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Section 1:  Overview
This personnel policies and procedures manual provides guidelines for employee conduct.  This manual applies to all village employees except: (1) elected officials, (2) members of village boards and commissions, (3) the village solicitor, (4) consultants, advisors, independent contractors, and counsel hired for temporary services.  The Village’s EEO, harassment, and ethics polices apply to all employees, elected officials, board and commission members, consultants, advisors, and counsel. 
This manual is intended to give employees general guidelines in ordinary language. It is not a contract. The village of Golf Manor hopes each employment relationship will be a mutually satisfactory and enduring one. Nevertheless, employees remain free to resign their employment at any time, for any or no reason, with or without notice. Similarly, the Village retains the right to terminate the employment of any employee at any time, for any or no reason, with or without notice. No one but the Village Administrator has the authority to change this or any other provision of this manual and the Village Administrator may do so only in writing. Any statements to the contrary by anyone else are unauthorized, expressly disavowed, and should not be relied upon by anyone. Should it be determined that any federal, state, or village law, regulation, or collective bargaining agreement is in conflict with any portion of this manual, only that portion shall be invalid, and the remainder shall remain in full force and effect.
1.1 Personnel Management
The Village Administrator is responsible for coordinating all human resources functions of the Village, either directly or as delegated.  If employees have any questions about personnel matters, they should ask their immediate supervisor, department head, or Village Administrator.
1.2 Department Rules
Department directors have the authority to promulgate written rules about work methods and procedures within their departments, provided that the rules are consistent with this manual and other related rules passed by Village Council.  

Section 2:  Employment
2.1  Equal Employment Opportunity
The Village is an equal opportunity employer. The Village will abide by all applicable laws prohibiting discrimination on account of race, color, ancestry, religion, sex, sexual orientation, gender identity, national origin, age, disability, veteran status, military status, genetic information, or any other unlawful factor. The Village designates the Village Administrator, or his/her designee, as the Americans with Disabilities Act (ADA) coordinator. Consistent with applicable laws requiring accommodation of disabilities, the Village will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. Consistent with the Pregnant Workers Fairness Act, the Village will make reasonable accommodations for women with known limitations related to pregnancy, childbirth, or related medical conditions unless doing so would result in an undue hardship. All requests for reasonable accommodation should be made in writing to the Village Administrator. 
2.2 Ethics 
It is the policy of the Village of Golf Manor to carry out its mission in accordance with the strictest ethical guidelines and to ensure that village employees, board and commission members, and elected officials conduct themselves in a manner that fosters public confidence in the integrity of Golf Manor, its processes, and its accomplishments. All new employees are required to complete the one-hour Ohio Ethics Commission training course within 30 days of hire; existing employees are required to complete the course biennially. 
2.2.1 General Standards of Ethical Conduct 
Village employees, volunteers, and elected officials must, at all times, abide by protections to the public embodied in Ohio’s ethics laws, as found in Chapters 102 and 2921 of the Ohio Revised Code, and as interpreted by the Ohio Ethics Commission and Ohio courts. Officials and employees must conduct themselves, at all times, in a manner that avoids favoritism, bias, and the appearance of impropriety. 
A general summary of the restraints upon the conduct of all employees, volunteers, and elected officials includes, but is not limited to, those listed below. No employee, volunteer, or elected official shall: 
• Solicit or accept anything of value from anyone doing business with the Village; 
• Solicit or accept employment from anyone doing business with the Village, unless the employee, volunteer, or elected official completely withdraws from village activity regarding the party offering employment, and the Village approves the withdrawal;  
• Use their public position to obtain benefits for the employee, volunteer, or elected official, a family member, or anyone with whom the employee, volunteer, or elected official has a business or employment relationship; 
• Be paid or accept any form of compensation for personal services rendered on a matter before any board, commission, or other body of the Village, unless the employee, volunteer, or elected official qualifies for the exception, and files the statement, described in R.C. 102.04(D); 
• Hold or benefit from a contract with, authorized by, or approved by the Village; 
• Vote, authorize, recommend, or in any other way use their position to secure approval of a village contract (including employment or personal services) in which the employee, volunteer, or elected official, a family member, or anyone with whom the employee, volunteer, or elected official has a business or employment relationship, has an interest; 
• Solicit or accept honoraria (see R.C. 102.01(H) and 102.03(H)); 
• During public service, and for one year after leaving public service, represent any person, in any fashion, before any public agency, with respect to a matter in which the employee, volunteer, or elected official personally participated while serving with the Village; 
• Use or disclose confidential information protected by law, unless appropriately authorized; or 
• Use, or authorize the use of, the name “Golf Manor,” or the Village’s logo in a manner that suggests impropriety, favoritism, or bias by the Village or the employee, volunteer, or elected official; 
For purposes of this policy: 
• “Anything of value” includes anything of monetary value, including, but not limited to, money, gifts, food or beverages, social event tickets and expenses, travel expenses, golf outings, consulting fees, compensation, or employment. “Value” means worth greater than de minimis or nominal. 
• Anyone doing business with “Golf Manor” includes, but is not limited to, any person, corporation, or other party that is doing or seeking to do business with, regulated by, or has interests before Golf Manor. 
2.2.2 Penalties 
Failure of any village employee, volunteer, or elected official to abide by this Ethics Policy, or to comply with the Ohio Ethics Law and related statutes, will result in discipline, which may include dismissal, as well as any potential civil or criminal sanctions under the law. 
2.2.3 Auditor of State’s Fraud Reporting System Information 
Pursuant to Ohio Revised Code 117.103(B)(1), a public office shall provide information about the Ohio fraud-reporting system and the means of reporting fraud to each new employee upon employment with the public office. Each new employee has 30 days after beginning employment to acknowledge receipt of this information and complete the Auditor of State’s Fraud Training requirement. Existing employees must complete the training every four (4) years. The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including misuse of public money by any official or office. The systems allow all Ohio citizens, including public employees, the opportunity to make anonymous complaints through a toll-free number, the Auditor of State’s website, or through the United States mail. Auditor of State’s fraud contact information: Telephone U.S. Mail Website 1-866-FRAUD OH (1-866-372-8364) Ohio Auditor of State’s Office Special Investigations Unit 88 East Broad Street P.O. Box 1140 Columbus, OH 43215 www.ohioauditor.gov 
2.3 Outside Employment 
Village employees may engage in outside employment with another organization as long as they can satisfactorily perform their job responsibilities with the Village. Employees are expected to respond to emergencies that may arise during off-hours. Outside employment cannot be allowed to interfere with such emergency response. Full-time village employees are required to notify their Department Director of any outside employment and maintain current outside employment records with the Human Resources Department.
Section 3:  Employment Status and Records
3.1  Employment Classifications
The following employment categories are described so that employees understand their employment status and eligibility for certain benefits. 
Non-Exempt Employees: Employees who are not exempt from the minimum wage, overtime, and time recording provisions of federal and state wage laws. Employees in this classification will receive overtime pay of time and one-half for over 40 hours in a workweek, except for non-exempt sworn officers in the police department working an 84 hour per 14 work day schedule as detailed in Chapter 131 of the codified ordinances of the Village. Procedural information for determining calculation of overtime can be found in Chapter 131 of the codified ordinance of the Village. 
