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Standard Operating Procedures 
 

Bannock County 
 

Human Resources &  
Risk Management  

 
Updated August 25, 2022 

 
 

Notes about this version: 
 
This is the first version of this SOP as a collection of procedures. Chapters 1-6 were reviewed 
and approved individually by BOCC earlier. Changes are highlighted. 
 
Chapter 7 is a new procedure for records management that follows current practice, and adds a 
section to clarify the retention schedule. 
 
Chapter 8 is a new procedure for position classification. It introduces job families, and 
provides clarity and transparency to the way jobs are classified. 
 

 

Approval: 

_______________________________ _______________ 
Commissioner Name    Date   
 
_______________________________ _______________ 
Commissioner Name    Date 
 
_______________________________ _______________ 
Commissioner Name    Date 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 1 
Employee Recruitment 

 
1.01 Standardized procedure for employee recruitment 

Bannock County shall have a standardized procedure for employee recruitment. This procedure is subject 
to Bannock County Personnel Policy and any applicable state and federal laws. 

1.02 Equal opportunity and veteran’s preference 

A.  Equal Opportunity 

The Bannock County personnel policy has an equal opportunity statement that identifies Bannock 
County’s commitment to ensure employment decisions will be made without regard to race, 
religion, age, national origin, non-job-related disability and any and all other protected classes 
recognized by law.  

Advertisements for job openings shall include a statement that Bannock County is an Equal 
Opportunity employer. Inquiries concerning the equal opportunity policy may be directed to 
Human Resources or the Prosecutor’s office.  

 
B.  Veteran’s Preference 

The Bannock County personnel policy describes that “in the event of equal qualifications for an 
available position, a veteran or family member who qualifies for preference pursuant to Idaho 
Code §65-503, or its successor will be employed.”  The determination of equal qualifications 
occurs during the screening and interview steps of this recruitment procedure.  

1.03 Application for a Job Opening 

Human Resources will maintain a website listing job openings and specific instructions for how to apply 
at https://www.bannockcounty.us/human-resources/. 

An application is considered successfully submitted when it is received by Human Resources prior to the 
advertised close date (when applicable) and it includes all required information. Human Resources will 
make a reasonable effort to inform individuals if an application is incomplete or successfully submitted.  

1.04 Training 

The Human Resources office will develop and offer recruitment training for all Bannock County 
departments. The training shall prepare employees for responsibilities identified in this procedure.  
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1.05 Department Roles and Responsibilities 

A.  Hiring Manager  

The elected official or department head will select an individual to serve as the hiring 
manager.  The hiring manager must be a Bannock County employee and typically is the 
direct supervisor for the position.  

The hiring manager is responsible for ensuring that the recruitment process is followed in 
an effective manner. Some typical duties include preparing a recruitment plan with 
Human Resources, coordinating search panel meetings, coordinating applicant screening, 
scheduling interviews, completing and submitting recruitment documentation, and 
communicating with applicants. 

B.  Search Panel Members 
With approval of the elected official or department head, the hiring manager will select 
individuals to serve on the search panel and communicate panel responsibilities. Panel 
members are typically Bannock County employees who work closely with the position 
and understand the essential functions. There should be an attempt to make the panel 
diverse to encourage unique perspectives. Individuals invited to serve on a panel must 
receive supervisor approval prior to accepting this responsibility.  
 
Panel members actively participate in applicant screening and interviews. They share 
their unique observations and opinions. They contribute to discussions about applicants 
and make recommendations, but they are not authorized to make hiring decisions.  
 
C.  Non-employees  
Bannock County works closely with District Courts and other public organizations. Some 
individuals in these organizations have County positions indirectly reporting to them.  
These individuals may serve as a co-hiring manager with a County employee when 
recruiting for positions that indirectly report to them. They may also serve as search panel 
members. Other non-employees may not serve as a hiring manager, and must have the 
Elected Official and Human Resources approval before serving as a search panel 
member.  

1.06 Process for Competitive Employee Recruitment 

A.  Planning  
The hiring manager shall contact Human Resources to notify of intent to recruit and schedule a 
planning meeting. Topics covered in the planning meeting typically include budget, review of the 
position description, advertising, training and composition of the hiring panel, roles and 
responsibilities, and documentation requirements.  
 
B.  Verify when funds are available. 
Human Resources shall contact the auditing department to verify when funds are available to fill 
the position. Budgets are established on an annual budget cycle and budget changes should be 
requested during the annual budget development process.  
 
C.  Advertise the Job Opening  
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Human Resources shall create a “Job Opening” using the Tyler Munis applicant tracking system 
which is available through the Human Resources page on the Bannock County Website. A list of 
job openings will also be printed and posted in a highly visible area near the Human Resources 
office. Human Resources shall also post the announcement on Indeed, Idaho Works, and the 
Idaho Association of Counties (for harder to fill positions).  Human Resources shall also 
coordinate with the Public Information Officer to coordinate posting on Facebook, LinkedIn, and 
other applicable social media sites (at the discretion of Human Resources).  
 
In coordination with Human Resources and at the expense of the department, the hiring manager 
may post the vacancy announcement with additional employment websites, professional 
associations, schools, training centers, and other applicable sources of applicants. 

Internal vacancy announcements shall be posted for a minimum of 5 business days. External 
vacancy announcements shall be posted on the Bannock County Website for a minimum of 10 
business days.  

D.  Access to Applications and Applicant Attachments 

The Tyler Munis Recruiting system sends an email notification to Human Resources when an 
applicant applies.  Human Resources will monitor email notifications, access the submitted 
applications, and forward the applications and any applicable and relevant attachments from the 
applicants to the hiring managers.    

E.  Preliminary Screening  
Preliminary screening determines which applicants possess minimum qualifications for the 
position. All applications that pass preliminary screening shall advance to secondary screening or 
interviews.  
 
The preliminary screening documentation must include a list of required minimum requirements. 
The evaluator shall mark “yes” or “no” to indicate if an application provides evidence of the 
applicant possessing each of the listed qualifications 
 
During the planning meeting (1.06.A) the hiring manager and HR decide who will prepare and 
complete the preliminary screening. It can be an HR professional, the hiring manager, and/or 
individuals on the search panel.  
 
