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ACCRUAL POLICY 

 
Adopted Per Resolution #228 of September 17, 2009 by the Franklin County Legislature 

 

1. Claims must be submitted to the County Auditor’s office no later than the 2nd Friday in January 

following the close of the fiscal year. Extensions may be granted upon written request to the 

County Treasurer's for their approval. 

 

2. The information on the request must be supported by documentation, to include:  

Department 

 Date of request 

 Vendor name, number and address  

 Amount 

 Appropriation Account number 

 Availability of funds 

 

3. Claims that have not been accrued as per above will be subject to Finance Committee review. 

 

4. The County Legislature, upon Finance Committee review, shall delegate the County Treasurer 

to authorize any and all claims subject to the above. 
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AMERICANS WITH DISABILITIES ACT (ADA) 
 

Adopted Per Resolution #51 of February 19, 1993 by the Franklin County Legislature 

Amended Per Resolution #11 of January 20, 2011 

 

This Federal Law prohibits discrimination against people with disabilities.  Two sections of the law apply 

to local governments.  This first section prohibits discrimination against people with disabilities in regard 

to any employment practices or terms, conditions, and privileges of employment.  This prohibition covers 

all aspects of the employment process. 

 

An employer must make a reasonable accommodation to the known physical or mental limitations of a 

qualified applicant or employee with a disability unless it can show that the accommodation would cause 

an undue hardship on the operation of its business. 

 

The second section of the act requires that County programs, services and activities are accessible to 

handicapped individuals.   

 

The provisions of the ADA are extensive and complex.  Anyone with questions or concerns about this Act 

should contact the Franklin County Manager, who is the County’s ADA Compliance Officer. 
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AUDIT POLICY 
 

Adopted Per Resolution #282 of October 3, 2013 by the Franklin County Legislature 

Amended Per Resolution #212 of August 21, 2014 

 

In government, as in the private sector, prompt payment of bills is the primary factor in maintaining a 

favorable relationship with vendors and a solid credit rating in the financial community.  In order to 

expedite payment of the county’s bills, it is important for all departments to know and understand the basic 

rules and requirements that are necessary for the processing and auditing of claims for eventual payment.  

A claim is a request for payment of moneys that are due and owing as a result of services rendered or 

materials purchased, and may be presented in the form of a bill, an account or a demand.  Every effort will 

be made to ensure that claims are processed and paid within thirty days of receipt.   

 

The purpose of this guide is to provide each department with the knowledge of the basic rules and 

requirements which are necessary for the timely processing of vouchers for payment. 

 

Section 1 – Claims 

 

A. Claim Requirements - A legal and valid claim for payment presented to the county auditors for 

examination must be: 

a. Submitted in writing, on the proper county form that has been prescribed and approved by the 

Board of Legislators and/or the auditing department. 

b. Itemized – the claim must contain sufficient detail and information to permit a satisfactory audit by 

a person who is unfamiliar with the transaction. 

c. Submitted with the correct supporting documentation. 

d. Reviewed by departmental employees who are giving rise to a claim and/or with designated 

responsibilities for expenditures. 

e. Verified by the submitting department to ensure that their budget has sufficient funds to cover the 

amount of the claim. 

f. Approved/authorized by a county officer/county department head. 

g. Certified or verified by claimant – when available. 

 

B. Claim Form(see Appendix) – A standardized claim form is utilized because: 

a. Form generates the required vendor information. 

b. Presents required information in a systematic manner. 

c. Places information on face-page of form. 

d. Vendor’s billing document that contains required data is to be attached to the county form when 

submitted to be processed for payment. 

 

C. Discounts/Late Charges. - Every effort should be made to effect prompt payment of claims to take 

advantage of vendor discounts as well as avoiding late fees.  If late fees and/or interest charges occur, 

the department responsible for the fees will be held responsible for contacting the vendor to ask that 

the fees be waived/removed from the account.  If the vendor refuses to waive the fees, the charge must 

be reported to the Finance Committee for their approval and Chairperson’s signature (which is 

required before payment will be made). 
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D. Denial of Claim – If the claim requirements are not submitted properly, the claim will be denied and 

returned to the appropriate department for correction.  Once the claim has been corrected, it can be 

resubmitted to the auditor’s office. 

 

E. Recurring Errors/Violations on standard claims for payment– An important responsibility of the 

auditing department is to ensure compliance with County policies and procedures, i.e. purchasing 

policy, travel policy, etc.  If there are instances of recurring errors and/or violations from an individual 

department, the County Manager and the Finance Committee will be informed to decide on a proper 

course of action. 

 

F. Recurring Errors on Employee Reimbursements – If errors are found on a recurring basis on an 

individual’s reimbursement request, the Department Head and County Manager will be informed to 

decide on a proper course of action. 

 

Section 2 – Auditor’s Responsibility 

 

A. The audit of a claim should be a thorough and deliberate examination to ensure that taxpayers’ funds 

are being properly expended.  It should be verified that: 

a. Proposed payment is for a valid and legal purpose. 

b. Obligation was incurred by an authorized official and is in compliance with county policies and 

procedures. 

c. Proper budget line-item has been charged. 

d. Obligation does not exceed budget appropriations. 

e. Goods or services for which payment is being claimed were in fact received or rendered. 

f. That quantities and unit costs on invoicing coincide with purchase order encumbrances. 

g. Tax exemptions are observed. 

h. County entitled discounts are taken. 

i. Billing does not include charges previously claimed/paid. 

j. Contractual provisions are followed. 

k. Departmental authorization of payment. 

 

B. Deficiencies/Omissions – Sometimes, in general business practice, there is a tendency to overlook a 

deficiency in a point of audit or permit the omission of a legal requirement too minor to be of concern, 

rather than subject the municipality or the vendor to the inconvenience or expense of returning the 

claim for remediation.  As it is in conflict with “Generally Accepted Government Auditing Standards”, 

this is not an acceptable practice.  Further, it encourages more frequent submission of claims with 

deficiencies or omissions and contributes to the delay of prompt payment.  The auditing department 

must insist that claims be submitted in the proper format, with accurate computations and supported by 

the necessary documentation. 

 

C. Procedural Checks That Are To Be Made 

a. Prove mathematical computations. 

b. Check for duplication of payment. 

c. Reconcile purchase orders to original invoices. 

d. Verify departmental authorization. 

e. Verify itemization (quantity, size, unit price, rate, etc.) 

f. Travel reimbursement – check compliance with current travel policy. 

 

 Dates and times of travel must be given 
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 Reason for travel with documentation attached 

 Actual odometer readings are required – estimates are not allowed 

 Claimant verification shown by signature 

  

A calendar of deadlines (see Appendix) for submission of travel vouchers to the 

auditor’s office will be supplied to departments on an annual basis.  If a voucher is 

received by auditing after the deadline for a pay cycle, that voucher will be processed 

in the next cycle.  If vouchers need to be returned to employees for correction or 

missing information and are received after the deadline, they will be processed the 

following cycle. 

 

g. Note compliance with competitive purchasing requirements, state, county and local contracts or 

bids on the face of claim. 

h. Note vendor # and complete Budget line account #. 

i. Budgetary line-item (proper usage and sufficient budget) 

j. Review accompanying support documentation: 

 

 Original invoices 

 Signed/dated delivery receipts or packing lists 

 Method of purchase, contract # or agreement/resolution 

 Authorization 

 Pricing pages from state contract 

 Compare pricing with agreements/bids on file 

 
Section 3 – Processing of Vouchers 
 
A. Petty Cash – Vouchers submitted for the reimbursement of a department’s petty cash must be 

accompanied by original receipts from vendors and/or petty cash slips, both of which need to be signed 
by authorized personnel. 

 
B. Utility Bills – Vouchers submitted for the payment of utility bills must have an original invoice or 

billing from the utility company attached and signed by authorized personnel. 
 
C. Personal and Professional Services – any vendor requesting payment for personal and/or professional 

services must have previously entered into a contract with the county department for such services.  
These vendors will be paid in accordance with their contract, i.e. weekly, biweekly, monthly, etc.  The 
contract must be on file with the Auditor’s office prior to payment being authorized.  All vendors must 
also have a W-9 on file. 

 
D. Medical Services – Vouchers submitted for medical services provided should be accompanied by the 

billing from the hospital or attending physician, which should include the County and/or department 
name, patient’s name, dates of service and itemized fees. 

 
E. Purchase of Merchandise – Any purchase of merchandise to be made by a department for any dollar 

amount should first be presented to the County Purchasing Agent for approval.  Once a purchase order 
is completed, it is to be submitted with the same documentation as required for a voucher.  Certain 
purchases of merchandise and/or services, provided that funds are available in a department’s 
appropriation for such purchase, can be processed for payment on a county voucher (see Purchasing 
Policy for exception to a purchase order listing).  An original invoice or billing must be attached, 
itemizing each piece of merchandise and the cost.  A bill of lading or packing slip, while required to be 
attached for proof of receipt, is not acceptable as proper backup for payment of a voucher/purchase 
order for the purchase of merchandise.  Discounts should be observed and vouchers/purchase orders 
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submitted promptly after receipt of the goods and the invoice so as to take advantage of funds that can 
be saved through discounts. 

 
F. Postage Meter Costs – Vouchers submitted for additional postage for postage meters and/or stamps 

must be authorized by the department head, as with all vouchers.  These particular claims have no 
back-up until the check is cut.  An employee must then take the check, payable to the US Postmaster, 
to the post office and receive an original receipt for the payment.  The receipt should then be returned 
to the auditor’s office to be attached to the original voucher as back-up. 

 
G. Subscriptions – Generally, vouchers submitted for payment of a subscription follow the same 

guidelines as other vouchers.  On occasion, a subscription requires prepayment.  This can be done only 
if an order form or renewal form is attached with prices indicated.  When any kind of invoice, billing 
or receipt is received by the department at a later date, this should be forwarded to the auditor’s office 
so that it can be attached to the original voucher as back-up. 

 
H. Lease Agreements – All vouchers submitted for payment of any kind of lease must first have a lease 

agreement signed by the County Manager and/or the Board of Legislators.  No department can enter 
into a lease agreement without proper approval.  Once an agreement has been signed by both parties, 
vouchers submitted should be checked to ensure that the amount being billed agrees with the figures as 
stated in the signed agreement. 

 
I. Travel – The travel policy, as adopted by the Board of Legislators, must be followed by all. 
 
J. Claims which do not require Audit – Payroll; indebtedness; court and trust; fringe benefits; paid from 

trust account and/or deducted from employee’s salary; general ledger account: all except for accounts 
payable and accrued liability to outside vendors. 
 

Section 4 – Special Audits 
 
Circumstances may occasionally arise which may make evident a need for an audit.  This type of audit is 
outside the scope of the daily duties of the  Auditor and will be seen as a special audit”.  “Special audits” will 
be assigned to the auditing staff by the Board of Legislators, as the need arises.  The guidelines for such audits 
will be outlined at the time of assignment. 
 
Section 5 – Unitime Audits 
 
A select number of employees have the authority to approve and/or make changes to timekeeping records 
within Unitime.  The County’s payroll timekeeping system has a single approval level, and as such the 
employees with authority to approve are not reviewed themselves.  An active list of the County employees 
with this authority will be kept in the Auditor’s office.  From this list, a random sample audit will be 
performed approximately every four to six months.  This audit will take a random sample of three to six 
employees from the list and review their timekeeping record as well as the records of the employees they 
approve.  The pay period to be reviewed will be the last completed pay period prior to the audit selection.  
A report of the findings will be reported to the County Manager, Personnel Director and Finance 
Committee for review.  This report will notate any and all deficiencies as well as recommendations by the 
Auditor.   
 
Special Note – In the event the Auditor is selected, as part of the random sample, the Personnel Director 
will perform the review of the Auditor’s timekeeping records. 
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CASH MANAGEMENT POLICY 
 

Adopted by Resolution #162 of July 6, 2006 by the Franklin County Legislature 

Amended by Resolution #102 of April 1, 2010, Resolution #104 of April 4, 2013 

 

Departments involved in the collection or handling of funds in connection with the conduct of official 

County business shall be subject to regulations and procedures which in every reasonable way provide for 

full accountability and control so as to insure the security and safeguarding of those funds. 

  

The County Treasurer as Chief Fiscal Officer of the County shall have a primary role in overseeing the 

handling of and accounting for County funds. 

  

County Departments, Offices and Agencies which have responsibility for directly collecting, handling or 

disbursing funds shall perform this responsibility within a uniform set of regulations and procedures and 

in doing so shall be subject to appropriate oversight and audit. 

  

In order to optimize the cash flow of the County and to maximize investment income, County funds 

collected shall be paid over to the County Treasurer as frequently as possible.  However, no later than 

three business days. 

  

REGULATIONS AND PROCEDURES: 

 

1) Collection of County Fees and Payments. 

  

Department Heads shall be responsible for the collection of fees and payments due to the County 

either as a result of goods or services delivered or provided by their department or pursuant to that 

department’s other duly authorized or designated governmental responsibility.  County fees and 

payments collected shall be at rates established by law or regulation, as provided for in duly 

authorized contracts or as otherwise established by the Board of Legislators. 

  

Unless otherwise prescribed by law or regulation, payment for goods or services delivered by a 

department for which a fee is collectable shall generally be due upon delivery of the good or service.  

In the event that collection of a fee or payment shall not be appropriate at the time of delivery of the 

goods or services, the department shall promptly issue invoices or bills for such goods or services.  

Except as otherwise approved in writing by the County Treasurer invoices or bills shall be issued on 

at least  a monthly basis and shall be in a form approved by the County Treasurer.  Where possible 

departments shall issue invoices and bills on a more frequent basis.  Invoices and bills shall instruct 

that checks shall be made payable to “Franklin County Treasurer” unless a department has been 

authorized to establish a departmental bank account for the deposit of such funds, in which case 

invoices and bills shall instruct that checks be made payable to the head of the collecting department 

by title or the department.  

  

The County Attorney’s Office shall provide legal assistance to a department as necessary to enforce 

collection of delinquent payment of bills and invoices issued by a department. 

  

The County Treasurer shall be notified at the close of each fiscal year in writing as to the amount of 

and status of invoices or bills issued and outstanding.  The County Treasurer may require that such 

information be provided on a more frequent basis when appropriate for accounting purposes. 
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 2) Fees and Payments Collected and Held on Behalf of Others 

  

 In cases where funds collected in the form of fees or payments are to be held by departments on behalf 

of another government agency or private concern pursuant to the provisions of State or Federal 

statutes or regulations or pursuant to a court order, such funds shall be collected, handled, accounted 

for and disbursed in accordance with the requirements of such statutes, regulations or court order.  To 

the extent that this policy does not conflict with such statutes, regulations or court order, such funds 

shall be collected, handled, accounted for and disbursed in accordance with this policy. 

  

3) Form of Payment 

  

 Department heads shall accept as payment of funds owed to the County as provided in Section 1, 

either cash, check, credit cards; debit cards or other warrant except as provided in Section 7 herein.  

Unless a department has been authorized to establish a departmental bank account pursuant to Section 

10 herein, all checks and warrants which provide for payment of funds owed to the County shall be 

made payable to “Franklin County Treasurer.”  In cases where a departmental bank account had been 

established pursuant to said Section 10, all checks and warrants shall be made payable to the 

department head of the collecting department by title or the department.  The County Treasurer is the 

designee responsible for establishing agreements for the acceptance of credit card payments of/for 

Real Property taxes, fees/fines owed to the County. 

 

4) Receipts to be Provided, Restrictive Endorsement 

  

 Departments collecting funds on behalf of the County or another government agency or holding funds 

in custody for a private concern shall provide written or mechanically generated receipts for all fees 

collected or monies otherwise received when such fees or monies are in the form of cash or when 

requested by the paying party.  Written receipts shall be preprinted and numbered and shall be issued 

in numerical order.  Copies of all receipts issued shall be kept on file in the office of the collecting 

department. 

  

 All checks or warrants received shall be restrictively endorsed immediately upon receipt by the 

collecting department.  In cases where funds are received in the form of a check or warrant by a 

department which has not been authorized to establish a checking account for deposit of such funds, 

such check or warrant shall be restrictively endorsed by the collecting department as follows:  “For 

Deposit Only, Franklin County Treasurer.”  In cases where funds are received in the form of check or 

warrant by a department which has been authorized to establish a bank account for the deposit of such 

funds, such check or warrant shall be restrictively endorsed as follows:  “For Deposit Only 

_________” (Name of Collecting Department.) 

  

5) Handling and Accounting for Funds Collected 

  

 Departments collecting or receiving monies on behalf of the County, or otherwise collecting funds in 

accordance with Section 3 above shall maintain a system or recordkeeping and internal controls which 

shall fully account for funds received and shall provide a system to properly secure such funds until 

released from the custody of the Department. 
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6) Payment and Deposit of County Funds Collected 

  

A) Daily Payment of County Funds Collected to County Treasurer 

  

 Except provided in Section 6B below, County funds in the form of fees collected or payments 

otherwise received shall be paid over to the County Treasurer on a daily basis. 

   

B) Temporary Holding and Deposit of County Funds Collected 

  

 In cases where daily delivery or payment to the County Treasurer is not practical (as determined by 

the Department Head with the written approval of the County Treasurer) or is prohibited by law or 

regulation can be held in their custody for more than one day.   

  

 In the event that a department has been authorized to establish a departmental bank account 

pursuant to Section 10 of these regulations and procedures the department shall temporary deposit 

funds collected in such account on a daily basis, provided, however that the County Treasurer may 

establish a reasonable threshold as to the amount of funds collected in a given day for which a 

daily deposit would not be required.  

     

C) Payment Procedure 

  

 In all cases, all County funds collected during a given month shall be paid over to the County 

Treasurer by the collecting department prior to the tenth day of the succeeding month.  Each time 

monies are paid over they shall be accompanied by a statement, or a form prescribed by the County 

Treasurer, signed by the appropriate collecting Department Head or their designee identifying the 

general source of the funds, identifying the period of time during which the funds were collected 

and certifying that the amount of funds turned over represent all such funds collected during the 

specified time period.  All checks or warrants paying County funds to the County Treasurer from a 

checking account established pursuant to Section 10 of this policy shall be payable to “Franklin 

County Treasurer.”  Upon receiving County funds from a Department Head the County Treasurer 

shall provide an appropriate receipt therefore. 

  

7)  Checks Returned for Insufficient Funds 

  

      Checks which comprise County funds paid over to a department which are returned for insufficient 

funds shall be subject to a service charge as provided for in Resolution No. 46 of 1999 as same may be 

amended from time to time.  In cases where a party has previously tendered payment by check or 

warrant which has been returned for insufficient funds, the department may require that future 

payments from such party shall be made in cash or by certified check. 

  

8) Refunds of County Fees and Payments Erroneously Collected 

  

 Refunds of fees or monies erroneously collected on behalf of the County and paid over to the County 

Treasurer shall be made by the County Treasurer payable to the party from whom funds were 

originally received by the department upon receipt of a statement from the Department Head attesting 

to the validity of such refund.  In the event that monies erroneously collected on behalf of the County 

are in the custody of the collecting department and the said department has a departmental checking 

account, such Department Head shall issue a refund subject to the written approval of the County 

Treasurer. 
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 9) Department Petty Cash Funds 

  

A. General Requirement 

  

 Petty cash funds established by the Board of Legislators may be used for the purposes specified in 

the resolution establishing the fund.  Department Heads having a petty cash fund within their 

department shall be cashier of such fund but may designate an employee as cashier by filing a 

written designation in the office of the County Treasurer. 

        

B. Documentation and Procedures 

  

 Numbered preprinted petty cash slips shall be generated by the cashier and signed by the recipient 

for each disbursement from a petty cash fund.  Each slip shall be completed in ink and shall state 

in numbers and words the amount of funds being disbursed.  All disbursements from a petty cash 

fund shall be subject to submission of appropriate receipts or statements which fully document 

expenses incurred.  Reconciliation of each petty cash fund shall be accomplished at least once per 

month or each time replenishment of the fund is requested.  A request to replenish a petty cash 

fund shall be subject to the approval of the Board of Legislators. 

  

C. Petty Cash Advances 

  

 Advances may be made from a petty cash fund subject to a timely reconciliation after the actual 

expense is determined and documented. 

  

D. Auditing of Petty Cash Funds 

  

 The County Treasurer shall have the authority to audit any petty cash fund at any time, provided, 

however, that a petty cash fund established for the purposes of conducting criminal investigation 

activities shall be audited in a manner consistent with that outlined by the New York State 

Comptroller. 

  

E. Other 

  

 The County Treasurer may issue guidelines, not inconsistent with this policy, which provide 

further direction and guidance in the administration of petty cash funds. 

  

10) Establishment and Maintenance of Bank Accounts 

  

Unless specifically required by law, regulation or court order, establishment of bank accounts by 

departments and officers shall be subject to approval of the County Treasurer.  Every effort shall be 

made to minimize the number of bank accounts established.  For every bank account currently in 

existence, or hereafter established, for deposit of funds within the custody of a department, whether 

such funds shall be the property of the County or another government or private concern, there shall 

be on file in the County Treasurer’s Office a statement signed by the custodial Department Head and 

the County Treasurer which outlines the need for the account and the purpose or purposes for which 

it exists or was established.  Such statement shall also identify the authorized signatories for the 

given account or those authorized to otherwise withdraw funds from the account.  Departments shall 

update the statement on file with the Treasurer at such time as there is a significant change in 
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information relating to the account.  

  

 Whenever possible and economically beneficial bank accounts established pursuant to this Section 

shall be interest bearing accounts.  In evaluating whether to open an interest bearing account the 

department shall take into consideration projected interest earnings as well as service fees.  All bank 

accounts established pursuant to this Section shall be in a commercial bank within the County.  All 

funds deposited in a departmental bank account shall be fully secured by insurance of the Federal 

Deposit Insurance Corporation or obligations of New York State, obligations of the United States, 

obligations of federal agencies the principle and interest of which are guaranteed by the United States, 

obligations of any municipal corporation, school district or district corporation of the State of New 

York, obligations of a public authority or public housing authority of the State of New York and or as 

illustrated in Franklin County Investment Policy. 

  

 Once each month or as frequently as may be agreed to by the County Treasurer and the Department 

Head, each Department Head shall provide the County Treasurer with a copy of the bank statement for 

all bank accounts within his custody, a reconciliation of the account and a statement in a form 

prescribed by the County Treasurer generally describing to what extent the funds are the property of 

the County or are held in a fiduciary capacity for another government or private concern.  The County 

Treasurer may periodically require that cancelled checks be produced by a department in support of 

bank statements and reconciliation forms. 

  

 Departments authorized to establish a bank account pursuant to this Section shall, whenever possible 

and practical, require two signatures on all checks disbursing funds from a checking account. 

  

 All disbursements from checking accounts established pursuant to this Section which are not made 

payable to “Franklin County Treasurer” and all withdrawals from any other departmental bank account 

shall be supported by appropriate documentation which shall be kept on file in the department. 

  

11) Audit of Department Accounts and Records 

  

 All records and accounts in the custody of a Department Head which relate to funds collected on 

behalf of the County shall be subject to audit at any time by the County Treasurer or by the County 

Independent Auditor.  The County Treasurer and County Independent Auditor shall report to the 

County Manager any findings of non-compliance with these regulations and procedures.  The County 

Manager shall keep the Chairman of the Board of Legislators and the Finance Committee of the Board 

informed of any incidents of non-compliance and shall initiate appropriate corrective action. 

  

12) Clarification of Policy 

  

 Any questions relative to the intent of this policy, regulations and procedures or any request for 

clarification of same shall be subject to a determination of the Finance Committee or as such 

Committee deems necessary and appropriate, by the Franklin County Board of Legislators.  
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Cash Management Procedures 
Objective:   ALL Cash, Checks, Money Orders or any other form of Currency when collected on behalf of Franklin County 

MUST follow the following procedures. The procedures are in place to ensure that collection of funds have the proper 

supporting documentation and correct account codes for entry into the accounting system. Receipts and disbursements must be 

supported, reviewed and approved by management and processed in accordance with the County’s Cash Management Policy. 

All Departments must reconcile and internally audit the funds collected on a monthly basis & provide for a separation of duties.  

 

It is mandatory to follow the following procedures to ensure the above objective is met. Compliance & immediate 

implementation of the Cash Management Policy & Procedures is the responsibility of each departmental leader that includes the 

following Franklin County Governmental Departments:  Alternate Conflict Defender, Assigned Counsel, Board of Elections, 

Building Department, Community Services, County Attorney, County Auditor, County Clerk, County Manager, Data 

Processing, Office of District Attorney, Economic Development, Emergency Services, Highway Department, Legislature, 

Office for the Aging, Personnel, Probation, Public Defender, Public Health, Public Transportation, Real Property, Sheriff’s 

Department, Department of Social Services, Stop DWI, Traffic Safety, Treasury, Administration of Veteran’s Affairs, Weights 

and Measures                                  

 

Collection of County Fees, Cash, Checks, Money Orders etc. and Payments:   

1. The Department Head of each Department will identify specific position(s) who is/are the designated 

person(s) who will receive cash/checks.  Upon collection of funds, a pre-printed and numbered receipt shall 

be issued in numerical order. Copies of all receipts issued will be kept on file in the office of the collecting 

department.  

2. The Department Head will identify a different staff person from #1 above to prepare the cash receipts record. 

 This person will also identify and write on the record the account number the receipt is associated. All 

Departments must keep a running spreadsheet/ledger of all transactions.  

3. The Department Head will identify a different staff person from #1 & #2 (for those departments who have 

more than 2 staff), to review and approve the cash receipts otherwise this task will be assigned to the 

Department Head.  

4. The Department Head or his/her designee will review all receipts/cash daily and sign-off on all transactions 

for the day.  

5. The Treasurer or his/her designee will audit all cash/checks along with receipts submitted from each 

department prior to entering the information into the County Accounting System. 

6. All Departments who handle money must provide the Treasurer’s Office a monthly report and reconciliation 

statement of all money taken in and deposits (deposits could be to the County Treasury or a specific bank).  

7. If the Treasurer’s Office does not receive the report, he will request it from the specific department via email 

and copy in the County Manager of the request. 

8. The Franklin County Treasurer’s Office will provide an annual audit to each department who directly 

collects funds on behalf of the county.  

9. The Treasurer’s Office will monitor all external bank accounts. 

10. The Independent Auditor will audit a sample changing their sample annually. 

11. Daily deposits must be made of the funds collected. If this is not practical due to off-site location, then 

written authorization from the Treasurer must be obtained and a timeframe agreed upon (in writing) for 

disposition of funds to the Treasury or bank.  

Cash Receipt Procedures 
Bank Accounts 

1. Prior to establishing a bank account, notification of the account must be made at least 14 days in advance of 

establishment of the account to the Board of Legislature Finance Committee Chair and the County Manager by 

the Department Head who is pursuing the bank account.    

2.  All bank accounts established must be approved by the County Treasurer as per County Law Sec. 550. There 

shall be on file in the County Treasurer’s Office a statement signed by the custodial department head and the 

County Treasurer which outlines the need for the account, the purpose(s) for which it exists.
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CODE OF ETHICS POLICY 
 

Adopted by Resolution #285 of November 20, 2014 by the Franklin County Legislature 

Amended by Resolution #26 of January 21, 2016 

 

Section 1. Purpose. 

A.  To establish standards of ethical conduct for officers and employees of Franklin County. 

 

B.  To provide officers and employees of Franklin County, whether elected or appointed, paid or 

volunteer, with clear guidance of these standards; 

 

C.  To promote public confidence and integrity in local government; 

 

D.  To facilitate the consideration of potential ethical problems before they arise, to minimize 

unwarranted suspicion, and to enhance the accountability of government to the people by requiring;   

 

(1)  Public disclosure of conflicts of interest, and potential conflicts of interest, that may influence, or 

be perceived to influence, the actions of officers and employees of the County; and 

(2)  The recusal of any officer or employee of the County , if the officers or employees acting on the 

matter, or failing to act on the matter, may result in a conflict of interest, or give the reasonable 

appearance of a conflict of interest; and 

 

E.  To provide for fair and effective administration of this Local Law. 

 

Section 2.  Definitions. 

 

(a)  “Board” means the governing board of Franklin County and any municipal administrative board, 

commission, agency bureau or body appointed or overseen by the Franklin County Legislature.  

 

(b) “Code” means this code of ethics. 

 

(c) “Interest” means a direct or indirect financial or material benefit, but does not include any benefit 

arising from the provision or receipt of any services generally available to the residents or taxpayers 

of the municipality or an area of the municipality, or a lawful class of such residents or taxpayers.  A 

municipal officer employee, elected or appointed official is deemed to have an interest in any private 

organization when he or she, his or her spouse, or a member of his or her household, is an owner, 

partner, member, director, officer, employee, or directly or indirectly owns or controls more than 5% 

of the organization’s outstanding stock. 

 

(d)  “Municipality” means Franklin County.  The word “municipal” refers to the municipality. 
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(e) “Municipal officer or employee” means any officer or employee of Franklin County, whether paid 

or unpaid, elected or appointed, full time or part time, or in an advisory capacity, and includes 

without limitation all members of any office, board, body, advisory board, council, commission, 

agency, department, district, administration, division, bureau, branch or committee of Franklin 

County.  County officer or employee shall not include: 

 

 (1) Judge, justice, officer or employee of the Court System. 

 

(f)  “Appointed Official” means any individual who is appointed by the County Legislature to an 

agency, institution, department, office branch, division, council, board or bureau whether paid or 

unpaid. 

 

(g)  “County Elected Official” means a County Legislator, the County Clerk, the District Attorney, the 

County Treasurer, Sheriff, or the Coroner. 

 

(h) “Relative” means a spouse, parent, step-parent, sibling, step-sibling, sibling’s spouse, child, step-

child, uncle, aunt, nephew, niece, first cousin, or household member of a municipal officer or 

employee, and individuals having any of these relationships to the spouse of the officer or 

employee. 

 

(i) “Immediate family member” means parent, sibling, child by blood adoption or marriage; spouse 

grandparent or grandchild. 

 

(j)  “Confidential Information” means any record or other information in any format that is either: 

 

(1) prohibited by federal or state law from disclosure to the public; or 

 

(2) prohibited from disclosure by local law of the County and also exempt from mandatory 

disclosure under the New York State Freedom of Information Law (“Foil”) and the New York 

State Open Meetings Law. 

 

 Section 3. Applicability. 

 

This code of ethics applies to the officers and employees of the County of Franklin, and shall supersede 

any prior municipal code of ethics.  The provisions of this code of ethics shall apply in addition to all 

applicable State and local laws relating to conflicts of interest and ethics including, but not limited to, 

article 18 of the General Municipal Law and all rules, regulations, policies and procedures of the County 

of Franklin. 

 

Section 4.  Prohibition on use of municipal position for personal or private gain. 

 

No municipal officer or employee shall use his or her municipal position or official powers and duties 

to secure a financial or material benefit for himself or herself, a relative, or any private organization in 

which he or she is deemed to have an interest. 
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Section 5. Disclosure of interest in legislation and other matters. 

 

(a) Whenever a matter requiring the exercise of discretion comes before a municipal officer or 

employee, either individually or as a member of a board, and disposition of the matter could result 

in a direct or indirect financial or material benefit to himself or herself, a relative, or any private 

organization in which he or she is deemed to have an interest, the municipal officer or employee, 

shall disclose in writing the nature of the interest. 

 

(b)  The disclosure shall be made when the matter requiring disclosure first comes before the 

municipal officer or employee or when the municipal officer or employee first acquires 

knowledge of the interest requiring disclosure, whichever is earlier. 

 

(c) In the case of a person serving in an elective office, the disclosure shall be filed with the governing 

board of the municipality.  In all other cases, the disclosure shall be filed with the person’s supervisor 

or, if the person does not have a supervisor, the disclosure shall be filed with the municipal officer, 

employee or board having the power to appoint to the person’s position. In addition, in the case of a 

person serving on a municipal board, a copy of the disclosure shall be filed with the board.  Any 

disclosure made to a board shall be made publicly at a meeting of the board and must be included in 

the minutes of the meeting. 

 

Section 6.  Recusal and abstention. 

 

(a) No municipal officer or employee may participate in any decision or take any official action with 

respect to any matter requiring the exercise of discretion, including discussing the matter, and voting 

on it, when he or she knows or has reason to know that the action could confer a direct or indirect 

financial or material benefit on himself or herself, a relative, or any private organization in which he 

or she is deemed to have an interest. 

 

(b)  In the event that this section prohibits a municipal officer or employee from exercising or 

performing a power or duty: 

 

(1) if the power or duty is vested in a municipal officer as a member of a board, then the power or 

duty shall be exercised or performed by the other members of the board; or 

 

(2) if the power or duty that is vested in a municipal officer individually, then the power or duty 

shall be exercised or performed by his or her deputy or, if the officer does not have a deputy, the 

power or duty shall be performed by another person to whom the officer may lawfully delegate 

the function. 

 

(3)  if the power or duty is vested in a municipal employee, he or she must refer the matter to his or 

her immediate supervisor, and the immediate supervisor shall designate another person to 

exercise or perform the power or duty. 
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Section 7.  Prohibition inapplicable; disclosure, recusal and abstention not required. 

 

(a) This code’s prohibition on use of a municipal position (section 4), disclosure requirements (section 5), 

and requirements relating to recusal and abstention (section 6), shall not apply with respect to the 

following matters: 

 

(1)  adoption of the municipality’s annual budget; 

 

(2)  any matter requiring the exercise of discretion that directly affects any of the following 

groups of people or a lawful class of such groups: 

 

(i)  all municipal officers or employees; 

(ii)  all residents or taxpayers of the municipality or an area of the municipality; or 

                (iii) the general public; or 

 

(3)  any matter that does not require the exercise of discretion. 

 

(b)  Recusal and abstention shall not be required with respect to any matter: 

 

(1)  which comes before a board when a majority of the board’s total membership would otherwise be 

prohibited from acting by section 6 of this code; 

 

(2) which comes before a municipal officer when the officer would be prohibited from acting by 

section 6 of this code and the matter cannot be lawfully delegated to another person. 

 

Section 8.  Investments in conflict with official duties. 

 

(a) No municipal officer or employee may acquire the following investments: 

 

(1)  investments that can be reasonably expected to require more than sporadic recusal and 

abstention under section 6 of this code; or 

 

(2)  investments that would otherwise impair the person’s independence of judgment in the exercise 

or performance of his or her official powers and duties. 

 

(b)  This section does not prohibit a municipal officer or employee from acquiring any other 

investments or the following assets: 

 

(1)  real property located within the municipality and used as his or her personal residence; 

 

(2)  less than five percent of the stock of a publicly traded corporation; or 

 

(3)  bonds or notes issued by the municipality and acquired more than one year after the date on 

which the bonds or notes were originally issued. 
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Section 9.  Private employment in conflict with official duties. 

 

No municipal officer or employee, during his or her tenure as a municipal officer or employee, may 

engage in any private employment, including the rendition of any business, commercial, professional or 

other types of services, when the employment: 

 

(a)  can be reasonably expected to require more than sporadic recusal and abstention pursuant to 

section 6 of this code; 

 

(b)  can be reasonably expected to require disclosure or use of confidential information   gained by 

reason of serving as a municipal officer or employee; 

 

(c) violates section 805-a(1)(c) or (d) of the General Municipal Law; or 

 

(d)  requires representation of a person or organization other than the municipality in connection with 

litigation, negotiations or any other matter to which the municipality is a party. 

 

Section 10.  Future employment. 

 

(a) No municipal officer or employee may ask for, pursue or accept a private post-government 

employment opportunity with any person or organization that has a matter requiring the exercise of 

discretion pending before the municipal officer or employee, either individually or as a member of a 

board, while the matter is pending or within the 30 days following final disposition of the matter. 

 

(b)  No municipal officer or employee, for the two-year period after serving as a municipal officer or 

employee, may represent or render services to a private person or organization in connection with 

any matter involving the exercise of discretion before the municipal office, board, department or 

comparable organizational unit for which  he or she serves. 

 

(c)  No municipal officer or employee, for the two-year period after serving as a municipal officer or 

employee, may represent or render services to a private person or organization in connection with an 

open matter, or a pending transaction of the County, in which he or she personally and substantially 

participated while serving as a municipal officer or employee. 

 

Section 11.  Personal representations and claims permitted. 

 

This code shall not be construed as prohibiting a municipal officer or employee from: 

 

(a) representing himself or herself, or his or her spouse or minor children before the municipality; or 

 

(b) asserting a claim against the municipality on his or her own behalf, or on behalf of his or her spouse 

or minor children. 
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Section 12.  Use of municipal resources 

 

(a) Municipal resources shall be used for lawful municipal purposes.  Municipal resources include, 

but are not limited to, municipal personnel, and the municipality’s money, vehicles, equipment, 

materials, supplies or other property. 

 

(b)  No municipal officer or employee may use or permit the use of municipal resources for personal 

or private purposes, but this provision shall not be construed as prohibiting: 

 

(1)  any use of municipal resources authorized by law or municipal policy; 

 

(2)  the use of municipal resources for personal or private purposes when provided to a municipal 

officer or employee as part of his or her compensation; or 

 

(3)  the occasional and incidental use during the business day of municipal telephone and computers 

for necessary personal matters such as family care and changes in work schedule.  

