
November 23, 2022 

TO:  County Personnel Policy Board Members 

SUBJECT:  Personnel Policy Board Meeting 
Thursday, December 1, 2022 
1:30 p.m., Commissioners Hearing Room 
County-City Building, Room 112 

A G E N D A 

Item 1: Approval of Minutes from the October 6, 2022 meeting. 

Item 2:  Request to revise and change the pay grade of the following classification: 

CLASS CURRENT PROPOSED  
CODE CLASS TITLE             PAY GRADE      PAY GRADE 

0360 Grant Coordinator C14 ($58,864.00 – $75,397.92) C20 ($72,779.20 – $93,219.36) 

Item 3:  Request to revise the following classifications: 

CLASS 
CODE  CLASS TITLE 

2450 Imaging Specialist (A20) 

2460 Imaging Clerk  (A18) 

Item 4: Request to revise the following classifications by adding the ability to obtain a 
CDL within 60 days to the current CDL language under NECESSARY SPECIAL 
REQUIREMENT: 

CLASS 
CODE  CLASS TITLE 

4511 Equipment Mechanic I  (G10) 

4512 Equipment Mechanic II  (G14) 

4520 Equipment Operator   (G10) 

4523 Senior Equipment Operator (G14) 

4524 Traffic Sign Worker   (G11) 



4743 Laborer II (G09) 

4745 Labor Supervisor  (G15) 

4836 Asbestos Worker II   (A22) 

4875 Master Electrician   (C16) 

4924 Equipment Mechanic Supervisor  (C17) 

4945 Maintenance Supervisor  (C17) 

4946 Assistant Maintenance Supervisor   (C13) 

4961 Assistant Road Maintenance Superintendent (C19) 

4985 Road Maintenance Superintendent   (C22) 

Item 5: Request to amend County Rule 19.8 – Pregnancy and Parental Leave 

Item 6: Request to amend the Family and Medical Leave Act Human Resources Policy 
Bulletin 

Item 7:  Request to amend the Workers’ Compensation Human Resources Policy Bulletin 

Item 8: Request to create the Protected Family Leave Human Resources Policy Bulletin 

Item 9: Request for grievance hearing - FOP32 - Caitlin Ostgaard - Matt Waggoner - 
Modified Duty - Corrections. 

Item 10: Miscellaneous Discussion 

PC: Department Heads 
Tom McCarty 
Ashley Bohnet 
Caitlin Ostgaard 
Matthew Waggoner 
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0360 

LANCASTER COUNTY 

GRANT COORDINATOR 

NATURE OF WORK 

This is responsible professional work in accounting and administrative work coordinating and 

administering program, grant and resource development for the County Budget and Fiscal 

Office.maintaining federal, state and local grant monies. 

Work involves responsibility for planning and coordinating program, grant and resource 

development for the County Departments; assisting the Directors in the overall formulation, modification 

and improvement of program and resource development for the County; seeking and writing grant 

applications; coordinating and administering County-wide grants; coordinating funding between 

department and programs. Work also involves independently maintaining a complete set of grant records; 

collecting and recording detailed records; and preparing and analyzing fiscal reports. An employee in this 

class exercises considerable independent judgment and initiative within the framework of established 

County policies, legislative and regulatory requirements.gathering program/project data, forecasting, and 

completing program budgets and maintaining budget records, grant reporting to ensure progress report 

time lines are met, and monitoring compliance with grant requirements and all federal funds 

requirements. Supervision is received from an administrative superior with work being reviewed for 

adherence to over-all standards of performance and is subject to periodic review.in the form of reports, 

conferences and results achieved. 

EXAMPLES OF WORK PERFORMED 

Serves as the County-wide facilitator, writer, reporting agent and coordinator of grant 

applications in order to maximize Federal and State financial assistance to the County. 

Coordinates with the County’s lobbyists to enhance the County’s chance of receiving Federal 

assistance for specific grants. Assist the Directors in monitoring state and federal legislation and 

corresponding funds. 

Maintain accurate accounting of grant revenues and expenditures; prepare and/or receive grant 

reports both financial and narrative as required; prepare for annual audits; recommend and assist in the 

development of policies relating to grants. 

Work closely with granting authorities, departments and agencies receiving grants; monitor and 

document compliance with grant requirements. 

Utilize the County’s accounting system to properly account for grant and federal funds activity; 

maintain necessary records related to grants and federal funds; and account for indirect costs and 

matching funds. 

Set up proper accounting procedures for all grants received; supervise and monitor the County’s 

Grants Fund. 

Writes grant applications for new grants, emphasizing priority funding areas; provides assistance 

to Departments not normally or previously involved in seeking grant funding; reviews status of County’s 

current grants and current funding of special projects. 
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Advises and cooperates with County officials, business, and community leaders in connection 

with facilitating agreements and negotiations related to program and resource development; coordinates 

the review and analysis of program development. 

