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  PURPOSE 
 
This handbook is furnished to provide an introduction to County employment and County Government, to summarize 
briefly what you may expect from employment with Delaware County and some of the things your employing 
department will expect of you, to answer some of the more common questions often asked by both newer and more 
established employees, and hopefully to help direct you to the offices and sources that are most likely to provide 
answers for other questions that may arise during the course of your employment. 
 
The laws, rules, regulations, collective bargaining agreements, etc. that apply to your employment are numerous and 
detailed and are subject to change as new contracts are negotiated, new laws are enacted, etc.  This handbook is meant 
only to summarize and supplement requirements in effect at the time it is published.  Anything contained herein that 
might inadvertently be in conflict or out dated by any law, rule or regulation or collective bargaining agreement will be 
void and the applicable legal source will take precedence. 
 
 DELAWARE COUNTY GOVERNMENT 
 
Delaware County Government comes under the general jurisdiction of an elected Board of Supervisors.  The Board 
consists of nineteen (19) Supervisors each representing a town in the County.  The Board operates under a weighted 
voting system which is based on the population of the town they represent.  Supervisors are elected for two year terms, 
except Deposit, Harpersfield, Sidney and Tompkins, which are 4 year terms. 
 
Except for the Chairman of the Board, all Supervisors are part time.  Board meeting dates and times are scheduled at 
the first meeting of each year.  For specific dates employees should contact the Clerk of the Board’s Office. Board 
meetings are held in the Supervisors Room on the first floor of the County Office Building. 
 
A committee of the Board oversees each County Department.  These committees normally consist of a chairman and 
four members. 
 
Most department heads are appointed by the Board of Supervisors except for the County Treasurer, County Clerk, 
Sheriff and District Attorney who are elected officials. 
 
County government encompasses a wide variety of functions and services including the Board of Supervisors, District 
Attorney, County Attorney, Treasurer, Information Technology, Real Property Tax Services, County Clerk, Fiscal 
Affairs, Personnel, Board of Elections, Sealer of Weights and Measures, Building Maintenance, Sheriff's Office, 
Emergency Services, Probation, Public Health, Drug and Alcohol Abuse Services, Mental Health, STOP-DWI, Social 
Services, Veterans Services, Office for the Aging, Youth Bureau, Planning, Economic Development, Watershed Affairs, 
Public Works, Office of Employment and Training and a number of other functions.  Most County offices are located 
in or near Delhi at various sites. 
 

PERSONNEL OFFICE 
 

The Personnel Office serves two basic functions:  to administer Civil Service Law in Delaware County 
and to serve as the central personnel agency for County government.  The Personnel Office is headed by 
a Personnel Officer who is appointed by the Board of Supervisors for a six (6) year term. 
 
The Personnel Officer has the authority to adopt Civil Service rules governing appointments, 
promotions, reinstatements, leaves of absences and similar matters governing employment in County 
service and other political subdivisions under its jurisdiction including towns, villages, school districts, 
etc.  Some of these rules are outlined for you in this handbook. 
The activities of the Personnel Office affect you directly in many ways from the time you first fill out an 
application until you leave County service.  Your job was classified according to its duties and given its 
title and salary by this office.  The payroll on which your name appears is checked and certified by the 
Personnel Office.  Some other functions of this office include holding examinations, coordinating 
various labor relations matters, including representing management in negotiations of collective 
bargaining agreements with County employee organizations, maintenance of detailed employment 
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history for all Civil Service employees in the County, the review of the qualifications of all appointees to 
Civil Service positions, advising individual employees of their rights, benefits, and responsibilities under 
the law and under several collective bargaining agreements, administering the County's health and 
disability insurance programs, providing assistance and information concerning retirement matters, 
handling unemployment claims, and other personnel related matters.  It is your responsibility to provide 
the personnel department with any changes such as name, address, withholding, etc. 
 
 EQUAL EMPLOYMENT OPPORTUNITY 
 
In accordance with Resolution #86 of 1974, as amended by Resolution #141 of 2015, and various 
Federal and State requirements it is the policy of Delaware County that all employees and potential 
employees shall be afforded equal opportunity in matters such as hiring, promotion and all other 
employment activities without regard to their race, creed, sex, color, national origin, religion, age, 
handicap, sexual preference, military status or marital status.   
 
Any person who feels that his/her rights have been wrongfully denied should first discuss the matter with 
their immediate supervisor.  If the matter cannot be resolved at this level it should be discussed with the 
department head.  Complaints that cannot be resolved satisfactorily by the department head should be 
directed to the Personnel Office. 
 
It is the intent of the County that every effort will be made to resolve discrimination complaints 
internally.  However, individuals may seek the assistance of appropriate State and Federal agencies if 
their complaint is not resolved to their satisfaction. 
 
Further information is available from the Personnel Office. 
 

 
MEETING THE PUBLIC 

 
The primary purpose of County government is to provide services to the public.  The public supports 
these services with their taxes and are, in the final analysis, your employer.  They have every right to be 
treated with courtesy and respect and to expect appropriateness in dress and manner from each of us. 
 
The public often judges the quality of County services by the courtesy and efficiency shown to them 
personally by the County employees with whom they come in direct contact.  It is important that you 
keep this in mind and ensure that your conduct is appropriate at all times. 
 
In performing your job, you may occasionally meet a person who is discourteous, most often because 
he/she doesn't understand why something cannot be done or in other cases why something must be done.  
An important aspect of your job is to be as polite and as helpful as possible in spite of any such 
difficulty. 
 
 CONFIDENTIALITY 
 
As part of their jobs, many County employees deal with confidential matters and information.  It is of 
the utmost importance that employees who are involved in confidential matters or who have access to 
confidential material adhere strictly to appropriate laws and departmental policies governing 
confidentiality.  Failure to do so is considered a serious offense and could result in discipline, including 
suspension and/or discharge. 
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PUBLIC RELATIONS 
 

In general, public relations, on the departmental level, are conducted under the guidance and direction of 
the Department Head.  As such, the Department Head is considered responsible for all information 
released from his/her department. 
 
Information which is either inaccurate or disseminated improperly can hurt the vital services and 
reputation of the Department and the County.  Therefore, it is essential that employees follow 
departmental policy in releasing any information through press releases, interviews, media appearances 
or other public appearances, completion of surveys and questionnaires or other requests for information. 
 
 DISCIPLINARY ACTION 
 
The orderly and efficient operation of County business requires that all employees observe certain 
standards of behavior and performance.  Employees who fail to observe these standards are subject to 
disciplinary action including possible suspension and/or discharge. 
 
Although the laws, rules and regulations governing discipline and removal of public employees are 
numerous and often complex, it must be understood that public employees may be disciplined or 
separated from public service for good cause.  The same reasons which are basically and generally 
acceptable for disciplining employees in private industry may be the basis for discipline in the public 
service although in the latter the procedure is often more formalized and subject to broader review.  
Most of the requirements concerning discipline and removal of public employees are contained in the 
Civil Service Law and to a limited extent Collective Bargaining Agreement.  Because these 
requirements are numerous and complex employees should direct questions concerning disciplinary 
procedures and their rights to the Personnel Office or their Union representative. 
 
Specific work rules are promulgated by individual departments.  If you have questions concerning 
requirements in your department you should ask your supervisor. 
 
The Personnel Office encourages departments to adhere to the policy of "Progressive Discipline".  
Normal steps in this process are oral warning, written warning, suspension from duty, and finally 
discharge.  However, the policy of Progressive Discipline may not necessarily apply for a number of 
more serious violations or offenses where immediate discharge, in line with due process, may be 
required. 
 
 PERSONNEL FILES 
 
The Personnel Office maintains an individual personnel file for each County employee.  In it are copies 
of basic information such as application for employment, documents recording changes in classification 
and salaries, approved leaves of absences, etc.  At the present time, copies of employee evaluations are 
not routinely maintained in the Personnel Office.  Evaluations are maintained by individual 
departments. 
 
Employees are permitted access to and may copy any material contained in the personnel file maintained 
in the Personnel Office with reasonable advance notice of 2 or 3 days.  In addition, employees may 
enter any written material they desire in their personnel file.  You should check with your department to 
determine their policy relative to access to any personnel file maintained by them. 
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GRIEVANCES 
 
The Collective Bargaining Agreement contains a formal grievance procedure to be used to resolve 
grievances.  However, employees who believe they have a grievance should first discuss it with their 
supervisor and shop steward.  Most problems can and should be solved in this informal manner.  Often 
this "talking it out" process will reveal that many "grievances" are really only misunderstandings.  Your 
shop steward can advise you whether your complaint constitutes a valid grievance and provide assistance 
in processing that grievance. 
 
  
 

ON THE JOB INJURY 
 
Accidents occasionally happen.  While work related injuries are infrequent and most often are minor, 
the potential for more serious injury cannot be totally eliminated.   The proper course of action for an 
injury during working hours necessarily depends on its type and severity.  For a more serious injury, the 
first step is always to get medical attention/treatment as quickly as possible.  For a minor injury or 
accident, the supervisor should first be contacted (circumstances permitting), then first aid or medical 
treatment secured. 
 
Every job-related injury must be reported in writing (C-3 form) to the department head or his designee at 
the earliest possible time that circumstances permit.  Prompt reporting protects you. 
 
As soon as a job-related injury is reported (becomes known) to the department head or his designee, it is 
required by law to immediately complete and forward a Workers Compensation Board standard C-2F 
form (Employer's Report of Injury).  The form includes the necessary personal and earnings data for the 
employee, the nature of the injury and the time, date and pertinent details of its occurrence. 
 
Completion of the C-2F establishes that an injury has been reported or treated, and if time away from the 
job becomes necessary, it enables the insurance carrier to start payment to the employee promptly. 
 
Delaware County provides Workers Compensation insurance through a self-insurance fund administered 
by the Clerk of the Board of Supervisors.  Questions relating to Workers Compensation that cannot be 
answered by your supervisor or department head may be directed to the insurance fund administrator. 
 
Law enforcement employees in the Sheriff’s Office may also qualify for 207(c) Workers’ Compensation 
claims for injuries incurred in the line of duty. 
 
Please check your collective bargaining agreement for additional details. 
 
 YOUR JOB CLASSIFICATION 
 
Your job has been classified by the Personnel Office based on the duties and responsibilities of the 
position.  The Personnel Office maintains an official Civil Service specification (job description) for 
each job title.  The duties, functions and responsibilities of any position may change affecting the proper 
classification (title) of the position.  To keep classifications current, and to assure that you are working 
in title and not out of title, a procedure is available to have the classification of positions reviewed.  This 
procedure may be initiated by an employee, a supervisor or department head, or the Personnel Office.  
The Personnel Office can advise you of the procedure to follow and provide you with the necessary 
forms to have your position reviewed. 
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RATE OF PAY 
 
Your rate of pay is determined by the salary schedule contained in the Collective Bargaining Agreement 
which covers your position. 
 
Each job title has been placed in a particular labor grade which contains a base rate (hiring rate) and a 
number of annual increments. The overall salary plan is administered through the Personnel Department, 
however, most modifications to the plan must be negotiated with the Union and approved by the Board 
of Supervisors. 
 
Changes in your pay may occur periodically as a result of negotiated increases, eligibility for an annual 
increment, promotion, etc.  The Collective Bargaining Agreement spells out in detail how your rate of 
pay is to be computed.  If you believe your rate of pay is not correct you should contact the 
Personnel Office immediately. 
 
 HOURS OF WORK AND ATTENDANCE 
 
Your hours of work are covered in general by your Collective Bargaining Agreement.  However, your 
exact work schedule and location is determined by your department and the kind of work you do.  Most 
people working in offices have a 35-hour work week.  The usual office hours are 9:00 am to 5:00 pm 
with one hour for lunch.  Non-office employees, such as those employed in the Department of Public 
Works, normally work a 40-hour week, 8 hours a day, 5 days a week.  Some employees work different 
schedules depending upon the needs of the department in which they are employed.  You will be 
advised of your schedule and any schedule changes by your supervisor or department head. 
 
Each department has established its own procedure for recording attendance.  This procedure will be 
explained to you by your supervisor or department head.  Employees are expected to record their hours 
of work accurately either on a time clock where these are utilized or on a sign-in/sign-out sheet.  These 
time sheets/cards are monitored closely.  Abuses of time and attendance rules are grounds for 
disciplinary action and falsification of any time records or recording time or punching a time card for 
anyone other than yourself is considered a serious offense. 
 
A permanent record of your attendance is maintained by the Personnel Office. 
 

PAY DAYS 
 

The County pays its employees on a bi-weekly basis.  For most employees pay day falls on Friday, 
however, special arrangements may be made to pay those employees on the third shift at the Delaware 
County Public Safety Building.  You should check with your supervisor or department head to 
determine the exact day and time you will be paid.  The two week pay period runs from Sunday to 
Saturday.  Your pay check will include wages earned up to and including the previous Saturday.  
Deductions will be taken out of your salary for State and Federal income taxes and for Social Security.  
There may also be deductions for the New York State Retirement as required by the employee’s plan,  
Union dues, disability insurance, health insurance, or the deferred compensation. Direct deposit and 
mailing of paychecks is available please contact the personnel department for information. 
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COLLECTIVE BARGAINING AGREEMENT 
 
A Collective Bargaining Agreement is an agreement between the County of Delaware and an 
organization which represents County employees in a particular bargaining unit.  This agreement 
establishes many of the terms and conditions of employment for County employees and is a source of 
detailed information concerning benefits, employee rights, compensation, grievance procedures, etc.  A 
Collective Bargaining Agreement is effective for a specified period of time.  Prior to the expiration of 
the agreement, the parties to the agreement engage in negotiations to determine the terms and conditions 
of employment for the succeeding agreement. 
 
As new agreements are negotiated, each County employee is provided with a copy and new employees 
are given a copy by the Personnel Office.  Questions concerning the Collective Bargaining Agreement 
should be directed to the Personnel Office or your Union Steward. 
 
  

REPRESENTATION 
 
Most employees of Delaware County, except those excluded by the terms of the Collective Bargaining 
Agreement are represented by the Delaware County Unit of the Civil Service Employees Association 
Local 1000 American Federation of State, County and Municipal Employees.  The New York State 
Nurses Association represents nurses in the Public Health Department.  The Delaware County Sheriffs 
Local 3951, Law Enforcement Union, Council 82, AFSCME, AFL-CIO represents Corrections Office at 
the Sheriff's Department, while the Deputy Sheriffs are represented by the Delaware County Deputy 
Sheriffs Police Benevolent Association.  Employees are not required to join the Union, but may do so if 
they wish.  Questions concerning Union matters should be directed to your department's Union steward 
or other Union representatives. 
 

NOTICE OF JANUS RIGHTS FOR NEWLY HIRED EMPLOYEES 
 

Positions, which are covered by a collective bargaining unit (union), membership in a union is NOT 
mandatory.  It is your decision. 
 
* Union membership is not required as a condition of your employment with Delaware County. 
* It is illegal for anyone to coerce or interfere with your right to not join or to join a union. 
* It is illegal for anyone to discriminate against you for not being a union member or for being a union 
member. 
 
What is the Janus decision about? 

In the Janus decision, the United States Supreme Court concluded that it is unlawful for a 
public sector union to take money from a public sector employee if the employee has not 
voluntarily and affirmatively agreed to pay the union dues.   Prior to the Janus decision, 
public sector unions could charge non-union members to pay an “agency fee” to cover the costs 
to negotiate and administer the collective bargaining agreement as a condition of employment.  
The Janus decision makes it unlawful for public sector employers or unions to require that an 
employee who is not a voluntary dues paying union member to pay an agency fee to a union as a 
condition of obtaining employment or continued employment.  This means that no payment of 
any kind to the union may be deducted from a nonmember’s wages, nor may any other attempt 
be made to collect such a payment, unless the employee affirmatively consents to such a 
payment. 
 

What is the difference between a bargaining unit employee and a union member? 



 

12 

A bargaining unit is a grouping or classification of employees that a union represents as the 
exclusive bargaining representative.  A collective bargaining agreement defines which positions 
or classifications are part of the bargaining unit.  Union members are members of the bargaining 
unit who choose to join and/or support the union that is the exclusive bargaining representative. 

Do I have the right to participate or refrain from participating in union activities? 
Yes!  In New York State the Taylor Law specifically states that employees have either right-
refrain from participation or participation.  Accordingly, a union or an employer cannot force an 
employee to join a union.  If you refrain from joining, you cannot be required to pay dues or 
agency fees to the union.  However, unions may still require members to pay dues, but non-
members are not required to pay any money to the union as a condition of employment.  The 
Taylor Law prohibits employers and unions from coercing or interfering with an employee’s 
choice to participate in union activity. ** This includes the choice to engage in organizing 
activity, join a union, pay membership dues, or refrain from participating in any union activity.  
Employees cannot be discriminated against by the employer or the union for exercising their 
rights. ** 

Do unions still have an obligation to represent non-members within the bargaining unit? 
Yes.  The terms of collective bargaining agreements still apply to all employees within the 
bargaining unit, regardless of whether they are members of the union.  Unions are still required 
to fairly represent all employees in the bargaining unit when negotiating and enforcing collective 
bargaining agreements.  However, unions are allowed to limit representation services in certain 
circumstances.  Specifically, as long as the non-member employee is allowed to proceed 
without union representation or retain private representation, the union is not required to provide 
representation (1) during questioning by the employer, (2) during a statutory or administrative 
proceeding or to enforce statutory or regulatory rights, or (3) in any stage of a grievance, 
arbitration, or contractual process concern in evaluation or discipline of the employee. 

What are union dues? 
Union dues are a regular payment of money made by members of unions.  The Union sets the 
amount of the dues.  Dues payments have nothing to do with the County or your job at the 
County, nor are dues or union membership in any way required by the County.  Dues are the 
cost of union membership; they are used to fund the various activities, which the union engages 
in.  All of the unions representing County employees require their members to pay dues.  If you 
agree to pay union dues, the Union requires the County to deduct the dues from your paycheck 
in each payroll.  County payroll is bi-weekly. 

What must an employee do to voluntarily and affirmatively agree to pay union dues? 
New York State law requires that such an agreement to collect dues be set forth on a dues 
deduction authorization card that the union must have an employee sign.  The union must 
provide this card to the employer.  A public employer like Delaware County may only deduct 
union dues from and employees’ paycheck when the County has a copy of a signed union dues 
authorization card on file for the employee. 

When can the County deduct membership dues from an employee’s wages? 
 State Law requires unions to provide proof that a deduction authorization has been executed in a 

format permitted by article three of the state technology law.  Deduction authorizations will remain 
in effect unless the employment relationship is terminated or the authorization is revoked by the 
employee in accordance with the terms of the authorization.  However, a deduction authorization 
will automatically renew within one year in a position represented by the same union.  As such, if 
you do not want to have the pay deduction continued you must revoke the authorization in 
accordance with the union’s rules. 

If I later want to stop paying dues, how can I find out what the union’s rules are for withdrawing 
union dues deduction authorization? 
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The County is not privy to the union rules or procedures.  The Union is a completely separate and 
independent business operation.  Employees may want to find out what the union’s revocation 
rules are before signing an authorization card.  In any event, you should inquire with the union 
offering you the authorization card for the union’s dues deduction revocation rules. 
 
