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9™\ HALL COUNTY

2016 Benefits Information
for Active Employees

The contents of the Hall County Benefits Summary are presented to you as a guideline and for your
information only and reflect the benefits available for the 2016 plan year. This summary is for the purpose
of providing an overview of the benefits available to eligible employees. For detailed information and a
complete list of covered and non-covered services, please refer to the Summary Plan documents. If there
are differences between this summary and the plan documents, the information in the plan documents
takes precedence. Hall County reserves the right to modify, revoke, suspend, terminate or change any or
all policies, procedures, or benefit programs in whole or in part, at any time, with or without notice. The
language in this summary is not intended to create a contract or evidence or a contract, or a guarantee of
employment between you and Hall County. The various benefit plans described in this Summary are
available only to employees eligible to participate under the terms of such plans.
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Medical and Dental

Hall County utilizes the Cigna Network of providers. Through the Cigna network, employees
have access to valuable information and resources. The tools and services available
through Cigna’s Open Access Plus plan and mycigha.com focus on delivering this access to
employees.

Through the Open Access Plus plan, each time you need care, you can choose the doctors
and other health professionals and facilities that work best for you. With the Open Access
Plan, you can.......

e Choose to see doctors or other health professionals who participate in the Cigna
network to keep your costs lower and eliminate paperwork.

e No referral specialist care

e Have the freedom to visit doctors or use facilities that are not part of the Cigna
network, but your costs will be higher and you may need to file a claim.

e Have access to Cigna’s Customer Service Representatives on a 24/7 basis

As members of the Cigna network, you get a private, secure website - myCigna.com.
Through myCigna.com, you can........

Learn more about your plan and the coverage programs available to you

View claim history and account transactions

Print claim forms when you need them

Find information and estimate costs for medical procedures and treatments
Learn how hospitals rank by number of procedures performed, patients average
length of stay and cost.

Eligibility

Regular full-time employees who are scheduled to work (32) hours or more in a week, on a
regular basis, are eligible for coverage. Benefits are effective the first of the month
following thirty (30) days of employment.

New employees have thirty-one (31) days from their date of hire to enroll. If you don't
enroll within the (31) days, you may not enroll until the next open enrollment or you
experience a family status change. Per the IRS, a qualifying family status change can be
one of the following:

e change in legal marital status due to marriage, death of a spouse, divorce,
annulment or legal separation;

e change in number of Dependents due to birth, adoption, placement for adoption, or
death of a Dependent;

e change in employment status of Employee, spouse or Dependent due to
termination or start of employment, strike, lockout, beginning or end of unpaid leave
of absence, including under the Family and Medical Leave Act (FMLA), or change in
worksite;

e change in employment status of Employee, spouse or Dependent resulting in
eligibility or ineligibility for coverage;

e change in residence of Employee, spouse or Dependent to a location outside of the
Employer’s network service area; and

e changes which cause a Dependent to become eligible or ineligible for coverage.
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Medical Benefit Plan Options

Hall County offers a Preferred Provider Organization (PPO) plan and a High Deductible
Health Savings Account (HSA) plan.

A PPO plan allows you to choose from a range of doctors and hospitals that are all
part of the same network. Networks negotiate with health care providers to charge
lower fees for their services, and this allows the PPO to pass these savings on to its
members. Participants can choose to receive care by out of network providers.
However, if a participant chooses to receive care outside of the PPO network, the
cost for services may be higher and the overall paid benefit is less.

A High Deductible Health Plan (HDP) is a medical health plan with a minimum
deductible of at least $1,300 (self-only coverage) or $2,600 (family coverage). With
the HDP, you will have the opportunity to open a health savings account (HSA).

A Health Savings Account (HSA) is a tax-favored savings account used to pay
qualified medical expenses. The employer and/or employee contribute money to the
account, which accumulates, earning tax-free interest, for future use to pay for
qualified expenses.

The HSA belongs to the individual employee on whose behalf it is opened, and is
portable to the extent an employee changes jobs, becomes unemployed, etc. HSA
funds used to pay for eligible medical expenses are not taxed. Employees can make
pre-tax or tax deductible HSA contributions, subject to specified maximums.
Employer HSA contributions are exempt from payroll related taxes. Funds remain in
the account holder’s control, and NEVER revert to the employer if unused.