Work closely with the County Budget and Fiscal Officer, the County Treasurer’s Office, and the 

County Clerk’s Office to ensure accuracy of accounting. 

Assist in preparation of grant applications by supplying data and relevant financial information, 

as necessary. 

 Assist the County Board and Fiscal Officer with accounting reports or other activities as 

requested. 

DESIRABLE KNOWLEDGE, ABILITIES, AND SKILLS 

Knowledge of the fundamental principles and practices of grant acquisition and management 

including direct and indirect cost accounting and matching funds accounting. 

Knowledge of governmental accounting procedures. 

Knowledge of the Office of Management and Budget (OMB) Compliance Supplement. 

Ability to perform in an independent manner under the direction of a superior. 

Ability to maintain a variety of accounting records and reports. 

Ability to compile, calculate and analyze data necessary for the completion of fiscal reports. 

Ability to perform detailed work involving written or numerical data and to make accurate 

mathematical calculations. 

Ability to communicate effectively both orally and in writing with elected and appointed officials, 

community representatives, co-workers, and the general public. 

Ability to maintain comprehensive records and filing systems. 

MINIMUM QUALIFICATIONS 

Graduation from an accredited four-year college or university with major coursework in public or 

business administration or accounting plus six monthstwo years of experience in grant management and 

accounting or any equivalent combination of training and experience that provides the desirable 

knowledge, abilities, and skills.  

4/21 12/22 
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2450 

LANCASTER COUNTY 

IMAGING SPECIALIST 

NATURE OF WORK 

This is responsible work relating to the use of microfilm equipment to provide records management 

and storage services. 

Work involves planning, organizing and supervising all functions related to microfilming of records 

in a records management and storage services area. Supervision is received from the Records Coordinator 

with work being reviewed in the form of reports, conferences and the effectiveness of the microfilm services 

provided. 

EXAMPLES OF WORK PERFORMED 

Instruct and supervise contracted staff in the use of microfilm equipment including camera, reader, 

reader/scanner, jacket reader/filler and densitometer; allocate work to optimize microfilming process. 

Develop and implement procedures to ensure quality control in the microfilming process. 

Direct preparation of and prepare documents for microfilming to include removing staples, 

arranging in order and writing identifying information on the documents. 

Supervise the activities involved in microfilming and storing microfilmed documents. 

Develop and duplicate all microfilm; edit all microfilm for correct targeting, density and resolution. 

Supervise data entry activities and personnel involved in the data entry of information for microfilm 

indexes. 

Plan and direct the transportation of documents to and from the microfilming operation. 

Plan and direct the storage and disposition of records which have been microfilmed. 

Confer with staff to resolve problems or initiate new procedures concerning the microfilming 

process. 

Contact equipment companies for repair/maintenance of machines; ensure or maintain inventory 

control for the microfilming operation. 

Send eligible microfilm to the State Archives; Locate, check out and deliver requested records to 

departments and agencies. 

DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

Knowledge of the procedures and methods utilized in maintaining a microfilming service. 
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Knowledge of modern office and microfilm equipment and supplies. 

Ability to plan, organize and direct the operations of a microfilming service while utilizing a work 

force made up primarily composed of personnel with mental and physical disabilities. 

Ability to perform heavy lifting. 

Ability to communicate effectively both orally and in writing. 

Ability to establish and maintain effective working relationships with co-workers, contract 

personnel and the general public. 

Ability to organize and maintain computerized and written records. 

Skill in the operation of microfilm cameras, storage, index and/or retrieval equipment. 

MINIMUM QUALIFICATIONS 

Graduation from high school or equivalent with six months of experience in the microfilming of 

records, including six months of experience managing a micrographics operation; or any equivalent 

combination of training and experience that provides the desirable knowledge, abilities and skills. 

10/0111/22 
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2460 

LANCASTER COUNTY 

IMAGING CLERK 

NATURE OF WORK 

This is routine technical work in the operation of imaging and microfilming equipment. 

Work involves responsibility for the safe and efficient operation of imaging equipment and 

software under strict confidentiality requirements. Work also includes indexing of documents, preparation 

of documents, determining equipment settings for scanning and determining the proper destination for 

scanned images. Supervision is received from an administrative superior with work reviewed for 

efficiency and accuracy. 

EXAMPLES OF WORK PERFORMED 

Prepare documents for scanning; edit documents and complete scanning retakes, as necessary. 

Configure scanning software, follow operating guidelines in working with scanning software and 

equipment. 

Follow operating guidelines in working with scanning and microfilming equipment; assist with 

development and update of policies and procedures for imaging and microfilming equipment; maintain 

production records. 

Enter index information for captured images. 

Verify that captured images were delivered to their appropriate destination on the network. 

Use a county vehicle to perform a daily delivery route; deliver boxes, files and mail to County 

and City departments, as necessary. 

Convert microfilm images to digital images. 

DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

Knowledge of procedures and methods utilized in the operation of imaging and microfilming 

equipment. 