 

(c) No municipal officer or employee shall cause the municipality to spend more than is reasonably 

necessary for transportation, meals or lodging in connection with official travel. 

 

Section 13. Interests in Contracts. 

 

(a) No municipal officer or employee may have an interest in a contract that is prohibited by section 

801 of the General Municipal Law. 

 

(b)  Every municipal officer and employee shall disclose interests in contracts with the municipality 

at the time and in the manner required by section 803 of the General Municipal Law. 

 

Section 14. Nepotism. 

 

Except as otherwise required by law: 

 

(a) No municipal officer or employee, either individually or as a member of a board, may participate in 

any decision specifically to appoint, hire, promote, discipline or discharge a relative for any 

position at, for or within the municipality or a municipal board. 

 

(b)  No municipal officer or employee may supervise an “immediate family member” in the 

performance of the “immediate family member's” official powers or duties. 

 

Section 15.  Political Solicitations. 

 

(a)  No municipal officer or employee shall directly or indirectly compel or induce a 

subordinate municipal officer or employee to make, or promise to make, any political 

contribution, whether by gift of money, service or other thing of value. 
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(b)  No municipal officer or employee may act or decline to act in relation to appointing, hiring or 

promoting, discharging, disciplining, or in any manner changing the official rank, status or 

compensation of any municipal officer or employee, or an applicant for a position as a municipal 

officer or employee, on the basis of the giving or withholding or neglecting to make any contribution 

of money or service or any other valuable thing for any political purpose. 

 

Section 16.  Confidential Information. 

 

No municipal officer or employee who acquires confidential information in the course of exercising or 

performing his or her official powers or duties may disclose or use such information unless the disclosure 

or use is required by law or in the course of exercising or performing his or her official powers and 

duties. 

 

Section 17.  Gifts. 

 

(a) No municipal officer or employee shall solicit, accept or receive a gift in violation of section 805-

a(1)(a) of the General Municipal Law as interpreted in this section. 

 

(b)  No municipal officer or employee may directly or indirectly solicit any gift. 

 

(c)  No municipal officer or employee may accept or receive any gift, or multiple gifts from the same 

donor, having an annual aggregate value of seventy-five dollars or more when: 

 

(1)  the gift reasonably appears to be intended to influence the officer or employee in the exercise or 

performance of his or her official powers or duties; 

 

(2)  the gift could reasonably be expected to influence the officer or employee in the exercise or 

performance of his or her official powers or duties; or 

 

(3)  the gift is intended as a reward for any official action on the part of the officer or employee. 

 

(d)  For purposes of this section, a “gift” includes anything of value, whether in the form of money, 

service, loan, travel, entertainment, hospitality, thing or promise, or in any other form. The value of a 

gift is the gift’s fair market value, determined by the retail cost of the item or a comparable item.  

The fair market value of a ticket entitling the holder to food, refreshments, entertainment, or any 

other benefit is the face value of the ticket, or the actual cost to the donor, whichever is greater. 

Determination of whether multiple gifts from a single donor exceed seventy-five dollars must be 

made by adding together the value of all gifts received from the donor by an officer or employee 

during the twelve-month period preceding the receipt of the most recent gift. 

 

(e)  A gift to a municipal officer or employee is presumed to be intended to influence the exercise or 

performance of his or her official powers or duties when the gift is from a private person or 

organization that seeks municipal action involving the exercise of discretion by or with the 

participation of the officer or employee. 
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(f)  A gift to a municipal officer or employee is presumed to be intended as a reward for official action 

when the gift is from a private person or organization that has obtained municipal action involving 

the exercise of discretion by or with the participation of the officer or employee during the preceding 

twelve months. 

 

(g)  This section does not prohibit any other gift, including:  

 (1) gifts made to the municipality; 

(2)  gifts from a person with a family or personal relationship with the officer or employee when the 

circumstances make it clear that the personal relationship, rather than the recipient's status as a 

municipal officer or employee, is the primary motivating factor for the gift; 

 

(3)  gifts given on special occasions, such as marriage, illness, or retirement, which are modest, 

reasonable and customary; 

 

(4)  unsolicited advertising or promotional material of little intrinsic value, such as pens, pencils, 

note pads, and calendars; 

 

(5)  awards and plaques having a value of one hundred fifty  dollars or less which are publicly 

presented in recognition of service as a municipal officer or employee, or other service to the 

community; or 

 

(6)  meals and refreshments provided when a municipal officer or employee is a speaker or 

participant at a job-related professional or educational conference or program and the meals and 

refreshments are made available to all participants. 

 

Section 18.  Board of Ethics. 

 

(a) There is hereby established a board of ethics for the County of Franklin.  The board of ethics shall 

consist of five members, and shall be independent of the Franklin County Legislature and the County 

Manager.   The members of such board of ethics shall be appointed by the Franklin County 

Legislature, serve at the pleasure of the appointing authority, and receive no salary or compensation 

for their services as members of the board of ethics. 

 

(b)  The first members appointed by the Franklin County Legislature shall serve for a term of one (1), 

two (2), three (3), four (4) and five (5) years. Hereafter, all appointees shall be appointed to five-year 

terms.  Terms shall be staggered with no more than two vacancies open.  An Ethics Board member 

may serve two full 5 year terms.   

 

(c) No Board of Ethics member shall hold office in a political party or be employed or be an officer in 

the government.   A Board of Ethics member may not make campaign contributions to any political 

campaigns associated with the Franklin County Legislature including but not limited to County 
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Legislator, County Sheriff, County Clerk, District Attorney, County Treasurer, or Coroner nor 

participate in any election campaign. 

 

(d) Of the total membership of the Board, no more than the majority minus one shall be registered in 

the same political party. 

 

(e)  A Board of Ethics member may be removed by the Franklin County Legislature for substantial 

neglect, of duty, gross misconduct in office, inability to discharge the powers or duties of office, or 

violation of this law. 
 

(f)  The Board of Ethics shall render advisory opinions to the officers and employees of the County of 

Franklin with respect to article 18 of the General Municipal Law and this code.  Such advisory 

opinions must be rendered pursuant to the written request of any such officer or employee under such 

rules and regulations as the board of ethics may prescribe.  The board of ethics may also accept 

from the general public or any of its own members a complaint or allegation of conflict of interest 

or violation of this code of any officer or employee of Franklin County.   

 

The board of ethics may initiate an investigation upon its own motion or upon receipt of a sworn 

complaint alleging a violation, and shall have the advice of legal counsel employed by the board, or 

if none, the municipality’s legal counsel.   

 

In addition, the board of ethics may make recommendations with respect to the drafting and adoption 

of a code of ethics, or amendments thereto, upon the request of the Franklin County Legislature. 

 

Section 19.  Posting and distribution. 

 

(a) The Franklin County Manager must promptly cause a copy of this code, and a copy of any amendment 

to this code, to be posted publicly and conspicuously in each building under the municipality’s 

control.  The code must be posted within ten days following the date on which the code takes effect.  

An amendment to the code must be posted within ten days following the date on which the 

amendment takes effect. 

 

(b)  The Franklin County Manager must promptly cause a copy of this code, including any amendments to 

the code, to be distributed to every person who is or becomes an officer and employee of the County 

of Franklin. 

 

(c)  Every municipal officer or employee who receives a copy of this code or an amendment to the code 

must acknowledge such receipt in writing.  Such acknowledgments must be filed with the Clerk of 

the Franklin County Legislature who must maintain such acknowledgments as a public record. 

 

(d)  The failure to post this code or an amendment to the code does not affect either the applicability or 

enforceability of the code or the amendment.  The failure of a municipal officer or employee to 

receive a copy of this code of ethics or an amendment to the code, or to acknowledge receipt thereof 

in writing, does not affect either the applicability or enforceability of the code or amendment to the 

code. 
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Section 20.  Enforcement. 

 

Any municipal officer or employee who violates this code may be censured, fined, suspended or 

removed from office or employment in the manner provided by law. 

 

Section 21.  Effective date. 

 

This code takes effect on November 20, 2014.  

(Amended January 21, 2016.) 
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CREDIT CARD USAGE POLICY 
 

Adopted Per Resolution #64 of March 5, 2015 by Franklin County Legislature 
 

 
The purpose of this policy is to establish guidelines for Franklin County to provide for the issuance and 
use of credit cards by departments and employees. 
 

1.  Application of County Credit Card 

 

Credit cards will not be obtained unless the Board of Legislature provides advanced authorization. 

The Franklin County Purchasing Department will be responsible for applying for and obtaining credit 

cards, once Board authorization has been provided. The Purchasing Department will research and 

determine which credit card has the best advantage for use by the County, taking into account annual 

fees, interest rates, late fee policy and billing cycle. Credit cards obtained by Franklin County will 

have reasonable charging limits and will not allow for cash advances or cash back from purchases. 

The charging limits will be periodically reviewed for adjustment based on usage. The Franklin 

County Purchasing Department will maintain a master credit card list and update said list on an annual 

basis. The master list will contain the departments and authorized users for each credit card. 

 

2.  Typical Uses 

 

The Franklin County Purchasing Department maintains two credit cards for countywide use.  One 

credit card is for payment of travel and conference expenses, while the other credit card is to be used 

for general purchasing. There are times when it may be deemed necessary to supply a credit card to 

specific departments for use in the case of an emergency when the countywide purchasing card is not 

available for use. These department specific credit cards are only to be used in the case of an 

emergency when countywide credit cards are unavailable and standard purchasing policy cannot be 

followed. 
 

3.  Authorized Use 

 

A.  A purchase made with a credit card may be made in-store, by telephone, fax, internet or US mail. 

A requisition is required per established purchasing policy. 

 

B. When a credit card is being used, a tax-exempt form must be provided to the vendor, as the 

County is tax-exempt and cannot pay sales tax. 
 

C. Franklin County purchasing policy rules and regulations must be followed when using a credit 

card. (State contract, county bid, quotes, etc.) 

 

4.  Restrictions 

 

A. Only authorized users are permitted to use the credit card to purchase merchandise or services on 

behalf of the County. The list of authorized users will be submitted to the Purchasing Department. 

This list will be updated on an annual basis, and whenever necessary to account for change over of 

employees. 
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B. Purchases over the amount of $300.00 must be pre-approved by the Purchasing Agent or in his/her 

absence the Assistant Purchasing Agent. 

 

5.  Receipt of Credit Card Statements and Protocol for Payment 

 

Credit cards accounts will list the County Manager’s office as the billing address, therefore allowing 

for all statements to be mailed directly to the County Manager. The County Manager will review the 

statements and forward to the appropriate department for processing. 

 

When under the circumstances described herein, a purchase has been made via credit card, the 

department incurring the charge shall be responsible for including all itemized paper receipts, billing 

documents and if necessary, documentation of preauthorization of use, for the purpose of having the 

bill paid in accordance with the current auditing and purchasing policies. Departments are responsible 

for the reconciliation of all receipts with the credit card statement. 

 

6.  Disputed Charges/Sales Tax Charges 

 

It shall be the responsibility of each department to contact the vendor and/or credit card company 

regarding any discrepancies between the receipt and the credit card statement, including any sales tax 

that may have been erroneously charged. 

 

7.  Unauthorized and/or Inappropriate Card Use 

 

Credit cards must never be used to purchase items for personal use or for non-County purposes, even 

if the cardholder intends to reimburse the County. Unauthorized and/or inappropriate card use 

includes, but is not limited to: 

 

A. Use of credit card to avoid abiding by the purchasing policy 

 

B. Items for personal use 

 

C. Items for non-County purposes 

 

D. Cash or cash advances 

 

E. Food and beverages for an individual employee. (However, authorized cards may allow for food 

and non-alcoholic beverages for business-related meetings and travel in compliance with existing 

Travel and Training Guidelines and Purchasing policy. These purchases require obtaining prior 

approval of Purchasing Agent) 

 

F. Alcoholic beverages 

 

G. Weapons of any kind or explosives (except authorized Law Enforcement purchases) 

 

H. Recreation and/or entertainment - If it is found that a department has used the credit card for 

unauthorized and/or inappropriate purposes, the County Auditor will notify the Purchasing Agent 

and the Finance Committee so appropriate action may be taken. 
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8.  Disciplinary Action 

 

A. Users are personally liable and subject to disciplinary action for unauthorized purchases. 

Personal use of a County issued credit card is strictly prohibited. A cardholder who makes an 

unauthorized purchase with the card or uses the card in an inappropriate manner will be subject 

to revocation of the credit card and disciplinary action, up to and including termination. 

Franklin County will recoup any monies owed from unauthorized use of credit cards from the 

user. 

 

B. If any item purchased with a credit card is deemed as not acceptable, arrangements must be 

made for a return and refund to the card. 

 

9. Acceptance and Adoption of Policy by the Franklin County Board of Legislature 

 

This policy shall be effective and amends and supersedes all other policies upon the passage of a 

Resolution of the Board of the Franklin County Legislature. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page Intentionally Left Blank



 

Discrimination and Harassment Policy  Discrimination and Harassment Policy 

DISCRIMINATION AND HARASSMENT POLICY 
 

Adopted per Resolution #80 of March 16, 1995 of the Franklin County Legislature 

Amended per Resolution #136 of June 2, 2011 

Amended per Resolution # 223 of August 18, 2016 

Amended per Resolution # 270 of November 1, 2018 
 

Purpose 

 

The purpose of this policy is to define the manner in which Franklin County responds to the issues of discrimination 

and harassment.  Franklin County values a professional environment that encourages an employment relationship 

wherein each individual is treated with respect and dignity. It is the policy of Franklin County to provide and 

maintain a work environment which is free from unlawful discrimination based on sex (with or without sexual 

conduct, and including gender identity and transgender status), race, color, religion, national origin, disability, 

familial status, genetic predisposition or genetic information, marital status, military status, domestic violence victim 

status and any other class protected by law. Harassment based on these characteristics (collectively referred to as 

“discriminatory harassment”) is a form of unlawful discrimination and is prohibited in each and every work 

environment and every situation which directly impacts the work environment.  

 

Policy 

 

Franklin County does not tolerate inappropriate behavior on the part of its management or employees and will not 

tolerate harassment in any form, whether verbal or physical, flagrant or subtle. Franklin County considers 

discrimination, sexual harassment and discriminatory harassment to be forms of misconduct and considers these 

types of misconduct to be a serious offense which will not be tolerated. Allegations of discrimination, sexual 

harassment and discriminatory harassment will be investigated thoroughly and, if substantiated, will be met with 

appropriate corrective and disciplinary action commensurate with the seriousness of the offense(s) and in accordance 

with the law and any applicable collective bargaining agreement.  

 

Sexual harassment is covered separately under the County’s Sexual Harassment Prevention Policy. Refer to the 

Franklin County Sexual Harassment Prevention Policy available in the policy manual (formerly employee handbook) 

on the County’s website, or the offices of Personnel, County Manager or Board of Legislators. 

 

Policy Scope 

 

This policy applies to all applicants (for employment or internship), employees and interns of Franklin County. This 

policy prohibits discrimination, discriminatory harassment, and retaliation, whether engaged in by employees, by 

interns, by a supervisor or manager, or by someone not directly connected to Franklin County (e.g., an outside 

vendor, consultant or citizen.) 

 

Discriminatory Harassment 

 

Franklin County expressly prohibits harassment on the basis of any other class or characteristic protected by law, 

known as “discriminatory harassment.” Prohibited discriminatory harassment is verbal or physical conduct that is 

offensive to or shows an hostility or aversion for an individual (or group of individuals) because of his/her race, sex 

(including gender identity or transgender status), creed, color, national origin, age, disability, sexual orientation, 

military status, marital status, familial status, genetic predisposition or genetic information, domestic violence victim 

status, or any other class protected by law; and that:  

(i) Has the purpose or effect of creating an intimidating, hostile or offensive work environment; or  

(ii) Has the purpose or effect of unreasonably interfering with an individual’s work performance; or  

(iii) Otherwise adversely affects an individual’s employment opportunities.  
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Discrimination 

 

Discrimination on the basis of any protected class or characteristic is also strictly prohibited. Under this policy, 

prohibited discrimination is any adverse treatment of an individual in the terms, conditions or privileges of his/her 

employment because of his/her race, sex (including gender identity or transgender status), creed, color, national 

origin, age, disability, sexual orientation, military status, marital status, familial status, genetic predisposition or 

genetic information, domestic violence victim status, or any other class protected by law.  

 

Discriminatory actions may include, but are not limited to, hiring, firing, demotion, or disciplinary action. 

 

Complaint Procedure 

 

If an individual is subjected to a situation which he/she believes constitutes discriminatory harassment, the County 

recommends that the person confront the harasser directly and advise him/her that his/her behavior is not welcome 

and will not be tolerated. Note that neither this policy nor state/federal law requires that an individual tell the alleged 

harasser to stop his/her actions. Individuals covered by this policy should feel free to keep written records of any 

incidents of harassment, including the date, time, location, names of others involved, witnesses (if any), etc.  

 

If the alleged incident(s) is not resolved between the parties, a written complaint should be filed by the affected 

person(s). Any person covered by this Policy who believes he or she has been the subject of discrimination or 

discriminatory harassment has the responsibility for reporting in writing the alleged act to his or her supervisor or 

Department Head or to the Personnel Officer.  A copy of all written complaints should be sent to the Personnel 

Officer. 

 

All managerial and supervisory personnel of the County, including Department Heads, who receive complaints of 

discrimination or discriminatory harassment, or otherwise become aware of such behavior, shall be responsible for 

immediately forwarding such complaints to the Personnel officer. Failure of a manager, supervisor or Department 

Head to comply with this responsibility may result in disciplinary action. 

 

All complaints will be handled in a timely and confidential manner.  In no event will information concerning a 

complaint be released by the County to third parties or to anyone within Franklin County who is not involved with 

the investigation.  The purpose of this provision is to protect the confidentiality of the person who files a complaint, 

to encourage the reporting of any incidents of discrimination or harassment, and to protect the reputation of any 

individual wrongfully charged with discrimination or harassment. 

 

All complaints will be investigated as promptly as possible. The Personnel Officer will coordinate the investigation 

of all complaints, in conjunction with the County Attorney or his/her designee. Investigation of a complaint will 

normally include conferring with the parties involved and any named or apparent witnesses. Following the 

investigation, a determination will be made regarding the validity of the complaint. The Complaintant shall be 

notified of this determination. .  All individuals covered by this policy shall be protected from coercion, intimidation, 

retaliation, interference or discrimination for filing a complaint or assisting in an investigation, as set forth in the 

“Retaliation” section of this policy. 

 

The question of whether a particular action or incident is prohibited or a purely personal, social relationship without 

discriminatory employment effect requires determination based on all available facts in the matter. 

 

Anyone who is found, after investigation, to have engaged in discrimination  or discriminatory harassment will be 

subject to appropriate sanctions depending on the circumstances from a warning up to and including termination. If 

it is determined that disciplinary action is warranted, such action will be taken in accordance with state law and/or 

any applicable collective bargaining agreement. 

 

This policy applies to conduct in the workplace, at company functions, and in all employment relationships, and 

protects individuals at all levels and positions within the employ of Franklin County. 
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Retaliation 

 

Retaliation against any individual making a complaint of discrimination or discriminatory harassment, or assisting in 

the investigation of such complaint, is against the law and constitutes a serious violation of this policy. Any 

individual who retaliates against another individual for making a complaint of discrimination or discriminatory 

harassment, or against a person who participates in the investigation of such a complaint, will be subject to 

disciplinary action. A person who files a bad faith or knowingly false complaint is not entitled to these protections 

and may be subject to disciplinary action. 

 

Contact 

The County of Franklin encourages anyone who may have a question or concern regarding this policy to raise those 

issues with the Personnel Officer. 
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DRUG-FREE WORKPLACE POLICY 
 

Adopted per Resolution #91 of April 16, 2009 by the Franklin County Legislature 

Amended per Resolution #245 of September 15, 2016 
 

Purpose and Goal  

Franklin County is committed to protecting the safety, health and well being of all employees and other 

individuals in our workplace. We recognize that alcohol abuse and drug use pose a significant threat to 

our goals. We have established a drug-free workplace policy that balances our respect for individuals with 

the need to maintain an alcohol and drug-free environment.  

 This policy and the County recognize that drug and alcohol dependency are illnesses and major 

health concerns. This policy also recognizes that employee involvement with alcohol and other 

drugs can be very disruptive, adversely affect the quality of work and performance of employees, 

pose serious health risks to users and others, and have a negative impact on productivity and 

morale.  

 As a condition of employment, Franklin County requires that employees adhere to a strict policy 

regarding the use and possession of drugs and alcohol.  

 Franklin County has no intention of interfering with the private lives of its employees unless 

involvement with alcohol and other drugs off the job affects job performance or public safety.  

 Franklin County encourages employees to voluntarily seek help with drug and/or alcohol 

problems.  

 

Covered Workers  

Any individual who conducts business for Franklin County, is applying for a position or is conducting 

business on the county property is covered by our drug-free workplace policy. Our policy includes, but is 

not limited to elected and appointed officials, managers, department heads, supervisors, full-time 

employees, part-time employees, off-site employees, volunteers and interns.  

 

Applicability  

Franklin County’s drug-free workplace policy is intended to apply to whenever anyone is representing or 

conducting business for the County. Therefore, this policy applies during all working hours, whenever 

conducting business or representing the County, while on call, paid standby and while on or off County 

property.  

 

Prohibited Behavior  

It is a violation of our drug-free workplace policy to use, possess, manufacture, distribute, sell, trade, 

and/or offer for sale alcohol, illegal drugs or intoxicants while conducting County business (as described 

above).  

 

Notification of Convictions  

Any employee who is convicted of a criminal drug violation in the workplace must notify the Personnel 

Officer in writing within 5 calendar days of the conviction. The Personnel Officer shall notify the County 

Manager immediately of the notice of conviction. The County will take appropriate action within 30 days 

of notification. The action will include either referral to treatment or appropriate disciplinary action. If a 

Federal Grant is involved in the work performed the grant agency will be notified within 10 days after 

receiving notice of conviction.  
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Searches  

Entering the County’s property constitutes consent to searches and inspections. If an individual is 

suspected of violating the drug-free workplace policy, he/she may be asked to submit to a search or 

inspection at any time. Searches can be conducted of desks, work stations, County owned vehicles and 

equipment.  

 

Testing 

Drug and/or alcohol testing may be administered upon reasonable suspicion as outlined in respective 

Collective Bargaining Agreements. Non-union employees shall abide by the Big Unit’s Collective 

Bargaining Agreement terms. 

 

Consequences  

One of the goals of our drug-free workplace policy is to encourage employees to voluntarily seek help 

with alcohol and/or drug problems. If, however, an individual violates the policy, the consequences are 

serious. If an employee violates the policy, he/she may be disciplined with punishment up to and including 

termination. In the case of applicants, if he/she violates the drug-free workplace policy, the offer of 

employment can be withdrawn. The applicant may not reapply.  

 

Franklin County recognizes that alcohol and drug abuse and addiction are treatable illnesses. We also 

realize that early intervention and support improve the success of rehabilitation. To support our 

employees, our drug-free workplace policy encourages employees to seek help if they are concerned that 

they or their family members may have a drug and/or alcohol problem.  

 

The Franklin County Employee Assistance Program (EAP) offers a professional and confidential source 

of assistance for employees and their families looking for assistance with personal problems or concerns. 

Referrals are provided to community resources tailored to individual employee needs which are low cost 

or at no cost. The EAP is comprised of a labor/management committee and coordinators trained to 

provide employee assistance services confidentially, which may include: 

 Assistance with family-related problems 

 Assistance with emotional or physical illnesses, alcohol, and other drug-related problems 

 Assistance with health insurance 

 Information on resources for child care, elder care, legal, and financial support services 

 Workplace, health education, and employee wellness programs  

Contact one of the current EAP coordinators Monday through Friday, 8:00 am – 4:00 pm to discuss 

concerns or to make an appointment. For emergency situations outside of those hours, dial 911. 

 

Treatment for alcoholism and/or other drug use disorders may be covered by the County’s Self Insurance 

Health Plan. However, the ultimate financial responsibility for recommended treatment belongs to the 

employee.  

 

Confidentiality  

All information received by the County through the drug-free workplace program is confidential 

communication. Access to this information is limited to those who have a legitimate need to know in 

compliance with relevant laws and management policies.  
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Shared Responsibility  

A safe and productive drug-free workplace is achieved through cooperation and shared responsibility. 

Both employees and management have important roles to play.  

 

Individuals covered by this Policy shall not report to work or be subject to duty while their ability to 

perform job duties is impaired due to the use of alcohol or other drugs.  

 

In addition, employees are encouraged to:  

 Be concerned about working in a safe environment.  

 Support fellow workers in seeking help.  

 Report dangerous behavior to their supervisor.  

 

It is the supervisor’s responsibility to:  

 Inform employees of the drug-free workplace policy.  

 Observe employee performance. 

 Consult with the Employee Assistance Program (EAP) Coordinator if appropriate. 

 Refer employee to the EAP if appropriate.  

 Investigate reports of dangerous practices.  

 Document negative changes and problems in performance.  

 Counsel employees as to expected performance improvement.  

 Clearly state consequences of policy violations.  

 

Communication  

Communicating our drug-free workplace policy to both supervisors and employees is critical to our 

success. To ensure all employees are aware of their role in supporting our drug-free workplace program:  

 All employees will receive a written copy of the policy.  

 The policy will be reviewed in orientation sessions with new employees.  
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COUNTY OF FRANKLIN 

FAMILY AND MEDICAL LEAVE POLICY 
 

Adopted per Resolution #135 of June 7, 2007 by the Franklin County Legislature 

Revised per Resolution #290 of November 3, 2016 

Revised per Resolution #47 of February 6, 2020 

 

In accordance with the Family and Medical Leave Act of 1993 (FMLA), which became effective 

August 5, 1993 by order of the United States Department of Labor, the County of Franklin must 

comply with the provisions of this law whereby granting up to twelve (12) weeks of unpaid, job-

protected leave to eligible employees for certain family and medical reasons. 

 

1. To be eligible for FMLA leave benefits, an employee must: 

 

 have worked for the County of Franklin for at least twelve (12) months; and 

 have worked at least 1,250 hours in the twelve (12) month period immediately 

proceeding the FMLA leave. 

 

2. The purposes for which the unpaid family and medical leave can be utilized are: 

 

 birth, adoption, or placement of a child for foster care; 

 

Under the Family and Medical Leave Act of 1993, any employee will be granted a leave 

of absence for up to twelve (12) weeks following the birth, adoption, or placement of a 

child into the employee’s foster care.  However, any disability leave taken under FMLA 

will be counted toward the twelve (12) weeks.  In addition, the employee will not be 

entitled to such leave benefits after twelve (12) months following the birth, adoption, or 

placement of a child into the employee’s foster care.  This period will begin on the date 

of such birth or placement and the leave may not be taken intermittently or on a reduced 

schedule unless the employee has made written request with his/her Department Head, 

pending final approval by the Personnel Officer. 

 

 to care for a spouse, child, or parent with a serious health condition; 

 

Under the Family and Medical Leave Act of 1993, any employee will be granted a leave 

of absence for up to twelve (12) weeks in order to care for a spouse, child, or parent with 

a serious health condition.  This leave may be taken intermittently.  However, it may be 

necessary to transfer the employee into a position with equivalent pay and benefits and/or 

into another unit or department that is better able to accommodate intermittent recurring 

periods of FMLA leave. 

 

 when the employee is unable to perform the functions of his/her position due to a 

serious health condition afflicting the employee; 
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Under the Family and Medical Leave Act of 1993, any employee will be granted a leave 

of absence for up to twelve (12) weeks in the event that the employee suffers from a 

serious health condition rendering the employee unable to perform the duties of his/her 

job.  This leave may be taken intermittently.  However, it may be necessary to transfer the 

employee into a position with equivalent pay and benefits and/or into another unit or 

department that is better able to accommodate intermittent recurring periods of FMLA 

leave. 

 

 because of a qualifying emergency arising out of the fact that the spouse, son, 

daughter, or parent of the employee is on covered active duty (or has been notified 

of an impending call or order to covered active duty) in the Armed forces; 

 

Under the Family and Medical Leave Act of 1993, an employee will be granted a leave of 

absence for up to twelve (12) weeks in the event of a qualifying emergency which arises 

out of a spouse, parent or child’s active military duty. A qualifying emergency may 

include (but may not be limited to) activities that involve the following:  

1. Short-notice deployment;  

2. Military events and related activities;  

3. Child care and school activities;  

4. Certain activities related to the care of the service member’s parent(s); 

5. Financial and legal arrangements; 

6. Counseling; 

7. Rest and recuperation; 

8. Post-deployment activities; and/or 

9. Any additional activities agreed to by the employee and Employer. 

 

 When the employee is needed to care for a covered service member with a serious 

injury or illness when the employee is the spouse, son, daughter, parent or next of 

kin of the covered service member. 

Under the Family and Medical Leave Act, an employee will be granted a leave of 

absence for up to twenty-six (26) weeks during a single 12-month period to care for a 

covered service member with a serious injury or illness. The employee must be the 

spouse, son, daughter, parent or next of kin of the covered service member.  

 

DEFINITIONS: 

A serious health condition is defined as an illness, injury, impairment, or physical or mental 

condition that involves: 

 inpatient care in a hospital, hospice, or residential medical care facility; or 

 a period of incapacity requiring absence from work, school or other daily activities, of 

more than three (3) calendar days, and which requires continuing treatment by a health 

care provider, or 

 continuing treatment for a chronic or long term condition that is incurable or so serious 

that, if left untreated, would likely result in a period of incapacity of more than three (3) 
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calendar days, or 

 prenatal care, or  

 as specified in current FMLA regulations. 

 

A health care provider is defined as a doctor of medicine or osteopathy who is licensed to practice 

medicine or surgery by the state in which the doctor is licensed and practices, or any other person 

identified as a person capable of providing health care services under the expanded definition as 

specified in current FMLA regulations. 

 

A spouse is defined as a husband or wife. Husband or wife refers to the other person with whom an 

individual entered into marriage as defined or recognized under state law for the purposes of 

marriage in the State in which the marriage was entered into or, in the case of a marriage entered into 

outside of any State, if the marriage is valid in the place where entered into and could have been 

entered into in at least one State. This definition includes an individual in a same-sex or common law 

marriage that either: 

 (1) Was entered into in a State that recognizes such marriages; or 

 (2) If entered into outside of any State, is valid in the place where entered into and could have 

been entered into in at least one State. 

 

A child is defined as the biological, adopted, foster child, stepchild, a legal ward, or a child for 

whom the employee stands  in loco parentis, who is under eighteen (18) years of age or eighteen (18) 

years of age or older and incapable of self-care because of a mental or physical disability. 

 

A parent is defined as the biological, step, or foster father or mother of an employee or an individual 

who stood in loco parentis to an employee when the employee was a child as defined above. 

 

A leave year for the purposes of determining when FMLA leave can be taken, shall be defined as 

calendar year beginning January 1, and ending December 31. 

 

The employee is required to provide at least thirty (30) days notice, whenever possible, prior to 

commencement of the leave.  In the event that the birth or placement of the child or the treatment of 

such illness or the sudden onset of the illness occurs after the required thirty (30) day notice date or is 

unforeseeable, then the employee is required to notify his/her Department Head as soon as possible. 

 

When both spouses are employed by the County of Franklin, they are jointly entitled to a combined 

total of twelve (12) workweeks of family leave for the birth or placement of a child for adoption or 

foster care, and to care for a child or parent who has a serious health condition.  However, each 

spouse is individually entitled to the difference of the family leave not used under the joint 

entitlement, up to, but not exceeding twelve (12) workweeks. 

 

While on FMLA leave the employee must use sick leave accruals concurrently with the FMLA leave. 

If sick leave accruals are exhausted, the employee must use vacation accruals unless the employee 

has less than the equivalent of one week of vacation accrued, in which case a leave of absence 

without pay may be considered as outlined in the respective collective bargaining agreement.  If a 
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leave of absence is granted, such leave will also run concurrently with the unpaid FMLA leave.  In 

the event the eligible employee has no accrued leave to his/her credit or not enough accrued leave to 

his/her credit to extend through the FMLA leave, the FMLA leave provided under this policy will be 

unpaid. 

 

The employee will be required to provide medical certifications(s) supporting the need for leave due 

to a “serious health condition” affecting the employee or his/her “spouse, child, or parent.”  It shall 

include the date of the condition’s onset, its expected duration, and any pertinent medical facts 

concerning the condition as it relates to the employee’s need for the FMLA leave.  In cases of 

intermittent leave for planned medical treatment, the certification should include the dates on which 

such treatment is expected to be given and its duration.  For employee’s own medical leave the 

certification must include a statement that the employee is unable to perform the functions of his/her 

position.  Medical certification for FMLA absences may be requested for absences of five (5) days or 

longer.  Requests for medical certification shall be in writing and shall be mailed to employees 

within two (2) business days from time of notice.  Employees shall have fifteen (15) calendar days to 

comply with request. 

 

Where the FMLA leave is unforeseeable, in order to be credited with FMLA leave the employee 

must complete the approved application and related documents, as provided herein, and provide a 

copy of a medical certification issued by the “health care provider” of the eligible employee or of the 

“spouse, child, or parent” of the eligible employee as soon as is practicable. 

 

The County of Franklin reserves the right to obtain second and third medical opinions, at the 

County’s expense, to support the need for leave due to a “serious health condition” affecting the 

employee.  The provider of the second medical opinion must be approved by the Personnel Officer.  

To resolve conflicting opinions, County of Franklin may solicit the opinion of a third “health care 

provider” to be jointly selected by the Personnel Officer and the employee.  Should the parties be 

unable to agree on a mutually accepted health care provider, then a lottery selection will be 

performed.  This third opinion will be considered final and binding. 

 

It will be requested that while on FMLA leave the employee report periodically to his/her 

Department Head regarding his/her status and intention to return to work.  Recertification may be 

requested by the County, on a reasonable basis, but not more often than once every thirty (30) days 

unless there is a significant change in condition or a greater number of absences than originally 

planned. 

 

The County of Franklin will maintain group health insurance coverage for an employee on family or 

medical leave whenever such insurance was provided before the leave was taken and on the same 

terms as if the employee had continued to work.  Arrangements will be made through the Personnel 

Officer for the employee to pay his/her share of the bi-weekly “co-pay” of the health insurance 

premium while on leave, if applicable.  The County of Franklin will attempt to recover any health 

insurance premiums paid for maintaining group health insurance if the employee fails to return to 

work following the family or medical leave. 
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The County of Franklin may deny reinstatement to an employee who fails to produce a “fitness-for-

duty” certification to return to work.  This requirement applies only where the reason for the FMLA 

leave was the employee’s own “serious health condition.” 

 

Upon return from FMLA leave, the employees will be restored to his/her original job, or to an 

equivalent job with equivalent pay, benefits, and other employment terms and conditions. 

 

A request for FMLA leave must be originated in duplicate by the employee utilizing the approved 

form.  This request should be completed in detail, signed by the employee and health care provider, 

if applicable and submitted to the Department Head. The Department Head will be required to 

forward the original FMLA leave request form(s) to the Personnel Officer and to maintain a copy for 

departmental record keeping.  Medical Certifications shall be submitted to the Personnel Officer who 

will determine whether the employee qualifies for FMLA leave in accordance with FMLA 

regulations.  The Personnel Office will advise the Department Head whether the employee qualifies 

for FMLA.  The Department Head will then notify the employee appropriately and provide the 

Designation Notice. 

 

Nothing in this policy will diminish any rights or benefits afforded to employees through the 

collective bargaining agreement or employee benefit program/plan nor may the rights established 

under FMLA be diminished by any such collective bargaining agreement or plan. 

 

COUNTY OF FRANKLIN 

FAMILY AND MEDICAL LEAVE POLICY 
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THE HATCH ACT 
 

The Hatch Act:  Its Importance to State and Local Government Employees: 

In 1939, Congress approved landmark legislation know as the Hatch Act which limits the political 

activities of federal employees, employees of the District of Columbia government, and certain employees 

of state and local governments.  With the enactment of the Hatch Act, regulations governing the political 

activities of these employees were written into the United States Code for the first time. 

 

In passing the Hatch Act, Congress determined that partisan political activity by federal employees, 

employees of the District of Columbia government, and certain employees of state and local governments 

must be limited for public institutions to function fairly and effectively.  Through the years, various 

challenges to the Hatch Act have only reaffirmed this basic premise. 

 

Who is Covered?   

The Hatch Act restricts the political activity of an individual principally employed by a state or local 

executive agency in connection with a program financed in whole or in part by federal loans or grants.  

The following list offers examples of the types of programs which frequently receive financial assistance 

from the federal government: public health, public welfare, housing, urban renewal and area 

redevelopment, employment security, labor and industry training, public works, conservation, agricultural, 

civil defense, transportation, anti-poverty, and law enforcement programs.  Usually, employment with a 

state or local agency constitutes the principal employment of the employee in question.  When an 

employee holds two or more jobs, principal employment is generally deemed to be that job which 

accounts for the most work time and the more earned income. 

