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POWDER RIVER COUNTY
RESOLUTTON 202s-2s

A RESOLUTION TO ADOPT THIS HANDBOOK OF PERSONNEL POLICIES AND
PROCEDURES, SUPERSEDING ALL OTHER PERSONNEL POLICIES AND

PROCEDURES

WHEREAS, the Powder River County Board of County Commissioners desires to
establish uniform policies and procedures for personnel administration;

NOW, THEREFORE, BE IT HEREBY
Personnel Policies and Procedures be adopted, ,

DATED, this 3lstday of December, 2025, in Broadus, Montana

that this Handbook of
2026
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.) .'

POWDER RIVER COUNry, MONTANA
BOARD OF COUNTY COMMISSIONERS

Lee Randall, Chairman of the

Fortner, Member

, Board Member
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INTRODUCTION
Welcome Statement

Welcome to County employment and your important role in efficiently conducting the business of local
government. You will be joining a dedicated group of individuals who have also chosen to serve the County
with a career in public service. This Handbook is a general reference which will assist you in becoming
familiar, as quickly as possible, with benefits and services available to you as a County employee and the
policies and standards covering your employment.

Nothing in this Handbook should be construed as an expressed or implied employment agreement. We
cannot anticipate every situation or answer every question about employment, and this Handbook is
designed to provide guidance only.

!n some places you will note citations to applicable state and federal laws, such as Montana Code Annotated
(MCA) and the Code of Federal Regulations (CFR), which will lead you to further relevant information if you
so desire it. lf you need more information on any policy, you can contact your supervisor, Human Resources
personnel, the Commissioners, and/or MACo General Counsel.

We are happy to have you with us in providing essential civic services, and we look forward to our working
relationship.

Statement of Management Rights

ln order to achieve its mission, goals and objectives, the County retains the exclusive right to exercise the
customary functions of management. These include, but are not limited to, the rights to manage and control
County buildings, property, grounds, and equipment; to contract out work; to select, hire, promote, assign,
layoff, and discipline employees; to determine and change starting times and quitting times; to transfer
employees within programs/services to other departments and other classifications; to train employees; to
determine and change the size, composition, and qualifications of the workforce; to establish and adopt new
policies, rules and regulations; to determine and modify job descriptions and classifications; to establish or
change criteria for performance appraisals according to the performance appraisal policy; and to carry out
all other ordinary functions of management.

Relevant lnformation; MCA 39-31 -303

Severabi lity Statement
lf any part of this Handbook is found to be unenforceable, invalid, or in conflict with the law, the other
provisions of this Handbook are still applicable and valid.

Changes to Personnel Policies and Procedures

The County provides all employees with general information regarding employee benefits and
established personnel policies and procedures through the issuance of this Handbook. However, it is
not a contract and is subject to change at any time. Policies and procedures shall be added to, updated,
or deleted as determined appropriate by the County. The County specifically reserves the right to
repeal, modify or amend these policies at any time, with or without notice. The policies are also not to
be interpreted as promises of specific treatment.

EFFECTIVE:
APPROVAL:

DATE:
LAST REVISED:
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EMPLOYMENT POLICIES

Definitions

The following employment definitions apply to this Handbook:

Exempt employee is one not subject to the overtime pay provisions of the federal Fair Labor Standards
Act of 1938 (FLSA) as amended, and its regulations; i.e., employees exempt from the overtime pay
provisions of the FLSA in a position designated as executive, administrative, professional, or other
exemption as these terms are defined in law. The employee must meet the definition of exempt as
defined by the FLSA and the Montana Minimum Wage and Overtime Compensation Act. (See FLSA
website: http://www.dol.oov/compliance/laws/comp-flsa.htm)

a

a

a

Non-exempt employee means one who is subject to the overtime provisions of the federal Fair Labor
Standards Act of 1938 as amended, and its regulations.

Full-time employee means one who normally works 40 hours a week.

Part-time employee means one who normally works less than 40 hours a week.

Permanent employee means one who is assigned as permanent who has attained or is eligible to attain
permanent status.

Seasonalemployee means a permanent employee designated by the County as seasonalwho performs
duties interrupted by the seasons and whom the County may recall without a loss of rights or benefits.

Short-term employee is one hired by the County for an established hourly wage, who may not work for
the County for more than 90 days in a continuous 12-month period, who is not eligible for permanent
status, who the County cannot hire into another position without a competitive selection process, and
who is not eligible to earn leave and holiday benefits.