Exempt Employees: Employees who are not subject to the minimum wage, overtime, and time recording provisions of federal and state wage laws. These executive, administrative, and professional employees are paid a salary and are not paid overtime for hours worked in excess of 40 hours in a workweek. 
Permanent Employees: Those who have completed their probationary period, are not in a temporary or contractual status, and have been hired for an indefinite period of time. 
Temporary or Part-Time Employees: Those who have completed their probationary period, are not in a temporary or contractual status, and are regularly scheduled to work less than a full-time schedule. Temporary or part-time employees retain that status until notified by the Village Administrator in writing of a change in status. Temporary or part-time employees are not eligible for benefits. 
Probationary Permanent Employees: Employees who are in their probationary period of employment and are regularly scheduled to work a full-time schedule. 
Probationary Temporary or Part-Time Employees: Employees who are in their probationary period of employment and are regularly scheduled to work less than a full-time schedule.
Contractual Employees: Those who are hired by the Village on a contract basis. If there is a conflict between a contractual employee’s employment contract and this manual, the contract supersedes.
3.2 Probationary Period
The probationary period for village employees is detailed under Section 131.14 of the codified ordinance of the Village.  
3.3  Pay Plan
The Village’s pay includes a pay schedule adopted by Village Council.  Each job description is assigned a specific pay range.  Within each pay range, employees are placed at a step according to their experience, performance, time in service, and other applicable factors contained in the legislation approving the current pay schedule.  
3.4  Personnel Data Changes
Employees shall promptly notify their supervisor by completing the appropriate departmental forms if they change their name, address, telephone number, marital status, number of dependents, beneficiary information, emergency contacts, or educational accomplishments.
3.5 Records Review
An employee may request to review their own personnel file at any time mutually agreeable to the employee and the Village Administrator or his/her designee. Neither the file nor any of its contents may be removed from the administrative offices. An employee may request that copies of documents be made. These copies shall be furnished to the employee within a reasonable time from the request.
Section 4:  Employee Benefit Programs
Village employees are provided a wide range of benefits. A complete list of benefits for village employees is maintained in the fiscal officer’s office. Questions about benefits or eligibility should be directed to the Village Administrator or his/her designee.
4.1  Holidays
The Village provides eligible employees with paid holidays as detailed in section 131.07 of the codified ordinances of the Village.
4.2  Vacation Benefits
Section 131.03 of the codified ordinance of the Village details vacation accrual and usage procedures for eligible employees.  
4.3  Sick Leave, Personal Leave, and Injury Leave Benefits
Section 131.01 of the codified ordinance of the Village details accrual, usage procedures, and payment of unused time, if any, for eligible employees.
Abuse of sick leave or dishonesty in connection with sick leave is just cause for discipline or discharge. An employee who calls in sick due to the employee’s own illness is considered to be incapacitated and unavailable for activity of any type outside the employee’s home during the 24-hour period immediately following the start of the employee’s scheduled shift. If the employee acts inconsistently with this incapacity (e.g., performing work for another employer, recreational shopping, engaging in recreational activities, etc.), the employee shall be subject to disciplinary action, up to and including termination. Pertinent paid leave will be provided subject to the provisions of this Sick Leave Policy. 
The Village requires an employee to use any available paid leave, including sick leave credit and vacation, while on FMLA leave. Details regarding use of FMLA Leave can be found in the Section 7 of this manual.  To be paid sick leave, an employee shall meet the conditions of section 131.01 of the codified ordinance of the Village.  Employees may be required to furnish a satisfactory written, signed statement by an appropriate practitioner to justify use of sick leave. For extended sick leave, exceeding five consecutive work days, the employee may be required provide a physician's statement specifying the employee's inability to report for work and the probable day of recovery or return to duty with any appropriate restrictions. The Village, as required by law, will attempt to provide reasonable accommodations for return to duty. Provided, however, the Village shall not be obligated to create a light duty position, nor any new position of employment to accommodate a limited return to duty.
Injuries or illness suffered as a result of Village job-related activities are addressed pursuant to section 131.01(c) of the codified ordinance of the Village.  Employees are required to notify their supervisor or Department Director as soon as they know they will be absent, and such notification must be given at least 30 minutes prior to the start of their scheduled shift. Failure to provide timely notice is cause for denying sick leave pay. If the absence is due to hospitalization, outpatient surgery, or similar cause, which can be scheduled, notification shall be made immediately following the scheduling of that event. An employee may be required to provide the employee’s Department Director with a physician’s certificate if the employee is absent on the workday before or the workday after a holiday or vacation. If the employee is absent more than five consecutively scheduled workdays, the employee may be required to provide the Village with an attending physician’s release before returning to work. A physician’s certificate may be required before any employee is allowed to return to duty following an absence. 
The Village may require an employee on sick leave to be examined by a medical examiner selected and paid for by the Village. Employees are responsible for notifying their supervisor of any discrepancy in their sick leave credit and use records as depicted in payroll records. Any employee fraudulently taking sick leave, or any employee falsely certifying an employee's sick leave allowance, will be disciplined, up to and including termination. 
4.4  Group Insurance Coverage
The Village offers group health and dental insurance coverage to eligible employees in accordance with section 131.02 of the codified ordinance of the Village.  Details regarding insurance coverage can be obtained from the fiscal officer.  
4.5  Employee Assistance Program??? 
4.6  Deferred Compensation Program
The Village offers several deferred compensation programs for all employees through various program administrators. Employees can obtain additional information regarding the program administrators from the fiscal officer.
4.7  Retirement System
All full-time and part-time village employees are required by the State of Ohio to participate either in the Ohio Public Employees Retirement System (OPERS) or the Ohio Police and Fire Pension Fund (OP&F). Employees covered under OPERS and OP&F contribute a percentage of their total gross salary, including overtime, into the fund. The Village likewise contributes a percentage of gross salary into these funds on behalf of the employee.  All contribution rates and the administration of retirement benefits are administered by the OPERS and OP&F Boards. These retirement system contributions are exempt from Federal and Ohio Income Tax. The payment of taxes on these contributions is deferred until the monies are paid out (e.g., in the form of pensions, separation refunds, or death benefits).
Section 5:  Wage and Salary Policies
5.1  Working Hours
Starting times, quitting times, meal periods, and relief times shall be determined by the Department Director with the approval of the Village Administrator. Supervisors will notify employees of their individual work schedules. It is recognized that staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled. However, in no case shall an employee begin working more than seven minutes before scheduled work start time, or cease working before the scheduled end of the shift, or continue working past the end of a scheduled shift, without the prior approval of their Supervisor or Department Director, except per specific department policies and procedures.
5.2 Overtime
When operating requirements or other needs cannot be met during regular working hours, employees may be required to work overtime hours. When possible, advance notification of these mandatory assignments will be provided. All overtime work must receive prior authorization by a superior. The selection of employees for overtime is based on job requirements and is within the sole discretion of the Village. Overtime compensation is paid to employees per section 131.08 of the codified ordinance of the Village.
5.3  Timekeeping
Accurately recording time worked is the responsibility of every employee. Federal and state laws require the Village to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is the time actually spent on the job performing assigned tasks. All employees should accurately record the time they begin and end their work, as well as the beginning and end time of each meal period (if required). They should also record the beginning and end time of any split shift or departure from work for personal reasons. Tampering, altering, or falsifying time records, or intentionally recording time on any employee’s time record may result in disciplinary actions, up to and including termination.