 

As a final note, state and local employees subject to political activity laws continue to be covered while on 

annual leave, sick leave, leave without pay, administrative leave or furlough. 

 

Hatch Act provisions do not apply to: 

 

1) Individuals who exercise no function in connection with federally financed activities; or  

2) Individuals employed by educational or research institutions, establishments, or agencies which are 

supported in whole or in part by state or political subdivisions thereof, or by recognized religious, 

philanthropic or cultural organizations. 

 

The law also exempts certain specified employees from the prohibition on candidacy for elective office. 

These exemptions include: 

 

1) The governor or lieutenant governor of a state, or an individual authorized by law to act as governor; 

2) The mayor of a city; 

3) A duly elected head of an executive department of state of municipality who is not classified under a 

state or municipal merit or civil service system; and 

4) An individual holding public elective office.  The latter exemption applies only when the elective 

office is the position which would otherwise subject the employee to the restrictions of the Hatch 

Act. 
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Political Do’s and Don’ts For State and Local Employees: 

 

An individual principally employed by a state or local executive agency in connection with a program 

financed in whole or in part by federal loans or grants.......... 

 

...May be a candidate for public office in a nonpartisan election 

...May campaign for and hold elective office in political clubs and organizations 

...May actively campaign for candidates for public office in partisan and nonpartisan elections 

...May contribute money to political organizations or attend political fund-raising functions 

...May participate in any activity not specifically prohibited by law or regulation 

...May not be a candidate for a public office in a partisan election 

...May not use official authority or influence for the purpose of interfering with or affecting the results of 

an election or nomination for office 

...May not directly or indirectly coerce contributions from subordinates in support of a political party or 

candidate 

 

An election is partisan if any candidate for an elective public office is running as a representative of a 

political party whose presidential candidate received electoral votes at the preceding presidential election. 

 

CAUTION:  An employee’s conduct is also subject to the laws of the state and the regulations of the 

employing agency.  Prohibitions of the Hatch Act are not affected by state and local laws. 

 

The Office of the Special Counsel:   The Office of the Special Counsel is responsible for investigating 

reports or complaints of Hatch Act violations by covered employees of state and local governments. 

 

If an investigation indicates a violation of the law, a written complaint for disciplinary action may be filed 

with the U.S. Merit Systems Protection Board (MSPB).  A copy of the complaint is served on the 

offending employee.  Full opportunity is provided to contest the charges, including a right to a hearing 

before the MSPB.  The employee may be represented by counsel at all stages of the proceedings. 

 

After consideration of the entire record, MSPB will notify the employee and the employing agency of its 

decision.  If the MSPB finds the offense warrants dismissal from employment, the employing agency must 

either: (1) dismiss the employee; or (2) forfeit a portion of the federal assistance equal to two years’ salary 

of the employee.  If the MSPB finds the violation does not warrant the employee’s discharge, no penalty at 

all is imposed. 

 

This is intended to be simply a summary of the laws, regulations and policies governing the political 

activities of certain employees of state and local governments.  Its intent is to provide a basic overview of 

permissible and prohibited political activities.  Employees should not rely on the opinions of friends or co-

workers when they have questions with regard to a specific political activity.  Ignorance of the law does 

not excuse and employee’s violation of the Hatch Act.  Reliance on incorrect or unofficial information 

also does not excuse a violation.  Employees with additional questions may obtain an advisory opinion by 

telephoning the Office of the Special Counsel, U.S. Merit Systems Protection Board, 1120 Vermont Ave., 

N.W. Washington, DC 20419 (telephone (202) 653-7188). 
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HEALTHY MEETING POLICY 
 

Adopted Per Resolution #142 of May 19, 2016 by the Franklin County Legislature 

 

 

Effective June 1, 2016, it is the policy of Franklin County that all activities and events, whenever possible, 

(including, but not limited to meetings, potluck events, catered events, community-sponsored events, etc.), 

sponsored or supported by this organization will always include opportunities for healthy food and 

beverages by: 

 

     1) Offering one or more of these healthy items: 

          Fruits and/or vegetables 

          Low-fat milk and dairy products 

          Foods made from whole grains 

 

     2) Including a vegetarian option at all meals 

 

     3) Providing water at all meals 

 

     4) When serving dessert, offering small portion sizes of fruit crisps, small cookies or other reasonable 

dessert options 

 

     5) Identifying healthy eating opportunities 

         Examples include identification of restaurants, caterers, farmers markets or other venues where 

healthy food choices are made readily available 

 

     6) Providing encouragement from group leadership to enjoy healthy foods 
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INFORMATION SECURITY POLICY  
 

Adopted per Resolution #97 of April 5, 2018 by Franklin County Legislature 

 

Security Mission 

To safeguard the confidentiality, integrity, and availability of information entrusted to us by the citizens of 

Franklin County, by delivering a comprehensive suite of IT and information security governance and 

operations functions. 

Purpose of This Document 

A single unauthorized exception to security measures can jeopardize other users, the entire county, and 

even outside organizations such as other local and state agencies and business partners. The 

interconnected nature of modern information systems requires that a minimum level of security be 

observed by all employees. This document defines that minimum level of due care. In some cases, these 

requirements will conflict with other objectives such as improved efficiency and minimized costs. The 

Franklin County Legislature has examined these tradeoffs and has decided that the minimum requirements 

defined in this document are appropriate for all workers at Franklin County. As a result, violations of this 

policy may result in disciplinary action, up to and including termination. This document does not preclude 

a department from drafting and maintaining a departmental security policy. However, such a policy will 

not supercede or circumvent the minimum requirements defined within this document. 

This document lists its stated objectives, followed by general provisions applicable to everyone within the 

organization. Lastly, more clearly defined responsibilities are organized by audience. 

Strategic Security Objectives 

The following table lists the strategic security goals of Franklin County. Franklin County’s policies and 

procedures are designed to meet these objectives and constantly improve our security posture, while 

maintaining operational and cost efficiency when feasible. 

 Organization Strategic Goals Information Security Objectives 

 

1 

Risk mitigation and asset 
protection 

 Safeguard client information at rest, in transit, and in use. 
 Safeguard the confidentiality, integrity, and availability of 

the network, systems, and applications. Keep up with ever-
emerging security threats. 

 Provide confidence to leadership in the effective and 
efficient execution of information security responsibilities. 

 Mitigate information security risk and protect assets. 

 

2 

Operational and cost efficiency  Improve cap expense and operational expenditures. 
 Meet the operating needs of the organization in a secure 

manner. 
 Move from a reactive to a more proactive response model. 
 Provide secure computing training and education to the 

organization. 

 

3 

Compliance obligation  Meet legislative requirements, regulatory requirements, and 
audit recommendations. 

 Monitor and validate regulatory compliance. 
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Definitions 

1. Breach 

The acquisition, access, use, or disclosure of data, in a manner not permitted by the applicable 

statutory provision or this policy, which compromises the security of the data. 

2. Confidential Data 

Data that would not expose Franklin County to loss if disclosed, but that the data owner feels should 

be protected to prevent unauthorized disclosure or unwanted invasion of privacy is considered to be 

Confidential Data. It is the data owner’s responsibility to implement the necessary security 

requirements. 

3. Data Custodian 

The individual or group who has responsibility for maintaining the tools necessary for storing of data 

by the data owners. Example: Data Processing maintains servers that a department’s software program 

runs on. Data Processing is the data custodian as the maintainer of the server\data storage 

infrastructure.  

4. Data Owner 

The individual who is responsible for the maintenance and safekeeping of data, whether it be 

electronic or physical.  

5. End User 

End users are all individuals performing work for Franklin County, whether they are employees or 

contractors.  

6. High Risk Data  

Information assets for which legal regulations exist to govern their disclosure and security. Data 

covered by federal and state legislation, such as but not limited to HIPAA, Mental Hygiene, Drug and 

Alcohol, and CPS (Child Protective Services) are in this class. Payroll, personnel, and financial 

information are also classified as High Risk because of privacy requirements. 

This policy recognizes that other data may need to be treated as High Risk because it would cause 

severe damage to Franklin County if disclosed or modified. The data owner should make this 

determination. It is the data owner’s responsibility to implement the necessary security requirements.  

7. Information Security Officer 

An individual named by the County Legislature to function as a point person for ensuring compliance 

with the details of this policy.  

8. Public Data 

Information that may be freely disseminated is considered to be Public Data. However, even though 

the data may be freely disseminated to the public, the integrity of the data must be protected.  
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Security Organizational Structure 
The graphic below outlines the structure of the organization, with respect to security. 

County Legislature

County Manager

Information Security Officer County Attorney Personnel Director

Security Steering Group

Building & Grounds 
Supervisor

Department Head Department Head

End User End User End User

IT Department Department Head

End User

DSS Department Head

End User

DSS IT Department

 

Security Responsibilities 

County Legislature - The County Legislature is ultimately accountable for county governance which 

includes information security governance as an integral part of it. 

Security Steering Group – The Security Steering Group, consisting of the County Manager, County 

Attorney, Personnel Director, and Information Security Officer, is responsible for drafting the Franklin 

County Information Security Policy. The group must meet at least once annually to review and revise the 

policy and submit any revised version to the County Legislature for approval.  

Building & Grounds Supervisor – The Building & Grounds Supervisor is responsible for the physical 

security of Franklin County facilities, unless managed by the department who occupies the building. 

Department Head – The Department Head is responsible for compliance to the Information Security 

Policy by the End Users of that department. They may draft additional security policies and procedures for 

their own department but may not subvert this policy or the principle of least privilege. 

IT Department – Two IT Departments operate within Franklin County. The DSS IT Department, 

responsible for the direct support of the Department of Social Services, and the Data Processing 

Department, responsible for the rest of Franklin County. The responsibilities of the IT departments are as 

follows: 

1. Protect information assets 

 Implement security controls and solutions according to security governance requirements such as:  

o Auditing 

o Participation in Privacy Impact Assessments (PIAs) and Threat and Risk Assessments 

(TRAs) 

o Development of policies and procedures 

o Security architecture design 

o Security training and awareness for all users 

o Etc. 

 Collaborate with and support other departments from an information security perspective. 

 Maintain and ensure execution of security operational standards such as: 
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o System hardening 

o Patching 

o Provisioning and de-provisioning of systems and access 

o De-commissioning of technical assets 

o Etc. 

 Adhere to the privacy legislations. 

 Manage security devices (internal & external): configure, update, and tune. 

2. Know what is happening in the environment: real-time security monitoring/detection. 

 Monitor organizations’ IT systems and end users’ activities from an information security 

perspective. 

 Correlate and analyze logs in order to detect potential information security breaches. 

3. Know what actions need to be taken based on this information: 

 Security incident management 

 Security problem management 

 Reporting 

 Auditing response 

 Forensics 

 

End User – The End User is responsible for knowing and following the guidelines of this policy, and to report any 

breach of High Risk or Confidential Data to the appropriate parties. Failure to comply with any of the policies 

contained in this document may result in disciplinary action up to and including termination of employment. 

General Provisions 

Breach Policy for High Risk and Confidential Data 
Any breach of High Risk and Confidential Data must be reported to the Information Security Officer and 

the County Attorney immediately for investigation. The County Attorney and Information Security Officer 

shall investigate the matter and recommend further action to ensure compliance with applicable statutory 

requirements and Franklin County Policy provisions.  

Users shall report all suspicious activities, social engineering attempts, anomalous behavior of equipment, 

systems or persons, virus activity, and any unusual occurrences to their department supervisor 

immediately. The department supervisor shall report this information to the IT Department or the County 

Information Security Officer. The Information Security Officer and the IT Department will conduct an 

investigation as required by the nature of the incident and will document their findings and report back to 

the department supervisor within ten business days. IT and the Information Security Officer will contact 

law enforcement agencies if their investigation warrants it. 

Facility Security  

Access to every office, computer room, and work area containing High Risk or Confidential Data will be 

physically restricted. When offices are not in use, doors must be locked.  

Guards, receptionists, or other staff must control visitor access or other third party access to Franklin 

County offices, computer facilities, and other work areas containing High Risk or Confidential Data.  

Visitors and other third parties must not be permitted to use employee entrances or other uncontrolled 

pathways leading to or through areas containing High Risk or Confidential Data.  

Identification badges, keys, and physical access cards that have been lost or stolen – or are suspected of 
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being lost or stolen – must be reported to the department head, who will notify Buildings and Grounds, 

and any other appropriate entity, immediately. Likewise, all computer or communication system access 

tokens that have been lost or stolen – or are suspected of being lost or stolen – must be reported to the 

department head or supervisor immediately.  

Where applicable, each person must present his or her badge to the badge reader before entering every 

controlled door within Franklin County premises. Before proceeding through every controlled door, each 

person must wait until the reader indicates that they have permission to enter the area. Workers must not 

permit unknown or unauthorized persons to pass through doors, gates, and other entrances to restricted 

areas at the same time when authorized persons go through these entrances.  

Whenever controlled doors are propped open (perhaps for moving supplies, furniture, etc.), the entrance 

must be continuously monitored by an employee or guard.  

Franklin County workers must not attempt to enter restricted areas in Franklin County buildings for which 

they have not received access authorization.  

Contingency Operations 
In the event that primary facility access controls are not functional or unable to be utilized, the Buildings 

and Grounds department shall keep, as part of Franklin County’s Continuity of Operations Plan, the 

backup or secondary methods for facilities access. This includes consideration for ensuring data is secured 

in the event a primary security control (e.g. electronic door lock) is non-operational. 

Data Security 

Franklin County Information Assets shall be handled in accordance with their Data Classification and in 

accordance with appropriate federal and state statutes and regulations.  

Franklin County employees may be in a position to receive confidential information during the 

performance of their duties. Franklin County employees shall never use information obtained 

confidentially for any non-business related purpose and shall respect the privacy of individuals. Since 

public access of information varies, employees should consult with their supervisor/department head 

regarding the dissemination of High Risk or Confidential Data. Violations of this confidentiality 

requirement may be grounds for disciplinary action, up to and including termination.  

In general, sensitive (Confidential and High Risk) information, regardless of whether it is in paper or 

electronic form, should not leave Franklin County offices. If it is necessary to remove sensitive 

information from Franklin County offices, e.g. a court hearing, this information must be protected as 

appropriate for the type of media. High Risk Data may only be removed from Franklin County premises 

with written consent of the department head and must be encrypted or locked securely. 

Data Classification 

It is essential that all data belonging to Franklin County be protected. However, there are gradations that 

require different levels of security. All data should be reviewed on a periodic basis by the Data Owner and 

classified according to its use, sensitivity, and importance. Franklin County recognizes three classes of 

data as defined in the “Definitions” section of this document: High Risk, Confidential, and Public.  

All information resources shall be categorized and protected according to the requirements set for each 



 

Information Security Policy  Information Security Policy 

classification. The data classification and its corresponding level of protection will be consistent when the 

data is replicated and as it flows through Franklin County. 

Data Owners and their supervisors must determine the data classification and must ensure that the Data 

Custodian is protecting the data in a manner appropriate to its classification. 

Data Custodians are responsible for creating data repositories and data transfer procedures which protect 

data in the manner appropriate to its classification and to any applicable statute. 

Compliance 

Franklin County will ensure proper measures are in place to avoid non-adherence to information security 

compliance requirements – legal, contractual, regulatory, or otherwise. 

All applicable compliance requirements should be identified, documented, and well-maintained. This 

includes requirements for intellectual property rights, record retention, personally identifiable information, 

software licensing, and county policy adherence. Regular reviews or audits should be conducted to ensure 

users’ and systems’ compliance with security policies, standards, and procedures, and initiate corrective 

actions where necessary. 

Contractors/Vendors 
When conducting business with Franklin County, third-party contractors and vendors are required to 

maintain the confidentiality of county information and must comply with the policies set forth in this 

document. Procedures surrounding risk mitigation of a vendor’s access to Franklin County’s assets must 

be documented, reviewed, and agreed upon by Franklin County and the specific vendor. All contractors 

and vendors that access, process, store, or provide various IT components must be in agreement with 

Franklin County’s security policies. 

 

Audience – Legislature 
The Legislature holds responsibility to adopt any changes to the Information Security Policy as necessary, 

and create and appoint members as necessary to a Data Disaster Recovery Workgroup. 

The Legislature will name an Information Security Officer to function as a point person for ensuring 

compliance with the details of this policy. 

Audience – Security Steering Group 
The Security Steering Group is responsible for drafting the Franklin County Information Security Policy. 

The group must meet at least once annually to review and revise the policy and submit any revised version 

to the County Legislature for approval. 

Disaster Recovery and Emergency Mode Operation Plans 

The Security Steering Group shall establish a Disaster Recovery Workgroup consisting of, at minimum, 

representative(s) from IT, the Information Security Officer, and representative(s) from the Emergency 

Management Office. This group shall annually conduct a review, with key departments, of the processes 

that Franklin County intends to follow in a disaster. This group is responsible for annual review of the 

Data Disaster Recovery Plan.  A report of the review, along with recommended remediation shall be 
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presented to the Franklin County Legislature. The group is responsible for ensuring that all remediation is 

performed in a timely manner. 

Audience – Disaster Recovery Workgroup 
The Disaster Recovery Workgroup maintains a County-wide disaster recovery document, known as a 

Continuity of Operations Plan (COOP.) The COOP plan covers key elements of physical disaster recovery 

operations for County departments including: 

 How the department will conduct business during an emergency. 

 The key resources that are required for emergency operations and enumerate how those resources 

will be provided. 

 The backup location(s) where the department will conduct operations.  

 How the department will contact key personnel in an emergency.  

 How the department will disseminate information during an emergency. 

 Enumerating a timeline for the reconstruction of normal operations. 

Disaster Testing and Revision Procedure 
The Disaster Recovery Workgroup will annually review processes and procedures taking into 

consideration the relative importance of critical systems and data. Department Heads will submit their 

COOP plans to the workgroup annually with highlighted changes for review by the workgroup. 

Determining Data Criticality 

Franklin County shall have a formal process for defining and identifying the criticality of its computing 

systems and the data contained within them.  The responsibility for this process lies with the Disaster 

Recovery Workgroup. The prioritization of Franklin County information systems must be based on an 

analysis of the impact to Franklin County services, processes, and business objectives if disasters or 

emergencies cause specific information systems to be unavailable for particular periods of time.  The 

criticality analysis must be conducted with the cooperation of the Legislature, department heads, and 

owners of Franklin County information systems and business processes.  The criticality analysis must be 

conducted as part of the annual disaster testing and revision procedures.  

At a minimum, this process will include:  

 Creating an inventory of interdependent systems and their dependencies. 

 Documenting the criticality of Franklin County’s information systems (e.g. impact on users of 

Franklin County services). 

 Identifying and documenting the impact to Franklin County services, if specific Franklin County 

information systems are unavailable for different periods of time (e.g. 1 hour, 1 day). 

 Identifying the maximum time periods that county computing systems can be unavailable. 

 Prioritizing county computing system components according to their criticality to the Franklin 

County’s ability to function at normal levels. 

Critical Systems, Applications and Data 

During an emergency, operations and data should be restored within 72 hours.  

IT will utilize the following classifications and definitions to identify other critical systems, application 



 

Information Security Policy  Information Security Policy 

and data: 

 

Safety Critical Systems & Applications (SCS) 

A Safety Critical System or application is a computer, electronic or electromechanical system whose 

failure may cause injury or death to human beings. Downtime is unacceptable and appropriate measures, 

such as redundant systems are required.  

During an emergency, these systems will receive the highest priority and will be restored as quickly as 

possible.  

These systems shall maintain uptime of 99.7% or better.  

 

Mission Critical Systems & Applications (MCS) 

A computer, electronic, or electromechanical system whose failure would cause grave financial 

consequences is considered to be a Mission Critical System or Application. Downtime during general 

business operations is unacceptable. However, downtime during an emergency or disaster is acceptable if 

the system resumes operations within a period of 48 hours after the emergency is over.  

These systems shall maintain uptime of 99% or better.  

Core Systems & Applications (CS) 

A computer, electronic, or electromechanical system whose failure would cause operational difficulties, 

increased workload, and inconvenience to staff and clients.  

These systems shall maintain uptime of 98% or better.  

Standard Systems and Applications (SS) 

During an emergency, standard systems and applications should be restored within 96 hours. 
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Audience – Information Security Officer 
The County Legislators shall appoint an Information Security Officer who is responsible for implementing 

and monitoring a consistent data security program. The Information Security Officer shall: 

 Coordinate an annual Risk Assessment that may be conducted by an external consultant. The Risk 

Assessment will review current security policies, the Franklin County’s compliance therewith and 

identify any deficiencies. The results of the Risk Assessment will be used to create a Risk 

Assessment Report that shall be submitted to the Legislature for review and approval. The 

assessment will be conducted annually and results will be presented to the Franklin County 

Legislature each year.  

 Create a Risk Mitigation and Management Plan from the results of the Risk Assessment and 

present to the Legislature for review. This plan will suggest remedies and solutions for deficiencies 

identified in the Risk Assessment. The Information Security Officer is responsible for ensuring 

that risk mitigation is assigned to appropriate parties and completed within a reasonable amount of 

time. 

 Take responsibility for the prevention, detection, containment, correction, and any and all 

reporting protocols, including any applicable statutes. 

 Participate in tabletop Emergency Response exercises as outlined in this policy.  

 Work with the County Attorney to investigate information security breaches; ensure compliance 

with any and all reporting protocols required by the applicable statutes, rules, regulations, and 

County policies; ensure that corrective measures and procedures to prevent, detect, and contain 

future information security breaches are implemented. Monitor information security activities and 

oversee the application of specified security procedures.  

 Assist personnel in assessing data to determine classification level.  

 Ensure that Franklin County provides annual information security training. 
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Audience – End User 

Sanction Policy 

Violations of this policy will be treated like other allegations of wrongdoing at Franklin County. 

Allegations of misconduct will be adjudicated according to established procedures. Sanctions for non-

compliance may include, but are not limited to, one or more of the following: 

 

1. Disciplinary action according to applicable Franklin County policies;  

2. Termination of employment; and/or 

3. Legal action according to applicable laws and contractual agreements. 

Expectation of Privacy 

All county information resources, including but not limited to equipment, documents, data, information, 

records and software are the property of Franklin County. Users have no expectation of privacy in their 

use of county computer and information resources. County equipment, data, records, software, and 

connections are Franklin County property, provided for county purposes only. Software and systems that 

can monitor use may be used. Use of county computer systems and networks constitutes consent to such 

monitoring. 

Intellectual Property - Legal Ownership 
 

With the exception of material clearly owned by third parties, Franklin County is the legal owner of all 

business information stored on or passing through its systems. Unless a specific written agreement has 

been signed with the Legislature, all business-related information, including but not limited to copyrights 

and patents, developed while a user is employed by Franklin County is Franklin County property.  

Password Policy 

Passwords are the primary form of user authentication used to grant access to Franklin County’s 

information systems. To ensure that passwords provide as much security as possible, they must be 

carefully created and used. Without strict usage guidelines, the potential exists that passwords will be 

created that are easy to break, thus allowing easier illicit access to Franklin County’s information systems, 

and thereby compromising the security of those systems. 

Users must choose difficult-to-guess passwords. This means that fixed passwords must not be in the 

dictionary and must not be a reflection of the user’s personal life. For example, license plate number and 

spouse’s name are both unacceptable passwords. Strong passwords are easier to remember when memory 

techniques are employed; for example, several familiar words can be strung together or an acronym can be 

derived from words in a favorite poem or song. 

The Password Policy applies to all information systems, information components, and employees of 

Franklin County, including all temporary or contract workers. This includes, but is not limited to, the 

following: 

 Mainframes, servers, and other devices that provide centralized computing capabilities. 

 SAN, NAS, and other devices that provide centralized storage capabilities. 
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 Desktops, laptops, smart phones, tablets, and other devices that provide distributed computing 

capabilities. 

 Routers, switches, and other devices that provide network capabilities. 

 Firewalls, IDP sensors, and other devices that provide dedicated security capabilities. 

 Cloud services, including but not limited to, infrastructure as a service, platform as a service, 

and/or software as a service.  

 

Policy Statements 

1. Passwords must be constructed according to set length and complexity requirements. As such, 

passwords must be a minimum of 10 characters in length and must include letters (either upper or 

lower case), numbers, and special characters. They may not contain any part of the User ID. 

2. Passwords will have both a minimum and maximum lifespan. As such, passwords must be 

replaced at a maximum of 120 days and at a minimum of 3 days. 

3. Passwords may not be reused any more frequently than every 12 password refreshes. Reuse 

includes the use of the exact same password or the use of the same root password with appended 

or pre-pended sequential characters. 

4. Passwords are to be used and stored in a secure manner. As such, passwords are not to be written 

down or stored electronically. Passwords are to be obscured during entry into information system 

login screens and are to be transmitted in an encrypted format. 

5. Passwords are to be individually owned and kept confidential. If necessary, IT may ask you for 

your password to facilitate the completion of service tickets or other work. If you are ever unsure 

of the authenticity of a password request, please contact the IT Department to confirm. They are 

not to be shared under any other circumstances. 

6. Passwords must be unique to the individual and to the system or application being used. 

Acceptable Use – General 
 

The performance of official Franklin County business may require the handling of a variety of information 

and information technology. Unacceptable use and content expend valuable resources and detract from an 

effective working environment.  

It is every user’s responsibility to utilize information and information technology resources appropriately 

and ensure their security. Users shall not use county information or county IT systems for purposes other 

than those that support official Franklin County business or as defined in this policy. 

Except when in the process of conducting law enforcement activities, users shall not use County IT 

systems to intentionally obtain or generate information containing content that may be reasonably 

considered offensive or disruptive. Offensive content includes, but is not limited to, images or comments 

of a sexual nature, racial slurs, gender offensive comments, or any comments that would offend someone 

on the basis of age, sexual orientation, gender identity, religious or political beliefs, national origin, or 

disability. 

The provisions, terms, and rules for acceptable use apply to the use of all county systems and equipment 

whether in a county building, remote site, or when working from home or any other location using county 

resources.  
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Incidental personal use of any of the below listed tools is permissible so long as: (a) it does not consume 

more than a trivial amount of resources, (b) does not interfere with worker productivity, and (c) does not 

preempt any business activity. Users are forbidden from using Franklin County electronic communications 

systems for charitable endeavors, political campaigns (except the Board of Elections), private business 

activities, or amusement/entertainment purposes. The use of county resources, including electronic 

communications should never create either the appearance or the reality of inappropriate use.  

Acceptable Use – E-mail 

As a productivity enhancement tool, Franklin County encourages the business use of electronic 

communications. Electronic communications systems, including backup copies, are considered to be the 

property of Franklin County. Franklin County cannot guarantee that e-mail communications will be 

private. All e-mail communications may be stored and archived by Data Processing for 7 years. E-mail 

messages are considered to be “documents” and are subject to all statutory and legal compliance, 

particularly in reference to Schedule CO-2 published by the New York State Archives. E-mail items that 

are not “official documents,” as described by the New York State Archives, should be deleted as soon as 

they are no longer needed. E-mail items that do fit the definition of “official documents” should be stored 

in a permanent archive or other appropriate medium for the period of time defined by regulation or statute. 

See your department’s record officer for more information on this.  

High Risk or Confidential Data must never be sent in e-mail unless the e-mail has been encrypted using a 

county approved encryption solution.  

County employees are prohibited from using personal e-mail to conduct county business.  

It is the responsibility of the individual user to manage and maintain their e-mail mailbox. Data Processing 

may employ quotas on mailbox size to enforce compliance. Messages no longer needed for business 

purposes must be periodically purged by users from their email system mailbox. These should be stored in 

a manner that is in keeping with later retrieval should that be necessary.  

It is the policy of Franklin County not to regularly monitor the content of electronic communications. 

However, the content of electronic communications may be monitored and the usage of electronic 

communications systems will be monitored to support operations, maintenance, auditing, security, and 

investigative activities. Users should structure their electronic communications in recognition of the fact 

that Franklin County will from time to time examine the content of electronic communications.  

It may be necessary for IT personnel to review the content of an individual employee’s communications 

during the course of problem resolution. IT personnel may not review the content of an individual 

employee’s communications out of personal curiosity, or at the behest of individuals who have not gone 

through proper approval channels.  

Restrictions 

1) E-mail cannot be opened or read without the expressed permission of the recipient, except as 

allowed by law. 

2) Misrepresenting, obscuring, suppressing, or replacing a user’s identity on an electronic 

communications system is forbidden. The user name, e-mail address, organizational affiliation, 

and related information included with e-mail messages or postings must reflect the actual 

originator of the messages or postings.  

3) Sending e-mail that is abusive, threatening, or that constitutes ethnic, religious, minority, or other 

forms of harassment is forbidden. 
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4) Sending e-mail to menace an individual or individuals. 

5) With the exception of Board of Elections staff, the use of e-mail for partisan political activity is 

prohibited. 

6) Distribution of spam email, or using the email system to create a disruption. Such actions include, 

but are not limited to: 

 Sending or forwarding chain letters or e-mail that uses a pyramid scheme to distribute 

communications to an exponentially growing collection of recipients. 

 Deliberately flooding a user's mailbox with automatically generated mail. 

 Sending e-mail that is deliberately designed to interfere with proper e-mail delivery or access. 

 

7) Message Forwarding: Some information is intended for specific individuals and may not be 

appropriate for general distribution. Users should exercise caution when forwarding messages. 

Franklin County High Risk and Confidential information must never be forwarded to any party 

outside Franklin County unless the message is encrypted and department head approval has been 

obtained.  

 

Remote Access to Email 

For non-County devices, access to email via the Outlook Web Access (OWA) portal is provided. 

Currently, this portal is accessible at https://mail.co.franklin.ny.us/owa.  

Access to email via Active Sync for personal devices is permitted, provided that the following restrictions 

are followed: 

1) The employee must request access from IT and sign an agreement acknowledging that partial 

control of the device will be given to Franklin County IT. 

2) The employee is required to password protect the device, and must not share access to the device 

with anyone else. 

3) No files can be locally stored on the device. 

4) Upon upgrading the device or leaving employment, the employee must report to IT to ensure that 

the Active Sync Account has been properly removed. 

As part of the process of connecting the device to the organization’s email servers, the employee is 

required to give Franklin County IT the ability to remotely wipe the device. If the employee loses the 

device or leaves the employ of Franklin County without turning the device over to IT for account removal, 

it will be remotely wiped. As part of the signed agreement, the employee will accept responsibility for any 

loss of personal data resulting from a remote wipe. 

Acceptable Use – Internet 

Access to the internet will be provided to those Franklin County employees who have need for such 

access for the performance of their official county duties. The use of the internet is a privilege and not a 

right. Franklin County employees should realize that their communications are not automatically protected 

from viewing by third parties. Unless encryption is used, workers must not send information over the 

Internet if it is classified as High Risk or Confidential information.  

https://mail.co.franklin.ny.us/owa
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Franklin County has the ability to monitor internet use and reserves the right to monitor and determine if 

specific uses are consistent and acceptable with this policy. 

 

Franklin County routinely uses technology to prevent users from connecting to certain non-business web 

sites. Workers using Franklin County computers who discover they have connected with an inappropriate 

web site that contains sexually explicit, racist, violent, or other potentially offensive material must 

immediately disconnect from that site. The ability to connect with a specific web site does not in itself 

imply that users of Franklin County systems are permitted to visit that web site.  

 

Franklin County strongly supports strict adherence to Intellectual Property rights, copyright law, and 

software vendors’ license agreements. Download and use of copyrighted software in a manner that 

violates the license agreement and without permission are prohibited. Franklin County employees should 

assume that all materials on the Internet are copyrighted unless specific notice states otherwise. When 

information from the internet is integrated into internal reports or used for other purposes, all material 

must include labels such as “copyright, all rights reserved” as well as specific information about the 

source of the information (author names, URL’s dates, etc.). Reproduction, forwarding, or in any other 

way republishing or redistributing words, graphics, or other materials must be done only with the written 

permission of the author/owner. 

Restrictions 
In addition to the restrictions listed above, use of the internet for viewing or retrieving any of the 

following are prohibited: 

 

1) Pornographic material or inappropriate text files. 

 

2) Commercial or for-profit purposes. 

 

3) Personal or private enterprise. 

 

4) Personal advertisement. 

 

5) The modification or misrepresentation of files, data and or passwords belonging to others. 

 

6) Actions that would destroy, modify or abuse hardware or software. 

 

7) Infiltration of a computer or computer system for any reason. 

 

8) Hate mail, harassment, discriminatory remarks and other antisocial behavior. 

 

9) With the exception of Board of Elections staff, use of the internet for partisan political purposes is 

prohibited. 

 

10) Online gaming or gambling. 

 

11) Use of file sharing sites or services, unless approved by Franklin County and for work purposes. 

 

12) Downloading of applications not approved for use by Franklin County, or without proper licensing 

or ownership. 
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Acceptable Use – Wireless Networks 

Where implemented, county wireless or WiFi networks may be used to conduct county business. Franklin 

County’s wireless networks are configured as either employee networks or guest networks.  

Employee networks are configured on county workstations by IT, and allow access to county resources in 

the same way that a wired network connection would. The password for these networks will not be given 

out, and should any employee be aware of the password for one of these networks, they are not permitted 

to share that password nor use it to connect any additional devices, be they county-owned or otherwise. 

Any incident where employee network passwords have been shared with unauthorized individuals should 

be reported to the IT Director immediately. 

Guest networks are for use by authorized contractors, guests, or mobile devices not requiring access to 

county resources. They allow access only to the internet. Employees are not permitted to connect to these 

networks for personal use, nor are they permitted to give out passwords for these networks, unless they 

have been authorized by IT to do so. Requests for passwords to guest networks must be made through the 

Helpdesk. Guest network passwords are changed regularly to prevent abuse and enhance security. 

Acceptable Use – VPN (Virtual Private Network) or other Remote Access 

VPN access may be provided to employees, contractors, business partners, and members of other agencies 

based on demonstrated need and job function as approved by the department head.  VPN Access is to be 

used only to support county government business and all the general provisions of the General Acceptable 

Use policy stated above apply to all VPN use. VPN Access will be granted by IT upon written memo from 

the Department Head, and according to least privilege requirements. Employees may be granted VPN 

access during business hours if they are working from a remote site, such as a school or conference.  

Acceptable Use – Cellular Phones and Other Wireless Devices 

Franklin County may provide employees with cell phones, smart phones and other appropriate mobile and 

wireless devices, when necessary for the performance of their county duties. All mobile devices will be 

password protected.  

Mobile devices, like other means of communication, are to be used only to support county government 

business unless otherwise approved by the Board of Legislature. Employees may use mobile devices to 

communicate outside of the county government when such communications are related to legitimate 

business activities and are within their job assignments or responsibilities.  

Employees shall not use mobile devices for illegal, disruptive, unethical or unprofessional activities, 

personal gain, or for any purpose that would jeopardize the legitimate interests of Franklin County. 

Employees are required to reimburse the county for personal use if the device plan goes over the plan 

amount.  Employees must understand that unreimbursed personal use of county mobile devices may be 

audited by the IRS and be reportable as income. Use of County devices for private business use is 

prohibited. 

Department heads must review all cellular telephone statements for compliance with this policy. Any use 

not in accordance with this policy may result in disciplinary action, up to and including termination of 
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employment, in addition to reimbursement to the county for all costs associated with non-compliance.  

Mobile hotspots, whether as a cellphone feature or a standalone device, should be turned off when not 

being used to complete work-related tasks. This prevents unnecessary data usage which could result in 

charges to the county, and ensures that the service provider will not throttle the device’s bandwidth as a 

result of overuse. It also increases the security of the device by not advertising its existence when not in 

use. 

User identification and passwords must be enabled and used on all mobile devices and mobile computing 

devices in accordance with county policy. Access codes must be protected and will be required to be 

changed in accordance with Franklin County’s Password Policy. Mobile devices will be either turned off 

or locked when not in use. 

No personal hardware or software is allowed to be loaded on the Mobile Device.  All equipment and 

software of any kind is the sole property of Franklin County. Mobile Device Management software and 

policies imposed by IT must remain in place at all times. 

Users shall avoid leaving mobile devices in situations that increase the risk of theft and never leave 

mobile devices unattended or unsecured. If the mobile device is stolen, you must immediately report this 

to your supervisor who will inform the appropriate department head, IT, and appropriate law enforcement 

authorities. 

Mobile devices will not be used while operating a motor vehicle. Employees must take every effort to 

ensure the safe usage of mobile devices. 

Employees must take every effort to ensure the security, safety, and maintenance of the mobile device. 

Any unreasonable use, abuse, neglect, or alterations of mobile device equipment may result in the loss of 

computing privileges. Misuse of mobile devices will result in appropriate disciplinary action up to and 

including termination of employment.  

Users are required to immediately report any problems with their mobile devices to the appropriate 

Information Technology Helpdesk. Any attempt by employees to dismantle or repair their machines or to 

install modifications themselves may invalidate the manufacturer’s warranty.  

It is mandatory for all county users of mobile devices to copy or move all data files stored on the hard 

drives to the network so they will be backed up according to the critical nature of the data. It is the policy 

of the county that no user or county data be stored on mobile devices, and instead be stored and accessed 

from county servers. An exception shall be made for circumstances such as travel outside the county 

network where access to specific local files is necessary (e.g. presentation on mobile device for an out of 

area court appearance.) Upon return, the user must delete those locally stored files from the computer.  