In order to establish an HSA and take advantage of the tax savings, a qualified high
deductible health insurance plan must be established. The high deductible plan,
usually significantly less expensive, and much easier to understand than traditional
health plans, acts as a safety net and covers eligible expenses that are beyond the
employee's reach.

o The benefits of an HSA are:
= Use the HSA funds to pay or reimburse yourself for eligible medical
and pharmacy expenses incurred today or in the future
= Reduces your taxes in that your deposits are free from taxes; you pay
no tax on the interest that you earn and withdrawals for eligible
expenses are free from income tax.
= Carries over from year to year and goes with you even if you change
jobs.
= Hall County contributes money to your HSA
¢ Employee Only Coverage: $900 per year (funded on a
quarterly basis)
e Employee + 1 or more: $1,500 per year (funded on a quarterly
basis)
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Both the PPO and High Deductible HSA plans offer a wellness option. With the wellness
option, your premiums are lower after meeting the following requirements:
o Completion of Cigna’s online Health Risk Assessment tool (all members)
o Require completion of an annual physical within (March 2015 - April 2016)
o Require completion of required screenings based on age (March 2015 - April
2016)
o Non tobacco / nicotine user

Failure to meet the requirements stated above will shift the premium from the Wellness
premium to the standard premium

For more detailed information about the annual physical requirement and annual
screenings, please contact Human Resources.

Pharmacy Summary
* 90day medication supply
« HCG Pharmacy: 2x copay
« Cigna Mail order: 2x the retail copay
* Maintenance medication filled at a retail pharmacy will incur the $65 non-preferred
drug copayment

HCG Family Health Center

The Hall County Family Health Center includes a clinic (comparable to a Primary Care
Doctor’s office) and pharmacy (comparable to a retail pharmacy). Both the clinic and
pharmacy are staffed by licensed (where required) and trained accordingly. Employees,
retirees and their dependents covered by the medical plan are eligible to use the services of
both the clinic and pharmacy. Employees will find lower costs by using these services.

Medical Services to be provided by the independent Medical Professional at HCG Family
Health Center include but are not limited to the following:

Acute care / illnesses
e Infections, gastrointestinal symptoms, musculoskeletal injuries (strains/sprains),
other common illnesses
e Strep / flu testing

Chronic Disease Management
e Diabetes
Hypertension
Hyperlipidemia
Asthma
COPD - Chronic Obstructive Pulmonary Disease
CHF - Congestive Heart Failure
CAD - Coronary Artery Disease

Primary Care/Preventive Care
e Annual physical exams
e Lab draws
e Immunizations
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Occupational Health Services (Start date to be determined)

e On the job injuries (strains, sprains, minor lacerations)

e New hire / pre-employment physicals
e Pre-employment drug testing
e Return to work / Fit-for-duty exams

Wellness Program (Start date to be determined)

e Nutritional Services

Health Coaching

Lifestyle Risk Reduction (obesity, smoking)

Health Risk Assessments

Population Health Management programs
Wellness Seminars/lunch and learn
Self-Care Education Tools

HCG Family Health Center Hours of Operation

Day Clinic Hours Pharmacy Hours
Monday 7:30am —5:00pm 8:30am — 6:00pm
Tuesday 8:30am — 6:00pm 8:30am — 6:00pm

Wednesday 7:30am — 12:00pm 8:30am — 1:00pm
Thursday 8:30am — 6:00pm 8:30am — 6:00pm
Friday 9:00am —4:00pm 8:30am — 6:00pm
Saturday 9:00am — 1:00pm 8:30am —12:00pm
Sunday Closed Closed

Monday — Friday

No appointments from 1:00-1:30

Closed from 1:30pm-2:00pm

Health Plan Premiums

Bi-Weekly Wellness Bi-Weekly
PPO Rates Rates HSA Rates Wellness Rates
Employee Only $53.02 $44.97 Employee Only $39.37 $31.31
Employee + Spouse $151.53 $128.50 Employee + Spouse $84.55 $67.25
Employee + Employee +
Child(ren) $132.38 $112.26 Child(ren) $75.56 $60.08
Full Family $237.11 $201.06 Full Family $124.71 $99.19

** Tobacco users are required to pay a $40 per pay-period surcharge
*** Wellness rates are contingent upon completing the Wellness Eligibility Requirements
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PPO Plan Highlights

Plan Feature

In Network

Out of Network

Deductible

e Single $500 $1,500

e Family $1,500 $3,000
Co-Insurance 20% 40%
Out of Pocket Max (excluding
deductible)

e Single $2,000 $4,000

e  Family $6,000 $12,000
Office Visit

e HCG Family Health Center $0 copay

e  Primary Care (includes $20 copay Ded./Coins.