 EMPLOYEE BENEFITS 
 
In addition to the actual wages or salary which you earn, there are other substantial benefits that 
may be provided to you or for you, or for which you become eligible when you become a county 
employee. 
 
These important benefits include such items as Health Insurance, Disability Insurance, Workers 
Compensation, membership in the New York State Retirement System, paid sick leave, holidays, 
vacations, bereavement pay, personal leave days, leave of absence without pay for certain specified 
reasons, and Unemployment Insurance and Social Security payments that are made on your behalf 
by your employer. 
 
Some of these, such as Unemployment Insurance and Social Security, are of course required by 
law.  However, every item is provided for YOUR personal benefit, but all are paid for wholly or in 
part by your employer. 
 
The way in which other than legally required benefits are provided is governed by the terms of a 
Collective Bargaining Agreement.  Therefore, you should refer to the Agreement for your 
bargaining unit on questions concerning your entitlement for any specific item(s). 
 

LEAVES OF ABSENCE WITHOUT PAY 
 

Leaves of Absence without pay may be granted to a permanent employee for a limited time period, 
where in the opinion of the department head such leave is justified, and the department can make 
the necessary arrangements.  Such leave must be requested in writing and approved by the 
department head and the Personnel Office.  Normally leaves of absences shall not exceed one year 
in length.  However, in an exceptional case, the Personnel Office may, for good cause, permit an 
extension of the leave of absence up to a maximum of an additional one year.  In no case may such 
leave of absence exceed an aggregate two years from the date of commencement of the leave, 
except as provided for by Military Law. 
 
Leaves can normally be granted for the following purposes:  maternity, child care, extended 
illness, education purposes, to serve in another position in the County, military service. 
 
In unusual circumstances a leave of absence without pay may be granted by the department head 
and approved by the Personnel Officer for reasons other than those cited here.  Leaves of absence 
will not be granted for the purpose of accepting employment with another employer. 
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FAMILY AND MEDICAL LEAVE 
 
The Family and Medical Leave Act of 1993 requires covered employers to provide, within a 12 
month period, up to 12 weeks of unpaid, job-protected leave to "eligible" employees for certain 
family and medical reasons.  Employees are eligible if they have worked for a covered employer 
for at least one year, and for 1250 hours over the previous 12 months, and if there are at least 50 
employees within 75 miles. 
 
Further information regarding the Family and Medical Leave Act and the Family Leave Request 
Form can be obtained from the Personnel Office. 
 
 MILITARY LEAVE OF ABSENCE 
 
An employee entering active military duty is entitled to a leave of absence from his or her position 
while engaged in and while going to and returning from military duty.  The right to this leave is 
provided for in the Military Law, and is not at the discretion of the appointing officer.  This 
provision applies to reservists, draftees and volunteers equally. 
         
An employee who is ordered to duty for training purposes in the National Guard or any reserve 
force is entitled to remain on active pay status for a total of thirty calendar days (or 22 working 
days) per calendar year or a period of ordered duty, by law.  Delaware County entitles these 
employees to thirty working days.  This period of absence may be extended or rescinded according 
to military law by Board Resolution. A copy of the Military orders must be submitted with the 
leave request. 
 
 VETERAN'S EDUCATIONAL LEAVE 
 
Any veteran who is qualified to receive education, training or vocational rehabilitation under law 
shall be granted leave without pay for this purpose, provided that school attendance precludes 
employment in his or her County position.  Such leave will only be granted for a maximum of four 
years and terminates before that time if the employee stops attending school or exhausts his or her 
veteran's benefits. 
 
The failure of an employee to return to his or her position following the expiration of his or her 
authorized leave of absence or extension thereof, may subject the employee to disciplinary action 
including suspension and/or discharge. 
 
 VACATIONS 
 
Vacations are earned and may be taken by employees according to the schedules and rules 
contained in your Collective Bargaining Agreement.  In addition, a few rules apply to the use of 
vacation time by all County employees. Please refer to your collective bargaining agreements for 
more information.  The county may limit the amount of vacation carry over from year to year. 
 
The Personnel Office is responsible for computing and crediting vacation allowances for all 
employees.  Vacation is credited to employees as of January 1 of each year.  At the beginning of 
each year, the Personnel Office provides each department with a list of employees and their 
vacation entitlement for the year.  Employees are encouraged to check this list and advise their 
department of any discrepancies as soon as possible. 
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Vacation must be earned before it can be taken.  The scheduling of vacations must be approved by 
the department head or his or her designee in advance and such approval is subject to the work 
requirements of the department or work unit.  While sincere efforts are made to try to schedule 
vacation at times desired by the employee, staffing requirements of the work unit must necessarily 
assume precedence.   
In case of resignation or retirement, unused vacation credits will be paid either by continuing the 
employee on the payroll until all vacation is used or by lump sum payment.  Normally lump sum 
payments will be made the first payday following separation.  In case of the death of an employee 
earned and unused vacation will be paid in a lump sum to the estate of the deceased. 
 
 PERSONAL LEAVE 
 
Employees are credited with and may use Personal Leave in accordance with the provisions of the 
Collective Bargaining Agreement.  Although there are no restrictions as to what Personal Leave 
can be used for, its use must be approved in advance by the department head or his or her designee, 
and such approval is subject to the work requirements of the department or work unit.  
Departments may establish certain requirements concerning how far in advance a personal leave 
request must be submitted within the terms of the applicable collective bargaining agreement.  You 
should check with your department to ascertain what these requirements may be.  Personal leave is 
not accumulative from year to year.  
 
 SICK LEAVE 
 
Employees are credited with and may use Sick Leave in accordance with provisions of the 
Collective Bargaining Agreement.  The Personnel Office is responsible for crediting sick leave and 
maintaining records of sick leave used.  Generally sick leave is credited the first day of each 
month.  It must be earned before it can be used. 
 
Employees may accrue unused sick leave up to the maximum allowed in the Collective Bargaining 
Agreement.  Employees reaching the maximum will not be credited with additional sick leave until 
such time as they use some of their accrued sick leave and their total falls below the maximum 
allowed.  Sick leave not credited to an employee during the period he or she is at the maximum 
will not be credited later. 
 
Departments may establish certain requirements concerning call in procedures for illness within the 
terms of the applicable collective bargaining agreement.  Every employee should familiarize 
his/herself with these requirements. 
 
In general, employees are not required to provide a doctor’s certificate for absences of three days or 
less, however, if an employee has established a pattern of abusing sick leave, the department may 
require a doctor's certificate for any absence. 
 
Excessive use of sick leave can disrupt the day to day operation of your department and can put an 
added burden on your fellow employees.  Employees should be aware that abuse of sick leave is 
grounds for disciplinary action including possible suspension and/or discharge.  Such importance 
is placed on the appropriate use of sick leave that the Collective Bargaining Agreement contains 
provisions to penalize those employees who use more than a certain number of sick days per year 
by reducing the number of sick days earned in the following year.   
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There are also benefits to maintaining adequate time on the books in case extended illness or injury. 
You should review you Collective Bargaining Agreement for details. 
 
Upon resignation or retirement, accrued, unused sick leave is not paid to the employee.  Delaware 
County has the 41J option for certain plans within NYS Retirement system.  41J allows a 
percentage of unused accrued sick time to be credited towards their retirement benefit. 
 
RETURN TO WORK AFTER MEDICAL, DISABILITY OR WORKERS’ COMPENSATION 
LEAVE: 
 
Except as otherwise provided, the County may require a doctor's certificate for any absence in 
excess of three (3) days.  In addition, the County may require a doctor's certificate for any absence 
if an employee has established a pattern of abusing sick leave such as repeatedly using sick leave on 
the day before and after a regular day off or the day before and after a paid leave. 
 
Any employee, returning to work following a paid medical leave, unpaid medical leave, Family and 
Medical Leave Act leave for disability, disability leave, Workers Compensation leave in excess of 
three days, must be able to perform the duties of the respective position, with or without reasonable 
accommodation in order to return to work.  Therefore, the employee must provide the employer 
with the appropriate documentation from the medical provider to substantiate fitness for duty at full 
performance with or without reasonable accommodation.  Should a reasonable accommodation be 
recommended by the medical provider, the employee must furnish the employer with medical 
documentation by a qualified medical provider, which substantiates the ability of the employee to 
perform the duties of his/her position. At the request of the employer, the employee shall provide an 
explanation for the requested accommodation and to provide information as to alternative 
accommodations.  To ensure the safety of the employee and his/her work environment, the 
employee may be requested to provide the employer with authorization permitting the employer to 
discuss with the medical provider the details and circumstances of the disability, as well as any 
request for accommodation thereof.  The employee has a right to be present any time the County 
has a conversation with the medical provider. 
 
The employee shall engage, in good faith, in the “interactive process” required by the Americans with 
Disabilities Act and the New York State Human Rights Law.  Should the employee fail to participate 
in good faith in the interactive process or fail to supply requested medical documentation, or execute 
appropriate authorizations for the release of medical records as requested by the employer, the request 
for accommodations may be deemed abandoned and the employer may be within its lawful rights to 
refuse re-employment or reinstatement to the employee, as appropriate, until the requirements are met. 
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OFF THE JOB DISABILITY INSURANCE 
 

The County provides those employees who are eligible for benefits such as vacation, sick leave, etc. 
with disability insurance.  The purpose of this insurance is to provide temporary cash benefits to 
employees who are disabled by an OFF THE JOB injury or illness.  A pamphlet describing 
disability insurance is included in the employment package for new employees. Other employees 
may obtain a copy of the pamphlet at the Personnel Office.  Please refer to your Collective 
Bargaining Agreement to determine who assumes the cost of this insurance. 

 
All disability claims are processed through the Personnel Office.  To file a claim, you should obtain 
a claim form from the Personnel Office and complete the claimant's statement section of the form, 
have your physician complete the Doctor's Statement and return the claim form to the Personnel 
Office.  Do NOT send the claim to the Insurance carrier. 

 
Employees who become disabled off the job and who are entitled to sick leave may elect to use their 
sick leave or to receive disability payments.  However, they may not be paid both simultaneously.  
Even though an employee elects to use his or her sick leave first, a disability claim should be filed 
immediately.  This will ensure that payments are made as soon as an employee is eligible.  Claims 
filed more than 30 days after an employee becomes disabled may not receive pay for dates prior to 
filing. 

 
Questions concerning disability insurance should be directed to the Personnel Office. 
 

RETIREMENT 
 

Delaware County employees are eligible for membership in the New York State Employees 
Retirement System which provides for service retirement and also for benefits in the event of death 
or disability.  The Personnel Office is available to provide assistance with matters related to 
retirement, however, the State Retirement System views certain matters concerning an individual's 
retirement status as a personal matter between the employee and the Retirement System and will not 
release information to anyone other than the employee or one legally authorized to act for him or 
her.  Therefore, it may be necessary for employees to address certain questions in writing to the 
New York State Retirement System, Albany, New York 12244.  General information can be 
obtained by calling the New York State Retirement System at 518-474-7736 or toll free 1-866-805-
0990 or www.osc.state.ny.us.  In addition a State Field Representative is available at various 
locations throughout the State; see your retirement information booklet for the locations and times.  
These Field Reps counsel individuals and answer questions on a first come first serve basis only.  
No appointments are scheduled in advance. 

 
The Personnel Office can provide you with a variety of forms related to retirement such as requests 
for estimates, withdrawal of contributions, requests to re-employ a retired person, etc.  Employees 
approaching retirement may wish to contact the Personnel Office to obtain assistance in completing 
the required paperwork, etc.  Although the Personnel Office attempts to ensure that all employees 
are given the opportunity to join the retirement system when they become eligible, each employee is 
responsible for his/her status under the retirement system. 

 
There are distinct classes of membership under the Retirement System depending on when you first 
joined the system:   
Tier I: Prior to July 1, 1973 
Tier II: July 1, 1973 through July 26, 1976 
Tier III: July 27, 1976 through August 31, 1983 
Tier IV: September 1, 1983 through December 31, 2009 



 

18 

Tier V: January 1, 2010 through March 31, 2012 
Tier VI: April 1, 2012 or after 
 
Although similar, there are certain variations in the retirement plan for each tier with respect to 
employee contributions, benefits, retirement age and so forth.  Please note that if you were a 
member of the New York State Retirement System prior to being employed by the County, your Tier 
status may be determined by your previous public employment and not the date you were employed 
by the County.  However, the rules and regulations governing membership and benefits are 
complicated, therefore, each case can only be considered on an individual basis. 

 
Membership in the retirement system is mandatory for any fulltime permanent employee employed 
on or after July 27, 1976.  Membership for part-time, permanent part-time or fulltime temporary or 
provisional employees is optional.  Those employees electing not to join the retirement system will 
be required to sign a retirement waiver at the time they complete their employment forms.  
Employees electing not to join the retirement system may join the retirement system at any time 
while membership is optional by completing the appropriate paperwork in the Personnel Office. 

 
Whereas the retirement law is so extensive and complex it is impossible to provide detailed 
information here relative to membership and benefits.   In addition to this handbook, new 
employees will receive information describing retirement benefits and membership requirements.  
Employees may also obtain retirement information on line from the NYS and Local Retirement 
System. 

 
DEFERRED COMPENSATION 

 
 Delaware County offers a deferred compensation plan for all County employees.  The following is a 

brief summary of the plan: 
   - Authority - Internal Revenue Code, Section 457. 
    - Employees may defer (contribute) a portion of their salary to a retirement account and not pay 

current Federal or State income taxes on (a) the amount contributed or deferred and (b) any earnings 
on the amount deferred Plan administrator - Nationwide Retirement Solutions Investment options - 
Amounts deferred may be placed in a variety of account options including fixed and variable return 
investment. 

  - Limits on amounts deferred - Minimum $20.00 per pay period.  Maximum amount varies 
according to IRS Law. 

       - Deferrals are made by payroll deduction. 
      - Withdrawal restrictions - Some restrictions apply.  You may contact Nationwide regarding 

these restrictions. 
 

The foregoing is intended to be only a brief description of the County's Deferred Compensation 
Plan.  Additional information can be obtained by contacting the Personnel Office. 
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HEALTH INSURANCE 
 

Delaware County offers eligible employees with POS/HMO and PPO health insurance plans.  
Prescription and dental coverage are options available to eligible employees.   

 
Entitlement to health insurance and who pays for the cost of the health insurance are contained in 
your Collective Bargaining Agreement. 

 
The County's health insurance program is administered by the Personnel Office.  This office signs 
up new employees, records changes in coverage, distributes contracts, identification cards and 
provides informational brochures concerning coverage, provides claims assistance and other related 
functions. 
 
It is the responsibility of individual employees to ensure that they have the correct health 
insurance coverage.  Eligible employees are given the opportunity to obtain coverage at the time 
they complete their employment forms in the Personnel Office.  However, subsequent to this, all 
changes affecting employee coverage including marital status (marriage, divorce or separation), 
change of address, death of a spouse or family member, addition of a dependent, employee or spouse 
attaining age 65 and becoming eligible for enrollment in the Federal Medicare program or a 
dependent reaching their twenty-sixth birthday must be reported by the covered employee to the 
Personnel Office immediately.   
Failure to report changes and complete the appropriate paperwork could result in lack of adequate 
coverage for you and your family. 

 
A change in employment status from part-time to permanent part-time or full-time or vice versa will 
affect your eligibility for health insurance coverage.  In each of these instances the Personnel Office 
attempts to ensure that the appropriate change in coverage is made.  However, again, the prime 
responsibility for ensuring that you have the correct coverage remains with YOU. 
 
Your health insurance coverage becomes effective the first day of the month following the month 
you become eligible and complete the necessary paperwork.  Health insurance coverage for 
employees whose service with the County ceases on or before the 15th of the month is effective until 
the end of the month in which they leave.  Coverage for employees whose employment ceases after 
the 15th of the month is effective through the end of the following month.   

 
In general, employees terminating their employment with the County will be offered the opportunity 
to continue their health insurance coverage including the County's prescription card plan for a 
specified period of time pursuant to Federal regulations commonly referred to as COBRA.  
However under COBRA, employees must pay 100% of the cost of their coverage.  Employees 
electing not to stay on the County policy under COBRA will have the right to convert to their own 
policy, however there are no conversion privileges for the prescription card plan.   
Employees staying on the County policy under COBRA will also have the right to convert to their 
own policy at the time their COBRA rights end.  COBRA regulations and other conversion issues of 
health insurance are complex and subject to change, therefore you should contact the Personnel 
Office to discuss your health insurance coverage if you expect to leave County employment. 

 
Those eligible employees and/or dependents who do not enroll at the time they first become eligible 
can only be enrolled at what are called "re-opening dates".  The County's current re-opening date is 
January 1st of each year.  Changes must be made in December. 

 
Because health insurance provisions are by necessity quite detailed, please refer to the actual copies 
of insurance information that are provided to you in order to determine the specifics of coverage.  
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Brochures describing in general what is covered and not covered under our health insurance plan and 
how to claim benefits may be obtained at the Personnel Office. 

 
There may be a delay between the time your health insurance becomes effective and the time you 
receive your insurance information and identification card.  If you find it necessary to use your 
health insurance before receiving your identification card you should provide the hospital or doctor 
with the following information:  name and address of your insurance company, your social security 
number and your group ID number if applicable.  If you are unsure of any of this information, 
please contact the Personnel Office. 
 
 
The circumstances under which the County will continue to assume the cost of your health insurance 
in the event you become disabled and you do not have sufficient paid sick leave to cover the duration 
of your disability are contained in the Health Insurance section of your Collective Bargaining 
Agreement.  In general, when your department head and the Personnel Office approves a leave of 
absence for disability or personal reasons, you will receive a notice from the Personnel Office 
indicating the duration of the approved leave, the period for which the County will continue to pay 
premiums, and when it will be necessary for the employee to make direct payment to the Personnel 
office with checks made payable to the Treasurer's Office in order to continue coverage. 

 
Pre-Tax premium program:  By enrolling in the Delaware County Pre-Tax premium program, 
you can save State, Federal and Social Security taxes on the money you spend for your group-
sponsored insurance premiums.  Any premium contribution you pay through your group is deducted 
from your paycheck before taxes are taken out, thus, your taxable income is smaller, so you pay less 
taxes on the money you earn.  That's more money for you to take home.  Participation in the pre-
tax premium plan is automatic when you enroll in a group health insurance plan.  If you do NOT 
wish to participate in this program, and choose to pay your share of premiums "after tax", you must 
sign a waiver and file it at the Personnel Office.  This election cannot be changed until the end of 
the plan year. 

 
 

UNEMPLOYMENT INSURANCE 
 

Unemployment insurance's primary purpose is to provide temporary financial assistance to workers 
who may become unemployed through no fault of their own, until they can locate other suitable 
employment. 
 
The conditions under which a person may be eligible for Unemployment Insurance payments, the 
amount of individual payments, and the maximum period for payments are all determined by the 
New York State Department of Labor, and are subject to amendment or change.  Therefore, 
questions concerning unemployment benefits must be directed to an Unemployment Insurance 
Office. 
 
Registering for unemployment benefits can be done by telephone 1-888-209-8124 or at the New 
York State Department of Labor website at www.labor.state.ny.us us the link to information for 
claimants: filing a claim. 