Acceptable Use - Working from Home or Other Remote Sites 

The scope of this section does not indicate working from home is authorized for any particular employee, 

and only discusses the precautions and steps that must be employed if authorization is given or allowed 

through a separate policy. 

Laptop computers and mobile devices such as tablets, smart phones or other devices, hereafter referred to 

as mobile devices, as well as Remote Desktop access services may be provided to employees based on 

demonstrated need and job function as approved by the department head, and according to least privilege 
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access. This includes but is not limited to employees whose positions involve on-call duties, employees 

who during the normal course of employment perform their duties away from their assigned work space, 

and employees who have demonstrated a need to be in contact with their office via email and other 

communication interfaces. County business should always be conducted on county-issued computers or 

devices approved for use by IT. Users should never use personal computers to conduct county business 

except through county authorized tools or mechanisms.  

When mobile devices are removed from county networks to be utilized remotely, they must be 

reconnected when remote business is concluded. Mobile devices taken home at the end of a workday 

should be returned to the network on the following workday. County devices are required to be scanned 

regularly to ensure that antivirus definitions and software updates are properly installed, and to ensure that 

they have not been lost or stolen. Mobile devices that have not been successfully scanned for a period of 

time will be investigated by IT, and remote access permission for the mobile device may be revoked as a 

result.  

The security of Franklin County information and physical property at remote locations is just as important 

as it is in the office. All the same security requirements apply at remote locations, although they may be 

implemented in different ways. For example, paper-based Confidential and High Risk information must 

be locked up when not in active use. In Franklin County offices, a file cabinet might be used, but on the 

road, or at home, a locking briefcase might be employed. 

Workstation Security 
 

General 

Workstations are a gateway to secure network storage, printing, applications and other services. Data shall 

never be stored on individual workstations. Workstations are not backed up and may be removed, 

replaced, or erased and reconfigured at any time by IT without prior notice. End users are responsible for 

ensuring that all data resides on appropriate network resources and that no data is stored on their 

individual computer. All data must be stored on either Home Folders, Shared Folders, or other applicable 

network storage devices.  

No network devices, including but not limited to computers, hubs, switches, routers, and wireless devices 

shall be attached to the Franklin County network unless they have been approved in writing by the IT 

department. Moreover, only members of the IT department or approved contractors may attach network 

devices to the Franklin County network. Users may not bring workstations or other devices from home 

and attach them to the network or to their workstation unless approved in writing by the IT department. 

All workstations must have county-approved virus protection software on them, and must be connected to 

the county network whenever possible, to receive updates, new antivirus definitions, and be recognized by 

network monitoring software. Workstations that have not been scanned in several days will be 

investigated by IT. Workstations should be logged off in the evening, but not shutdown, so that they will 

receive regular updates during their maintenance window. Monitors should be turned off in the evening 

when not in use.  

Workstations shall be stored in controlled access areas, or in areas where there is minimal probability of 

unauthorized personnel viewing screens or data. When workstations must be stored in public areas, 

screens shall be turned away from public view. When this precaution is not possible, covers will be 
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installed in order to preclude passerby access to High Risk and Confidential information. When a user 

leaves his or her work area or office for any period of time, the user must place the desktop in a password-

protected “locked” state.  

Workstation Purchasing and Acquisition 

As stated in the Franklin County Purchasing Policy, all requisitions for computer hardware and software 

must be approved by the Director of Information Services or, for DSS, the Systems Coordinator, before 

the items may be purchased. IT may restrict the purchasing of hardware or software to certain brands or 

SKUs to ensure uniform configurations, security, and/or best value if it meets user requirements.  

 

Hardware purchased for the purpose of connecting to county resources, such as file shares, applications, or 

printers must adhere to the specifications set forth by the IT department. Any unapproved hardware will 

be denied access to county resources, and any attempt to subvert these restrictions will be subject to 

disciplinary action. 

 

In general, IT will target workstations older than five years for refresh as allowable by budget and time 

constraints. IT will set their own criteria to prioritize which workstations to refresh, and cannot guarantee 

that all workstations of a certain age will be refreshed within a given year. Departments who wish to 

purchase hardware or software outside of this refresh period may do so and will be recorded as refreshed 

equipment within Franklin County IT’s inventory. 

 

Removable Media 

Considering federal and state regulations on information security, use of rewritable media including, but 

not limited to flash drives, diskettes, DVDs, and CDs is strongly discouraged. Users shall not utilize 

personal removable media devices in Franklin County computer systems. Removable media shall not be 

used to transfer Franklin County data to personal or non-county devices, or vice versa. Removable media 

may be used to deliver data to third parties only through a secure process approved by the department head 

and according to all applicable Federal, State, and Local Regulations. Users are responsible for the secure 

handling and safekeeping of Franklin County data. 

Removable Media approved for use by the Department must utilize encryption to prevent unauthorized 

access. Passwords for encrypted devices must adhere to the Password Policy within this document. 

Departments may purchase removable media with encryption built-in, or utilize Bitlocker encryption on a 

compatible Windows operating system. Please contact the IT department if you need assistance. 

Media not intended for redistribution must be formatted before being discarded according to applicable 

regulations.  

Workstation and Media Disposal 

Media containing county information assets, including, but not limited to floppy disks, CDs, hard drives, 

flash drives, and other removable media will be treated in accordance with applicable state and federal 

statute or regulation. When media is no longer required, it will be turned over to IT for proper disposal.  

Workstations must be turned over to IT to go through a certified, approved destruction process. IT shall 

document and maintain a record of receipt and disposition and will provide copies to the responsible 

parties. 
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Media Reuse 

If media is to be reused or redistributed, the user or IT must repartition and format the media. If a 

department has determined a need for the use of rewritable media and the media is coming from a source 

outside the county network, the media must be scanned for malware prior to using any information on the 

media.  

Data Backup and Storage 

Before being edited, or before performing upgrades, or before moving county equipment that holds county 

data, all data shall be backed up in order to create and preserve a retrievable, exact copy of the data.    

Printing 
When users are printing High Risk and Confidential Data they shall take precautions to ensure that their 

privacy and security are protected. Examples of this include: 

 Stand by the printer while the job is printing.  

 Immediately remove the documents from the printer.  

 Print to a printer/copier mailbox and release the print job when standing at the printer/copier.  

 Print to a printer/copier in a secure area.  

 Lock file cabinets and records rooms that contain High Risk and Confidential Data when 

unattended and/or during non-business hours.   

Data Restoration 
End users who require restoration of data shall inform their supervisor and the IT department immediately. 

They will provide IT with as much information about the data, including the location and the approximate 

date and time of deletion. Depending on the circumstances, the data may or may not be available for 

restoration.  
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Audience – Department Heads \ Supervisors 

Authorization and Supervision 
Department Heads are responsible for the authorization and supervision of employees who work with 

High Risk or Confidential Data within their departments. Department heads must ensure that the relevant 

procedures described in this policy are followed in order to mitigate the risk of unauthorized use or release 

of High Risk or Confidential Data.  

 

Termination \ Separation Procedures 

The department head shall notify the Personnel, IT, and County Manager Offices when an employee is to 

be terminated or otherwise separated from county employment, by filling out and submitting a termination 

form.  Upon receipt of such notification, IT shall secure the employee’s data by whatever means necessary 

and appropriate under the circumstances, including moving the data, locking or deleting the employee’s 

system accounts, redirecting or deleting the employee’s phone extension and voice mail, and/or securing 

or deleting the employee’s email box. The department head may request specific actions be taken via a 

service ticket. Upon termination, the department head is required to collect any mobile devices, tablets, or 

laptops that have been issued to the employee. The department head is further required to follow any other 

termination\separation procedures set forth by the department or the Personnel Office in addition to the 

procedure above. 

Access Authorization, Establishment & Modification 

The access authorization process for employees and contractors will be initiated by an employee’s 

department in a service ticket or e-mail describing the level of access, group membership, and other 

appropriate information needed to grant access. Requests for Authorization must be submitted to IT at 

least five (5) business days in advance of the employee or contractor’s arrival for work. Authorization will 

be granted by the department head or alternatively by the IT Director. The privileges granted remain in 

effect until the employee’s job changes, the employee leaves Franklin County, the scope of the 

contractor’s work is complete, or until the department otherwise notifies IT of a change. If any of these 

events takes place, the department head must immediately notify the IT Department. In addition, 

employees that will be absent for an extended length of time, such as for family or medical leave, must be 

reported to IT so that their accounts can be disabled for that period. 

IT shall sponsor county-wide annual security training for the county staff that employees are required to 

complete once per calendar year. Attendance at this training can be used as proof of compliance with the 

departmental security training requirements. 

Business Associate Agreement 

All Covered Entities and Business Associates (as the terms are defined by HIPAA) within the County are 

required to have in place a current, HIPAA compliant Business Associates Agreement (BAA) with any 

and all vendors, contractors, subcontractors, consultants, non-county agencies or other service providers 

who are their Business Associate. The BAA must address specific compliance issues in keeping with all 

New York and Federal statutes, rules and regulations.  Each BAA must be approved by the County 

Attorney prior to execution. Department heads shall consult with the County Attorney to ascertain 
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whether their department is a Covered Entity or Business Associate. 

In some instances, county departments are Business Associates of non-county Covered Entities.  In the 

event a county department is asked to enter into a BAA with a non-county Covered Entity, the BAA must 

be reviewed and approved by the County Attorney prior to execution.  

Any county department that is either a Covered Entity or Business Associate, as those terms are defined 

by HIPAA, shall maintain a current list of all BAAs entered into by their department and shall ensure that 

said BAAs are kept current. 

It is the responsibility of the department head of the county Covered Entity or Business Associate to 

ensure that the requirements of this section are met. 

Application Level Authentication, Logging and Integrity Controls on High Risk 
Data 

Individual department heads with applications that contain or store High Risk data are responsible for 

monitoring the security and logs of their applications and must record and document these activities. All 

department level applications must be password protected at the user interface and must have password 

protection at the database and file level. Departments with such application must have a written policy on 

log monitoring and management and must monitor the logs on a regular basis. This responsibility may be 

assigned to a staff member(s) who will take responsibility for the task. Department Heads must ensure that 

the data has not been altered by unauthorized personnel. All the policies that apply to the County network 

apply to individual applications.  

Keys and Swipe Cards 

Each department head shall determine the level of access, via key or swipe card, that each employee 

within his/her department may have to County facilities within the Department Head’s authority and 

control.  NOTE:  Certain County employees/contractors, such as IT, Buildings and Grounds and cleaning, 

are entitled to such access to County facilities as is required to perform their job functions.  

Upon an employee’s separation from County employment, the Department Head shall: 

 collect all swipe cards and keys issued to the employee; and  

 return all keys to the Buildings and Grounds Department; and 

 terminate swipe card system access. 

Each department shall maintain a written record of the names, dates and times of all swipe card 

assignments and changes in access permissions. 

The Buildings and Grounds Department shall maintain a written record of the names, dates, and times of 

all key assignments, the changes to all locks and the repairs to all doors. 

Office Reconfiguration 

When department renovations, employee moves, or reconfigurations occur within an office, the 

department head must notify the IT and Building and Grounds Departments of said changes. It is not 
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correct to assume that network connections located in another office will be appropriate or permissible for 

use by an employee of another department. In many cases, the network connections will need to be 

reconfigured. 

 

Audience – IT Department 

Account Management  

The quality and integrity of Franklin County’s information system accounts are the only legitimate method 

by which Franklin County information systems may be accessed. Without active account management, the 

potential exists that legitimate users can use these accounts for illegitimate purposes. Additionally, the 

potential exists that these accounts can be usurped and used illegitimately to access Franklin County’s 

information systems. 
All information system accounts will be actively managed by appropriate administrative staff. Active management 
includes the acts of establishing, activating, modifying, disabling, and removing accounts from information systems. 

Information system accounts are to be constructed such that they enforce the most restrictive set of rights/privileges 
or accesses required for the performance of tasks associated with that account. Further, accounts shall be created 
such that no one account can authorize, perform, review, and audit a single transaction to eliminate conflicts of 
interest. 

Information system accounts are to be reviewed to identify accounts with inappropriate privileges (either too high or 
too low) on a quarterly basis. Should information system accounts be discovered with inappropriate privileges, those 
privileges will be manually reset to the established level. 

Information system accounts are to be reviewed to identify inactive accounts. Should information system accounts 
that are associated with an employee or third party be discovered that have been inactive for 30 days, they will be 
disabled. 

Login attempts to information systems will be restricted such that after five (5) failed attempts within fifteen (15) 
minutes, they will be locked out. Lockout will be automatically lifted after thirty (30) minutes or may be manually lifted 
by creating a service ticket with IT. Time and date of logons and account changes will be appropriately recorded and 
monitored. 

Access Control Policy 

To ensure users have the appropriate access levels specifically authorized to them to access information on systems 

and applications, Franklin County will employ a role-based access method. Users will only receive access to 

networks and network systems specifically authorized to them. Franklin County will follow the principle of least 

privilege when determining access rights to county systems. 

Each user shall be assigned their own unique user-ID. This user-ID follows an individual as they move through the 

county. It shall be permanently decommissioned when a user leaves Franklin County; re-use of user-IDs is not 

permitted. User-IDs and related passwords must not be shared with any other individuals (Users should instead 

utilize other mechanisms for sharing information such as electronic mail, shared folders, etc.). User-IDs are linked to 

specific people, and are not associated with computer terminals, departments, or job titles. Anonymous user-IDs 

(such as guest) are not permitted.  

The access authorization process for employees and contractors will be initiated by an employee’s department in a 

service ticket or e-mail describing the level of access, group membership, and other appropriate information needed 

to grant access. Requests for Authorization must be submitted to IT at least five (5) business days in advance of the 

employee or contractor’s arrival for work. Authorization will be granted by the department head or alternatively by 

the IT Director. The privileges granted remain in effect until the employee’s job changes, the employee leaves 

Franklin County, the completion of the contractor’s scope of work,  or until the department otherwise notifies IT of a 

change. If any of these events takes place, the department head must immediately notify the IT Department. 

Department heads must conduct regular reviews of users’ access rights and use of accounts. 
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Privileged access rights will be allocated in a highly controlled and restricted process. Their usage will also be 

controlled. In all cases, standard user accounts will be created without administrative privileges to machines. 

Separate administrative accounts will be granted to IT staff and will not be used for regular logins. Any exceptions, 

such as for use of legacy software, to this will be narrowly defined and documented. 

Inactivity logout will be enabled after a pre-determined time period. Any user showing inactivity after eight (8) hours 

will be automatically logged off of their machine. 

Franklin County will employ automated processes here to remove temporary and emergency accounts after a 

determined amount of time. A similar automated process will exist for disabling inactive accounts. Franklin County 

will also terminate any accounts of high-risk users.  

 

Data Network Configuration 

Firewalls 

All county-owned computers and networks shall be protected by a physical or virtual network firewall to 

prevent intrusion, theft, or breach. 

 

Network Segregation 

Franklin County IT will implement network segregation to separate groups of information services, users, 

and information systems from one another. Controls for restriction of network ports, protocols, and 

service will be implemented to ensure least privilege between workgroups or departments. 

 

Time Synchronization 

All network devices and phones attached to the Franklin County network shall have their internal clocks 

synchronized with a single time source, configured by IT.  

 

Passwords 

Passwords shall be at least 10 characters in length consisting of upper and lower case alphabetic 

characters, numbers, and punctuation characters. Where systems support it, this minimum length shall be 

enforced automatically. Passwords shall be changed at a minimum of every 120 days and the password 

history shall be maintained for the last 12 passwords. Passwords are not to be written down or stored 

electronically. 

 

Automatic Logoff & Screensavers 

Screen savers or screen locks shall be configured to activate after 30 minutes of inactivity so that High 

Risk and Confidential Data is not visible during these periods. System policy shall be configured to 

automatically log-off users after 8 hours of inactivity, when possible. 

 

Login Banners 

When logging in to a workstation or any other Information Systems device in Franklin County, the device 

will display a login banner reminding users of their responsibilities to be familiar with County Information 

Security Policies and of their responsibility to help maintain the security of Franklin County’s information 

assets, if supported by the device.  
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Security Reminders  

In addition to Login Banners as described above, from time to time, and not less than annually, Franklin 

County IT will send security reminders concerning current, relevant security issues and concerns.  

Protection from Malicious Software 

All Franklin County devices are required to have appropriate protection from Malware installed and 

configured for centralized management and reporting. Franklin County IT shall provide and configure 

network-level software and policies that monitor malware.  

 

Login Monitoring 

Login banners shall display Last Login information whenever a user logs into a county device when 

possible.  

 

Server and Network Infrastructure Device Security 

Servers shall be placed in locked rooms that have access limited to authorized personnel only. 

Administrative access to servers will be strictly limited to members of the IT department, approved 

contractors, software vendors, and in rare cases, super users in individual departments. When possible, 

servers will be placed so that only IT members and IT contractors have access to them. Because of privacy 

and security requirements, users who are neither IT members nor approved contractors will not receive 

administrative-level permissions.  

Server desktops shall remain logged out at all times unless a member of the IT staff or a contractor is 

working on the server, with the exception of server applications requiring logged-in functions. In these 

cases, every effort will be made to ensure this is configured in the most secure way possible. When 

administrative tasks are complete, the operator will log out immediately.  

When remote access to servers is required, members of the IT Department will use only approved, 

encrypted communications for these sessions. Approved encryption methods include the use of Dameware 

and RDP access to County facilities from remote sites.  

Server File System Security 

With the exception of Home folders, only Active Directory Domain Global Groups shall be used to apply 

security to server resources on Franklin County servers. Individual user objects shall never be assigned 

access to any folders or other shared server resources.  

 

Workstation System Security 

User privileges on a workstation shall be assigned at the lowest level possible. Initially, the user’s 

workgroup shall be assigned Domain User access. However, some applications will not work properly 

unless the user has a higher level of privileges. If this has been demonstrated to be the case, the user shall 

be granted the lowest level required for applications to work properly.  

Workstations shall be configured to allow Remote Desktop and Dameware access to the workstation and 

shall be configured so that authorized support personnel can login in order to provide technical support.  
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Network Folder Configuration 

Home Folders 

Users who are assigned network accounts will receive a Home directory (folder) for storage of their daily 

work. Only the individual user and the IT department will have access to Home folders.  

Shared Folders 

Users shall be assigned access to shared folders in accordance with departmental or workgroup 

requirements as directed by the user’s supervisor. Shared folders are for the purpose of allowing entire 

workgroups or departments to share data. Requests for special workgroups or cross-departmental 

workgroups should be referred to the IT department.  

 

Application Folders 

Users shall be assigned access to shared folders in accordance with departmental or workgroup 

requirements as directed by the user’s supervisor.  

 

Network Intrusion, Virus or Malicious Software Outbreak 
Should a network intrusion, virus or malicious software outbreak be suspected, IT will take the following 

steps: 

 Record and capture any necessary system information. 

 Backup, isolate, and shut down (if necessary) the compromised system. 

 Search other systems for signs of intrusion or infection. 

 Secure and examine logs. 

 Identify how the intruder gained access, if applicable. 

 Identify what the intruder did, if applicable. 

 Collect and preserve evidence. 

 Contact Law Enforcement (if necessary). 

 Identify and implement new security features or procedures to protect from a recurrence of a 

similar intrusion. 

 Provide a postmortem report to the Information Security Officer that details the identified issue, 

what steps were taken to address it, and progress on eliminating the threat from the network until 

completion. 

Data Backup Plan 
End users are responsible for ensuring that all county data is stored on county file servers. The IT 

Department is responsible for backing up and restoring data on servers and is responsible for ensuring the 

confidentiality, integrity, and availability of the county data that is stored on servers. To that end: 

 All servers shall be fully backed up at least once a week and backup images will be maintained for 

at least 30 days.  

 All servers shall be incrementally backed up every business day. However, daily full backups are 

preferred, when possible.  

 At least two sets of full backups shall be maintained off-site and rotated weekly.  

 An IT staff member shall review all server backup logs daily and will record the status of backups 

on a daily checklist.  
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 At least once a month, a member of the IT staff will perform a random test restoration of data from 

backup media in order to ensure the integrity of the backups. The rotation schedule will be such 

that backup media from each server are tested at least once a quarter.  

 For automated backups, a backup user will be created. Backups will not be performed under the 

Administrator account.  

 A record of backups will be kept by IT for review. 

 

Backups of data must be handled with the same security precautions as the data itself. When systems are 

disposed of, or repurposed, data must be certified deleted or disks destroyed consistent with industry best 

practices for the security level of the data. 

Disaster Recovery 
The IT Department maintains a Data Disaster Recovery Plan that addresses the following IT and data-

specific disaster needs: 

 Identifying the configurations of key county IT infrastructure. 

 Enumerating and ranking the most likely failures or disasters that can occur. 

 Documenting action plans for mitigating the identified potential disasters. 

The Director of IT will be provided with a County-wide master key that allows access to all facilities with 

IT assets that may require physical access or intervention by an IT staff member.  

 

Emergency Access Procedures for Critical Systems and Data 

IT shall maintain a database of all applications in use by Franklin County employees and their rating 

according to the priority of restoration that will be required in the case of a disaster or interruption of 

operations.  

 

Maintenance Windows 
IT requires a maintenance window on all equipment that it maintains. The maintenance window will be in 

keeping with the system uptime standards. When possible, IT will attempt to conduct maintenance off-

hours or during times of low activity. When necessary, routine maintenance will be announced and 

coordinated with the affected department.  

 

Audit Controls 

All file servers and core network devices such as firewalls and routers shall have logging enabled and the 

logs shall be sent to a central log server maintained by IT. At a minimum, the following types of events 

shall be logged:  

 Logon/Logoff Events 

 Account Lockouts 

 Logon/Logoff Exceptions 

 Authority and Permission Changes 

 Privilege use and elevation.  

IT shall monitor the logs daily and will immediately report anomalous behavior to the Information 

Security Officer.  
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Data Transmission & Encryption Policy 
High Risk and Confidential Data must be encrypted during transmission over non-secure channels, 

abiding by the following definitions and conditions:  

 

 A non-secure channel is defined as any public network, including but not limited to the Internet. 

This includes traversal on removable media. High Risk data must be encrypted whenever being 

transported outside of County facilities on removable media.  

 The Public Switched Telephone Network is considered to be a secure medium (i.e. faxing and 

telephone calls on a landline).  

 Franklin County employees are not permitted to encrypt or apply passwords to data unless it is for 

the purpose of transmission over a non-secured channel.  

Franklin County IT will provide services and training to end users for the secure, encrypted transmission 

of data and will provide detailed documentation for these services to county employees.  

 

Information Retention 
Franklin County information assets, including archival backups, must be retained in accordance with 

applicable federal and state statute, including the Records Retention and Disposition Schedule CO-2, 

Section 185.13, 8NYCRR (Appendix J). Where permitted by statute, documents will be scanned, indexed, 

and retained in electronic format as a substitute for original documents. Document imaging will be 

performed in accordance with the New York State Archives Imaging Production Guidelines (2014).  

 

Security Training 
Annual security training shall be performed by members or designees of the IT department. IT shall 

maintain responsibility for the content and coordination of these training sessions each year.  

Compliance 

Franklin County IT will ensure proper measures are in place to avoid non-adherence to information 

security compliance requirements – legal, contractual, regulatory, or otherwise. 

 

All applicable compliance requirements should be identified, documented, and well-maintained. This 

includes requirements for intellectual property rights, record retention, personally identifiable information, 

software licensing, and county policy adherence. Regular reviews or audits should be conducted to ensure 

users’ and systems’ compliance with security policies, standards, and procedures, and initiate corrective 

actions where necessary. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page Intentionally Left Blank



 

Public Access to Records Policy  Public Access to Records Policy 

PUBLIC ACCESS TO RECORDS POLICY 
 

Adopted Per Resolution #93 of April 18, 2007 by the Franklin County Legislature 

Amended Per Resolution #299 of December 4, 2012 

Amended Per Resolution #183 of July 7, 2016 

 

 

1. Purpose and scope 

2. Designation of records access officer 

3. Location 

4. Hours for public inspection 

5. Requests for public access to records 

6. Subject matter  list 

7. Denial of access to records 

8. Fees 

9. Alternate fees 

10. Public notice 

11. Severability 

 

Section 1: Purpose and scope 

(a) The people's right to know the process of government decision-making and the documents and 

statistics leading to determinations is basic to our society. Access to such information should not be 

thwarted by shrouding it with the cloak of secrecy of confidentiality. 

 

(b) These regulations provide information concerning the procedures by which records may be obtained. 

 

(c) Personnel shall furnish to the public the information and records required by the Freedom of 

Information Law, as well as records otherwise available by law. 

 

(d) Any conflicts among laws governing public access to records shall be construed in favor of the widest 

possible availability of public records. 

 

Section 2: Designation of records access officer. 

(a) The Franklin County Legislature is responsible for insuring compliance with the regulations herein, 

and designates the following persons as records access officers. 

  

(1) The head of each county department is designated records access officer for his/her 

department. 

 

(b)  The records access officer is responsible for insuring appropriate department response to public 

requests for access to records. The designation of a records access officer shall not be construed to 

prohibit officials who have in the past been authorized to make such records or information available 

to the public from continuing to do so. 

 

The records access officer shall insure that department personnel: 

 

(1) Maintain an up-to-date subject matter list. 
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(2) Assist persons seeking records to identify the records sought, if necessary, and when appropriate, indicate 

the manner in which the records are filed, retrieved or generated to assist persons in reasonably describing 

records. 

 

(3) Contact persons seeking records when a request is voluminous or when locating the records involves 

substantial efforts, so that personnel may ascertain the nature of records of primary interest and attempt to 

reasonably reduce the volume of records requested. 

 

(4) Upon locating the records, take one of the following actions: 

 

(i) Make records available for inspection; or 

 

(ii) Deny access to the record in whole or in part and explain in writing the reasons therefore. 

 

(5) Upon request for copies of records: 

 

(i) Make a copy available upon payment or offer to pay established fees, if any, in accordance with 

Section 8; or 

 

(ii) Permit the requestor to copy those records. 

 

(6) Upon request, certify that a record is a true copy; and 

 

(7) Upon failure to locate records, certify that; 

 

(i) Your department or the county is not the custodian for such records, or 

 

(ii) The records of which your department is custodian cannot be found after a diligent search, or 

 

(iii) The records of which your department is custodian have been destroyed in accordance with 

applicable retention schedules prescribed by state law. 

 

Section 3: Location 

Records shall be available for public inspection and copying at: 

(1) The department of the county having custody of the records. 

 

Section 4: Hours of public inspection 

Requests for public access to records shall be accepted and records produced during all hours regularly 

open for business. 

 

These hours are: 8:00 am to 3:45 pm, Monday through Friday- except for major holidays 
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Section 5: Requests for public access to records 

(a) A written request is required, but oral requests may be accepted when records are readily available. 

(b) If records are maintained on the internet, the requester shall be informed that the records are accessible 

via the internet and in printed form either on paper or other information storage medium. 

(c) A response shall be given within five business days of receipt of a request by: 

(i) informing a person requesting records that the request or portion of the request does not 

reasonably describe the records sought, including direction, to the extent possible, that would 

enable that person to request records reasonably described; 

(ii) granting or denying access to records in whole or in part; 

(iii) acknowledging the receipt of the request in writing, including an approximate date when the 

request will be granted or denied in whole or in part, which shall be reasonable under the 

circumstances of the request and shall not be more than twenty business days after the date of the 

acknowledgement, or if it is known that circumstances prevent disclosure within twenty business 

days from the  date of  such acknowledgment, providing a statement in writing indicating the 

reason for inability to grant request within that time and a date certain, within  a reasonable  period 

 under the circumstances  of the request when the request will be granted  in whole  or in part;  or 

(iv) if the receipt of request was acknowledged in writing and included an approximate date when 

the request would be granted in whole or in part within twenty business days of such 

acknowledgement, but circumstances prevent disclosure within that time, providing a statement in 

writing within twenty business days of such acknowledgment specifying the reason for the 

inability to do so and a date certain, within a reasonable period under the circumstances of the 

request, when the request will be granted in whole or in part. 

(d) In determining a reasonable time for granting or denying a request under the circumstances of a 

request, personnel shall consider the volume of the request, the ease or difficulty in locating, retrieving 

or generating records, the complexity of the request, the need to review records to determine the 

extent to which they must be disclosed, the number of requests received by the agency, and similar 

factors that bear on the ability to grant access to records promptly and within a reasonable time. 

(e) A failure to comply with the time limitations described herein shall constitute a denial of a request that 

may be appealed. Such failure shall include situations in which an officer or employee: 

(i) fails to grant access to the records sought, deny access in writing or acknowledge the receipt of a 

request within five business days of receipt of a request; 

(ii) acknowledges the receipt of a request within five business days but fails to furnish an 

approximate date when the request will be granted or denied in whole or in part; 

(iii) furnishes an acknowledgement of the receipt of a request within five business days with an 

approximate date for granting or denying access in whole or in part that is unreasonable under the 

circumstances of their quest; 

(iv) fails to respond to a request within a reasonable time after the approximate date given or within 

twenty business days after the date of acknowledgement of the receipt of a request; 

(v) determines to grant a request in whole or in part within twenty business days of the 

acknowledgement of the receipt of a request, but fails to do so, unless the department provides the 

reason for its inability to do so in writing and a date certain within which the request will be granted 

in whole or in part; 

(vi) does not grant the request in whole or in part within twenty business days of the 

acknowledgement of the receipt of a request and fails to provide a reason in writing explaining the 

inability to do so and a date certain by which the request will be granted in whole or in part; 

(vii) responds to the request, stating that more than twenty business days is needed to grant or deny 

the request in whole or in part and provides a date certain within which that will be accomplished, 

but such date is unreasonable under the circumstances of the request. 
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Section 6: Subject matter list 

(a) The records access officer shall maintain a reasonably detailed current list by subject matter of all 

records in its possession, whether or not records are available pursuant to subdivision two of Section 

eighty-seven of the Public Officers Law. 

(b) The subject matter list shall be sufficiently detailed to permit identification of the category of the 

records sought. 

(c) The subject matter list shall be updated annually. The most recent update shall appear on the first page 

of the subject matter list. 

 

Section 7: Denial of access to records 

(a) Denial of access to records shall be in writing stating the reason therefore and advising the requester of 

the right to appeal to the individual or body established to determine appeals, who shall be identified 

by name, title, business address and business phone number. 

(b) if requested records are not provided promptly, as required in Section 5 of these regulations,  such 

failure  shall be deemed  a denial of access. 

(c) The following person shall determine appeals regarding denial of access to records under these 

regulations: 

Franklin County Board of Legislature 

Chairman of Legislature 

355 West Main Street 

Malone, New York 12953 

518-481-1640 

 

(d) Any person denied access to records may appeal within thirty days of a denial. 

(e) The time for deciding an appeal by the individual to determine appeals shall commence upon receipt of 

a written appeal identifying: 

(i) the date and location of requests for records; 

(ii) a description, to the extent possible, of the records that were denied; and 

(iii) the name and return address of the person  denied  access. 

(f) A failure to determine an appeal within ten business days of its receipt by granting access to the records 

sought or fully explaining the reasons for further denial in writing shall constitute a denial of the 

appeal. 

(g) The person to determine appeals shall transmit to the Committee on Open Government copies of all 

appeals upon receipt of appeals. Such copies shall be addressed to: 

Committee on Open Government 

Department of State 

41 State Street 

Albany, New York 12231 

(h) The person to determine appeal shall inform the appellant and the Committee on Open Government of 

its determination in writing within ten business days of receipt of an appeal. The determination shall 

be transmitted to the Committee on Open Government in the same manner as set forth in subdivision 

(g) of this section. 
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Section 8: Fees 

(a) There shall be no fee charged for: 

(i) inspection of records; 

(ii) search for records; 

(iii) any certification pursuant to this part. 

(b) Fees for copies may be charged, provided that: 

(i) the fee for copying shall not exceed 25 cents per page for photocopies not exceeding 9 by 14 

inches or agency can charge the actual cost of reproducing the records - $.65 per copy, minimum 

$1.30 (2 page minimum) and $40.00 maximum per document. 

(ii) the fees for copies of records not covered by paragraph (1) and (2) of this subdivision shall not 

exceed the actual reproduction cost which is the average unit cost for copying a record,  excluding  

fixed  costs of the department  such  as operator salaries. 

 

Section 9: Alternate fees permitted by law 

(a) departments are to identify alternate fees permitted bylaw 

i.e. County Clerk, Real Property 

 

Section 10: Public notice 

A notice containing the title and/or name, business address of the records access officer, appeals person 

and location where the records can be seen or copies shall be posted in each department in a conspicuous 

location. 

 

Section 11: Severability 

If any provision of these regulations or the application thereof to any person or circumstances is adjudged 

invalid by a court of competent jurisdiction, such judgment shall not affect or impair the validity of the 

other provisions of these regulations or the application thereof to other persons-and circumstances. 
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PURCHASING POLICY 
 

Adopted by Resolution #125 of May 7, 2015 by the Franklin County Legislature 

Amended by Resolution #181 on July 7, 2016, Resolution #57 on February 16, 2017,  

Resolution #85 on April 5, 2018, and Resolution #37 on February 18, 2021 

 

Purchasing is a term used to describe the activity of obtaining materials, supplies and equipment, which 

are required for the operation of county business. 

 

Purchasing is governed by General Municipal Law Sections 103 and 104.  This is accomplished through 

the administration of a purchasing process that fosters competition, impartiality and openness. 

 

The term purchasing is perceived by many as another word for “buying” and while this is true, public 

purchasing is much more.  Public purchasing is a comprehensive program that includes the purchasing of 

equipment and supplies, inventory management, disposition of surplus property, and contracting for 

various needed services. 

 

The money we, in public agencies, spend is not our own and does not belong to any department.  Public 

monies are provided in trust by our taxpayers and we are only the trustees.  The public expects us to spend 

these monies wisely and solely in the ultimate support of our mission.  The source of funds being spent 

does not alter purchasing requirements. 

 

General Municipal Law also requires that counties list the names and titles of employees assigned to 

purchasing. The following individuals are those assigned authority to administer the purchasing policy: 

 

Donna Kissane 

Franklin County Manager/Purchasing Agent 

 

Joel Perry 

Asst. Purchasing Agent 

 

Sandra Perry 

Special Assistant to the County Manager 

 

Jessica Gardner 

Secretary to the County Manager and the Board of Legislators 

 

Kristye Fountain 

Auditor 
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DEFINITIONS 

 

As used in this policy: 

 

1. “Budget Officers Transfers” shall mean the process used to transfer funds between department 

line items. Transfers are governed by the Board of Legislators on an annual basis. 

 

2. “Voucher” shall mean a vendor’s request for payment for materials furnished or services rendered. 

 A standard claim form is supplied by the County.  Each claim must be itemized in sufficient detail 

to permit proper audit by the auditing staff. 

 

3. “Invoice” shall mean a formal statement or billing submitted by a vendor showing the amount due 

for supplies delivered or services rendered.  An invoice must be itemized in sufficient detail to 

permit proper audit by the County Auditor. 

 

4. “Purchase Order” shall mean a formal notice to a vendor to furnish the supplies or services 

described in detail. 

 

5. “Requisition” shall mean a written request to the County Manager’s Office for one or more items 

or services necessary to carry on or improve a particular function of the County. 

 

6. “Requisitioner” shall mean the department head or his or her authorized subordinate, who 

initiates a request for goods or services. 

 

7. “Vendor” shall mean a supplier of goods or services to the County. 

 

8. “Public Emergency” shall mean the need for the procurement of goods or services arising out of 

an accident or other unforeseen occurrence or condition whereby circumstances exist that affect 

public buildings, public property or the life, health, safety or property of the inhabitants of Franklin 

County.  

 

9. “Purchasing” involves the entire spectrum of procedures for obtaining goods or services, 

including the planning steps, preparation and processing of a requisition, through receipt and 

acceptance of delivery; and involves the act of preparing specifications, evaluating bids or 

proposals and making awards. 

 

10. “Specifications” shall mean a written description of needed supplies, equipment or services that 

sets forth in a clear and concise manner the characteristics of the items and/or services to be 

purchased and the circumstances under which the purchase will be made. 

 

11. “Public Work” involves a public agency that is a party to a contract that involves the employment 

of laborers, workmen, or mechanics; the project involves construction-like labor and is paid for by 

public funds; and the primary objective or function of the work product must be the use or other 

benefit of the general public. 

 

12. “Sealed Bids” is the solicitation process used for competitive sealed bidding.  The response to a 

sealed bid is an offering, which must be accepted or rejected without change. 
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13. “Professional Services” generally include services rendered by attorneys, engineers, and certain 

other services requiring specialized or technical skills, expertise or knowledge, and may involve 

the exercise of professional judgment or a high degree of creativity.   An individual or company 

may be chosen to provide services based on qualifications including, but not limited to, reliability, 

skill, education and training, experience, demonstrated effectiveness, judgment and integrity.  