Pediatrician and GYN)

e  Specialist $40 copay Ded./Coins.

e Convenience Care $50 copay Ded./Coins.
Preventative Care $20 copay Ded./Coins.
Inpatient Hospitalization Ded./Coins. Ded./Coins.
Outpatient Surgery Ded./Coins. Ded./Coins.

Emergency Room

$225 copay (waived if admitted)

$225 copay (waived if admitted)

Urgent Care $75 copay $75 copay
Maternity Care 100% after $100 copay Ded./Coins.
Lifetime Maximum Unlimited Unlimited

Retail Pharmacy Copay $25/$50/$75 Deductible / Coinsurance
HCG Pharmacy $4/$20/$40

HSA Plan Highlights

Plan Feature

In Network

Out of Network

Deductible
e Single $1,300 $2,600
. Family $2,600 $5,200
Co-Insurance 20% 40%
Out of Pocket Max (excluding
deductible)
e Single $1,250 $2,500
. Family $2,500 $5,000
Office Visit
. HCG Family Health Center
. Primary Care (includes Ded./Coins
Pediatrician and GYN) Ded./Coins.
. Specialist Ded./Coins
Ded./Coins.
Preventative Care Ded./Coins Ded./Coins.
Inpatient Hospitalization Ded./Coins Ded./Coins.
Outpatient Surgery Ded./Coins Ded./Coins.
Emergency Room Ded./Coins Ded./Coins
Urgent Care Ded./Coins Ded./Coins
Maternity Care Ded./Coins Ded./Coins.
Lifetime Maximum Unlimited Unlimited

Annual Employer Contribution
(made on a quarterly basis)

Single: $900
Family: $1,500
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Dental Benefit Plan

Hall County offers a Traditional PPO dental plan

The Hall County traditional PPO dental plan has a passive PPO network so it is not required
that you see a PPO dentist in order to receive benefits. As with the medical plan, your
benefit dollars will go further when using an in network provider.

All deductibles, plan maximums, and service specific maximums (dollar and occurrence) cross accumulate between in and out of network.

Benefits Cigna Dental PPO
In-Network QOut-of-Network
Network Total Cigna DPPO
Calendar Year Maximum
(Class I II and III expenses) $1.000 $1.000
Annual Deductible
Individual $50 per person $50 per person
Family Unlimited Unlimited
Reimbursement Levels™ Based on Reduced Contracted Fees 05th percentile of Reasonable and Customary
Allowances

Plan Pays You Pay Plan Pays You Pay
Class I - Preventive & Diagnostic Care 100% No Charge 100% No Charge
Oral Exams
Routine Cleanings
Full Mouth X-rays

Bitewing X-rays

Panoramic X-ray

Periapical X-rays

Fluoride Application

Sealants

Space Maintainers

Emergency Care to Relieve Pain
Histopathologic Exams

Class II - Basic Restorative Care 80%* 20%* 80%* 20%*
Fillings

Root Canal Therapy/Endodontics

Osseous Surgery

Periodontal Scaling and Root Planing
Denture Adjustments and Repairs

Oral Surgery — Simple Extractions

Oral Surgery — all except simple extractions
Anesthetics

Surgical Extractions of Impacted Teeth
Repairs to Bridges. Crowns and Inlays

Class III - Major Restorative Care 50%* 50%* 50%* 50%*
Crowns
Dentures
Bridges
Inlays/Onlays
Prosthesis Over Implant
Class IV - Orthodontia 50%* 50%* 50%* 50%*
Lifetime Maximum $1.000 $1.000
Dependent children Dependent children to
to age 19 age 19

Prefreatment review is available on a voluntary basis when extensive dental work in excess of $200 is proposed.
* Subject to annual deductible
Dental Oral Health Integration Program (OHIP) - All dental customers = Clinical research shows an association between oral health and overall health. The Cigna
Dental Oral Health Integration Program (OHIP)® is designed to provide enhanced dental coverage for customers with certain eligible medical conditions. Eligible
conditions for the program include cardiovascular disease, cerebrovascular disease (stroke). diabetes, matemity. chronic kidney disease, organ transplants, and head and
neck cancer radiation. The program provides:

*  100% coverage for certain dental procedures

¢ guidance on behavioral issues related to oral health

e  discounts on prescription and non-prescription dental products
For more information and to see the complete list of eligible conditions, go to www.mycigna.com or call customer service 24/7 at 1.800.CIGNA24.
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Flexible Spending Accounts (FSA)

The Health Care Flexible Spending Account is a tax-free account that allows you to pay
for essential health care expenses that are not covered, or are partially covered, by your
medical, dental and vision insurance plans. By contributing a portion of your payroll dollars
into your Flexible Spending Account on a pre-tax basis, you can save from 25% to 40% on
the cost of eligible expenses you are already incurring.

When you enroll in a Flexible Spending Account, you decide how much to contribute to each
account for the entire Plan Year. The money is then deducted from your paycheck, pre-tax
(before Federal & State income taxes and FICA taxes are deducted) in equal amounts over
the course of the plan year. After you incur expenses that qualify for reimbursement, you
submit claims (reimbursement requests) to request tax-free withdrawals from your Flexible
Spending Account to reimburse yourself for these expenses.

The key to getting the most out of your Health Care Flexible Spending Account is to
maximize your contributions based on the expenses you, or any of your tax dependents,
anticipate incurring during the plan year. To plan your annual election amount:

1) Review the list of Eligible Expenses.
2) Review your medical expenses from last year.

3) Write down any additional eligible expenses you anticipate incurring in the coming plan
year.

4) Be sure to include at least some money to cover your deductible expenditures.

5) Estimate your cost for each of these Flexible Spending Account eligible expenses. (Don't
forget that your tax dependents' expenses qualify, too, even if they are on a different health
insurance program.)

Things to remember about the Health Care Flexible Spending Account:

e Your election amount is typically fixed for the entire plan year (unless you have a
qualifying event)

e You must submit valid claims before the end of the claims run out period. Any
unclaimed remaining funds will be forfeited to your employer, so estimate your
expenses carefully and set money aside accordingly.

e Expenses for any of your tax dependents are eligible for reimbursement, even if they
are not on your employer's health insurance program.

For 2016, the Healthcare FSA is federally capped at $2,550.

The Dependent Care Flexible Spending Account is a tax-free account that can be
established to pay for certain expenses to care for dependents who live with someone while
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that person is at work. While this most commonly means child care, for children under the
age of 13, it can also be used for children of any age who are physically or mentally
incapable of self-care, as well as adult day care for senior citizen dependents who live with
the person, such as parents or grandparents. Additionally, the person or persons on whom
the dependent care funds are spent must be able to be claimed as a dependent on the
employee's federal tax return. The funds cannot be used for summer camps (other than
"day camps") or for long term care for parents who live elsewhere (such as in a nursing
home).

The dependent care FSA is federally capped at $5,000 per year, per household. Married
spouses can each elect an FSA, but their total combined elections cannot exceed $5,000. At
tax time, all withdrawals in excess of $5,000 are taxed.

Unlike medical FSA’s, dependent care FSAs are not "pre-funded"; employees cannot receive
reimbursement for the full amount of the annual contribution on day one. Employees can
only be reimbursed up to the amount they have had deducted during that plan year.

If married, both spouses must earn income for the Dependent Care FSA to work. The only
exception is if the non-earning spouse is disabled or a full-time student. If one spouse earns
less than $5,000 then the benefit is limited to whatever that spouse earned. Many plan
coordinators do not warn of this limit. This limitation can create a situation where the
earning spouse sets up a Dependent Care FSA and dutifully sends in receipts to withdraw
funds and then at tax time the FSA is effectively eliminated and all the work wasted.

Eligibility

Regular full-time employees who are scheduled to work (32) hours or more in a week are
eligible to participate. Benefits are effective the first of the month following thirty (30) days
of employment.

