as employee income if the activity does not involve an overnight 
stay. 

803 LODGING 
Yankton County will reimburse employees for lodging expenses, while on official business, under the 
following conditions: 

a.  The travel was authorized by their supervisor; 

b.  The accommodations were reasonable in price for the area. If the expenses 
appear excessive, "state lodging rates" shall be the initial consideration in 
evaluating costs. The location of the meeting or work sites in relation to the 
lodging may also be considered. Finally, the prevailing price of similar 
accommodations may be reviewed; and 

c.  A completed voucher and applicable receipt are submitted to the Auditor. 

1. Employees are encouraged to stay at the most economical accommodations available. 
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804 REGISTRATION AUTHORIZATION 
Except otherwise noted in state law, no registration charges for attending meetings shall be approved 

by Yankton County, unless authorized by the County Commission in advance, such as through the 

budget approval process. 

a. A completed voucher must be submitted to the Auditor. 

805 RIDESHARING AND USE OF COUNTY VEHICLES 
a. County personnel are encouraged to pool rides whenever possible while traveling to worksites, 

meetings, conferences, or training locations. 

b. Vehicles, owned, or leased by Yankton County are to be used for business purposes only. This 
includes transportation for County personnel during business hours (on County business). 

c. The personal use of county vehicles is not allowed without prior approval of the County 
Commission. Commission's approval will be contingent, in part, upon the necessity of the 
employee having immediate access to a county vehicle (Example: on call emergency personnel). 

d. All Yankton County employees are reminded to wear seatbelts when traveling in any County­ owned 
or leased vehicle, as required by state law. 

e. Consumption of alcohol in any County-owned or leased vehicle, either by a driver or a passenger 
is expressly prohibited. Violation of this policy will result in disciplinary action, up to and including 
termination for the first such offense. 

f. Drivers should not consume beverages or food or participate in any other behavior that could 
distract them while operating a vehicle. 

806 DRIVERS LICENSE AND INSURANCE RESPONSIBLIITES 
g. The County may require all drivers to submit a photocopy of their state operator's license to 

facilitate a review of their driving record and restrictions. 

h. The County may request a copy of any Motor Vehicle Report or associated legal documents if the 
driver is under disciplinary probation or suspension. 

i. Drivers are required to report to their supervisor any and all tickets received while driving a County 
vehicle. 

j. Drivers are required to inform their Supervisor of any Driving Under the Influence (DUI) tickets, 
suspensions or revocation of driving privileges immediately. Continuing to drive a County vehicle 
while under suspension may result in termination. 

k. All employees using their personal vehicle for county business on a regular basis shall provide a 
Certificate of Insurance or a photocopy of an insurance statement to show proof of insurance. 

807 DEFENSIVE DRIVING CLASSES 
l. Employees are encouraged to complete a defensive driving course at least every two years if they 

regularly operate motorized vehicles and/or travel regularly on County business. 

m. The County may provide opportunities for all employees to take defensive driving classes as it deems 
necessary. 
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808 PERSONAL USE OF COUNTY VEHICLES 
n. Certain employees may be authorized to use county vehicles to commute to and from work, 

if immediate access to such a vehicle is necessary for the effective delivery of services 
(examples - emergency response and snow removal determinations). 

o. Employees using a county vehicle for commuting may have a "financial benefit" added to their 
gross income. The amount of the benefit will be determined by applicable state and federal 
guidelines. 

p. Employees will be responsible for paying appropriate taxes on the additional income. 
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SECTION IX: HIRING PROCEDURES AND PERFORMANCE REVIEWS 

901 RESPONSIBILITIES OF THE COUNTY COMMISSION 
SDCL §7-7-20 authorizes the County Commission, if it deems it necessary to dispatch business, to fix: 

1. The number of deputies or clerks to be employed; 

2. The time of employment; and 

3. The compensation which they shall receive. 

902 RESPONSIBILITIES OF CONSTITUTIONAL OFFICERS 
SDCL §7-7-21 gives the officer the authority to appoint and remove clerks and deputies at pleasure. 

903 RESPONSIBILITIES OF APPOINTED DEPARTMENT HEADS 
The County Commission delegates the responsibility of hiring employees to appointed department 
heads, subject to the policies of Section 904. 