 

14. “Request for Proposals” shall mean the quality-based selection method used to obtain 

professional services. Through utilization of this process, contracts for professional services are 

made in the best interest of the County.  

 

15. “Best Value” means a basis for awarding contracts for commodities and services that is based on 

quantifiable factors, and not solely based on cost. 

 

16. “Services” are those that are not considered “professional” in nature and required to follow 

competitive bidding procedures, if required. If the dollar threshold is not met to require a 

competitive bid, quotes must be obtained based on the total contract amount.  

 

17. Installment transactions: 

 

a. True Lease: True leases have no buyout at the end of the term. In a true lease the equipment is 

returned at the end of the term. Since there is no ownership of the equipment, true leases are not 

subject to formal competitive bidding. Written quotations and/or a cost-benefit analysis of leasing 

versus purchasing can serve as documentation of the process. Leases with a purchase option at the 

end of the lease term are considered installment purchases, and therefore would be subject to 

competitive bidding. 

 

b. “lease-to-own” installment transactions whereby the property is owned at the end of the lease then 

bids or quotes are needed dependent on the amount following the County’s tiered dollar threshold 

that is established in the policy.  

 

 

c. Interest rates/loans pertaining to leases will be discussed with the County Treasurer and County 

Manager and approved by the Board. 
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I. Introduction 

 

A. The County Manager’s Office shall be responsible for developing and administering purchasing 

policies in conjunction with the Franklin County Legislature.  This policy is the basis for the 

County’s purchasing practices. 

 

B. No person or department can authorize or commit funds for the purchase of supplies or 

services of any kind except through the County Manager’s Office unless on an emergency 

basis as outlined in the policy. 

 

C. In the event the purchasing policy is not followed the County Manager shall conduct an 

investigation and recommend an appropriate course of action to the Board of Legislators. 

 

D. Purchasing procedures shall comply with all applicable laws and regulations of the State and 

County. 

 

E. The County Manager’s Office shall provide a refresher training session once every year on the 

Purchasing Policy to help any new employees to understand the policy, and to inform the 

departments of new changes to the policy.  

 

F. The method of purchase is determined by the aggregate budget expenditure and not the individual 

department’s appropriation. For example, a department’s line item for office supplies is $300.00, 

but collectively the county spends $60,000 on office supplies. Therefore, all office supplies are 

subject to be competitively purchased. 

 

G. Department Heads shall use their best judgment in determining price vs. quality vs. sufficiency of 

the goods, services or commodities being purchased.   

 

H. As a matter of routine departments are encouraged to purchase from state contract.  First, a wide 

array of items is available on the state contract and utilizing this contract minimizes staff time.  

Second, state contract pricing, with rare exceptions, is highly competitive.  Nonetheless, the intent 

of this policy is to secure goods and services at the highest quality for the least cost.  Therefore, if 

an item is found for a lower price than the state contract, contact the County Manager.  

These items can be secured, but state laws governing these purchases are complex. 

 

I. A completed purchase requisition must be forwarded to the County Manager’s Office.  The 

method of purchase must be attached before approval of the purchase can be made.  NYS Contract 

and County bids are the first sources of goods or services needed.  Quotes should only be sought if 

a good or service is not available through a state contract or county bid and you have consulted 

with the County Manager’s Office about other alternative sources that may be available. 

 

J. It is incumbent upon departments to check available funds and appropriate line items before 

placing an order. Documentation must be attached before the approval of a purchase can be made. 

Documentation shall include: 

a. Method of purchase (State contract, County bid, quotes, etc.) 

b. Terms of purchase, i.e. bids, quotes, NYS contract terms, etc.  

c. NYS contract needs to have the first page of the contract showing the term, the page 
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showing the specific contract number, any applicable dealer page, and the pages that verify 

the prices of the items being purchased on contract. 

 

K. Requisitions not in compliance with this policy will be returned to the department. 

 

L. Departments should allow a minimum of two weeks for the processing of their requisitions after 

approval is given. 

 

M. The County Manager’s Office shall issue purchase orders after reconfirming that there are 

sufficient funds available and in the correct line item, and after the completed requisition is 

accepted. 

 

N. All requisitions for computer hardware and software must be approved by the Director of 

Information Services or for DSS, the Systems Coordinator, before the items may be purchased.   

 

O. Department heads must ensure that they and their staff are compliant with the adopted purchasing 

policy.    

 

P. No employee, officer or agent may participate in the selection, award or administration of a 

contract if he/she has a real or apparent conflict of interest. Such a conflict of interest would arise 

when the employee, officer or agent, has any member of his/her immediate family, his/her partner, 

or an organization which employs or is about to employ any of the parties indicated herein, has a 

financial or other interest in or a tangible personal benefit from a firm considered for a contract. 

The officers, employees, and agents of Franklin County may neither solicit nor accept gratuities, 

favors, or anything of monetary value from contractors or parties to subcontracts. Standards for 

situations in which the financial interest is not substantial or the gift is an unsolicited item of 

nominal value shall be governed by the “Code of Ethics of the County of Franklin.” The “Code of 

Ethics of the County of Franklin” provides for disciplinary actions to be applied for violations of 

such standards by officers, employees, or agents of Franklin County.  

 

II. Purchasing Procedures 

 Verbal Quotes Written Quotes Reference 

Notes 

Commodities and Services: 

$1 - $4,999  
X  

II A 

 

$5,000 – 19,999  X II B 

$20,000 + - Sealed Bid   II C 

Sole Source   II G 

Public Work    III 

$1 - $4,999 -  X  II A, III 

$5,000 - $34,999  X II B, III 

$35,000 and above – Sealed 

bid 
  II C, III 

Dealer Item   II H 

Emergencies   II E 

Exceptions   II D 

Insurance (liability, property, 

automobile, etc) 
  II F 
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Piggybacking   II I 

Cooperative Bid   II J 

Surplus & Second-hand 

supplies 
  II K 

Professional Services and/or 

Consultants 

$1 - $1,000 

 

 
 IV 

$1,001 - $49,999   IV 

$50,000 - above   IV 

 

All of the dollar amounts listed in the chart on page 6 refer to the aggregate amount to be expended in a 

given 12-month period for similar or related items. This determination is based on current budget 

appropriations or the prior year’s expenditures.  When determining an item of similar category, the 

Purchasing Agent has sole discretion to determine if the item requires competitive bidding.  

 

A. For Items Needing Verbal Quotes: Verbal quotes must be received from at least 3 separate 

vendors; Quotes should be entered into the New World System with a minimum of the following 

information provided:  Specific item, vendor name, price including shipping, and vendor phone 

number if not already in the system. 

 

B. For Products or Services Needing Written Quotes:  Vendors should provide at a minimum the 

date, item description or details of service to be provided, price quoted, and name of contact.  

Written quotes must be received from at least 3 separate vendors. If three written quotes cannot be 

obtained due to lack of availability, documentation needs to be provided by the department with 

justification. 

 

C. Sealed Bids:  Required for commodities with an aggregate total of $20,000 and over, and $35,000 

and over for any single public works project.  Sealed bids are prepared by the County Manager’s 

office in cooperation with the department and are awarded to the lowest responsible bidder. The 

County also has the option of awarding bids on the basis of best value. “Best value” is defined for 

this purpose as a basis for awarding contracts “to the offeror which optimizes quality, cost and 

efficiency, among responsive and responsible offeror’s. See appendix, “Franklin County’s Best 

Value Procurement Procedures” attached for further details. 

 

D. Exceptions: 

a. Purchases Under $250: When the annual expenditure for an item is under $250, solicitation 

of competition is not cost effective.  In these instances, the purchase may be made at the 

discretion of the Purchasing Agent without obtaining quotations.  Department heads shall 

contact the purchasing agency for approval of these purchases. 

b. Food purchases under $300 for training events, such as meat/veggie platters, coffee, etc. 

shall require approval from the County Manager, but will not require the solicitation of 

quotes. It is not in the best interest of county time to obtain quotes for these items. 

 

c. Purchasing delays for individual items costing less than $500: In the event prompt receipt 

of a good or service is necessary for the efficient operations of a County department, the 

department may purchase a good or service that is not the lowest priced, but can be 

obtained more quickly.  These purchases must be approved by the County Manager. 
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d. Specialized vehicles shall be purchased fully equipped. 

 

e. A political subdivision shall have the option of purchasing information technology and 

telecommunications hardware, software, and professional services through cooperative 

purchasing from Federal General Services (GSA) schedule 70and law enforcement and 

security purchases can be made from GSA schedule 84. GSA’s Disaster Purchasing 

Program may be utilized for the procurement of products and services that are to “be used 

in the preparation or response to disasters or recovery from major disasters declared by the 

President, or recovery from terrorism or nuclear, biological, chemical, or radiological 

attack.” Additionally, Franklin County is enrolled in GSA’s 1122 Program which enables 

the County to access federal sources of supply to purchase equipment in support of 

counter-drug, homeland security and emergency response activities. 

f. New legislation under GML subdivision 16 provides for the “use of cooperative contracts 

let by the United States of America, any agency thereof, or any state, county or political 

subdivision or district therein provided such contract was let in a manner that constitutes 

competitive bidding consistent with state law and made available for use by   other 

governmental entities.  The County Manager’s Office and the County Attorney will 

determine whether any cooperative meets the guidelines for use by the County. 

g. Other exceptions 

i. State contracts for materials, supplies and equipment 

ii. Preferred sources – State Finance Law 162: 

1. Corcraft 

2. NYS Industries for the Blind 

3. NYS Industries for the Disabled 

E. Emergency: 

 

a. The situation must arise as the result of an accident or other unforeseen occurrence or 

condition.  The circumstances of such an incident must affect public buildings, public 

property, or the life, health, safety, or property of the residents of Franklin County.   

 

b. In the event departments feel that they have an emergency situation, department heads 

should make every attempt to notify the County Manager immediately.  After hour or 

weekend contact can be made to the County Manager directly via phone or electronic 

communication.  The County Manager and/or his office must be notified within 24 hours 

of the emergency.  Even in the event of an emergency public interest dictates that 

purchases are made at the lowest possible costs.  Therefore department heads, to the extent 

practicable, shall solicit quotes. 

 

F. Insurance:    Insurance coverage (health, fire, liability, and worker’s compensation) are not subject 

to competitive bidding requirements. General and professional liability insurance coverage will be 

acquired by the County Manager’s office and the premium will then be apportioned between 

departments. 

 

G. Sole Source:  This is a very limited exception to the Purchasing Policy.  This situation exists only 

when there is no possibility of competition (i.e. a monopoly) and that fact can be documented.   

Examples could include certain utilities, or custom systems of any type, such as a security system.  

A sole source form must be completed and signed by the County Manager  
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H. Dealer Items:  In the event that an item is only available from the original equipment manufacturer, 

quotes are not needed if there is a current letter on file, from the manufacturer, listing a dealer as 

the only available source.  A list of dealers should be kept up to date at all times.  If there is more 

than one local dealer that sells a particular item/brand, the item would not be considered a dealer 

item and quotes would need to be sought. 

 

I. Piggybacking: “Piggybacking” on a bid/RFP from another governmental agency/municipality is 

allowed provided the bid/RFP was awarded to the lowest responsible bidder, after advertisement, 

and provided that there is a provision for any political subdivision to obtain products or services 

under said contract. A copy of the municipality’s bid document and award would be required and 

the same terms and conditions must apply. The vendors must agree to honor the price to Franklin 

County.  

 

J. Cooperative Bid:  Franklin County endorses the concept of cooperative purchasing when such 

method is in the best interest of the County. The Purchasing Agent designated by the Board of 

Legislators is authorized to explore the possible participation by the County in cooperative 

purchasing ventures with other Counties and municipalities. All proposals and contracts for 

cooperative purchasing ventures shall be submitted to the Board of Legislators for consideration 

and approval by resolution. 

  

K. Surplus & Second-Hand Supplies and Equipment:  These items can be purchased without 

competitive bidding from the state and federal government, or from any other political subdivision. 

  

 

III. Public Work 

 

A. Projects involving both labor and materials are considered public work.   

 

B. Section 220 of Labor Law requires public work contractors and subcontractors to pay those 

employed in the performance of a public work contract at least the prevailing rate of wage.  Any 

questions concerning prevailing wage should be directed to the NYS Labor Department, at 518-

457-5589; the department can provide guidance on whether the prevailing rate of wage applies.  

The prevailing rate schedule must be included in the specifications for the contract to be awarded. 

 

C. Notice must be given to the NYS Department of Labor, and a statement must be in the bid or quote 

document if prevailing wages apply in a public work contract. 

 

D. If the total cost of the public work exceeds $35,000, or the current state limits, the project must be 

competitively bid. 

 

IV. Request for Proposals 

 

A. An RFP is generally used for a professional service when the county needs to obtain the “best 

value” rather than just the lowest price. An individual or company may be chosen based on 

qualifications to include, but not limited to, reliability, skill, education and training, experience, 

demonstrated effectiveness, judgment and integrity. Documentation must be provided by a 

department, when requesting the creation of an RFP, that states why a service is to be considered a 

professional one that is exempt from bidding. 
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B. An RFP is a competitive purchase with its award based on price and other criteria, which may also 

include negotiations. An RFP would be used: 

 

a. In a situation when we need to obtain the best value rather than just lowest price 

b. When we are looking for a professional service 

c. When we need a solution for a complex problem 

d. A sufficient number of qualified firms must respond to an RFP. A minimum of three firms 

should be contacted; however, this number will vary depending upon the situation. 

e. When the cost of the service will be $50,000 or more, the process will be determined by 

the County Manager and County Attorney. Determination will be made if a formal Request 

for Proposal (RFP) will be issued or three written quotes.  

 

C. In an RFP, the needs of the County and the desired format of the vendor’s response must be shown 

as clearly and specifically as possible.  Upon receipt of the proposals, a formal evaluation will be 

done. Documentation of the evaluation process and recommendation for award will be provided to 

the Board of Legislature for review and approval by legislative resolution. 

 

D. The County reserves the right to piggyback on another municipality’s RFP providing the vendor is 

in agreement and the professional service offered to Franklin County is in conformance with the 

original RFP.  

 

E. Exception: If it is determined by the County that a lack of competition exists for the professional 

service needed, sole source documentation will be kept on file by the contracting department. The 

situation will be reviewed on an annual basis to determine if any other qualified vendors are 

available to provide the service.  

 

V. Purchase Order Process 

 

A. Requisitioning Process: Requisitioning is a formal request that a purchase be made. The completed 

requisition is generated by the using department. For quoted items, attach a copy of the quotes to 

the requisition form. If the requisition is for a service, attach a copy of the contract and a current 

insurance certificate. 

 

B. Purchase Order: Orders will be placed by the County Manager’s office with the exception of the 

Highway Department.  The Highway Department will place their order once the 

Requisition/Purchase Order has been requested through the New World System and approved by 

the County Manager’s office.   Departments will need to follow their requisition through the New 

World System and print out their copy of the purchase order.  All required information is on the 

purchase order, including delivery date, price, etc.  Departments with questions about delivery or 

other items need to contact the vendor.  The County Manager’s office will place the order, but 

after that it is up to the department to track this order until it has been received and submitted to 

the County Auditor for payment.   

 

C. Receipt of Goods or Services: When the supplies or services are received, the department needs to 

compare invoices and packing slips to the purchase order.  All packing slips need to be signed and 

dated with the date received and discrepancies need to be addressed and rectified by the 

department immediately. 
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D. Authorization for Payment: When an invoice is received by the department, the purchase order 

must be attached to the original invoice, along with all supporting documents, to be forwarded to 

the County Auditor for payment.  The department will authorize payment of the claim by verifying 

pricing, signing the purchase order and indicating the method of purchase: 

 

a. County Bid 

b. State Contract 

c. Emergency 

d. Quote 

e. Contractual Agreement 

f. Dealer Item Only 

g. Sole Source 

 

E. Office Supplies: Franklin County purchases office supplies from available state contracts. If more 

than one contract is available, departments should compare prices and use their best judgment in 

determining price vs. quality vs. sufficiency of the commodities being purchased. 

 

a. Departments must budget for their office supply needs within the limits of their office 

supply budgets and budget transfers into an office supply account line will be highly 

scrutinized for necessity. Departments are strongly encouraged to not exceed the amounts 

budgeted in their office supply accounts.  

 

b. Departments may order needed items on-line; their supervisors must then approve the order 

before it is electronically sent to this office for final approval and order placement. 

 

c. Inventory tracking should be implemented in some way so that advance planning of all 

other office supply needs can be determined to avoid numerous small orders over a short 

time period.  Ideally, orders should only be placed once a month.   

 

d. Orders will be analyzed for compliance with purchasing policy; those found not to be in 

compliance will be returned to departments to be amended. 

 

e. At the time of delivery, departments need to sign all packing slips and date it with the date 

received and then forward it to the County Manager’s Office.    

 

f. Invoices for office supplies from all departments are combined and paid monthly by the 

County Managers office by voucher. 

 

g. Central Stores: Central stores stocks and maintains a limited number of items for purchase 

by departments. A list of items and pricing will be circulated to departments and updated 

pricing will be provided as needed. 

 

F. Monthly Purchase Orders:  Monthly purchase orders are used for items that are purchased on a 

regular basis and are on a current contract. There is a fixed amount on monthly purchase orders 

that allows for qualifying purchases to be obtained up to the amount authorized.  If the purchases 

that are needed that month are greater than the amount on the purchase order, prior approval is 

needed from the Department head and the County Manager’s office.  Any revisions that are 
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necessary to process the completed monthly, can be requested via the notes section in the purchase 

order within New World System. 

 

G. Internet Purchases: Occasionally products may only be purchased through the Internet; Internet 

purchases will be considered on a case by case basis. Requisitions are still needed to complete the 

purchase. 

 

H. Vendors calling for payment status:  When vendors call for a payment status, departments 

may access the information on New World System to see if payment has been made.  

Departments should not be forwarding these calls to the Auditor or County Manager’s 

offices. 

 

I. Exceptions to the Purchase Order:  There are certain expenditures for which the processing of a 

purchase order is unnecessary.  The following shall be made without a purchase order; however an 

approved voucher form is necessary.  

 

a. Contracts for professional services 

b. Employee expenses, such as conference expenses and mileage 

c. Reimbursement of petty cash funds 

d. Law book supplements/subscriptions 

e. Utility and Phone Bills 

f. Fuel oil, diesel, kerosene, gasoline, propane, or natural gas  

g. District Attorney expenses for extradition and witnesses 

h. Interdepartmental charges 

i. Medical Examinations 

j. Postage meter costs 

k. Legal Notices and classified advertising (display and non-print advertising need to follow 

quote thresholds and be on a purchase order). 

l. Assigned Counsel 

m. Grand Jury Expenses 

n. Coroner Expenses 

o. Client Expenses (Social Services, Public Health, Office for the Aging) 

p. Association Dues 

q. Service Contracts, lease or rental agreements, charges having a fixed annual or monthly 

amount  

r. Travel Credit Card 

s. Out of county prisoner lodging expenses. 

t. State weights and measures fees 

u. Government registration, certification, and licensing fees and renewals 

v. Any Subscriptions/Renewals 

 

VI. CONTRACT Approval 

 

1. CONTRACTS 

 

A. The County Manager’s Office manages hundreds of contracts.  These contracts include 

consultants, medical supplies, road projects, etc.  Contract management is a process that ensures 

contracts are fully performed. It includes dealing with discrepancies or deficiencies, monitoring 
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performance and resolving disputes.  All contracts should be approved using a standardized 

process, consistently reviewed by the County Attorney and County Manager. When service 

contracts are submitted to the County Manager for review, they must include a detailed 

memo with justification for purchase, documentation of the method of purchase (state 

contract, three quotes, sole source, etc.). 

 

B. Original Contracts upon receipt of all required signatures will be kept in the Board of Legislator’s 

Office and an electronic copy will be attached in New World to the Vendor file for Auditing 

purposes. Each Department will maintain a copy of the contract for their day-to-day operation use 

and each department is responsible for all reporting requirements, renewals and discontinuance of 

such contracts. The discontinuance of any contracts will be reviewed with the County Manager’s 

Office along with specific Legislative Committees following the same approval scale in 

accordance with the value.  

 

C. All contracts with a value of $25,000 (defined as revenue or appropriations) or greater need to be 

approved by the Board of Legislators.  The value of the contract shall be determined by the full 

term of the contract.  For example, a contract with an annual cost of $10,000, but with a 3-year 

term, requires Board approval because the total cost exceeds $25,000. 

 

a. Prior to submission to the Board of Legislators, agency leaders and elected officials are 

required to provide all contracts to the County Manager and County Attorney for review.  

Contracts shall not be submitted to the Board of Legislators until this review is completed 

and a recommendation, in writing, is made to the Board of Legislators. 

 

D. All contracts with a value greater than $5,000 and less than $24,999 (revenue or appropriations) 

require approval by the appropriate legislative committee unless otherwise specified by contract 

and/or resolution.  

 

a. Prior to submission to the appropriate legislative committee, agency heads and elected 

officials are required to provide all contracts to the County Manager and County Attorney 

for review.  Contracts shall not be submitted to the legislative committee until this review 

is completed and a recommendation by the County Manager and County Attorney, in 

writing, is made to the Board of Legislators. 

 

b. The legislative committee retains the right to have the contract reviewed by the full Board 

of Legislators. 

 

c. All contracts shall require approval of the County Manager.  The County Manager may 

seek approval and guidance from the County Attorney.  

 

d. In instances where the contract is not approved by the County Manager and/or the County 

Attorney, the agency leader or elected official can appeal directly to the appropriate 

legislative committee.  In these instances, the agency head is required to notify the County 

Manager, Clerk of the Legislature, and the appropriate Legislative Committee at least one-

week prior to making the request. 

 

E. For Social Services contracts, the Chief Social Services Attorney shall perform the duties of the 

County Attorney, as described above. 
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F. The following exemptions apply: 

 

a. Monthly purchases of utilities (including fuel oil, propane or natural gas for purposes of 

heating buildings), internet service, and cell phone service are specifically exempted from 

the above process.  New accounts need to be approved by the County Manager. 

 

b. Payments to attorneys and/or law offices for costs related to indigent legal defense are 

specifically excluded from the above process. 

 

c. Specialized expert services necessary for prosecutorial purposes are subject to the purview 

of the District Attorney and exempt from this process.  

 

d. Agreements with other Counties pertaining to prisoner lodging are exempt from this 

process. 

 

G. Shared services agreements, regardless of the dollar amount involved, require the approval of the 

full Board of Legislators. 

 

H. Upon acquiring all signatures, the original shall be kept in the Board of Legislators Office and a 

copy sent to the department. An electronic copy shall be attached to the Vendor file in New World 

Systems. The Department is responsible for managing the contract and ensuring that a new one is 

obtained according to policy in advance of expiration. 

2.GRANTS 

A. All Original Grants will be kept in the Board of Legislator’s Office.  Copies will be filed 

with the County Manager,  Auditing Department and specific department providing 

oversight of the grant.   Reporting requirements, implementation and renewal will be 

managed by each specific department. Refer to the Franklin County “Grant Administration 

Policy” for further procedures and guidelines.  

VII. Updating of Policy: The Purchasing Policy shall be reviewed annually as required by 

GML 104-b.   
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Appendix 

 

FRANKLIN COUNTY’S BEST VALUE PROCUREMENT PROCEDURES 

 

On May 15, 2014, the Franklin County Legislature duly adopted a local law to allow the best value 

award methodology to be used in the competitive bidding process for purchase contracts (including 

contracts for service work, but excluding any purchase contracts necessary for the completion of a public 

works contract pursuant to Article Eight of the NY state Department of Labor Law) to be awarded on the 

basis of best value, as authorized in section 103 of the General Municipal Law, and as defined in Section 

163 of the State Finance Law. The purpose and intent of this law is to authorize the use of Best Value 

criteria when awarding purchase contracts to provide the County greater flexibility in awarding contracts 

and to ensure that taxpayers obtain the highest quality goods and services at a low cost, while also 

ensuring fairness to all competitors. 

Traditionally, price has been the main factor considered in the award of competitive bids. Best-

value procurement allows other factors, such as qualifications, schedule, quality, references, and 

performance-based criteria to be used in the evaluation and selection process. Taxpayers are not well 

served when public procurement results in low unit costs at the outset, but ultimately produce cost 

escalations due to factors such as inferior quality, poor reliability and difficulty of maintenance. The term 

“best value” means a basis for awarding contracts for commodities and services that optimizes quality, 

cost, and efficiency, among responsive and responsible offerers. Both of these methods of competitive 

solicitation follow the same requirements of sealed bidding, but vary in the way that the award is decided. 

Procedures for utilizing best value as a basis for awarding a request for competitive offers are outlined 

here. 

The determination of quality and cost efficiency criteria, may include, but shall not be limited to, 

any or all of the following: reliability of products; responsibility of supplier; efficiency and/or 

difficulty/ease use; cost of maintenance; useful lifespan and/or life cycle cost; ability to meet needs 

regarding timeliness of performance; proximity to the end user, if distance and/or response time is of 

significant importance; durability; availability of replacement parts or maintenance contractors; quality of 

craftsmanship; supplier’s financial resources and ability to perform; delivery timelines; compatibility of 

proposed equipment with current equipment; warranty and accessibility of repair parts; vendor’s status as 

a certified or women owned business enterprise, if required by state or federal funding source; and 

experience of a service provider with similar contracts. 

Where the basis for the award is the best value offer, the County shall document in the 

procurement record, and in advance of the initial receipt of offers, the determination of the evaluation 

criteria that shall be used. The documentation shall, where practicable, include a quantification of the 

application of the criteria to the rating of offers and the evaluation results, or, where not practicable, such 

other justification which demonstrates that best value will be achieved. 

The solicitation shall prescribe the minimum specifications or requirements that must be met in 

order to be considered responsive and shall describe and disclose the general manner in which the 

evaluation and selection shall be conducted. Where appropriate, the solicitation shall identify the relative 

importance and/or weight of cost, and the overall technical criterion to be considered by the County in its 

determination of best value.  

Whenever any contract is awarded on the basis of best value instead of lowest responsible offerer, 

the basis for determining best value shall be thoroughly and accurately documented. 

These procedures shall become an appendix to the Franklin County Purchasing Policy and 

reviewed annually by the Franklin County Legislature. 
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Appendix B 

Office of Franklin County Manager 

355 West Main Street, Suite 456, Malone, New York 12953 

Procurement Procedures  

Objective: Compliance with the Procurement Policy is the responsibility of each departmental leader. The  

following is a summary of the workflow process and guide for Franklin County procurement & is for immediate 

implementation in accordance to the Procurement Policy.  

1) Department determines needed commodity or service  

2) Department, with the aid of Purchasing, determines method of purchase, such as whether a bid is required, 

whether quotes are acceptable or neither are necessary. 

3) Department obtains quotes, if applicable, or works with Purchasing to develop bid specifications. If a professional 

service, an RFP may be needed and discussed in advance with Purchasing to determine the steps and information 

needed to issue an RFP. 

4) Department determines if funds are available in the appropriate account line. If not, a transfer of funds request is 

initiated by the department. 

5) Once funds are available, the Department enters a requisition in the accounting system that includes backup 

documentation as an attachment to the requisition. 

a) An exception to this is that service contracts that have been approved by the County Manager are 

allowed to be put on a voucher. Documentation of quotes or other method of purchase (ie. sole 

source) shall be attached to the service contract for review by the County Manager to show that 

policy has been followed. 

6) Purchasing reviews the requisition for completeness, accuracy of method of purchase documentation, and review of 

appropriate account line. 

7) After review and approval of the requisition, Purchasing will create a purchase order.  

8) Purchasing will place the order for all departments except Highway. Upon purchase order creation & approval by 

Purchasing, the Highway Department will place their own orders. 

9) The Department shall follow-up on the order placement to ensure timely delivery of items. If there is a problem 

with the order, vendor contact information is in the accounting system for the Department to use in addressing any 

delivery issues. 

io) Upon receipt of items, Department shall process the purchase order for payment.  

ii) Exception to the process above is when blanket ("monthly") purchase orders are granted. This gives the 

Department pre-approval to order from a specific vendor, against a specific contract, from a specific 

account, up to a specific amount, within a given month. This allows for the Department to place orders 

themselves for items that may be regularly needed throughout a month that often can't be determined 

ahead of time (medical supplies and auto parts). It also allows for the potential of multiple orders 

throughout the month so that items can be ordered as needed without having to wait for purchase order 

approval and having multiple purchase orders throughout the month for those items.  
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12) If there is a need for an emergency purchase, the department head must make every attempt to follow 

the above procedures. However, if there is a need for immediate emergency action, the department head 

must attempt via phone &/or in writing (email/text) to contact the county manager for discussion and 

approval of the emergency regardless of the time of day. If the county manager cannot be reached, the 

department head must send an email to the county manager and their legislative committee advising 

them of the purchase and justify the emergency purchase. During the workday, the assistant purchasing 

agent also has the authority to determine an emergency purchase. created: 1/17/17 
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Appendix C 

Competitive Procurement Standards 

Solicitation of sealed bids 

When the aggregate total for a commodity or service group of items that is anticipated to be 

purchased over a 12 month period will be over $20,000, or over $35,000 for any single public 

works project, a competitive sealed bid process shall be utilized. The sealed bid shall seek a firm 

fixed price (lump sum or unit price) and shall be awarded to the responsive and responsible 

bidder whose bid complies with all the conditions of the Request for Bids, that is the lowest 

price. An exception to this is a Best Value award as detailed in the Purchasing Policy.  

The following requirements apply to a competitive solicitation: 

a) A public notice shall be published within the newspaper(s) designated by the Franklin County 

Legislature as the official newspapers for the calendar year. A sufficient amount of response time 

prior to the date set for the opening of the bids, should be given, but the publication date must be a 

minimum of five (5) calendar days before the opening date of the bids. If the bid opening date is 

extended, a new notice shall be published following the same procedure.  

b) Bids shall be solicited from an adequate number of known suppliers. A minimum of three vendors 

shall be sent the Request for Bids. If a large list of potential suppliers is not available, the County shall 

also place the solicitation documents on the County website for further notification coverage. All 

Request for Bids with an anticipated award of over $100,000 shall be advertised in The New York State 

Contract Reporter. 

c) All bids shall be opened at the time and place specified in the Request for Bids, and shall be 

opened publicly. 

d) After advertisement and active solicitation of bids, if no bids are received, the following shall occur: 

 An attempt shall be made to contact the vendors from whom bids were solicited, to determine 

what the reason was for not submitting a bid (ex. not enough time, incomplete/confusing specs, 

concern with the specs, etc.) 

 If a reason can be determined and changes can be made to the solicitation that can potentially provide 

more competition without sacrificing the County's needs, those changes shall be made and the 

commodity/service shall be rebid. 

 If after rebid, there is still insufficient competition, the County reserves the right to seek quotes and 

provide justification for such. 

e) All Request for Bids shall include complete, adequate, and realistic specifications that define the items 

or services sufficiently enough for the bidders to properly respond. 

f) All procurement transactions must be conducted in a manner providing full and open competition 

consistent with the standards of this section. Some of the situations considered to be restrictive of 

competition include, but are not limited to: 
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 Placing unreasonable requirements on firms in order for them to qualify to do business; 

 Requiring unnecessary experience or excessive bonding; 

 Noncompetitive contracts to consultants that are on retainer contracts; 

 Organizational conflicts of interest; 

 Specifying only a "brand name" product instead of allowing an "or equal" product to be 
offered and describing the performance or other relevant requirements of the procurement; 

 Any arbitrary action in the procurement process; 

 Requiring a state, local, or tribal geographical preference in the evaluation of bids or proposals, 

except in those cases where Federal awards expressly mandate or encourage geographic preference. 

This does not preempt state licensing laws. When contracting for architectural and engineering (NE) 

services, geographic location may be a selection criterion provided its application leaves an 

appropriate number of qualified firms, given the nature and size of the project, to compete for the 

contract. 

g) All solicitations must incorporate a clear and accurate description of the technical requirements 

for the material, product, or service to be procured. The description may include a statement of the 

qualitative nature of the material, product or service to be procured and, when necessary, must set 

forth those minimum essential characteristics and standards to which it must conform if it is to 

satisfy its intended use. Product specifications that are too detailed/restrictive should be avoided if 

at all possible. When it is impractical or uneconomical to make a clear and accurate description of 

the technical requirements, a "brand name or equivalent" description may be used as a means to 

define the performance or other applicable requirements of the procurement. 

h) Any or all bids may be rejected if there is a sound documented reason. 

Procurement by competitive proposals 

It will be determined by the County Manager and County Attorney if a Request for Proposal 

(RFP) will be the method used to procure professional services.  

When this method is used, the following requirements apply: 

a) Proposals shall be sought from a minimum of three qualified sources, when available;  

b) Method of evaluation of the proposals shall be contained within the Request for Proposal 

document with weighted scoring for each evaluation criteria; 

c) Contracts will be awarded after conducting evaluations of the proposals to determine the most 

advantageous proposal for the program, with price and other factors to be considered; 

d) The County may use a qualifications-based solicitation for architectural/engineering (NE) 

professional services whereby competitors' qualifications are evaluated and the most qualified 

competitor is selected, subject to negotiation of fair and reasonable compensation. The method, 

where price is not used as a selection factor, can only be used in procurement of NE professional 

services. It cannot be used to purchase other types of services.  
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e) The County will treat each Request for Proposal of professional services as exclusive contracts and 

will not procure in any aggregate manner or "like service." 

Breach of Contract 

In the event of a breach of contract by the Contractor, the County Manager and the Legislative Board 

shall be notified. The County Attorney shall be consulted to determine what the next steps shall be. 
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Appendix D 

Uniform Guidance for Federal Awards 

Purpose 

The Code of Federal Regulations (CFR) Title 2 Part 200 (subparts A-F) of the "Uniform 

Administrative Requirements, Cost Principals, and Audit Requirements for Federal Awards" requires 

organizations receiving federal awards to establish and maintain effective internal controls over 

federal awards. This includes those instances where Franklin County is a sub-recipient of a state. 

General Policy Statement 

Franklin County does not have a centralized grants department, therefore, it is the responsibility of 

each department obtaining a grant to be familiar with and follow all grant documents and 

requirements. For the purpose of this policy, "Program Director" shall apply to the individual(s)  

within a given department who will be responsible for the grant. A list of the name(s) of the 

Program Director(s) along with the corresponding grants that they oversee shall be supplied to the 

County Manager. A form within the Grant Management Policy shall be used for this purpose. 

To comply with 2 CFR Part 200 (subparts A-F), Franklin County implements policies and procedures 

to include, but not limited to, those contained herein. In addition, Appendix II to Part 200 — Contract 

Provisions for Non-Federal Entity Contracts under Federal Awards shall be applicable. 

§200.318 General procurement standards 

A. The County will use its own procurement procedures which reflect applicable State and 

Local laws and regulations; provided that the procurements conform to applicable federal 

law and Uniform Guidance. As such, County procurements related to Federal grants will be 

subject to New York State General Municipal Law, Franklin County Procurement Policy, 

and Uniform Guidance Requirements. 

B. The Program Director within each department shall maintain oversight to ensure that 

contractors perform in accordance with the terms, conditions, and specifications of their 

contracts or purchase orders. 

C. No employee, officer or agent may participate in the selection, award, or administ ration of 

a contract supported by a Federal award if he/she has a real or apparent conflict of 

interest. Such a conflict of interest would arise when the employee, officer, or agent, any 

member of his/her immediate family, his/her partner, or an organization which employs or 

is about to employ any of the parties indicated herein, has a financial or other interest in 

or a tangible personal benefit from a firm considered for a contract. The officers, 

employees, and agents of Franklin County may neither solicit nor accept gratuities, 

favors, or anything of monetary value from contractors or parties to subcontracts. 

Standards for situations in which the financial interest is not substantial or the gift is an 

unsolicited item of nominal value shall be governed by the "Code of Ethics of the County 

of Franklin." The "Code of Ethics of the County of Franklin" provides for disciplinary 
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actions to be applied for violations of such standards by officers, employees, or agents of 

Franklin County. 

D. The County will avoid acquisition of unnecessary or duplicative items. Consideration  

should be given to consolidating or breaking out procurements to obtain a more 

economical purchase. Where appropriate, an analysis will be made of lease versus  

purchase alternatives, and any other appropriate analysis to determine the most economical 

approach. 

 

E.  The County will enter into state and local intergovernmental agreements or inter-entity 

agreements, where appropriate, for procurement or use of common or shared goods and 

services. 

F.  The County may consider federal excess and surplus property in lieu of purchasing new 

equipment and property whenever such use is feasible and reduces project costs. 

G.  The County may use value engineering clauses in contracts for construction projects of 

sufficient size to offer reasonable opportunities for cost reductions. Value engineering is a 

systematic and creative analysis of each contract item or task to ensure that its essential 

function is provided at the overall lower cost. 

H.  The County will only award contracts to Responsible Vendors and will document, in writing, 

such determination. To aid in the documentation process, the "Vendor Responsibility 

Questionnaire" shall be included in any competitive solicitations issued that will use federal 

grant funding. 