Knowledge of computer applications and office procedures pertaining to the scanning and 

maintenance of public records. 

Ability to maintain clerical records and adhere to prescribed routines. 

Ability to perform heavy lifting. 
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Ability to communicate effectively both orally and in writing. 

Ability to establish and maintain effective working relationships with co-workers and the general 

public. 

Ability to identify and follow operating guidelines related to imaging equipment. 

Ability to understand and follow complex oral and written instructions. 

Skill in the operation of imaging equipment and related computer systems. 

MINIMUM QUALIFICATIONS 

Graduation from high school or equivalent with six months of experience in imaging software 

and equipment or any equivalent combination of training and experience that provides the desirable 

knowledge, abilities and skills. 

NECESSARY SPECIAL REQUIREMENT 

Employees must possess a valid driver’s license. 

4/2211/22 
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19.8 Pregnancy and Parental Leave (Revised 8/0012/22) 

(a) A pregnant employee who is not eligible for FMLA shall request in writing and, if necessary,
with a physician’s certificationmedical documentation to the Human Resources Leave Manager, who will 
facilitate with the Department Head, that leave be granted at any time during the period of pregnancy 
and the period immediately following the birth. This leave may be with pay if the employee has 
sufficient accrued sick leave and/or vacation paid leave to be allocated as per the employee's directions. 
Otherwise, the leave will be without pay. It is the responsibility of the employee to obtain a doctor's 
statement medical documentation within six (6) four (4) weeks following the birth which certifies the 
date the employee is physically able to return to work. 

(b) Parental Leave for bonding after the birth or adoption of a child may be granted pursuant to
the provisions of the Family and Medical Leave Act of 1993. 

(c) Protected Family Leave will be available for spouses qualifying for FMLA who both work for
Lancaster County and request leave for the birth, placement, care, or bonding of a child within the first 
year after birth or placement. Each spouse will be eligible for 12-weeks of unpaid job-protected leave, 
combined between FMLA and Protected Family Leave 

HRStaff/Shared Documents/HRStaff/Rules/Rule 19.8 leg.docx 
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2022 

Reference: Title: 

Family and Medical Leave Act of 1993 (FMLA) and 
C.F.R. Part 825

Supersedes Personnel Policy Bulletin 2009-1 

Family and Medical Leave Act 
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1. Purpose.  The purpose of this policy is to provide a general description of the City of
Lincoln and Lancaster County's procedure with regard to family and medical leave in
accordance with the provisions of the Federal Family and Medical Leave Act (FMLA)
of 1993 and the federal regulations pertaining thereto. In addition to all applicable
Federal and State regulations, this policy adheres to any additional provisions
specifically addressed in relevant County labor contracts.

2. Eligibility.  Employees who have been employed for at least 12 months, and for at
least 1,250 hours during the preceding 12-month leave period.

3. Amount of Leave.  An eligible employee is entitled to up to 12 workweeks of unpaid
FMLA leave per 12-month leave period.

4. Twelve-Month Period.  The 12-month leave period for taking FMLA shall be defined
as a rolling 12-month period measured backward from the date an employee first uses
FMLA leave.  Each time an employee takes FMLA leave, the Human Resources
Leave ManagerCoordinator will compute the amount of leave time taken in that 12-
month period and subtract it from the 12 weeks of available leave.  The balance
remaining is the amount the employee is entitled to at that time.

5. FMLA Qualified Leave Events.  Up to 12 weeks of FMLA leave may be granted for
the following reasons: 

a. The birth and care of the employee’s newborn child within one year of birth;

b. Placement with the employee of a child for adoption or foster care within one
year of placement;

c. Bonding with a child within one year of child’s birth or placement;



Human Resources Policy Bulletin Number: 2023-1 

City of Lincoln/Lancaster County Date: February 
2023September, 
2022 

Reference: Title: 

Family and Medical Leave Act of 1993 (FMLA) and 
C.F.R. Part 825

Supersedes Personnel Policy Bulletin 2009-1 

Family and Medical Leave Act 

Page 2 of 910 

d. To care for a spouse (legal), child (biological, foster, adopted, step, legal ward);
in loco parentis – (assumed parental status and responsibilities) or parent (in-
laws excluded) who has a serious health condition; or

e. To take personal medical leave when the employee is unable to work because of
a serious health condition.

6. General Information and Effect on Paid Leaves.

Employees are required to use accrued paid leave in the event of an FMLA leave.
The unpaid FMLA leave will run concurrently with other paid leaves (sick leave,
personal holidays, vacation (accrued and banked), injury leave, and workers’
compensation leave.)   Employees will use accrued sick leave before accrued vacation
leave.  Accrued sick leave may be used for any FMLA-qualifying events.  Following
the exhaustion of applicable paid leave, any remaining FMLA leave will be unpaid.

