
PERSONNEL RULES AND REGULATIONS 1

UTAH COUNTY PERSONNEL RULES AND REGULATIONS
TABLE OF CONTENTS

PAGE

I. ADMINISTRATION. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  Applicability.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Role of Office of Personnel Management. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Role of Career Service Council. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  D.  County Department Compliance Responsibility. . . . . . . . . . . . . . . . . . . . . . . . . . . . 03
  E.  Discrimination. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 04
  F.  Personnel Records. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 04

II. POSITION CLASSIFICATION. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  Classification Methods.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Job Descriptions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Position Review. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 02
  D.  Staffing Plan.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03

III. RECRUITMENT AND FILLING OF CAREER SERVICE AND 
EXEMPT POSITIONS. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  Career Service Exempt Positions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Career Service Positions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Authorization to Fill a Position. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  D.  Order of Selection for Career Service Positions. . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  E.   Recruitment. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 02
  F.   Applications. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 04
  G.  Examination. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 05
  H.  Veteran’s Preference. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 06
  I.    Employment Register. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 07
  J.   Eligibility List.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 08

         K.  Final Hiring Interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 09
  L.   Inter-Departmental Transfers.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 09

         M.  Time-Limited Positions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10

IV. EMPLOYEE STATUS AND PROBATION / TRIAL PERIODS. . . . . . . . . . . . . . . . . . 01
  A.  U.C.A. 17-33-8 Appointed Status. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Career Service Status .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Career Service (Grant) Status.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 02
  D.  Appointed Employees Returning to Career Service 

 Tenure Status. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 02
  E.  Probation and Trial Periods. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03



PERSONNEL RULES AND REGULATIONS 2

V. PERFORMANCE APPRAISAL. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  Approval Procedure for Employee Personnel Actions. . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Performance Appraisal. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01

VI. WORK WEEK, EMPLOYEE SCHEDULES AND OVERTIME. . . . . . . . . . . . . . . . . . 01
  A.  Work Week and Pay Period. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Employee Work Schedules. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 02
  C.  Overtime.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03

VII. EMPLOYEE CONDUCT, DISCIPLINARY ACTIONS, AND GRIEVANCE PROCEDURE. . 01
  A.  Standards of Conduct. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Drug and Alcohol Free Workplace Policy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Incompatible Outside Activities.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15
  D.  Political Activity. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17
  E.  Progressive Discipline. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17
  F.  Progressive Discipline Steps.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20
  G.  Basis for Grievance and Appeal Procedures. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 23
  H.  Suspension and Transfer Grievance Procedure. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 23
  I.  Demotion and Involuntary Termination Grievance Proc.. . . . . . . . . . . . . . . . . . . . . . . . . 24
  J.  Grievance Procedure for Application of Rules & Regs.. . . . . . . . . . . . . . . . . . . . . . . . . . 25
  K.  Employee Complaint Proc for Issues Not Grievable. . . . . . . . . . . . . . . . . . . . . . . . . 25
  L.  Sexual Harassment Policy. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26

   M. Harassment Based on Other Protected Categories Policy  . . . . . . . . . . . . . . . . . . . . 29
   
VIII.      SEPARATIONS.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01

  A.  Resignation.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  De Facto Resignation. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  C.  Retirement. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  D.  Reduction In Force. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  E.  Dismissal. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 04

IX. FRINGE BENEFITS. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  Leave. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  A.  (6)Family and Medical Leave. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 08

         B.  Holidays. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16
  C.  Insurance. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17
  D.  Retirement. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 21
 

X. MISCELLANEOUS PERSONNEL POLICIES. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01



PERSONNEL RULES AND REGULATIONS 3

  A.  Employment of Relatives (Nepotism). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01
  B.  Usage of Electronic Communication Devices 

