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G E N E R A L 

 
INTRODUCTION 

 

The goal of this handbook is to explain what the County expects of you, and in turn, what the County 

provides to its employees.  General expectations, process and procedures are addressed in this handbook; 

others are provided separately by your respective department and/or through the Employee Policy Manual. 

 

This handbook applies to all employees of Franklin County, but does not supersede any union contract. 

This handbook is intended to be an informative overview of Franklin County’s expectations, processes, 

practices, procedures and benefits.  It is designed to introduce the new employee, as well as provide an 

easy to consult reference for the employee with longer service.  This handbook is not an all-inclusive 

source of information, nor is it a policy manual.  Accordingly, if you require information beyond that 

which is contained herein you should direct questions to your department head or to the Personnel 

Department. 

 

This handbook has been prepared for your convenience. This handbook is not intended as an 

employment contract.  You are an “at will” employee subject to the protection afforded under Civil 

Service Law and bargaining unit agreements.  You have the right to terminate your employment 

relationship with Franklin County for any reason you wish at any time.  

 

The County reserves the right to interpret, modify, add and/or rescind any portion of the handbook, or 

policy herein and to implement changes in federal, state and local rules and regulations.  From time to 

time this handbook will be updated and the County will make every attempt to keep you informed 

of such changes as they occur by providing you with suitable replacement pages for this book or 

notifying you that an updated copy has been posted to the county website for your reference.  

Failure to do so will not affect the validity of any particular policy of the County.  Please be sure to keep 

this handbook up-to-date. 
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EQUAL EMPLOYMENT OPPORTUNITY 

AND AFFIRMATIVE ACTION PLAN 
 

It is the policy of Franklin County (“County”) to provide equal employment opportunities to all people 

regardless of race, creed, color, sex, religion, age, national origin, disability, Vietnam Era Veteran status, 

marital status, familial status, domestic violence victim status, predisposing genetic characteristic or 

genetic information, sexual orientation or gender identity or expression.  

 

The County will create employment and career opportunities for minorities, women, and individuals 

having disabilities, and Vietnam Era Veterans. We will do this by developing: 

 Programs that will eliminate unfair employment practices, policies and outcomes. 

 Educational and training programs for all employees, with a goal of upgrading minorities, women, 

individuals with disabilities and Vietnam Era Veterans. 

 Personnel practices, policies and career ladders that will offer upward mobility for employees who 

are in the lower grade levels. 

 A complaint process that will help to correct human rights discrimination that violates our policy, the 

applicable executive orders, and other non-discrimination laws. 

 

To make this policy work, the County has created a plan that meets all applicable Federal and State non-

discrimination and affirmative action regulations (including, but not limited to): 

 The Civil Rights Act of 1964, as amended 

 The Rehabilitation Act of 1973 

 The Vietnam Era Veteran’s Readjustment Act of 1974 

 The New York State Human Rights Law 

 The Americans with Disabilities Act of 1990 

 

The plan covers all job classifications and titles in the County. It includes all employment policies and 

practices and actions including: 

 Recruitment • Reallocation 

 Employment • Promotion 

 Disciplinary actions • Demotion 

 Rate of pay • All employee benefits 

 

The County will make Reasonable Accommodations for people who have disabilities and pregnancy-

related conditions as required by law. 

 

The County shall ensure that all of the department programs and employees comply with these policies. 

The County has additionally enacted a Discrimination and Harassment Policy governing issues of 

discrimination with respect to applicants, employees, interns and non-employees, where applicable.  

 

The County has the necessary resources to implement this Equal Employment Opportunity and 

Affirmative Action Plan. All managers, supervisors and employees must comply with this policy and the 

County’s Discrimination and Harassment Policy. A copy of the County’s Discrimination and Harassment 

Policy is available In the Employee Handbook, in the County Manager’s Office, Legislative Office or in 

the Personnel Office. 

 



 

3 
 

 

NEW EMPLOYEE ORIENTATION 
 

The responsibility for New Employee Orientation is shared by the Personnel Department and the 

individual’s department head/supervisor. 
 

Every new employee and current employees who change positions shall meet with the Personnel 

Department prior to their first day of employment.  They will receive information on County policies, 

procedures, and benefits available to Franklin County employees.  Through this effort, new employees 

will have an opportunity to receive answers to their questions from the department head/supervisor or the 

Personnel Department. Each department will provide new employees with specific orientation details as 

well as a copy of the Work Rules relevant to the department. 
 

OATH OF OFFICE 
 

Pursuant to New York State Public Officers Law, every officer and employee of the County, except those 

appointed in the labor class, are required to complete and file an official oath in the form prescribed by 

statute.  The Personnel/Civil Service Department will provide such form during new employee 

orientation. 
 

MEETING THE PUBLIC 
 
The primary purpose of County government is to provide services to the public.  The public supports these 
services with their taxes, in the final analysis, your employer.  They have every right to be treated with 
courtesy and respect, and to expect appropriateness in dress and manner from each of us. 
 
The public often judges the quality of County services by the courtesy and efficiency shown to them 
personally by the County employees with whom they come in direct contact.  It is important that you keep 
this in mind and ensure that your conduct is appropriate at all times. 
 
In performing your job, you may occasionally meet a person who is discourteous, most often because 
he/she doesn’t understand why something cannot be done or in other cases why something must be done.  
An important aspect of your job is to be as polite and helpful as possible in spite of any such difficulty; 
courteous telephone handling and pleasant manners are among the basic fundamentals of sound public 
relations. 
 
Franklin County employees must honor the rights of the public or the media as defined by the Constitution 
of the United States, the State of New York and the County of Franklin and as interpreted by the Courts of 
the United States, the State of New York and the County of Franklin. In order to protect the Constitutional 
Rights of the persons entering upon Franklin County properties, employees are to respect the following 
procedures: 
1. Identify themselves with name, title, and badge number (if available) if requested; 
2. Allow persons to enter the property; 
3. Allow persons to photograph or video record all public-facing areas of the property; 
4. Access to areas where privacy or security issues arise will be limited to those persons with 

appointments or business with those departments; 
5. In areas where confidential information of persons conducting business with the County could be 

captured by photo or video, photographing or videotaping shall be prohibited.  Appropriate signage at 
the entrances of restricted areas shall be conspicuously displayed.   
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CONFIDENTIALITY 

 
As part of their jobs, many County employees deal with confidential matters and information.  It is of the 
utmost importance that employees who are involved in confidential matters or who have access to 
confidential material adhere strictly to appropriate laws and departmental policies governing 
confidentiality.   
 
The intentional or repeated accidental, unauthorized disclosure of any confidential information by any 
member of staff will be subject to disciplinary action which may include dismissal.  Any such disciplinary 
action will take account of the confidential and possible sensitive nature of the information and will make 
sure that in dealing with it, no further breaches of confidentiality take place. 
 

WORK PRODUCTS / EQUIPMENT 
 
All work products and equipment belongs to the County.  All work products and equipment in your 
possession shall be returned and/or left with your department upon termination of your employment; you 
shall return all documents, software, discs, etc. relating to the business of Franklin County. 
 

