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All County employees must observe the following basic work rule principles:

A.

B.

Observe Personnel Policies and Merit System Rules.

Report to work on scheduled work days at the proper starting time and remain at
assigned work station for the scheduled periods, unless permission to leave has
been granted by the supervisor or Appointing Authority.

Do not abuse County leave policies, departmental break, rest, or lunch periods.

Be careful and considerate in the use of County property and equipment. Keep
tools, machines, vehicles and other County property clean and in proper condition.

Notify your immediate supervisor as required in these Policies if absence from
assigned duties is necessary.

Obtain County Administrator permission before soliciting, selling, passing petitions,
or distributing or circulating written or printed matter of any description on County
property. Employees may post written or printed material on employee bulletin
boards without permission, provided such material is not detrimental to the County.
Follow established safety practices and report any accidents to the supervisor.
Cooperate in keeping the work site clean and sanitary.

Carry out specific orders or instructions from the immediate supervisor or another
employee in charge.

Perform a full day's work in an efficient and professional manner in accordance with
the methods and standards required by the County.

Be responsive to the citizens of the County at all times while performing any duties
which are related to County employment, or whenever representing the County in
any capacity.

Prepare all records and reports truthfully and completely.

Establish and maintain effective working relationships with others and do not take
part in harmful and/or malicious gossip.

Report to the immediate supervisor all known mistakes, policy violations, or
infractions of the Rules of Conduct.

Report to the immediate supervisor any known willful damage, thievery, or
unauthorized removal of County property.
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P.

Q.

Do not engage in physical violence or threats of physical violence with fellow
employees and the public.

Do not use abusive, profane, or obscene language or gestures or display obscene
or offensive materials. Materials related to the health field which are determined to
be of business necessity are excluded from this Policy.

Do not make slurs and/or remarks concerning race, color, religion, national origin,
age, sex, disability, veteran’s status, sexual orientation or results of a genetic test
received by the County, when applicable.

Treat all co-workers and general public in a courteous manner.

Report to immediate supervisor any criminal conviction of the employee that results
from drug statute violations in the workplace. The report must be made no later
than five (5) calendar days following such conviction.

Follow Pima County Procurement Policy regarding acceptance of gifts.

Supervisory responsibilities include:

1. Assuring that employees are informed regarding changes in County policy
and working conditions.

2. Administering Pima County Merit System Rules, Personnel Policies and
Administrative Procedures in a fair and equitable manner.

3. Assuring that the work activity of subordinates is performed in an efficient
manner and is of high quality.

4. Monitoring employee conduct for compliance with the Merit System Rules
and Personnel Policies.

Prohibited conduct - County employees shall not:

1. Hold financial or personal interests that could negatively impact the interest of
the County.
2. Use or attempt to use their official positions or confidential information for

financial gain or for personal advantage.

3. Permit themselves to be placed under any kind of personal obligation or allow
themselves to be put in any kind of situation which could lead any person to
expect official or personal favors.

4, Give preferential treatment to any private organization or individual.
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W.

5.

Engage in any outside employment as defined in Personnel Policy 8-111
or outside activities, including seeking and negotiating for employment,
that conflict with official and assigned County duties and responsibilities.

Perform any act in a private capacity which could be considered to be an
official act.

Accept or solicit, directly or indirectly, anything of economic value, which
means anything exceeding $25 in value, as a gift, gratuity, favor,
entertainment, or loan, which is, or may appear to be, designed to influence
the employee’s official conduct.

Directly or indirectly use or allow the use of County property of any kind,
including property leased by the County, for other than official or assigned
duties.