F.  Secondary Screening  

Secondary screening is optional. Use secondary screening to narrow the number of candidates for 
interviews if many pass the preliminary screening. 

Secondary identifies the strongest applications based on minimum and preferred qualifications 
using a numerical rating system.  

Screening criteria documentation must include a list of minimum and preferred qualifications, 
and must be consistent with requirements identified in the vacancy announcement.  The 
evaluators shall provide a numerical score that indicates to what degree the application provides 
evidence of the applicant possessing each of the listed qualifications. 
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During the planning meeting (1.06.A) the hiring manager and HR decide who will prepare and 
complete the secondary screening. Typically, all search panel members participate. 
 
G.  Interviews  
Personal interviews are to obtain information about the applicant’s knowledge, skills, abilities, 
experience, and professional behaviors as a means for predicting future behavior and 
performance. 
 
Interview questions shall be developed prior to interviews. All applicants should be asked each of 
the interview questions. Based on applicant responses, follow-up questions that are not on the 
approved list may be asked. Only ask follow-up questions about job related qualifications, 
education, and professional experience.  
 
Interviews may be conducted face-to-face, by phone, or through video conferencing technology. 
Effort should be made to use the same format for all interviews.  
 
During the planning meeting (SOP 01.06.A) the hiring manager and HR decide who will 
coordinate the interviews, who will participate, and who will complete the documentation. 
 
A second round of interviews may be conducted as necessary. 
 
H.  Professional Reference Checks  
Professional references shall be contacted for the top applicant(s) prior to making a job offer. It is 
important to contact the applicant’s most recent employer, even if they are not listed on the 
applicant’s provided list. It is a courtesy to provide the applicant notice before making this 
contact. 
 
During the planning meeting (SOP 01.06.A) the hiring manager and HR decide who will conduct 
the personal reference checks. Typically, this is completed by the hiring manager. 
 
I.  Documentation of the Recruitment Process 

Documentation of the recruitment process is required prior to hire. The documentation must 
include the following: 

 Preliminary screening documents  
 Secondary screening documents if the screening was conducted.  
 Summary of screening results  
 Interview questions  
 Reference check questions  
 Summary of interview and reference checks  

1.07 Provide Notice to Unsuccessful and Successful Applicants 

Human Resources will update the status of applicants in Tyler Munis. The system will send e-mail 
messages to applicants to notify them of their status.  

The hiring manager shall make a conditional offer of employment to the successful candidate after 
completing screening, interviews, and reference checks. The candidate should be clearly notified that the 
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offer is pending a successful background check, Human Resources’s approval of the recruitment process, 
and the approval from the Board of Commissioners. 

It is a courtesy for the hiring manager to also personally contact applicants who advanced to the interview 
stage and thank them for their time and interest.  

1.08 Human Resources Review of Recruitment Process  

Human Resources will review the screening, interview, and reference check documentation to ensure 
County policy and procedure was followed. Human Resources shall notify the hiring manager of approval 
or identify corrections to be addressed.  

After Human Resources approves the process the hiring manager shall create a salary rate approval (SRA) 
form and submit for approvals culminating in approval from the Board of Commissioners. Anticipate two 
weeks for the SRA to process when selecting the job begin date. 

A. Recruitment Procedure Checklist 
 Planning session with Human Resources 
 Verify when funds are available 
 Advertise job opening 
 Access applications and applicant attachments 
 Conduct preliminary screening 
 Conduct secondary screening if applicable 
 Conduct interviews 
 Conduct reference checks 
 Document the recruitment process 
 Provide conditional notice to successful and unsuccessful candidates 
 Obtain Human Resources approval of the recruitment process 
 Submit Salary Rate Approval form for approval 

1.09 Recruitment Process Exceptions 

Human Resources may approve some modifications to this process. Some modifications include: 

A. Direct Appointments  

Direct appointments bypass the competitive recruitment procedure. Occupational qualifications 
and internal equity shall be considered to ensure fairness and compliance with federal and state 
employment law.  

Direct appointments shall be processed in coordination with Human Resources.  Prior approval 
by the appropriate elected official and the Board of Commissioners is required. Direct 
Appointments may be permitted under the following situations: 

1. Direct Appointment for Chief Deputies and Attorneys.  

Chief Deputies and attorneys may be directly appointed by the elected official to whom 
they serve.  

2. Direct Appointment for Grants and Restricted Funds Supported Positions 
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Some grant and restricted fund projects exist only because of the efforts of a specific 
grant author, principle investigator, or a particular individual with exceptional 
qualifications. These individuals may be directly appointed. 

3. Direct Appointment for an Emergency Hire 
An employee may be directly appointed into a temporary position when there is an 
immediate need to fill a vacant position to protect life, health, safety, or property. An 
emergency hire is to meet an immediate need to fill a vacant full-time position while the 
competitive recruitment is in progress. The temporary assignment shall end when the 
vacant position is filled. Supervisors shall provide written justification that is reviewed by 
HR and approved by the BOCC prior to making an emergency hire.  
 
4. Direct Appointment to Rehire a Temporary Employee 
An employee may be directly appointed into a temporary position within 1 year of 
termination of their previous Bannock County assignment. The employee may be 
restored to their previous grade and step if they are restored to a position with similar 
duties as their prior position.  
 

B.  Pool Recruitments 

A pool recruitment is utilized when a department needs to hire several temporary employees into 
similar positions multiple times throughout the year. With pool recruitments the vacancy 
announcement will remain open until there is no longer a need to fill positions. Preliminary 
screening, interviews, and reference checks are conducted as applicants are received. 

C. Law Enforcement Positions 

Many law enforcement positions require additional levels of screening such as drug testing, 
fitness testing, and in-depth background checks. Departments are to work with Human Resources 
to develop modifications to this procedure to account for these additional requirements. 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 2 
Americans with Disabilities Act 

 
2.01 Americans with Disabilities Act (ADA)  
 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act 
(ADAAA) are federal laws that require employers to not discriminate against applicants and individuals 
with disabilities and, when needed, to provide reasonable accommodations to applicants and employees 
who are qualified for a job, so that they may perform the essential job duties of the position. 
 