904 POLICIES 
1. It is the policy of Yankton County to be an equal opportunity employer and to hire individuals solely 

upon the basis of their qualifications and ability to perform the job. South Dakota’s Veterans 
Preference Law must be followed in the hiring process. 

2. All supervisors, including constitutional officers, shall inform the County Commission of a job opening, 
prior to advertising and/or filling the position, unless they are replacing an employee that was already 
part of the department's current annual operating budget. 

3. Yankton County will normally try to fill job openings, above entry level, by promoting from within, if 
qualified applicants are known to be available internally.  

4. Regular full-time and part-time positions will be posted internally, as well as on on-line job boards 
and/or newspapers. 

5. Temporary positions may be filled at the discretion of the supervisor, provided the job(s) are part of 
the department's current annual operating budget. 

6. During the recruitment, hiring, and orientation process, no statement is to be made promising permanent 
or guaranteed employment and no document should be called a contract unless, in fact, a written 
employment agreement is to be used. No written employment agreements may be made without the prior 
approval of the Board of County Commissioners. 

7. The Board of County Commissioners shall be informed of all hiring decisions. Prior Commission 
approval is needed for any hiring decision that will result in the department exceeding its authorized 
budget. 

8. The County Commission reserves the right to review all hiring decisions to determine if County policies 
have been followed in selecting the employee. 

905 INTRODUCTORY PERIOD 
1. Introductory employees shall work an introductory period of one hundred eighty (180) days. 

2. The department head will utilize the introductory period to observe the employees work, to train 
and aid employees in meeting the required work standards. 

3. At the end of the introductory period, the department head will conduct a performance appraisal. If 
this performance appraisal results in a "satisfactory" evaluation, or better, then the employee will 
have successfully completed the introductory period. 
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4. The department head, on behalf of the supervisor or other person charged with responsibility of 
overseeing the employee's position may terminate the employee for any reason during the 
introductory period. 

5. Employees will accrue benefits during the introductory period. 

6. Any significant absence from work during the introductory period may result m a corresponding 
extension of the introductory period. 

906 REGULARLY SCHEDULED REVIEW 
Yankton County encourages annual performance reviews where department heads assess each 
individual's work and areas of responsibility, and convey this information to that person to enable the 
employee to know whether they are on target or not with their efforts. Positive feedback is just as 
important as negative in that both help an employee do a better job, which is the County's overall goal. 

Also, this time is set aside for employees to meet with their supervisors and to bring up any subjects 
they would like; such as new ideas, policy questions, etc. 

The performance of employees should be evaluated according to an ongoing twelve (12) month cycle. 

Department heads are encouraged to conduct performance evaluations on a regular schedule, but no later 
than November 30, of each year.  Non-elected department heads may be evaluated by the County Commission 
on or near the first regular commission meeting in December.  

 907 WAGES 
Changes in salary or wage rates are normally made on an annual basis in December of each year, with 
any adjustments to be effective January 1st of the following year. 

908 POLITICAL ACTIVITY 
Political affiliation or activity will not be a factor in hiring, promotion, demotion, transfer, suspension, termination, or any 
other conditions and privileges of employment with Yankton County. County employees will not use their County work time 
or County facilities to aid, encourage, or promote candidates for elected public office whether partisan or nonpartisan.  

Those employees whose employment is financed by loans or grants made by the United States or a federal agency may be 
subject to the provisions of the Federal Elections Campaign Act (the "Hatch" Act) regardless of when or where partisan 
election activities occur. This Act prohibits certain types of involvement in federal, state and local elections such as use of 
official authority or influence to affect an election or nomination of a candidate, donations of items of value to an election 
fund, or becoming a candidate for office in a partisan election.  

Nothing in this section will prohibit any non-elective County officer or employee from exercising his/her right as a citizen to 
express an opinion or do any partisan or nonpartisan political act not expressly prohibited herein as long as it is not done on 
County time or with County resources. This includes advocating for or against ballot issues.  

A County employee will not be obliged to, by reason of employment, contribute to any political funds or collections or to 
render political service. Any employee refusing to contribute such funds or to render such service may not be removed or 
otherwise disciplined or prejudiced for that refusal. A County employee cannot use their position to coerce the political action 
of a person or group.  