 
All County unemployment insurance matters are administered by the Personnel Office. 

 
  
 
 

http://www.labor.state.ny.us/
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CIVIL SERVICE AND THE MERIT SYSTEM 
 

The constitution of the State of New York reads in part, "Appointments and promotions in the Civil 
Service of the State and all the civil divisions thereof.... shall be made according to merit and fitness 
to be ascertained as far as practicable, by examination which as far as practicable shall be 
competitive."  As a County employee you are a part of the merit system.  The Laws and Rules 
which spell out how the merit principle is to be carried out are contained in the Civil Service Law 
and the Delaware County Civil Service Rules.  These laws and rules are by necessity both extensive 
and complex.  This handbook will give you only some basic information concerning the merit 
system and your rights under Civil Service Law.  Specific questions concerning Civil Service and 
your rights should be directed to the Personnel Office. 
 
The Personnel Office is responsible for prescribing, amending and enforcing rules pursuant to the 
State Civil Service Law.  These rules are contained in the "Civil Service Rules for Delaware County 
and its Political Subdivisions".  Copies of the rules are available for review in your department, on 
the Personnel website and the Personnel Office. 
 
Once adopted by the Personnel Office and approved by the State Civil Service Commission, these 
rules have the force and effect of law. 
 
The State Civil Service Law and the Delaware County Civil Service Rules prescribe the procedures 
which units of County government must follow in the recruitment, examination, selection, 
promotion, and discipline of public employees. 
 
Positions under Civil Service fall within a number of different categories or jurisdictional 
classifications.  The State Civil Service Commission makes the final decision as to jurisdictional 
classification of County positions, that is, whether they will be in other than the competitive class; 
i.e. in the non-competitive, exempt, labor class or if they will be part of the unclassified service.  To 
place a position in other than the competitive class, the Personnel Office must adopt a resolution 
requesting that the State approve a position in the non-competitive, labor or exempt class or in the 
unclassified service.   
A public hearing is held on the resolution before it is forwarded to the State for consideration.  If 
approved by the State, the title is added to the appropriate Appendices of the Delaware County Civil 
Service Rules. 
 
Unclassified Service:  Positions in the unclassified service include primarily all elected positions, 
including the Board of Supervisors, County Treasurer, Sheriff, County Clerk, and the District 
Attorney.  Several appointed positions are also included in the Unclassified Service.  These are 
listed in Appendix D of the Civil Service Rules. 
 
Classified Service: 
1.  Competitive Class:  Positions in this class are filled from Civil Service eligible lists which are 
established after applicants compete in examinations.  If no eligible list exists for a title, a person 
may receive a provisional appointment until an exam is given, and an eligible list is established.  
Civil Service Law requires that appointments must be made from one of the top three persons on the 
list by score, who are ready, willing, and able to accept appointment when it is offered. 
2.  Non-Competitive Class:  This class includes positions for which it is not practicable to use 
examinations.  For instance, Registered Professional Nurse, Heavy Equipment Operator, and Motor 
Equipment Operator are included in this class.  Non-competitive positions are contained in 
Appendix B of the Civil Service Rules.  Although appointments are not made from a list, all 
appointees must meet all training and experience requirements as stated on the formal position 
specification (job description) for the title. 
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3.  Labor Class:  These positions are not filled through competitive examination.  Generally, no 
training or experience requirements are established for these positions and appointments are made at 
the discretion of the appointing authority.  Labor class positions are listed in Appendix C of the 
Civil Service Rules. 
4.  Exempt Class:  Positions in this class do not require examinations, nor are formal qualifications 
established for the positions.  By law, all positions in this class involve either highly confidential or 
policy-making functions. 
 

  
KINDS OF APPOINTMENTS 

Several distinct kinds of appointments can be made to positions in the Jurisdictional Classes just 
described: 
 
1.  Permanent Appointment can be made only to a position in any jurisdictional class in which 
there is a permanent vacancy.  (That is, to a position to which no other employee has a prior claim.)  
All permanent appointments to competitive class positions must be made from applicable eligible 
lists. 
 
2.  Provisional Appointment under Civil Service Law is only considered a stopgap method of 
filling vacancies and may only be made whenever there is no appropriate eligible list available for 
filling a vacant competitive position. 

 
* Persons receiving a provisional appointment are required to take a Civil Service examination at 

such time as one is scheduled by the State.  In order to continue their employment and to be 
eligible for permanent appointment, a provisional must place in the top three scores of those persons 
passing the examination and who are willing to accept the position.  If three other people score 
higher on the exam and are willing to accept the position, then the provisional must be terminated. 

 
* If a provisional fails an examination and three other people pass and are willing to accept the 

position, the provisional must be terminated. 
 
* If a provisional fails the examination and fewer than three other people pass the exam and are 

willing to accept the position, the provisional may be given a second chance to take the 
examination. 

 
* If the provisional fails an examination the second time and even one other person passes the exam 

and is willing to accept the position, the provisional must be terminated.  If no one else passes the 
second examination or if no one passing the exam is willing to accept the position, the provisional 
may be given a third and final opportunity to take an examination. 

 
* If a provisional fails an examination a third time, they must be terminated regardless of whether or 

not anyone else takes or passes the examination. 
 

3.  Temporary Appointments are made under several different sets of circumstances.  The most 
common being to fill a vacancy which exists because an employee having a prior claim to the 
position is on an approved leave of absence. 

 
* Another circumstance is that occasionally a question concerning the Civil Service or administrative 

status of a title or position must be resolved before an appointment to the position can be made on 
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either a provisional or permanent basis.  (Example:  When the State Civil Service Commission has 
not assigned a newly created title to a Jurisdictional Class.) 

 
* A third is when a permanent incumbent has received a provisional or temporary assignment to a 

higher-level position and retains the right to return to his former position. 
 
* Yet a fourth situation is where temporary appointment is made to any position which is created only 

for a specific limited period of time, usually less than one year (12 months). 
  

4.  A Seasonal Appointment is made to a position which is not continuous throughout the year, but 
which recurs in each successive year. 

 
 NOTES 
 
Service under provisional appointment does not confer or establish any prior right toward any permanent 
appointment.  In order to receive permanent appointment, the provisional appointee must be reachable on 
the eligible list when it is established. 
 
 
If a Competitive Class employee with permanent status is appointed to a higher graded and more 
responsible position in the same department, on either a temporary or provisional basis, he or she retains a 
permanent status in the lower level position, and may return to it if permanent status is not gained under 
the higher graded title. 
 
If a Competitive Class employee with permanent status in one department is offered a temporary or 
provisional appointment to a higher graded title and position in another County department, he or she 
MAY be granted a leave of absence by the Department Head of their original department in order to 
accept such appointment.  Approval of leaves of absence for this purpose are not automatic, but must 
depend on departmental policy and the staffing requirements of the original department. 
 
If the request for leave is NOT GRANTED, such employee would have to resign his/her permanent 
position in order to accept appointment under the higher title in the new department.  If permanent status 
is later achieved under the higher title, all continuous service since the date of first permanent 
appointment in the classified service is counted toward seniority for retention purposes.  However, if the 
Competitive class employee resigns his permanent position in one department to accept a temporary or 
provisional appointment in another department and does not gain permanency either in the higher title, or 
under another Competitive class title, he will have relinquished his original permanency under Civil 
Service and also any re-call rights. 
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PROBATIONARY PERIODS 
 
New employees and current employees promoted to a higher-level position must satisfactorily complete a 
probationary period.  The purpose of the probationary period is twofold.  It gives the employee an 
opportunity to demonstrate that he/she can learn and satisfactorily perform a particular job, and it gives 
the supervisor an opportunity to observe and evaluate an employee's performance on the job. 
 
Probationary periods for most positions are for a minimum of 8 weeks and a maximum of 26 weeks.  
Probationary periods may be longer for certain positions in the Department of Social Services and 
Sheriff’s Office employees. 
                               
Following the completion of the minimum 8-week probationary period and prior to completion of the 
maximum probationary period, an employee may be removed from his/her position for unsatisfactory job 
performance without a formal hearing. 
 
Time served under provisional or temporary appointment does not count toward completion of a 
probationary period in that title. 
 
Questions concerning probationary periods should be directed to the Personnel Office. 

 
 

RESIGNATION 
 

Rule XX of the Delaware County Civil Service Rules provides: 
1.  Resignation in writing:  Except as otherwise provided herein, every resignation shall be in writing. 
2.  Effective date:  If no effective date is specified in a resignation, it shall take effect upon delivery to or 
filing in the office of the appointing authority.  If an effective date is specified in a resignation, it shall 
take effect on such specified date.  However, if a resignation is submitted while the employee is on a 
leave of absence without pay, such resignation, for the purpose of determining eligibility for 
reinstatement, shall be deemed to be effective as of the date of the commencement of such absence.  
Notwithstanding the provisions of this section, when charges of incompetency or misconduct have been 
or are about to be filed against an employee, the appointing authority may elect to disregard a resignation 
filed by such employee and to prosecute such charges and dismiss employee from the service.  The 
termination shall be recorded as a dismissal rather than a resignation. 
3.  Withdrawal or amendment:  A resignation may not be withdrawn, canceled or amended after it is 
delivered to the appointing authority, without the consent of the appointing authority. 
 
Except in emergency situations, employees are expected to give a minimum of 10 working days’ notice 
prior to their last working day. Please check the collective bargaining agreement for impact of accrued 
benefits if this notice is not given. 
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CIVIL SERVICE EXAMINATIONS 

 
The portions of Civil Service Law that cover examinations and eligible lists are quite detailed.  We can, 
therefore, give only a capsule overview of exam procedures. 
Most Delaware County exams are actually prepared and scored by the State Civil Service Department in 
Albany.  Scoring often takes 2 to 4 months after an exam is given. 
 
Exam announcements are normally publicized for at least 1 month prior to final filing date.  No 
applications can be accepted after the final filing date.  There is a $15.00 or $20.00 filing fee for EACH 
examination applied for. 
 
Exams are given approximately one month after the final filing date.  All applicants must complete a 
separate formal application for each exam.  Resumes will not be accepted as a substitute for your 
application but will be accepted only as an addition to your application. 
 
Applicants are notified by mail whether they qualify to take the examination or not, and if qualified, 
where and when the exam is scheduled.  Sufficient time is allowed for those who have been disqualified 
to appeal for admittance to examination. 
 
After exams are scored, those who participated are advised by mail of their score and of their relative 
standing on the resulting eligible list.  Band scoring is used to score all New York State civil service 
examinations.  This is a method by which different raw scores receive the same final score.   
The pass point is set before score bands are determined; no one moves from fail to pass as a result of band 
scoring.  In a promotional examination, seniority points are added to the raw score prior to applying the 
total raw score to bands.  Veterans’ credits are added to the final score. 
 
Examinations are scheduled on Saturdays, usually in Delhi at the County Office Building or Delaware 
County Public Safety Building.  Special arrangements for testing can be made for Sabbath Observers and 
handicapped persons if such a request is made on the candidate’s exam application. 
 

OPEN COMPETITIVE EXAMINATIONS 
 

Anyone who meets the minimum qualifications and residency requirements may participate in an open 
competitive examination.  Normally, candidates must be residents of Delaware County or contiguous 
counties in order to participate in an examination.  However, residency requirements may be changed by 
the Personnel Officer in cases where requirements are disadvantageous to the public interest. 
 
Once a list has been established as the result of an open competitive examination given to fill a County 
position, individuals who were residents for at least four months prior to the time of the exam may be 
given preference in appointment over non-residents. 
 
Although preference may be given to County residents, in order to be reachable for appointment, an 
individual must be among the top three eligible candidates of those residents who are ready and willing to 
accept a position. 
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PROMOTIONAL EXAMINATIONS 

 
Promotional examinations are given to fill positions which are above the entry level.  Entry level 
positions are positions such as Typist, or Clerk which require minimal prior experience or education. 

 
Normally participation in promotional examinations is restricted to employees in the department where a 
vacancy occurs and to department employees who hold a lower title in a line of promotion.  An example 
of a line of promotion would be Caseworker, Senior Caseworker, and Case Supervisor Grade B. In order 
to be eligible to participate in a promotion examination, a candidate must have been employed in a 
competitive class position on a permanent basis in a lower grade.  The Personnel Officer determines the 
minimum period of such service for eligibility to enter a promotion examination.  Individuals 
participating in and passing promotional exams will have points added to their score based on the number 
of years of permanent service.  Announcements for promotional examinations contain specific 
information concerning eligibility for participation, seniority credits, etc. 
 
The same rules apply for promotions as for other competitive appointments.  To be appointed 
permanently an employee must pass the examination and be in the top three of those individuals who take 
and pass the promotional exam and are willing to accept the position. 
 
Whenever a promotional examination is given, an open competitive examination may be given at the 
same time.  The names on the promotional list are certified before any names are certified from an open 
competitive list. 
 
If an employee with permanent competitive class status is promoted to a higher-level position temporarily 
or provisionally, his rights to return to the lower position are protected, unless during the time he is 
serving in the higher level position, the position in which he held permanent status is abolished for 
budgetary reasons.  In such case, if other positions exist within the lay-off unit under the title in which 
he/she held permanent status, he/she may displace the least senior employee serving under that title, 
seniority permitting.  If the employee cannot so displace or "bump" within the department, his or her 
name is put on a preferred list according to his/her seniority date. 
 

VETERAN'S CREDITS FOR APPOINTMENT 
 

Military veterans who have served in time of war can receive additional credit toward permanent open 
competitive class appointments.  This credit consists of an additional 5 points added, for a non-disabled 
veteran, to the actual test score of an open competitive exam and 10 points to be added for a disabled 
veteran (at least 10% disability recognized by the U.S. Veterans' Administration).  Half of these points 
can be applied toward the score on a promotional exam. 
 
A Veteran must attain a passing score of 70 on the examination BEFORE Veteran's credits can be applied 
toward appointment.  A candidate may choose to use his/her credits on any given appointment.  
 
Veteran's credits can be used only once for any Civil Service appointment anywhere in the State of New 
York. 
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ELIGIBLE LISTS 
 

Eligible lists contain only the names of those applicants who have received passing scores on Civil 
Service examinations.  Eligible lists are public information.  Any person may examine any eligible list 
upon request at the Personnel Office.  The names of persons who have not received passing scores are 
never disclosed to the public. 
 
Eligible lists remain in effect for one year from the date they are established, unless: 
1.  The list is exhausted in less than one year. 
2.  The list is extended by the Personnel Officer.  Lists may be extended up to a maximum of four years.  
Those who remain on the eligible list will be notified, by mail, of any extension. 

 
CANVASS OF ELIGIBLE LIST 

 
After an eligible list is established for any title, any department which has openings under that title must 
request a list of certified eligible candidates from the Personnel Department. 
 
Canvass letters are then sent to eligible candidates to see if they are interested in the position.  
Appointment must be made from one of the top three names on the list who are willing and able to accept 
the appointment. 
 
The name of any person who does not respond to a canvass in ten days or who declines appointment will 
not be certified for that particular opening. 
 
If your name appears on an Eligible List, and your address changes, either after taking the exam, or after 
the list is actually established, it is your responsibility to notify the Personnel Office, in writing, of your 
change in address.  Otherwise there is no way of contacting you concerning job openings. 

 
CODE OF ETHICS 

 
BE IT ENACTED, by the Board of Supervisors of the County of Delaware, New York that the Code of 
Ethics is hereby adopted as follows: 

 
Section 1.  Pursuant to the provisions of Section 806 of the General Municipal Law, the Board 

of Supervisors of the County of Delaware recognizes that there are rules of ethical conduct for public 
officers and employees which must be observed if a high degree of moral conduct is to be obtained, and if 
public confidence is to be maintained in our unit of local government.  It is the purpose of the Code of 
Ethics to promulgate these rules of ethical conduct for the municipal officers and employees of the 
County of Delaware and shall replace and supersede the Delaware County Code of Ethics dated October 
14, 1970.   These rules shall serve as a guide for official conduct of the officers and employees of the 
County of Delaware.  The rules of ethical conduct of this resolution as adopted shall not conflict with, 
but shall be in addition to any prohibition of Article 18 of the General Municipal Law and all rules, 
regulations, policies and procedures of Delaware County. 

 
Section 2.  DEFINITIONS: 

(a)  "Municipal Officer or Employee" means an officer or employee of the County of Delaware, 
whether paid or unpaid, including members of any administrative board, commission or other agency 
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thereof. No person shall be deemed to be a municipal officer or employee solely by reason of being a 
volunteer fireman or civil defense volunteer, except a chief engineer or assistant chief engineer.   
(b)   "Interest" means a pecuniary or material benefit accruing to a municipal officer or employee unless 
the context otherwise requires. 

 
Section 3.  ANNUAL DISCLOSURE: 

(a)  The officers and employees of Delaware County as set forth more particularly but not necessarily 
exhaustively on the representative list of such employees annexed hereto and incorporated herein as 
Appendix “A”, shall be required to sign and file an annual disclosure statement.  The form annual 
disclosure statement is annexed hereto and incorporated herein as Appendix “B”. 
(b)   The annual disclosure statements shall be filed with the office of the Delaware County Clerk of the 
Board no later than the 31st of March each year.  The first such filing pursuant to this policy shall be 
required no later than March 31, 2016. 

 
Section 4.  STANDARDS OF CONDUCT:  

Every officer or employee of the County of Delaware shall be subject to and must abide by the following 
standards of conduct: 

(a) Gifts:  Officers or employees shall not directly or indirectly solicit any gift, bequest and/or 
gratuity; or accept or receive any gift, and/or gratuity having a value of $75.00 or more, whether 
in the form of money, services, loan, travel, entertainment, hospitality, bequest, thing or promise 
or any other form, under circumstances in which it could be reasonably inferred that the gift was 
intended to influence them, or could reasonably be expected to influence them, in the 
performance of their official duties or was intended as a reward for any official action on their 
part. 

 
    (b)  Confidential Information:  Officer or employees shall not disclose confidential information 
acquired by them in the course of their official duties or use such information to further their personal 
interest. 
(c)  Representation Before One' s Own Agency:  Officers or employees shall not receive or enter into 
any agreement, express or implied, for compensation for services to be rendered in relation to any matter 
before any municipal agency of which they are an officer, member or employee of any 
municipal agency over which they have jurisdiction or to which they have the power to appoint any 
member, officer or employee. 
(d)  Representation Before Any Agency for a Contingent Fee:  Officers or employees shall not receive 
or enter into any agreement, express or implies for compensation for services to be rendered in relation to 
any matter before any agency of their municipality, whereby their compensation is to be dependent or 
contingent upon any action by such agency with respect to such matter, provided that this paragraph shall 
not prohibit the fixing at any time of fees based upon the reasonable value of the services rendered. 
(e)  Disclosure of Interest in Legislation:  To the extent that they know thereof, a member of the Board 
of Supervisors and any officer or employee of the County of Delaware, whether paid or unpaid, who 
participates in the discussion or gives official opinion to the Board of Supervisors on any legislation 
before the Board of Supervisors shall publicly disclose on the official record the nature and extent of any 
direct or indirect financial interest or their private interest in such legislation. 
(f)  Investments in Conflict with Official Duties:  Officers or employees shall not invest or hold any 
investment directly or indirectly in any financial business, commercial or other private transaction, which 
creates a conflict with their official duties. 
(g)  Private Employment: Officers or employees shall not engage in, solicit, negotiate for or promise to 
accept private employment or render services for private interests when such employment or service 
creates a conflict with or impairs the proper discharge of their official duties. 
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(h)  Future Employment: Officers or employees shall not, after the termination of service or 
employment with such municipality, appear before any board or agency of the County of Delaware in 
relation to any case, proceeding or application in which they personally participated during the period of 
their service or employment or which was under their active consideration. 