Bannock County shall comply with all federal and state laws concerning the employment of persons with 
disabilities and to act in accordance with regulations and guidance issued by the Equal Employment 
Opportunity Commission (EEOC).  
 
Bannock County shall not discriminate against qualified individuals with disabilities in regard to 
application procedures, hiring, advancement, discharge, compensation, training or other terms, conditions 
and privileges of employment. 
 
2.02 Accommodations for Individuals with Disabilities  
 
Bannock County will make reasonable accommodations, as required by law, for the known physical or 
mental disabilities of an otherwise qualified applicant or employee, unless doing so would impose an 
undue hardship upon the County’s business operations. An accommodation is not reasonable if, even 
with the accommodation, the employee is unable to perform essential job duties in a manner that would 
not endanger the health or safety of the employee or others.  
 
2.03 Interactive Process 
 
Any applicant or employee who believes they require an accommodation in order to perform the essential 
functions of the job should contact the Human Resources Director to request such an accommodation.  
 
Upon learning of the possible need for a reasonable accommodation under the ADA, Bannock County 
shall engage in a process in which the employee, health care provider, supervisor/elected official, and 
Human Resources each share information about the nature of the disability and the limitations that may 
affect the employee's ability to perform the essential job duties. This process is referred to as the 
interactive process and involves a good-faith effort by the County and the employee to discuss the 
limitations the employee's disability may pose. The purpose of this discussion is to determine what (if 
any) accommodations may be needed. 
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2.04 ADA Accommodation Request 
 

Employees should specify what accommodation they need to perform the job and submit supporting 
medical documentation explaining the underlying physical or mental disability and the basis for the 
requested accommodation. The “Bannock County Accommodation Request Form” and the 
“Accommodation Medical Certification Form” should be used to ensure appropriate information is 
provided. 

 
2.05 Determine if the Employee has a Disability under ADA 
 
Human Resources and the supervisor/elected official will review the accommodation request 
documentation to determine if the employee has a disability under the ADA. If additional information is 
needed the medical provider may be consulted after the employee provides a medical release. 
 
 The ADA defines a disability as one of the following: a) a physical or mental impairment that 

substantially limits a major life activity; b) a record of a physical or mental impairment that 
substantially limited a major life activity; or c) being regarded as having such an impairment. 

 According to the Equal Employment Opportunity Commission (EEOC), the ADA Amendments Act 
(ADAAA) includes impairments that would automatically be considered disabilities. They include 
deafness, blindness, intellectual disability, completely or partially missing limbs, mobility 
impairments that require the use of a wheelchair, autism, cancer, cerebral palsy, diabetes, epilepsy, 
HIV or AIDS, multiple sclerosis and muscular dystrophy, major depression, bipolar disorder, post-
traumatic stress disorder, obsessive-compulsive disorder, and schizophrenia. 

 The definition of major life activities includes caring for oneself, performing manual tasks, seeing, 
hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating and working. Major bodily functions include functions of the 
immune system; normal cell growth; and digestive, bowel, bladder, neurological, brain, respiratory, 
circulatory, endocrine and reproductive functions. 

 The following are not disabilities under the ADA: transvestism, transsexualism, pedophilia, 
exhibitionism, voyeurism, gender identity disorders not resulting from physical impairments, other 
sexual behavior disorders, compulsive gambling, kleptomania, pyromania, and psychoactive 
substance use disorders resulting from current illegal use of drugs. 

 
2.06 Determine Accommodations 
 
An accommodation can be a change or modification to the workplace, allowing the employee with a 
disability to perform his or her essential job duties or enjoy the benefits and privileges of employment. 
 
The types of accommodations needed and provided will depend on the limitations of the disability and the 
individual employee's ability to perform the essential job duties of the position. Accommodations are 
designed to meet the specific circumstances of the individual. 
 
Bannock County shall seek reasonable accommodation, and is not required to provide accommodations 
that create an undue hardship. Accommodations that could result in an undue hardship include 
modifications that are unduly extensive or disruptive, or those that would fundamentally alter the nature 
or operation of the job or business.  
 
2.07 Notify the Employee 
 
Human Resources shall notify the employee in writing that his or her requested accommodation has been 
approved or denied. Details of the accommodation and the anticipated start date should be included. 
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Human Resources must maintain all copies of accommodation requests, supporting medical information 
and documentation, including denials, in a file separate from the employee personnel file, consistent with 
the confidentiality requirements of the ADA. 
 
2.08 Review and Modify 
 
Accommodation requests may be reviewed and modified for employees who have a disability under 
ADA. Bannock County shall continue the interactive process to find the accommodation(s) that meets the 
needs of the employee and does not create an undue hardship on the County. 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 3 
Incident Reporting 

3.01 Life, health, and safety as a priority 
The life, health, and safety of employees and individuals who receive County services is always a 
priority. Incident reporting comes after individuals are removed from danger and appropriate medical 
treatment is administered.   
 
3.02 Responsibility to Report 
Employees must promptly provide a detailed and factual report if they are involved in or witness an 
incident where an individual is injured or County property is damaged. Near misses, hazards, and unsafe 
situations shall also be reported. 
 
3.03 Training 
Human Resources shall provide training on this incident reporting process to County departments on a 
regular basis.  

 
County departments shall identify at least one employee to receive training on this incident reporting 
process and serve as a point of contact for Human Resources. 
 

A. Communication of the Designated Facility for Employee Healthcare 
The Human Resources and Risk Management department will provide email communication to 
all Bannock County employees concerning the adoption of this procedure.  After this procedure is 
adopted, the department will provide instruction on reporting injuries during orientation to new 
hires.  The department will also provide posters to be hung in Bannock County facilities and 
provide business cards with the contact information for Occupational Health to Bannock County 
employees to make sure they are informed of the process.   

 
3.04 Reporting Process for Incidents that Result in Bodily Injury or Asset Damage 
 
The involved employee or witness shall notify their supervisor of the incident as soon as they can safely 
do so. If their supervisor isn’t immediately available they shall attempt to contact others in their chain of 
command until they can successfully provide notice.  

 
The notified supervisor shall notify their elected official and submit the following forms to Human 
Resources at humanresources@bannockcounty.us. 