In the case of any County employee running for an elective public office, the following provisions will apply:  

1. A County employee who intends to be a candidate for political office or participate in other time-consuming 
responsibilities connected with a governmental unit other than the County must notify their Department Head and the 
County Commission in writing as soon as possible.  

2. Due to the wide variance in demands on time and the employee's differing job responsibilities, leaves of absence for the 
purpose of campaigning or holding political office will be arranged with the County Commission on an individual basis.  

3. The Commission will give the employee a written copy of any agreement it reaches regarding the employee's political 
activity and job responsibilities.  
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4. Employees who are granted a leave of absence for political activity may return to their previous employment with the 
County without loss of position or benefits following that absence.  

5. These restrictions do not apply to elected County officials.  

6. The County will not employ or retain any person who advocates or belongs to an organization that advocates the 
overthrow or change of our government by force or violence. Employees may be required to take an oath as set forth in 
the State Constitution (Art. XXI, Sec. 3), SDCL 3-1-5, SDCL 3-5-11, and SDCL 3-2-3. 
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SECTION X: DISCIPLINARY PROCESS AND GRIEVANCE PROCEDURES 

1001 DISCIPLINARY PROCESS 
1. Yankton County encourages employees to develop their performance to the highest level or 

ability. To achieve this level an employee cannot let lateness, tardiness, failure to follow work 
rules and policies, or unacceptable job performance interfere with their job. 

2. When a problem occurs, the normal process will be to encourage the employee to change the 
unacceptable behavior or performance problem. The normal process includes the following 
steps: 

a. Verbal warning and counseling with the department head or supervisor; 
b. Written warning with a copy in personnel file; 
c. Up to a thirty (30) day suspension; or 
d. Termination. 

Item 3 and 4 may be applied on the first offense if the performance or behavioral problem is 
sufficiently serious, upon recommendation of the department head and approved by the Yankton 
County Commission. 

3. Steps taken and time allowed for resolution is dependent upon the nature and severity of the 
problem. 

a. Verbal Warning and Counseling: If a supervisor or department head views the employee's 
behavior or performance on the job as unacceptable, they will counsel the individual 
regarding the problem area. A written summary of this decision will be retained in the 
employee's personnel file. 

b. Written Warning and Counseling: If unacceptable behavior or performance continues after 
counseling, the department head will document the behavioral or performance problem, 
previous discussions, the current situation, and conditions toward necessary improvements 
in a memo. The employee will be asked to sign this document and a copy will be retained in 
their personnel file. The employee will also receive a copy of this memo. Continuation of the 
unacceptable behavior or performance, after verbal and written warning, will be cause for 
termination. 

c. Suspension or Termination: When all measures of progressive disciplinary action regarding 
behavioral or performance problems have been taken, and there is no improvement, there 
is little choice but to either impose a suspension of up to thirty (30) days or terminate the 
employment relationship. Employees under suspension may be subject to the withholding of 
wages and benefits for the period of the suspension, with the exception of health insurance 
contributions.  

4. An employee who has been dismissed shall be entitled to a hearing at the next Commissioner's 
meeting following their dismissal. No written request shall be necessary. Such hearing shall be 
conducted in private with the dismissed employee and the department head present. The 
hearing may be adjourned from time to time. If the employee wishes to have an attorney present, 
they must notify the Commissioners who may then reschedule the hearing to a time when the 
states attorney can be present to advise the Board. Both sides may call sworn witnesses. 
Employees may provide a court reporter at their own expense. The Commissioners' decision shall 
be entered into the minutes of the meeting. 

5. The following illustration is a representation of progressive discipline. It does not supersede the 
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County's written policies, nor does it infer that the same steps will be taken in all cases. Its 
purpose is to show how employees and supervisors could interact and the outcomes of various 
misconduct situations. 

 

I 
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6. The following illustration is a representation of the actions associated with suspension or 

termination. It does not supersede the County's written policies, nor does it infer that the 
same steps will be taken in all cases. Its purpose is to show how the process would typically 
work. 
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1002 GRIEVANCE PROCEDURE 
1. Definitions: 

Grievance: An alleged violation, misrepresentation, or inequitable application of an existing 
agreement, contract, resolution, policy, rule or regulation, of County Commissioners or of any 
County office. 