 
Section 5.  POSTING AND DISTRIBUTION: 

The Delaware County Clerk of the Board or his or her designee must promptly cause a copy of this 
Policy, and a copy of any amendment to this Policy, to be posted publicly and conspicuously in each 
building under Delaware County’s control.  Each officer and employee elected or appointed shall be 
furnished a copy before entering upon the duties of their office or employment by the Personnel 
Department. 
 

Section 6.  Nothing herein shall be deemed to bar or prevent the timely filing by a present or 
former municipal officer or employee of any claim, account, demand, or suit against the County of 
Delaware, or any agency, thereof, on behalf of themselves or any member of their family arising out of 
any personal injury or property damage or for any lawful benefit authorized or permitted by law. 
 

Section 7.  PENALTIES: 
In addition to any penalty contained in any other provision of law, any person who shall knowingly and 
intentionally violate any of the provisions of this code may be fined, suspended or removed from office or 
employment, as the case may be, in the manner provided by law. 
 
 Section 8.  EFFECTIVE DATE 
This Policy shall take effect January 1, 2016. 
 
 

APPENDIX “A” 
The following Delaware County officers and employees shall be among those who must file a financial 
disclosure statement as provided by the Delaware County Code of Ethics: 
 
Alcoholism Clinic 
Director, Alcoholism Clinic 
 
Board of Elections 
Commissioners 
Deputy Commissioners 
 
Board of Supervisors 
Chairman, Board of Supervisors 
Supervisors 
 
Buildings 
Superintendent, Buildings and Grounds 
 
CDO/OET Workforce 
Employment and Training Director 
 
Clerk of the Board of Supervisors 
Clerk of the Board of Supervisors 
Deputy Clerk of the Board of Supervisors 
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Code Enforcement 
Code Enforcement Officer 
 
County Attorney 
County Attorney 
First Assistant County Attorney 
Assistant County Attorneys 
 
County Clerk 
County Clerk 
Deputy County Clerk 
2nd Deputy County Clerk 
3rd Deputy County Clerk 
 
Solid Waste/Compost Facility 
Director of Solid Waste 
Director of Compost Facility 
 
County Treasurer 
County Treasurer 
Deputy County Treasurer 
 
Department of Emergency Services 
Director of Emergency Services 
 
District Attorney 
District Attorney 
First Assistant District Attorney 
Assistant District Attorney 
 
Drug-Abuse 
Chemical Dependency Clinic Director 
 
Economic Development 
Director of Economic Development 
Director of Industrial Development 
Economic Development Specialist 
Grants Manager II 
 
Information Technology 
Director, Information Technology 
 
Mental Health Clinic 
Director of Community Mental Health Services 
Director Intensive Youth and Family Treatment Program 
Director Children’s Services and Program Development 
 
 



 

31 

Office for the Aging 
Director, Office for the Aging 
Personnel Department 
Personnel Officer 
 
Planning Board 
County Planning Director 
 
Probation Department 
Probation Director I 
 
Public Health 
Director of Public Health 
Director of Patient Services 
 
Department of Public Works Administration 
Department of Public Works Commissioner 
Deputy Department of Public Works Commissioner 
Assistant to Department of Public Works Commissioner 
General Highway Supervisor 
General Highway Supervisor II 
Safety and Training Manager 
 
Sealer of Weights and Measures 
Director of Weights and Measures I 
 
Sheriff’s Office 
Sheriff 
Undersheriff 
 
Social Services Department 
Commissioner of Social Services 
Director of Social Services 
Director of Administrative Services 
Director of Programs 
Director of Social Services Investigations 
Director of Income Maintenance 
 
Tax & Assessment 
Director of Real Property Tax Services I 
 
Veteran Services 
Director of Veteran Service Agency 
 
Watershed Affairs 
Commissioner of Watershed Affairs 
Assistant to Commissioner of Watershed Affairs 
Grants Manager II 
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1- The term “related party” means: (a) your spouse, minor children and dependents; (b) a firm, partnership 
or association of which you are a member or employee; (c) a corporation of which you are an officer, 
director or employee; or (d) a corporation of which you directly or indirectly own or control any stock. 
2- The term “business transaction” means any express or implied claim, account or demand against, or 
agreement with the municipality, including but not limited to submission of a voucher for payment by the 
municipality, designation of a depository of public funds, and designation of a newspaper for the publication 
of municipal notices, resolutions, ordinances etc. authorized or required by law, but does not include 
vouchers submitted for reimbursement of actual and necessary expenses occurred in the performance of 
official duties. 
3- Enter the manner in which the business or organized, e.g. sole proprietorship, partnership, corporation, 
etc. 
4- Enter the relationship between you or your spouse and the business, e.g. owner, member, partner, 
stockholder, director, officer, employee etc. 

 
 

APPENDIX “B” 
Municipality: Delaware County 
 
Officer’s Name and Title:  ___________________________________________, affirms that:  

a. I have received a copy of the Delaware County Ethics Disclosure Policy;  
b. I have read and understand the Policy;  
c. I agree to comply with the Policy.  

 
SECTION 1: Private – Municipal Transactions 
Have you, or a “related party,” 1 during the January 1, 20___ through December 31, 20__ engaged  in any 
“business transaction”2 to which Delaware County was a party? 
Please circle one: Yes or No. If you circle yes, please describe the business transaction on the lines below. 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________________________________ 
 
SECTION 2: Private Employment 
Please list your and your spouse’s private employer(s) and position(s). 
Individual    Employer    Position 
___________________  ___________________  ___________________ 
___________________  ___________________  ___________________ 
___________________  ___________________  ___________________ 
None ___ 
 
SECTION 3: Private Business Interests 
Please list your and your spouse’s private business interests, excluding corporations in which you or your 
spouse own or control less than 5% of the outstanding stock. 
Individual  Name of Business  Form of Business3 Nature of Interest4 
______________ ______________  ______________ ______________ 
______________ ______________  ______________ ______________ 
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_____________ ______________  ______________ ______________ 
None ___ 
 
 
Date: __________________    Signature: ______________________________ 
 
Phone Number:  (        ) ___________  Print Name: ____________________________ 
 
 

 
COUNTY SMOKING/TOBACCO USE POLICY 

 
Pursuant to New York State Public Health Law, it shall be the policy of the County of Delaware that 
nonsmokers/non-tobacco users using County owned or operated facilities shall not be exposed to tobacco 
use/smoking and that all employees will be provided a smoke/tobacco free work area hereinafter 
provided. 
 
Public Access Areas:  No person, including but not limited to employees, the general public, clients, 
vendors, salespersons, etc., shall use tobacco/smoke in any indoor area or portion thereof of any County 
owned or operated building or area.  
 
Non-Public Access Areas:  There shall be no tobacco use/smoking in any indoor area or portion thereof 
under the control of the County of Delaware in which employees of the County perform services but 
which are not generally accessible to the public including but not limited to offices, regularly assigned 
work areas, County owned vehicles, employee cafeterias, lunch rooms, break areas, lounges, etc. 
 
Departments may only adopt internal tobacco use policies that are consistent with this policy and the law.  
All departmental tobacco use/smoking policies shall be subject to the review and approval of the 
Personnel Office prior to adoption and implementation. 
 
Departments shall prominently post this policy and any departmental tobacco use/smoking policies and 
shall supply a copy upon request to any existing or prospective employee.  The Personnel Office shall 
provide each new employee with a copy of this policy. 
 
The Personnel Office shall coordinate the implementation of this policy and Article 13E for all County 
departments, and ensure that appropriate signage is installed in all County buildings. 
 
Department Heads shall: 
 
1. Be responsible for insuring that this policy and the law are implemented and adhered to within the 
County building(s) or areas of County building(s) for which they are responsible. 
 
2. Designate an individual responsible for informing individuals (public and employees) tobacco 
use/smoking in an area in which tobacco use is not permitted, that they are in violation of the law and this 
policy. 
 
Employees who use tobacco products/smoke in non-smoking areas are in violation of New York State 
law and/or this policy and are subject to appropriate disciplinary action.  
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DRUG FREE WORKPLACE 

 
Pursuant to the Drug-Free Workplace Act of 1988 passed by Congress, and Resolution Number 116 of 
1991 passed by the Delaware County Board of Supervisors, it shall be the policy of the County of 
Delaware that a drug-free workplace shall be maintained.  The Personnel Office is responsible for 
coordinating the Drug-Free Workplace policy with the assistance of the Mental Health, Drug Abuse and 
Alcoholism agencies of the County. 
 
The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is 
prohibited in the workplace.  Employees who violate this prohibition shall be subject to discipline in 
accordance with relevant provisions of the Civil Service Law.  Disciplinary action may result in the 
termination of employment, or such other action as is deemed appropriate, including requiring the 
employee to satisfactorily participate in an approved drug rehabilitation program. 
 
Delaware County's Responsibilities under this Act: 
 
We have to tell you that you can't bring in, make, distribute or sell, use or even have with you drugs when 
you're here. 
 
We have to inform you of the dangers of drugs in the workplace. 
 
We will tell you what is available to you. 
 
We have to provide you with our written policy (a copy of which is provided each employee at the time of 
employment) (copies are available at the personnel office). 
 
Within 30 days of your telling us about a work-related conviction, we must either: 
1.  Discipline you - right up to discharging you, or 
2.  Offer you any help available to combat your involvement with drugs 
 
The employee's rights and responsibilities under the act: 
 
You have to read our policy statement (provided at time of employment). 
 
You have to agree to abide by the rules of our drug-free workplace.  We can discharge you if you don't. 
 
You have the right to know what help is available to aid you in overcoming an involvement with drugs. 
 
If you're convicted of a criminal drug violation in our workplace, you have to tell us within five days 
after the conviction. 
 
If you are convicted, we may offer a program to help you instead of disciplining you.  If you agree to 
accept help, you must satisfactorily complete the steps agreed on or risk losing your job. 
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 SEXUAL HARASSMENT 
 
Pursuant to Resolution Number 204 of 1993 and modified by Resolution Number 209 of 2018 passed by 
the Delaware County Board of Supervisors, it shall be the policy of the County of Delaware that every 
employee of Delaware County government shall be entitled to a work environment free from sexual 
harassment. 
  

DELAWARE COUNTY SEXUAL HARASSMENT POLICY 
 

Introduction 
Delaware County is committed to maintaining a workplace free from sexual harassment. Sexual 
harassment is a form of workplace discrimination. All employees are required to work in a manner that 
prevents sexual harassment in the workplace. This Policy is one component of Delaware County’s 
commitment to a discrimination-free work environment. Sexual harassment is against the law1 and all 
employees have a legal right to a workplace free from sexual harassment and employees are urged to 
report sexual harassment by filing a complaint internally with Delaware County. Employees can also file 
a complaint with a government agency or in court under federal, state or local anti-discrimination laws. 
 
Policy:  

1. Delaware County policy applies to all employees, applicants for employment, interns, whether 
paid or unpaid, contractors and persons conducting business, regardless of immigration status, 
with Delaware County. In the remainder of this document, the term “employees” refers to this 
collective group. 
2. Sexual harassment will not be tolerated. Any employee or individual covered by this policy 
who engages in sexual harassment or retaliation will be subject to remedial and/or disciplinary 
action (e.g., counseling, suspension, termination). 
3. Retaliation Prohibition:  No person covered by this Policy shall be subject to adverse action 
because the employee reports an incident of sexual harassment, provides information, or 
otherwise assists in any investigation of a sexual harassment complaint.  Delaware County will 
not tolerate such retaliation against anyone who, in good faith, reports or provides information 
about suspected sexual harassment.  Any employee of Delaware County who retaliates against 
anyone involved in a sexual harassment investigation will be subjected to disciplinary action, up 
to and including termination.  All employees, paid or unpaid interns, or non-employees2 working 
in the workplace who believe they have been subject to such retaliation should inform a 
supervisory, manager, Department Head, or Personnel Officer.  All employees, paid or unpaid 
interns or  non-employees who believe they have been a target of such retaliation may also seek 
relief in other available forums, as explained below in the section on Legal Protections. 
4. Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject 
Delaware County to liability for harm to targets of sexual harassment. Harassers may also be 
individually subject to liability. Employees of every level who engage in sexual harassment, 
including managers and supervisors who engage in sexual harassment or who allow such 
behavior to continue, will be penalized for such misconduct. 
 
5. Delaware County will conduct a prompt and thorough investigation that ensures due process 
for all parties, whenever management receives a complaint about sexual harassment, or otherwise 

                                                           
1 While this policy specifically addresses sexual harassment, harassment because of and discrimination against persons of all 
protected classes is prohibited. In New York State, such classes includeage, race, creed, color, national origin, sexual 
orientation, military status, sex, disability, marital status, domestic violence victim status, gender identity and criminal history. 
2 A non-employee is someone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or anyone providing 
services in the workplace. Protected non-employees include persons commonly referred to as independent contractors, “gig” 
workers and temporary workers. Also included are persons providing equipment repair, cleaning services or any other services 
provided pursuant to a contract with the employer. 
 



 

36 
 

knows of possible sexual harassment occurring. Delaware County will keep the investigation 
confidential to the extent possible. Effective corrective action will be taken whenever sexual 
harassment is found to have occurred. All employees, including managers and supervisors, are 
required to cooperate with any internal investigation of sexual harassment. 
 
6. All employees are encouraged to report any harassment or behaviors that violate this policy. 
Delaware County will provide all employees a complaint form for employees to report 
harassment and file complaints. 

 
7. Department Heads, managers and supervisors are required to report any complaint that they 
receive, or any harassment that they observe or become aware of, to the Personnel Officer. 

 
8. This policy applies to all employees, paid or unpaid interns, and non-employees and all must 
follow and uphold this policy. This policy must be provided to all employees and should be 
posted prominently in all work locations to the extent practicable (for example, in a main office, 
not an offsite work location) and be provided to employees upon hiring. 

 
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, sexual orientation, self-
identified or perceived sex, gender expression, gender identity and the status of being trans-gender. 
 
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: 
  

> 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 
reporting individual is not the intended target of the sexual harassment; 
> Such conduct is made either explicitly or implicitly a term or condition of employment; or 
> 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 includes, but is not limited to, 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. Sexual harassment also consists of any unwanted verbal or physical 
advances, sexually explicit derogatory statements or sexually discriminatory remarks made by someone 
which are offensive or objectionable to the recipient, which cause the recipient discomfort or humiliation, 
which interfere with the recipient’s job performance. 
 
Sexual harassment also occurs when a person in authority tries to trade 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. 
 
Any employee who feels harassed should report so that any violation of this policy can be corrected 
promptly. Any harassing conduct, even a single incident, can be addressed under this policy. 
 
Examples of sexual harassment 
The following describes some of the types of acts that may be unlawful sexual harassment and that are 
strictly prohibited: 
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4. Physical acts of a sexual nature, such as:  

Touching, pinching, patting, kissing, hugging, grabbing, brushing against another employee’s body 
or poking another employee’s body; 
Rape, sexual battery, molestation or attempts to commit these assaults.  

2.    Unwanted sexual advances or propositions, such as:  
 Requests for sexual favors accompanied by implied or overt threats concerning the target’s job 

performance evaluation, a promotion or other job benefits or detriments; 
            Subtle or obvious pressure for unwelcome sexual activities.  

3.     Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s sexuality or 
sexual experience, which create a hostile work environment. 

4. Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply 
because they may not conform to other people's ideas or perceptions about how individuals of a 
particular sex should act or look.  

5. Sexual or discriminatory displays or publications anywhere in the workplace, such as: 
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.  

6. Hostile actions taken against an individual because of that individual’s sex, sexual orientation, 
gender identity and the status of being transgender, such as: 
Interfering with, destroying or damaging a person’s workstation, tools or equipment, or otherwise 
interfering with the individual’s ability to perform the job; 
Sabotaging an individual’s work;  Bullying, yelling, name-calling. 
 

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, including independent contractors, and 
those employed by companies contracting to provide services in the workplace. Harassers can be a 
superior, a subordinate, a coworker or anyone in the workplace including an independent contractor, 
contract worker, vendor, client, customer or visitor. 
 
Where can sexual harassment occur? 
Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees 
are traveling for business or at employer sponsored events or parties. Calls, texts, emails, and social media 
usage by employees can constitute unlawful workplace harassment, even if they occur away from the 
workplace premises, on personal devices or during non-work hours. 

 
Retaliation 

Unlawful retaliation can be any action that could discourage a worker from coming forward to make or 
support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace to 
constitute unlawful retaliation (e.g., threats of physical violence outside of work hours).  
 
Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State 
Human Rights Law protects 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 the Human Rights Law or 

other anti-discrimination law;  
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> opposed sexual harassment by making a verbal or informal complaint to management, or by simply 
informing a supervisor, manager or department head of harassment;  

> reported that another employee has been sexually harassed; or  
> encouraged a fellow employee to report harassment. 

 
Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual is 
protected from retaliation if the person had a good faith belief that the practices were unlawful. However, 
the retaliation provision is not intended to protect persons making intentionally false charges of 
harassment. 

 
Reporting Sexual Harassment 

Preventing sexual harassment is everyone’s responsibility. Delaware County cannot prevent or 
remedy sexual harassment unless it knows about it. Any employee, paid or unpaid intern or non-employee 
who has been subjected to behavior that may constitute sexual harassment is encouraged to report such 
behavior to a supervisor, manager, department head or Personnel Officer. Anyone who witnesses or 
becomes aware of potential instances of sexual harassment should report such behavior to a supervisor, 
manager, department head or Personnel Officer.  
 
Reports of sexual harassment may be made verbally or in writing. A form for submission of a written 
complaint is attached to this Policy, and all employees are encouraged to use this complaint form. 
Employees who are reporting sexual harassment on behalf of other employees should use the complaint 
form and note that it is on another employee’s behalf. 
 
Employees, paid or unpaid interns 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. 

Supervisory Responsibilities 
All supervisors, managers and department heads 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 such suspected sexual harassment to the Personnel 
Officer.  
 
In addition to being subject to discipline if they engaged in sexually harassing conduct themselves, 
supervisors, managers and department heads will be subject to discipline for failing to report suspected 
sexual harassment or otherwise knowingly allowing sexual harassment to continue.  
 
Supervisors, managers and department heads will also be subject to discipline for engaging in any 
retaliation. 

 
Complaint and Investigation of Sexual Harassment 

All complaints or information about 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, commenced immediately and completed as soon as possible. The investigation will 
be kept confidential to the extent possible. All persons involved, including complainants, witnesses and 
alleged harassers will be accorded due process, as outlined below, to protect their rights to a fair and 
impartial investigation.  
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Any employee may be required to cooperate as needed in an investigation of suspected sexual 
harassment. Delaware County will not tolerate retaliation against employees who file complaints, support 
another’s complaint or participate in an investigation regarding a violation of this policy. 
 
