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The County has over 1000 job classifications and offers a wide variety of services to 

the public. The County prides itself on providing excellent customer service to all 

the citizens we serve. As County employees we are all ambassadors of quality 

service.  

These classifications also offer opportunities for development for employees that 

exceed those in the private sector. This gives employees the advantage of 

exploring new challenges in their work lives while still accruing benefits for 

retirement and vacation along with other great County benefits.  

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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The Board of Supervisors does the following: 

 Adopt the annual budget 

 Provide delivery of County services & programs 

 Enact Board Policies, Regulatory Ordinances and 
the County Administrative Code. 

 
 
 
 

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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Under California State law, all government employees are Disaster Service Workers 

who can be called upon in any emergency. You may volunteer for a specific 

assignment when they are offered, or during a disaster you may be assigned a role. 

Specifically, the California Government Code states, in part, that: “All public 

employees are hereby declared to be Disaster Service Workers subject to such 

disaster service activities as may be assigned to them by superiors or by law.” This 

means that, in addition to our everyday duties, we have an added responsibility to 

help during a disaster.   

When you report to your work location, ask your supervisor about your department’s 

Site Evacuation Plan (SEP) and Continuity of Operations Plan (COOP).  

Additionally, ask your supervisor what your disaster services worker role will be in 

the event of a disaster. 

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
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The County provides a workplace free of sexual harassment. Clerk of the Board 
Policy C-22 states sexual harassment is forbidden in the workplace. You will be 
assigned sexual harassment prevention online training to complete as a required 
County training. The materials you’ll access online include an incident report form. 
You will complete this form with your supervisor or manager should you be involved 
in a sexual harassment incident. The form includes information about the incident 
including the date, persons involved and so on.  The County of San Diego 
Administrative Manual Policy 0010-11 prohibits reprisals against any County officer 
or employee or applicant for County employment, who files a sexual harassment 
complaint or participates in a complaint investigation. 
 
If you observe sexual harassment in the workplace, you need to report it to your 
supervisor. 
 
Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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Clerk of the Board Policy A-111 defines the County’s data and systems information 

policy. Hewlett-Packard manages the County’s information technology. All County 

data and information systems should be limited to County business usage only. 

Using these tools and resources requires compliance to procedures and business 

practices that protect the integrity, security and confidentiality of the County’s 

data/information and information systems. It addresses all media: electronic data; 

paper-based data; and even verbally communicated information.  

You are required to sign an acknowledgement form that you will turn in today that 

states this policy was explained to you. 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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DHR Policy 117 outlines the County’s policy regarding social networking. It states: 

Personal use during working hours (for example during breaks): 

• Conducted in a manner so the reader doesn’t think the employee is speaking 
on behalf of the County unless they have been designated as such. 

• Employee use of sites must be in compliance with County’s relevant policies, 
ethics rules, code of conduct, as well as with state Ethics Law, Federal 
Copyright laws and other applicable laws and regulations. 

• Appointing authority may allow social media during work hours; such 
exceptions are based on acceptable business risks or needs. Personal use 
must be limited, reasonable and not interfere in performance of duties. 

Personal use during non-working hours: 

Postings, publications or any communication made or generated from non-County 

equipment and/or systems are included in this ban on confidential information; this 

applies to off-duty use.  
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It is the policy of the Board of Supervisors to comply with Federal, State and local 
laws effecting equal opportunity. In conformance with that policy and the Board's 
commitment to prohibit discrimination, it is hereby decreed that, barring any 
lawful or valid reasons, all individuals will have equal access to County 
operations and employment. 
 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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The goal of the WSSH program is to prevent workplace injuries, which will enhance 
the quality of life for employees and allow County employees to provide the best 
possible services to the public.  

WSSH encourages teamwork between leadership, management and employees. 
WSSH raises awareness through education and training and decreases injuries by 
identifying and correcting hazards.  Our goal is a safe workplace for everyone. 

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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If you are injured on the job, you will be covered under the Workers’ Compensation 
policy. All injuries must be reported to a supervisor immediately. Medical care will 
be provided by US Healthworks. 

If you want to have your own personal physician provide care, you must pre-
designate them. The pre-designation form can be found on the New Employee 
Resource website and must be completed and signed by your physician and 
returned to Department of Human Resources prior to any injuries.  

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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Participation in any off-duty, recreational, social and athletic events are completely 

outside the scope of County employment and are strictly voluntary. Workers’ 

compensation nor service connected disability retirement benefits are available to 

those injured during such events.  

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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The Wellness Program focuses on the benefits of a healthy lifestyle. The mission of 
the program is to develop healthy choices that reduce personal risk factors by 
engaging and sustaining a productive, active, and accountable workforce. 