County Office: Any office under the supervision of the County Commissioners or of any elected County 
Officer. 

Department Head:  The County Officer in charge of the employee's office.  Where applicable, it also 
refers to the Board of County Commissioners. 

2. All employee grievances will be handled in the manner set out by this resolution. Failure 
to follow this grievance procedure will result in the grievance being dismissed with 
prejudice. 

a. The employee will discuss the grievance with his/her department head. If the 
grievance is of a non-recurring nature, this step must be within thirty (30) calendar 
days of the event leading to the grievance. If the grievance is of a recurring nature, 
this step must be taken within five (5) working days of the event leading to the 
grievance. 

b. If the grievance cannot be reconciled through step one to the employee's satisfaction 
within one week (7 calendar days) from the time the grievance is originally presented 
to his/her department head, the employee shall present the department head with 
a written grievance which shall state specifically the event(s) causing the grievance, 
all actions taken by the employee to resolve it and the action the employee desires 
the employer to take. 

c. The department head shall resolve the grievance by themselves if he/she is able to 
and if he/she feels it is justified. If the department head cannot resolve it within one 
week (7 calendar days), he/she shall present it to the Board of County Commissioners 
for discussion at its next regularly scheduled meeting. 

d. The Commissioners shall render a decision on the grievance at the meeting in which 
it is presented. The Commissioners may postpone a decision to the next regularly 
scheduled meeting if additional information or legal advice is needed. 

3. The Burden of Proof in this procedure shall be on the employee. The employee will have 
to furnish the evidence necessary to prove any contested facts. 

4. This procedure is for the benefit of the individual employees only. It may not be used by a 
non-employee (including former employees who have resigned, retired or been 
dismissed), nor by employee associations or by labor unions. 

5. The department head should carry out the following four steps with fairness, firmness, 
and understanding, since these are fundamental to the satisfactory handling of any 
grievance. 

a. The department head shall: 

i. Receive the grievance properly; 

ii. Arrange for privacy; 

iii. Give a good hearing; 
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iv. Give their full attention; 

v. Don't interrupt; 

vi. Ask questions to make certain all the facts are given; 

vii. Repeat the essentials to the employee in their own words to assure accurate 
communication; and 

viii. Assure the employee of prompt action. 

b. Get the facts: 

i. Check every angle; 

ii. Check the union agreement (if applicable); 

iii. Check State law and County practices; and 

iv. Examine the employment record of the employee involved. 

c. Take action within one week: 

i. If the employee is right, take steps to correct the situation and prevent its recurrence; and 

ii. If the employee is wrong, explain decisions to them. 

d. Follow-up: 

i. Make sure actions are carried out; 

ii. Maintain an atmosphere which will promote high morale; and 

iii. Check with employees to find out whether there are potential irritations, which may 
become grievances, and take steps toward their removal. 

6. Department heads shall not discourage employees from coming to them with grievances. Neither 
shall an employer discriminate against or take discriminatory action against an employee who has 
filed or is in the process of filing a grievance. Although they may be troublesome and time-consuming, 
it is better that employees make their grievances known than to keep them within themselves. An 
unheard grievance can be a serious infection, which before long may undermine the morale of an entire 
office. 

7. The following illustration is a representation of the County's grievance procedure.  It does not 
supersede the County's written policies, nor does it infer that the same steps will be taken in all cases. 
Its purpose is to show typical steps and time frames 
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1003 Separation of Employment 
Termination of employment is an inevitable part of personnel activity within any organization and many reasons for termination are 
routine.  Below are examples of some of the most common circumstances under which employment is terminated: 

 Resignation – voluntary employment separation initiated by an employee 

 Discharge – involuntary employment termination initiated by the organization 

 Lay-off – involuntary employment termination initiated by the organization for non-disciplinary reasons 

 Retirement – voluntary employment termination initiated by the employee meeting age, length of service and any other criteria for 
retirement from the organization.   