When spouses work for the same employer and each spouse is eligible for FMLA
leave, the FMLA limits the combined amount of leave they may take for some, but not
all FMLA-qualifying leave events.  Eligible spouses who work for the same employer
are limited to a combined 12 weeks of leave in a 12-month period for the following
FMLA-qualifying events:

a. The birth of a son or daughter child and bonding with the newborn child.
b. The placement of a son or daughter child with the employee for adoption or

foster care and bonding with the newly placed child.
c. The care of a parent with a serious health condition.
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The limitation on the amount of leave for spouses working for the same employer does 
not apply to leave taken for some qualifying reasons.  Eligible spouses are each 
entitled to up to 12 weeks of FMLA leave in a 12-month period for the following 
FMLA-qualifying events: 

a. The care of a spouse, son or daughter or child with a serious health
condition.

b. A serious health condition that makes the employee unable to perform the
essential functions of their job.

Reference: Human Resources Policy Bulletin – Protected Family Leave: 
https://www.lincoln.ne.gov/City/Departments/HR/County-PersonnelHuman-Resources-
Policy-Information  

If both spouses work for the same employer and request leave for the birth, placement, care, 
or bonding of a child within the first year, the City of Lincoln and Lancaster County will not 
limit them to a combined 12 weeks of FMLA leave.  Each spouse will have up to 12 weeks 
of unpaid, job protected leave in a 12-month period per a combination of permitted FMLA 
leave and by County Protected Family Leave.this policy.  The additional City/County unpaid, 
job protected family leave will run concurrently with accrued paid leaves. 

7. Intermittent/Reduced Schedule Leave.  FMLA leave may be taken on an intermittent
basis or to work a reduced schedule when (1) medically necessary to care for a
seriously ill immediate family member; or (2) because of the employee's own serious
health condition.  Intermittent or reduced schedule leave may be taken to care for a
newborn or newly placed adopted or foster care child only with the Human Resources
Leave Manager’s approvalCoordinator in conjunction with Department Head
notification's approval.
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Only the amount of leave actually taken while on intermittent/reduced schedule leave 
may be charged as FMLA leave.If an employee’s schedule varies from week to week 
to the extent that an employer is unable to determine with any certainty how many 
hours the employee would otherwise have worked, a weekly average of the hours 
scheduled over the 12 months prior to the beginning of the leave period would be used 
for calculating the employee’s leave entitlement.    Only the amount of leave actually 
taken while on intermittent/reduced schedule leave may be charged as FMLA leave.  

Employees needing intermittent/reduced schedule leave for foreseeable medical 
treatment must work with their employers to schedule the leave so as not to unduly 
disrupt the employer's operations, subject to the approval of the employee's health care 
provider. 

8. Serious Health Condition Defined.  A serious health condition means an illness,
injury, impairment, or physical or mental condition that involves either:

(1) any period of incapacity or treatment connected with inpatient care (i.e. an
overnight stay) in a hospital, hospice, or residential medical-care facility, and any
period of incapacity or subsequent treatment in connection with such inpatient care; or

(2) continuing treatment by a health care provider which includes any period of
incapacity (i.e. inability to work, attend school or perform other regular daily
activities) due to:

A. A health condition lasting more than three consecutive, full calendar days,
and any subsequent treatment or period of incapacity relating to the same
condition, that also includes: (1) treatment two or more times within 30
days of the first day of incapacity, unless extenuating circumstances exist,
by or under the supervision of a health care provider; or (2) one treatment
by a health care provider with a continuing regimen or treatment;
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(i) The requirements of paragraphs (A)(1) and (2) of this section for
treatment by a health care provider means an in person visit to a health
care provider.  The first (or only) in person treatment visit must take place
within seven days of the first day of incapacity; or

B. Pregnancy or prenatal care.  A visit to the health care provider is not
necessary for each absence; or

C. A chronic serious health condition which continues over an extended
period of time, requires periodic visits (defined as at least twice a year) to
a health care provider, and may involve occasional episodes of incapacity
(e.g., asthma, diabetes).  A visit to a health care provider is not necessary
for each absence; or

D. A permanent or long-term condition for which treatment may not be
effective (e.g., Alzheimer's, a severe stroke, terminal cancer).  Only
supervision by a health care provider is required rather than active
treatment; or

E. Any absence to receive multiple treatments for restorative surgery or for a
condition which would likely result in a period of incapacity of more than
three days if not treated (e.g., chemotherapy or radiation treatments for
cancer).

9. Health Care Provider Defined.  Health care provider means (1) doctors of medicine or
osteopathy authorized to practice medicine or surgery by the state in which the doctors
practice; or (2) podiatrists, dentists, clinical psychologists, optometrists and
chiropractors authorized to practice, and performing within the scope of their practice,
under state law; or (3) nurse practitioners, nurse-midwives and clinical social workers
authorized to practice, and performing within the scope of their practice, as defined
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under state law; or (4) Christian Science practitioners listed with the First Church of 
Christ, Scientist in Boston, Massachusetts; or (5) any health care provider recognized 
by the employer's group health care plan manager.  