Use of County vehicles and equipment is limited to County use, unless approved by the Legislature.  A 

signed shared-services agreement or inter-municipality agreement must be on record in the department 

and County Manager’s office prior to loaning any equipment to outside municipalities. If the shared 

services involve vehicles/equipment that is County-insured, the County’s insurance agent shall be notified 

in advance that the vehicles/equipment are being used by an entity outside of the County. 
 

COLLECTIVE BARGAINING AGREEMENT 
 

A Collective Bargaining Agreement is an agreement between the County of Franklin and an organization 
which represents County employees in a particular bargaining unit.  This agreement establishes many of 
the terms and conditions of employment for County employees and is a source of detailed information 
concerning benefits, employee rights, compensation, grievance procedures, etc.  A Collective Bargaining 
Agreement is effective for a specified period of time.  Prior to the expiration of the agreement, the parties 
to the agreement engage in negotiations to determine the terms and conditions of employment for the 
succeeding agreement. 

 
As new agreements are negotiated, bargaining unit employees are provided a copy of the respective Union 
contract. New employees will have an opportunity to meet with their respective Union representative who 
will provide a copy of the current contract. Current Union contracts are also available on the Personnel 
link of the County’s website. Questions concerning the Collective Bargaining Agreement should be 
directed to your Union Steward. 
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C I V I L   S E R V I C E 
 

*Nothing contained in this Handbook shall be construed to deny or restrict to any employee the rights under 

the New York State Civil Rights Law, Civil Service Law, or any other applicable laws and regulations.* 

 

Please refer to the Franklin County Civil Service Rules (available on the County’s website or from 

the Personnel Office) for details regarding Civil Service relative to the County, such as: 

 Probationary Period 

 Promotions  

 Transfers  

 Civil Service Classifications 

 Provisional Appointments 

 

WHAT IS CIVIL SERVICE? 

 

If you are employed in public service, you are in Civil Service. 

 

More importantly, the term, “Civil Service” has come to mean jobs based on the merit and fitness of 

candidates, or a system of appointing government employees on the basis of competitive examination, 

rather than political patronage. 

 

TYPES OF APPOINTMENTS 

 

Permanent Appointment - Can be made only to a position in any jurisdictional class in which there is a 

permanent vacancy.  (That is, to a position in which no other employee has a prior claim).  All permanent 

appointments to Competitive Class positions must be made from applicable eligible lists.  

Appointment must be made from among the “reachable” candidates on a valid eligible list who are willing 

to accept employment. 

 

Provisional Appointment - Can be made only to a Competitive Class position for which no mandatory 

eligible list exists.  The appointing authority may nominate a candidate to fill the position after a review 

and approval of qualifications from the Personnel Officer. 

 

Temporary Appointments  

 

Must have approval of the Personnel Officer after a review of qualifications. 

 

Created for up to 3 months -may be made without regard to an existing eligible list.   

 

Created for 3 to 6 months   -must be made from candidates whose name appears on an eligible list 

regardless of his/her rank.   

 

Created for over 6 months   -must be made from the top three candidates on an eligible list.   
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Temporary Appointments are made under different sets of circumstances as listed below: 
 

1) Temporary appointment to cover for a permanent employee on a leave of absence. 

 This means that a position was created for a certain period of time to keep the workload up to date 

while the employee on a leave of absence recovers.  The temporary appointment will end when the 

permanent incumbent can return to work. 
 

2) Temporary appointment to cover for a permanent employee who has been promoted.  

 This means per Civil Service that a temporary appointment can be made to fill the promotional 

employee’s vacant spot on a temporary basis until the promotional employee completes his/her 

probationary period.  If the promotional employee does not complete his/her probationary period, 

he/she has the right to revert back to his/her original position and the temporary appointment will be 

removed.  If the promotional employee completes his/her probationary period, the original position is 

reviewed to determine the temporary candidate’s eligibility for permanent placement. 
 

3) Temporary appointment created for a specific period of time. 

 For all positions this means the temporary position is created for a limited duration of time, not to 

exceed six (6) months, but may be extended with the approval of the Personnel Officer for a further 

period not to exceed an additional six (6) months.  
 

Successive temporary appointments shall not be made to the same position after the expiration of the 

authorized period of the original temporary appointment to such position. 

 

CIVIL SERVICE EXAMINATIONS 
 

Civil Service examinations are held in Franklin County often and each test series consists of examinations 

in a variety of job titles.  In addition tests may be offered for each job title on an open competitive and/or 

promotional basis. 
 

Open Competitive Examinations 

Open competitive examinations are open to the public as well as to County employees.  The announced 

requirements must be met in order to participate in these examinations. 
 

Promotional Examinations 

Promotional examinations are limited to each department’s employees who have a permanent position in a 

specific job title.  Promotional examinations afford County employees a chance to advance in their chosen 

field within their department. 
 

Exam Announcements 
Announcements of Civil Service examinations to be held are issued in advance of the scheduled date and 
contain the following information: title, salary or salary range if available, a description of the duties of 
the position, minimum qualifications required, final date for filing applications, the subject of the 
examination and the date of the examination.  The last day for filing is the date by which all applications 
must be received by the Personnel Office or postmarked by the U.S. Postal Service. 
 

Examination announcements are posted on the bulletin boards in the Franklin County Courthouse, on the 

County’s website link for the Personnel Department, on the Personnel Department’s Facebook page, other 

County Buildings, and numerous outreach areas (i.e. Schools, NCCC, etc.). Employees should make it a 

practice to review the bulletin board and electronic sites regularly to stay apprised of any 

examinations for which you may be eligible. 
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Applying for Civil Service Examinations 

 

When you apply for a Civil Service examination, the Personnel Department is required to notify you as to 

whether or not you have been approved as qualified to take the examination.  You may be disqualified 

from taking the examination if you lack the requirements for the minimum qualifications or if your 

application has not been completed properly.  If you are disapproved for an examination, you will be 

notified by mail and will have seven (7) business days to appeal and provide more documentation for a 

second review.  Resumes will not be accepted as a substitute for your application but may be 

submitted as an addition to your application. 

 

RESIDENCY REQUIREMENTS 

 

An applicant for original appointment to County service must be a permanent resident of Franklin County 

for at least one month prior to examination.  The Personnel Officer may make exception to this 

requirement when difficulty in recruitment is evident.  Franklin County residence is not required for 

promotional appointment or for competitive class promotional exams. 

 

VETERAN’S CREDITS 

 

Military veterans who have served in time of war (as defined in Section 85 of Civil Service Law) and who 

were New York State residents at the time of application can receive additional credit toward permanent 

Competitive Class appointment. Contact the Personnel Office for more information. 