While the process may vary from case to case, investigations should be done in accordance with the 
following steps: 

> Upon receipt of complaint, Personnel Officer will conduct an immediate review of the allegations, 
and take any interim actions (e.g., instructing the respondent to refrain from communications with 
the complainant), as appropriate. If complaint is verbal, encourage the individual to complete the 
“Complaint Form” in writing. If he or she refuses, prepare a Complaint Form based on the verbal 
reporting. 
> If documents, emails or phone records are relevant to the investigation, 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 a written documentation of the investigation (such as a letter, memo or email), which 
contains the following: 

 
* A list of all documents reviewed, along with a detailed summary of relevant documents; 
* A list of names of those interviewed, along with a detailed summary of their statements; 
* A time-line of events; 
* A summary of prior relevant incidents, reported or unreported; and 
* The basis for the decision and final resolution of the complaint, together with any corrective 

action(s).  
> Keep the written documentation and associated documents in a secure and confidential location. 
> Promptly notify the individual who reported and the individual(s) about whom the complaint was 

made of the final determination and implement any corrective actions identified in the written 
document. 

> Inform the individual who reported of the right to file a complaint or charge externally as outlined 
in the next section. 

 
Legal Protections And External Remedies 

Sexual harassment is not only prohibited by Delaware County but is also prohibited by state, federal, and, 
where applicable, local law. 
  
Aside from the internal process at Delaware County, employees may also choose to pursue legal remedies 
with the following governmental entities. While a private attorney is not required to file a complaint with 
a governmental agency, you may seek the legal advice of an attorney. 
 
In addition to those outlined below, employees in certain industries may have additional legal protections.  
 
 
State Human Rights Law (HRL) 
The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to all 
employers in New York State with regard to sexual harassment, and protects employees, paid or unpaid 
interns and non-employees, regardless of immigration status. A complaint alleging violation of the 
Human Rights Law may be filed either with the Division of Human Rights (DHR) or in New York State 
Supreme Court. 
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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 sexual 
harassment. An individual may not file with DHR if they have already filed a HRL complaint in state 
court. 
 
Complaining internally to Delaware County does not extend your time to file with DHR or in court. The 
one year or three years is counted from date of the most recent incident of harassment. 
 
You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR. 
 

DHR will investigate your complaint and determine whether there is probable cause to believe that sexual 
harassment has occurred. Probable cause cases are forwarded to a public hearing before an administrative 
law judge. If sexual harassment is found after a hearing, DHR has the power to award relief, which varies 
but may include requiring your employer to take action to stop the harassment, or redress the damage 
caused, including paying of monetary damages, attorney’s fees and civil fines. 

 
DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth 
Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit: www.dhr.ny.gov. 
 
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.  
 
Civil Rights Act of 1964 
The United States Equal Employment Opportunity Commission (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. In general, private employers must have at least 15 employees to come within the 
jurisdiction of the EEOC. 
 
 
 
An employee alleging discrimination at work 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 (TTY: 1-800-669-6820), 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. 
 
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. For 

http://www.dhr.ny.gov/
https://dhr.ny.gov/complaint
http://www.eeoc.gov/
mailto:info@eeoc.gov
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example, employees who work in New York City may file complaints of sexual harassment with the New 
York City Commission on Human Rights. Contact their main office at Law Enforcement Bureau of the 
NYC Commission on Human Rights, 40 Rector Street, 10th Floor, New York, New York; call 311 or 
(212) 306-7450; or visit www.nyc.gov/html/cchr/html/home/home.shtml. 
 
Contact the Local Police Department 
If the harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts, 
the conduct may constitute a crime. Contact the local police department.  

 
 

Delaware County  
New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that 
includes a complaint form to report alleged incidents of sexual harassment.  
 
If you believe that you have been subjected to sexual harassment, you are encouraged to complete this 
form and submit it to the Personnel Officer @ One Courthouse Square, Suite#2, Delhi, NY 13753.  This 
form can be submitted in person, electronically to pers@co.delaware.ny.us, or faxed to 607-832-6044. 
You will not be retaliated against for filing a complaint. 
 
If you are more comfortable reporting verbally or in another manner, your employer should complete this 
form, provide you with a copy and follow its sexual harassment prevention policy by investigating the 
claims as outlined at the end of this form. 

 
For additional resources, visit: ny.gov/programs/combating-sexual-harassment-workplace  

 

http://www.nyc.gov/html/cchr/html/home/home.shtml
mailto:pers@co.delaware.ny.us
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COMPLAINANT INFORMATION 
 
Name:  
 
Work Address: ______________________ Work Phone: _____________________ 
 
Job Title:   Email:                                                      
 
Select Preferred Communication Method:      ___ Email   ___ Phone   ___ In person 
 
SUPERVISORY INFORMATION 
Immediate Supervisor's Name: ____________________________________________  
Title: _________________________________________________________________ 
  
Work Phone: Work Address: ____________________  
 
COMPLAINT INFORMATION 
1. Your complaint of Sexual Harassment is made about: 
 
Name: _____________________________ Title: ___________________________ 
 
Work Address: _______________________________________________________ 
 
Work Phone: ____________________________________ 
 
Relationship to you: ___ Supervisor   ___ Subordinate   ___ Co-Worker   ___ Other 
 
 
 
2. Please describe what happened and how it is affecting you and your work. Please use additional sheets 
of paper if necessary and attach any relevant documents or evidence. 
 

 
 
 
3. Date(s) sexual harassment occurred:  

 
Is the sexual harassment continuing? □Yes □No 

 
4. Please list the name and contact information of any witnesses or individuals who may have information 
related to your complaint: 

 
 
 
 
 

 
 
The last question is optional, but may help the investigation. 
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5. Have you previously complained or provided information (verbal or written) about related incidents? If 
yes, when and to whom did you complain or provide information? 

 
 
If you have retained legal counsel and would like us to work with them, please provide their contact 
information. 

 
 

 
 
Signature: __________________________ Date: __________________ 
 
 
 
 
 
Instructions for Employers 
 
If you receive a complaint about alleged sexual harassment, follow your sexual harassment prevention 
policy.  
 
An investigation involves: 
• Speaking with the employee  
• Speaking with the alleged harasser  
• Interviewing witnesses  
• Collecting and reviewing any related documents  
 
While the process may vary from case to case, all allegations should be investigated promptly and 
resolved as quickly as possible. The investigation should be kept confidential to the extent possible. 
 
Document the findings of the investigation and basis for your decision along with any corrective actions 
taken and notify the employee and the individual(s) against whom the complaint was made. This may be 
done via email.  
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THE HATCH ACT 
 

The Hatch Act:  Its Importance to State and Local Government Employees: 
In 1939, Congress approved landmark legislation known 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. 
 
The most recent change occurred effective January 27, 2013 states that the Hatch Law impacts employees 
whose salaries are paid entirely with federal funds.  We strongly encourage any employee desiring to run 
for political office to first determine how the law applies to him/her. 
 
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 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 functions in connection with federally financed activities; or 
2)  Individuals employed by educational or research institutions, establishments, or agencies which are 
supported in whole 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 a 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't's For State and Local Employees:  An individual principally employed by a state 
or local executive agency in connection with a program financed in whole 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 fundraising functions 
...May participate in any activity not specifically prohibited by law or regulation 
...May not be a candidate for 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 or 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 an employee's violation of the Hatch Act.  Reliance on incorrect or unofficial 
information also does not excuse a violation.  Employees with additional questions may review a 
handbook on this subject which is available in each department and the Personnel Office.  Or they may 
obtain an advisory opinion by telephoning the Office of the Special Counsel or by submitting their 
questions, in writing, to the following address:  Office of the Special Counsel, U.S. Merit Systems 
Protection Board, 1120 Vermont Ave., N.W. Washington, D.C. 20419 (telephone 202-653-7188). 
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COUNTY VEHICLE POLICY 

 
TITLE:  POLICIES AND PROCEDURES REGARDING COUNTY VEHICLES 

 
 WHEREAS, there are no uniform policies or procedures regarding the assignment and use of County 
Vehicles; 
 
 NOW, THEREFORE, BE IT RESOLVED that the following policies and procedures shall apply to 
all County owned vehicles:  
 

ASSIGNMENT  
1. Assignment of vehicles for conducting County business shall be governed by the availability of 

vehicles and shall be at the request of the appropriate department head to the Insurance 
Committee whose decision will be final. 

 
2. Unless the use of a County vehicle to drive to and from work cannot be discontinued because it 

would violate the principle of past practice and could result in an unfair labor charge, no County 
employee or officer shall drive a County vehicle to and from work on a regular basis, unless 
specifically authorized by the Board of Supervisors. 

 
3. An employee on call may be allowed to use a County vehicle to commute subject to the 

following: 
  

a)If required to work, the employee would perform field work.  
b)The employee's department head has approved the use of a County vehicle while on call.  
c)An employee on call will be permitted to drive a County vehicle to the designated parking 
area the evening they are on call or the last scheduled work day before a holiday or a weekend 
they are scheduled to be on call.  
d)Unless otherwise authorized by this resolution, department heads who report directly to the 
Board of Supervisors are not permitted to use County vehicles to commute while on call.  

  
4.  Where an employee is scheduled to travel out of County the following day using a County 

vehicle, and where less travel time and mileage would occur by the employee leaving directly 
from home rather than leaving from their regular place of work, the employee will be allowed 
to take a County vehicle home the night before the scheduled travel as approved through the 
County travel authorization request procedure.  

5. The Director of Emergency Services and the EMS/Emergency Management Coordinator are 
subject to callout in emergency situations, these individuals are authorized to continue to drive a 
County emergency vehicle to commute to work, for as long as they remain subject to twenty-
four hour callout. 

 
6. In emergency or inclement weather conditions, employees in the Public Works Department who 

are required to check the condition of County roads other than regular business hours may, at the 
discretion of the Commissioner of Public Works, take a County vehicle home at night. 
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7. The Sheriff, Undersheriff, and other law enforcement officers excluding correctional staff, are 

subject to callout twenty-four hours per day, said individuals shall be permitted to drive a 
Sheriff's vehicle home at night. 

 
VEHICLE RECORDS 

 All departments who own or have County vehicles assigned to them will maintain the following 
records: 

  
a) A listing of department employees authorized to drive County vehicles assigned to them.  

 
b) Written procedures for the assignment of vehicles.  

 
c) Written procedures regarding the service and repair of vehicles.  

 
d) Vehicles logs which identify each vehicle by year, make and number and which include the 

following information:  
  

1. The name of driver  
2. Date driven  
3. Purpose of trip  
4. Destination(s) – start and ending point, including all stops  
5. Start and end trip odometer reading  

 
Vehicle logs will be kept on file for the lifetime of the vehicle along with the vehicle maintenance 

log. 
  

e) A file of complaints received concerning misuse of County vehicles assigned to their department, 
including action taken to investigate the complaint, result of the investigation and action taken 
relative to the employee driving the vehicle if the complaint is substantiated will be maintained 
by the department.    

 Reports of complaints and action taken must be filed with the Clerk of the Board no later than one 
week after the complaint is received. 

 
MISCELLANEOUS  

5. Except as prohibited by the nature of the work, all County vehicles will be clearly marked 
Delaware County, numbered, and will show the name of the department.  

 
6. Employing departments shall obtain a New York State affidavit and transcript of the driver’s 

record from the Motor Vehicle Bureau for those potential employees who will operate a motor 
vehicle.  

 
7. Departments may adopt such additional policies and procedures regarding the assignment and use 

of County vehicles as they deem necessary, provided such policies are not less than the policies 
and procedures contained herein.  
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8. All current and new employees who operate County vehicles shall be given a copy of these 
policies and procedures and any additional policies and procedures established by the various 
departments by the department head or appointing authority.  

 
OPERATING REGULATIONS  

1. Only authorized County employees, or drivers approved by the Insurance Committee who have a 
valid driver’s license shall operate County vehicles.  

 
2. Only County employees, clients or other authorized individuals who are approved by this Board, 

shall be transported in County vehicles.  Board approval shall consist of a written request by a 
Department Head submitted on the appropriate vehicle use form followed by approval of the 
concerned oversight committee, Insurance Committee and Board Chairman.  

 
3. County vehicles shall be used for official County business only, except  for stops on the direct 

route to and from work provided such stops are of a short duration  and do not require any 
additional travel and do not interfere with an employee’s work.  

 
4. Under no circumstances shall County vehicles be driven when the operator has been drinking 

alcoholic beverages or when the driver is under the influence of any drug or medication that 
would impair his or her ability to drive.  

 
5. Vehicles shall at all times be operated in a safe manner and in accordance with all appropriate 

motor vehicle laws and regulations.  
 

6. All accidents, damage to property or personal injuries involving a County vehicle shall be 
reported to the employee’s department head or his or her designee immediately. In addition to a 
verbal report, the driver shall file with his or her department head a New York State Department 
of Motor Vehicle Accident Report and a copy thereof shall be forwarded to the Clerk of the 
Board.  The Clerk of the Board shall further be notified of all accidents involving County 
vehicles by the respective department no later than the next business day following the 
accident.  

 
7. The Clerk of the Board will keep a list of all authorized drivers of County vehicles.  The 

departments shall notify the Clerk of the Board of any changes (additions/deletions) to the list of 
drivers.  

 
8. The Clerk of the Board shall inform Department Heads of any driver notifications received from 

the Department of Motor Vehicles.  The Department Head will advise the Clerk of the Board of 
what action, if necessary, was taken within a week of receipt of said notification.  

 
9. All convictions of any moving violations shall be reported in writing to the employee’s 

department head or his or her designee and the Clerk of the Board.  
 

10. County vehicles which are damaged as a result of accidents shall be the responsibility of each 
individual department to have them repaired.  Where the accident is contested as to who is at 
fault or where another party has been determined to be at fault, the responsible department shall 
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have its vehicle repaired in accordance with the requirements of the insurance company that will 
be paying for the repairs.  In case of repairs for damages which are attributable to the County 
employee operating the vehicle, each department shall be responsible for filing an estimate of 
damages, prior to the commencement of repairs, with the Clerk of the Board for review and 
approval of the Insurance Committee prior to the commencement of repairs.  In the case where 
an initial estimate for damages exceeds $5,000 each department shall secure at least a second 
estimate and file both estimates with the Clerk of the Board for review and approval of the 
Insurance Committee prior to the commencement of repairs.  

 
DISCIPLINARY PROCEDURES  

1. Conviction of driving while intoxicated or while one’s ability is impaired while operating a 
County vehicle may be basis for termination of employment.  

 
2. Loss of a driver’s license by an employee required to operate a vehicle as part of their normal 

duties will be justification for removal of that employee from his or her position.  
 

3. The first conviction of a moving traffic violation other than DWI or DWAI will normally result in 
a counseling memorandum being issued to the employee; a second conviction will result in a 
written warning; a third conviction will result in the loss of the use of the vehicle and/or other 
disciplinary action.  This procedure may be modified based on the nature of the infraction; i.e. a 
more serious violation may result in an immediate warning or loss of use of vehicle or other 
disciplinary action, including suspension or termination of employment.  

 
4. The first incident of unauthorized use of a County vehicle will normally result in a counseling 

memorandum being given to the employee, a second incident will result in a written warning, a 
third incident will result in the loss of the use of a County vehicle and/or other appropriate 
disciplinary action.  This procedure may be modified based on the nature of the unauthorized 
use; i.e. a more serious violation may result in an immediate warning or loss of use of vehicle or 
other disciplinary action, including suspension or termination of employment.  Failure to 
maintain a vehicle log as required or falsification of a log shall be considered as an unauthorized 
use of a vehicle.  

 
5. Any disciplinary action taken against an employee pursuant to these policies shall be in 

accordance with appropriate disciplinary procedures established by law.  
 
  Any revisions or modifications to this policy shall be done by Board resolution. 
 

MILEAGE/MEAL REIMBURSEMENT 
 

Mileage for use of personal automobile while on official County business is a rate set by the Board of 
Supervisors.  Documented parking fees and tolls which are actually and necessarily incurred while on 
County business shall be reimbursed when an employee is operating either a County or personal vehicle. 
 
Reimbursement for meals while on official business outside Delaware County are established by the 
Board of Supervisors. The current reimbursement rate may be obtained from the your supervisor or the 
Personnel Department. 
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The foregoing meal allowances shall not apply in cases where a luncheon or dinner is scheduled as part of 
a conference for which the employee has received prior authorization; in which case the rate established 
or set at the conference shall be paid; provided, however, that the luncheon or dinner is part of the 
business of the conference and evidence of such rate is presented with the claim.  Receipts for meals 
must be attached to the reimbursement claim." 
 
Employees should also refer to the language contained in their collective bargaining agreements. 
 
Note: Pursuant to State Comptroller’s Opinions 82-213; 77-667 and 69-522, alcoholic beverages are not 
reimbursable meal expenses.  
 
Training/Travel Time:   

· 1 day training out of the county – participants are paid their standard work day (for example 7 
hours) plus travel time to/from the training.   

• Multi day training where staff spend the night - participants are paid their standard work day 
daily, plus travel time to the training on the 1stday and from training on the last day  

• Multi day training where staff CHOOSE not to spend the night (commute daily) – they get paid 
same as above (b)  

• Multi day training where no hotel accommodations are provided – paid like (a) above – standard 
day plus travel time each day.  

• If the first/last day of training are partial days (for example, training starts at 1:00 PM 
on Monday & ends at 12:30 on Friday) – staff have to come to the office and work until it is time 
to leave to go to training so no travel time/OT is paid as it is part of their work day.  Same goes 
on the last day – they have to come back to the office and finish their day so no travel time/OT is 
paid (or they can be in the field and do home visits that afternoon).  

 
  

WORKPLACE VIOLENCE POLICY 
 

Delaware County has zero tolerance for any employee or individual on County property who threatens, 
intimidates, or infers violence against any person or property associated with Delaware County.  
Delaware County considers any threat of violence or potential violence as legitimate, and takes immediate 
appropriate action, including involvement of law enforcement. 
 
An employee who witnesses or becomes aware of any threats or acts of violence should inform the 
employee’s supervisor or other management staff immediately.  Any suspicious individuals or activity 
must be reported to the employee’s supervisor immediately 
 
Provoking a fight or fighting is prohibited at all times while on County property or at any location while 
representing Delaware County. 
 
Despite some laws that allow people to carry firearms in public, Delaware County prohibits anyone from 
possessing or carrying weapons of any kind on County property, in County vehicles, or while on County 
time.  This includes: 
  



  

51 

>any form of weapon or explosive; 
>all firearms; and 
>all illegal knives or knives with blades that are more than six (6) inches in length. 
  
Employees are responsible for making sure that any item they possess is not prohibited by this policy.  
Police officers or other individuals who have been given consent by Delaware County to carry a weapon 
on the property will be allowed to do so.  This includes employees of the county and other persons 
possessing the powers of a peace officer the same as defined in the penal law.  These persons may 
possess such items in the performance of their duties as a peace officer. 
 
For purposes of this policy, County property is defined as any parking lot, building or portion thereof, 
owned, leased or rented by Delaware County.  
 
Delaware County, New York is the provider of municipal and related community services. The County 
strives to provide a safe work environment to all of its employees and to those that it serves. 