10. Employer Notification of Rights Requirements.  City of Lincoln and Lancaster
County Human Resources will post an FMLA notice, policy, and application materials
on the Intranet for employees.  Posters will be displayed in general areas for all
employees and applicants.

11. Employee Notice of Leave.  All employees must submit an application for FMLA
leave to the Human Resources Leave ManagerCoordinator at least 30 days before
leave is to begin.  When 30 days’ notice is not possible, the employee must provide
notice as soon as practicable.

12. Application for Leave.

a. Employee initiated leave.  In all cases, an employee requesting leave must
complete an "Application for Family or Medical Leave" and "Medical Certification
Statement" and return both to the Human Resources Leave ManagerCoordinator.
The completed application must state the reason for the leave and the starting and
ending dates of the leave.  The Human Resources Leave ManagerCoordinator will
provide the employee with the Notice of Eligibility & Rights and Responsibilities
form (WH-381) within 5 days of receiving the application for FMLA leave.

a. 

b. b. Human Resources initiated leave.  All qualifying events, including employee
absences greater than three consecutive calendar days, should be reported to and
confirmed by the Human Resources Leave ManagerCoordinator.  The City of
Lincoln/Lancaster County may initiate the process of FMLA designation once they
learn that an eligible employee has taken leave for a FMLA-qualifying reason.
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13. Medical Certification for Leave.  An employee requesting leave based on a serious
health condition of the employee or the employee's spouse, child, or parent must have
his/her their health care provider complete a "Medical Certification Statement" form.
Copies of the "Medical Certification Statement" forms may be obtained through the
Human Resources Leave ManagerCoordinator.  The certification must state the date
on which the health condition commenced, the probable duration of the condition, and
the appropriate medical facts regarding the condition.  If the employee is needed to
care for a spouse, child, or parent, the certification must so state along with an estimate
of the amount of time the employee will be needed.  If the employee has a serious
health condition, the certification must state that the employee cannot perform the
functions of his or her their job.

When submitting a medical certification for Intermittent Leave, the health care
provider will need to specifically clarify the frequency and period of time the
employee will need to be absent.

The employee shall have 15 calendar days to provide the completed Medical
Certification Form to the Human Resources Leave ManagerCoordinator.  Failure to
provide the Medical Certification Form within 15 calendar days of the request for
leave may result in denial of FMLA leave.

Within 5 business days after the employee has submitted the completed Medical
Certification Form, the Human Resources Leave ManagerCoordinator will complete
and provide the employee and the Department Head with a written FMLA Designation
Notice indicating whether or not the FMLA leave is approved.
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In the event the medical certification is incomplete or insufficient (vague, ambiguous, 
or non-responsive), the employee shall have 7 calendar days to cure any deficiency.  
Failure to cure the deficiencies may result in the denial of FMLA leave. 

The City of Lincoln/Lancaster County may require employees to provide subsequent 
recertifications of the employee's continued need for leave, but not more often than 
every 30 days.  The City of Lincoln/Lancaster County may require, at its own 
expense, a second opinion from an independent health care provider.  If there is a 
conflict between the two medical opinions, a third and binding medical opinion may be 
obtained at the employer's expense. 

14. Benefits Coverage During Leave.  During a period of FMLA leave, an employee will
be retained on the employer's health and dental care plans under the same conditions
that applied before leave was commenced.  To continue health and dental coverage,
the employee must continue to make any contributions that he or she they made to the
plan before taking leave.  Failure of the employee to pay his or her their share of the
health or dental care monthly cost may result in loss of coverage.

If the employee fails to return to work after the expiration of the leave, the employee
will be required to reimburse the City of Lincoln/Lancaster County for payment of
health/dental care monthly costs incurred during the FMLA leave, unless the reason
the employee fails to return is the presence of the serious health condition which
prevents the employee from performing his or her their job, or other circumstances
beyond the control of the employee.

15. Restoration to Employment.  Unless the employee is a "key employee", as defined by
the Act, at the end of the FMLA leave, an employee will be restored to his or her their
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old position or to a position with equivalent pay, benefits, and other terms and 
conditions of employment.  The City of Lincoln/Lancaster County cannot guarantee 
that an employee will be returned to his or her their original job.  A determination as 
to whether a position is an "equivalent position" will be made by the Human Resources 
Leave ManagerCoordinator. A "key employee" is a salaried FMLA-eligible employee 
who is among the highest paid ten percent of all the employees employed by the 
Countyir respective employer. 

16. Return From Leave.  An employee must complete a "Notice of Intention to Return to
Work" form before he or she they can be returned to active status.  These forms may
be obtained from the Human Resources Leave ManagerCoordinator.  If an employee
wishes to return to work prior to the expiration of a FMLA leave of absence,
notification must be given to the Human Resources Leave ManagerCoordinator in
conjunction with the Department Head at least 2 working days prior to the employee's
planned return. 