 

CHILDREN OF FIREFIGHTERS AND POLICE OFFICERS KILLED IN THE LINE OF DUTY 

 

In conformance with Section 85-a of the Civil Service Law, children of firefighters and police officers 

killed in the line of duty shall be entitled to receive an additional ten points in a competitive examination 

for original appointment in the same municipality in which his/her parent has served.  A candidate 

claiming such credit has a minimum of two months from the application deadline to provide the necessary 

documentation to verify additional credit eligibility.  However, no credit may be added after the eligible 

list has been established. 
 

ELIGIBLE LIST 
 

Eligible lists contain only the names of those applicants who have received passing scores on Civil 

Service examinations.  Eligible lists are public information.  Any person may examine any eligible list 

upon request at the Personnel Office.  The names of persons who have not received passing scores are not 

disclosed to the public. 
 

Eligible lists remain in effect for one to four years from the date they are established depending on the size 

of the candidate pool that passed the examination, unless: 

 

1) The list is exhausted in less than one year. 

2) The list is extended by the Personnel Officer.  Lists may be extended up to a maximum of four 

years from the date it is established.   

 

Those who remain on the eligible list will be notified, by mail, of any extension. 
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CANVASS OF ELIGIBLE LIST 

 

After an eligible list is established, any department or jurisdiction under the Franklin County Personnel 

Department which has openings under that title must request a list of certified eligibles from the Personnel 

Department. 
 

Canvass letters may then be sent to eligibles to see if they are interested in the position allowing ten (10) 

days for response. Alternatively, a certification of the eligible list may be provided to the department head 

providing the reachable names without a canvass. Appointment must be made from one of the reachable 

names on the list who are willing and able to accept the appointment. 
 

The name of any person who does not respond to a canvass within ten (10) days or who declines 

appointment will not be certified for that particular opening. Should an applicant ignore two canvass 

inquiries, his/her name will be restricted on the Eligible List. 
 

If your name appears on an Eligible List, and your address or phone number changes, either after taking 

the exam, or after the list is actually established, it is your responsibility to notify the Personnel Office by 

completing a Civil Service Exam Notification of Change Form with the updated information, making sure 

to list all eligible lists on which you are included.  Otherwise, there is no way of contacting you 

concerning job openings. 

 

PERSONNEL OFFICE 
 

The Personnel Office serves two basic functions, which are to administer Civil Service Law in Franklin 

County and to serve as the central personnel agency for County government.  The Personnel Officer has 

the authority to adopt Civil Service rules governing appointments, promotions, reinstatements, leaves of 

absence and similar matters governing employment in County service and other political subdivisions 

under its jurisdiction including towns, villages, school districts and special districts. 
 

Functions of this office include holding examinations, maintenance of detailed employment history for all 

Civil Service employees in the County and outside municipalities, the review of the qualifications of all 

appointees to Civil Service positions, providing assistance and information concerning retirement matters, 

handling unemployment claims, disability and workers’ compensation and other personnel related matters. 

 

PERSONNEL FILES 
 

The Personnel Office maintains an individual personnel file for each County employee.  In it are copies of 

the necessary data, forms, records, etc. relating to his/her employment.  The file is the sole property of 

Franklin County and for its own use. Documents remain in the personnel file permanently. 
 

No material related to an employee’s conduct, performance, character or personality, which is derogatory 

in nature, shall be placed in the personnel file without notification to the employee.  The employee shall 

be given an opportunity to read such material and shall acknowledge that he has read such material by 

affixing his/her signature on the material to be filed, with the understanding that such signature merely 

acknowledges that he/she has read such material and does not indicate agreement with the contents.  The 

employee shall receive a copy of such material upon request.  Signature is not deemed to constitute 

approval of the contents of any document.  Signature is not mandatory.  If signature is declined, a 

statement noting the declination is added to the form/record/report. 
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The County grants all employees the right to review their individual personnel file during their 

employment upon request per Collective Bargaining Agreement(s) guidelines.  Personnel files of past 

employees no longer working for the County may only be requested by submitting an Application for 

Public Access to Records (FOIL request form) available from the County Manager’s Office or the 

County’s website. 

 

RESIGNATION 

 

Resignation in Writing:  Except as otherwise provided herein, every resignation shall be in writing. 

 

Effective Date:  If no effective date is specified in a resignation, it shall take effect upon delivery to or 

filing in the office of the appointing authority.  The County reserves the right to either continue such 

employee’s position through the effective date of resignation, or accept such resignation immediately.  

Under the latter circumstances the employee is entitled to pay and benefits until the date specified in the 

employee’s resignation letter.  

 

However, if a resignation is submitted while the employee is on leave of absence without pay, such 

resignation, for the purpose of determining eligibility for reinstatement, shall be deemed to be effective as 

of the date of the commencement of such absence. 

 

Notwithstanding, the provisions of this section, when charges of incompetency or misconduct have been 

or are about to be filed against an employee, the appointing authority may elect to disregard a resignation 

filed by such employee and to prosecute such charges; and in the event that such employee is found guilty 

of such charges and dismissed from service, his/her termination will be recorded as a dismissal rather than 

a resignation. 

 

An employee’s final paycheck or pay stub may be mailed or picked up at the employee’s discretion. 

 

Withdrawal or Amendment:   A resignation may not be withdrawn, canceled, or amended after it is 

delivered to the appointing authority, without the consent of the appointing authority. 

 

PERSONAL DATA CHANGES 

 

Employee personnel records, deemed essential for efficient operations, will be maintained by the County.  

Employees are requested to promptly report changes in status to the appropriate office as listed below.  It 

is the employee’s responsibility to keep his/her employment records up to date. 

 

Changes of: 

Name - notify Dept. Head and notify Retirement, Union, etc. 

Address - notify Dept. Head and notify Retirement, Union, etc. 

Telephone Number - notify Dept. Head and notify Retirement, Union, etc. 

Marital Status, Name Change - notify Dept. Head and notify Retirement, Union, etc. 

Health Insurance, including change in dependents/status - notify Personnel Dept. 

 

Changes in status for NYS Retirement are to be reported directly to the NYS & Local Employees’ 

Retirement System, using their online service, or the Personnel Office can supply various change forms 

upon request.  
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I N S U R A N C E 

 

HEALTH INSURANCE 
 

Active Employees 

Employees who elect to take health insurance will contribute towards the cost of the Health Insurance.  

This cost is determined by the respective Union Contract and shall be a payroll deduction.  For further 

information contact the Personnel Department.  

 

Changes on your health insurance MUST be submitted to the Personnel Department within 30 days of 

occurrence.  Participants in the NYS Teamsters Council Health and Hospital Fund must submit changes 

directly to the Teamsters’ service center. Changes such as adding a new dependent due to a marriage, 

birth, adoption or a family member who involuntarily loses coverage that may change your status from 

individual to family plan may impact your employee contribution.  Removal of a dependent due to 

divorce, legal separation, or a child who reaches the age of 26 may also change your employee 

contribution if it changes your status from family to individual plan.  Failure to notify the respective 

agency (Personnel Office or Teamsters Fund) could mean a lapse in coverage. 