Temporary employee is one designated by the County as temporary for a definite period of time not to
exceed 12 months, who performs temporary duties or permanent duties on a temporary basis, whose
employment terminates at the end of the employment period, and who is ineligible to become a
permanent employee without a competitive selection process.

a

o

a

a

a

Relevant lnformation.' Definitions at MCA 2-18-101

Equal Employment Opportunity

The County is an equal employment opportunity employer (EEO). The County does not refuse employment
or discriminate in compensation or the other terms, conditions, and privileges of employment based upon
any protected category which include race, color, national origin, age, physical or mental disability, marital
status, pregnancy, religion, creed, sex, sexual orientation, political beliefs, genetic information, vaccination
status, or veteran's status. The County does not tolerate discrimination or harassment because a person is
married to or associates with any of these protected categories.

The County shall follow all federal and state laws and regulations prohibiting discrimination

EFFECTIVE:
APPROVAL:

DATE:
LAST REVISED
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Relevant lnformation: Montana Human Rights Act, Title 49, MCA

Preventing Harassment and Discrimination

The County's policy is to provide employees with a work environment free of discrimination and harassment.
Harassment of employees and any persons doing business with County government because of a person's
race, color, national origin, age, physical or mental disability, marital status, pregnancy, religion, creed, sex,
sexual orientation, political beliefs, genetic information, vaccination status, or veteran's status is illegal and
prohibited. Discrimination is a violation of civil rights law and is a prohibited practice subject to disciplinary
and civil action.

A. Employee's Responsibilities

The County will not tolerate sexual harassment or discrimination of any kind. All employees are
encouraged to immediately report any such misconduct or violation to their supervisors or the first level
of management not involved in the harassment or discrimination, County Human Resources or Equal
Employment Opportunity personnel, or the County Commission. Employees who are responsible for
harassment or discrimination may be subject to disciplinary action, up to and including termination.
Sexual harassment or other illegal discrimination can result in immediate termination if an investigation
substantiates it. The severity and extent of the harassment will ultimately guide the decision on how
discipline will be determined.

B. Management's Responsibilities

All supervisors and managers are responsible for following this policy. Members of management who
witness discrimination shall immediately take steps to stop the behavior, document the actions, and report
the behavior to County Human Resources or Equal Employment Opportunity personnel, or the County
Commission. Management shall review any report or complaint of harassment or discrimination and take
appropriate action.

C. What Constitutes Harassment

Sexual harassment may include a range of subtle or not-so-subtle behaviors and may involve individuals
of the same or different gender. Depending on the circumstances, these behaviors may include, but are
not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo;
verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess, or sexual
deficiencies; leering, whistling, or touching; insulting or obscene comments or gestures; display in the
workplace of sexually suggestive objects or pictures; and other physical, verbal, or visual conduct of a
sexual nature when, for example:

1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment;

2. submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting the individual; or

3. such conduct has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working environment.

Sexual harassment constitutes discrimination and is illegal under federal, state, and local laws.

EFFECTIVE:
APPROVAL:

DATE:
LAST REVISED
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The other protected categories listed above can also be harassed. The County strictly prohibits
harassment on the basis of any protected characteristic. Under this policy, harassment is verbal or
physical conduct that denigrates or shows hostility or aversion toward an individual because of a
protected characteristic and which:

1. has the purpose or effect of creating an intimidating, hostile, or offensive work environment;

2. has the purpose or effect of unreasonably interfering with an individual's work performance; or

3. otherwise adversely affects an individual's employment opportunities.

Harassing conduct includes, but is not limited to: epithets, slurs, or negative stereotyping; threatening,
intimidating, or hostile acts; denigrating jokes; and/or written or graphic material that denigrates or shows
hostility or aversion toward an individual or group and which is placed on walls or elsewhere on the
employer's premises or is circulated in the workplace.

D. Reporting Procedure

1. Employee's Responsibility

An employee who believes he/she has been the victim of harassment or discrimination should report
the incident or action as soon as possible after the alleged incident occurs. Early reporting is
important, because management's ability to investigate and act on reports diminishes with time.
Employees may bring reports to the attention of any of the following:

the harasser, and the employee can request that the action stop immediately; and/or

the immediate supervisor or the first level of management not involved, County Human Resources
or Equal Employment Opportunity personnel, or the County Commission.

The employee shall cooperate with the supervisor, manager, or other designated management
representative in investigating and verifying the report.

2. Management's Responsibility

Any supervisor or manager who witnesses or receives a report of harassment or discrimination shall
promptly inform County Human Resources or Equal Employment Opportunity personnel, the
department head, or the County Commission. Upon receipt of a complaint alleging harassment or
discrimination, the department head or the Commission shall take steps to prevent the alleged
conduct from continuing, pending completion of an investigation.

The department head shall initiate an investigation or recommend another appropriate management
representative to investigate the complaint. The County has the right to designate a representative
of its choosing to perform any investigation. The factual report and final decision will remain
confidential and be disseminated to only those persons having a need to know. The parties will be
informed of the general results of the investigation. lf the results establish that a policy violation
occurred, appropriate action may be taken including, but not limited to, disciplinary measures, which
may include termination.

a

a

EFFECTIVE
APPROVAL

DATE:
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