17. Failure to Return From Leave.  The failure of an employee to return to work upon the
expiration of FMLA leave will be considered a resignation unless an extension is
granted, other leave is required by applicable law, or other paid leave is available and
approved for use.  An employee who has requested less than 12 weeks of FMLA leave
may request an extension of FMLA leave by submitting a written request to the
Human Resources Leave ManagerCoordinator setting forth the reasons for the
extension, along with a new "Medical Certification Statement" form.  This written
request should be made as soon as the employee realizes that he or she will not be able
to return at the expiration of the leave.  In no circumstances will an extension beyond
the 12-week period authorized pursuant to the FMLA be granted, unless other leave is
required by applicable law or other paid leave is available and approved for use.
However, the City of Lincoln/Lancaster County will review business considerations
and the individual circumstances involved to determine if additional unpaid leave is
available pursuant to the Americans with Disabilities Act of 1990, as amended.
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18. Unlawful Acts.  It is unlawful for any employer to interfere with, restrain, or deny the
exercise of any right provided by the FMLA.  It is also unlawful for an employer to
discharge or discriminate against any individual for opposing any practice, or because
of involvement in any proceeding related to the FMLA.

Barb McIntyre, Director of Human Resources Date 

County Board ChairLeirion Gaylor Baird, Mayor Date

HRDept-HRStaff/Shared Documents/HRStaff/BLTNS/FMLA/COUNTY/COUNTY FMLA.docx 
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Reference: Title: 

SupercedesSupersedes Personnel Policy Bulletin 
 2013-405-2 

WORKERS' COMPENSATION POLICY 

WORKERS' COMPENSATION POLICY 

I. Purpose.  To insure fair, equitable and consistent treatment of all County employees, the
Lancaster County Risk Management Division complies with the Nebraska Workers’ Compensation 
Act, Union Bargaining Agreements, Lancaster County Personnel Policies, Nebraska Workers’ 
Compensation Court Rules, Human Resources Policy Bulletins and other applicable policies. 

I.II. Workers' Compensation Defined.  Workers' Compensation benefits are provided to eligible
employees who sustain injury by accident or occupational disease arising out of and in the course of
their employment, and who are not willfully negligent at the time of the injury.

II.III. Reporting Requirements.  Any job related injury or disease shall be immediately reported to
the employee's department head or available supervisor as soon as possible.  The department shall
immediately report the incident to the County Risk Manager.  A "First Report of Alleged
Occupational Injury or Illness", completed by the employee and an "Employee Injury or Illness
Report", completed by the injured employee and his/her supervisor, shallould be forwarded to the
County Risk Management Officer in all cases.Ifcases. If the amployeeemployee has a minor injury
and did not seek medical treatment, then the “Report of Minor Employment Injury” form shall be
completed by the employee and the supervisor and sent to the County Risk Management Office. (See
attached sample forms).  The employee will have the burden of proof to document the claim by 
submitting an injury report and medical evidence to support his or her claim.claim. 

County Risk Management will investigate the claim to determine if it should be approved as a 
workers' compensation injury.  During this investigation the employee may elect to use other leave 
options such as sick leave, vacation or personal holiday.  If the claim is approved by Risk 
Management the injured employee's department will convert any sick leave, vacation or personal 
holiday hours paid to the employee, to injury leave, for hours missed during the first 10  working days. 
If sick leave, vacation, or holiday pay is paid during a period of Temporary Total Disability beyond 10 
working days the employee will be credited for two-thirds (.6667) of all such hours used during the 
period of disability.   

III.IV. Medical Documentation. Employees requesting time off work due to a work- related injury or
disease must provide medical documentation that states he/she is unable to perform his/her normal
work duties.  All medical documentation must be provided to the Risk Manager.  Prior to returning to
duty, the employee must provide a full medical release from a medical provider which specifies all
restrictions, if any, upon the employee's ability to perform his or her full range of duties.  Modified
Duty maywill be allowed only as specified in Paragraph VIII herein.

IV.V. Injury Leave.  All probationary or status classified employees who are off of work for a
ocompensable injury shall receive injury leave benefits pursuant to County Rule 19.4 - Injury Leave, 
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or the employee’s applicable labor contract. Such injury leave shall not be deducted from vacation or 
sick leave credits and will be listed as injury leave on the employee paycheck. 

Failure to immediately report an accident which resulted in an injury may cause forfeiture of injury 
leavethis additional benefit. 

 

Unclassified employees, other than sheriff deputies, are not entitled to injury leave but are entitled to 
workers' compensation benefits provided in the Nebraska Workers' Compensation Act. 