 

Eligible employees in the Big Unit and non-bargaining group who did not sign up for health insurance 

coverage at the time of employment may do so at open enrollment dates.  Open enrollment periods are the 

month of December for January 1st and the month of June for July 1st.  Visit the Personnel Office during 

business hours to sign up during open enrollment periods. All employees experiencing a qualifying event 

may opt into the respective County-sponsored plan within 30 days of the qualifying event, i.e. birth of a 

child, change in marital status, etc. The Teamsters Council Health and Hospital Fund may offer a different 

timeframe for enrolling during qualifying events. Employees under the Teamsters Union should contact 

Teamsters as soon as a qualifying event is anticipated or once it occurs for complete details. 

 

A health insurance buyout incentive is offered to eligible employees with proof of other insurance 

coverage. The Collective Bargaining Agreements outline the benefit, rules and regulations. Employees 

must re-enroll annually into the buyout option during business hours in the months of December or June 

in order to qualify to receive the payout. The enrollment form must be completed annually with the proof 

of other coverage during business hours of the open enrollment periods. A prorated benefit is available to 

new employees hired mid-year who qualify for the buyout and to current employees enrolling during June 

or through a qualifying event.  

 

Retiring Employees 

An employee eligible to carry a County-sponsored health insurance plan as an active employee, will have 

the option to enroll in the Health Insurance as a Retiree upon retirement provided he/she has met the 

minimum consecutive years of employment as noted below.  The premiums are determined annually by 

the Franklin County Board of Legislators.   

 

The County maintains a comprehensive insurance plan which provides medical, prescription and vision 

benefits for all eligible retirees.  Upon becoming Medicare Eligible, retirees will have to elect 

Medicare A and B.  To be eligible for retiree insurance benefits, the employee must qualify for public 

employee pension under New York State and Local Employees’ Retirement System. 
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Upon retirement, an employee who elects to waive participation in the County’s retiree insurance program 

due to having other coverage will have 30 days to notify the Personnel Office of their involuntary loss of 

said coverage in order to enroll in the County’s retiree insurance. Employees who do not enroll in the 

County plan without other coverage shall not be eligible to participate in the County plan at a later date. 

 

In order to partake in the Franklin County Self-Funded Health Insurance Plan as a retiree, 

employees hired on or after January 1, 2010 must have been eligible for health insurance benefits 

and worked for the County for a minimum of 10 consecutive years prior to retirement. 

 

The following are a list of the retiree plans: 

Retiree with Medicare 

Retiree and Spouse with Medicare 

Retiree and Family with Medicare 

Retiree without Medicare 

Retiree and Spouse without Medicare 

Retiree and Family without Medicare 

 

When an individual is planning on retiring, he/she should contact the Personnel Department for more 

information and current retiree plan rates.   

 

County policy allows cancellation and termination of eligibility of coverage to any employee, retiree, or 

eligible spouse of a retiree, if they become 30 days delinquent in payment of their premium.  

 

Upon retiring from the New York State Retirement System, up to 165 days of accumulated sick leave is 

credited for service time with the retirement system.  The cash value of up to and including any additional 

days, in excess of the 165, may be paid as an employee’s retiree health insurance premium in retirement as 

set forth in the Collective Bargaining Agreements or the Benefits for Non-Bargaining Unit Employees. 

 

Retiree returning to Active Status 

If a County retiree is rehired in a permanent position, health insurance benefits will be offered as outlined 

in the respective Collective Bargaining Agreement.  If a County retiree returns to County employment in a 

position other than permanent, he/she would remain on the retiree health insurance plan. 

 

COBRA Insurance 

According to the Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985, in the 

event of your termination of employment with Franklin County or loss of eligibility to remain covered 

under Franklin County’s group health insurance program, employees and their eligible dependents may 

have the right to continued coverage under Franklin County’s group health insurance program for a 

limited period of time at their own expense. See the Personnel Department for more information. 

Employees enrolled in Teamsters Health Insurance shall contact the Teamsters Health Plan for 

information regarding extending your coverage beyond employment dates. 
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DISABILITY  
 

Franklin County Disability Insurance 

Franklin County provides New York State Disability Insurance for all permanent, provisional, temporary, 

seasonal and appointed employees, except those employees in the bargaining unit who are excluded by 

State or Federal mandates or restrictions, or who are excluded by the insurance carriers.  The employee 

contributes $1.20 per paycheck through payroll deduction. 

 

When an employee is disabled for more than seven (7) days due to a non-work related injury or illness, 

he/she is eligible for New York State Disability.  A disability form, available in the Personnel Department, 

is filled out by both the employee and the employee’s physician and returned to the Personnel Department. 

 

All of the employee’s accrued sick time must be used before being able to draw disability.  Disability is 

payable for a maximum of 26 weeks per year.  Accrued time such as vacation, personal, float, 

compensatory time (if applicable) does not have to be used; however, if it is used, you may draw disability 

simultaneously with this paid leave. 

 

Because the County pays a portion of every employee’s disability premium, a disability form must be 

filled out even if the employee has enough sick time to use throughout the entire disability.  This 

enables the employer to be reimbursed at the disability rate for sick time used.  The reimbursement goes 

into an account that pays employees disabled more than 26 weeks who have used their accrued sick leave. 

 

For Example:  No employee is entitled to receive benefits for any day of disability for which he/she is 

entitled to receive sick leave (at full pay), but in practice, this means that an employee who receives two 

weeks of sick leave can thereafter begin to receive his/her 24 weeks of Disability Benefits from the State 

Insurance Fund and two weeks from the County Treasurer’s Office (a total of 26 weeks). 

 

It is the employee’s responsibility to notify the Personnel Department if his/her disability will be extended 

beyond 26 weeks. 

 

If you become disabled, please contact the Personnel Office for the necessary form. 

 

Payment of Disability Benefits 

Disability benefits are payable to an eligible employee beginning with the eighth consecutive day of 

disability.  Payments are due every two weeks thereafter, provided that disability continues, but may not 

exceed 26 weeks for any one period of disability.  Nor may an employee receive more than 26 weeks of 

benefits during any 52 consecutive weeks, regardless of the number of periods of disability during this 

period.  

 

NYS Teamsters Council Health and Hospital Fund  

Eligible employees who elect Teamster insurance shall be provided Disability Insurance through the 

NYS Teamsters Council Health and Hospital Fund HDHP with HRA benefits, except those employees in 

the bargaining unit who are excluded by state or federal mandates or restrictions or who are excluded by 

the insurance carrier.  
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WORKERS’ COMPENSATION 
 

 

All employees are covered by the County’s Self-Insurance Plan for Workers’ Compensation.  

 

1. An employee must notify the employer and the County’s Injury Call Center within ten days or 

sooner depending on the wording in the relevant Collective Bargaining Agreement of an injury or 

your claim may be disallowed.  Immediate reporting is highly recommended.  An employee is 

entitled to obtain any necessary medical treatment and should do so immediately. 

 

2. You may choose any doctor, podiatrist, chiropractor or psychologist referred by a medical doctor 

that accepts NY State Workers’ Compensation. 