The County is committed to providing a safe work environment for all employees. The County will 
respond promptly to threats, acts of violence, and acts of aggression by employees or against employees 
by coworkers, members of the public or others. 

The County’s response may also include removal of third-party vendors/contractors from buildings or 
termination of contracts with such vendors/contractors. 

The term “workplace violence” is defined as any physical assault, threatening behavior or verbal abuse 
occurring in the work setting.   

Delaware County prohibits workplace violence and will not tolerate violence, threats of violence, or 
intimidating conduct in the workplace. Complaints of workplace violence will be given serious 
attention. Security and safety in the workplace requires the cooperation of every employee. 

This policy sets forth standards for employee conduct and guidelines for reasonable precautions. The 
accompanying procedures outline response to threats or violence should they occur in the workplace 
whether in a County facility or while performing duties in the County. 

The term “workplace” is defined as any location away from ‘an employee’s domicile, permanent or 
temporary, where an employee performs any work-related duty in the course of his or her employment for 
the County. 

The term “employee” is defined as a public employee working for an employer. 

Prohibited Conduct 

A. The County will not tolerate any act or threat of violence, harassment, intimidation, and other 
disruptive behavior in the workplace, on County property or while in work status for the County. 

B. No person may engage in violent conduct or make threats of violence, implied or direct, on County 
property or in connection with County business. This includes but is not limited to: 
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1.  The use of force with the intent to cause harm, e.g. physical attacks, or any unwanted contact such as 
hitting, fighting, pushing or throwing objects; 

2.  Acts or threats which are intended to intimidate, threaten, coerce, or cause fear of harm whether 
directly or indirectly; and 

3.  Acts or threats made directly or indirectly by oral or written words, gestures or symbols that 
communicate a direct or indirect threat of physical harm or mental harm, 

C.  No person, without legal authority, may carry, possess or use any weapon on County property or in 
County buildings or facilities. 

Department Head 

The Department Head or his/her designee is responsible for the implementation of this policy. This 
responsibility includes immediately notifying the Clerk of the Board, ensuring appropriate investigation, 
follow-up, creation of records and maintenance of such records of reported incidents of workplace 
violence. 

Risk Evaluation 

Workplace violence can occur in any workplace setting. However, some settings or factors may pose a 
greater degree of workplace violence risk. Employment situations or factors that may pose higher risks for 
Delaware County employees include, but are not limited to: 
 
· Working in public settings  

• Working late night or early morning hours  

• Exchanging money with the public  

• Working alone or in small numbers  

• Working in a setting with uncontrolled access to the workplace  

• Working in a setting where previous security problems have occurred  

• Having a mobile workplace assignment  

• Working with a population which might expose one to potentially violent persons (such as criminal 
justice   settings)  

• Having duties that include the delivery of passengers, goods or services 

 
 

 
Indicators of increased risk of violent behavior may include: 
 
Direct or veiled threats of harm 

Intimidation, belligerence, bullying or other inappropriate behavior directed at others 
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Numerous conflicts with supervisors and employees; verbal comments indicating expressions of hostility 
directed at coworkers, supervisors or others 

Bringing an unauthorized weapon to work brandishing a weapon in the workplace, making inappropriate 
reference to guns or fascination with weapons 

Fascination with incidents of workplace violence, statements indicating approval of the use of violence to 
resolve a problem, or statements indicating identification with perpetrators or workplace homicides 

Statements indicating an increased tone of desperation from the person, feeling that normal    
interventions to solve the problem will not work, feeling hopeless about a situation at work, with family, 
financial and other personal problems 

Signs of abuse of drugs/alcohol on or off the job 

Extreme or uncharacteristic changes in behavior or displays of emotion 

Employees with on-going domestic difficulties 

Employees with a temporary order of protection against any respondent 

These behaviors should be immediately reported to the Department Head or Personnel Officer. 
Sometimes, small behavior problems, which can precede the above behaviors, are dismissed or ignored, 
allowing problems to fester. In the employee’s mind, the situation can become more intense. Early 
notification/involvement may be the appropriate intervention, it is important to remember the employee 
must be treated with dignity, mutual respect and fairness in this process.  

Some of these types of behavior are listed below: 

Withdrawal from friends, coworkers, and/or one’s social circle 

   

Unexplained absence from work area or marked increase in tardiness and/or absenteeism 

Noticeable deterioration of personal hygiene and appearance 

Common Issues that may trigger workplace violence: 
  1. Employee issues 
 > Negative performance review 

 > Unwelcome change in role due to performance or reorganization issue 

 > Criticism of performance 

 > Conflict with coworker or supervisor 

 > Personal stress outside the workplace 

 > Increased workload or pressure 

2. Workplace issues (any of the following may be an employee’s perception of issues) 
 > No clearly defined rules of conduct 

 > Lack of training 

 > Inadequate hiring practices/screening of potential employees 
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 > Insufficient supervisor 

 > Lack of discipline or inconsistent discipline in workplace 

 > Lack of or inadequate employee support systems 

 > Failure to address incidents as they occur 

 > Overly authoritarian management style 

Taking this into account, there are three key elements that may help to prevent a violent situation from 
occurring; 

1. Recognizing the early warning signs (such as a change in a person’s behavior preceding 
an episode of violence) 

2. Recognizing issues or events that may trigger violence 

3. Early intervention to prevent a violent incident from occurring 

Please note: It is important to be careful when drawing assumptions or relying solely on any of the 
above behaviors as indicators of violence. 

 

Response Procedures 

The following procedures are recommended to be followed whenever an employee files a complaint with 
the Department Head alleging a violation of the Delaware County Workplace Violence Prevention Policy 
has occurred or when a violent incident occurs. 

Emergency and non-emergency (threatening) situations 

A “threatening situation” is a situation where one person, through intimidating words or gestures has 
induced fear and apprehension of physical harm in another person but there is no immediate danger of 
such harm being inflicted. The steps listed under the “Non-Emergency (threatening) Response Procedure” 
are recommended to be followed whenever a threatening situation occurs. 

 
A situation is an “emergency” if an injury has occurred or there is an immediate threat of physical harm. 
Individuals should always consider their personal safety first in all emergency situations. If possible, the 
“Emergency Response Procedure” should be followed whenever an emergency occurs. 

 

 

Non-Emergency (threatening) Response 
Procedure 

A threatening situation is defined as a situation 
where: 

One person, through intimidating words or 
gestures, has induced fear and apprehension of 

Emergency Response Procedure 
A situation is an emergency if: 

1)  an injury has occurred OR 

2)  there is an immediate threat of physical 
harm. 
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physical or other harm in another person but there 
is no immediate danger of such harm being 
inflicted. 

You should consider your personal safety 
first in all emergency situations.  If possible, 
you should use the following response 
procedure. 

Step 1  Employee immediately notifies his or her 
immediate supervisor. 

Step 1  First person on the scene quickly 
assesses the situation and the risk. 

Step 2  The immediate supervisor conducts 
preliminary inquiry and prepares report for the 
County’s record. 

Step 2  First person on the scene calls 911 
for security/medical assistance and ensures 
needs of the injured are met.  Employee 
must also immediately notify the Department 
Head of the situation. 

Step 3  If there has been serious misconduct or 
criminal behavior by a County employee, the 
employee’s supervisor will contact the Department 
Head and take no further action unless advised to 
do so. 

Step 3  The Department Head will 
immediately assess whether there is an 
emergency situation and prepare report for 
the County’s record. 

Step 3a  If there is no immediate threat of violence 
and no serious misconduct or criminal behavior by 
a County employee, the employee’s supervisor will 
continue investigation, resolve/mediate the matter, 
initiate disciplinary action, if appropriate 

Step 4  The Department Head, in an 
emergency situation where there is an 
immediate threat of violence, will ensure that 
law enforcement and medical personnel have 
been notified. 

Step 4  The Department Head ensures that a 
written summary report of the incident and all 
actions taken is prepared and maintained in County 
files that may be reviewed by the NYS Department 
of Labor. 

Step 5  Proceed with Non-Emergency 
Response Procedures, Steps 3-5. 
 

Step 5  I an emergency situation develops, follow 
steps for Emergency Response Procedure. 

 

 

Retaliation 

Retaliation action against anyone acting in good faith who has made a complaint of workplace violence, 
who has reported witnessing work place violence, or who has been involved in reporting, investigating, or 
responding to workplace violence is a violation of this policy. Those found responsible for retaliatory 
action will be subject to discipline up to and including termination.  

Information and Training for Employees 

A. At the time of employees’ initial assignment and annually thereafter, the County shall provide is 
employees with a copy of the Delaware County Workplace Violence Prevention Policy and the following 
information and training on the risks of violence in their workplace(s): 
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 1. the requirements of NYS Labor Law 27-b; 

 2. the risk factors in their workplace(s); and 

 3. training sessions that outline: 

 the measures employees can take to protect themselves from such risks, including 
specific procedures the County has implemented to protect employees. 

B. Employees will sign a form attesting that he/she has read, understand will abide by the Delaware 
County’s Workplace Violence Prevention Policy. 

 The Delaware County is committed to the safety and security of our employees.  Workplace violence 
presents a serious occupational safety hazard to all people in our workplace.  People in the workplace 
include the agency, employees, residents and visitors to the Delaware County.  Threats, threatening 
behavior, or acts of violence against employees, visitors, guests, or other individuals by anyone on the 
Delaware County property will be thoroughly investigated and appropriate action will be taken, including 
summoning criminal justice authorities when warranted.  All employees are responsible for helping to 
create an environment of mutual respect for all people in the workplace. following all policies, procedures 
and program requirements, and for assisting in maintaining a safe and secure work environment. 

 This policy is designed to meet the requirements of NYS Labor Law 27b and highlights some of the 
elements that are found within our Workplace Violence Prevention Program. The process involved in 
complying with this law included a workplace evaluation that was designed to identify the workplace 
violence hazards our employees could be exposed to.  

Other tools that were utilized during this process included establishing a committee made up of 
management and Authorized Employee Representatives who will have an ongoing role of 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. 

 The goal of this policy is to promote the safety and well-being of all people in our workplace. All 
incidents of violence or threatening behavior will be responded to immediately upon notification. The 
Delaware County has identified response personnel that include a member of management and an 
employee representative. 

All County employee personnel are responsible for notifying the contact person designated below of any 
violent incidents, threatening behavior, including threats they have witnessed, received, or have been told 
that another person has witnessed or received. 

Failure to abide by the Delaware County Workplace Violence Prevention Policy may result in 
disciplinary action including possible termination of employment. 

 

DELAWARE COUNTY COMPUTER USE POLICY 

Delaware County provides computers, including the use of an electronic mail system and the internet, for 
county officers and employees for the conduct of County business.  County computers, software and 
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communications (including Internet and email) are to be used for the purpose of conducting County 
business, or gaining technical or analytical advice for County business.   Employees will use the 
Delaware County computer system in a professional manner for work related purposes.  Subject to the 
below, personal use of County computing equipment is prohibited, including but not limited to, use for 
personal or commercial gain, leisure or advancing individual opinions.   
 
Electronic Mail: 
 
The electronic mail system is County property.  All messages created, sent or received on the electronic 
mail system are and remain the property of the County. The confidentiality of any message should not be 
assumed. Employees should be aware that all electronic messages are backed up and may be recalled or 
recorded for County review. 
  

A.  The use of the electronic mail system is reserved solely for the conduct of County business.  It may not 
be used for personal business.  

B.  The electronic mail system may not be used to solicit for commercial ventures, religious or political 
causes, outside organizations or other non-job-related activities.  

C.  The electronic mail system is not to be used to create or receive offensive, disruptive, fraudulent, 
harassing, or obscene messages, such as but not limited to, messages containing obscene language, sexual 
implications, racial slurs, gender specific comments, or any other comment that addresses someone’s 
race, age, religious or political beliefs, national origin, sexual orientation or disability. 
  

D.  No messages will be transmitted under an assumed name nor are users permitted to obscure the origin of 
any message.  

E.  If an employee receives unsolicited email that violates this policy, the employee should notify his or her 
supervisor immediately.   
 
Internet/Electronic Device Usage: 
  

A.  Use of the Internet must not disrupt the operation of the County network or the network of other users, 
nor interfere with employee productivity.    

B.  Users are strictly prohibited from accessing the Internet for any unethical purpose, or any illegal activity, 
including but not limited to pornography, violence or gambling, or any other behavior which may be 
considered unprofessional and inappropriate in the workplace by a reasonably prudent person.  

C.  The Internet shall not be used for personal gain or advancement of individual views.  
D.  Each employee is accountable to the County for the content of all text, audio or images that they place or 

send over the Internet.    
E.  If any employee accidentally accesses an inappropriate website in the normal course of business, the 

employee should notify his or her supervisor immediately.  
F.  Harassment of any kind through use of the Internet is prohibited.  
G.  Registration of the County in any news group or chat room is prohibited.   

 
General Computer/Electronic Device Use 
All data is the property of Delaware County on the Network and/or the desktop hard drive disk. This 
includes, but is not limited to, any message created, sent or received on the electronic mail 
system.  
 
Employees will not access and/or attempt to access information contained on County computers without 
proper authorization 
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Your password is your key to the network, its servers, services, and data, so keep it private and safe.  Do 
not post it on your monitor or share it with anyone, except your department head/designee, as requested. 
  
The personal use prohibitions contained herein notwithstanding, personal use of a limited and incidental 
nature or  
as authorized or further regulated by the employee’s department head shall be acceptable. 
      
The County reserves the right to periodically review, audit, intercept, access and disclose all messages 
created, received or sent over the electronic mail system for any purpose, and any internet or software 
usage.  Department heads in conjunction with information technology staff and the Personnel Office 
have the right to monitor the system for their respective departments. If necessary, the County also 
reserves the right to advise appropriate officials of any illegal activities. 
 
Violations of this policy may result in disciplinary action in accordance with applicable law and 
bargaining agreements.  
 
 
 
 
 
 

DELAWARE COUNTY SOCIAL MEDIA POLICY 
 
I. POLICY 
The County of Delaware acknowledges that social networking exists and neither encourages it nor 
discourages its use.  The County recognizes that traditional communication methods are now 
supplemented or replaced by use of various social media technologies.  Using social media technologies 
to share news and disseminate information is an effective low-cost way to inform and interact with our 
community. 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 Computer Use Policy 
should be read in conjunction with the Social Media Policy.  Employees are also reminded that the 
County’s Discrimination, Harassment and Workplace Violence Policy, along with any local, state and 
federal rules and regulations apply in full to the use of Social Media.  Personal use of County Social 
Media Sites is strictly prohibited.  Violation of this policy may result in disciplinary action. 
 
II. SCOPE 
This Policy applies to all employees, volunteers and interns of Delaware 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  
Delaware 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 Delaware County Departments. 
1. A Department Head who wishes to establish a department social media site must submit 
such request in writing to the Clerk of the Board.  The request must include the Social Media outlet to be 
utilized, identify the intended audience, summarize the type of information expected to be 
shared/displayed, discuss the anticipated benefit from establishing the site, identify who will create 
content for the site and interface with the Director of Information Technology. 
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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 Clerk of the Board 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 Chairman of the Board 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. A Department Head’s decision to use social media must be approved by their Committee 
and the Chairman of the Board and supported by underlying justification pertaining to the department’s 
goals and mission, audience, legal risks, technical capabilities and potential benefits. 
 
3. Department Heads who choose the use of social media networks must have a strong 
understanding of the risks associated with use.  Department Heads may engage the Information 
Technologies Department for guidance in assessing the risks of utilizing a specific social media site in 
comparison with business opportunities expected.  The County Attorney’s office may also be consulted 
regarding anything related to social media use. 
 
4. Departments utilizing social media must: 
 
a.  Establish a well thought out social media strategy 
b. Develop and maintain department specific social media policy and procedures 
c. Have security controls in place to protect County information and technology assets. 
5.  County social media network accounts must be created using an official County email 
account. 
 
6. Sites must contain visible elements that identify them as official Delaware County sites.  
Among other items, this includes displaying official County seals, department brands, contact information 
and a link to department sites and the main Delaware County site. 
 
7. Departments choosing to allow discussion on social media content shall consult with the 
County Attorney to develop department-specific disclaimers to meet the County’s legal needs.  Sites that 
allow discussion shall inform visitors of the intended purpose of the site and provide clear statement of 
the topic introduced for discussion so that the public is aware of the limited nature of the discussion and 
that inappropriate posts are subject to removal, including but not limited to the following types of 
postings regardless of format (text, video, images, links, documents, etc.): 
 
a.  Comments not topically related 
b. Profane language or content 
c. Content that promotes, fosters or perpetuates discrimination on the basis of race, creed, 
color, age, religion, gender, marital status, with regards to public  
assistance, national origin, military status, familial status, physical or mental disability, sexual orientation 
or any other status or category protected by law 
d. Sexual content or links to sexual content 
e. Solicitations of commerce 
f. Conduct of encouragement of illegal activity 
g. Information that may tend to compromise the safety of the public or security of the public or 
public systems 
h. Content that violates the legal ownership interests of any other party 
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i. Comments or content related to County personnel 
j. Politically biased 
k. Social media pages should state that the opinions expressed by visitors to the page(s) do not 
reflect the opinions of Delaware County 
l. Pages shall clearly indicate that any content posted or submitted for postings is subject to 
public disclosure 
m. The municipality retains the right to delete comments that are not in accordance with the 
entities social media purpose 
 
8. Records Management – Department use of social media shall be documented and 
maintained in an easily accessible format that tracks information and preserves items that may be 
considered public record subject to disclosure under the New York State Freedom of Information Law 
(NYSFOIL). 
a.  Departments are responsible for the creation, administration and deactivation of social 
media accounts. 
b. Account password information shall only be shared with authorized employees who have 
been designated by the Department Head to fulfill the role of site account administrator. 
c. Accounts shall promptly be reset when an employee is removed as an account administrator. 
d. A copy of all accounts and passwords will be stored with the Director of Information 
Technology and updated whenever a change is made. 
 
9. Site Monitoring – Department social media pages shall be monitored regularly and prompt 
corrective action shall be taken when an issue arises that places, or has the potential to place, the County 
at risk. 
a.  Department social media site administrators shall review site activity and content daily for 
exploitation or misuse. 
b. Departments that allow the public to post comments, links or material directly onto their 
social media site shall have an established process, including the technical capability outside of the 
County’s network, to verify that the posting is acceptable.  Posts deemed technically harmful or 
inappropriate shall be handled in accordance with this procedure. 
c. If a comment posted to a County managed Social Media site by a member of the public 
includes threatening language, or may signal an imminent danger to any department or individual, record 
the comment and immediately notify the Department Head.  The comment(s) must be removed as soon 
as possible (also see section 7. Of this policy).  The site administrator or Department Head may also wish 
to consult with the County Attorney’s Office and/or Clerk of the Board of Supervisors if there are liability 
concerns. 
10. Departmental use of Social Media must comply with laws and procedures including, but not 
limited to, copyright, records retention, privacy laws, the NYS Mandated Compliance Program, NYS 
Freedom of Information Law (FOIL), HIPAA (Healthcare Insurance Portability and Accountability Act), 
and HITECH (Health Information Technology for Economic and Clinical Health).  Departments shall 
not disclose confidential or proprietary information on Social Media sites.  Sharing of posted content 
owned by others shall be performed in accordance with copyright, fair use, and established laws 
pertaining to materials owned by others.  This includes, but is not limited to quotes, images, documents, 
and links. 
 