As a matter of courtesy, non-exempt employees who desire to leave County employment are requested to give a 2-week notice.  
Exempt employees are requested to give at least a 30-day notice.  Retirement notices should be given as far in advance as possible.  
Separation notices should be in written form.  Generally, the last day worked will be recognized as the termination date.  Employees 
will be paid for all time worked up to the separation date and time in accordance with the Fair Labor Standards Act.  Paid time off will 
be paid out at the next pay period to employees that provide adequate notice and as set forth in this Handbook.  

Employees must return all equipment belonging to the County on or before the last day of employment including but not limited to, 
all keys, County telephones and/or radios, and charge card (if issued).  No final settlement of pay will be made until all items are 
returned in appropriate condition, unless it conflicts with state or federal laws.  The cost of replacing non-returned items may be 
deducted from the final paycheck to the extent permitted by law.  Furthermore, any outstanding financial obligations owed to the 
County will also be deducted from the final check.   

Since employment at Yankton County is based on mutual consent between both the employee and the County, both the employee 
and Yankton County have the right to terminate employment at will, with or without cause, at any time.   

Employee benefits will be affected by employment termination.  The employee will be notified in writing of the benefits that may be 
continued and of the terms, conditions, and limitations of such continuance. 

1004 Reinstatement 
Employees who resign from an SDRS benefits eligible position with the County may be reinstated to their former position and rate of 
pay under the following conditions. 

1.  The vacated position or an equivalent position is open; 

2.  The Department Head and County Commission approve the reinstatement; and 

3.  The employee forfeits all previously accrued leave and seniority. 

Re-employment at any time later than two weeks after separation will be treated as new employment in all respects, including the 
requirement to compete in an open selection process. 
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PREFACE 

Business Ethics and Conduct 

The successful business operation and reputation of Yankton County is built upon the principles of fair dealing and 
ethical conduct. The reputation of county governance for integrity and excellence requires careful observance of the 
spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of 
personal conduct, integrity and public service. 

The continued success of Yankton County is dependent upon the public’s trust and those who serve the public on 
behalf of the County should be dedicated to preserving that trust. County Commissioners, elected and appointed 
department heads, members of all boards, commissions, committees, task forces or other appointed advisory 
groups owe a duty to Yankton County and the public to act in a way that will merit the continued trust and 
confidence of the public. 

Yankton County expects its elected officials, appointed department heads, members of boards, commissions, 
committees, task forces and other appointed advisory groups to conduct business in accordance with the letter, 
spirit and intent of all relevant laws and to refrain from any illegal, dishonest, unethical or disruptive behavior. In 
general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable 
conduct. 

It is the policy of the County of Yankton, South Dakota, to uphold, promote and demand the highest standard of ethical behavior 
from its elected and appointed department heads and individuals serving on all boards, commissions, committees, 
task forces or other appointed advisory groups, hereinafter referred to collectively as “Members.” It is presumed that 
all Members have chosen to serve in order to preserve and protect the present and the future of the County. 
Honesty, integrity and fairness are hallmarks of public service. 

This code has been created to ensure that all Members have clear guidelines for carrying out their responsibilities 
in their relationships with each other, with all other county employees, with the citizens of Yankton County and 
with all other private and governmental entities. 

SECTION 1: Obey the Laws 

Obeying the law, both in letter and in spirit, is the foundation on which this County’s ethical standards are built. 
The Members shall support the Constitution of the United States and the State of South Dakota as well as all 
federal, state and local laws, rules and regulations. 

SECTION 2: Responsibility of Public Service 

Members are to be trustworthy, respectful, responsible, fair, caring and promote citizenship at all times and are 
not entitled to special consideration or treatment based on their official position or responsibility. 

In addition to the above: 

A. Members should actively pursue policy goals they believe to be in the best interest of all residents within 
the parameters of orderly decision-making and the laws and rules governing those decisions. 

B. Members should respect the legitimacy of the goals and interests of other Members and should respect the 
rights of others to pursue goals and policies different from their own. 

C. Members, who sit on county boards, commissions, committees, advisory groups, task forces, etc., do not 
individually speak for the body itself unless approved by the Member body to do so. 

D. Members should dispose of the business of the County in a deliberate manner that assures citizens have 
meaningful knowledge of and input into their decisions. 
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E. Members should conserve the resources of the County in their charge. They should employ county 
equipment, property, funds and personnel only in legally permissible pursuits and in a manner that 
exemplifies excellent stewardship. 