 

3. You should tell your doctor to file copies of medical reports concerning your claim with the third 

party administrator contracted with Franklin County Self-Insurance. 

 

4. You may be entitled to lost time benefits if your work-related injury keeps you from work for more 

than seven to fourteen days, compels you to work at lower wages, or results in permanent 

disability to any part of your body.  All decisions are provided by the New York State Worker’s 

Compensation Board. You may be entitled to rehabilitation services if you need help returning to 

work. 

 

5. You should not pay any medical providers directly.  They should send their bills to the third party 

administrator contracted with Franklin County Self-Insurance.  If there is a dispute, the provider 

must wait until the Workers’ Compensation Board makes a decision before it attempts to collect 

payment from you.  If you do not pursue your claim or the Workers’ Compensation Board rules 

that your injury is not work-related, you may be responsible for the payment of the bills. 

 

6. You are entitled to be represented by an attorney or licensed representative, but it is not required.  

If you do hire a representative, do not pay him/her directly.  Any fee will be set by the Workers’ 

Compensation Board and will be deducted from your award. 

 

7. Claim forms and information can be obtained from your Supervisor or from the Personnel Office.  

If you have difficulty obtaining a claim form or need help in filling it out, or if you have any other 

questions or problems about a job-related injury, contact any office of the Workers’ Compensation 

Board. 
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SICK BANK 
 

The open enrollment period for the Sick Bank is held during the months of December and June annually.  

Employees who have accrued a minimum of 5 days of sick time are eligible to join the Sick Bank, which 

will become effective the 1st of the following month.  Sick Bank forms are available from the Personnel 

Department, also available on our website. 

 

To enroll, a Sick Bank enrollment form must be completed during one of the open enrollment months of 

December or June. Once the enrollment month ends, the applicant’s accrued sick leave is verified to 

ensure the minimum of five days is accumulated.  Once confirmed, Sick Bank application is approved and 

one day of sick time is removed from the employee’s sick time accruals.  The deduction of the sick days is 

processed in Personnel with leave time calculations. The department head and the employee receives 

written notification of the admittance to the Sick Bank.  If accruals are tracked by departments, the “leave 

time person” must deduct the 1 day of sick from the Sick Bank member’s record for the first five years in 

January.  If the employee no longer has enough time accrued at this point, the Sick Bank application will 

be disapproved, and the employee will be notified.  

 

When an employee participates in the Sick Bank for 5 consecutive years and the Sick Bank balance is 750 

days or more, the employee will not have to make the annual contribution of one day of sick time.  If the 

Sick Bank balance drops below the 750 day limit, all members of the Sick Bank will contribute for that 

enrollment period (deducted in January).  

 

Current members of the Sick Bank are evaluated each year after December’s leave time is completed.  If a 

current member does not have 5 days of sick leave accrued, he/she will be removed from the Sick Bank 

with notification provided to the employee and his/her Department Head. 

 

Note:  Employees must be a member of the Sick Bank for a minimum of 3 months before being eligible to 

apply for Sick Bank Leave. Sick Bank rules and regulations are available on the County’s website or from 

Personnel. 

 

 

 

UNEMPLOYMENT 

 

 

Franklin County employees are covered by New York State Unemployment Insurance.  Its primary 

purpose is to provide temporary financial assistance to workers who may become unemployed. 

 

The conditions under which a person may be eligible for Unemployment Insurance payments, the amount 

of individual payments, the maximum period for payments, are all determined by the New York State 

Department of Labor.  Therefore, questions concerning Unemployment Benefits must be directed to the 

Unemployment Insurance Office. 
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E M P L O Y M E N T 
 

 

DATES (Definitions) 

 

Benefit Date:  This is the date that the employee starts earning leave time benefits. 

 

Seniority Date: This is the date that determines the retention rights.  The service of an individual 

from their first permanent appointment date.  

 

Step Date:  This is the date that the employee is placed in a slotted position and will move to 

the next step on the salary grid chart per their Union Contract.   

 

Less than Full Time Employees and Not Regularly Scheduled Employees Benefits and Step Dates (if 

applicable) are processed as follows: 

Each year a report calculating the time worked during the standard measurement period by all less than 

full time and not regularly scheduled employees is prepared. Benefits are offered according to the number 

of hours worked in the prior year’s standard measurement period and issued as outlined in the respective 

collective bargaining agreement. 

 

Highway Seasonal Employees Step Dates are processed as follows: 

Highway Seasonal employees earn steps based on the days that they work.  After the employee has 

accumulated 365 days, movement to the next step in the salary grid will occur as outlined in the collective 

bargaining agreement.  If a seasonal goes full time after they have earned a step, the time is credited. 
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DISCIPLINARY ACTION 
 

The orderly and efficient operation of County business and its diverse services requires that all employees 

observe certain minimum standards of behavior and performance.  We believe that you will find these 

standards easy to follow.  However, failure to do so would result in unsatisfactory work performance and 

it is likely to result in counseling and/or disciplinary action being taken pursuant to Civil Service Law 

Section 75 or the appropriate labor agreement, up to and including dismissal.  Please note that certain 

types of behavior may result in immediate termination. 

 

The Personnel Office encourages departments to adhere to the policy of “Progressive Discipline”.  Normal 

steps in this process are oral warning, written warning, suspension from duty, and lastly discharge.  

However, the policy of Progressive Discipline may not necessarily apply for a number of more serious 

violations or offenses where immediate discharge, in line with due process, may be required. 

 

Standards of Behavior & Performance 

Examples of some unacceptable behaviors are listed below.  This should not be considered exclusive.  

Other situations which could lead to disciplinary action are discussed elsewhere in this handbook. 

1) Fighting, provoking a fight or disorderly conduct of any kind. 

2) Abusive, threatening or discourteous treatment of any fellow employee or member of the public or 

any other conduct that does not warrant public trust. 

3) Willful violation of safety rules and practices including failure to use safety equipment. 

4) Insubordination or failure to follow the reasonable direction or order of a supervisor. 

5) Tampering with, destruction or theft of property, tools or equipment belonging to either the County 

or to any other employee or person. 

6) Falsification of or making any material change in any County record, or any letter or document 

submitted to the County. 

7) Unauthorized use and/or removal of County property, record, or any other materials from County 

premises. 

8) Unauthorized possession of firearms, weapons, or explosives either on employee’s person or on 

County premises. 

9) The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is 

prohibited on County property. 

10) Illegal gambling on County premises. 

11) Use of County materials, tools or equipment without permission. 

12) Unreasonable number of absences, failure to report absences, or any unauthorized absence. 

13) Sleeping during working hours. 

14) Failure to report any personal injury to the supervisor. 

15) Smoking in prohibited areas. 

16) The possession or use of alcohol while on County time or premises is prohibited.  An employee 

shall not report to work under the influence of alcohol.  Any infraction of this regulation will be 

subject to discipline.  (See also Drug Free Workplace) 

17) Foul language, profanity, swearing and sexually explicit language to any fellow employee or 

member of the public. 