11. Employee Personal Use of Social Media – Delaware County respects the right of employees 
to use social media as a medium of self-expression on their personal time.  As role models for the 
community, however, employees are responsible for their public conduct even when they are not 
performing their job duties as employees of the county.  Employees will be held to the same professional 
standards in their public use of social media and other electronic communications as they are for any 
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other public conduct.  Further, county employees remain subject to applicable state and federal laws, 
even if communicating with others concerning personal and private matters.  If an employee’s use of 
social media interferes with the employee’s ability to effectively perform his or her job duties, the 
employee is subject to disciplinary action.  County employees are prohibited from accessing social 
networking websites for personal use during working hours.  
 
12. Personal Posting to Social Media Sites – employees who use social media for personal 
purposes must be aware that the content they post may be viewed by anyone, including community 
members.  Employees shall observe the following principles when communicating through social media: 
a. Employees shall not post confidential information about other employees or the Delaware 
County government 
b. Employees shall be professional in all Internet postings related to or referencing the 
Delaware County government and other employees 
c. Employees shall not us profane, pornographic, obscene, indecent, lewd, vulgar or sexually 
offensive language, pictures or graphics or other communication that could reasonably be anticipated to 
cause a substantial disruption to Delaware County government. 
d. Employees shall not use the County’s official seal or other copyrighted material of the 
County without express, written consent from the County Board of Supervisors. 
e. Employees shall not use Internet postings to libel or defame other  
County employees or County Departments. 
f. Employees shall not post inappropriate content that negatively impacts their ability to 
perform their jobs. 
g. Employees shall not use Internet postings to engage in any other conduct that violates 
County policy or state and federal laws. 
 
13. Definition – Social Media:  various forms of information-sharing technology used to create 
internet-based content that produces communication and/or conversations.  Forms of social media 
include, but are not limited to, social networking, blogs, video sharing, picture-sharing, wall-postings, e-
mail, instant messaging, podcasts, wikis, message boards, online forums, RSS and other syndicated web 
feeds. Examples of social media outlets include, but are not limited to, Google and Yahoo Groups 
(reference, social networking), Wikipedia (reference), Facebook (social networking), YouTube (social 
networking and video sharing), Twitter (social networking and micro blogging), Instagram (photos and 
videos), Snapchat (time-limited posts), Pinterest (themed sharing), LinkedIn business networking) and 
other news media comment sharing/blogging. 
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DELAWARE COUNTY 
CONTINUATION OF 
OPERATIONS PLAN: 

 
PUBLIC HEALTH EMERGENCY 
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PREVIOUS CONTINUATION OF OPERATIONS PLANNING EFFORTS 
 
This plan is exclusively for and is applicable to Delaware County. This plan is pertinent 
to a declared public health emergency in the State of New York which may impact 
our operations; and it is in the interest of the safety of our employees and 
contractors, and the continuity of our operations that we have promulgated this 
plan. 

The plan was developed based on best practices, and guidance available largely as 
a result of the Coronavirus pandemic. The plan is intended to provide guidance for 
future public health emergencies but will also act as a guidance document for any 
new challenges that arise as a result of the ongoing Coronavirus pandemic. This 
document is an addendum to the existing county 2016 COOP plan specific to 
pandemic or health crisis and that this section does not negate any of the already 
adopted procedures in the COOP. In addition, this plan will work in conjunction with 
previously adopted emergency and operations plans including but not limited to the 
following: 

Delaware County Emergency Services Continuation of Operations Plan (COOP): June 
2016 

Delaware County All Hazard Mitigation Plan (AHMP): 2021 update in progress 

Delaware County Comprehensive Emergency Management Plan (CEMP): 2004 

During the time of pandemic response, existing emergency practices will be adhered 
to and pandemic related plan components will be referred to for initial guidance and 
formation of the Emergency Operations Command (EOC)  
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PLANNING EXPECTATIONS 
 

- Communication. Internal and external communication will be critical to success. 

- Flexibility. Recognize there may not be a one size fits all approach, and flexibility 
is key. 

- Increased Fiscal Stress. While the magnitude of a future event is unknown, it is 
assumed all levels of government and the economy will be under significant 
fiscal stress. As a result, departments must strategize and plan for the 
reduction of revenue streams and the potential for staff reductions. 

- Organizational Structure. Organizational structures and positions may 
need to be changed to provide proper supervision and oversight in 
the new environment. 

- Iterative. The planning process is not a one-time process. Rather, it is an 
iterative process that will be continued on an ongoing basis as the situation 
evolves and we learn additional information. 

- Priorities. There may likely be a constant shift in resource priorities, 
based on new information. 

- Public Health Guidance. Public Health guidance will be provided by the Department 
of Public Health. 

- Social Distancing and PPE. Social distancing and use of PPE [i.e. masks, gloves, 
etc.] for the public and employees is going to be part of the new normal and 
will be provided as required. 

- Workflows. Reevaluate all workflows to identify new ways of working, new 
online services, use of new technology to automate processes 

- Working Remote. Working remote may become a part of the new normal 
for many employees and should be maximized where appropriate to assist 
in social distancing. 
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IDENTIFICATION OF ESSENTIAL MISSIONS AND WORKERS 
When confronting events that disrupt normal operations, Delaware County is committed 
to ensuring that the essential functions of the County will be continued, even under the 
most challenging circumstances. 

 
For this plan, an “essential employee” shall refer to a designation made that a public employee 
or contractor is required to be physically present at a worksite to perform his or her job. 

 
The essential positions for Delaware County have been identified as: 

 
DEPARTMENT POSITION JUSTIFICATION 

 
 
Board of 
Elections 

 
Commissioner [2] This is a bi-partisan office and are considered essential 

employees during an election cycle as indicated by the 
official State Board of Election calendar. All duties have to 
be done at the official office , all essential information 
tasks cannot be done on laptops due to cyber security 
risks. 

Deputy 
Commissioner [2] 

Clerk [2] 

 
 
 
 
 
Buildings & 
Grounds/ 
Maintenance 

 
Superintendent Must be on site to oversee that all buildings are maintained 

for all county functions. 

 
Building 
Maintenance 
Mechanic [9] 

 
Must be on site to keep all buildings and systems in good 
repair for all county functions. 

 
Building 
Maintenance  
Aide  [7] 

Must be on site to keep all county buildings clean and 
disinfected for safe occupancy of all employees as well as 
the public. 

Administrative 
Assistant 

Provides coordination and administrative functions 

Budget  Director Develops County budget(s) with input from Department 
head and oversight committees, in conjunction with the 
Clerk of the Board. 

 
 
 
 
 
 
Civil Service 

 
 
 
 
 
 
Personnel Officer 

This title is charged by the law to administer the provisions 
of the Civil Service Law, County Civil Service Rules, and 
County Civil Service Policies and Procedures for Delaware 
County in Delaware County; as well as oversight of the 
human resources operations [including payroll] for the 
County. This position plays a key role in coordinating the 
staffing efforts for the County, especially in the wake of a 
Public Health Emergency. The nature of the duties varies 
in extremes and on-site work would be the most efficient 
process to meet the needs of the County. 
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DEPARTMENT POSITION JUSTIFICATION 
  
 
 
 
Clerk of the   
 Board  

Clerk of the Board Audit: Auditing of all vouchers submitted for payment by 
County Departments. 
Insurance Policies:  Clerk is the insurance administrator and 
handles all aspects of insurance coverage. 
Board of Supervisors: Handles of aspects of Board meetings 
(minutes, resolutions), Board correspondence, any other 
requested tasks. 

Deputy Clerk County Budget and Taxes: Assists budget officer with all 
aspects of County Budget, prepare budget, complete tax 
cap forms. Audit Town budgets, determine tax rates and 
prepare all corresponding paperwork, This period begins in 
August and ends in January. 
Staff correspondence: Provides direction to staff as 
directed by Chairman/Board of Supervisors. 
Payroll/Timesheet: Input of employee time for County 
Office Building, Fiscal Affairs and Self-insurance fund 

Administrative 
Assistant 

Self-insurance fund workers compensation:  Handling of all 
aspects of worker’s compensation claims 
Assists public 
Printing: Copying of documents as requested by 
departments.  County print shop. 

Code 
Enforcement 

Code Officer Code Officer cannot perform all tasks remotely and will 
need to have office visits and on-site inspections.  

 
County 
Board of 
Supervisors 

Chairman Responsible for ensuring the continuation of 
operations of all county departments and 
services. Additionally, will respond to media and 
resident inquires and conduct briefings of 
stakeholders as necessary. The County Board of 
Supervisors Chair will maintain both an onsite 
presence as well as remote work assignment as 
appropriate. 

Clerk of the 
Board 

The Clerk of the Board will ideally be on site to 
coordinate the response to requests and assist in 
maintaining continuity of government but may 
work remotely as needed. 

 
 
 
 
 
 
County 
Attorney 

 
Delaware 
County 
Attorney 

The Delaware County Attorney is the legal advisor to the 
county legislature and each county department 
including, but not limited to, the Public Health 
Department, the Sheriff’s Department, the Emergency 
Management Office, and the Department of Social 
Services. The County Attorney staff is responsible for the 
prosecution and defense of civil legal matters, including 
Public Health Quarantine Orders and Family Court cases 
of child abuse/neglect, juvenile delinquency, and persons 
in need of supervision. Each of the three attorneys would 
be required to assume continuity of government 
operations. The confidential secretary is necessary to 
assist the attorneys in the performance of their duties. 

 
Assistant County 
Attorney [2] 

Confidential 
Secretary to the 
County Attorney 
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County Clerk 

County Clerk Office administrator. 
Deputy County 
Clerk (3) 

Process all court work, all court work not in NYSEF system 
requires in office processing.  Processing mortgages, 
deeds, legal paperwork & DMV records. 

Records Clerk(2) Copies and entry of books, make copies from books not   
on the system and verify work processed.  
 

DMV Supervisor Responsible for maintaining office operations for 
DMV operations in the Delhi office as well as offices 
in Margaretville, Sidney and Deposit. DMV Assistant 

Supervisor 
 
DMV Database 
Clerk [6] 

All DMV transactions are performed on State run 
computers programs/systems. These are complicated 
transactions that take months of training to learn with 
special permissions to acquire access to these systems 

  Pistol Clerk  Accepts and processes new and amended pistol permit 
applications.  
  

 
 
 
 
 
 
 
Department of 
Social Services 
[DSS] 

 
[note: can perform 
some of their duties 
remotely, but are 
required to be in the 
building at least part-
time] 

 
Commissioner  

Oversite of department. The Commissioner will maintain 
both an onsite presence as well as remote work assignment 
as the circumstances dictate. 

Deputy 
Commissioner  

Oversite of department. The Deputy Commissioner will 
maintain both an onsite presence as well as remote work 
assignment as the circumstances dictate. 

Clerk [6] 
 Typists, clerks, phone operators must remain on site to distribute 
work to staff working both onsite and remotely. Handle DSS 
Switchboard and call direction. 

Principle Program 
Specialist [4] 

 Complete interviews for Emergency Assistance, conduct in-
person staff training, and Interim Assistance Reimbursements 
from the state for Social Security payments, enrollments/dis-
enrollments from Managed Long-Term Care plans.  Responsible 
for the coordination of assignments and supervision/monitoring 
to ensure that program application deadlines are met within 
state and federal guidelines.   

Program 
Specialist[12]  Complete determinations and issue benefits to clients.  

Processing claims requires an in-person review with supervisor 
prior to sign-off; phone interviews are not viable options due to 
their limitations.  TPHI has monthly enrollments and dis-
enrollments from managed care plus HIPP and MIPP payments. 

Senior Program 
Specialist[3] 

Complete determinations on applications and issue benefits to 
clients.  Processing claims requires an in-person review with 
supervisor prior to sign-off.  Significant number clients need to 
be seen in person for applications, as phone interviews are not 
viable options due to their limitations.  TPHI has monthly 
enrollments and dis-enrollments from managed care plus HIPP 
and MIPP payments. Responsible for all Medicaid cases and 
inquiries, must remain onsite, cannot work remotely. 

TPHI Specialist 

Chronic Care 
program specialist 

Special Education 
Coordinator 

Oversees educational placements for youth placed 
in foster care.  Responsible for providing 3rd Party 
Review of open/court mandated Preventive 
Services cases.   
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DEPARTMENT POSITION JUSTIFICATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Department of 
Social Services 
[DSS] 

 
[note: can perform 
some of their duties 
remotely, but are 
required to be in the 
building at least part-
time] 

CPS Caseworker It is necessary to have at least 2 Preventive/Foster Care 
caseworkers on site to be available to cover intake duties 
and response to crisis situations.  Casework staff’s remote 
work may be occasionally interrupted due to a need for 
attendance at court and/or for trial preparation.  Staff may 
need to be present in the office on these occasions. A Sr. 
Caseworker is needed in to supervise frontline staff and day 
to day unit operations of the unit.   The Grade B. Supervisor in 
Preventive/Foster Care will remain on site to retrieve and 
assign preventive services referrals and assist frontline staff 
working remotely.  Admin functions will be managed by the 
Grade A. Supervisor and Director of Services, both of whom 
will remain on site.  Clerical/Support staff are essential to 
have on-site to assist administrative tasks & remote staff 
support. 
 

CPS Sr. 
Caseworker 

Preventative/Foster
care Supervisor 

Grade A Supervisor All APS caseworkers and the Sr. Caseworker have the 
capability of working remotely.  Caseworkers will work on-
site on a two-week rotating basis (2 workers on-site, 2 
workers remote, 2-week increments).  The Grade A. 
Supervisor will remain on-site full time to provide 
administrative oversight of the unit and supervision to the 
Office of Long Term Care (OLTC) and Financial 
Management Services.  A Registered Nurse will remain on-
site to provide case management services to qualified 
OLTC recipients.   All clerical staff will remain on-site to fulfill 
the responsibility of front desk/reception coverage 

Grade B Supervisor 

Adult Protective 
Service Caseworker 

 Sr. Support    
 Investigator 

Division of Support Collection with a 2-person staffing 
requirement.  Responsible for processing work submitted by 
employees working remotely and processing walk-in cash 
payments.  Onsite staff responsible for all clerical duties.  
Off-site work for the support staff is contingent on the 
completion of a PILOT program for remote connectivity. 

 Support    
 Investigator 

Nurse 

Director of Fiscal 
Management 

Coordinates accounting activities and needs to maintain 
access to all computer systems and records 

Principle Account 
Clerk 

Needs to be onsite to access office systems, integral to 
ensure all claims are properly processed in timely manner. 

Senior Account 
Clerk 

Responsible for generating reports from the BICS system and 
manually change paper based on type of report printed. 

Director of Services  Manage of Preventative/Foster Care administrative function 

Administrative Clerical support to the Commissioner, Deputy Commissioner, 
and Staff Development Coordinator 

IT DSS Unit [2] On-site to manage hardware issues and provide in-person 
tech support as needed, though does have remote working 
capabilities. 
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DEPARTMENT POSITION JUSTIFICATION 
 
 
 
District 
Attorney 

District Attorney  
The District Attorney’s office is the chief law enforcement 
officer of the County. Under the Constitution and laws of 
this State, is responsible for the investigation and 
prosecution of all crimes and offenses committed in the 
County. [Note: can perform some of their duties remotely, but are 
required to be in the building at least part-time] 

Chief ADA 
2nd ADA 
Paralegal 
Crime Victims’ 
Services 
Coordinator 

 
 
 
 
DPW (Highway) 

Superintendent Must be on-site for weather and other highway 
maintenance issues in order to keep roadways available 
for the traveling public and emergency response. Deputy 

Superintendent 

Highway Crew 
Supervisor  

Perform daily highway maintenance including snow 
removal/emergency response to weather-related 
incidents/keep roadways available for travelling public and 
emergency response. 

General Highway 
Supervisor 
Automotive 
Mechanic [4] 

Equipment must be maintained daily/respond to 
equipment break downs/keep fleet ready for service 

Economic 
Development
/IDA 

Director Should be onsite every day to the extent feasible to 
maintain fiscal operations and direct contact duties 

Grants Manager Must be onsite 1 day per week to maintain fiscal 
operations of essential functions. 

Administrative 
Assistant 

Must be onsite 1-2 days per week to maintain fiscal 
operations for essential functions. 

 
 
   Fiscal Affairs 

 Payroll: Processing checks after Departmental input 
and approval by Personnel. 
Cash Flow Monitoring/Account Management: Daily 
management of bank accounts, transfer of funds to 
cover expenses. 

Cash receipts and daily bank deposits 

Accounts Payable: Processing checks after 
Departmental voucher input and approval by BOS 

All County financial data is maintained on the USL 
software system: Checks are processed through USL 
system and upkeep of USL system is critical. 

 
 
 
Personnel 

Personnel Officer Intermittent staffing onsite for processing County Payroll (5-
6 days per pay period) This includes all office staff.  Would 
need to access intermittently personnel files, office files, 
printers, scanner, fax machine.  Administration of outlying 
jurisdiction paperwork – Personnel Technician, Human 
Resource Clerk, Personnel Officer and Personnel Clerk – 
Roster Cards, Personnel Filed, Office files, Printers 

 

  Personnel Tech. 
Sr. Human 
Resource Clerk. 
Human Resource 
Clerk 
Personnel Clerk 
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DEPARTMENT POSITION JUSTIFICATION 
 
 

Information 
Technology [IT] 

 
 
 
Technology 
Director 

Manages all aspects of technology in the 
County. Provides administrative actions, team leadership, 
and PC/Server troubleshooting and repair.  Technicians 
provide application and workstation support to all 
departments and outside agencies that subscribe to IT 
services with Delaware County. 
[Note: can perform some of their duties remotely, but are required to 
be in the building at least part-time] 

 

Legislature 

All positions within the Legislature are considered “Non-Essential” it should be 
noted that the Town Supervisors themselves are considered “Essential” and at 
times will be required to be in the office to assist with legislative operations. 

 
 
 
Mental Health 

 
 

 

All Mental Health Clinic functions/positions are considered essential.   The clinic 
is public facing.  NYS Office of Mental Health considers outpatient mental health 
clinics essential.  Office will remain open to provide counseling services, 
medication management, crisis intervention, as well as reception and billing 
functions. 

 
 
 
 
 
 
Office of the 
Aging [OFA] 

 
 

 
Director 

Provides oversight and management of Department 
functions.  Coordinates the Animatronic Pet Project 

 Account Clerk Manages department accounts for Medical Transport 
and bus transportation services. 

 Admin. Assistant Administration of Medical Transport and bus 
transportation services.  Office communications. 

 Caseworker [3] Coordinates the daily operation of the meal delivery 
program. Provide EISEP (home care), and Link to Life (in 
home emergency response system) administration. 

 Information &  
Assistance Specialist 

Provides facilitation of shopping assistance and Friendly 
visiting telephone reassurance programming. 

 Bus Drivers Provide transportation services for senior clients 

NY Connects 
Coordinator 

Provides coordination of shopping assistance and 
Friendly visiting telephone reassurance programming. 
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DEPARTMENT POSITION JUSTIFICATION 
 
Planning 

Director The Director is responsible for all department functions, 
staff workload and all hazard mitigation coordination 
efforts.  