Resources include: 

 Program Calendar 

 Monthly and Quarterly Events 

 Gyms located on site 

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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Performance Appraisals: 

 Annual 

 Interactive Process 

 “Standard” or “Above” to advance to higher salary 

 

Probationary Period: 

 6 months – some entry level clerical classifications 

 12 months – for most classifications 

 18 months – applies to some technical classifications 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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Professional growth at the County is encouraged and there are many opportunities 
to enhance your knowledge, skills and abilities. 

Resources include: 

 Training Tracks 

 Academies 

 Online learning 

 Mentor/Mentee Program 

  

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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InSite is an internal network only available on your computer while you are at work. 

It is used to access information about County employees, programs and initiatives. 

The New Hire Information Center has been designed just for you! 

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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Learning Management System (LMS) 

 Access to online training 

 Access to classroom training 

 Tracks training assignments & completions 

Assigned trainings are listed under your “To Do” section in the LMS. 

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________  
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The “Next Steps” handout in your NEO packet lists trainings you will be accountable 
for completing. These trainings are specific to new employees and are required to 
be completed within the first few months of service. The instructions regarding how 
to access and use the LMS are included.  

Reminders about your benefits also appear here. 

 

Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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Tuition Reimbursement: 

 $2284 per fiscal year 

 Must be pre-approved by your Supervisor and Department Human 
Resources Officer (DHRO) 

 Must be an accredited university 

 Success completion of coursework 

 

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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Kronos: 

 Electronic timekeeping system 

 Pay periods are for 80 hours, 40 hours each week, Friday – Thursday 

 Employees record all hours worked as well as exceptions, such as 
vacation and sick leave 

 Timesheets are submitted electronically to your supervisor by a specified 
time (usually by noon Thursday) and your supervisor must approve time 
for staff on Thursday by 5 p.m. 

 All payroll is dispersed via Direct Deposit only, into the banking institution 
of your choice  

 Kronos is accessible on the County InSite page 
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In Employee Self-Service you can view and/or make changes to the following 
information: 

• Personal information 
• Emergency contacts 
• Federal and state tax information 
• Copy of your W-2 statement 
• Direct deposit information 
• Benefit information 
• Current & past paychecks 

To access Self-Service: 

• You will receive a personalized letter with your ID and Instructions mailed  
  to your home address.  

• Log on and change password (instructions included in the personalized  
  letter and on the “Quick Reference Guide”) 
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Vacation 
 
Regular full-time employees 

•   Use time as it accrues throughout the first year 
•   Accrue up to two times your vacation earnings 
•   When you leave County service you receive all monetary value of    

  vacation entitlements as long as you were employed for a year 

1 – 5 years of service            2 weeks per year 

5 – 15 years of service    3 weeks per year 

Over 15 years of service 4 weeks per year 

Sick Leave 

Always notify your supervisor when you are sick  
• Accrues: 4.0 hours every pay period for full-time employees  

(5% of paid hours for part-time employees)  
• Sick leave personal: for personal illness, injury or medical/dental appointments    
• Sick leave other: medical appointments or to care for ill family members: 

 •Spouse 
 •Children 
 •Immediate family 
     •Step family 
 •Those who live with you 
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The County of San Diego is dedicated to fostering a culture of integrity among 
County staff by educating employees, and promoting and ensuring ethical behavior.  
 
We are committed to upholding the following guiding principles: 

• We treat everyone with courtesy, dignity and respect and we treat each other 
as valued colleagues. 

• Confidentiality is a legal and ethical responsibility that we will protect to the 
greatest extent possible as permitted by law.  

• We hold ourselves to a high standard of performance and strive for 
excellence in carrying out our duties and responsibilities. 

• We demonstrate the highest standards of ethical behavior and personal 
integrity in order to promote and inspire trust among our customers and 
stakeholders. 

• We are honored to serve the County of San Diego and we take our public 
service responsibility seriously.  

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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The Code of Ethics includes our Standards of Conduct and our General Principles, 
and is intended to guide and assist us in the actions we take and the decisions we 
make as public servants of the County of San Diego.  
 
Ethics has always been and will always be important to the County of San Diego. 
Our commitment to it is written on our County seal “The noblest motive is the public 
good.”  
 
 
 

Notes: 

________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
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Working with our customers to provide excellent service is a top priority here at the 
County. Whether your customers are the residents of the county or coworkers from 
other departments, they expect your helpfulness, expertise, attention, respect and 
to be served in a timely manner. We commit to using a positive approach to provide 
customer with a positive experience. You might ask, how do we provide a positive 
experience? Well, we do it by having HEART.  
 
Notes: 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 
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