18) Lying or giving any false or misleading information in the performance of their official duty. 

19) Discrimination Harassment (See also Discrimination and Harassment Policy) 

20) Violation or disregard of any County Policy. 
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EMPLOYEE BACKGROUND CHECK 
 

The County may conduct a background check to determine or verify background information, including 

criminal history.  The purpose of the background check is to ensure that individuals who join the County 

are well-qualified, have a strong potential to successfully fulfill the requirements of the job, and have 

honestly presented their background and qualifications as outlined on their application. 

 

Having a criminal history or criminal conviction does not necessarily preclude employment.  The nature 

of the offense and its relevance to the particular job are considered on a case-by-case basis and the nature 

of the position involved and the implications for general safety and security. 

 

Reference checks are an essential part of the background checking process.  The County asks all 

references a series of questions about work experience, character, personal habits, educational 

background, and personality as they pertain to successful fulfillment of job requirements.  Reference 

check will be conducted by the appointing authority. 

 

Any applicant who intentionally provides misleading, erroneous, or deceptive information of material fact 

on the application form or in an interview could be immediately eliminated from further consideration for 

employment, and/or terminated if currently employed by the County. 

 

 

HOURS OF WORK 
 

County offices shall be open for the conduct of business and convenience of the public in strict 

accordance with the hours prescribed by the Franklin County Legislature and in accordance with existing 

State and County regulations. 

 

The basic work week for full-time County Office employees will be 35 hours per week excluding lunch 

hour and for all other full-time employees shall be 40 hours per week. 

 

For all office personnel the regularly scheduled hours of work shall be from 8:00 am to 4:00 pm, subject 

to departmental Work Rules.  Your supervisor will advise you of your schedule and working hours. 

 

An employee is required to be present for duty during all scheduled work hours unless he/she is absent 

with prior approval or is unable to be present because of illness. 

 

Arriving early and leaving late for employee’s own convenience is not included in working time, provided 

that the employee performs no authorized or specified duties for the County during such intervals. 

 

Failure to meet this requirement and/or failure to report an absence properly can be grounds for counseling 

and/or disciplinary action including dismissal.  Excessive absence and tardiness, even when reported, may 

also be grounds for discipline or dismissal. 
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IDENTIFICATION CARD 

 
All County employees, volunteers and persons assigned via County programs that provide for work 

experience activities in County facilities are required to wear, for predominate display on their person, an 

approved County identification card (ID) during work hours. 

 

ID cards will be provided through the approval of the Department Head and will be acquired as soon as 

practical after employment is commenced.  Department Heads are required to ensure the return and 

destruction of ID’s upon the employee’s separation from County employment.  

 

Each employee is responsible for their ID.  The loss and/or willful destruction of an ID can be the subject 

of discipline.  Normal wear and tear leading to a non-functioning ID card will be replaced upon approval 

of the Department Head.  ID’s that are lost are to be reported immediately to the supervisor and/or 

Department Head. 

 

 

PAY DAYS  
 

The County pays its employees every other Thursday.  Temporary adjustments to this procedure may be 

made by the County to allow for holidays, vacation periods and other needs of the payroll department.  

Employees may elect to have their paychecks direct-deposited. 

 

The two-week pay period runs from Sunday to Saturday.  Your pay will include wages earned up to and 

including the previous Saturday (if applicable). 

 

Payroll checks are subject to several deductions and withholdings.  Deductions are made for both Federal 

and NYS Income Tax.  These deductions are based upon your earnings and the number of dependants you 

claim on your tax withholding forms.  Changes in tax deductions may be filed with the Franklin County 

Treasurer’s Department. 

 

Deductions may also be made for Social Security (FICA), Medicare, NYS Employee’s Retirement System 

(contributions, arrears, and loan repayments), garnishments, union dues, voluntary deductions (listed 

under Voluntary Deductions section), etc. 

 

Upon separation from county service, an employee’s last paycheck includes all pay for the total number of 

days worked in the last pay period (up to and including the employee’s last day of work) as well as any 

lump sum payment for earned and unused vacation (per Collective Bargaining Agreement or benefit 

agreement for non-union employees) and compensatory time (if applicable).  Employees may convert 

unused sick leave for additional retirement credit up to a maximum of 165 days.  (Option 41j of the New 

York State Retirement System). 
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RETIREMENT BENEFIT (NYS) 

 

Effective September 1, 1981, all full time County employees must join the New York State Employees’ 

Retirement System, which provides for service retirement and also for benefits in the event of death or 

disability.  Any employee who works part time, per diem or on a temporary basis has the option of joining 

the retirement system.  An employee who works part time, per diem or on a temporary basis who does not 

wish to join the retirement system must execute a waiver stating that he or she is aware of the availability 

of those benefits and chooses to decline enrollment.  The New York State Retirement System has six 

types of membership. 

 

 Tier 1 employees joined the system prior to July 1, 1973.  Tier 1 employees are not required to 

contribute to the retirement system but may do so if they wish to increase their future benefit.  Tier 

1 employees are eligible to retire at age 55 with full benefits. 

 

 Tier 2 employees joined after July 1, 1973 and prior to July 27, 1976.  Tier 2 employees are not 

required to contribute to the retirement system.   Tier 2 employees are eligible to retire between the 

ages of 55 and 62 with reduced benefits and are eligible to retire with full benefits at age 62 or 30 

years of service. 

 

 Tier 3 employees joined after July 27, 1976 and prior to September 1, 1983 (and are required to 

pay a 3% wage deduction to the New York State Retirement System.)  Tier 3 employees are 

eligible for retirement at age 62 or between the ages of 55 and 62 with reduced benefits.  An 

employee can become vested into the retirement system with as little as five (5) years service 

within the retirement system.  Effective 10/1/00 the 3% employee contribution is eliminated upon 

attainment of 10 years of service by the employee. 

 

 Tier 4 employees joined on or after September 1, 1983, (and are required to pay a 3% wage 

deduction.)  Tier 4 employees are eligible for retirement at age 62 or between the ages of 55 and 

62 with reduced benefits.  An employee can become vested into the retirement system with as little 

as five (5) years service within the retirement system. Effective 10/1/00 the 3% employee 

contribution is eliminated upon attainment of 10 years of service by the employee. 

 

 Tier 5 employees joined on or after January 1, 2010, are required to pay a 3% wage deduction for 

their entire career.  Tier 5 employees can become vested into the retirement system with as little as 

five (5) years service within the retirement system. 

 

 Tier 6 employees joined on or after April 1, 2012.  From April 1, 2012 through March 31, 2013, 

Tier 6 members contribute 3% of their gross salary toward their retirement benefits.  Beginning 

April 1, 2013, the contribution rate will be based on your annual wage.  Future salary changes may 

affect your contribution rate.  Tier 6 employees can become vested into the retirement system with 

as little as five (5) years service within the retirement system. 