§200.213 Suspension and debarment shall also apply: 

1) A contract award must not be made to parties listed on the government wide 

exclusions in the System for Award Management (SAM), in accordance with 

OMB guidelines at 2 CFR 180 that implement Executive Orders 12549 and 12689 

"Debarment and Suspension." 

2) The County will include a suspension/debarment clause within its "Standard 

 Clauses for Federal Awards" requiring the vendor/contractor to certify that it is not 

suspended or debarred. The contract will also contain language requiring the 

vendor/contractor to notify the Government immediately upon becoming suspended 

or debarred. 

3) The Program Director within each department shall be required to check the 

Vendor/Contractor's name through SAM to determine any exclusion. A copy of the 

SAM search shall be included with the contract documentation. To register on the 

SAM website, use this link: https://www.sam.qov/portal/SAM#1  

4) If a Vendor/Contractor is found to be suspended or debarred, the County will 

immediately cease to do business with the vendor. 

I.  The Program Director within each department shall maintain the grant files. 

Documentation must include the significant history of the procurement, including the 

rationale for the method of procurement, selection of contract type, contractor selection or 

rejection, and the basis of contract price. 

https://www.sam.qov/portal/SAM#1


 

Purchasing Policy Purchasing Policy 

J.  The County will only utilize time and material contracts when it has been determined that 

no other contract type is suitable. This applies to federal awards only. 

K.  The County must be responsible, in accordance with good administrative practice and 

sound business judgement for the settlement of all contractual and administrative issues 

arising out of procurements. These issues include, but are not limited to, source 

evaluation, protests, disputes, and claims. These standards do not relieve the County of 

any contractual responsibilities under its contracts. The Federal awarding agency will not 

substitute its judgment for that of the County unless the matter is primarily a Federal 

concern. Violations of law will be referred to the local, state, or Federal authority having 

proper jurisdiction. 

§200.319 Competition     

A. Procurements will provide for full and open competition as set forth in the Uniform 

Guidance, or State and local procurement policy/law, whichever is most restrictive. 

B. The County shall conduct procurements in a manner that prohibits the use of statutorily or 

administratively imposed state, local, or tribal geographical preferences in the evaluation of 

bids or proposals, except in those cases where applicable Federal statutes expressly mandate 

or encourage geographic preference. 

§200.320 Methods of procurement to be followed. 

See Appendix C Competitive Procurement Standards for further information that 
pertains to all competitive solicitations. 

Procurement by noncompetitive proposals is procurement through solicitation of a 

proposal from only one source and may be used only when one or more of the following 

circumstances apply: 

a) The item is available only from a single source. Documentation from the manufacturer must 

be provided to substantiate this. 

b) The public need or emergency for the requirement will not permit a delay resulting 

from competitive solicitation. This should not be the result of poor planning. 

c) The Federal awarding agency or pass-through entity expressly authorizes 

noncompetitive proposals in response to a written request from the County. 

d) After solicitation of a number of sources, competition is determined inadequate. 

§200.321 Contracting with small and minority businesses, women's business 

enterprises, and labor surplus area firms. 

A.  The County shall take all necessary affirmative steps to assure that minority businesses, 

women's business enterprises, and labor surplus firms are used when possible. Steps to 

include: 

1) Placing qualified small and minority businesses and women's business 

enterprises on solicitation lists; 
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2) Assuring that small and minority businesses, and women's business enterprises are 

solicited whenever they are potential sources; 

3) Dividing total requirements, when economically feasible, into smaller tasks or 

quantities to permit maximum participation by small and minority businesses, and 

women's business enterprises; 

4) Establishing delivery schedules, where the requirement permits, which 

encourage participation by small and minority businesses, and women's business 

enterprises; 

5) Requiring the prime contractor, if subcontracts are to be let, to take the 

affirmative steps listed in paragraphs (1) to (4) of this section. 

§200.323 Contract cost and price 

The County must perform a cost or price analysis in connection with every procurement action 

in excess of the Simplified Acquisition Threshold (as of December 2017 - $150,000) 

including contract modifications. The method and degree of analysis is dependent on the facts 

surrounding the particular procurement situation, but as a starting point, the County will make 

independent estimates before receiving bids or proposals. Costs or prices based on estimated 

costs for contracts under the Federal 

award are allowable only to the extent that costs incurred or cost estimates included in 

negotiated prices would be allowable for the County under Subpart E — Cost Principles of this 

part. The cost plus a percentage of cost and percentage of construction cost methods of 

contracting will not be used. 

§200.324 Federal awarding agency or pass-through entity review 

The County shall make available, upon request of the Federal awarding agency or pass-

through entity, technical specifications on proposed procurements where the Federal 

awarding agency or pass-through entity believes such review is needed. 

§200.325 Bonding requirements 

For construction or facility improvement contracts or subcontracts exceeding the Simplified 

Acquisition Threshold, the County shall require: 

A. A bid guarantee from each bidder equivalent to five percent of the bid price.  

B. A performance bond on the part of the contractor for 100 percent of the contract price. 

C. A payment bond on the part of the contractor for 100 percent of the contract price. 

§200.326 Contract provisions 

County contracts under Federal Awards shall contain the "Standard Clauses for Federal 

Awards" in conformance with the provisions described in Appendix II to Part 200 — 

Contract Provisions for non-Federal Entity Contracts Under Federal Awards. Program 

Directors shall ensure that these clauses are included with any procurement contract that is 

part of a Federal award.
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SEXUAL HARASSMENT PREVENTION POLICY 
 

Adopted per Resolution #271 of November 1, 2018 by the Franklin County Legislature 

 

I. POLICY STATEMENT 

 

Franklin County is committed to maintaining a workplace free from sexual harassment. Sexual 

harassment, which includes harassment on the basis of sex, self-identified or perceived sex or gender, 

sexual orientation, gender identity, gender expression or transgender status, is a form of workplace 

discrimination. Sexual harassment is considered a serious form of employee misconduct.  All employees, 

interns, volunteers, and non-employees are required to work in a manner that prevents sexual harassment 

in the workplace. Any employee, intern, volunteer, or non-employee in the workplace who engages in 

sexual harassment or retaliation will be subject to remedial and/or disciplinary action, up to and including 

termination. This Policy is one component of Franklin County’s commitment to a discrimination-free 

work environment.1  

 

Sexual harassment is against the law. All persons have a legal right to a workplace free from sexual 

harassment. This right can be enforced by filing a complaint internally with Franklin County, and/or with 

a government agency or in court under federal, state or local antidiscrimination laws. 

 

Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject Franklin 

County to liability for harm to targets of sexual harassment. Harassers may also be individually subject to 

liability. Those covered by this Policy who engage in sexual harassment, and managers and supervisors 

who engage in sexual harassment or who knowingly allow such behavior to continue, will be subject to 

remedial action or discipline in accordance with law or an applicable Collective Bargaining Agreement. 

 

This Policy also prohibits retaliation against individuals who report or complain of sexual harassment or 

participate in the investigation of a sexual harassment complaint, as further described herein.  

 

Complaints of sexual harassment must be submitted to the Compliance Officer: Personnel Officer. In the 

event that the Compliance Officer is the subject of the complaint, complaints must be made to the County 

Manager. Franklin County will conduct a prompt, thorough and confidential investigation that ensures due 

process for all parties, whenever Franklin County or its supervisory or managerial personnel receives a 

complaint about sexual harassment or retaliation, or otherwise knows of possible sexual harassment 

occurring. Franklin County will keep the investigation confidential to the extent possible. Effective 

corrective action will be taken whenever sexual harassment or retaliation is found to have occurred. All 

persons covered by this Policy, including managers and supervisors, are required to cooperate with any 

internal investigation of sexual harassment. 

 

All employees, interns, volunteers, and non-employees are to report any harassment or behaviors that 

violate this Policy. Franklin County will provide a complaint form for the reporting of harassment and to 

file complaints. Managers and supervisors are required to report any complaint that they receive, or any 

harassment that they observe or become aware of in the workplace. Such reporting must be in written 

form to the Compliance Officer. Confronting the harasser is not required but is encouraged if the 

                                                 
1 

Note that other forms of discrimination, as well as harassment based on protected classes or characteristics other than those 

covered under this policy, are covered separately under Franklin County’s Discrimination and Harassment Policy.  
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complainant feels it is possible and safe to do so.  Anyone covered by this Policy has the right to file a 

good faith complaint without first communicating with the offender. 

 

SCOPE 

 

A. Who is covered by this Policy? This Policy applies to all employees, applicants for employment, 

interns, whether paid or unpaid, volunteers, non-employees and persons conducting business with 

Franklin County2. 

 

B. Who can be a target of sexual harassment? Sexual harassment can occur between any 

individuals, regardless of their sex or gender. New York Law protects employees, paid or unpaid 

interns, and non-employees who provide services in the workplace. This Policy also protects 

volunteers of Franklin County. 

 

C. Who can be a sexual harasser: A harasser can be a superior, a subordinate, a coworker or anyone 

in the workplace including an independent contractor, contract worker, vendor, client, customer or 

visitor, or anyone with whom the person interacts while conducting their job duties.   

 

D. Where can sexual harassment occur? Unlawful sexual harassment is not limited to the physical 

workplace itself. It can occur while employees, interns and/or volunteers are traveling for business 

or at employer sponsored events or parties. Calls, texts, emails, and social media usage can 

constitute or contribute to unlawful workplace harassment, even if occurring away from the 

workplace premises or not during work hours. 

 

II. DEFINITIONS OF PROHIBITED CONDUCT 

 

A. What is sexual harassment?  

 

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where 

applicable) local law. Sexual harassment includes harassment on the basis of sex, self-identified or 

perceived sex or gender, sexual orientation, gender identity, gender expression or transgender status.  

 

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at 

an individual because of that individual’s sex when: 

o Such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive work environment, even 

if the complaining individual is not the intended target of the sexual harassment; 

o Such conduct is made either explicitly or implicitly a term or condition of employment; or 

o Submission to or rejection of such conduct is used as the basis for employment decisions 

affecting an individual’s employment. 

 

A sexually harassing hostile work environment consists of words, signs, jokes, pranks, intimidation or 

physical violence which are of a sexual nature, or which are directed at an individual because of that 

individual’s sex, self-identified or perceived sex or gender, sexual orientation, gender identity, gender 

expression or transgender status. Sexual harassment also consists of any unwanted verbal or physical 

advances, sexually explicit derogatory statements or sexually discriminatory remarks made by someone 

                                                 
2 Non-employees, as defined by law, includes contractors, vendors and consultants or those who are employees of the 

contractor, vendor or consultant. 
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which are offensive or objectionable to the recipient, which cause the recipient discomfort or humiliation, 

and/or which interfere with the recipient’s job performance. 

 

Sexual harassment also occurs when a person in authority tries to offer job benefits for sexual favors. This 

can include hiring, promotion, continued employment or any other terms, conditions or privileges of 

employment. This is also called “quid pro quo” harassment.  

 

Anyone subject to and/or covered by this Policy who feels harassed should complain so that any violation 

of this policy can be corrected promptly. Any harassing conduct, even a single incident, can be addressed 

under this policy. 

 

B. Examples of sexual harassment 

 

Sexual harassment under the law and prohibited by this Policy may include, but is not limited to, the 

following prohibited conduct: 

 Physical assaults of a sexual nature, such as: 

o Touching, pinching, patting, grabbing, rape, sexual battery, molestation or attempts to 

commit these assaults (which should be reported to local authorities as promptly as is 

possible). 

 Unwanted sexual advances or propositions, such as: 

o Requests for sexual favors accompanied by implied or overt threats concerning the 

target’s job performance evaluation, a promotion or other employment benefits or 

detriments; subtle or obvious pressure for unwelcome sexual activities. 

 Sexually oriented gestures, noises, remarks, jokes or comments about a person’s sexuality or 

sexual experience, which create a hostile work environment. 

 Sex stereotyping, which occurs when conduct or personality traits are considered inappropriate or 

treated negatively simply because they may not conform to other people’s ideas or perceptions 

about how individuals of a particular sex should look or act. 

 Sexual or discriminatory displays or publications anywhere in the workplace, such as: 

o Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading 

materials or other materials that are sexually demeaning or pornographic. This includes 

such sexual displays on workplace computers or cell phones and sharing such displays 

while in the workplace or in a work-related gathering or setting. 

 Hostile actions taken against an individual because of that individual’s sex, self-identified or 

perceived sex or gender, sexual orientation, gender identity, gender expression or transgender 

status, such as: 

o Interfering with, destroying or damaging a person’s workstation, tools or equipment, or 

otherwise interfering with the individual’s ability to perform the job; 

o Sabotaging an individual’s work; 

o Bullying, yelling, name-calling. 

 

C. Retaliation  

 

In addition to sexual harassment, retaliation for opposing or complaining of sexual harassment or 

participating in investigations of sexual harassment is prohibited by law and prohibited under this Policy. 

No person covered by this Policy shall be subjected to such unlawful retaliation. Unlawful retaliation can 

be any adverse employment action, including being discharged, disciplined, discriminated against, or any 

action that would keep or discourage anyone covered by this Policy from coming forward to make or 
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support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace to 

constitute unlawful retaliation. 

 

The New York State Human Rights Law and this Policy protect any individual who has engaged in 

“protected activity.” Protected activity occurs when a person has: 

 made a complaint of sexual harassment, either internally or with any anti-discrimination agency; 

 testified or assisted in a proceeding involving sexual harassment under this Policy, the State 

Human Rights Law or other anti-discrimination law; 

 opposed sexual harassment by making a verbal or informal complaint to Franklin County 

(including a supervisor or manager) or by simply informing a supervisor or manager of 

harassment; 

 reported that another employee, intern, volunteer or non-employee covered by this Policy has been 

sexually harassed; or  

 encouraged a fellow employee, intern, volunteer and/or non-employee covered by this Policy to 

report harassment. 

 

Employees, interns, volunteers, and non-employees who believe they have been subjected to retaliation 

should report this conduct in accordance with the same reporting procedures as are outlined below. These 

complaints of retaliation will be investigated in accordance with the same procedures utilized to 

investigate a complaint of sexual harassment. Individuals also may file complaints of retaliation with the 

federal or state enforcement agencies (EEOC or New York State Division of Human Rights.) Any 

individual found to have engaged in retaliation as defined in this Policy may be subject to disciplinary 

action up to and including termination, and/or other corrective or remedial action as necessary. 

 

III. REPORTING PROCEDURES AND RESPONSIBILITIES 

 

A. Reporting Procedures  

 

Preventing sexual harassment is everyone’s responsibility. Franklin County cannot prevent or remedy 

sexual harassment unless it knows about it. Any employee, intern, volunteer or non-employee who has 

been subjected to behavior that may constitute sexual harassment is strongly encouraged to report such 

behavior to the Compliance Officer set forth below. Anyone who witnesses or becomes aware of potential 

or perceived instances of sexual harassment should also report such behavior to the Compliance Officer.  

 

o Compliance Officer: Personnel Officer 

o In the event that the Compliance Officer is the subject of the complaint, complaints are to 

be made to the County Manager. 

 

Although encouraged, note that neither this Policy nor state or federal law requires that an individual tell 

an alleged harasser to stop his/her actions. Failure to do so does not preclude the individual from filing a 

complaint of sexual harassment. Individuals should feel free to keep written records of any actions which 

may constitute sexual harassment, including time, date, location, names of others involved, witnesses (if 

any), and who said or did what to whom.  

 

Reports of sexual harassment may be made verbally or in writing. If made verbally, the Complaint must 

be reduced to writing by the individual who it was reported to. The written report must be given to the 

Compliance Officer. A form for submission of a written complaint is attached to this Policy, and all 

employees, interns, volunteers, and non-employees conducting business in the workplace are encouraged 
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to use this complaint form. Individuals who are reporting sexual harassment on behalf of other employees, 

interns, volunteers or non-employees should use the complaint form and note that it is on another person’s 

behalf. 

 

Employees, interns, volunteers or non-employees who believe they have been a target of sexual 

harassment may also seek assistance in other available forums, as explained below in the section on Legal 

Protections. 

 

B. Supervisory Responsibilities 

 

All managerial and supervisory personnel of Franklin County shall be responsible for enforcing this 

Policy and shall have particular responsibility for ensuring that the work environment under their 

supervision is free from sexual harassment and retaliation. In addition to being subject to discipline or 

other remedial action if they engaged in sexually harassing conduct themselves, all supervisors and 

managers who receive a complaint or information about suspected sexual harassment, observe what 

may be sexually harassing behavior or for any reason suspect that sexual harassment is occurring, 

are required to report same in writing, to the Compliance Officer. Supervisors and managers will be 

subject to discipline (or other remedial and appropriate action) for failing to report suspected sexual 

harassment or otherwise knowingly allowing sexual harassment to continue. 

 

Supervisors and managers will also be subject to discipline or other appropriate remedial action for 

engaging in retaliation. 

 

C. Franklin County’s Responsibilities 

 

Franklin County will be responsible for ensuring that this Policy is provided to employees, interns, and 

volunteers, and that training on this Sexual Harassment Prevention Policy is conducted annually.  

 

IV. INVESTIGATION AND RESPONSE PROCEDURES 

 

All complaints or information about suspected sexual harassment will be investigated, whether that 

information was reported in verbal or written form. Investigations will be conducted in a timely manner 

and will be confidential to the extent possible. 

 

An investigation of any complaint, information or knowledge of suspected sexual harassment will be 

prompt and thorough, commencing immediately and completed as soon as possible. The investigation will 

be confidential to the extent possible. All persons involved, including complainants, witnesses and alleged 

harassers will be accorded appropriate due process to protect their rights to a fair and impartial 

investigation. 

 

Any employee, volunteer, intern or non-employee may be required to cooperate as needed in an 

investigation of suspected sexual harassment. As further set forth herein, Franklin County will not tolerate 

retaliation against those who file complaints, support another’s complaint, or participate in the 

investigation of a complaint. 

 

All investigations will be conducted by the Compliance Officer or their designee. The nature of an 

investigation may vary on a case by case basis dependent upon the circumstances and extent of the 

allegations. Generally, investigations should be conducted by the Compliance Officer or their designee in 
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accordance with the following steps:  

 

 Upon receipt of complaint, the Compliance Officer or their designee will conduct an immediate 

review of the allegations, and take interim actions, as appropriate. If the complaint is oral, 

encourage the individual to complete the “Complaint Form” in writing. If he or she refuses, 

prepare a Complaint Form or other write up of the complaint based on the oral reporting. 

 If documents, emails or phone records are relevant to the allegations, take steps to obtain and 

preserve them. 

 Request and review all relevant documents, including all electronic communications. 

 Interview all parties involved, including any relevant witnesses; 

 Create (at a minimum) written documentation of the investigation (such as a letter, memo or 

email), which contains the following: 

o A list of all documents reviewed, along with a detailed summary of relevant documents; 

o A list of names of those interviewed, along with a detailed summary of their statements; 

o A timeline of events; 

o A summary of prior relevant incidents, reported or unreported; and 

o Recommendation(s) for the final resolution of the complaint, together with any 

recommendations for corrective or remedial actions to be taken. 

 Keep the written documentation and associated documents in the employer’s records. 

 

Once the investigation is completed, the Compliance Officer or their designee will make a Final 

Determination as to whether the Policy has been violated.  

 

The Compliance Officer or their designee shall promptly notify the complainant of the Final 

Determination, and also inform the complainant of their right to file a complaint or charge externally as 

outlined below.3  

 

If a complaint of sexual harassment or retaliation is determined to be founded, Franklin County may take 

disciplinary and/or corrective action. The Compliance Officer will be responsible for overseeing the 

implementing of any corrective or remedial actions deemed necessary.  

 

V. REIMBURSEMENT 

 

Any employee who has been subject to a judgement of personal liability for intentional wrongdoing in 

connection with a claim for sexual harassment shall reimburse the Franklin County for any monies it paid 

to a complainant for what was found to be the employee’s proportionate share of said judgement. These 

reimbursements must be made within ninety (90) days from payment by the Franklin County to the 

Complainant.  A failure to reimburse will result in the sum being withheld directly from the employee’s 

compensation or through enforcement of a money judgement. 

 

                                                 
3 

Where a complaint was filed regarding sexual harassment against an individual other than the person making the written 

complaint, the person against whom the harassment was directed will be treated as the complainant for purposes of this Policy.  
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VI. FURTHER CONFIDENTIALITY AND DISCLOSURE 

 

In recognition of the personal nature of discrimination complaints and the emotional impact of alleged 

discrimination, Franklin County shall keep complaints as confidential as is consistent with a thorough 

investigation, applicable collective bargaining agreements, and other laws and regulations regarding 

employees and the workplace setting. For the protection of all individuals who make complaints or are 

accused of prohibited discrimination, every witness interviewed during an investigation under this Policy 

will be advised of the confidentiality requirement and instructed not to discuss the complaint, the 

investigation, or the persons involved. To the extent complaints made under this Policy implicate criminal 

conduct, Franklin County may be required by law to contact and cooperate with the appropriate law 

enforcement authorities.  

 

The terms of any settlement or other resolution are subject to disclosure UNLESS the Complainant seeks 

confidentiality.  This request for confidentiality may be revoked within a certain time period in accordance 

with State law. 

 

VII. FALSE REPORTS 

 

Reporting of a false complaint is a serious act. In the event it is found that an individual bringing the 

complaint has knowingly made false allegations, Franklin County may take appropriate remedial action 

and/or disciplinary action in accordance with the provisions of applicable collective bargaining agreement 

and/or state law. 

 

VIII.  LEGAL PROTECTIONS AND EXTERNAL REMEDIES 

 

Sexual harassment is not only prohibited by Franklin County but is also prohibited by state, federal, and, 

where applicable, local law. 

 

Aside from the internal process at Franklin County, individuals may also choose to pursue legal remedies 

with the following governmental entities at any time. 

 

A. New York State Division of Human Rights (DHR) 

 

The Human Rights Law (HRL), codified as N.Y. Executive Law, Art. 15, § 290 et seq., applies to 

employers in New York State with regard to sexual harassment, and protects employees, interns and non-

employees. A complaint alleging violation of the Human Rights Law may be filed either with Division of 

Human Rights or in New York State Supreme Court.  Complaints with DHR may be filed any time within 

one year of the harassment. If an individual did not file at DHR, they can sue directly in state court under 

the HRL, within three years of the alleged discrimination. An individual may not file with DHR if they 

have already filed a HRL complaint in state court. 

 

Complaining internally to Franklin County does not extend the time for filing a complaint with DHR or in 

court. The one year or three years is counted from date of the most recent incident of harassment. 

 

An individual does not need an attorney to file a complaint with DHR, and there is no cost to file with 

DHR. 
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DHR will investigate the complaint and determine whether there is probable cause to believe that 

discrimination has occurred. Probable cause cases are forwarded to a public hearing before an 

administrative law judge. If discrimination is found after a hearing, DHR has the power to award relief, 

which varies but may include requiring the employer to act to stop the harassment, or redress the damage 

caused, including paying monetary damages, attorney’s fees and civil fines. 

 

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a 

complaint. The website has a complaint form that can be downloaded, filled out, notarized and mailed to 

DHR. The website also contains contact information for DHR’s regional offices across New York State. 

 

B. United States Equal Employment Opportunity Commission (EEOC) 

 

The EEOC enforces federal anti-discrimination laws, including Title VII of the 1964 federal Civil Rights 

Act (codified as 42 U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC anytime 

within 300 days from the harassment. There is no cost to file a complaint with the EEOC. The EEOC will 

investigate the complaint, and determine whether there is reasonable cause to believe that discrimination 

has occurred, at which point the EEOC will issue a Right to Sue letter permitting the individual to file a 

complaint in federal court. 

 

The EEOC does not hold hearings or award relief, but may take other action including pursuing cases in 

federal court on behalf of complaining parties. Federal courts may award remedies if discrimination is 

found to have occurred. 

 

If an individual believes that he/she has been discriminated against at work, he/she can file a “Charge of 

Discrimination.” The EEOC has district, area, and field offices where complaints can be filed. Contact the 

EEOC by calling 1-800-669-4000 (1-800-669-6820 (TTY)), visiting their website at www.eeoc.gov or via 

email at info@eeoc.gov 

 

If an individual filed an administrative complaint with DHR, DHR will file the complaint with the EEOC 

to preserve the right to proceed in federal court. 

 

C. Local Protections 

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An 

individual should contact the county, city or town in which they live to find out if such a law exists.  

 

D. Contact the Local Police Department 

 

If the harassment involves physical touching, coerced physical confinement or coerced sex acts, the 

conduct may constitute a crime. Contact the local police department. 

http://www.eeoc.gov/
mailto:info@eeoc.gov
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FRANKLIN COUNTY HARASSMENT COMPLAINT FORM 

(Submit to Personnel Officer or County Manager) 

 

This form may be used to file a complaint of harassment which is a form of discrimination prohibited by 

federal law, the New York State Human Rights Law, and Franklin County Policy. 

 

Filing this complaint form with Franklin County in no way deprives you of the right to file a complaint with 

the US Equal Employment Opportunity Commission, New York State Division of Human Rights, and/or the 

Federal/State courts. 

______________________________________________________________________________________ 

(PLEASE PRINT OR TYPE) 

 

1. Name____________________________________  

Phone Number ____________________________ 

Residence_____________________________________________________________ 

Mailing Address (if different from residence) ________________________________ 

City ______________________ State _______________ Zip Code ______________ 

 

2. Department ___________________________________________________________ 

 

3. Have you filed this charge with a Federal, State or local government agency? 

 YES/NO: ______  When _________    Where    _____________________________ 

(Month/Day/Year) 

 

Have you instituted a suit or court action on this charge? 

YES/NO: ______ When___________    Where _______________________ 

                        (Month/Day/Year) 

 
(AN AFFIRMATIVE REPLY TO THIS QUESTION WILL IN NO WAY STOP A REVIEW OF YOUR COMPLAINT) 

 

4. Alleged Discrimination Occurred on or about: 

 

Month: ____________ Day: ________ Year: _________ Time: _________________ 

 

Is this alleged discrimination continuing: YES _____  NO_____? 

 

Are you personally the subject of the alleged harassment? YES _____  NO_____? 

 

If not, please state the name of the person(s) who are the subject of the alleged harassment:  

________________________________________________________________________________ 

 

Describe the alleged act of harassment.  Use additional sheets if necessary. 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________
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________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________ 

________________________________________________________________________________ 

 

5. Indicate the name(s) of the alleged harasser(s): 

 ________________________________________________________________________________ 

________________________________________________________________________________ 

  

6. State the name(s) of any potential witness(es): 

 ________________________________________________________________________________ 

________________________________________________________________________________ 

 

7. I swear or affirm that I have read the above related facts and that the statements are true and correct 

to the best of my knowledge, information and belief. 

 

 

Date:_______________   ___________________________________________ 

(Signature) 

 

 

 

-INFORMATION PROVIDED HEREIN WILL BE CONFIDENTIALLY MAINTAINED- 
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SMOKING POLICY 
 

Adopted Per Resolution #14 of January 8, 1990 by the Franklin County Legislature 

 

The Clean Indoor Act (Chapter 244 of the Laws of 1989) which was expanded effective July 24, 2003, was 

designed to protect employees and members of the public from secondhand smoke by prohibiting smoking 

inside of buildings. 

 

Designated areas will be assigned at each County location. 
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SOCIAL NETWORKING POLICY 
 

Adopted per Resolution # 221 of August 18, 2016 by the Franklin County Legislature 

 

I. POLICY 

 

 The County of Franklin acknowledges that social networking exists and neither encourages it nor 

discourages its use.  Employees are reminded that they are responsible for the appropriateness and content of 

material they transmit or publish on the Internet and are advised that the County's Internet and E-Mail Policy 

should be read in conjunction with the Social Networking Policy. Employees are also reminded that the 

County's Discrimination and Harassment Policy and Workplace Violence Policy apply in full to the use of 

Social Media. Violation of this policy may result in disciplinary action. 

 

II. SCOPE 

 

 This Policy applies to all employees, volunteers and interns of Franklin County. This Policy shall also apply 

to contractors with the County where the applicability is specifically referenced in the contract with the 

County.  

 

III. OFFICIAL COUNTY SOCIAL MEDIA SITES AND USE 

 

 Franklin County recognizes that social media can be an effective venue for communicating with 

constituents, visitors and other members of the public. The County has therefore created the following policy 

and procedure for the provision of official social media sites for Franklin County Departments.  

 

1. A Department Head who wishes to establish a Department social media site must submit such request in 

writing to the County Manager. The request must include the underlying justification for the 

establishment of the site pertaining to the Department’s goals, mission, objectives, audience and 

potential benefits. 

 

 NOTE: The Department Head of any County Department which currently has active social media sites or 

accounts as of the enactment of this policy must notify the County Manager in writing. The terms of this 

Policy apply in full to any currently active social media site or accounts. Upon notification of existing 

sites or accounts, the County Manager or his/her designee will work with the Department Head to bring 

existing sites or accounts into compliance with the Policy. The County reserves the right to direct the 

modification or elimination of any currently active official County social media sites or accounts in the 

event it is determined that the sites or accounts do not or cannot conform to the terms of this Policy. 
 
2. Only those official Department sites which have been approved by the County Manager may be 

established. The establishment of any unapproved County social media sites will constitute a violation of 
this policy and may subject the responsible employee to disciplinary action. The County Manager may, 
at any time, rescind authorization for and disable a Department site.  

 
3. Official Department sites should include language and/or logos identifying the sites as official Franklin 

County sites. The content on these sites must have a reasonable relationship to the mission and function 
of the Department.  

 



 

Social Networking Policy Social Networking Policy 

4. Once approved, Department Heads are responsible for designating a Department administrator(s) 

who shall be responsible for the content of the site.  

 

5. The site administrator is responsible for establishing and maintaining the content posted to the 

Department social media page(s) and shall have measures in effect to prevent inappropriate or 

technically harmful information, media content, and/or links included on the site. 

 

6. The ability for public comment on official Department sites shall be disabled where possible. 

 

7. Official County social media sites may not be created using personal email addresses, and must be 

created only using an official Franklin County account.  

 

8. Passwords and log-in information for official County social media sites shall be maintained by the 

County Manager, Department Head and site administrator. Passwords and log-in information shall not 

be shared with unauthorized employees. In the event the Department Head or site administrator is 

separated from service for any reason, the official site password shall be immediately reset by the County 

Manager. 

 

9. Department use of social media must comply with all applicable federal, state and local law, including, 

but not limited to, copyright laws, record retention requirements, NYSFOIL, privacy laws, laws 

regarding confidentiality of proprietary information and HIPAA. Any questions regarding these legal 

requirements should be directed to the County Attorney.  

 

10. All County policies which apply to employee conduct and discipline in the performance of their assigned 

duties apply in full to official social media use, including, but not limited to, the County's Internet and E-

Mail Policy, Discrimination and Harassment Policy and Workplace Violence Policy. 

 

11.  Any media inquiries about the County and its current and potential policies, employees, partners, clients 

and customers should be referred for coordination and guidance to the County Manager. 
 

IV. PERSONAL SOCIAL MEDIA USE 

 

 Personal social media is any non-work-related social media activity. Social Media used for personal social 

networking purposes may include, but is not limited to:  Facebook, MySpace, Twitter, LinkedIn, YouTube, 

and other services that permit the posting and/or exchange of information in an electronic format via the 

Internet.   

 

1. Personal Social media activities should only be done on personal time and personal equipment. Social 

networking should never be done on County equipment or County time, unless such activity is being 

performed for a work-related purpose, and has been approved by the County Manager or applicable 

Department Head. Only those employees who are designated to engage in social networking activities by 

the County Manager or Department Head for County-related purposes are authorized to engage in such 

activity on behalf of the County (as set forth in Section III above.)   

 

2. There is no reasonable expectation of privacy for an employee who uses publically-accessible social 

media sites or uses any County-owned or issued equipment to transmit or view electronic information. 

Further, the County reserves the right to monitor County-owned or issued electronic equipment at any 
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time (See the County’s Internet and E-Mail Policy) to the extent permitted under applicable law and/or 

policy.   

 

3. Employees are advised that social media sites can change current and/or default privacy settings and 

other functions. As a result, employees are responsible for understanding the rules of the social 

networking site being utilized.  

 

4. Since information obtained during the course of employment may be subject to confidentiality, none of 

this confidential or proprietary information shall be used during personal social media activities. This 

also applies to comments posted on other blogs, forums and social networking sites. 

 

5. All County policies which apply to employee conduct and discipline in the performance of their assigned 

duties apply in full to official social media use, including, but not limited to, the County's Internet and E-

Mail Policy, Discrimination and Harassment Policy and Workplace Violence Policy. 

 

6. County logos may not be used without written consent from the County Manager. 

 

7. Media inquiries about the County and its current and potential policies, employees, partners, clients and 

customers should be referred for coordination and guidance to the County Manager. 
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SOLICITATION POLICY 
 

Adopted Per Resolution #194 of August 4, 2000 by the Franklin County Legislature 

 

Resolution #194 prohibits organized solicitation upon property owned or leased by Franklin County without 

specific authorization of the Franklin County Legislature. 
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TELEPHONE SYSTEM USAGE POLICY 
 

Adopted per Resolution #94 of April 19, 2007 by the Franklin County Legislature 

Amended per Resolution # 244 of September 15, 2016 

 
The County’s telephone systems including handsets, facsimiles and cell phones are available for the conduct 
of official county business, in the direct support of assigned duties and responsibilities of users, and the 
delivery of county services unless otherwise approved by Legislators.  
  
Employees shall exercise common sense and good judgment in the personal use of such equipment.  Such 
personal use shall be reasonably brief and infrequent in nature, shall not adversely affect the work 
performance of the employee or those employees within the immediate area, and shall not create the 
appearance of impropriety.  If emergency personal calls must be placed outside of the work location’s Local 
Calling Area, the caller must first receive supervisory approval.  All other personal long distance calls must 
be placed as collect, or charged to a third-party non-county number or personal credit card. 
 
County employees assigned cell phones are to refrain from distributing the county cell phone number for use 
in receiving personal incoming calls.   
  
Each user of telephone equipment must comply with all county policies and state and federal laws regarding 
sexual, racial, and other forms of harassment; i.e., refrain from using telephone resources for activities that 
are inappropriate or offensive to co-workers or the public.  
 
When contacting entities that have a known toll free numbers, the toll free call should be made whenever 
possible. 
  
Collect calls shall not be accepted or solicited for official county business or otherwise, except in designated 
offices authorized by the department head. 
  
Costly operator-assisted calls and services shall be avoided, especially call completions from directory 
assistance.  All calls should be directly dialed. 
  
Calls to Pay-Per-Call Services are prohibited under all circumstances.   
  
Long distance personal facsimiles are prohibited. 
  
New York State is a hands free state and county employees, while conducting county business, should 
refrain from handheld use of cell phones while driving. All New York State laws in relation to handheld 
devices while driving shall be followed. 
 
Employees may use county telephone systems to communicate informally with others so long as the 
communication is not for illegal, disruptive, unethical or unprofessional activities, personal financial gain, 
or any purpose that would jeopardize the interests of the county. It is the responsibility of department heads 
and/or Supervisors to provide additional minimum standards for the use of telephone systems for informal 
and personal uses. 
 
Long distance and cellular bills shall be audited periodically by department heads to ensure compliance with 
this policy.  It is the final responsibility of department heads, however, to ensure that these directives are 
appropriately implemented, and to communicate to employees the consequences of noncompliance.  
Department heads may also impose additional requirements that extend beyond those set forth in this policy. 
Any additional requirements imposed by a department head are to be filed with the County Manager. 
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TIME AND ATTENDANCE POLICY 
 

Adopted per Resolution #227 of September 17, 2009 by the Franklin County Legislature 

Amended per Resolution #263 of October 15, 2009 

 

Purpose 

Franklin County provides important and valuable services to its customers.  In order to accomplish its 

Mission, it is imperative that every employee be present when scheduled to work.  Employees who are not 

present when the workday begins reduce their own productivity and lower the morale of their fellow 

workers.  Franklin County has developed a policy designed to promote fairness and consistency when 

addressing employee attendance and punctuality matters. 

 

The following procedure will govern the usage of the electronic “Time & Attendance System” to track the 

work time in order to provide for a uniform procedure of time keeping.  These procedures must be followed 

consistently to insure conformance to federal and state wages and hour laws and to ensure that employees 

are paid correctly. 

 

Definitions 

 

Employee - An employee of Franklin County is a person who regularly works for Franklin County on a 

salary or hourly basis.  Employees of Franklin County are classified as either exempt or non-exempt. 

 

Exempt Employee - Are not entitled to overtime or compensatory time (Management Categories A & D).  

Category C employees are elected officials. 

 

Non-Exempt Employee - Are entitled to overtime and compensatory time (Management Category B and all 

union employees). 

 

“Clock in” or “Clock out”  - This is a term used to track employee punches or hours on the time and 

attendance system using time clocks, telephones, PDA devices or a Web-based interface.   

 

Tardiness - Whenever an employee fails to be at his/her assigned work station at the start of his/her shift 

 

Every employee of Franklin County shall utilize the Electronic System to track time and attendance. 