New employees have thirty-one (31) days from their date of hire to enroll. If you don't
enroll within the (31) days, you may not enroll until open enrollment or you have a family
status change. Per the IRS, a qualifying family status change can be one of the following:

e change in legal marital status due to marriage, death of a spouse, divorce,
annulment or legal separation;

e change in humber of Dependents due to birth, adoption, placement for adoption, or
death of a Dependent;

e change in employment status of Employee, spouse or Dependent due to
termination or start of employment, strike, lockout, beginning or end of unpaid leave
of absence, including under the Family and Medical Leave Act (FMLA), or change in
worksite;

e changes in employment status of Employee, spouse or Dependent resulting in
eligibility or ineligibility for coverage;

e change in residence of Employee, spouse or Dependent to a location outside of the
Employer’s network service area; and

e changes which cause a Dependent to become eligible or ineligible for coverage.
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Life Insurance

Hall County provides each eligible employee with basic term life insurance in the amount of
2x your annual salary rounded to the nearest $1,000 to a maximum of $300,000.

Life is full of pleasant surprises, and, at the same time, life holds many uncertainties. It's
easier to plan for happy events that you know will occur. It's more difficult to plan for the
unexpected such as a serious accident or death.

For these unexpected times, it's important that you have enough life insurance coverage for
you and your family.

Hall County offers you the opportunity to purchase additional life insurance for yourself and
dependents which can help further safeguard your earnings and cover your financial
obligations in the event of death.

Only regular fulltime employees are eligible to participate in the life insurance plan per the
terms of the plan.

Eligible employees may participate in the life insurance plan subject to all terms and
conditions of the agreement between Hall County and the insurance carrier.

Optional Supplemental Term Life Insurance - Employee

Employees may purchase additional coverage in the amounts of $20,000, $50,000,
$100,000 or $125,000.

New hires that enroll within 31 days of hire can enroll for up to $125,000 without providing
evidence of insurability. Current employees who enroll after 31 days from hire may add
coverage but may be required to provide evidence of insurability.

Dependent Life Insurance - Spouse

Coverage is available for your spouse in increments of $10,000 to $50,000, not to exceed
50% of your Optional Term Life coverage amount.

New hires who enroll their spouse within 31 days of hire can enroll for up to $10,000
without providing evidence of insurability. Current employees who enroll after 31 days from
hire may add coverage but may be required to provide evidence of insurability.

Dependent Life Insurance - Child(ren)

Coverage is available for your eligible children spouse in increments of $2,000 to $10,000,
not to exceed 50% of your Optional Term Life coverage amount.

Optional AD&D Insurance - Employee

The Voluntary AD&D plan helps provide employees and their families with financial
protection in case of a covered accident. Benefits are payable upon death or serious injury,
as well as living benefits for non-fatal catastrophic injuries.
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Employees may purchase additional coverage in the amounts of $20,000, $50,000,
$100,000 or $125,000 not to exceed 5 times basic earnings.

New hires that enroll within 31 days of hire can enroll for up to $125,000 without providing
evidence of insurability. Current employees who enroll after 31 days from hire may add
coverage but may be required to provide evidence of insurability.

Disability Coverage

Short Term Disability (up to 12 weeks)

Hall County provides a short-term disability (STD) benefits plan to eligible employees who
are unable to work because of a qualifying disability due to an injury or illness. Only regular
fulltime employees are eligible to participate in the STD plan. Eligible employees may
participate in the STD plan subject to all terms and conditions of the plan.

Disabilities arising from pregnancy or pregnancy-related iliness are treated the same as any
other illness that prevents an employee from working and short term disability benefits are
coordinated with Workers Compensation payments.

Details of the STD benefits plan including benefit amounts, when they are payable, and
limitations, restrictions, and other exclusions are described in the Summary Plan Description
provided to eligible employees. Contact the Human Resources Department for more
information about STD benefits.

Voluntary Long Term Disability (3 or 6 month options)

Hall County offers a voluntary long-term disability (LTD) benefits plan fully paid by
employee premiums to help eligible employees cope with an illness or injury that result in a
long-term absence from employment. LTD is designed to ensure a continuing income for
employees who are disabled and unable to work. Only regular fulltime employees are
eligible to participate in the LTD plan.

Participating employees may receive 60% of basic monthly earnings to a maximum of
$7,500 per month.

Eligible employees may participate in the LTD plan subject to all terms and conditions of the
agreement between Hall County and the insurance carrier.

LTD benefits are offset with amounts received under Social Security and certain retirement
benefits and/or workers' compensation for the same time period.