 

Note: If a Tier 3, 4, 5 or 6 employee leaves public employment and is neither vested nor eligible for any 

benefit, the employee may withdraw his/her accumulated contributions (with interest set by the retirement 

system) and this will terminate his/her membership with the retirement system. 
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Annually all New York State Retirement members receive a member statement from the NYS Retirement 

System detailing the current employee information.  Direct contact with the NYS Retirement System is 

possible by calling (518) 474-7736 or (866) 805-0990 (toll-free) during normal business hours.  The NYS 

Retirement System can provide an employee with an estimate of retirement benefits when the employee 

becomes eligible and is expecting to retire within the next eighteen (18) months.  

 

Employees who intend to retire should make application to the New York State Employees’ Retirement 

System at least 15 days but not more than 90 days prior to retirement becoming effective. 

 

An employee’s final average salary is defined as the average of the employee’s three highest consecutive 

years of employment as calculated by the New York State Retirement System from data provided by 

public employers. 

 

Retirement System Members and/or beneficiaries may be eligible for benefits in cases of disability or 

death. 

 

For Health Insurance coverage after retirement, please refer to the Health Insurance section of this 

handbook.  The County retains the right to modify the plan, including premium contributions. 
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SAFETY IN THE WORKPLACE 
 

As an employer, Franklin County is required to furnish its employees a work place free of recognized 

hazards which may be harmful to those employees.  Maintaining a safe work place is a joint responsibility 

of the County and each of its employees.  When an unsafe condition or procedure is discovered, tell your 

supervisor before you or a co-worker is injured. 

 

Many tasks require the use of certain personal protective equipment and procedures which will be 

provided by the County with instruction in their use.  As an employee the law requires that you follow 

safety procedures and use the protection supplied. 

 

Fire extinguisher and evacuation procedures are located in each workplace.  Become familiar with both 

and avoid conditions which would lead to their use. 

 

First-aid kits are located in the following courthouse locations should an emergency require.  

 Basement – Office of the Building Superintendent 

 1st Floor – Custodian closet near the female restroom 

 2nd Floor – Custodian Closet near the female restroom 

 3rd Floor – Office of the Aging Receptionist Office 

 4th Floor – County Manager’s Office 

For departments located outside of the courthouse, please become familiar with location of First-aid kits. 

 

Automatic External Defibrillator (AED is located in the Court House is located at the Brewster Street 

entrance next to the telephone operator’s station and in the Highway Garage in the General Foreman’s 

Office. 

 

Those who operate County vehicles or any other vehicle on County business should be aware that they are 

visible representatives of the County while driving and should conduct themselves accordingly.   Cellular 

phones should never be used for business or any reason while driving for work-related purposes or driving 

a company-owned vehicle. 

 

Should you be injured on the job, notify your supervisor immediately and seek treatment.  If the treatment 

is more than local first aid or if time is lost from work, completion of compensation forms will be 

required, and you will be expected to cooperate with the investigation of your injury. Supervisors must 

ensure that injuries that occur in the workplace are immediately and properly reported to the Worker’s 

Compensation Administrator.  

 

Should you have a “close-call” that could have resulted in an injury, report it to your supervisor and 

complete an Incident/Accident Report; the form is available from your supervisor or the Personnel Office. 

This will be reviewed and corrective action may be taken to avoid an injury in the future.  Remember that 

an employee injury is a failure for all of us and we should strive to avoid injuries. 

 

Your training and experience are important and the County needs you, as an individual, to continue in 

your position safely and healthfully.  Please share your safety suggestions and observations with your 

supervisor, department head, the County Manager or the Personnel Office. 

 

Refer to the Workplace Violence Prevention Policy for further information. 
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VOLUNTARY DEDUCTIONS 

 

The following is a list of the voluntary deductions that are available to Franklin County Employees.  

 

NYS Retirement System (if employee is not full-time this is voluntary) 

North Franklin Credit Union 

Deferred Compensation 

NYS 529 College Savings Program 

United Way 

Union Dental (available to UPSEU members only) 

Dental 

Local YMCA 

Optional Insurances, i.e. Accident, Life, Critical Illness, Cancer, Disability etc.  

 

 

WORK RULES 

 

Departments are authorized and encouraged to have established work rules and regulations governing 

their operations in regard to hours of work, employee conduct, and work procedures so long as these rules 

do not conflict with those specified in this manual, the Collective Bargaining Agreement(s), and local and 

state law.  Copies of such rules shall be filed with the Personnel Department and the Collective 

Bargaining Unit(s).  All employees are required to adhere to Departmental Rules as they are to all County 

rules of policy and procedures.  Violations of these rules on the part of the employee may result in 

disciplinary action. 

 

Departmental Work Rules set the break time and meal time for their employees.   

Breaks 

Employees are eligible for two (2) fifteen (15) minute breaks each day to be taken according to the 

Department’s Work Rules.  Failure or inability to take a break will not entitle the employee to leave 

work before the normal end of the workday.   

 

Lunch 

Please refer to Departmental Work Rules and Collective Bargaining Agreement as to the allowable time 

and schedule for meal time. A lunch break is mandated per the federal Fair Labor Standards Act. 

Occasionally to meet certain circumstances a supervisor may approve an employee’s “flex” of a lunch 

period. Overtime and/or Compensatory Time shall not be paid in lieu of not taking a lunch break unless 

prior approval is obtained for emergency circumstances. 
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L E A V E   T I M E 
 

The following types of leave are outlined in the Collective Bargaining Agreements. Leave Time benefits 

for non-union employees are outlined in the Benefits for Non-Bargaining Unit Employees provided 

separately. Non-union employees will follow the Big Unit Collective Bargaining Agreement when 

specific terms are not otherwise outlined. 

 

 Holidays 

 Sick Leave 

 Vacation 

 Float Holiday 

 Personal Leave 

 Compensatory Time 

 Bereavement Leave 

 Jury Duty 

 Volunteer Firefighter and Ambulance Service Calls (Sheriff’s Department only) 

 Unpaid Leave of Absence 

 

LEAVE TIME INCREMENT & USAGE PROCEDURE 

 

The use of sick, vacation, compensatory and personal time must be used in fifteen (15) minute minimums. 

Employees shall earn and use their accrued time in accordance with their respective Collective Bargaining 

Agreement and Department’s Work Rules. Please become familiar with those documents. An exception to 

the decimal increment usage may be made for an employee on medical leave exhausting all of his/her 

accrued time or if the employee is terminating employment by any means.  Float Holiday must be used as 

a whole day. 

 

Should an employee’s absence exceed his/her accrued hours available, the employee will be removed 

from payroll for the number of hours equivalent to the excess time taken. This may impact the benefits 

accrued as per the respective Collective Bargaining Agreement. 

 
CANCER SCREENING LEAVE  
 
Effective January 1, 2017, all regularly scheduled employees of Franklin County are entitled to a sufficient 
period of time, not to exceed eight (8) hours on an annual basis, to undertake screenings for cancer to 
include breast, prostate and other. 
 
A cancer screening leave request form may be required by your department head or supervisor.  
 