 Employee Incident Report for injury and near misses 
 Witness Incident Report (if a witness is available) 
 Supervisor Incident Report 

 
For moderate and severe injuries, the Department shall coordinate with Human Resources to investigate 
the incident and submit the 

 Incident Investigation Report 
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Human Resources shall review documentation and discuss plans for mitigating risk of similar incidents 
with the department and the Safety Committee.  Human Resources creates a file and maintains 
documentation for each incident. 
 
Note: The Sheriff’s Department already has a procedure in place for documenting the employee’s report 
of injury, the supervisors report, and any witness statements from the incident.  They may continue the 
process the same way they have previously documented it.   

 
A. Incidents That Result in Bodily Injury   

 
1. Professional Medical Services Not Required 

 
Supervisors shall never discourage an employee from seeking professional medical 
attention if it is desired. If the injured individual sustains minor injuries that do not 
require professional medical services than the steps in Section 3.04.A.2 are not required. 
 

2. Professional Medical Services are Required 
 
a. Designated Medical Provider for Employee Healthcare 

If the employee has an injury sustained at work that requires professional medical 
attention, the employee shall report to Occupational Health at the Portneuf Medical 
Center. If the Occupational Health office is closed, employees will need to proceed to 
an emergency room or nearest facility in the city where the accident occurred.   
 

b. Work Restrictions 
Occupational Health will communicate with the Human Resources department, who 
will then share necessary information with the appropriate supervisors.  The Human 
Resources department and the supervisor will work with the employee concerning 
restrictions, time-off from work, and return to work that may be needed as indicated 
by Occupational Health.  The supervisor shall meet with the employee to discuss any 
options that exist for light duty.  The supervisor shall have the employee fill out the 
relevant light duty offer form and submit the completed form to Human Resources 
for record keeping.       

 
c. Notify Workers Compensation Insurance 

Human Resources shall submit all First Report of Injury forms to the State Insurance 
Fund (SIF). The SIF will typically request additional information or start working 
with the employee to pay claims through workers compensation insurance. The SIF 
typically provides a claim number and confirmation e-mails to Human Resources. 

 
B. Reporting Process for Incidents that Result in County Asset Damage 

 
1. When a supervisor is notified of an incident that results in County asset damage they 

shall submit the following form to Human Resources at 
humanresources@bannockcounty.us: 
 Employee Incident Report for Property Damage 

 
2. The county department and Human Resources will review the extent of the damage 

and determine if it is necessary to obtain bids for repairs and/or replace the asset. 
Assets with significant damage will require bids for repairs. Exceptions may be 
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windshield replacements, broken headlights, proprietary equipment, low cost assets, 
and other minor damage. 

 
The bidding process involves obtaining three bids from authorized vendors. Human 
Resources and the Shop Supervisor shall provide support and guidance with the 
bidding process. The department is responsible for contacting vendors to obtain the 
bids.  
 

3. Human Resources, with consultation from the department and/or other specialist or 
professional in the area of expertise to determine an estimate for the replacement 
cost. 

 If the amount is under the $2500 insurance deductible Human Resources 
shall consult with the department about how to repair or replace the asset. 

 If the amount is over $2500 Human Resources will submit a Member Claim 
form plus back up documentation to ICRMP. ICRMP will typically request 
additional information or provide instructions for how to repair or replace the 
asset. Human Resources will communicate these instructions to the 
department. 
 

4. The department shall complete the repairs or replacement and then submit an invoice 
to Human Resources. 
 

5. Human Resources will review the invoice: 
 If the amount is under $2500 Human Resources will process the payment 

with Accounts Payable 
 If the amount is over $2500 Human Resources will process the deductible 

with Accounts Payable noting the short-pay on the invoice and submit the 
remainder balance due through ICRMP. 

 If an asset is a total loss, Human Resources will notify Auditing to allow 
them to document the disposal and/or replacement of the asset. 

 
 
3.05 Reporting Process for Tort Claims 
 
The claimant shall complete the Notice of Tort Form, and submit the form to the County Clerk. 
 
The County Clerk’s office shall record the Notice of Tort and send a copy through e-mail to applicable 
County employees (including Human Resources) on a pre-determined contact list. 
 
Human Resources will notify ICRMP and the subject department, and discuss plans for mitigating risk of 
similar incidents with the department. 
 
ICRMP will typically represent the County as they process the tort through the legal system. ICRMP will 
communicate updates as information is available. If money is owed through a legal settlement ICRMP 
will submit an invoice to Human Resources.  Human Resources will process the deductible with 
Accounts Payable and the remainder through ICRMP as applicable, noting on the invoice the reason for 
the short-pay. 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 4 
Family Medical Leave Act 

 
4.01 Family Medical Leave Act 
The Family and Medical Leave Act (FMLA) is a federal labor law requiring employers of a certain size to 
provide employees with unpaid time off for serious family health issues or situations.  Qualified reasons 
may include adoption, pregnancy, foster care placement, family or personal illness, or military leave.  It 
also provides for the continuation of insurance coverage and job protection while the employee is on 
leave.  The FMLA is intended to provide families with the time and resources to deal with family 
emergencies, and provide guidance to employers. 
 
Bannock County shall comply with all federal and state laws concerning Family Medical Leave Act 
(FMLA).  Bannock County shall not permit any retaliatory or illegal actions toward an employee for 
exercising his or her FMLA rights.   
 
4.02 Requests for FMLA Leave 
If an elected official, chief deputy, manager, or supervisor receives a request for FMLA or learns that an 
employee may need FMLA due to the employee’s serious health condition, birth of a child or adoption or 
foster care, to care for a spouse or other dependent, to care for with a serious illness or injury or any other 
qualifying reason, they must fill out a Family Medical Leave and Military Family Leave Act request form 
and provide Human Resources (HR) within 5 business days (preferably the same day) of learning of an 
employee’s need for FMLA.   
 
4.03 FMLA Eligibility 
HR will make sure the employee has worked for Bannock County for at least 12 months and has worked 
at least 1,250 hours during the preceding 12 months.   
 
4.04 FMLA Rights and Responsibilities 
HR will complete Form WH-381, or Notice of Rights and Responsibilities, within 5 business days of the 
employee notifying Bannock County, as required by law, and send it to the employee via email and mail.   
 