            and Services. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 03

XI. VIOLATIONS OF COUNTY RULES AND REGULATIONS. . . . . . . . . . . . . . . . . . . . 01
  

XII. SCHEDULE A.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01

XIII.    SCHEDULE B. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 01

XIV. DEFINITIONS. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  01

XV. PAY PLAN. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .01

As of June 1, 2006

Revisions:
Section IX.C.5 - August 5, 2003
Section VII.C.1 - October 14, 2003
Section IV.E.6 - February 25, 2003
Section V.B.1 - February 25, 2003
Section IX.A.7.f - February 25, 2003
Section VII.E.8 - April 29, 2003
Section VIII - April 29, 2003
Section IX.A.5.b - September 16, 2003
Section III.D.5 - October 24, 2003
Section III.E.1.a - October 24, 2003
Section III.E.3 - October 24, 2003
Section IX.F - January 1, 2004 (Repealed)
Section VII.E.8 - February 3, 2004
Section F. Utah County Pay Plan - August 17, 2004
Section VIII.D.7 - October 5, 2004
Section IV.E.1 - October 26, 2004
Section IV.E.6 - October 26, 2004
Section IX.A.3.c - April 18, 2006
Section III.I through III.M - April 18, 2006
Section II.C.4 - May 8, 2008
Section IX.A.3.f, IX.B.2 - November 10, 2008
Section IX.A.7.e - February 3, 2009
Section IX.D.1.c - June 23, 2009
Section VIII.D - September 26, 2009
Sections I.E, III.M, IV.A.1, VII.M.2,IX.A.7.e, X.3.A - November 19, 2009
Section III.M.3 - July 13, 2010



PERSONNEL RULES AND REGULATIONS 4

Section VI.B.5 - September 21, 2010
Section VI.A.3 - January 11, 2011
Section I.D.4.a - January 18, 2011
Section IX - May 24,2011
Section IX.C.2, May 30, 2012
Section VI.A.3, June 5, 2012
Section IX.C.2.a, b June 5, 2012
Section IX.A.3.j, January 8, 2013
Section V.A.2 - June 4, 2013
Section III.M - October 8, 2013
Section VI.A.4 - October 8, 2013
Addition of Pay Plan - 2/4/2014
Section VI.C.6,7,8,9 - 12/2/2014
Section VI.B.5 - 7/28/2015
Section I.E - 7/2016
Section III.E.i - 7/2016
Section III.M - 7/2016
Section VII.E.8 - 7/2016
Section VII.L.5 - 7/2016
Section VII.M.1,2 - 7/2016

 XIV. DEFINITIONS. DISCRIMINATION - 7/2016



PERSONNEL RULES AND REGULATIONS

 
UTAH COUNTY OFFICE OF PERSONNEL MANAGEMENT RULES AND 

REGULATIONS DISCLAIMER

THE POLICIES AND PROCEDURES CONTAINED IN THIS MANUAL IN ITS PRESENT
FORM, OR AS AMENDED, DO NOT CREATE A BINDING CONTRACT BETWEEN UTAH
COUNTY AND ITS EMPLOYEES OR ANY THIRD PARTIES.  NOR ARE ANY OTHER
OBLIGATIONS OR LIABILITIES CREATED BY THIS MANUAL FOR UTAH COUNTY.
UTAH COUNTY RESERVES THE RIGHT TO CHANGE THE POLICIES AND PROCEDURES
CONTAINED IN THIS MANUAL AND ANY OR ALL OTHER TERMS OR CONDITIONS OF
EMPLOYMENT WITH UTAH COUNTY AT ANY TIME FOR ANY REASON.  IF ANY
POLICIES AND PROCEDURES CONTAINED IN DEPARTMENT POLICIES AND
PROCEDURES MANUALS OR OTHER DEPARTMENT MATERIALS, DIRECTIVES OR
POLICIES, WHETHER WRITTEN OR VERBAL, ARE IN CONFLICT WITH OR ARE
INCONSISTENT WITH THIS MANUAL, JOB DESCRIPTIONS MAINTAINED BY THE UTAH
COUNTY OFFICE OF PERSONNEL MANAGEMENT (UCOPM) OR ANY OTHER
MATERIALS, DIRECTIVES OR POLICIES OF UTAH COUNTY OR UCOPM, SAID
DEPARTMENT POLICIES, PROCEDURES, MATERIALS OR DIRECTIVES TO THE EXTENT
OF SAID CONFLICT OR INCONSISTENCY ARE SUPERCEDED BY THIS MANUAL, AND
UTAH COUNTY AND UCOPM POLICIES, PROCEDURES, MATERIALS, DIRECTIVES AND
JOB DESCRIPTIONS. 
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