5.4  Paydays, Pay Advances, and Administrative Pay Corrections
Payroll deposits are normally issued on alternate Fridays. The Village Administrator is authorized to modify the schedule governing issuance of payroll deposits, if necessary. Neither pay advances nor extensions of credit on unearned wages shall be provided to employees. The Village takes all reasonable steps to assure that employees receive the correct amount of pay in each payroll deposit and that employees are paid promptly on the scheduled payday. In the unlikely event that there is an error in the amount of pay or accrual of leave (vacation, sick, personal day, etc.) time, the employee should promptly bring the discrepancy to the attention of the Department Director or fiscal officer so that corrections can be made as quickly as possible.
5.5  Direct Deposit
The Village of Golf Manor requires employees to direct deposit payroll funds into any bank institution of their choice.  
5.6  Notice to Salaried Employees
The following notice is provided to exempt employees in accordance with the Fair Labor Standards Act. The Village pays exempt employees on a salary basis. That means that exempt employees regularly receive a pre-determined amount of compensation each pay period on a weekly basis, subject to the exceptions listed below. The law allows certain reduction in the pay of a salaried employee. The Village may choose not to reduce the employee’s salary, but the following reductions are the ones permitted by law: when the employee is absent from work for one or more full days for personal reasons other than sickness or disability; for absences of one or more full days due to sickness or disability if the deduction is made in accordance with a bona fide plan, policy, or practice providing compensation for salary lost due to illness; to offset amounts employees receive as jury or witness fees, or for military pay; Family and Medical Leave absences (with full or partial day absences); or for unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace conduct rule infractions. Also, an employer is not required to pay the full salary for the first or last week of employment if the employee does not work the full week, or for weeks when an employee’s salary is reduced as the result of penalties imposed in good faith for infraction of safety rules of major significance. In these circumstances, either partial day or full day deductions may be made. Exempt employees do not need to 24 be paid a salary in any workweek in which they perform no work. Also, an employer may require employees to use accrued paid time off to cover absences, as long as it does not result in a prohibited reduction. The Village’s policy is to comply with the salary basis requirements of the FLSA. Therefore, we prohibit any improper deductions from the salaries of exempt employees. If employees believe that an improper deduction has been made to their salary, the employee should immediately report this information in writing to their Department Director or Village Administrator. The Village will promptly investigate any report of an improper deduction. If the Village determines that an improper deduction has occurred, they will be promptly reimbursed.
Section 6:  Personnel Policies
6.1  Appointments
The Village Administrator, with the concurrence of the Mayor, shall appoint all employees unless otherwise specified by the codified ordinances of the Village or its Charter.
6.2  Attendance Policy
Regular and predictable attendance is an essential function of each employee’s job. Every employee is required to work the hours assigned. Every employee is responsible for being present and ready to work at the correct time. Every employee is responsible for working the employee’s entire workday, and not leaving work early unless authorized or directed a supervisor. Absenteeism creates numerous problems, especially unscheduled absences. Problems include costs associated with replacements, morale problems for those who must compensate for the absent employee, and delayed response in the delivery of service. Excessive absences or tardiness (excluding approved leave) will result in disciplinary action, up to and including discharge. 
Any employee absent from duty without authorization for three work days or more will be deemed to have automatically terminated the employee’s employment as of the last day of active service, unless the employee can provide documentation to the satisfaction of the Village Administrator that circumstances beyond the employee’s control prevented the employee from reporting to work.
6.3  Reduction in Force
Should it become necessary to reduce the size of the workforce, the Village will select employees for layoff, based on the Village’s evaluation of ability, performance, and the Village’s needs. The means for notification of employees of a reduction in force shall be at the discretion of the Village Administrator, consistent with applicable laws.
6.4  Safety Policy
The Village of Golf Manor is committed to providing a safe and secure workplace for the benefit of its employees and the general public.  Safety is the responsibility of all employees.
The following is a list of general safety rules, which shall be observed at all times. This is not a complete list. Each employee is expected to think and act carefully, sensibly, and reasonably at all times to maintain a safe workplace for all employees. 
1. Employees shall conduct themselves in a safe and professional manner while on Village time and shall not create unsafe or unsanitary working conditions. 
2. Wear and use all proper and required safety equipment and clothing. Do not wear any clothing or use any device that could cause a safety risk. 
3. Follow all departmental standard operating procedures and guidelines. 
4. Do not bypass, disregard, modify or remove safety guards or other safety devices in place for employee protection and safety. The only exception is a supervisor directs repair of any safety equipment or device. 
5. Do not willfully falsify readings, documentation, or printouts from equipment. Do not deliberately abuse, destroy, damage, steal, or deface equipment or property. 
6. Employees will report relevant safety issues to their supervisor. 
7. Be familiar with the location and operation of all safety equipment, including fire extinguishers, located in the work area. Note the location of exits and emergency evacuation routes in the work area. 
8. Ensure that all flammable liquids and other hazardous chemicals are in approved containers and are stored according to applicable regulations. 
9. Report every injury, accident, or damage, regardless of severity, to the supervisor immediately. Complete an incident report within 24 hours in accordance with the workplace injury reporting procedures. 
10. Report all defective, broken, or unsafe equipment, machines, or tools to the Supervisor immediately. Report all unsafe acts or conditions, including any violations of department safety standards, to the Supervisor. 
11. Ensure, before use, that all equipment, including vehicles, is in a safe working condition. Immediately report any problems or malfunctions of such equipment to the supervisor. Complete equipment checklists and associated procedures as required by the department. 
12. Do not use any equipment or tool without authorization and training. 
13. Properly dispose of all refuse. Keep work areas clean and orderly. 
The Village Administrator is charged with ensuring compliance with the Village’s safety program. Questions about the policy should be directed to the employee’s Supervisor, Department Director, or the Village Administrator.
6.5  Employee Appearance and Dress Code
Appearance plays an important role in portraying the professionalism of our Golf Manor’s government. All employees shall have a neat and professional appearance that reflects well upon the Village. All employees are expected and encouraged to exercise discretion and good taste in their matter of dress. Each employee’s attire, grooming, and personal hygiene should be appropriate to the work situation. 
a. Uniforms: All employees who are provided a Village uniform shall report to work each day in a clean uniform. Uniforms, including Village supplied shirts or sweatshirts, shall not be altered in any manner. Any questions regarding Village provided uniforms should be directed to the employee’s Department Director. Village uniforms shall not be worn when the employee is off duty unless authorized by the Department Director or Village Administrator. 
b. Personal Appearance: Employees who are not provided with a uniform by the Village are also expected to be properly dressed for the type of work and the setting in which they are performing. Employees are expected to dress in a manner that is normally acceptable in similar business establishments. 
Tattoos, body piercings, brands, or mutilations that are inappropriate, as determined at the sole discretion of the Department Director, should not be visible. 
At its discretion, the Village may allow employees to dress in a more casual fashion than is normally required. On these occasions, employees are expected to present a neat appearance. Each department is authorized to develop and implement additional policies that relate to the provisions of “personal appearance” which are not inconsistent with the policy and guidelines established herein. Any employee who does not meet these standards or departmental policies will be required to take immediate corrective action, which may include leaving the premises and/or requirement to wear a Village supplied uniform. Any work time necessary to correct appearance shall be recorded as “leave without pay.”