4.05 Certification Request 
HR will also fill out section 1 of the Certification of Health Care Provider for the employee (Form WH-
380 E) or the employee’s family member (Form WH-380 F) and provide to the employee via email and 
mail at the same time as the Notice of Rights and Responsibilities.   
 
4.06 Certification Return and Second Request 
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The employee should return the Certification form within 15 days.  If the employee does not return it 
within 15 days, HR will make a second attempt to collect the Certification Form by sending a second 
request notice asking for the certification within 15 days of this second notice.   
 
4.07 Designation Notice 
HR will send a Form WH-382, or Designation Notice, to the employee within 5 business days of having 
enough information to determine whether the leave is for an FMLA-qualifying reason.  This form will 
contain information such as approval status, need for additional information from the employee, second 
and third opinions, and the need to use accrued paid leave.   
 
4.08 Communication of Status and Personal Leave of Absence 
HR will also let the Elected official, chief deputy, manager, and/or supervisor know if the FMLA is 
approved or denied.  If FMLA is not approved or not available, the department may approve the 
employee’s use of accrued comp time, sick leave and/or vacation leave.  If the accrued leave is 
anticipated to be exhausted the ADA process should be initiated.  Payroll should also be notified to ensure 
timesheet are being submitted correctly. 
 
4.09 Tracking FMLA in NOVAtime 
When the employee begins their FMLA, the elected official, chief deputy, manager, or supervisor must 
keep track of their time spent of FMLA on NOVAtime and enter any paid leave the employee needs 
and/or has requested to take.   
 
4.10 FMLA Absence Tracking Calendar 
HR will review FMLA hours reported in NOVAtime, and track the hours on a rolling 12-month period 
using an FMLA Absence Tracking Calendar.  The employee and department are also encouraged to keep 
track of FMLA hours used. 
 
4.11 FMLA Exhaustion Notice and ADA  
If the employee is anticipated to run out of available FMLA hours, HR will send an FMLA exhaustion 
notice two weeks before the employee exhausts their leave to notify the employee that they are almost out 
of leave and advising them to notify Bannock County of their anticipated return date.  If the anticipated 
return date is past the date of available FMLA hours, then the elected official, chief deputy, manager, 
and/or supervisor and the Director of Human Resources will initiate the ADA process to determine 
appropriate actions.  Payroll should be notified to ensure timesheet are correct if unpaid leave is involved. 
 
4.12 Return to Work 
When the employee returns to work, the elected official, chief deputy, manager, or supervisor will notify 
the HRP that the employee has returned to work.  Employees who need FMLA for their own serious 
health condition, must proceed to the designated medical facility for a fitness-for-duty certification as 
directed by Human Resources before they return to work.  Human Resources will coordinate with the 
department if the employee is able to return to work or if the ADA process should be initiated.    Payroll 
should be notified to ensure timesheets are correct. 
 
4.13 Communication of Remaining FML Hours 
Upon the return of the employee, HR will let the employee and supervisor(s) know how many hours of 
FML they have remaining through the next 12 months.   
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 5 
Determining Eligibility for Medical Insurance Benefits 

Under the Affordable Care Act 
 
5.01 Affordable Care Act  
The Affordable Care Act (ACA) includes requirements for applicable large employers to offer 
medical insurance to their full-time employees. 
 
5.02 Full-Time Employees  
ACA and Bannock County Personnel policy define full-time employees as individuals who are 
employed an average of at least 30 hours of service per week or 130 hours of service in a 
calendar month. 
 
All paid time is considered hours of service when determining if a part-time, temporary, or 
seasonal employee should be reclassified to a full-time employee. 
 
5.03 Measuring Hours of Service 
Effective on March 28, 2022 Bannock County will utilize the look-back method as defined by 
ACA.  This method will allow the County to determine the full-time status of an employee 
during a future period. This is done by looking back over a defined period of time to determine 
if the employee averaged at least 30 hours per week.   
 

A. ACA Measurement Period 
The initial measurement period for new employees begins on the employee’s first day of 
employment.  The period shall be for 12 months.  
 
The standard measurement period for current employees will look back at hours worked 
over the course of a 12-month period.   
 

5.04 Administrative Period 
If an employee was not classified as full-time when hired, but meets the requirements after the 
initial or standard measurement period, the County will change the employment status to full-
time, and offer medical insurance benefits. This initiates a 30-day administrative period during 
which the employee may enroll in the medical insurance benefits, or refuse the benefits. 
Employees may only refuse the medical insurance benefits if they provide evidence of medical 
insurance from other organization. 
 
Medical insurance shall begin on the first day of the month after full-time status is determined. 
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5.05 Stability Period 
After the 30-day administrative period, the County shall offer medical insurance benefits for a 
period of 12 months, or end of employment. 
 
5.06 Seasonal Employees 
The look-back method will allow the County to hire seasonal employees who are not eligible for 
medical insurance benefits. This provides increased flexibility for the County to meet the 
seasonal spikes in the demand for labor.     
 
Seasonal employees may work more than 30 hours per week in an assignment that is only 
available during specific weather seasons, and lasts no longer than six (6) months.   
 
Employees working in seasonal positions shall have a six (6) month waiting period between 
assignments to ensure compliance with ACA. Employees hired into the seasonal employment 
status after working in another position may not work more than 1,500 hours in a rolling 
calendar year. 
 
HR shall track seasonal employee’s hours for health insurance eligibility and notify the 
department, employee, and payroll when the employee nearly reaches an eligibility threshold.  
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 

Chapter 6 
Salary Placement and Movement 

 
6.01 Salary Placement 
Bannock County utilizes a salary table with pay grades and steps. County positions, with limited 
exceptions, shall be assigned to a pay grade on the salary table. All County employees shall be 
placed on a step for reasons described in this procedure. 
 
Elected Officials, Chief Deputies, and the Public Defender are some exceptions of positions not 
placed on a grade and step on the salary table. 
  

A.  New hire placement 
New hires will be placed at the minimum step of the assigned grade on the salary table. 

 
B.  Transfer - Lateral 
A lateral transfer occurs when an employee moves from one position to another position 
classified at the same grade through a competitive recruitment process or direct appointment. 
Employees who move positions through lateral transfer will maintain their current pay rate.  