GIS 
Coordinator 
 
GIS Technician 

Responsible for data management and mapping for 
all hazards. Need daily access to office for computer 
systems, network access, on call to other essential 
departments 

Chief Planner  The Chief Planner can work remotely the majority of the 
time.  Limited time in the office is necessary for department 
and staff management including but not limited to signing 
vouchers, payroll and other necessary department 
documents. 
 

Watershed Affairs 
Coordinator 
 
 
 
 
 
 
 

 New York City  
Water Supply 

The Watershed Affairs Coordinator can function remotely 
most of the time with the exception of a disaster that may 
involve the New York City water supply. The Watershed 
Affairs Coordinator is the point person and primary contact 
with New York City and all regulators of the waters supply.  
Coordination with County officials and watershed managers 
will require an onsite presence as part of the Emergency 
response.   
 
As stewards of the NYC water supply, essential personnel at 
the County including the Planning Director and Watershed 
Affairs Coordinator will be responsible for coordination with 
New York City, the New York State Department of Health 
and the Environmental Protection Agency to address all 
hazards, contaminates and public health threats as needed.  
 
 

Administrative 
Assistant [2] 

Need to be in office 1-2 times a week for 
administrative functions 

 
 
Probation 

Probation Director  The Probation Department has three essential functions: 
supervision, investigation and restitution collection. Direct 
supervision over sentenced offenders/respondents i s  
n eces sa ry  to provide positive guidance and behavioral 
modification influencing law abiding behavior, and their 
work duties have a direct effect over public safety. 
 
[Note: can perform some of their duties remotely, but are required to 
be in the building at least part-time] 

Probation Assistant 
 Probation Officer 
Probation 
Supervisor 
Administrative 
Assistant 

 
 

Public 
Defender 

 
Public Defender 

 
Provide constitutionally mandated representation in Family 
and Criminal Courts.  Services needed to be provided by 
this office vary as the NYS Court System requires. 
[Note: can perform some of their duties remotely, but are required 
to be in the building at least part-time] 

Assistant Public 
Defender [2] 

Senior Paralegal 

Secretary 
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DEPARTMENT POSITION JUSTIFICATION 
 
 
 
 
 
 
 
 

Public Health 

Director of Public 
Health 

 
 
 
 
 
 
To ensure the continuation of Public Health operations 
necessary to respond to the Pandemic including Case 
investigation/Contact tracing and other essential disease 
control functions that must continue during a pandemic. 
[Note: can perform some of their duties remotely, but are required to 
be in the building at least part-time] 

Health Education 
Coordinator 
Epidemiologist 
Preschool Special 
Education 
Coordinator 
Nursing Supervisors 

Nurses 

Clerical Support 
Staff 

IT Staff 
 

 
 
 

Real Property 

Director Produce Tax rolls through state program and produce tax 
bills 
 

 Systems 
Coordinator 

Handles tax roll/bill production. Required to be onsite for 
printing and processing. 

Sr. Assessment 
Records Clerk 

Handles tax roll/bill production.  Required to be onsite for 
printing and processing. 

Tax Map Technician Positions need to be on-site but could stagger days or 
redesign office seating arrangements as necessary. GIS Technician 

Sheriff’s 
Office 

Sherriff All Sherriff’s Office positions are essential and are 
mandated by New York State Law.  Efforts to minimize 
public contact when/where appropriate will be 
employed.   

Undersheriff 
Road Patrol 
Criminal 
Investigations 
Civil Officers 
Corrections 
Officers/Staff 

Treasurer 
 Treasurer Ensure the financial structure of the County remains in 

place. Required in the office to collect tax payments, 
work with taxpayers, abstractors, attorney and 
lenders. Administrative tasks include staff payroll, 
review incoming mail/email and office operations 
management.   

Deputy 

Tax Collection Supervisor 

Account Clerk(2) 

Admin Aide 
Veterans 
Service 
Agency 

Director All positions within Agency relate to essential support 
services/benefits for veterans.  Services includes 
disabilities compensation, insurance/pension, Burial 
benefits, educational/vocational programs, 
hospitalization & treatment and transportation needs.  

Assistant 

Driver 
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Weights & 
Measures  Depending on the nature of the pandemic this 

position could be considered “non-essential”.  Must 
be physically present at the business to conduct 

    
Youth Bureau 
      [DSS] 

Director  Perform normal office and administrative tasks remotely with 
the use of a laptop secure network access.  Some tasks 
may require the Director to work on-site.  Preparing, sending 
& receiving resource allocation applications for processing 
and claims, payments and reimbursements.   
 

Special Education 
Consultant 

This position has the capability of working remotely.  The 
Special Education Consultant has already completed a 
remote pilot and was successful in fulfilling Education and 3rd 
Party Review requirements. 
 NYC Water 

Supply Planning Dept. 

 

As stewards of the NYC water supply, essential personnel at 
the County including the Planning Director and Watershed 
Affairs Coordinator will be responsible for coordination with 
New York City, the New York State Department of Health 
and the Environmental Protection Agency to address all 
hazards, contaminates and public health threats as needed.  
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PROTOCOL FOR ENABLING 
REMOTE WORK/ TELECOMMUTING 

The Delaware County IT Department will assist individual Departments with ensuring that all 
non-essential employees and contractors can accomplish their functions remotely to the 
greatest extent possible. The Department Head, in conjunction with the IT Department will 
determine the tools and resources a non- essential employee will need to work remotely. 

 
Assets to be pursued: 

- Hotspots or cell phones for staff that do not have Internet access at their remote location 
can be activated and distributed as needed by the Department in coordination with 
the IT Department. 

- The IT Dept will continue to assist with the ordering of laptops for all employees that 
may require remote access in the future. 

- The IT Department can also work to provide additional tech devices such as 
monitors and docking stations to make remote access easier and more 
convenient. 

 
Policies and Procedures: 

- The County has created and implemented Telecommuting memorandum of agreement 
to provide clear instructions on how to handle working from a remote location.  This 
policy clearly defines what rules and expectations are for working remotely for both staff 
and management and is at the direction/discretion of the department head. 

- Staff is required to use only a County-owned device to access secure County 
data from a remote location. 

- VPN client will be installed on all County-owned laptops used for remote access. 
- The IT Department has installed programming to allow staff working remotely that need 

to have access to the County phone systems/account, including access to voicemail. 
- The IT Department will continue to pursue necessary software and applications to 

increase connectivity of remote devices. 
- Each Department Head will establish a procedure within their department to ensure 

paper materials and mail to be distributed to employees working remotely as needed. 
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PROTOCOL FOR REDUCING DENSITY AT WORKSITES 
 
Delaware County Employees and Contractors are spread out amongst several separate 
county buildings/facility complexes, which allows for greater social distancing, and limits the 
risks to essential employees working within each of these buildings. 

 
Delaware County Office Building [111 Main Street Delhi, NY 13753] 
Typical Work Hours: Monday- Friday 8:30am – 5:00pm 

- IT 
- Social 

Services 
- County 

Board of 
Supervisors 

- County Attorney 
- Tax & Mapping 
- Maintenance 
- Treasurer 
- Fiscal 

Affairs 
- Legislature 

 

 
Delaware County Office Building [99 Main Street Delhi, NY 13753] 

- Public Health 
- Social Services 

  

Delaware County Public Safety Building [Phoebe Lane, Delhi NY 1373] 
Typical Work Hours: Monday- Friday 8:00am – 5:00pm 

- Sherriff                                         - Probation 
- Jail/Corrections 
- Emergency Services 
- Code Enforcement  

 
 
 

 

97 Main Street complex [97 Main Street Delhi, NY 13753]   
Typical Work Hours: Monday- Friday 9:00am – 5:00pm 

- Office for the Aging [OFA] 
- Public Defender

Delaware County Public Works Facility [Page & Gallant Ave. Delhi, NY 13753] 
Typical Work Hours: Monday- Friday 8:00am – 5:00pm 

- Public Works: Road patrols, maintenance shops, bridge crew, administration 
- Weights&Measures 
- Planning & Watershed Affairs 
- Office of Elections 
- Veterans Service Agency 
 

  Delaware County Solid Waste Management & Recycling Center (DPW)       
                                                                             [32230 NYS 10 Walton, NY 13856]  
 

 Delaware County Alcohol & Drug Abuse [34570 State Highway 10, Suite#5, 
Hamden, NY  13782] 
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Delaware County Mental Health Clinic [1 Hospital Rd., Walton, NY 13856]   
- Mental Health 
- Community Services Board 

 
  Delaware County Courthouse Building [3 Courthouse Square, Delhi, NY13753] 

- County Clerk 
- County Court 
- District Attorney 
 

  Delaware County Courthouse Suites 
- Economic Development/Industrial Development 
- Department of Motor Vehicles 
- Personnel 

 

If state or local authorities decide there is a need for reduction in-office staff and increase 
social distancing measures within the workplace, Delaware County will directly follow federal, 
state orders. In the event that there are no current federal or state orders for a reduction in 
density, the county will defer to the Flexible Work Schedule Memorandum of Agreement, 
Telecommuting policy and/or any other applicable agreements/policies in place at the time 
of this plan’s enactment.   
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Protocol for Reducing Density in Unique Departments 
Several departments have formulated department-wide plans for the reduction of staff 
operating within the building.  These plans will be referenced and evaluated based on current 
conditions and be enacted at the direction of the Department Head.   
 
This includes a combination of staff reduction and shift staggering when possible.  Employees 
that can work remotely will be instructed to do so and all visits to the office shall be coordinated 
with the Department head or official designee.   
 
Based on the time of year and the current workload of each Department, staff reductions will 
vary significantly (i.e. winter snow removal for DPW or Election cycles for Board of Elections. 
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PROTOCOL FOR PROCURING PPE 
 
The use of personal protective equipment [PPE] to reduce the spread of infectious disease is 
important in supporting the health and safety of our employees and contractors. PPE which 
may be needed can include: 

- Masks 
- Face shields 

- Gloves 
- Disposable gowns and aprons 

 

Note that while cleaning supplies are not PPE, there is a related need for cleaning supplies used 
to sanitize surfaces, as well as hand soap and hand sanitizer. The Coronavirus pandemic 
demonstrated that supply chains were not able to keep up with increased demand for these 
products early within the pandemic. As such, we are including these supplies in this section as 
they are pertinent to protecting the health and safety of our employees and contractors. 

 

Protocols for providing PPE include the following: 
- The Emergency Services Coordinator with assistance from the department heads will 

identify the need for PPE per department based upon job duties and work location. 
- Procurement of PPE 

? Delaware County will procure PPE per established purchasing policies 
? As specified in the amended law, public employers must be able to provide 

at least two pieces of each required type of PPE to each essential employee 
and contractor during any given work shift for at least six months 

- Storage of, access to, and monitoring of PPE stock 
? Delaware County has space and capacity to store the required PPE within 

county facilities, in a manner which will prevent degradation, and provide 
immediate access to PPE in the event of an emergency 

? The supply of PPE will be monitored to ensure the integrity and to track usage 
rates 
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PROTOCOL FOR EMPLOYEE/CONTRACTOR 
EXPOSURE IN THE WORKPLACE 

 
Delaware County like all businesses is at risk of having an employee or contractor exposed to 
a known case of the communicable disease that is the subject of the public health 
emergency. County employees/contractors that identify as a close contact of a positive 
case or that are notified that they have tested positive must notify their immediate supervisor 
on the day of notification. If an employee receives this notification during onsite work duties, 
they will leave the workplace and go home after notification to their supervisor 

 
If employees or contractors are exposed to a known case of communicable disease that is the 
subject of the public health emergency [defined as a ‘close contact’ with someone who is 
confirmed infected, which is a prolonged presence within six feet with that person]: 

- Potentially exposed employees or contractors who do not have symptoms should 
remain at home or in a comparable setting and practice social distancing for the 
lesser of 14 days or other current NYSDOH/public health guidance for the 
communicable disease in question. 

? As possible, these employees will be permitted to work remotely during this 
time if they are not ill. 

? The employee must check in with their immediate supervisor each day to 
ensure these protocols are followed. 

- NYSDOH guidelines for a public health emergency provide that critical essential 
employees may be permitted to continue work following potential exposure, 
provided they remain symptom-free and additional precautions are taken to protect 
them, other employees and contractors, and our constituency/public. 

? Additional precautions will include the requirement of the subject employee 
or contractor, as well as others working in their proximity, to wear appropriate 
PPE at all times to limit the potential of transmission. 

? In-person interactions with the subject employee or contractor will be limited 
as much as possible. 

? Work areas in which the subject employee or contractor was present will be 
disinfected according to current NYSDOH/ public health protocol at least 
every hour, as practical. 

? The employee must check in with their immediate supervisor each day to 
ensure these protocols are followed 

 

If an employee or contractor exhibits symptoms of the communicable disease that is the 
subject of the public health emergency: 

- Employees and contractors who exhibit symptoms in the workplace should be 
immediately separated from other employees, customers, and visitors. They should 
immediately be sent home with a recommendation to contact their physician. 

- Employees and contractors who exhibit symptoms outside of work should notify their 
supervisor and stay home, with a recommendation to contact their physician. 

- The department head in consultation with Public Health, Building and 
Grounds/Maintenance to determine whether an area or office needs to be 
closed temporarily for deep cleaning. 
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- Employees should not return to work until they have met the criteria to discontinue 
home isolation per NYSDOH/public health guidance and have consulted with a 
healthcare provider. 

- NYSDOH criteria for a public health emergency provides that persons exhibiting 
symptoms may return to work if at least 24 hours have passed since the last instance 
of fever without the use of fever-reducing medications. 

- The employee must check in with their immediate supervisor each day to ensure 
these protocols are followed 

If an employee or contractor has tested positive for the communicable disease that is the 
subject of the public health emergency: 

- Apply all of the steps outlined above for “an employee or contractor exhibits 
symptoms of the communicable disease” 

- Areas occupied for prolonged periods of time by the subject employee or contractor 
will be closed off. 

? NYSDOH guidance for a public health emergency indicates that a period of 
24 hours is ideally given before cleaning, disinfecting, and reoccupation of 
those spaces will take place. If this time period is not possible, a period of as 
long as possible will be given. NYSDOH/public health guidance for the disease 
in question will be followed. 

? Any common areas entered, surfaces touched, or equipment used shall be 
cleaned and disinfected immediately. 

? See the section on Cleaning and Disinfection for additional information on 
that subject. 

- Identification of potential employee and contractor exposures will be conducted 
? If an employee or contractor is confirmed to have the disease in question, 

Delaware County Public Health or their designee should inform all contacts of 
their possible exposure. Confidentiality shall be maintained as required by the 
Americans with Disabilities Act [ADA]. 

? Apply the steps identified above, as applicable, for all potentially exposed 
personnel. 

- The Delaware County Public Health Department or the employee’s local Health 
Department will be responsible for ensuring these protocols are followed 

Delaware County recognizes there may be nuances or complexities associated with potential 
exposures, close contacts, symptomatic persons, and those testing positive. Delaware County 
will follow NYSDOS/public health recommendations and requirements and coordinate with our 
local public health office for additional guidance and support as needed. 

Cleaning and Disinfecting 
NYSDOH guidelines will be followed for the cleaning and disinfection of surfaces/areas. Present 
guidance for routine cleaning during a public health emergency includes: 

- As possible, employees and contractors will clean their workspaces once a day, or as 
needed. 

? High traffic/high touch areas and areas which are accessible to the 
public/constituents will be disinfected at least hourly or at the discretion of the 
Building Maintenance Supervisor. 
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? The Building Maintenance Department will be responsible for cleaning 
common areas, and the frequency of such 

- Staff tasked with cleaning and disinfecting areas will be issued and required to wear PPE 
appropriate to the task. 

- Soiled surfaces will be cleaned with soap and water before being disinfected. 
- Surfaces will be disinfected with products that meet EPA criteria for use against the virus 

in question and which are appropriate for that surface. 
- Staff will follow instructions on cleaning products to ensure the safe and effective use of 

the products. 

Delaware County Policy for Leave regarding a Public Health Emergency 
Public health emergencies are extenuating and unanticipated circumstances in which 
Delaware County is committed to reducing the burden on our employees and contractors. 

 

It is our policy that Delaware County will directly follow federal and/or state orders should an 
employee be unable to work due to quarantine and/or experiencing symptoms and seeking 
a medical diagnosis.  NYS Quarantine Leave provisions shall be adhered to.  

In the event that there are no current federal or state orders for paid sick leave, the county will 
defer to the sick leave policies in the employee’s respective bargaining unit contract or 
employee handbook. 

Additional provisions may be enacted based upon need and the guidance and requirements 
in place by federal and state employment laws, FMLA, executive orders, and other potential 
sources. 

Contractors, either independent or affiliated with a contracted firm, are not classified as 
employees of Delaware County, and as such are not provided with paid leave time by 
Delaware County unless required by law. 
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 DELAWARE COUNTY COOP: PUBLIC HEALTH EMERGENCY 22  

PROTOCOL FOR DOCUMENTING WORK HOURS, LOCATIONS AND OFF- 
SITE VISITS OF ESSENTIAL EMPLOYEES 

 
In a public health emergency, it may be necessary to document work hours and locations of 
each employee and contractor to support contact tracing efforts. Identification of locations 
shall include on-site work, off-site visits. This information may be used by Delaware County to 
support contact tracing within the organization and may be shared with local public health 
officials. 

Timecard System: Some Delaware County employees utilize a Timecard system and clock 
“in” and “out” throughout the day.  These timecards are inspected daily by a 
foreman/supervisor and consolidated into a report.  

Timesheets: Many hourly and salaried positions complete an electronic timesheet 
indicating hours worked and leave allowances.  Regardless of the time tracking system 
utilized, all employee time is logged in the County PDS electronic payroll system and can 
be accessed to obtain information for all county employee work day /leave specifics.   

 
Vehicle Logs: A vehicle log will be kept in each vehicle for employees to complete once they 
are done using the said vehicle.  The log will contain information about who was traveling in 
the vehicle and any stops that were made.  County vehicle policies restricts use of vehicles to 
county employees, excepting specific department/staff allowances. 

Recording of Visitors: A sign in sheet will be employed at each office that is open to the public 
and/or accepts visitors (will apply to public as well as any Delaware County employee that 
visits another department/office.  This sheet will allow for a record of visitors with the date(s) of 
visit and contact information to assist in tracing, as necessary. 

 
PROTOCOL FOR IDENTIFY EMERGENCY HOUSING SITES FOR 

ESSENTIAL EMPLOYEES 
 
There are circumstances within a public health emergency when it may be prudent to have 
essential employees lodged in such a manner which will help prevent the spread of the subject 
communicable disease to protect these employees from potential exposures, thus helping to 
ensure their health and safety and the continuity of Delaware County’s essential operations. 

If such a need arises, local hotel rooms are expected to be the most viable option.  Delaware 
County will coordinate with the Delaware County Emergency Management Office to help 
identify and arrange for these housing needs.  This effort will be coordinated by the Delaware 
County Emergency Management Coordinator with assistance from the Delaware County 
Board of Supervisors Chairman, Delaware County Public Health Director, and Delaware County 
Personnel Officer. 
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