6.6  Smoking Policy
The Village is a smoke-free workplace.  The use of tobacco is prohibited by all personnel on any Village property. Smoking is prohibited inside all Village buildings, equipment, vehicles, and near all building entrances, windows, and ventilation systems. In addition, the Village prohibits the use of smokeless tobacco products and vaporizers for anyone on Village property.
6.7  Motor Vehicle Policy
An employee operating a Village vehicle, or a personal vehicle on Village business, must be at least 18 years of age and have a valid driver’s license in their possession. Drivers shall observe all traffic laws and regulations and rules of safe driving. Before any vehicle is operated, the driver and all passengers shall have their seat belts fastened. All Village employees are subject to have a Bureau of Motor Vehicles (BMV) report generated without notice. Employees shall immediately report to their supervisor or Department Director any accident, traffic citation, or parking citation involving a vehicle being used on Village business, regardless of who owns the vehicle. 
Accidents shall be reported no matter how slight the damage. Employees are required to complete an Accident/Incident report within 24 hours of the incident. In the event that an employee has an accident while operating a Village owned vehicle or piece of equipment, the following procedures shall be strictly followed: 
1. Immediately notify the immediate Supervisor or Department Director. (For accidents that occur on a public roadway or private property if it involves, injury, reckless operation, or Operating a Vehicle while Intoxicated, notify the local police department as well). 
2. Do not leave the scene of the accident (unless an injury has occurred) or move the involved equipment or vehicles until the supervisor and/or police have completed their investigation or request that the equipment/vehicles be moved to prevent blocking traffic. 
3. Within 24 hours of the accident, the employee should complete the employee’s portion of the accident report form and submit it to the employee’s Supervisor. 
4. The Supervisor or Department Director should report the vehicle accident as soon as possible (and not longer than 24 hours after the accident) to the Village Administrator. Within 72 hours of the accident, the complete Accident Investigation report should be completed and forwarded to the Village Administrator or his/her designee. 
5. Accidents involving the injury or death of a Village employee should be immediately reported to the Village Administrator. 
Possessing a valid driver’s or commercial driver’s license is a job requirement for some employees. These employees shall report all motor vehicle violations that result in the suspension of their Driver’s or Commercial Driver’s License, including violations received while off duty in their personal vehicles, to their Supervisor or Department Director immediately upon returning to their next scheduled work day. 
Per the approval of the Village Administrator, certain employees of the police department may be permitted to take their Village assigned vehicles home, with personal use within 30 minutes of their home permitted as long as the employee is on call and available to immediately respond to an emergency need. 
Use of an employee’s personal vehicle for performance of Village business is discouraged. Employees should use Village vehicles, when available, for business. If a Village vehicle is not available, the employee’s Department Director must approve, in advance, the use of a personal vehicle for Village business. If employees drive their personally owned vehicles for Village business and are involved in an accident for any reason, including a no-fault accident, they are solely responsible for any resulting damages. Employees who drive their personally owned vehicles for Village business must carry full, active automobile liability insurance. The Village’s insurance policies will not provide coverage to employees who drive their personally owned vehicles for Village business reasons, and the Village will not reimburse employees for any resulting automobile or other damages or automobile wear and tear.
6.8  Drug and Alcohol Policy
6.8.1  Purpose
To provide for the protection of our employees and citizens, the Village must have an environment free of alcohol and drug use. Employees shall be held accountable for violations of this policy, to the extent that disciplinary action may be taken against the employee, up to and including dismissal. Ultimately, the responsibility for complying with the provisions of this policy, fitness for duty, and where applicable, seeking out and participating in rehabilitation programs, rests with the employee. 
6.8.2 Rules 
1. No employee shall use, sell, buy, or possess any alcohol or drugs while on the job, or during a meal or break period. The penalty for this is discharge. 
2. No employee shall report to work or be at work under the influence of alcohol or drugs. The penalty for this may result in discharge. Being under the influence will not excuse any other violation of Village rules or standards, under this policy or otherwise. Any positive drug test result, or alcohol test result of .02 or above, will be deemed being under the influence. Positive levels for drugs are those determined by Department of Transportation regulations (currently 49 CFR § 40.87). Positive levels for drugs not set forth in the DOT regulations will be determined by the testing laboratory. 
3. The only exception to paragraphs 1 and 2 is for prescribed (for the employee) or over-the-counter medication, and even then, the employee must notify the Village before starting work if the medication may impair their ability to do their job. Impairment is just as serious when caused by medication; failure to report will be treated under paragraph 2. This exception does not include medical marijuana. Employees who use, sell, buy, or possess marijuana including recreational or medical marijuana, while on the job or during a meal or break period will be discharged under Rule 1 above. Employees who report to work or are at work under the influence of marijuana, including recreational or medical marijuana, may be discharged under paragraph 2 above. 
4. Anyone involved in the illegal trafficking of drugs, or illegal conduct consistent with trafficking of drugs, on or off the job, will be discharged. 
5. All employees shall report to the Village any drug or alcohol arrest within 24 hours. Violation of this may subject the employee to discharge. 
6. If an employee is unexpectedly called to work when the employee could reasonably have expected that they were free to consume alcoholic beverages, and has done so, the employee shall inform their supervisor at once so the supervisor can decide whether the employee should report to work. This fact, in itself, will not be grounds for discipline or discharge. 
7. Any refusal under this policy to take a drug or alcohol test, to cooperate fully, or to sign the necessary papers, when ordered to do so, will be considered a positive result and may result in discharge. 
6.8.3 Treatment 
A drug and alcohol problem will not excuse any violation of Village rules or standards, under this policy or otherwise, whether the employee seeks treatment or not. Employees are urged to seek professional help for a drug/alcohol related problem. If an employee seeks treatment before violating any Village rule or standard, and the treatment requires that the employee not work for a period of time, the Village may grant the employee a leave of absence of up to 90 days.  Any costs associated with treatment that are not covered by Village-provided insurance will be the responsibility of the employee. This leave will be conditioned upon receipt of reports from the treatment provider(s) that the employee is cooperating and making reasonable progress in the treatment program. The employee will be permitted to return to work only if the employee passes a drug/alcohol test and has satisfactory medical evidence that the employee is fit for work. The Village will grant sick leave for treatment of alcoholism and chemical dependence on the same basis as other illnesses. If an employee has used all available sick leave, the Village will consider granting an unpaid leave of absence for professional treatment. The leave of absence will be conditioned upon the receipt of reports that the employee is cooperating and making reasonable progress in a certified treatment program.  
6.8.4 Testing 
Consistent with applicable laws, the Village may require drug or alcohol testing under any of the following circumstances: 
1.  The Village may test whenever it in good faith reasonably suspects there is a drug or alcohol related problem with the employee. Reasonable suspicion may be based upon, but is not limited to, unexplained and excessive absence, a reliable report, reporting to work with the odor of alcohol or marijuana on an employee, unusual behavior such as slurred speech or lack of coordination, the unauthorized possession of drug paraphernalia, or involvement in an on-duty accident or other on duty incident which results in or reasonably could have resulted in, physical harm to either the employee or other individuals in the accident/incident; or which results or reasonably could have resulted in damage to Village or other property, vehicles or equipment.