 
C.  Transfer - Promotion 
A promotional transfer occurs when an employee moves from one position to another 
position classified at a higher grade through the competitive recruitment process or direct 
appointment. Employees who move to a new position through promotion will begin at closest 
step that provides a 3.5% pay increase if the new position is classified in Grades 1-14, or the 
closest step that provides a 4.5% pay increase if the new position is classified in Grades 15-
20.   

 
D.  Transfer – Demotion 

 
1.  Voluntary Demotion 
A voluntary demotion occurs when an employee moves from a County position to 
another County position classified at a lower grade through the competitive recruitment 
process. Employees who move into a new position through voluntary demotion will 
begin at the minimum step of the grade of the new position.  

 
2.  Involuntary Demotion 
An involuntary demotion occurs when an employee moves from one County position to 
another County position classified at a lower grade due to department reorganization or 
other actions initiated by the County. Salary placement is recommended by the 
department, funding verified by Auditing, reviewed by Human Resources, and approved 
by the Board of County Commissioners.  
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E. Exceptional Salary Placement  
Exceptional placement is any placement outside of the parameters provided in this procedure 
and shall be a rare occurrence.  
 
Exceptional salary placement requires a written request from a Department Head or Elected 
Official that states the reasons why the exceptional placement is justified. The request must 
be reviewed by Auditing to verify funding, reviewed by Human Resources for policy 
compliance and internal equity/alignment, and approved by the Board of County 
Commissioners.   
 
Exceptional placement may be justified based on exceptional qualifications of the candidate, 
lack of other qualified candidates, or internal equity/alignment among employees within the 
department.  
 
Exceptional placement for voluntary demotions may not exceed current rate of pay. 

 
6.02 Step Movement 
 

A.  Fiscal Year Step Increase 
As part of the budgeting process the Board of County Commissioners may approve a fiscal 
year step increase to be applied to eligible employees on a determined date. Fiscal year step 
increases are a strategy to encourage employee retention by rewarding longevity.  

 
The Commissioners may approve stipends in lieu of a step increase for employees who have 
reached the top step of their pay grade.  

 
B.  In-Grade Step Increase 
An in-grade step increase is a step increase within a grade. 
 
An in-grade step increase is an exceptional action that requires a written request from a 
department head or elected official that states the reasons why it is justified. The request must 
be reviewed by Auditing to verify funding, reviewed by Human Resources for policy 
compliance and internal equity/alignment, and approved by the Board of County 
Commissioners.   
 
An in-grade step increase may be granted to address factors which may include obtaining a 
professional license or degree, completion of a training program such as POST, completing 
requirements in an approved Career Development Plan, internal alignment after a department 
restructure, or another substantial professional accomplishment that is associated with the 
position.  
 
An in-grade step increase may be provided as a retention offer to an employee who has 
received a written offer of employment from another organization. Retention offers shall be 
an exceptional occurrence, and only used to protect the county from situations where the 
departure of an employee would create significant financial, legal, safety, or other significant 
harm to the County. The County should develop succession plans for critical positions and 
cross-train employees to avoid such situations. 
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6.03  Reclassification 
 

A.  Reclassification to a Higher Grade 
When a position is reclassified to a higher grade.  Incumbents in the position will move to the 
same step in the new grade.  
 
B. Reclassification to a Lower Grade 
When a position is reclassified to a lower grade.  Incumbents in the position will move to the 
closest step that maintains their current pay rate. In situations where the pay is higher than 
the highest step of the grade the employee will be placed at the highest step.  
 
C. Reclassification is considered during the annual budgeting process. HR shall develop a 
classification procedure to facilitate grade placement that includes evaluation of position 
descriptions. 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 

Chapter 7 
Employment Records Management 

 
7.01 Maintenance of Employee Records 

A.  The following employee information records are maintained in segregated personnel files 
 General employee personnel records 
 Form I-9 
 Employee Medical Records 
 Health and safety records 
 Drug testing records 

7.02 New Employee Document Processing and Management 

A. Salary Rate Approval Form (SRA) 
1. The SRA is a type of personnel action form.  
2. Payroll places a copy of the form and backup documentation in the personnel files 

managed by payroll 
3. HR places the original form and backup documentation in the personnel files 

managed by HR 
4. Employees receive a copy of the SRA 

 
B. General personnel records for new employees such as work authorization, tax forms and 

benefit enrollment forms 
1. HR provides new employee forms to new employees through email prior to new 

employee orientation. Paper copies are also available during orientation. 
2. HR assists with completion of forms during new employee orientation and 

maintains communication with the employee until all required forms are complete 
and submitted. 

3. HR physically submits original forms to payroll for processing. HR attempts to 
have orientation on Monday and have forms submitted to payroll by Thursday.HR 
submits a scanned and encrypted copy of GemPlan forms to Mutual Insurance 
through email. 

4. HR receives documentation from payroll after processing.  
5. HR places the documentation an official personnel file and manages the records. 
6. When employment is terminated and final payment is complete, HR receive 

personnel documents managed by payroll. HR will merge these documents with 
the official personnel file, and manage the records. 

 
C. Exceptions  
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1.  Form I-9. HR does not submit this form to payroll. HR creates and manages a 
separate file space for Form I-9, and uses the form to complete the e-verify 
process, and the e-verify certification is filed with the Form I-9.  

2. The demographic form is filed in a separate folder managed by HR. 
 

7.03 Job Application Documentation 

A. Year 2020 and prior 
 A paper application process was used  
 Application documentation for individuals who were hired are managed in the personnel file 
 Application documentation for individuals who were not hired are managed by HR in 

separate recruitment files 
 

B. Year 2021 
 A paper application process was used 
 Application documentation was scanned into PDF format and saved in an electronic folder 

on the HR folder on the County network server 
 

C. Year 2022 to present 
 The Tyler applicant tracking system (ATS) was implemented  
 Application documentation is managed in the ATS 

7.04 Active Employee Document Processing and Management  

A. Personnel Action forms 
 

1. Personnel Action forms procedures are in SOP Chapter 7 
2. Payroll places a copy of the form and backup documentation in the personnel files 

managed by payroll 
3. HR places the original form and backup documentation in the personnel files managed by 

HR 
 

B. Medical Documents (ADA and FMLA) 
 

1. HR provides ADA and FMLA forms and assists employees with completing forms as 
appropriate. 

2. HR receives completed forms and takes appropriate action. 
3. HR scans forms into a PDF format and saved in an electronic folder on the HR folder on 

the County network server (see SOP 11.204 Case Management). 
4. HR manages medical documents received prior to 2001 in paper file storage 

 
C. Leave requests 

 
1. Supervisors may develop their own process for receiving and documenting vacation leave 

requests. 
2. Supervisors may develop their own process for receiving and documenting sick leave 

requests.  
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o Notes from Medical Professionals (such as a note from a dentist for a routine 
cleaning or procedure) shall be kept by the supervisor in a locked file until the 
leave is complete. When leave is complete the note shall be shredded. 