 

All employees must abide by the following: 

1. Employees must “clock in” whenever they are on duty and “clock out” when they go off duty 

including lunch and excluding breaks.  Hours worked are calculated from the punch in at the 

beginning of a shift until the punch out at the end of a shift.  With the approval of the County 

Manager, supervisors and/or department heads may establish flexible starting and stopping time to 

meet the needs of the department.  It will be the responsibility of the department to make sure all 

clocks within their department correspond to the time clocks.  The time on the System Fingerscan 

is the only official time used. 

 

2. No one may “Clock In” earlier than 10 minutes before the start of the scheduled workday.  

Employees are prohibited from working in any capacity before the start of the scheduled workday 

unless authorization is granted in advance by the Supervisor and/or Department Head.  Early punch 

in for social reasons are not permitted. 



 

Time and Attendance Policy  Time and Attendance Policy 

 

3. No one may “Clock Out” later than 10 minutes after the end of their scheduled shift unless 

authorization is granted in advance by the Supervisor and/or Department Head.  Late punches out for 

social reasons are not permitted. 

 

4. Employees must never work “off the clock”.  Therefore, employees must never start work early and 

punch in later or punch out and resume working.  Any deviations from this policy will be cause for 

disciplinary action. 

 

5. Should an employee fail to “clock in/out” for any reason, it will be the employee’s responsibility to 

inform the supervisor and/or department head to rectify any errors.  Unreported errors will not be 

corrected until the next pay period. 

 

6. Tardiness occurs whenever an employee fails to be at his/her assigned work station at the start of 

his/her shift unless there is an unusual or emergency circumstance which did not allow for 

notification.  Employees who punch in tardy may result in loss (docking) of pay or accrued leave 

benefits according to the following schedule: 

 

1 - 7 minutes late - No loss of leave time or pay 

8 - 15 minutes late - 15 minutes of pay or accrued leave benefits 

15 - 30 minutes late - 30 minutes of pay or accrued leave benefits 

30 - 45 minutes late - 45 minutes of pay or accrued leave benefits 

45 - 60 minutes late - 60 minutes of pay or accrued leave benefits 

Schedule continues in 15 minute increments per policy effective March 12, 2009. 

 

If an employee has no compensatory, vacation, or personal time to apply against a late punch in the 

morning or an early punch in the evening, he/she will be docked (loss of pay) for the time not 

worked. 

 

Employees who “clock in” late or “clock out” early on a regular basis will be counseled and, if 

conduct continues will be subject to progressive discipline up to and including termination.   

 

Employees are not to flex their work schedule in order to accommodate late punches without the 

authorization from the supervisor and/or department head. 

 

7. Lunch Periods are scheduled at the sole discretion of each department head and noted in their Work 

Rules. 

 

A scheduled 8 hour a day employee at the 24 hours facilities and the Franklin County 

Building Department has a paid lunch period of one half hour and are not to leave the 

premise unless authorized by the supervisor and/or the department head.  The Franklin 

County Highway Department is an exception to this rule. They are a scheduled 8 hour a day 

employee with an unpaid one half hour lunch period.  A scheduled 7 hour a day employee 

has an unpaid lunch hour and is able to leave the premise without permission. 

 

8. Employees are eligible for two (2) fifteen (15) minute breaks (or as approved in department Work 

Rules) each day to be taken at a time which will allow for adequate staffing requirements.  Break 

time cannot be accumulated or substituted nor in any way interfere with regular work schedules. 
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9. Exceptions to this policy may be made based upon extraordinary employee circumstances at the 

discretion of the supervisor and/or the department head. 

 

10. Falsification of information or destruction of the time clock(s) is a violation of County rules and will 

be subject of disciplinary action up to and including termination. 

 

11. Department Head or Supervisors Responsibility - The Department Head or Supervisor must 

accept responsibility for the attendance of his/her group.  The department head or supervisor must 

also let it be known that good attendance is a job requirement.   

 

Employee Responsibility  - The employee must recognize that it is up to him/her to find a way to be 

on the job when scheduled.  The employee must recognize that recurring absence is a cause for 

dismissal. 

 

Each employee is responsible for the use and possession of their employee number, passcode and ID 

card(s).  Unauthorized use may result in disciplinary action.  
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Title VI – Civil Rights Policy 
 

Adopted per Resolution # 253 of October 16, 2014 by the Franklin County Legislature 

Amended by Resolution # 111 of May 4, 2017 and Resolution # 109 of April 19, 2018 
 

The Civil Rights Act of 1964 is legislation that outlawed major forms of discrimination against racial, ethnic, 

national and religious minorities, and women. It ended disproportionate application of voter registration 

requirements and racial segregation in schools, at the workplace and by facilities that served the general public. 

Powers given to enforce the act aimed to guarantee all citizens equal protection of the laws under the Fourteenth 

Amendment and its duty to protect voting rights under the Fifteenth Amendment. The Act was signed into law 

by President Lyndon B. Johnson. 

Franklin County is committed to ensuring that no person is excluded from participation in or denied the benefits 
of its services on the grounds of race, color, national origin, disability, sexual orientation, or other protected 
status, as provided by Title VI of the Civil Rights Act of 1964, and as amended. 

The objectives of the plan are to: 

1. Ensure the quality of service is provided without regard to race, color or national origin directly through 
trainings to promote the idea that all staff are responsible for upholding this commitment as well as 
indirectly by making available to interested persons such information regarding the provisions of this 
regulation and its applicability to the program. Information will be distributed in such a manner as the 
responsible department head finds necessary to apprise such persons of the protections against 
discrimination assured them by the act and this regulation. The recipient of these Federal funds shall 
provide complaint forms in person and online identifying the individual responsible for following up and 
investigating incidents. 

 

2. Identify unreasonably high and unfavorable human health and environmental effects including social and 

economic effects on minority and low-income populations. The question always exists:  how can we 

reach, serve and increase accessibility to provide safe, reliable transportation for those in need? By 

keeping in constant contact with human service agencies such as Department of Social Services and 

Office of the Aging through face to face meetings, phone conversations and email, we work closely with 

those who assist these individuals on a daily basis so local planning can be carried out, preventative 

measures can be taken if possible, while other issues will be addressed as they arise.  

 

3. Promote open and fair participation of all affected populations in decision making by including minority, 

low-income, and LEP populations within the service area when conducting public outreach and 

involvement in service changes or other decisions that have an impact on their lives. A variety of 

approaches and outreach activities are utilized to engage interested parties and members of the public 

regarding service ideas, changes and modifications that affect the many individuals who depend on it. 

The methods used to inform the public of these changes include newspapers, press releases, media 

outlets, notification to community based organizations, correspondence and advocacy of minority 

predominant communities, agency website, surveys and seat drops on service routes. 

 

4. Prevent denial in benefits and activities that benefit minority and low-income populations is achieved 

through staff education regarding Franklin County’s zero-tolerance policy concerning any form of 

unlawful discrimination against our customers. Service monitoring occurs periodically in both scheduled 
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and unscheduled observations with the goal of comparing the level and quality of service provided to 

minority, low-income and LEP populations. Notification to beneficiaries is printed on all our schedules 

and is also available on our website along with a complaint form. 

 

5. Provide meaningful access to persons with Limited English Proficiency (LEP). The number of persons 

who speak English less than well has continued to drop in the area in recent years making the number of 

persons likely to encounter our service less; however Franklin County provides written instructions for 

all applicable employees who regularly interact with the public about how to respond and assist an LEP 

individual. Resources for translators are limited however county offices are able to provide contacts if 

one is needed. Franklin County is committed to assuring that resources are used to reduce the barriers 

that limit access to LEP populations to the best of our ability, and that information and services is 

disseminated to LEP persons in a timely manner. 

Management and staff share the responsibility for carrying out this commitment to Title VI. Contained 

within this document are the following sections: 

1. PROCEDURES FOR FILING A CIVIL RIGHTS COMPLAINT 
2. TITLE VI COORDINATOR ROLES AND RESPONSIBILITIES 

3. ACCESS FOR PERSON'S WITH LIMITED ENGLISH PROFICIENCY (LEP) 

4. NOTIFICATION TO BENEFICIARIES 

5. PUBLIC OUTREACH AND INVOLVEMENT ACTIVITIES 

6. FAIR AND EQUITABLE DISTRIBUTION OF SERVICES 

7. EVALUATION OF SERVICE, FARE AND OTHER PROPOSED CHANGES 

8. SERVICE MONITORING PROCEDURES 

9. DISADVANTAGED BUSINESS ENTERPRISE (DBE) PROGRAM 

10. EQUAL EMPLOYMENT OPPORTUNITY (EEO) 
a. APPENDIX 1 (COMPLAINT FORM) 
b. APPENDIX 2 (GOOD FAITH EFFORT PROCEDURES) 
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SECTION 1 

PROCEDURES FOR FILING A CIVIL RIGHTS COMPLAINT 

POLICY 

It is the policy of Franklin County to ensure programs and services are implemented without discrimination 

through its civil rights policies and procedures. Franklin County 's Title VI policy assures that no person or 

groups of persons shall, on the grounds of race, color, national origin, disability, sexual orientation, or other 

protected status be excluded from participation, denied benefits or otherwise subjected to discrimination under 

any and all programs, services, or activities offered. Franklin County has a zero-tolerance policy regarding any 

form of unlawful discrimination against our customers. Discrimination, harassment, or retaliation against our 

customers is prohibited. 

The objective is to: 

 Ensure the quality of service is provided without regard to race, color or national origin; 

 Identify unreasonably high and unfavorable human health and environmental effects, including 

social and economic effects on minority, low-income populations; 

 Promote open and fair participation of all affected populations in decision making; 

 Prevent denial in benefits and activities that benefit minority and low-income populations; and 

 Provide meaningful access to persons with Limited English Proficiency (LEP). 

Franklin County has the responsibility of coordinating program procedures, managing implementation and 

monitoring and the reporting process. The Title VI Plan is a shared responsibility of management and staff to 

identify and report civil rights violators. Training is provided to management and staff that receive and 

investigate complaints and come in contact with the populous. 

Franklin County has developed complaint procedures; however the complainant has the right to file formally 

with the Federal Transit Administration (FTA), or to seek private counsel. 

PROCEDURES 

The summary below is the procedures for filing a complaint and the process Franklin County uses to 

investigate complaints. These procedures are used for all complaints received by Franklin County for 

documentation, research, and processing. 

1. Any individual or groups of individuals who believe that they have been subjected to a discriminatory 

action, been excluded from participation, denied benefits, or subjected to harassment, retaliation, or other 

forms of discrimination based on race, color, national origin, disability, sexual orientation, or other 

protected status, under the program may file a complaint with Franklin County by utilizing the Title VI 

complaint form found under Appendix 1. After completion please submit all documentation to Franklin 

County at the following address: 
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Transportation Coordinator  

Franklin County Public Transportation  

14981 State Rt. 30 

Malone, NY 12953  

Phone 518-481-1598 - Fax 518-483-6645 

Allegations received that imply harassment, retaliation, or unequal treatment in services will be 

processed as an allegation of discriminatory practice. 

2. All complaints, written or verbal, shall be accepted. Allegations received verbally shall 

also be submitted in writing. Refusal to submit in writing will require the person whom the complaint 

is made against to submit in writing. 

Complaints should include the following information:  

a) Name, address, and phone number, if provided; 

b) Basis of the complaint: race, color, national origin, etc; 

c) Date the alleged discriminatory incident occurred; 

d) Nature of the incident that led to the complaint; 

e) Location, date, time, route, vehicle ID, and other pertinent information; 

f)   Names, addresses, and phone numbers of witnesses with knowledge the event. 

g)  Other agencies, courts and contacts where complaint may also be filed. 

All civil rights complaints received by Franklin County shall be forwarded to the Civil Rights Officer 

(CRO). Complaints will then be disseminated to appropriate administrative staff for investigation. 

 3. Staff assigned shall investigate complaint(s) and assist the CRO in identifying and 

interviewing witnesses with knowledge or relevant information of the event. The accused will be 

informed and permitted to respond to the allegation. If necessary, additional information may be 

requested from the complainant and/or witnesses. 

4.  As necessary, meetings may be requested with the complainant to discuss resolution. Staff 

investigating may request guidance from Franklin County, as necessary. 

 5. Upon completion of the investigative procedures, the assigned staff will draft a report 

based on the facts and submit it to Franklin County , or appropriate agency. The report at minimum will 

contain the findings and conclusions concerning the complaint and recommendations for corrective and 

discipline actions, if necessary. 

Violations found to exist will prompt appropriate action be taken, with progress of resolution monitored 

and reported. Any actions taken as a result of the investigation will be the responsibility of Franklin 

County, or other governing agency. If no violation is found and the complainant is not satisfied, 

complaints may be filed directly with the FTA Office of Civil Rights. 
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6. A letter will be provided to the complainant from Franklin County that details the findings and 

conclusion, and corrective action taken or to be taken, if applicable. 

 

7. Franklin County will maintain a complaint log of information pertaining to Title VI and other 

complaints of discrimination, harassment, or retaliation including: the date the complaint, summary of 

the allegation(s), status of complaint; and actions taken. 

 

8. Should Franklin County receive a complaint in the form of a formal charge or lawsuit, Franklin 

County may seek professional counsel to perform the investigation and other procedures described 

herein. 

 

SECTION 2 

 

TITLE VI COORDINATOR ROLES AND RESPONSIBILITIES 

 

The Title VI Coordinator is charged with the responsibility of implementing, monitoring, and ensuring Franklin 

County Public Transportation’s compliance with Title VI regulations in the day-to-day administration of the 

program’s Title VI Program. The specific roles and responsibilities of the Title VI Coordinator are outlined 

below: 

 

1. Gather information necessary for general reporting requirements and report to the FTA.  

2. Process, record and disseminate Title VI complaints received by Franklin County Public Transportation. 

3. Monitor and ensure public information is available for Franklin County Public Transportation’s Title VI 

Program.  

4. Develop Title VI information for dissemination to the general public. 

5. Develop and disseminate public information posters and other items as necessary.  

6. Conduct surveys and other events to determine perceived quality of transit service. Analyze to determine if 

quality of service is consistent among different user groups and the degree to which the service is 

responsive to minority needs.  

7. Determine areas of concern in transit service operations and assist with remedies.   

8. Review program directives and, where applicable, include Title VI and related requirements.  

9. Attend training programs on Title VI and related statutes.  

10. Confirm that staff are trained in Title VI and related statues. 

11. Identify and propose ways to eliminate discrimination when found to exist.  

12. Establish procedures for promptly resolving deficiency status and reducing to writing the remedial action 

agreed to be necessary, all within a period not to exceed ninety (90) days.  

 

The County Manager is the Civil Rights Officer and shall have the final authority and responsibility for 

compliance with Title VI provisions.  
 



 

Title VI – Civil Rights Policy Title VI – Civil Rights Policy 

SECTION 3 
ACCESS FOR PERSON'S WITH LIMITED ENGLISH PROFICIENCY (LEP) 

Executive Order 13166: Improving Access to Service for Persons with Limited English Proficiency looks to 

ensure access to programs and services for individuals who are not proficient in the English language. This 

order states, individuals having difficulty with the English language and have limited ability to read, write or 

speak are entitled to assistance with respect to the applicable service they seek. 

This LEP plan is consistent with the federal guidance and includes the steps the agency will take to ensure that 

eligible LEP persons can meaningfully access programs and activities. 

As a condition of receiving federal assistance, this LEP Plan flows down to recipients and subrecipients 
to which funds are provided. 

This LEP plan covers programs that receives federal financial assistance and includes, but is not limited to, 

grants, training, donations and other assistance. This means all elements of Franklin County’s operations are 

covered. Simply put, any organization that receives federal financial assistance is required to follow this 

Executive Order. 

Who qualifies as an LEP Individual? 

Any individual who speaks a language other than English as their primary language, and who cannot speak 

English well or at all. In addition, individuals who have a limited ability to read, write or speak are considered 

LEP individuals. To comply with guidance and rules issued by the U.S. Department of Transportation, and Title 

VI of the Civil Rights Act of 1964, Franklin County will take reasonable steps to ensure that all persons have 

meaningful access to its programs and services, at no additional cost. 

The following LEP Plan has several elements contained in the overall assessment used to identify LEP 

individuals who need assistance. Implementation includes the development of language assistance 

measures, training, notification process, and a monitoring plan. 

Assessment of Need 

In order to develop this plan, Franklin County implemented the following four (4) elements as assessment tools 

used to evaluate need. 

1. The number or percentage of LEP persons in the service area likely to encounter service. 

2. The regularity with which LEP persons come in contact with services. 

3. The importance of services provided to the LEP population. 

4. The resources available and overall costs to provide LEP assistance. 

 

Element 1: 

The number or percentage of LEP persons in the service area likely to encounter service. Understanding the 

profile of LEP individuals in service began with a review of the most current census data. Table 1 depicts the 

number and percent of persons who speak English less than well, by language spoken at home, and age. 



 

Title VI – Civil Rights Policy Title VI – Civil Rights Policy 

Table 1. 

People QuickFacts Franklin County 

Population, 2013 estimate 51,688 

Population, 2012 estimate 51,848 

Population, 2010 (April 1) estimates base 51,597 

Population, percent change, April 1, 2010 to July 1, 2013 0.2% 

Population, percent change, April 1, 2010 to July I, 2012 0.5% 

Population, 2010 51,599 

Persons under 5 years, percent, 2012 5.2% 

Persons under 18 years, percent, 2012 20.0% 

Persons 65 years and over, percent, 2012 14.0% 

Female persons, percent, 2012 44.9% 

    
White alone, percent, 2012 (a) 84.1% 

Black or African American alone, percent, 2012 (a) 6.6% 

American Indian and Alaska Native alone, percent, 2012 (a) 7.5% 

Asian alone, percent, 2012 (a) 0.5% 

Native Hawaiian and Other Pacific Islander alone, percent, 2012 (a) Z 

Two or More Races, percent, 2012 1.2% 

Hispanic or Latino, percent, 2012 (b) 3.2% 

White alone, not Hispanic or Latino, percent, 2012 82.0% 

    
Living in same house 1 year & over, percent, 2008-2012 82.8% 

Foreign born persons, percent, 2008-2012 5.4% 

Language other than English spoken at home, pct age 5+, 2008-2012 9.2% 

High school graduate or higher, percent of persons age 25+, 2008-2012 84.4% 

Bachelor's degree or higher, percent of persons age 25+, 2008-2012 17.9% 

Veterans, 2008-2012 4,025 

Mean travel time to work (minutes), workers age 16+, 2008-2012 19.4 

Housing units, 2012 25,290 

Homeownership rate, 2008-2012 72.3% 

Housing units in multi-unit structures, percent, 2008-2012 15.6% 

Median value of owner-occupied housing units, 2008-2012 $95,700 

Households, 2008-2012 19,170 

Persons per household, 2008-2012 2.35 

Per capita money income in past 12 months (2012 dollars), 2008-2012 $21,570 

Median household income, 2008-2012 $45,702 

Persons below poverty level, percent, 2008-2012 17.6%  

Element 2: 

The frequency of contact with LEP individuals is predominantly determined through density analysis of 

LEP populations in comparison to an overlay of existing routes (as shown below) and survey 

distribution on an annual basis. 

 

 

The map below indicates LEP populations have strong coverage by current services offered. 



 

Title VI – Civil Rights Policy Title VI – Civil Rights Policy 

 

MAP of Service Area versus LEP population 

Franklin County LEP Population 
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Survey development and distributed consists of compiling information about frequency of contact with LEP 

individuals from management, staff and drivers as well as seat drops for riders and web based surveys. 

Types of questions consist of: do you speak English, how well you understand English, what language you 

speak, how often you assist LEP customers, and to identify which languages are most encountered. 

Given that language spoken other than English accounts for a 9% Franklin County’s population transit 

service coverage would need to be robust within the city. The above maps indicate substantial coverage 

exists from the city transit services as well as several peripheral providers should mobility concerns start to 

become difficult to manage. The city transit services also provide citywide demand response in addition to 

our deviation services. 

Element 3: 

The importance of services that can be utilized effectively by LEP population can have positive effects to 

access health care, education and employment. Public transit is a key resource in achieving mobility for 

many LEP persons. 

Franklin County looks to provide service information, riding instructions, ADA and Civil Rights 

information, complaint procedures, detours, route changes, fare increases and other critical services and 

limitations that may affect individuals; in all vehicles, and on all schedules, timetables, social networks and 

websites. 

Community Outreach considers the limits of information exchange and the need to reach out to the 
following community-based organizations that work with LEP populations. 

Community Action programs 

Independent Living networks 

Social Services departments 

Aging departments 

Work force development groups 

Translator networks 

Association of Senior Citizens  

Franklin County performs outreach in the form of questionnaires/surveys intended to obtain information on 

languages spoken, trends, program awareness and services offered. Further identified are the needs of LEP 

populations that are not being met and barriers to service use. At this time all needs seem to have adequate 

coverage. 

Element 4: 

The resources available and overall costs to provide LEP assistance. Franklin County is committed to 

assuring that resources are used to reduce the barriers that limit access to LEP populations to the best of our 

ability, and that information and services is disseminated to LEP persons in a timely manner. While 

Franklin County does not track these expenses to providing language assistance, ongoing monitoring of this 

task is constant. Franklin County will continue to plan within its budget, funding to meet compliance. 
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Some planning activities include: 

1. Franklin County staff that seek out translating assistance; 

2.   Development of various public outreach documents; 

3.  Engaging higher learning institutions; 

4.  Web site presence; 

5.  Training and customer service programs; 

6.  Planning department activities such as conducting public hearings; 

7.  Flexible schedules and timetables; 
 8. Regular meetings with local community 

 
 
Assistance strategies include: 

1. First encounter planning when engaging an LEP individual; 

2. User-friendly web presence; 

   3.Notification in applicable languages that meet the 5% or one thousand persons threshold 
   4.Identify vital materials for distribution 

5.Identify bilingual needs and look to address as applicable; 

6. Identify translation services and technologies needed.  

Assessment Measures of LEP Population 

The assessment of the number or percentage of LEP individuals that could be served and/or 

encountered within our service area is 9%. 

Franklin County will provide written instructions for all applicable employees who regularly interact with 

the public, about how to respond and assist an LEP individual. Policy developed will look to ensure 

competent interaction through known obligations to allow for meaningful access to information, services 

and training. 

Training 
1. Staff will receive this LEP plan upon being hired explaining LEP policies and 

procedures. 
2. Staff having contact with the public will undergo training with regards to working 

effectively in-person and through interpreters. 

3. Mandatory training is required for front line staff at hiring and at refresher intervals determined by 

management. Training will further include the definition of a service area, programs and activities 

affected, LEP determinations and thresholds, types of LEP services that are available, and the 

importance of compassionate practices across all populations. 

4. State and Federal training programs and webinars will be mandatory to the extent they are 
practical. 

5. Best practices identified for engaging LEP populations will look to be collected on an ongoing basis. 

6. This plan will be considered a living document that organizes the research, planning and other 

materials used to disseminate information to our staff, affected agencies and the public. 

Franklin County issues its LEP policy and procedures to all front-line employees required to understand the 

integration of LEP individuals. This is performed under many different circumstances such as: orientation of 

new employees, training and customer service, during operations, at first encounter, etc. 
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Notice:  

Franklin County, having established services that can provide outreach, also has a responsibility to provide 

awareness of the availability of those services to the LEP populations. This is performed by publishing 

material (posted in applicable languages) for dissemination on vehicles, stop locations, transfer points, 

agencies of need, web presence, social networks, translators, community organizations, local media, 

newspapers, schools and colleges, community and religious organizations and other available outreach 

services. 

 

Some locations of posting include: 

Transit website 

Transit Vehicles 

Shopping Plazas 

Dollar Stores 

Quick Marts 

Human Service agencies 

Community organizations 

Places of worship 

 

 
Monitoring and changing the LEP Plan  

Franklin County monitors outreach procedures on an ongoing basis through a systematic approach of feedback 

generated by questionnaires, surveys, census changes. Localized LEP population and feedback from 

community based organizations that serve LEP communities also keep us apprised of their needs and changes. 

Franklin County considers the information provided and makes changes to the language assistance plan as 

necessary with input from the population and their affected organizations. The plan otherwise is updated on a 

triennial basis (every 3 years). 
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SECTION 4 

NOTIFICATION TO BENEFICIARIES 

The text below was developed and is deployed, in applicable languages, on all schedules, 

brochures, vehicles and facilities to be conspicuously posted for the duration services exist. 

Franklin County is committed to providing non-discriminatory service to ensure that no person is 

excluded from participation in, or denied the benefits of, or be subjected to discrimination in the receipt 

of its services on the grounds of race, color, national origin, disability, sexual orientation, or other 

protected status as protected by Title VI of the Civil Rights Act of 1964 ("Title VI"). 

To request additional information about Title VI, or if you believe you have been subjected to 

discrimination and would like to submit a written complaint, you may contact: 

Transportation Coordinator  

Franklin County Public Transportation  

14981 State Rt. 30  

Malone, NY 12953  

Phone 518-481-1598  

Fax 518-483-6645
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SECTION 5 

PUBLIC OUTREACH AND INVOLVEMENT ACTIVITIES 

Franklin County makes a concentrated effort to involve customers and the general public, including minority, 

low-income, and LEP populations within the service area when conducting public outreach and involvement 

in service changes or other decisions that have an impact on their lives. A variety of approaches and outreach 

activities are utilized to engage interested parties and members of the public regarding service ideas, changes 

and modifications that affect the many individuals who depend on it. Changes can be made for a variety of 

reasons such as construction, financial constraints, plan reviews, and regular schedule updates. The methods 

used to inform the public of these changes include newspapers, press releases, media outlets, notification to 

community based organizations, correspondence and advocacy of minority predominant communities, agency 

website, surveys and seat drops on service routes. 

Public Meetings 
Public meetings are offered to further share information and gather input from the public. These 

meetings are publicized through many of the same means stated above. 

Monthly meetings  

Monthly meetings include outreach to affected communities for on-going input of needs, 

changes and other relevant topics to improve services. 

Public Hearings 

Public hearings are provided when formal comments from the public regarding plans that impact services are 

desired and/or requested. Notices of public hearings are published in newspapers as well as many of the same 

means stated above. 
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SECTION 6 

FAIR AND EQUITABLE DISTRIBUTION OF SERVICES 

Franklin County is committed to maintaining fair and equitable distribution of services and amenities. The 

selection of routes and placement of shelters and other amenities is prioritized based on population densities, 

census analysis, demographic analysis of low income, elderly and LEP populations, projected number of 

boarding’s, safe and accessible locations, community input, passenger data and financial constraints. 

Since transit funds are limited, providing all inclusive services is unlikely, therefore, we've developed a 

methodology for allocation of services based on serving population concentrations, identifying walkable 

communities, individuals in need of lifeline services, appropriate vehicle assignment that place accessible 

vehicles where most needed, optimizing spacing of bus routes and distribution of timetables that offer 

broader coverage of service area and hours in revenue service. The premise of this methodology is to offer 

the best possible service distribution while promoting freedom of mobility to as many individuals as 

possible. 

The timetables contained in our route schedules are the by-product of the methodologies applied in support 

of reasonable utilization and distribution levels. In areas that do not reveal characteristics associated with the 

prioritizing criteria, such as sparsely populated areas, the standard approach is to seek out partners in support 

of services that bring resources to expansion deemed important and necessary. 

While distribution of services and amenities is not an exact science, the intent of our methodology outlined 

above is to offer a uniform and non-discriminatory approach to distribution of services that meet the intent 

of Title VI while serving our customers as widely and completely as resources allow. 

MAP of Service Area versus population density 

 
SECTION 7 

EVALUATION OF SERVICE, FARE AND OTHER PROPOSED CHANGES 
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Evaluation of routes, fare structure and other proposed changes that have an impact, minor or major, on 

services are evaluated based on established guidelines that include all segments of the community. 

Evaluation Guidelines and Criteria:  
1. Minor changes are changes that affect 25% or less of an individual route; 
2. Major changes are new services or changes that affect 25% or more of an existing 

individual route. Major changes include but are not all inclusive: 

a. New transit service; 

b. Increase of more than 25% in the revenue vehicle miles operated on a route; 

c. Increases of more than 25% in the annual number of service hours on a route; 

d. Discontinuance or a temporary service change; 

e. Mother nature; 

f. Infrastructure failure; 

g. Reduction in resources (budget constraints); 

h. Service consolidation; 

i. Restructuring and/or raising fares 

All riders utilizing services are considered in the evaluation process. This is the case so as not to 

disproportionately impact minority and low-income individuals. The previously explained "Public Outreach 

and Involvement Activities" are implemented as the process for involving all segments of the population in 

the decisions that affect their lives and mobility concerns. All proposals and concerns are vetted and 

ultimately voted on in a fair and open manner as deemed appropriate to bring issue(s) to resolution. 

   Protest and Mitigation  

Franklin County will, through the previously mentioned "Procedures for filing a Civil Rights Complaint", 

address protests to changes that an individual or individuals feel have a disproportionately high and adverse 

effect on their lives, to come to resolution on the matter. Should resolution move forward in a manner not 

satisfactory to all, Franklin County will provide mitigation through outreach to the affected populations by 

whatever means possible to inform, clarify and assist in the transition. 
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SECTION 8 

SERVICE MONITORING PROCEDURES 

 

Service monitoring is undertaken periodically, in both, scheduled and unscheduled observations. The 

overarching goal of service monitoring of activities is to compare the level and quality of service provided to 

minority, low income and LEP populations. 

Level of Service - This is performed through announced and unannounced ride alongs to observe routes and 

interaction. This offers real time monitoring of performance of routes and staff, and as available, will be 

complimented with surveys and interviews. This sampling is then compared to adherence with in-place 

policy and used in recommendations and updates. 

Level of Availability - This is also performed through announced and unannounced ride alongs to observe 

service availability to ascertain if areas with service are being met efficiently or in need of more transit 

service. Periodic census analysis is also part of this observation to determine other areas that may have a 

need, but are not currently serviced. This sampling offers real time and snapshot views into availability of 

service. 

Any concerns discovered in services and availability is vetted through committee to ascertain the 

inconsistencies and seek corrective measures as necessary. 

Franklin County reviews monitoring procedures every one to three years or when governmental changes 

occur to make revisions to outdated service standards and procedures.  Franklin County’s procedures are 

designed for system wide implementation as well as route by route review. 
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SECTION 9 

DISADVANTAGED BUSINESS ENTERPRISE (DBE) POLICY 

Explanation 

All entities that directly receive FTA federally assisted funds over $250,000 used in contracts (except for 

transit vehicle purchases) in a federal fiscal year for planning, capital, and/or operating assistance purposes 

are required to have a DBE Program on file with the FTA. The New York State department of 

Transportation (NYSDOT), as the direct recipient of FTA funds, does receive more than $250,000 in 

applicable FTA funds annually, and therefore is the entity required to have a DBE program on file with 

FTA. 

Franklin County, as a subrecipient of these FTA funds through NYSDOT, is responsible for ensuring that 

DBEs are provided the maximum opportunity to compete for and perform contracts and subcontracts 

financed in whole or in part that utilize these funds. In addition, Franklin County will not discriminate on the 

basis of race, color, national origin, or sex in the award and performance of FTA-assisted contracts. 

In line with this requirement, submission of a DBE assurance with each application for federal assistance 

will be filed with NYSDOT. The assurance will describe the necessary and reasonable steps taken to ensure 

the maximum opportunity to compete for contracts and subcontracts. Outlined below is the DBE Assurance 

Policy Franklin County will maintain in an effort to assure this compliance: 

 The DBE policy (including current DBE goal as established by NYSDOT); 

 Documentation of recent DBE activity; 

 Documented "Good Faith Efforts" made to ensure participation; 

 Current listing of DBE firms and websites used for outreach; 

 Documented procedures in place to ensure work is performed; 

 Complaint procedures and form; 

 Listing of any complaints received, current status and resolution if applicable. 

Components of the grantees DBE Assurance Policy 

1. The current DBE policy and goal as established by NYSDOT- Franklin County will make available 

through public notice and all solicitations its disadvantaged Business Enterprise (DBE) policy for the 

current fiscal year and applicable goal as established by NYSDOT. Comments and questions should be 

directed to: 

Comments and questions should be directed to:   

Transportation Coordinator  

Franklin County Public Transportation  

14981 State Rt. 30  

Malone, NY 12953  

Phone 518-481-1598      Fax 518-483-6645 
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Recent DBE activity — Upon request all recent DBE activity will be provided including names, 

addresses, and telephone numbers of DBEs utilized; 

2. Good faith efforts made to ensure participation — As required good faith efforts will be performed 

to ensure a level playing field is provided. Upon request all recent good faith effort activity will be 

provided in a format similar to that described in Appendix 2; 

3. Current listing of DBE firms and websites used for outreach — Franklin County will maintain and 

produce, upon request, a current listing of qualified DBE firms and locations (websites, etc) it 

utilizes to find and reach out to DBE firms; 

Some search locations and local DBE firms utilized are listed below: 

New York State Department of 

Transportation search directory. 
 http://www.dot.ny.gov/main/business-center/civil-

rights/ucp-directory 

MBE/WBE/DBE directory. 
  

http://www.governmentvendor.us/MBE_ WBE_ DBE 
_Companies/Women_Owned_Business/New_York/ 
more56.html 

GEOMATICS LAND SURVEYING PC 

SurSSURVEYING PC 

Surveying 

LORAN CONSTRUCTION, INC. Construction 

SIGNS, INC. Office Supplies 

 

 4. Procedures in place to ensure work is performed - Once contracts are engaged Franklin 

County, in cooperation with the prime or subprime contractors, will work with DBE firms to ensure 

success towards meeting their commitments. This includes regular oversight and review of work 

performed by the prime, subprime and DBE subcontractors. Additionally, prime contractors are 

required to submit invoices with documentation confirming the level of participation and payments 

to subcontractors and DBE's. 

   

 5. Complaint procedures and form — The complaint procedures found earlier in this document and 

form found under Appendix 1 serves as the process for filing a complaint. 

 6. Listing of any complaints received, current status and resolution if applicable — All complaints are 

documented and filed for future reference and available upon request. 

Franklin County will continue to work to obtain the participation of DBEs by developing solicitations that 

meet requirements. For more information regarding the DBE policy please contact: 

Transportation Coordinator - Franklin County Public Transportation  

14981 State Rt. 30  

Malone, NY 12953  

Phone 518-481-1598    Fax 518-483-6645 

http://www.governmentvendor.us/MBE_%20WBE_%20DBE%20_Companies/Women_Owned_Business/New_York/
http://www.governmentvendor.us/MBE_%20WBE_%20DBE%20_Companies/Women_Owned_Business/New_York/
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SECTION 10 
 

EQUAL EMPLOYMENT OPPORTUNITY 

Franklin County’s Equal Employment Opportunity Plan (EEO) if applicable is a comprehensive process for 

analyzing labor markets, employment practices, barriers to the participation of women and minorities in all 

levels of a recipient's workforce. Its purpose is to ensure the opportunity for full and equal participation of 

men and women in the workplace, regardless of race, color, national origin, disability, sexual orientation, 

or other protected status. 

Current requirements include: receiving capital assistance in excess of $1 million, or planning assistance in 

excess of $250,000 and having more than 50 transit employees. 

Current level of Capital Assistance is around $225,000 and the current level of Planning Assistance is $ 0. 

The current number of employees equal 33. Since no threshold is equal to or greater than the thresholds 

stated above Franklin County is not required to have an EEO Plan. 

Is an EEO Plan required? 

Yes  

No X 

 
Should Franklin County reach the thresholds necessary to develop an EEO Plan it would be 
implemented as outlined below: 

If these plateaus are met Franklin County will submit an EEO Plan and provide updates yearly to ensure 

compliance as outlined below. 

1. The current number of transit specific employees will be identified and documented; 

2. Total FTA funds received will be identified and documented; 

3. Franklin County will assign staff designated as responsible to monitor all employment related 
activity; 

4. The section of the civil rights plan will serve as policy and part of employee training; 

5. Complaint procedures are in place as outlined under "Procedures for filing a Civil Rights complaint" 
found earlier in this document and the "Complaint Form" under "Appendix I"; 

6. Listing of any complaints received will be maintained including current status and resolution if 
applicable; 

7. Franklin County will maintain a working environment free of discrimination, harassment, coercion 
and coercion at all locations; 

8. Franklin County will review its plan yearly and  post updates and posters in prominent locations 
where all employees have access to review it; 

9. Review annually of adherence to EEO Plan will be performed as well as discussions with 
subcontractors whom Franklin County anticipates doing business upon request; 
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10. Franklin County will document and maintain all bid solicitations and outreach efforts; 

11. Franklin County will disseminate information through various media outlets and provides copies of 
these advertisements upon request; 

12. Franklin County will disseminate its EEO Plan to union and community organizations; 

13. Franklin County will provide immediate notification when any action impedes efforts to maintain its 
plan; 

14. Franklin County will maintain a list of sources, outreach activities and record of responses; 

15. Franklin County will maintain a file of names, addresses and phone numbers of applicants and 
employment action taken; 

16. Franklin County encourages current employees to recruit others; 

17. Franklin County will maintain an employment selection process and other selection criteria; 

18. Franklin County will maintain documentation for on-the-job training opportunities; 

19. Franklin County will conduct annual evaluations and prepare employees for tests and promotional 
opportunities; 

20. Franklin County will maintain a working environment non-segregated except for providing 
accommodations for separate restrooms and other privacy matters. 
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APPENDIX 1 

COMPLAINT FORM 
 

Franklin County is dedicated to ensuring that no person is excluded from participation or denied benefits of 

services on the basis of race, color, national origin, disability, sexual orientation, or other protected status, as 

provided by Title VI of the Civil Rights Act of 1964 and as amended, and prohibits discrimination against 

people with disabilities, The Americans with Disabilities as provided by Act ADA) of 1990 and as amended. 
 