County Risk Management will investigate the claim to determine if it should be approved as a 
workers' compensation injury.  During this investigation the employee may elect to use other leave 
options such as sick leave, vacation or personal holiday.  If the claim is approved by Risk 
Management the injured employee's department will convert any sick leave, vacation or personal 
holiday hours paid to the employee, to injury leave, for hours missed during the first 10 working days.  
If sick leave, vacation, or holiday pay is paid during a period of Temporary Total Disability beyond 10 
working days the employee will be credited for two-thirds (.6667) of all such hours used during the 
period of disability.   

 

V.VI. Temporary Total Disability Benefits.   If injury leave has expired and the employee still 
requires time off work, the employee is eligible to receive Temporary Total Disability workers' 
compensation benefits (TTD) administered by Risk Management.  TTD is based on two-thirds (.6667) 
of the employee's Average Weekly Wage (AWW) at the time of the injury, with a maximum benefit 
set each year by the Nebraska Workers' Compensation Act.  AWW is established from a wage history 
covering the time period 26 weeks prior to the date of the injury.   

All employees have the option of supplementing the amount of TTD benefits received with sick, 
vacation or personal holiday hours so that the benefit equals the employee's normal salary for the pay 
period. It is the employee's responsibility to inform his/her department head that he/she intends to 
supplement workers' compensation benefits with paid leave.  No employee shall receive a salary 
(workers' compensation plus regular pay or paid leave) in excess of his/her normal wage. 

VI.VII. Temporary Partial Disability Benefits.  If the employee can return to work on a part-
time basis and provides the department head written permission from his/her medical provider to do 
so, the employee will receive injury leave, if not yet expired, or Temporary Partial Disability (TPD) if 
all injury leave has expired, for the amount of time still spent away from work.  TPD is calculated as 
the Average Weekly Wage at the time of the injury minus salary earned for the week(s) in question  

 



Human Resources Policy Bulletin Number:  2023-2-2013-4 

Lancaster County Date: February 2023, 
December, 2013 

Page 3 of 4 

Reference: Title: 

SupercedesSupersedes Personnel Policy Bulletin 
 2013-405-2 

WORKERS' COMPENSATION POLICY 

and then multiplied by .6667.  Again, employees may opt to supplement their TPD benefits with 
eligible paid leave benefits in order to equal a full paycheck in the manner described in Paragraph V., 
above. 

VII.VIII. Modified Duty and Recovery Time.  A department, based upon operational needs and 
at the department head's discretion, may offer modified duty to status and probationary employees 
who have suffered a work- related injury. Prior to modified duty being approved, the employee must 
provide medical documentation from his/her treating physician which states the employee is unable to 
perform the essential duties of his/her current position but is able to work a modified duty assignment. 
Modified duty is considered temporary and will be reviewed three months after the assignment to 
determine whether it will be extended beyond the initial three-month period.   

The maximum amount of recovery time, including modified duty, should not exceed 6 calendar 
months from the date of injury.  If the employee is unable to cannot return to full duty after 6 months 
from the date of injury, the employee may be separated from employment.  However, if the employee 
provides medical documentation indicating a strong likelihood that the employee can return to full 
duty within a reasonable time period, the department head may extend the recovery time depending 
upon business needs and pursuant to the Americans with Disabilities Act (ADA), if applicable.  
Likewise, if the employee can perform the essential functions of his/her position with some 
modifications, the department will make reasonable efforts to accommodate the employee.  If the 
employee cannot return to full duty and there are no reasonable accommodations available, the 
employee may be eligible for workers' compensation benefits such as retraining or vocational 
rehabilitation.   

VIII.IX. Insurance Premiums And Other Benefits.  Health insurance, dental insurance and 
other applicable insurance benefits will continue with the appropriate employer contribution.  
Employees must continue to pay the employee share of the insurance premiums and are responsible 
for coordinating payment of said premiums with the County Clerk's Office. 

In order to continue accruing vacation and sick leave hours, and to qualify for holiday pay, an 
employee must be in a pay status.  Vacation and sick leave hours will accrue based upon the number 
of hours the employee is in a pay status.  To be in a pay status the employee must request that his/her 
workers' compensation benefits be supplemented with available paid leave benefits in order to equal a 
full paycheck in the manner described in Paragraph V.  If the employee is not supplementing his 
workers' compensation benefits with available paid leaves, the employee is in a non paynon-pay 
status.    

In order to qualify for holiday pay an employee must be in pay status on his/her regular work 
dayworkday immediately before and after the holiday.  If a holiday occurs during the time period 
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injury leave is paid, holiday hours are paid in lieu of injury leave hours.  If a holiday occurs after 
injury leave has expired and the employee is receiving workers' compensation benefits, the employee  

will receive holiday pay only if the employee is in a pay status on his/her regular work dayworkday 
immediately before and immediately after the holiday.  An employee in pay status shall receive 
enough holiday hours to a figure equivalent to a full work dayworkday for that day.  The employee 
should not receive the full eight hours of holiday pay.  An employee on workers' compensation leave 
who is not supplementing his/her leave with paid benefits, is not in a pay status and therefore does not 
qualify for holiday pay. 