F. No Member may use his or her public position or office to obtain financial gain or anything of substantial 
value for the private benefit of himself or herself or his or her immediate family, or for an organization with 
which he or she is associated. 

G. No person may offer or give to a Member, directly or indirectly, and no Member may solicit or accept from 
any person, directly or indirectly, anything of value if it could reasonably be expected to influence the 
Member’s vote, official actions or judgment, or could reasonably be considered as a reward for any official 
action or inaction on the part of the Member. 

H. Members are cautioned to refrain from giving legal advice or other related direction to members of the 
public on matters under investigation by Yankton County departments/offices, on matters pending before 
the courts or government bodies and on any matters where a conflict of interest would caution against any 
such communication. 

SECTION 3: Members’ Conduct with County Employees 

Governance of the County relies on the cooperative efforts of the Members and the County employees who 
implement and administer adopted policies and procedures within the County. Therefore, every effort should be 
made to be cooperative and show mutual respect for the contributions made by each other for the good of the 
community. The following are examples of how the Members should relate to the employees of Yankton County: 

A. Members should treat all employees as professionals. Clear, honest communication that respects the 
abilities, experience and dignity of each employee is expected. Poor behavior or disrespectful comments 
toward employees are not acceptable. 

B. Members should never publicly criticize employees. Public criticism of employees leads to poor morale of 
the employees and undermines their effectiveness with the public and is detrimental to their performance. 

C. Members should not attempt to influence by intimidation or other unethical means, the decisions or 
opinions of employees on issues that may come before the Planning Commission, Board of Commissioners 
or other Member bodies. 

D. Individual Members may not intentionally coerce or intimidate employees or interfere with employees’ 
duties or authority. 

E. Members, with the exception of elected and appointed department heads interacting with their own 
employees, shall not instruct nor direct employees to perform duties related to the employee’s job. 

F. Requests for information and clarification on items of County business is allowed and encouraged. 
Communication is most effective when the Member contacts the Department Head or Elected Official in 
charge. Members in general should always respect and interact appropriately when requesting 
information pertinent to County business. 

SECTION 4: Conduct in Public Meetings 

Making the public feel welcome is an important part of the democratic process. No signs of partiality, prejudice 
or disrespect should be evident on the part of individual Members toward an individual participating in a public 
meeting. Every effort should be made to be fair and impartial in listening to public comments. Members should 
listen to comments from the public and ask for clarification if they do not understand the comment. Members 
should not disparage or insult other Members, County employees or other members of the public. 
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The Chairperson presiding over any meeting, which is subject to open meetings laws or not, shall not allow an individual or 
other Member to interfere with the orderly progression of meetings. Personal attacks against any Member, County 
employees or any other person are not allowed regardless of whether the meeting is in session or in recess.  If the audience 
dialogue or Member discussion becomes disruptive or abusive, the Chairman has the option to ask the offending 
individual(s) to leave or have the individual(s) removed from the meeting by law enforcement. 

SECTION 5:  Open Government 

The citizens of Yankton County expect and deserve open government. South Dakota’s open meetings law 
embodies the principle that the public is entitled to the greatest possible information about public affairs and is 
intended to encourage public participation in government. 

Members who are subject to the Open Meetings Laws of the State of South Dakota shall conduct themselves in a 
manner that fully adheres to the intention of state laws concerning open meetings and transparency of actions. 
These Members are encouraged to employ a “mindset of openness” in conducting the affairs of the County in an 
open meeting and should resort to conducting business in executive session only when allowed by law. 

SECTION 6:  Conflict of Interest 

In the execution of official County business, a Member shall not put himself or herself in a position where his or her 
personal interest conflicts with his or her duties and responsibilities. Members shall disclose any personal 
relationships to the governing body in the instance where there could be an appearance of a conflict of interest. 
The Member shall not use official information acquired in the course of their duties for personal gain. 

SECTION 7:  Violation of Code of Conduct 

Violations of this Code of Conduct may result in disciplinary action taken by the Board of County Commissioners. 
Disciplinary action may involve public or private reprimand at the discretion of the appropriate governing body 
and may include removal from serving on an appointed body or removal from Office as provided in law. 

Date of Adoption: February 4, 2020 
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