Complaints must be filed within 180 days from the date of the alleged discrimination with the following 

information provided to assist in processing.  If you require assistance in completing this form, please contact 

Franklin County by calling 518-481-1598.  Return the completed form to: 

Transportation Coordinator - Franklin County Public Transportation  

14981 State Rt. 30  

Malone, NY 12953  

Phone 518-481-1598    Fax 518-483-6645 

 

Please fill out complaint information below    (if 

someone other than the complainant, please fill 

out the last two boxes as well.) 

Type of Complaint: (Please check one) 

Civil Rights  □       LEP □             DBE  □ 

ADA             □      EEO □             Other □ 

Name:  

Address:  

City:  State:  Zip:  

Phone:  Email:  

Person(s) discriminated against (if 

someone other than complainant): 

 

Address (if someone other than 

complainant): 

 

 

Which reason best describes the alleged discrimination that took place?  (Please check one) 

Race  

Color  

National Origin  

Disability  

Sexual Orientation  

Other discrimination/allegation 

(please explain in detail) 

 

 

 

Description of Complaint     Date of Incident: ____/____/____ 

 

Please describe the alleged discrimination in as much detail as available, such as: date, time, route 

number, location, vehicle number, names and titles of all staff involved, reason for complaint, explanation 

of actions leading to complaint, whom you believe responsible and any witnesses including their contact 

information. Please use additional sheets of paper as necessary if additional space is required. 

_______________________________________________________________________________ 

  

_______________________________________________________________________________ 

 

_______________________________________________________________________________ 
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_______________________________________________________________________________ 

 

_______________________________________________________________________________ 

 

Have you filed a complaint with any other federal, state or local agencies? (Check one) 

 

Yes  

No  

 

If yes, please list agencies and contact information below: 

 

Agency Name:  

Address:  

City:  State:  Zip:  

Phone:  Email:  

Website Address:  

Contact Person:  

 

Agency Name:  

Address:  

City:  State:  Zip:  

Phone:  Email:  

Website Address:  

Contact Person:  

 

Agency Name:  

Address:  

City:  State:  Zip:  

Phone:  Email:  

Website Address:  

Contact Person:  

 

I affirm that I have read the above charge and that it is true to the best of my knowledge. 

 

_____________________________________/_____/______ 

Complainant’s Signature      Date 

 

_________________________________________________  

Print or Type Name of Complainant 

 
 
 

 
 

For Office Use Only: 

Date Received:  

Received by:  
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APPENDIX 2 

Good Faith Effort Procedures 

Good Faith Efforts will be documented on contracts utilizing federal funds that have an established DBE 
goal. Award requires a bidder/offeror be able to show good faith efforts were performed to meet the goal. A 
good faith effort is defined as one where the bidder: 

1.  Documents that it has obtained enough DBE participation to meet the goal; or  

2.    Documents adequate good faith efforts, even though it did not meet the goal. 

This appendix “Good Faith Effort Procedures” provides the documented process that will be performed to 
demonstrate good faith efforts. 

These efforts will be active steps, which could reasonably be expected to lead to sufficient DBE 
participation to meet the contract DBE participation goal. Franklin County will consider all qualified 
DBEs, who express an interest in performing work under the contract. Franklin County will not reject a 
DBE as unqualified unless sound reasons based on a thorough investigation of the DBE's capabilities 
have been documented. Further, the DBE's standing within its industry, membership in specific groups, 
organizations or associations and political or social affiliation (for example, union vs. non-union 
employee status) will not be cause for the rejection or non-solicitation of bids in Franklin County efforts 
to meet the contract DBE participation goal. 

The following, which is not all inclusive, list types of actions Franklin County will take to meet the DBE 
goal. The extent and type of actions required will vary depending on such things as industry practice, the 
time available for submitting a bid and the type of contract. 

1. Franklin County will encourage attendance at pre-bid meetings to inform DBEs of subcontracting 

opportunities under a given solicitation. 

2. Franklin County will advertise in circulation media, trade association publications, and minority-focus media. 

3. Franklin County will provide written notification to capable DBEs that their interest in the contract is solicited. 
4. Franklin County will document efforts to negotiate with DBEs for sub-contracts including: 

a. The names, addresses, and telephone numbers of DBEs contacted and the date; 
b. Descriptions of the information provided to, and work to be performed by DBEs; 
c. The proposed dollar amount for each DBE firm; 

d. Written documentation of the DBE's confirmation that it is participating; 

e. Documentation showing DBE certification; 

f. A statement explaining why additional agreements with DBEs were not reached; 

g. Copies of each DBE and non-DBE subcontractor quote received 

5. For DBE bidders contacted but rejected as unqualified, the reason for that conclusion. 

6. Documentation of efforts made to assist the DBEs contacted that needed assistance in obtaining bonding or insurance 

required by the bidder. 

7. Documentation of efforts to utilize the services of small business organizations, community and contractor groups to 

locate qualified DBEs. 

8. Documentation that the bidder has broken out contract work items into economically feasible units in fields where there 
are available DBE firms to perform the work. 

9.  Evidence that adequate information was provided to DBEs about the plans, specifications and requirements of the 

contract, and that information was communicated in a timely manner. 

10. Documentation of any efforts made to assist interested DBEs in obtaining necessary equipment, supplies, materials or 

related assistance or services. 
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TRAVEL AND TRAINING POLICY 

 
Adopted per Resolution #332 of December 6, 2007 by the Franklin County Legislators 

Revised per Resolution #49 of February 20, 2014 and Resolution #286 of November 20, 2014 

Revised per Resolution #47 of February 16, 2017 and Resolution #78 of April 5, 2018 

 

1.  TRAVEL 

 

On all travel or mileage vouchers, the dates of the trip and the place of the conference or meeting must 

be noted on the front of the voucher.  It is not sufficient to submit a voucher for payment without noting 

where, when and why these expenses were incurred. 

 

2. MEAL ALLOWANCE 

Employees will not be allowed meal reimbursements unless they are in out-of-county travel status. 

Employees will be reimbursed a per diem rate up to $35.00    for meal expenses while in full day travel 

status based on submitted receipts (effective 4/1/17). The per diem will be adjusted for partial day travel 

as outlined below.  The full and/or partial per diem includes taxes and tip.  Receipts will be required.  

Times of travel must be listed on voucher for verification of eligibility of meal allowance.  Employees 

must be on the road for out of county travel during the entire meal periods. 

For partial day travel, the county will pay a portion per diem up to the allowance listed below based on 

submitted receipts. Meal periods for 24/7 facilities that are required to travel outside of normal business 

hours will be calculated based on the employee’s scheduled shift. 

Breakfast Maximum - $5.00 (6:30am – 8:30am) 

Lunch Maximum - $10.00 (11am – 2pm) 

Dinner Maximum - $20.00 (4:30pm-6:30pm) 
 

When in full or partial day travel status and meals are included in any registration fee paid or any meal 

is provided at no cost at a meeting, conference or training there will be no reimbursement of per diem 

or partial per diem. 
 

Exceptions to per diem allowance are as follows: 

With Department Head authorization, when participating in meals which are an integral activity on the 

agenda of a non-county organization function related to county business. In all cases the cost exceeding 

triples the respective fixed maximum listed above, shall not be reimbursed. 

Extenuating circumstances, where there exists: an uncontrollable business necessity, a circumstance 

related to a specific meal, or event that results in having to significantly exceed the fixed amount. In 

these cases receipts and/or written justification explaining the circumstances along with the approval of 

the Chairman of the Board shall be submitted with the voucher. 

3.  MEAL REIMBURSEMENT FOR NON-COUNTY EMPLOYEES 

Claims or reimbursement of meal costs from non-county employees may be made with the approval of 

the Chairman of the Board with the following information specified: 

A.  The name(s) of the individual(s) being hosted. 

B.  Their official title(s) or capacity as it relates to county business 

C.  The nature of topic(s) discussed, the nature of the occasion, and 

D.  How the activity was an appropriate way to carry out that purpose or policy 
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4. OTHER FOOD EXPENSES 

The reasonable cost of food items related to the situations below are allowable expenses: Must comply 

with Requirements in the County Procurement/Purchasing Policy. 

1.  Cost of coffee, other light refreshments and room fee at training sessions, staff meetings for county 

employees, including employees of other jurisdictions. 

2. Cost of coffee, other light refreshments and room fees for Board or Commission members and 

related staff at official county related business meetings. 

3.   Cost of refreshments at appropriate ceremonies such as faculty openings, swearing-in ceremonies, 

commendations, and the like. 

4.   Cost of meals provided to county employees during emergency situations in declared disasters. 

5.  The cost of a working lunch in a county facility in which the meal is an integral activity on the 

agenda and when it allows the best use of participants' time and schedule. 

5. MILEAGE ALLOWANCE 

Employees will be reimbursed a maximum mileage rate for authorized use of a personally owned 

vehicle, as stated in the current collective bargaining agreement. Exact odometer readings and exact 

address locations are required for mileage reimbursement, estimates and general area descriptions are 

not acceptable i.e. travel from court house to 911 building must show addresses of the two locations, not 

just “Malone area” or “Malone to Malone”. 

The first trip from residence to the workstation and the last trip from the workstation to residence are 

not allowed for reimbursement, however, if traveling for county business and leaving the residence, 

mileage can be charged provided the mileage claimed is the same or less than traveling from the 

workstation.  An employee's workstation(s) will be designated at the time of hiring or transfer.  For the 

purpose of mileage reimbursement, a County Legislator's residence shall be considered the workstation. 

Per Resolution #115 of 2008 – Legislators on official business to the Franklin County Court House 

need only to record in with the Secretary of the Board of Legislators.  Their official mileage from their 

home to the Franklin County Court House shall be established at the beginning of each Legislative 

term. 

Legislators traveling on any other official business, to any location other than the Franklin County 

Court House, must submit odometer readings. 

 

6. LODGING AND OTHER TRAVEL EXPENSES 

Employees will not be allowed lodging unless they are in out-of-county travel status with prior 

authorization from the County Manager’s Office. 

When overnight travel is necessary the county will pay lodging costs.  Employees must reserve lodging 

at the government rate or at the least costly room rate.  When overnight travel is associated with a 

meeting, seminar, conference or training, the employee may stay at the predetermined location at the 

prearranged rate. Hotel reservations must be made directly with the site and not through a third-party 

travel agency. It is the employee’s responsibility to obtain a tax-exempt form from the County Manager’s 
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Office prior to travelling out of the county. 

Pre-departure payment arrangements for lodging via a county purchase order is the preferred method of 

securing lodging. If a county purchase order is not an acceptable form of payment then the County credit 

card is to be used.  The use of personal credit cards to pay for lodging, airfare, car rental and other similar 

county related travel expenses is expressly prohibited.  Overnight stays will not be allowed in the 

surrounding counties of Clinton, Essex, Hamilton, St. Lawrence, Jefferson, Lewis, Warren & 

Washington, without the permission of the County Manager.  Receipts are required for the 

reimbursement of any parking and/or tolls. 

7. AUTHORIZATION TO TRAVEL 

An Authorization to Travel Form must be submitted, as required by the Legislature.  If travel is out of 

county, proper backup is required, i.e. agenda, registration forms, email confirmation, etc.  

Department authorization forms by themselves are not sufficient to verify travel. Any travel by a 

County employee during work hours outside the County shall be first approved and authorized by the 

Franklin County Manager with simultaneous notification to the respective Legislative Committee 

prior to the travel. Written approval provided via email or other source will be required when 

submitting expense reimbursement vouchers. A written synopsis or presentation of the 

training/conference might be requested by the Legislative. The failure to follow these guidelines may 

result in denial of reimbursement for training, travel and expenses.  

8. RENTAL CARS 

Commercially rented vehicles should be used only when other means of transportation are not more 

advantageous.  An explanation for the use of a rented automobile is required for reimbursement.  The 

receipt and the justification must be submitted with the travel voucher. 

9. PHONE CALLS 

Employees will only be reimbursed for work related phone calls. 

10. FOREIGN TRAVEL 

Expenses on the travel voucher must be in U.S. dollars.  A local bank will provide the conversion rate 

on the date of travel. Please indicate, on a separate form, the conversion rate used for each day and the 

name of the bank that provided the conversion rates.  The conversion rates must be attached to the 

travel voucher. 
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VEHICLES (COUNTY-OWNED) USAGE POLICY 
 

Adopted per Resolution # 124 of May 15, 2003 by the Franklin County Legislature 

 

1. It shall be the department head’s responsibility to assign the use of vehicles within the department. 

Department Heads will notify the Board of Legislators of the assignment of vehicles. 

 

2. All gas must be purchased through the Highway Department’s metered accounting fueling system. 

When outside the area the users of vehicles must use County approved gas card and retain receipts for 

each purchase. 

 

3. County-owned vehicles must be used on official County business only. Examples of official business 

include giving rides to non-staff that are a natural consequence of the driver’s duties and providing 

rides to other County staff or to representatives of other municipalities in order to reduce costs of 

traveling to conference and meetings. 

 

Personal use of County-owned vehicles is expressly prohibited, except for authorized commuting and 

minimal personal use. Minimal personal use is defined as stopping for lunch between business stops. 

 

4. The request for replacement of County-owned vehicles shall originate with the department head in the 

normal course of budget preparation, and shall be based on mileage, length of service and frequency 

and costs of repairs. 

 

5. It is the responsibility of the department head to see each County-owned vehicle has a county decal on 

it at all times (with the exception of law enforcement) and that the decal is removed before the vehicle 

is disposed of. 

 

6. Reports of all accidents must be filed with the County Manager. 

 

7. All occupants of County-owned vehicles equipped with seat belts must use the seat belt at all times. 

 

8. The driver is responsible to see that #7 above is followed. 

 

9. Smoking is not allowed in county-owned vehicles. 

 

10. Consumption of alcohol by the driver of a County-owned vehicle is expressly prohibited. 

 

11. The department head is responsible to see that all maintenance schedules for vehicles assigned to their 

department are followed. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page Intentionally Left Blank



 

Whistleblower Protection Policy  Whistleblower Protection Policy 
 

WHISTLEBLOWER PROTECTION POLICY 
 

Adopted per Resolution #99 of April 1, 2010 by the Franklin County Legislature 

  
 

Purpose 

 

Franklin County, New York (the “county”) encourages all county employees, board members and 

volunteers acting in good faith to report suspected or actual wrongful conduct.  Any employee, board 

member or volunteer who reports in good faith suspected or actual wrongful conduct will not be 

disciplined or otherwise retaliated against for making the report. 

 

This whistleblowing policy is intended to protect the reporter when he or she raises concerns regarding the 

county such as, but not limited to, the following: 

 

- Unlawful activity 

- Incorrect financial reporting 

- Purposely filing false claims for state or federal reimbursement 

- Activities which are not in line with other stated county policies; or 

- Activities which otherwise amount to serious improper conduct 

 

Franklin County is committed to upholding the highest standards of ethical, moral and legal conduct, and 

to open communication among all levels of employees, board members and volunteers.  All employees, 

board members and volunteers are required to uphold high standards of business and personal ethics while 

conducting their duties and responsibilities.  This policy provides an avenue for all employees, board 

members and volunteers to raise any concerns without fear of retaliation. 

 

Regulations 

 

Any employee, board member or volunteer who files a report concerning suspected or actual wrongful 

conduct must do so in a good faith effort and have reasonable grounds for believing the information in 

their report indicates a violation of this policy. 

 

Any employee, board member or volunteer who knowingly makes a report/complaint in bad faith (gives 

false information or makes a report in retaliation) will be subject to disciplinary action up to - where 

applicable and appropriate - termination consistent with County policies, civil service rules and Collective 

Bargaining Agreements. 

 

Any employee, board member or volunteer who, in good faith, files a report concerning suspected or 

actual wrongful conduct will not suffer any harassment, retaliation or adverse employment consequences. 

 Any employee who retaliates against someone who has filed a complaint in good faith is subject to 

disciplinary action up to - where applicable and appropriate - termination consistent with County policies, 

civil service rules and Collective Bargaining Agreements. 

 

All violations or suspected violations may be submitted on a confidential basis.  Reports of violations or 

suspected violations will be kept confidential to the extent possible, and in consideration of the need to 

conduct an adequate investigation or turn the matter over to a proper authority. 



 

Whistleblower Protection Policy  Whistleblower Protection Policy 
 

Reporting Violations 

 

Employees, board members or volunteers should share their questions, concerns, suggestions or 

complaints with the County Manager, who will address issues promptly.  If it is inappropriate to make the 

report with the County Manager, the individual can do so with the Chairman of the County Legislature.  

An alternative reporting method available is to place an anonymous Whistleblower Reporting Form in the 

County Manager’s mail box in a sealed envelope marked confidential.  All complaints should be filed 

using the Whistleblower Reporting Form. 

 

Investigation  

 

An appropriate investigation will be undertaken into all reports of suspected or actual wrongful conduct. 

A report summarizing the finding of facts will be given to the individual who filed the complaint within 

five (5) business days and filed with the County Legislature. If more than five (5) business days are 

needed to conduct the investigation, the individual who filed the complaint will be notified in writing of a 

date the investigation is estimated to be complete.  Steps will be taken to deal with the issue(s) consistent 

with County policies, rules and Collective Bargaining Agreements. 

 

Responsibilities 

 

All employees, board members and volunteers must be knowledgeable of this policy.  All 

reports/complaints made must go through the appropriate channels as noted above. 

 

Management must make sure that all employees, board members and volunteers are aware of this policy 

and understand the reporting channels.  Any findings of wrongful conduct or false allegations will be filed 

with the County Personnel Office and/or referred on to the proper authority. 

 

Individuals, such as the County Manager, complainant and witnesses, involved in an investigation must 

uphold confidentiality to the fullest extent possible, and must cooperate with one another in an honest and 

forthright manner. 
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      Franklin County  

      Whistleblower Report Form 

 

______________________________________________________________________________ 

 

Instructions: 

Submit this form using the appropriate channel, as noted in the Whistleblower Policy: 

 

 “Reporting Violations” 

 

Employees, board members or volunteers should share their questions, concerns, suggestions or 

complaints with the County Manager, who will address issues promptly.  If it is inappropriate to 

make the report with the County Manager, the individual can do so with the Chairman of the 

County Legislature.  All complaints should be filed using the Whistleblower Reporting Form. 

 

Date Report made/Filed:________________________ 

 

Person reporting the actual or suspected wrongful conduct: 
(Do not complete this section, if you wish this to be an anonymous report) 

 

Name:_______________________________________  Title:____________________________ 

 

Deaprtment:____________________________________________________________________ 

 

E-mail Address:________________________________________________________________ 

 

Person against whom the report of actual or suspected wrongful conduct is being made: 

 

Name:_______________________________________  Title:____________________________ 

 

Department:____________________________________________________________________ 

 

E-mail Address:________________________________________________________________ 

 
Use the back of this form or additional sheets to describe the alleged wrongful conduct.  Include specific facts and any documentation you 

have, as well as the names of any individuals who may have pertinent knowledge of the alleged wrongful conduct or with whom you have 

discussed your concerns.  
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WORKPLACE VIOLENCE PREVENTION POLICY 
 

Adopted per Resolution #84 of March 17, 2011 by the Franklin County Legislature 

Amended per Resolution #89 of March 24, 2011 

Amended per Resolution #246 of September 15, 2016 

 

Policy Statement 

 

The Franklin County Manager is responsible for ensuring that policies and procedures involving 

workplace violence evaluation and prevention are clearly communicated and understood by all employees. 

 

All employees are responsible for using safe work practices, for following all directives, policies and 

procedures, and for assisting in the maintenance of a safe and secure work environment. 

 

The County’s system of ensuring that all employees, including supervisors and management, comply with 

work practices that are designed to make the workplace more secure and do not engage in verbal threats or 

physical actions which create a security hazard for others in the workplace includes: 

 

1. Informing employees, supervisors and Department Heads of the provisions of our program for 

workplace safety 

2. Annual employee training that includes measures employees can take to protect themselves, 

procedures the county has implemented to protect employees, and emergency procedures. 

 

A written Workplace Violence Prevention Incident Report form should be submitted each time there is an 

incident or threat of workplace violence in Franklin County. Those Incident Report Forms should be 

submitted to the designated contact person: 

 

Designated Contact Person 

 

  Title:  County Manager 

  Department: County Manager Office 

  Phone: 518.481.1693 

  Location: 355 W. Main Street, Suite 456, Malone, NY 12953 

 

Franklin County will continue to review and revise its Workplace Violence Prevention Program, with the 

participation of authorized employee representative(s).  

 

Introduction 

 

New York State requires public employers (with the exception of employers as defined in Section twenty-

eight hundred one – a of the Education Law) to perform a workplace evaluation of each worksite.  The 

evaluation is intended to identify factors which may place the workforce at risk for occupational assaults 

or homicides. The results of the evaluation and the risk factors found should be shared with employees; 

this information should be reviewed initially and annually thereafter.  Employers who have 20 or more full 

time employees are required to develop a written Workplace Violence Prevention Program. 
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This document and its Appendices are designed to assist employers and workers to more effectively 

reduce the potential problem of violence in the workplace. 

 

Franklin County will develop and implement a written workplace violence program and a copy must be 

maintained at each workplace or at a central worksite if the employees work at a non-fixed worksite. 

 

The program is specifically designed to address security and safety in the workplace and is to provide for 

general guidance and recommendations for reducing the risk of fatal and non-fatal injuries resulting from 

workplace violence. 

 

Responsibility 

 

The Program Administrator for workplace security is the Franklin County Manager, who has the 

authority over and responsibility for implementing this program for Franklin County. 

 

All Department heads and supervisors are responsible for implementing and maintaining this program in 

their work areas and answering employee questions about the program.  A copy of this program is 

available from the Department Head.  Always remember that safety and security is everyone’s 

responsibility!  
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APPENDIX I 

 

FRANKLIN COUNTY’S WORKPLACE VIOLENCE PREVENTION POLICY 

 

Nothing is more important to Franklin County than the safety and security of our employees.  Threats, 

threatening behavior, or acts of violence against employees, visitors, guests, clients or other individuals by 

anyone on Franklin County property will not be tolerated. 

 

Any person who makes threats, exhibits threatening behavior, or engages in violent acts on Franklin 

County property will be removed from the premises quickly and as safety permits, and shall remain off 

Franklin County property pending the outcome of an investigation.  Franklin County’s response to 

incidents of violence may include suspension and/or termination of any business relationship, 

reassignment of job duties, suspension or termination of employment, and criminal prosecution of those 

involved. 

 

All Franklin County personnel are responsible for notifying the contact person designated below of any 

threats they have witnessed, received, or have been told that another person has witnessed or received.  

Personnel should report behavior they regard as threatening or violent if that behavior is job-related or 

might be carried out on county-owned property. 

 

A committee shall be established made up of management and authorized employee representatives who 

will have an ongoing role in participation in the evaluation process, recommending methods to reduce or 

eliminate the hazards identified during the process and investigating workplace violence incidents or 

allegations.  All employees will participate in the annual Workplace Violence Prevention Training 

Program. 

 

Designated Contact Person 

 

  Title:  County Manager 

 

  Department: County Manager Office 

 

  Phone: 518.481.1693 

 

  Location; 355 W. Main Street, Suite 456, Malone, NY 12953 
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APPENDIX II 

  

SPECIFICATIONS OF SAFETY AND SECURITY 

IN THE WORK PLACE 

 

 

I. LEGISLATIVE STATEMENT 

 

 Franklin County is committed to providing a safe and secure environment for our employees and 

customers.  This document set forth the expectations that are in place for County employees and it 

explains the employee’s role in making safety and security a reality within our workplace.  The over-

riding theme is that safety and security is everyone’s responsibility. 

 

II. IDENTIFICATION OF SAFETY AND SECURITY ISSUES AND 

RESOURCES/CAPABILITIES 

 

 Franklin County is well equipped to handle a wide range of safety and security issues that may 

occur.  This document is meant to make known entities that are available to provide services in the 

event of an emergency or crisis and to promote a safe working environment.  County employees are 

urged to call upon the referenced agencies in appropriate circumstances, and to support those services 

as best they can. 

 

A.  Identifying Safety and Security Concerns 

i. Employee Responsibilities: Safety and security is everyone’s responsibility.  When employees 

observe unsafe conditions or weakness in security and/or safety they have a responsibility to 

notify their supervisors of the situation. 

 

ii.   The Labor Management Committee will be the vehicle to promote the discussion of safety and 

security issues that are not of an immediate nature. 

 

B. Resources and Capabilities 

i. Building and Grounds Department: Buildings and Grounds Department is in place to address 

anything from minor to substantial issues concerning the physical aspect of county facilities. 

ii. Court House Security: Immediate and emergency response is available by dialing (518) 319-

6381 (Sheriff Deputy).  

iii. Fire, Rescue and Police:  All Fire, Rescue and Police needs, regardless of your location, 

can be reached by calling 911.  

iv. Office Security Devices: In those offices that have office security devices (panic buttons) it is 

advisable to periodically test such devices and ensure all staff know where they are located and 

how to operate them. 

v. Automatic External Defibrillator (AED): An AED in the Court House is located at the 

Brewster Street entrance next to the telephone operator’s station.  

vi. Automatic External Defibrillator (AED): An AED in the Highway Garage is located in the 

General Foreman’s Office. 

 

III. EMPLOYEE RESPONSIBILITIES 
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A. Safety and security is everyone’s responsibility – it is expected that employees will be aware of 

their surroundings and will take actions that will not lead to a compromise of safety and security in 

the workplace. 

 

B. Remember to RECOGNIZE, REPORT and REMEDIATE 

 

C. Report any incidents of workplace violence which you experience or witness using the County’s 

written Workplace Violence Incident Report (attached as Appendix III.) 

 

D. Specific Responsibilities include, but are not limited to: 

i. Wear county issued ID every day 

ii. No open burning (no candles) 

iii. Be aware of tripping hazards (extension cords, computer cords) 

iv. Use only Building and Grounds approved portable electric heaters 

v. Keep aisles and hallways clear of obstructions 

vi. Keep cooking areas clean 

vii. Know how to use security devices in your work area 

viii. Voice concerns over safety and security issues 

ix. Report unusual objects and observations 

x. Be aware of package delivery procedures and identify vendors and delivery personnel and 

their vehicles 

xi. Understand and/or seek instruction in how to deal with difficult people 

xii. Cellular phones should never be used for business or any reason while driving. 

 

 

IV. PROCEDURES TO HANDLE THREATS TO COUNTY PERSONNEL, FACILITIES AND 

INFORMATION TECHNOLOGY 

 

A. Threats to Persons 

 

 Remain calm; dial (518) 319-6381  in the Court House or activate panic button for immediate 

assistance; all other work site call 911; provide comfort and/or assistance to threatened individual; 

contact a supervisor and/or department head; document the incident; consider whether a protective 

order is needed and if so, contact law enforcement personnel; cooperate with any further 

investigation. An employee who applies for or obtains a protective or restraining order that 

lists a county controlled location as the protected area must provide a copy of the petition 

and declarations used to seek the order and a copy of any temporary or permanent 

protective or restraining order that was granted to the designated policy contact person.  

Franklin County has confidentiality procedures that recognize and respect the privacy of the 

reporting employee(s). 
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B. Threats to County Facility and Property 

 

 Remain calm, dial (518) 319-6381 in the Court House for immediate assistance (all other work 

sites call 911); exercise judgment in determining what you can and cannot do to minimize the 

situation, and follow through with your decision; take appropriate precautions to protect yourself, 

co-workers and customers; listen to instructions and follow them; report the incident to appropriate 

personnel (fire, police, county officials responsible for that area); if possible, and without exposing 

yourself to danger, make observations as to what may have caused the incident; ensure items are in 

place for specific threats (ie; threat cards for telephonic threats) 

 

C. Threats to Information and Technology 

 

 Remain calm; report threat or problem to the appropriate county official (Director of Data 

Processing at (518) 651-5285 for computer and telephone issues); record specific information 

about the threat; record your observations and report them to appropriate county officials. 

 

V. COMMUNICATION AND TRAININIG 

 

A. Internal Communications – the County has numerous avenues to communicate information.  

Effective communication is the key element in maintaining effective safety and security within 

county government.  The following communication methods are in place to assist the county with 

safety and security issues: 

i. Labor Management Committee 

ii. Department meetings 

iii. Email 

iv. Written communications 

v. Telephone 

vi. Personal meeting with appropriate county official(s) 

 

B. Communications with the Media – The County Manager is the primary spokesperson for County 

operations.  The County Manager may delegate the responsibility in certain areas to department 

heads to address particular items with the media.  County employees must understand their 

department’s policy on communicating with the media to ensure that the best interests of the 

county are being served. 

 

C. Training – Franklin County will undertake action to ensure that county employees are trained to 

this policy.  Such training may be, but is not limited to, department head training, individual 

employee training, train the trainer, memorandum of instruction, brochures, videos, etc. Training 

shall include, at minimum, the following:  

i. The risks of workplace violence in County work locations 

ii. The requirements of the NYS Workplace Violence Prevention Act 

iii. Measures employees can take to protect themselves from workplace violence 

iv. The County’s implemented reporting and notification procedures 

v. Appropriate work practices and emergency procedures. 
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VI. PROGRAM REVIEW 

 

The County will review and update its policies and procedures, including the Workplace Violence 

Prevention Program, on an annual basis. This review will also include an annual review of written 

reports of workplace violence and other injury reports.  

 

VII.  TECHNICAL ASSISTANCE AND OVERSIGHT 

 

A. Technical Assistance and Oversight – safety and security issues within the county government 

remain with a committee consisting of the Personnel Officer, Sheriff, Building and Grounds 

Superintendent, Emergency Services Director, Chairman of the Legislature and the County 

Manager.  Outside assistance can come from many sources including, but not limited to, Federal 

Emergency Management Agency (FEMA), State Emergency Management Office (SEMO), New 

York State Department of Labor, law enforcement agency(ies), fire and rescue agency(ies )and 

the Occupational Safety and Health Administration 

 

B. Employee Involvement in Oversight – since safety and security responsibilities rest in large part 

with the individual employees, it is incumbent on each and every employee to recognize report 

and remediate safety and security. 

 

C. Departmental Responsibilities – Departments will respond to and give feedback on concerns and 

suggestions about safety and security issues.  Departments should adequately budget for safety 

and security needs. 
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APPENDIX III 

 

COUNTY OF FRANKLIN 

WORKPLACE VIOLENCE INCIDENT REPORT 

 

Workplace violence is any behavior that is violent, threatens violence, coerces, harasses or intimidates 

others, interferes with an individual’s legal rights or expression, or disrupts the workplace, or the 

County of Franklin’s ability to provide services to the public. Any workplace violence incidents should 

be reported using this report form. 

 

Complete this form and forward the original to:  

 

Title:  County Manager 

 

  Department: County Manager Office 

 

  Phone: 518.481.1693 

 

  Location; 355 W. Main Street, Suite 456, Malone, NY 12953 

 

 

Victim’s Name or Individual Reporting Incident: _______________________________ 

 

Job Title:  _____________________________________________________ 

 

Address:  _____________________________________________________ 

 

Contact Phone: _____________________________________________________ 

 

Incident Date: _____________________________________________________ 

 

Incident Time: _____________________________________________________ 

 

Incident Location: _____________________________________________________ 

 

Work Location (if different): _______________________________________________ 

 

Type of Incident:   Verbal   Physical  Other 

   Specifics:  

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 
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Were injuries sustained:   Yes   No 

 

If yes, please specify your injuries and the location of any treatment:  

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Was Law Enforcement contacted?     Yes    No 

 

Did the police respond to the incident:    Yes    No 

 

What Police Department: _________________________________________________ 

 

Was a police report filed:    Yes   No   Report Number: ________________________ 

 

Was your supervisor notified:   Yes   No  

 

Supervisor’s Name and Title: ______________________________________________ 

 

Was any action taken by Employer: (specify) __________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Aggressor/Assailant’s Name/Address/Age (if known): ___________________________ 

(If employee, include Job Title) 

______________________________________________________________________ 

 

Briefly describe the incident: _______________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Did the incident involve a weapon:   Yes  No  Specify: ________________________ 

 

Were you alone when the incident occurred:   Yes   No 

 

Did anyone witness the incident:   Yes   No 
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If yes, please list witness(es) name, address (if known):  

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Did you have reason to believe an incident might occur:   Yes   No 

 

Why: _________________________________________________________________ 

 

______________________________________________________________________ 

 

______________________________________________________________________ 

 

Has this type or similar type incident(s) happened to you or your co-workers previously? 

 

  Yes  No Specify: _____________________________________________________ 

 

Have you had any counseling or support since the incident:   Yes   No 

 

Specify: _______________________________________________________________ 

 

Was the aggressor involved in previous incidents that you are aware of:  

 

 Yes   No  Specify: ____________________________________________________ 

 

______________________________________________________________________ 

 

Has corrective action been taken:   Yes   No 

 

Specify: _______________________________________________________________ 

______________________________________________________________________ 

 

Additional Comments: ____________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

NOTE: Refer to 12NYCRR Part 800.6 Section (i)(3)(ii) for special instructions on privacy concern cases. 

 

 

 

Date of Report _________ Signature of Individual Filing Report__________________________ 

 

 

 



 

 

 

 
 

 

 

 

 

FRANKLIN COUNTY EMPLOYEE POLICY MANUAL 

ACKNOWLEDGMENT STATEMENT 

 
EMPLOYEE’S NAME:  ___________________________________________________ 

TITLE:  ________________________  DEPARTMENT:  ________________________ 

 

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

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

understand it is my responsibility to read its contents, or have them read to me carefully, 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. Further, it is understood that the Employee 

Policy Manual contains policies relevant to employees; however, all Franklin County policies must be abided. 

 

I understand that nothing in this Manual 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). 

 

POLICIES: 

_____Accrual 

_____Americans with Disabilities Act (ADA) 

_____Audit 

_____Cash Management 

_____Code of Ethics 

_____Credit Card Usage 

_____Discrimination and Harassment  

_____Drug-Free Workplace  

_____Family and Medical Leave 

_____The Hatch Act 

_____Healthy Meeting  

_____Information Security 

_____Public Access to Records 

      

     _____Purchasing 

_____Sexual Harassment Prevention 

_____Smoking 

_____Social Networking 

_____Solicitation  

_____Telephone System Usage 

_____Time & Attendance 

_____Title VI/Civil Rights 

_____Travel and Training 

_____Vehicle Usage 

_____Whistleblower Protection  

_____Workplace Violence Prevention  

 

 

______________________________________________ _______________ 

Signature of Receiving Employee    Date of Receipt 

 

Given Copy on:  ______________ By:  ______________________ 

 

EMPLOYEE COPY 

FRANKLIN COUNTY PERSONNEL/CIVIL SERVICE OFFICE 

355 WEST MAIN STREET, SUITE 311 

MALONE, NY 12953 

Telephone (518) 481-1676             Fax (518) 483-2340 
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FRANKLIN COUNTY EMPLOYEE POLICY MANUAL 

ACKNOWLEDGMENT STATEMENT 

 
EMPLOYEE’S NAME:  ___________________________________________________ 

TITLE:  ________________________  DEPARTMENT:  ________________________ 

 

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

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

understand it is my responsibility to read its contents, or have them read to me carefully, 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. Further, it is understood that the Employee 

Policy Manual contains policies relevant to employees; however, all Franklin County policies must be abided. 

 

I understand that nothing in this Manual 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). 

 

POLICIES: 

_____Accrual 

_____Americans with Disabilities Act (ADA) 

_____Audit 

_____Cash Management 

_____Code of Ethics 

_____Credit Card Usage 

_____Discrimination and Harassment  

_____Drug-Free Workplace  

_____Family and Medical Leave 

_____The Hatch Act 

_____Healthy Meeting  

_____Information Security 

_____Public Access to Records 

      

     _____Purchasing 

_____Sexual Harassment Prevention 

_____Smoking 

_____Social Networking 

_____Solicitation  

_____Telephone System Usage 

_____Time & Attendance 

_____Title VI/Civil Rights 

_____Travel and Training 

_____Vehicle Usage 

_____Whistleblower Protection  

_____Workplace Violence Prevention  

 

 

______________________________________________ _______________ 

Signature of Receiving Employee    Date of Receipt 

 

Given Copy on:  ______________ By:  ______________________ 

 

 

PERSONNEL OFFICE COPY 

FRANKLIN COUNTY PERSONNEL/CIVIL SERVICE OFFICE 

355 WEST MAIN STREET, SUITE 311 

MALONE, NY 12953 

Telephone (518) 481-1676             Fax (518) 483-2340 