2. Employees who have previously violated this policy or return to work after a suspension or leave related to a positive test or otherwise related to drugs or alcohol may, as a condition of continued employment, be tested at any time for the remainder of their employment.
3. Employees in safety-sensitive jobs may also be tested randomly. 
4. As required by law, including for those required to have a Commercial Driver’s License (CDL). 
5. An employee who tests positive may, at the employee’s own expense, request a second test on the initial sample.
6.9 Searches
The Village reserves the right to carry out searches based on reasonable suspicion of employees, including personal effects brought onto Village property (lockers, purses, vehicles). Such searches may be carried out without prior notice. Refusal to submit to such searches is grounds for discharge.
6.10  Anti-Harassment Policy
6.10.1  General
The Village is committed to maintaining a work environment that is free of discrimination and harassment based on a person’s sex, sexual orientation, gender identity, race, color, age, religion, disability, ancestry, national origin, genetic information, or veteran or military status, consistent with applicable laws. Harassment of any person because of sex, sexual orientation, gender identity, race, color, age, religion, disability, ancestry, national origin, genetic information, or veteran or military status is strictly prohibited, whether directed at an employee, officer, vendor, or customer. 
Any such harassment is prohibited by this policy whether or not it also violates the equal employment opportunity laws. This policy applies to all employees, elected officials, board and commission members, consultants, advisors, counsel, and the Village Administrator. This policy also applies when traveling on business, just as it applies on Village premises.
6.10.2  Sexual Harassment
No one may threaten or imply that an employee’s submission to or rejection of sexual advances will in any way influence any decision about that employee’s employment, advancement, duties, compensation, or other terms or conditions of employment. No one may take any personnel action based on an employee’s submission to or rejection of sexual advances. No one may subject another employee to any unwelcome conduct of a sexual nature. This includes both unwelcome physical conduct, such as touching, blocking, staring, making sexual gestures, and making or displaying sexual drawings or photographs, and unwelcome verbal conduct, such as sexual propositions, slurs, insults, jokes, and other sexual comments. An employee’s conduct will be considered unwelcome and in violation of this policy when the employee knows or should know it is unwelcome to the person subjected to it.
6.10.3  Other Harassment
The Village’s policy regarding sexual harassment is applicable to harassment on other bases protected by law, such as age, race, color, religion, ancestry, national origin, disability, genetic information, or veteran or military status. As with sexually related conduct, inappropriate or offensive actions, words, jokes, or comments based on an individual’s race, color, national origin, ancestry, religion, age, disability, genetic information, veteran or military status, or any other legally protected basis will not be tolerated.
6.10.4  Making Complaints and Reporting Violations
It is everyone’s responsibility to maintain a discrimination- and harassment-free workplace. This includes freedom from prohibited conduct not only by fellow employees, but also by other persons employees encounter in the course of their employment, provided that the Village is made aware of such conduct. Employees who have a complaint or concern about possible sexual or other harassment, or other prohibited conduct, should report such complaint or concern immediately. The Village is prepared to receive complaints about behavior that is perceived as unprofessional or inappropriate regardless of whether the behavior constitutes unlawful harassment. 
If employees believe that they have been harassed, they are requested and encouraged to make a complaint to the Village. Employees are not required to complain first to the person who is harassing them. If preferred, employees may complain directly to their supervisor, Department Director, or the Village Administrator. (If an employee makes a report to a Supervisor or Department Director, the Supervisor or Department Director must promptly inform the Village Administrator.) Similarly, if employees observe harassment of another employee, they are requested to report this to one of the persons described above. No reprisal, retaliation, or other adverse action will be taken against any employee for making, in good faith, a complaint or report of harassment, or for assisting, in good faith, in the investigation of any such complaint or report. Please remember that the Village is unable to correct situations that are unknown to it or that are not brought to the Village’s attention. 
6.10.5 Investigation of Complaints and Reports 
The Village will promptly investigate any complaint or report of violation of this policy. An investigation will be conducted within a reasonable amount of time. Employees may be asked to provide a written statement of their knowledge of the claimed violation, or to verify that a written statement is accurate and complete, with their additions and corrections, if necessary. Employees may at any time ask the person they complained or reported to about the status of the investigation. 
6.10.6 Penalties for Violations 
The Village will take prompt disciplinary and remedial action if its investigation shows a violation of this policy. Any employee, Supervisor, Department Director, or other individual who is found, after appropriate investigation, to have violated this policy will be subject to appropriate disciplinary action, up to and including termination. A complaint or report that this policy has been violated is a serious matter. Dishonest complaints or reports are also against this policy, and the Village will take appropriate disciplinary action if its investigation shows that deliberately dishonest and bad faith accusations have been made. 
6.10.7 Prohibition against Retaliation 
Retaliation against an employee because of a report under this policy or because an employee has participated in an investigation under this policy is prohibited and will not be tolerated. Any suspected retaliation must also be immediately reported. Complaints of retaliation will be investigated and, where appropriate, may lead to disciplinary action up to and including dismissal. If an employee has any questions about this policy, please contact the Village Administrator.
6.11  Workplace Violence
Conduct that threatens, intimidates, or coerces another employee, an elected official, a volunteer, or a member of the public at any time, including off-duty periods, will not be tolerated. If employees observe or experience such behavior, they should report it immediately to a Supervisor, Department Director, or the Village Administrator. The Village will investigate all reports of threatened or actual violence, violations of these guidelines, and reports of suspicious individuals or activities. Supervisors, Managers, and Department Directors are required to promptly communicate any reported or observed violations of this policy to the Village Administrator. In order to maintain workplace safety and the integrity of its investigation, the Village may immediately suspend employees, either with or without pay, pending an investigation. Anyone determined to be responsible for threatened or actual violence or other conduct that is a violation of this policy, will be subject to prompt disciplinary action, up to and including discharge from employment. 
6.12  Weapons
Employees may not possess or store explosives, firearms, or other weapons in a building or portion of a building owned, leased, or controlled by the Village, or in a motor vehicle owned or leased by the Village, or during work hours or while on Village business. The only exception is that employees may carry firearms or ammunition in their personally owned vehicles and may store firearms or ammunition in a glove box, trunk, or other enclosed container or compartment in their personally owned, locked vehicles.   
6.13 Information Technology Policy
6.13.1  General
The Village provides employees with access to its computer and communications systems (which may include, but are not limited to, computers, internet, email, voice mail, telephones, cell phones, - smart phones, and tablets) for the performance and fulfillment of job responsibilities. All employees are obligated to make effective, safe, and responsible use of this technology. This policy applies to all employees who are provided access to the technology systems. The Village’s computer and communication systems, and all information stored on them, are Village property. Employees shall have no expectation of privacy in anything they create, send, install, store, delete, or receive using any of these systems. Limited personal use is permitted provided it does not interfere with any employee’s work and does not violate this or any other Village policy (e.g., harassment or EEO policies), but employees need to remember that the Village may monitor, review, intercept, delete, or access all information on the Village systems, including any personal communications accessed or sent though the Village’s systems.