3. Exception: Leave requests for reasons that may be eligible for FMLA shall follow FMLA 
policy and procedures. See SOP chapter 4. 

 
D. Open Enrollment Forms 

 
1. HR provides employees with open enrollment forms prior to and during open enrollment. 

HR assists employees with completing forms, and receives forms until the final day of 
open enrollment. 

2. HR submits scanned and encrypted copies of forms to insurance vendors. 
3. HR physically submits original forms to payroll for data entry into the HR information 

system.  
4. Payroll completes data entry and returns original open enrollment forms to HR. 
5. HR places forms in the personnel file managed at HR 
6. Exception: The Evidence of Insurability form is scanned into a PDF format and saved in 

an electronic folder on the HR folder on the County network server (see SOP 11.204 
Case Management). 
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7.05 Organization of Personnel Files Managed at Human Resources 

A.  Regular (benefited) employee personnel files shall organized in 6-part files as follows:  

Part 1 
 W4 and other tax forms 
 Direct Deposit form 
 Demographic form 
 Employee association 

Part 2 
 Personnel Action Forms (SRA, Memos, Separation Forms) 
 Employment application 
 Position descriptions 

Part 3 
 Retirement enrollment documents 

Part 4 
 Health benefit enrollment documents 
 Life insurance benefit enrollment documents 
 Supplemental insurance enrollment documents 

Part 5 
 Employment verifications 
 Address changes 
 Unemployment insurance benefits claim 
 Miscellaneous 

Part 6 
 Performance evaluations 
 Disciplinary letters 
 Training certifications 
 Acknowledgement of policy receipt 
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B.  Temporary and part-time (non-benefited) employee personnel files shall organized in 4-part 
files as follows:  

Part 1 
 W4 and other tax forms 
 Direct Deposit form 
 Demographic form 
 Employee association 

Part 2 
 Personnel Action Forms (SRA, Memos, Separation Forms) 
 Employment application 
 Position descriptions 

Part 3 
 Employment verifications 
 Address changes 
 Unemployment insurance benefits claim 
 Miscellaneous 

Part 4 
 Performance evaluations 
 Disciplinary letters 
 Training certifications 
 Acknowledgement of policy receipt 

 

7.06 HR Case Management Records  

A.  Case Management records shall be maintained by HR in an electronic folder that is only 
accessible to HR and County Civil Attorneys on the County network server. Evidence and 
documentation that cannot be easily saved electronically shall be managed by HR in a secure file. 

B.  Records such as memos, forms, correspondence, evidence, medical certifications, notices, 
invoices, notes, and reports are managed for the following categories. This is not a 
comprehensive list. 

 Accidents 
 ADA 
 Exit interviews 
 Compensation 
 FMLA 
 Policy violations 
 Reorganization 
 Other medical 
 Other leave 
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7.07 Benefit Plan and Personnel Policy 

Copies of current and prior benefit plans and Personnel Policies are maintained by Human 
Resources. 

7.08 Record Retention Schedule 

A.  Destruction of records 

The BOCC shall provide authorization to destroy documents per formal resolution.  

All paper personnel records and confidential employee data maintained by the HR department 
will be destroyed by shredding after retention dates have passed; this procedure pertains to all 
personnel records. 

Employment application materials submitted by applicants who were never employed are also to 
be shredded.  

Personnel records include electronic as well as paper records. The HR department will work with 
the IT department periodically but no less than annually to review and ensure that the HR 
department’s electronic records relating to employee information and compliance reports are 
properly purged. 

B.  Retention of terminated employee’s records 

Document Type Retention 
Form I-9 Termination + 3 years 
Medical (FMLA and ADA) 
General employee documents found in the 
personnel file 

Termination + 7 years 

Case Files – Compensation, policy violation, 
and accidents without injury 
Retirement Documentation Termination + 50 years 
Case Files – Accidents with injury Permanent  
USERRA Leave Requests 

 

C.  Retention of reports and policy 

Document Type Retention 
HR Policies While current + 10 years 
Benefit Plans 
Retirement Plans Permanent 
EEO reports 

 

SOP 7.09 Employment Verifications and Access to Files 

A. Requests from employees 
Employees may review their own personnel files, medical files, benefit enrollment files, 
and case files. HR may redact information from case files to protect confidentiality in 
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some situations. Employees shall contact Human Resources to schedule an appointment 
to review the records. 
 

B. Requests from Supervisors 
Supervisors may review the personnel files of employees who report to them. 
Supervisors must demonstrate a bona fide business purpose before they may review 
medical files, benefit enrollment files, and case files. HR may redact information to 
protect confidentiality in some situations.  
 
Supervisors shall contact Human Resources to schedule an appointment to review the 
records. 
 

C. Employment Verifications from Loan Companies 
Payroll shall be the first point of contact to provide employment verifications for loan 
companies. Human resources may also provide verifications. Individuals outside of 
payroll and human resources shall not provide verifications. 

1. Verbal verifications are allowed if the company can provide the name and social 
security number of the employee. Verbal verifications are limited to name, 
position title, employment dates, and if they are currently employed.  

2. Written verifications are provided if the company can provide a signed release of 
information from the employee. Written verifications can provide details 
regarding positions, employment dates, and salary. 
 

D. Public Records Act 
1. Idaho Statute, Title 74, Chapter 1 provides public the right to examine and copy 

pubic records. This includes all information in the personnel file except for 
benefit enrollment forms, and social security numbers shall be redacted. 
Disciplinary records such as investigation notes in case management files are also 
available.  