Pursuant to County Personnel Rule 19.7, the Personnel Officer must be notified in writing when an 
employee's leave without pay status exceeds thirty (30) calendar days.  Additionally, any employee on 
leave without pay status exceeding thirty (30) calendar days will have their eligibility date adjusted 
pursuant to County Personnel Rule 19.12. 

IX.X. Other Provisions.  This policy should be read in conjunction and coordinated with all 
applicable contract provisions, personnel rules and all state and federal laws including, but not limited 
to, the Nebraska Workers' Compensation Act, the Americans With Disabilities Act (ADA) and the 
Family and Medical Leave Act (FMLA). 

 

XI.  Family and Medical Leave Act Benefits 

Employees areis required to use all accrued paid leave in the event of an FMLA qualifying leave.  The 
unpaid FMLA leave will run concurrently with other paid leaves including injury leave and workers’ 
compensation. Unpaid FMLA leave will run concurrently with paid leaves (sick leave, personal 
holidays, vacation (accrued and banked), injury leave, holiday, and workers’ compensation leave. 

 
_________________________________ _________________________  
Barb McIntyre     Date 
Human Resources Director 
 
__________________________________ ___________________________ 
Chair      Date 
Board of County Commissioners 
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I. PURPOSE

This purpose of this policy is to provide unpaid job protected leave time for spouses 
employed by Lancaster County who exhaust Family Medical Leave for the birth, placement, 
care or bonding of a child within the first year of the child’s birth or placement.  

II. ELIGIBILITY

Employees who have been employed for at least 12-months and have worked at least 1,250 
hours during the preceding 12-month leave period. 

III. PROTECTED FAMILY LEAVE

A. Protected Family Leave. If spouses both work for Lancaster County and request leave
for the birth, placement, care or bonding of a child within the first year after birth or 
placement, each spouse will be eligible for up to 12 workweeks of unpaid job 
protected leave in a 12-month period. The 12 workweeks will include a combination 
of approved Family Medical Leave and Protected Family Leave. Family Medical 
Leave must be exhausted prior to using Protected Family Leave.  

B. Effect on Paid Leaves. Protected Family Leave will run concurrently with paid leaves
(sick leave, personal holidays, and vacation, accrued and banked). Following the
exhaustion of applicable paid leave, any remaining Protected Family Leave will be
unpaid.

C. Application and Eligibility. The FMLA application each employee submits to the
Human Resources Leave Manager will be used to request Protected Family Leave. If
each spouse qualifies for FMLA leave, the spouses qualify for County Protected
Family Leave.

D. Types and Duration of Leave. Protected Family Leave may be taken on a continual
leave schedule or an intermittent/reduced leave schedule, based on the qualifying 
employees’ family need.  

E. Benefits During Leave. During a period of Protected Family Leave, an employee will
be retained on the employer's health and dental care plans under the same conditions 
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that applied before leave was commenced.  To continue health and dental coverage, 
the employee must continue to make any contributions the employee made to the plan 
before taking leave.  Failure of the employee to pay the employee share of the health 
or dental care monthly cost may result in loss of coverage.  

If the employee fails to return to work after the expiration of the leave, the 
employee will be required to reimburse Lancaster County for payment of 
health/dental care monthly costs incurred during the Protected Family Leave, unless 
the reason the employee fails to return is the presence of the serious health condition 
which prevents the employee from performing his or her job, or other circumstances 
beyond the control of the employee.    

F. Return to Work. Upon an employee’s return to work, an employee may be required to
complete a "Notice of Intention to Return to Work" form before the employee can be 
returned to active status. These forms may be obtained from Human 
Resources.  Notification must be given to the Human Resources Leave Coordinator as 
well as notice to the Department Head least 2 working days prior to the employee's 
planned return.  

G. Failure to Return From Leave. The failure of an employee to return to work upon the
expiration of Protected Family Leave will be considered a resignation unless an 
extension is granted, other leave is required by applicable law, or other paid leave is 
available and approved for use.  In no circumstances will an extension beyond the 12-
week period authorized be granted, unless other leave is required by applicable law or 
other paid leave is available and approved for use.  

IV. CONTINUOUS SERVICE

Any employee on leave without pay status exceeding thirty (30) calendar days will have their 
eligibility date adjusted pursuant to County Personnel Rule 19.12.  

V. SCOPE

Where the provisions of this policy conflict with the Lancaster County Personnel Rules, any 
Resolutions adopted by the Lancaster County Board of Commissioners, or any labor 
contracts, the provisions of this policy shall control.  
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VI. DURATION OF POLICY

This policy is effective beginning February 1, 2023 and can be terminated by the County 
Board of Commissioners at any time. 

_________________________________ __________________________
Barb McIntyre Date 
Human Resources Director 

__________________________________ ___________________________,
Chair  Date 
Board of County Commissioners 
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