6.13.2  Employee Responsibilities
Employees using the Village systems must: 
• Ensure the security of their accounts and related passwords. Passwords should never be shared between users or be in plain sight. If the integrity of a password has been compromised, the employee should change the password and notify Information Technology personnel or employee’s Supervisor of the compromise. 
• Utilize two-factor authentication when enabled. 
• Abide by existing federal, state, and local telecommunications and networking laws and regulations. 
• Minimize unnecessary network traffic that may interfere with the ability of others to make effective use of the Village network resources, and to conduct normal business activities. 
• Avoid the overload of networks with excessive data or wasting other Village technical resources. 
• Exercise good judgment and follow generally accepted rules of network etiquette when using the Internet or other electronic communications services. 
• Protect Confidential Village Information (e.g., personal and protected information about the Village, its employees, or its citizens not subject to disclosure under the Public Records Act or the Health Information Portability and Accountability Act). Employees who are authorized to electronically transmit Confidential Village Information must take all steps necessary to protect the confidentiality of such information, including the following: 
• Current Village procedures with respect to the transmission of such information. Such employees should disclose Confidential Village Information only to authorized individuals with a need to know. 
• All dissemination of public records must follow the rules in this manual and all public records policies and laws. 
Remember that emails may be public records under state law.
6.13.3  Prohibited Uses
Employees may not use the Village’s systems for any of the following reasons: 
• Conducting personal business activities or seeking personal financial gain. 
• Playing games during working time. 
• Any social media use that is unrelated to an employee’s duties and responsibilities. 
• Bringing actual or potential embarrassment or harm to the Village. 
• Conducting illegal activities or otherwise violating federal, state, or local laws. 
• Receiving, transmitting, downloading, viewing, or printing materials of a derogatory, inflammatory, discriminatory, harassing, sexually explicit, obscene, offensive, defamatory, violent or threatening in nature. 
• Downloading or installing software, games or any files or programs, which could potentially change system configuration or damage the systems without the prior consent of authorized Information Technology personnel. 
• Removing or copying software, shared files or programs, without the consent of authorized Information Technology personnel. 
• Downloading, distributing, or printing copyrighted materials, which include articles, software or intellectual property, in violation of the copyright laws. 
• Copying programs from Village owned systems for personnel use or non-Village use. 
• Spamming email accounts. 
• Disclosing Confidential Village Information, unless expressly authorized. 
• Vandalizing data of another user, including uploading or creating of computer viruses.
6.13.4  Social Media
The Village respects the right of its employees to use social media sites and parts of the public Internet as a medium of self-expression, communication, and public discourse using their own equipment and on their own time.  Employees should be mindful that their postings can affect how the public perceives the Village.  The Village has the right to monitor all public postings and employees should have no expectation of privacy while using the public Internet, even on their own time, and using their own equipment.  Employees public postings on social media and other Internet sites can be viewed by anyone, include Village management.
The following are guidelines that apply to the use of social media or the public Internet by employees, even when on their own time, and using their own equipment:
• Use good judgment. Remember that what is posted may be seen by far more people than might have been intended. 
• Do not disclose Confidential Village Information (defined above). 
• Employees are free to identify themselves as a Golf Manor employees if they wish. However, they should state that their views are their own, and do not reflect those of the Village. Do not speak, or appear to speak, on behalf of the Village unless expressly authorized. 
• If an employee is contacted by anyone about one of his or her posts, including a commenter or a member of the press, and is asked to discuss Confidential Village information, the employee must speak with the Village Administrator before responding. 
• Only employees who are specifically authorized by the Village are permitted to prepare and modify content for the Village’s website, any official Village blog, and any of the Village’s official social media sites. If an employee is uncertain about whether or not they are permitted to post certain content, they must discuss the proposed content with their Supervisor prior to posting. 
• Employees may not access social media sites or otherwise use social media during work time, except as part of the employee’s official assigned job duties. 
• Employees may not post material that is obscene, defamatory, threatening, or harassing concerning the Village or its employees. 
• Any employee found to be violating this policy is subject to immediate disciplinary action, including discharge.
6.13.5  Cellular Phone, Electronic Devices
The following policy pertains to the use of personal cell phones/electronic devices at work, the personal use of Village cell phones/electronic devices, and the safe use of cell phones/electronic devices by employees while driving.
6.13.5.1  Personal Cellular Phones/Electronic Devices
Employees, while at work, are expected to exercise the same discretion in using personal cellular phone/electronic device as is expected for the use of Village phones. Excessive personal calls/electronic device use during the workday, regardless of the phone/device used, interferes with employee productivity and can distract others. Employees should limit personal calls and electronic device use to non-working time (e.g., authorized breaks and lunch periods). Flexibility will be provided in circumstances demanding immediate attention or for emergencies.
6.13.5.2  Village Cellular Phones/Electronic Devices
The Village may issue a cellular phone or hand-held radio to an employee for work-related communications.  These devices are to only be used for Village business.  Employees issued said devices are expected to protect the equipment from loss, damage, and theft.  Upon resignation or termination of employment, or at any other time upon request, the employee may be asked to produce the equipment for return and/or inspection.  Employees unable to present said equipment in good working condition with the time period requested may be expected to bear the cost of replacing the equipment.
6.13.5.3 Safety for Cellular Phones/Electronic Device Use
Employees who are issued a cell phone/electronic device for business use, are expected to comply with Ohio driving laws regarding cellular phone/electronic device use.  Under no circumstances are employees allowed to place themselves or others at risk to fulfill work needs. Employees who are charged with traffic violations resulting from the use of their phone/electronic device while driving will be solely responsible for all liabilities that result from such actions. Violations of this policy will be subject to discipline up to and including termination.
6.14 Mail System, Copiers, and Printer Use Policy
The use of Village copiers and printers for personal use should be kept to an absolute minimum.  Use of the Village’s paid postage or stationery for personal reasons is prohibited.  Employees may, however, place their personal mail (already stamped) in Village mail collection areas.
6.15  Media Policy  
No employee may speak, or appear to speak, to the media on behalf of the Village without the prior approval of their department head.  The Chief of Police is delegated approval authority over media contacts under this policy for police-related matters unless said authorization is revoked by the Village Administrator or Village Solicitor for particular matters or incidents.   
6.16  Political Activity of Employees
No employee shall participate in political activities while on Village time or while in or on Village property. 
The following are examples of activities that are prohibited: 
• Directly or indirectly soliciting or receiving any assessment, subscription, or contribution for any political party, candidate, or purpose whatsoever. 
• Circulating nominating petitions for a political issue or candidates of a political office. 
• Managing, coordinating, planning, or participating in the campaign of a political issue or person campaigning for political office. 
• Wearing political signs, stickers, etc., on Village property or equipment. 
• Placing political signs, stickers, etc., on Village property or equipment. 
Employees, or those persons seeking employment, shall not be appointed, promoted, or removed, or in any way favored or discriminated against because of political opinion or affiliations. Employees shall not use their position as a public official or employee to support, endorse, or campaign for any candidate. Nothing in these rules shall be construed to interfere with the right of any employee in the Village’s service to become a member of a political club, to attend political meetings, to express privately their opinions on any political subject, and to enjoy freedom from all interference in casting their vote.