2. Record requests shall be made using forms and the email address provided at 
https://www.bannockcounty.us/recordsrequest/   
 

7.10 Background and Reference Checks 

A. Background Checks from Law Enforcement Agencies 
1. Human resources shall assist law enforcement officers with background checks 

after verifying credentials. This often includes scheduling a time to sit with the 
officer and review the personnel file in person. 
 

B. Reference Checks from other employers 
1. Human resources or direct supervisors may respond to reference checks when a 

current or former employee applies for a job with another organization, and that 
organization makes an inquiry about the employee’s experience with the County. 
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2. It is appropriate to provide employment dates if known, position titles, 
explanations of position responsibilities, and an honest assessment of the 
employee’s performance and conduct.  

3. Be thoughtful and honest. Poor performance should be addressed with the 
employee before providing any negative comments about the them in a reference 
check. An employee should not be surprised to learn about any information that 
was provided.  

4. It is not appropriate to discuss anything about the employee’s personal life or 
information about their protected class such as gender, marital status, race, 
religion, ethnicity, family.  

5. Supervisors are not required provide a reference. 
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Standard Operating Procedures 
Bannock County  
Human Resources & Risk Management  

 
 

Chapter 8 
Position Classification 

 
8.01 Standardized Position Classification 
 
Bannock County shall have a standardized procedure for classification of position levels. The position 
classification shall include an appropriate job title, FLSA designation, and placement into position level 
tied to a pay grade on the salary schedule (with minimal exceptions).  
 
The classification procedure shall be transparent and include participation by HR professionals and 
subject matter experts from County departments. 
 
8.02 Position Classification Criteria 
 

A. Individual positions are classified to the appropriate level based on the following criteria: 
 

 Complexity 
o Difficulty of subject matter to understand 
o No formal education or certifications required vs required education and certifications o 

Tasks require data analysis, literature review, subject expertise 
o Tasks require coordination of individuals, groups, or departments 

 Fiscal responsibility 
o Budget development and purchasing authority 
o Size of budget, expense of equipment that is operated  

 Leadership 
o Lead or supervisor role 
o Size of department 
o Impact of decisions on the organization  

 Professional judgement 
o highly prescribed methods and procedures vs independent decision making based on 

situational analysis and experience 
o autonomy to make decisions regarding tasks, processes, and committing resources 

 Risk 
o Frequency and severity of dangerous situations 
o Required training to mitigate risk 
o Severity of physical, financial, or other consequences 

 Scope 
o The extent of the area or subject matter 
o Repetitive few tasks vs variety of tasks and projects covering many topics  
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o Tasks and processes can be specifically defined vs must be broadly defined 
o Daily work has little variation vs daily work covers many topics that change frequently 

 External labor market  
o External wage analysis  

 Internal equity 
o Internal analysis of comparable positions  

Educational requirements for certain positions ex: attorneys, accountants, etc 

 
B. Criteria not considered with position classification:  

 
 Availability of funding  
 Individual employee performance 

 
8.03 Position Descriptions 

A. A position description is the primary document used to determine the classification level of each 
County position. 

B. Supervisors (with direction from Department Heads and/or Elected Officials) shall verify content, 
accuracy and completion of the information in position descriptions on a regular basis.  

C. Human Resources shall develop a template for position descriptions and provide training to 
supervisors on writing effective position descriptions. 

D. Human Resources shall maintain a file with the most current Position Descriptions for every 
County position. 

8.04 Position Description Updates  

A. Position Descriptions shall be reviewed on a regular basis by the Employee, Supervisor, 
Department Head, and Elected Official. It should be an accurate reflection of actual work being 
performed. If it needs to be updated: 
 

 The Supervisor makes proposed changes submits for approval to a Department Head/ 
Elected Official 

 The Department Head/Elected Official approves the proposed changes and submits to 
Human Resources 

 Human Resources determines if the proposed changes warrant a change in pay 
grade/classification 
 

1. Position Updates Do Not Change the Classification  
When HR determines a position description update is not substantial enough to justify a 
change in pay grade/classification the department is notified and the position description 
update may become effective immediately. 
 

2. Position Updates that Change the Classification 
Position updates that change a pay grade/classification must obtain three levels of 
approval, and typically are only made effective on the first day of the new fiscal year 
unless there is a budgetary exception. 
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a. Human Resources shall review the position description and determine if the 
changes are substantial enough to warrant a reclassification. 

b. Auditing shall review how the reclassification affects the budget  
c. The Board of County Commissioners shall determine if the changes are 

consistent with goals, direction, and strategy of the County. 
 

B. Reclassification and the Budgeting Process 
1. Human Resources shall mention all reclassification requests as part of the annual 

compensation report provided to the BOCC and County Clerk prior to the budget 
preparation (Typically January -February).  
 
The department shall include position description updates with a reclassification as part 
of their annual budget request submitted in May.  
 

2. The BOCC and County Clerk shall consider the reclassification report from Human 
Resources and the request from the departments as part of the budget development 
process. They may seek additional information as part of the budget process. 
 

i. If funding for the reclassification is approved then the change becomes on the 
date approved through the budget process. 
 

ii. If funding for the reclassification is not approved then the change is not allowed. 
 

3. Requests for reclassification to be effective outside of the budget cycle are considered 
exceptional, and shall only be approved on a rare occurrence pending available funds.  
 

4. Reclassifications part of a prior approved succession plan may occur outside of the 
budget cycle pending funding was provided for the reclassification. 

8.05 Job Families, Kinds, and Levels 

A. Kinds and Levels 
The term “kinds” can be used interchangeably with “job title” in this procedure. The kinds and 
levels chart is a simple and condensed report of current job titles and their assigned pay grades. 
Many positions share job titles and pay grades which facilitate internal comparisons. This chart is 
updated annually to reflect classification changes that occur during the budgeting process.  
 

B. Job Families 
Human Resources places each position in a “family” and then a level within the family. This 
method of classification provides additional insight and accuracy by demonstrating how jobs with 
related qualifications compare, and more clearly justifies differences in pay grades.  HR provides 
definitions for each family classification which shows justification as to why a job is placed 
within the family.
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