Details of the LTD benefits plan including benefit amounts, and limitations and restrictions
are described in the Summary Plan Description provided to eligible employees.
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Value Added Benefits (no cost)

1) Healthy Rewards Program

Included as a part of the medical plan (and life insurance plan), is Cigna’s Healthy Rewards
program that gives you more health care choices and saves you money. As part of our
ongoing efforts to help employees make healthy choices that lead to healthier lifestyles, the
Healthy Rewards program offers discounts on a wide variety of health programs and
services. The Healthy Rewards program is included at no additional charge.

Examples of the available programs include:
e Weight Management and Nutrition
Tobacco Cessation
Alternative Medicine (Acupuncture, Chiropractor Care, Massage Therapy)
Fitness
Mind / Body
Vitamins, health and wellness products

2) Cigna will preparation program

Preparing a will is a critical step to protecting your family’s financial future. Estate Planning
can be overwhelming and most of us simply don't know where to begin. We often place
undue stress upon ourselves to make the best decisions to protect our families and
finances. This stress is compounded by the fact that most of us aren't experts in estate law.
We simply want to know things will be taken care of when the time comes

The Legal Resource Center is provided to you by Cigna through ARAG®, a global leader of
legal insurance and services for more than 75 years. This site is intended to equip you with
the legal tools and information you need to plan for your future, on your own time, without
additional costs.

3) Cigna Secure Travel

Emergencies can happen while traveling on vacation or company business but help can be
just a phone call away. This program provides emergency medical, financial, legal and
communications assistance to covered individuals who travel domestically and
internationally. In the event that an unfortunate situation arises - injury, illness, death,
theft, natural disaster, disease outbreak or terrorism - knowing that CIGNA Secure Travel
is available provides added peace of mind in unfamiliar surroundings.

4) Identity Theft program

Cigna's Identity Theft Program covers all types of identity thefts such as credit card fraud,
financial and/or medical identity theft. Our program provides access to personal case
managers who give step-by-step assistance and guidance in the event of identity theft.*
Services include:

e Review of credit information to determine if an ID theft has occurred
e An ID theft resolution kit is provided to the employee
e An ID theft affidavit is furnished for use with credit bureaus and creditors
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Help in reporting ID theft to credit-reporting agencies

Assistance with placing a fraud alert on credit reports

Canceling lost or stolen credit cards

Assistance with credit and charge card replacement

Assistance with replacing lost or stolen documents

Access to free credit reports

Education on how to identify and avoid ID theft

When traveling more than 100 miles from home, a $1,000 cash advance to cover
financial shortages if needed

Emergency message relay

e Help with emergency travel arrangements and translation services

Retirement Savings

Hall County offers both a 401(a) Money Purchase Plan and a 457 Deferred Compensation
Plan for your future retirement needs. You are eligible to participate if you are a regular full
time employee with the County.

Upon approval by the Board of Commissioners, the County may contribute to the Plan, or
match funds contributed by the employee. The Board of Commissioners reserves the right
to modify, suspend or revoke contributions or matching funds. For information about
County contributions or matching funds, please contact Human Resources.

Hall County may contribute a percentage of your salary into your 401(a) plan regardless of
your contributions.

Hall County may contribute matching funds (up to fixed percentage of your salary of what
you contribute into the 457 plan) into your 401(a) plan.

All contributions made by Hall County go directly into your 401(a) Plan. All contributions
made by the employee go directly into your 457 Deferred Compensation Plan. You may
contribute up to 25% of your salary into the 457 Deferred Compensation Plan within the
dollar amounts set by the law (this dollar amount is subject to IRS dollar maximums that
may change from year to year). Keep in mind that all of the money that is saved in your
457 account is tax deferred.

Participation begins at the 1% of the month following 30 days of employment and you are
fully vested in the County’s contributions after seven (7) years of service. You choose from
a wide variety of ways to invest your money. An investment Advisor is also available to
help you determine your most comfortable method of investing.

Employee Assistance Program

Most employers value the physical and emotional well-being of their greatest asset -
employees. For this reason, your employer provides an Employee Assistance Program (EAP)
to help you and your family members overcome difficulties too great to handle alone.
Without help, personal problems usually have a negative effect on an employee’s personal
happiness, health, family relationships and job performance.
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The purpose of the EAP is to assist employees in resolving problems and, in doing so, to
maintain good job performance. Many personal problems can be resolved or managed,
especially when help is offered at an early stage and referral made to appropriate forms of
care. Employees commonly use the EAP for a variety of problems including:

e Marital or relationship problems e Work-related difficulties

¢ Parenting concerns e Financial difficulties
¢ Alcohol and drug abuse e Emotional problems
e Stress e Domestic violence

How it works

Any employee or immediate family member may contact the Employee Assistance Program
for services. Supervisors may refer to the EAP as a resource when unsatisfactory job
performance or attendance is a problem.