6.17  Policy Prohibiting Audio Recording of Conversation by Village Employees
Employees may not record other employees or Village officials about Village business in order to support open communication amongst staff.  The recording of conversations by an employee with any person while on Village property or while conducting Village business is prohibited, unless prior approval is granted by their department head.
6.18  Travel Reimbursement Policy
All officials and employees of the Village required to travel on Village business shall be reimbursed according to the following guidelines.  All requests for travel reimbursement must be approved in advance by the Village Administrator.
6.18.1  Requirements
Before traveling, employees must submit to their Supervisor a completed Travel Request and Expense Report form, for all expenses. Employees must include with the expense report a copy of the entire agenda (including meal functions) for a training session or conference they wish to attend. Training shall be handled through the regular Village requisition process. The Village Administrator and the employee’s Department Director must approve the pre-trip expense report in advance of the trip. 
6.18.2  Reimbursement Process
For all reimbursements, employees are required to provide receipts or other adequate documentation for expenses requested to be reimbursed.  The Village will provide traveling employees with execute tax exemption certificates to be provide to lodging establishment and other applicable vendors.   
Transportation: Employees should use a Village credit card for the costs of economy or coach airline fares, transportation to and from the airport, and airport parking; employees without access to a Village credit card will be reimbursed. Transportation to and from airports and airport parking should be by means most financially advantageous to the Village. 
Other travel expenses, such as fuel for Village-owned vehicles, bus fees, rental car expenses, toll booth fees, parking fees, or taxi or rideshare fares, are reimbursable. Travel insurance and personal travel expenses (e.g., gas, taxi, or bus used for personal reasons) are not reimbursable.
Personal Car: Use of an employee’s personal vehicles for performance of Village business is discouraged. Employees should use Village vehicles, when available, for business. If Village vehicles are not available, and the use of a personal vehicle for business has been approved in advance by the employee’s Department Director, the use of a personal vehicle can be reimbursed at the currently approved IRS-allowable rate for mileage. 
If two or more individuals are traveling to the same destination for the same meeting, arrangements should be made, to the extent practical, to travel in the same automobile, rideshare, or taxi. 
Lodging: Single occupancy accommodation rates in the medium price range for the locale will be approved for reimbursement. Every effort should be made to obtain accommodations as close to the out-of-town destination as possible. It is expected that an employee will use accommodations appropriate to the nature of the business trip. 
Per Diem Rates: Village employees who attend training sessions and conferences outside of the Village are paid a per diem for meals while on business for the Village. Meals are often covered by the registration fees for seminars, conferences, or training sessions. However, sometimes a registration fee will include some or none of the meals. If any of the meals for a day are not covered and become the responsibility of the employee, then the following per diem meal rates apply: 
• $20.00 for breakfast; 
• $25.00 for lunch; 
• $35.00 for dinner. 
Single Day Travel: For any single day’s travel, only the cost of the meal or meals eaten while traveling (and not at home or in the office) will be paid at the per diem rates noted above. 
Registration Expenses: Registration fees and pre-approved training fees should be paid by the Village in advance of travel. 
Tips and Gratuities: Only reasonable tips and gratuities are eligible for reimbursement, where applicable. This includes nominal fees (up to 15%) for other service workers normally included in tipping (taxis, valets, bellhops, etc.). 
Fines Reimbursement: Under no circumstances will an employee be reimbursed for fines resulting from breaking any city, county, state, or federal laws while on Village business/training travel. 
Miscellaneous: All necessary and reasonable miscellaneous expenses are reimbursable, if accompanied by a receipt and approved by the Village Administrator. The Village does not reimburse entertainment expenses, alcohol purchases, or expenses incurred by a spouse. The Village Administrator may decrease or increase the mileage and per diem allowance consistent with IRS rules and regulations.
6.19  Employment of Family Members
The Village’s policy has been developed to provide compliance with Ohio ethics laws related to the hiring of relatives.  In order to ensure compliance, monitoring of employment of family members will be conducted to make sure no person shall be hired, reappointed, promoted, or transferred to a position or department where they would directly supervise or report to a family member.  Employment of family members in the same department is prohibited.  
For purposes of this policy, family member is defined as: (1) spouse or former spouse; (2) parent, including in-law and step; (3) children, including in-law and step; (4) grandchildren, including in-law and step; (5) grandparent, including in-law and step; (6) siblings, including in-law and step; (7) aunts or uncles; (8) nieces or nephews; (9) legal guardians; and (10) any other person residing in the same household as the employee during the employment period. Relationships established due to marriage or divorce after employment will also be subject to the terms of this policy.
The Village reserves the right to take action to assure that employment of family members does not create any adverse effects on work performance, including conflicts of interest or the appearance of conflict of interest. In such cases, the Village may take any needed action including reassignment and/or termination to assure no adverse effect on work performance or conflict of interest within the Village. No public official, regardless of job duties or level of authority, shall: 1) hire any family member(s), 2) vote to authorize the employment of any family member(s), or 3) recommend, nominate, or use their position in any way to secure Village employment for a family member(s), including participation in any discussions about the family member’s qualifications with the public official(s) involved in the hiring of any family member(s). T
This policy shall not require the termination of any family member that is employed by the Village prior to January 1, 2027. The Village Administrator has authority for decisions regarding employment of family members under this policy.
6.20  Reporting of Criminal Charges, Arrests, and Convictions
If an employee is arrested or cited for any violation of the law during work hours or resulting from on-duty conduct, he/she must report the criminal charge, citation, or arrest to the Village as soon as possible, but before the end of the workday. An employee also must report any criminal charge, arrest, or citation resulting from off-duty conduct if the criminal charge, arrest, or citation could be detrimental to the Village’s operation or reputation, or could affect the employee’s ability to perform his/her job. Employees should report such criminal charges, arrests, or citations as soon as possible, and before the employee works again whether it be the employee’s regular schedule, scheduled and unscheduled overtime, or trade.
6.21  Reporting of Romantic Relationships
To avoid concerns of sexual harassment, preferential treatment, and other inappropriate behavior, employees are encouraged to avoid romantic relationships with each other while both are employed with the Village. If a romantic or sexual relationship develops between Village employees, both employees must promptly inform their supervisor, who will notify the Village Administrator. A supervisor is expressly prohibited from having a romantic relationship with a subordinate.  
6.22  Use of Village Property
The Village issues equipment to employees for the purpose of performing their assigned duties.  Employees are responsible for the safekeeping, serviceable condition, proper care, use, and request for replacement of all Village property issued or entrusted to their care. An employee’s intentional or negligent abuse or misuse of Village property may lead to discipline, including but not limited to, the cost of repair or replacement of the property, and up to and including discharge. Employees must promptly report to their Supervisor or Department Director any loss, damage to, or unserviceable condition of Village-issued property. 
The use of damaged or unserviceable property should be discontinued as soon as practical. Use of Village property is limited to official purposes in the capacity for which it was designed. Village property should not be discarded, sold, traded, donated, destroyed, or otherwise disposed of without the approval of a Department Director. The personal use of Village property is not authorized. No equipment shall be loaned or used by an employee for any purpose other than official business.
Section 7:  Leave of Absence Policies
Any employee not reporting for duty as the result of approved leave is responsible for making necessary arrangements or notifying the employee’s immediate supervisor of the need to cancel, re-schedule, or re-assign any time-sensitive duties that were to be completed by the employee during their absence.  