Historically, New York State adopted cancer screening leave time into law on August 2, 2007 mandating 
that all units of local government provide its employees with four (4) hours leave per year for breast 
cancer screening and an additional four (4) hours leave per year for prostate cancer screening.  This is paid 
leave and should not be charged to any other leave category. The State law requires minimally four (4) 
hours of leave for breast cancer screening for female employees and eight (8) hours of leave - four (4) for 
breast cancer and four (4) for prostate cancer screening - for male employees on an annual basis. 
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SICK TIME 
 
The respective Union Collective Bargaining Agreement or Benefits for Non-Bargaining Unit Employees 
outlines the accrued time benefits and how much sick time an employee will earn.  An employee’s sick 
time will be posted to his/her accrued leave account after the last day of each month of employment 
except at year-end when December accruals are posted prior to December 31. 
 
Sick time must be earned before it may be used.  An employee must work at least half of the month to 
earn half (½) benefits for that month.  An employee who works less than half of the month receives no 
benefits for that month.  If an employee is off payroll even for only one day, only half (½) benefits are 
earned that month. 
 
If an employee calls in sick, and does not have any sick time available, he/she will not be permitted to use 
other benefit time, and will go “off payroll” for that day(s) unless circumstances warrant the department 
head to approve the use of other benefit time. 
 
Once an employee has submitted a letter of resignation or retirement, they are not entitled to utilize sick 
leave to extend their time on the payroll. 
 
VACATION TIME 
 
The respective Union Collective Bargaining Agreement or Benefits for Non-Bargaining Unit Employees 
outlines the accrued time benefits and how much vacation an employee will earn depending on the benefit 
date.  An employee’s vacation time will be posted to his/her accrued leave account after the last day of 
each month of employment except at year-end when December accruals are posted prior to December 31. 
 
Vacation time must be earned before it may be used.  An employee must work at least half of the month to 
earn half (½) benefits for that month.  An employee who works less than half of the month receives no 
benefits for that month.  If an employee is off payroll even for only one day, only half (½) benefits are 
earned that month. 
 
New employees may begin using vacation time as specified in the respective Collective Bargaining 
Agreement or Benefits for Non-Bargaining Unit Employees.  
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MILITARY LEAVE OF ABSENCE 

 

An employee ordered to active military duty from the Reserve or National Guard is entitled to a leave of 

absence from his/her position while engaged in and while going to and returning from military duty.  The 

right to this leave is provided for in the Military Law, and is not at the discretion of the appointing officer. 

This provision applies to reservists and draftees equally. 

 

Employees shall be paid his/her full salary for all periods of absence while engaged in performance of 

ordered Military Duty, (copies of the official orders to be filed with Appointing Authority or Department 

Head) not to exceed thirty (30) days in any one (1) calendar year.  He or she shall not be subjected to any 

loss of time, service, increment, vacation or privileges by reason of such absence.  

 

Per Resolution #226 of September 20, 2001, the Franklin County Legislature extends paid leaves of 

absences for ordered military leave from 30 days or 22 working days as outlined in New York State 

Military Law to a total of 60 days in any one continuous period of such absence. Payment for such leave 

shall be at the employee’s normal salary for the first 30 days or 22 working days.  Payment for the balance 

of such paid leave time shall be in an amount equal to the difference between such employee’s county pay 

and his/her military pay, but only if such county pay exceeds such military pay.  A copy of the Military 

orders must be submitted with the leave request. 

 

An employee who is ordered to duty for training purposes in the National Guard or any Reserve force is 

entitled to remain on active pay status for a total of 30 calendar days (or 22 working days) per calendar 

year, by law.  Franklin County entitles these employees to thirty (30) working days.  A copy of the 

Military orders must be submitted with the leave request. 
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FRANKLIN COUNTY EMPLOYEE HANDBOOK  

       ACKNOWLEDGMENT STATEMENT 

 

 
EMPLOYEE’S NAME:  _______________________________________________ 

TITLE:  ________________________  DEPARTMENT:  ____________________ 

 

I, ___________________________________, acknowledge upon orientation, I received a copy of the Franklin 

County Employee Handbook covering topics pertinent to my employment with Franklin County Government.  I 

understand it is my responsibility to carefully read its contents, or have them read to me, and to understand all of its 

rules and policies, and agree to abide by them.  I also understand that failure to comply with the articles contained 

therein may result in disciplinary action up to and including termination. 

 

I understand that nothing in this handbook in any way creates a contract of employment between the County of 

Franklin and me, but rather is intended to provide the fostering of a better working atmosphere while the 

employee/employer relationship exists. 

 

During orientation by Personnel Office staff, the following areas have been discussed:  (Place your initials in the 

blank preceding each item upon completion). 

 

_____Oath of Office 

_____Employment Status/Probationary Period 

_____Disciplinary Action/Standards of Behavior & Performances 

 

______________________________________________ _______________ 

Signature of Receiving Employee    Date of Receipt 

 

The Employee Handbook is also available on the Personnel Office link on the County’s website. 

 

Given Copy on:  ______________ By:  ______________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

EMPLOYEE COPY 

FRANKLIN COUNTY PERSONNEL/CIVIL SERVICE OFFICE 

355 WEST MAIN STREET, SUITE 311 

MALONE, NY 12953 

Telephone (518) 481-1677             Fax (518) 483-2340 
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FRANKLIN COUNTY EMPLOYEE HANDBOOK 

ACKNOWLEDGMENT STATEMENT 

 
EMPLOYEE’S NAME:  _______________________________________________ 

TITLE:  ________________________  DEPARTMENT:  ____________________ 

 

I, ___________________________________, acknowledge upon orientation, I received a copy of the Franklin 

County Employee Handbook covering topics pertinent to my employment with Franklin County Government.  I 

understand it is my responsibility to carefully read its contents, or have them read to me, and to understand all of its 

rules and policies, and agree to abide by them.  I also understand that failure to comply with the articles contained 

therein may result in disciplinary action up to and including termination. 

 

I understand that nothing in this handbook in any way creates a contract of employment between the County of 

Franklin and me, but rather is intended to provide the fostering of a better working atmosphere while the 

employee/employer relationship exists. 

 

During orientation by Personnel Office staff, the following areas have been discussed:  (Place your initials in the 

blank preceding each item upon completion). 

 

_____Oath of Office 

_____Employment Status/Probationary Period 

_____Disciplinary Action/Standards of Behavior & Performances 

 

 

 

______________________________________________ _______________ 

Signature of Receiving Employee    Date of Receipt 

 

The Employee Handbook is also available on the Personnel Office link on the County’s website. 

 
Given Copy on:  ______________ By:  ______________________ 

 

 

 

 

 

 

PERSONNEL OFFICE COPY 

FRANKLIN COUNTY PERSONNEL/CIVIL SERVICE OFFICE 

355 WEST MAIN STREET, SUITE 311 

MALONE, NY 12953 

Telephone (518) 481-1677             Fax (518) 483-2340 
 