During the employee’s contact with the EAP, a licensed counselor will assess the problem,
offer input and guidance and determine if additional help is needed.

Participation in the program is by choice, and employees and family members are under no
obligation to pursue recommendations. Employees referred primarily due to job
performance problems are expected by their employers to improve job performance
whether or not they use the EAP.

Confidentiality

Confidentiality is the cornerstone of the EAP. Regardless of how the employee comes to be
involved in the program, information shared with the counselor is held in confidence to the
limits allowed by law. A supervisor who refers an employee to the EAP because of job
performance difficulties is told only that the employee has been seen and is cooperating
with recommendations - no personal details are discussed.

Participation in the program will not affect job security or opportunities for promotion. It is
the failure to address personal problems affecting work performance that can result in job

loss.

How to use the program

Employees or family members can contact the EAP office directly by calling. Employees who
prefer may ask a Human Resources representative to help them schedule an appointment.
EAP is provided as a service from your employer, and you will gladly be seen without
charge.
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Contact information:

Northeast Ga. EAP
743 Spring Street
Gainesville, Ga. 30501

770-219-3161

Vacation

The purpose of vacation leave is to provide paid time away from work.

1) ELIGIBILITY

All full-time, regular employees are entitled to accrue leave. Part-time and/or temporary
employees are not eligible for leave under these policies.

2) RATE OF ACCRUAL

Employees shall accrue vacation leave upon completion of each biweekly pay period.

ACCRUAL FOR ALL EMPLOYEES (EXCLUDING FIREFIGHTERS)

ACCRUAL MAXIMUM
Years of Service DAYS HOURS DAYS HOURS
Less than 1 5 40 5 40
1-4 15 120 22.5 180
5-9 20 160 30 240
10 or More 25 200 37.5 300
ACCRUAL FOR FIREFIGHTERS
ACCRUAL MAXIMUM
Years of Service HOURS HOURS
Less than 1 108 108
1-4 216 324
5-9 288 360
10 or more 360 360

Note: Accrual rate to be based on a full-time fifty-six (56) hour per week position.
Vacation accruals over the maximum for ten (10) or more years of service as shown above
will be converted to sick leave.
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Holidays

Hall County will grant holiday time off to all full-time employees on the holidays listed
below:

New Year's Day (January 1)

Martin Luther King, Jr. Day (third Monday in January)
Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)

Thanksgiving (fourth Thursday in November)

Day after Thanksgiving

Christmas Eve (December 24)

Christmas (December 25)

In order to qualify for holiday pay, employees are required to be actively at work as a
regularly scheduled workday the day before and the day after a holiday unless the
employee is off on approved vacation or sick leave. Holidays that occur during approved
vacation or sick leave shall not be charged against vacation or sick leave. Holidays that
occur while the employee is on medical leave, workers compensation or personal leave of
more than 30 calendar days, are not paid as holidays.

A full-time employee who is required to work or called in to work shall receive payment for
the eight (8) hours of holiday pay, plus the regular rate of pay for hours actually worked.
Holiday hours are not considered time worked for overtime purposes. Part-time and
temporary employees are not eligible for paid holidays.

Sick Leave

An employee may use accrued sick leave for personal illness, doctors’ appointments, or
provide care for their spouse or their dependent child in need of continuous short-term care.

RATE OF ACCRUAL

Full-time employees earn annual sick leave at the rate of 80 hours (or a total of 112 hours
for firefighters) per year. Sick time will be accrued and earned each pay-period at the rate
of 3.077 hours (4.308 hours per pay-period for firefighters) in the same manner that
vacation time is accrued and earned. Employees hired during the year receive sick leave
from the first day of employment on a prorated basis. Certain Defined Benefits participants
will continue to receive five (5) sick leave days annually, based on previous elections.

Sick leave may be accumulated to a maximum of 720 hours. It may be taken at any time
and in any amount of one hour or more and is subject to administrative review. Additional
accrued sick leave hours beyond the 720 hours are maintained in a reserve bank that may
be released for an employee’s use with approval by the County Administrator. Prior to using
hours in the reserve bank, all available vacation time must be used.
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