Section 8:  Employee Conduct and Disciplinary Process
All employees, with or without accommodations, shall:
· Maintain regular and predictable attendance;
· Promote a professional work environment and maintain good working relationships with other employees;
· Perform standard job duties without direct supervision;
· Conduct themselves in a manner that adheres to legal and ethical standards and promotes the best interests of the Village.
8.1  Village Standards of Conduct
Certain major offenses are categorized by the Village as Class I offenses that will almost always result in discharge.  Examples of such offenses are:
8.1.1  Tier I Offenses
· Violation of the Drug and Alcohol Policy. 
· Insubordination. 
· Refusal to perform assigned work. 
· Theft. 
· Work-related dishonesty. 
· Falsification of, or the material omission from, Village or employment-related records (examples include payroll, employment application, medical, insurance, time card, etc.).
· Removing or attempting to remove property belonging to the Village, an officer, employee, consultant, or citizen from the premises without proper authorization. 
· Abusive horseplay. 
· Intentional abuse or destruction of property belonging to the Village, an officer, employee, consultant, or citizen. 
· Deliberate sleeping on duty. 
· Fighting during work hours or on Village property. 
· Violation of the Weapons Policy. 
· Violation of the Workplace Violence Policy. 
· Deliberate interference with the work of another employee. 
· Deliberate clocking in or out with another employee's time card without prior authorization by a supervisor. 
· Offering to take, or taking, a bribe or kickback of any kind in connection with work. 
· Criminal, unethical or immoral conduct that adversely affects the confidence of the public in the integrity of the Village’s government. 
· Failure to report to work for three days without calling in (no call/no show).
8.1.2  Tier II Offenses
Tier two offenses are those that may be corrected by counseling or discipline, including but mot limited to oral or written reprimands, suspension, or demotion.  Depending on the circumstances and an employee’s past record of conduct, a violation may result in more serious disciplinary action, up to and including discharge.  Examples of such offenses are:
· Poor work performance. 
· Horseplay. 
· Use of rude, obscene, or abusive language while on the job. 
· Failure to report accidents, breakdowns, defective equipment, or safety hazards. 
· Failure to complete records promptly and accurately. 
· Misuse of Village property, including waste of materials. 
· Idling on the job; wasting time. 
· Late return from lunch or break periods. 
· Neglect of job duties. 
· Negligent abuse or destruction of property belonging to the Village, an officer, consultant, citizen, or employee. 
· Failure to clock in or out, if required to do so. 
· Excessive garnishments. 
· Excessive or unexcused absence or tardiness. 
· Conduct of personal business during work time. 
· Violation of sanitation rules. 
· Gambling on Village premises or during work hours. 
· Any violation(s) of any other policy contained in this manual. 
· Violation of departmental rules. 
· Hindrance of the performance of Village functions or other employees. 
· Unauthorized absence without leave.
8.2  Discharge/Demotion/Suspension
The Village may discharge any employee at any time, with or without cause, with or without notice. The Village Administrator may demote or suspend, with or without pay, any employee at any time, with or without cause, with or without notice. 
Employment will terminate if one of the following occurs: 
· Discharge 
· Resignation 
· Retirement 
· For full-time employees, absence due to a layoff or leave of absence of more than 12 weeks, or for the length of the employee’s employment at the beginning of the absence, whichever is shorter (unless an extension is required by law). Before or after any leave, employees should inform the Village Administrator if there is anything the employee wants the Village to consider relating to the leave or their return to work, e.g., a request for accommodation. 
· For part-time employees, not working for 60 calendar days (the Supervisor or Department Director must report this to the Village Administrator) unless an extension is required by law. 
· Failure to return to work on the first regular workday following expiration of an approved leave of absence. 
· Failure to report for work on three work days without calling in (no call/no show).
8.3  Resignation
An employee who decides to resign should notify the employee’s Department Director, in writing, as soon as possible and give the effective date of resignation. The Village requests at least two weeks’ written notice of resignation. Failure to provide the two weeks’ notice may affect future employment with the Village. When an employee completes employment with the Village, they shall return to their Department Director all Village records and property. The Village may take all action deemed appropriate to recover or protect its property. Any applicable leave payouts or transfers will be completed within 30 days of the effective date of an employee’s resignation or termination.
8.4  Grievances
Informal communication: The Village encourages open communication amongst the workforce at all levels. Employees are encouraged to discuss any and all concerns and suggestions with their immediate Supervisors. 
Formal grievances: In any organization, there will be differences of opinions and concerns. The Village of Golf Manor is committed to providing an environment in which an individual can address these matters. In the interest of the prompt resolution of employee complaints, the action at each step of the grievance procedure should be taken as rapidly as possible, but not later than the prescribed time limit. In the event of extenuating circumstances, a time limit may be extended by mutual consent of the parties at that step. 
There are three steps to this procedure. Step 1 is with the employee’s immediate Supervisor. Step 2 is with the Department Director. If the issue is too sensitive to raise initially with the immediate Supervisor, an employee may proceed initially to Step 2, although the Department Director may refer the matter back to Step 1 if deemed appropriate. Step 3 is a final review by the Village Administrator. 
How and when to submit a grievance: 
To submit a grievance, complaint, or other claim, employees must put their grievance in writing and present it to their immediate Supervisor under Step 1, or if they choose to skip Step 1, to their Department Director under Step 2. Grievances must be submitted within ten calendar days of the event under consideration. 
Grievances under the ADA: 
Grievances related to alleged disability discrimination should be made in writing directly to the Village Administrator, who is also the ADA coordinator, under Step 3. To be given consideration, the grievance should be submitted to the Village Administrator within five calendar days. 
In the event the Village fails to respond to a grievance in the time provided, the grievance shall automatically be considered at the next step. In the event that a grievance is not filed or appealed within the time period provided, it shall be considered to be withdrawn. 
Step 1 
The immediate Supervisor: The employee and the immediate Supervisor will meet to discuss the employee’s grievance within seven calendar days after the grievance is filed. The Supervisor will respond in writing to the employee’s grievance within seven calendar days after the meeting.
Step 2 
The Department Director: If the employee is not satisfied with the Supervisor’s answer in Step 1, the employee has the right to take the grievance to Step 2. To appeal to Step 2, the employee must put the grievance in writing and present it to the employee’s Department Director within seven calendar days of the Supervisor’s written answer in Step 1. 
The Department Director will meet with the employee within seven calendar days after receiving the employee’s grievance. The Department Director will provide a written answer to the employee within seven calendar days after the meeting. 
Step 3 
Final Review by the Village Administrator: If the matter has not been satisfactorily resolved at Step 2, the employee may appeal his grievance to the Village Administrator for resolution. The employee must submit this appeal, in writing, to the Village Administrator within three calendar days of the Department Director’s written answer in Step 2. With the grievance, the employee must submit all written information the employee would like the Village Administrator to consider. The Village Administrator may gather any additional information they believe necessary or appropriate to assist in deciding the appeal. 
The Village Administrator will meet with the employee within 15 calendar days after receiving the employee’s grievance. The Village Administrator will provide a written answer to the employee within 15 calendar days after the meeting. The decision of the Village Administrator shall be final.






 




