San Joaquin County Work Rules

1. Conduct

County departments are public service
agencies, and employees shall provide
prompt, courteous service to the clients
they serve. Fellow employees shall also
be treated with courtesy and
consideration. Employee’s conduct and
language on the job shall be appropriate
to the work setting.

2. Standards of Dress and Appearance
Personal appearance has a direct
bearing on the impression that clients
and the general public have of the
County, its departments, and the
services they provide. Employees shall
dress in a neat and business like
manner appropriate to their job
classification and duties.

3. Use of Equipment, Materials, and
Other County Property

All County property is to be used for
County business only. Individual work
areas including offices, desks, files, and
bookcases are County property and
open to the County as employer at all
times unless excluded by specific
agreement or by the Peace Officers’ Bill
of Rights. In addition, employees shall
exercise care to protect any County
property entrusted to them and to use it
in the manner for which it was intended.

4. Work Hours

Employees shall begin work on time and
devote their assigned work hours to
carrying out their jobs. Rest breaks,
meals and time off shall be taken at
times authorized by the employee’s
department head (or designee).

5. Confidentiality
Employees shall maintain the

confidentiality of files and other
information obtained on the job.
Release of any information to other
persons shall be authorized by the
employee’s  department head (or
designee).

6. Personal Business
Employees shall not conduct personal
business on County time.

7. Use of Alcoholic Beverages or
Controlled Substances

Employees shall not use or have in their
possession, opened containers of
alcoholic beverages or any controlled
substances during work hours or on
County premises, unless the substance
was specifically prescribed for that
employee by a physician or unless
specifically sanctioned by the
department  head. In  addition,
employees shall not report to work
under the influence of such substances.

8. Safety
Employees shall follow all safety rules

for the performance of their jobs and
operation of equipment. Employees

shall report unsafe conditions to their
department heads (or designee).

9. Outside Employment
The County may limit an employee’s
employment in other jobs if:

a. the outside employment
interferes with the performance of the
employee’s County job, OR

b. there is a conflict of interest

as specified in Government
Code 1126

Employees have an obligation to inform
their department heads (or designee) of
outside employment so the above
determinations can be made.

10. Political Activity
Employees shall not engage in political

activities, which are prohibited by law,
on County time or with employees who
are on County time.

Rule 14 of the Civil Service Rules and
Regulations gives department heads the
authority, with input from the Director of
Human Resources, to establish specific
regulations governing the conduct,
appearance, and performance of
employees in their departments. Any
rules established by a department must
be in conformance with existing state
and federal laws, Civil Service Rules,
and negotiated Memorandum  of
Understanding.
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