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Personnel Manual

Memorandum of Understanding

I acknowledge receipt of the Village of Thornville’s Personnel Manual.  I understand that the manual’s sole purpose is to summarize the Village’s personnel policies and procedures, and to set forth facts that will be useful throughout the term of my employment.  I also understand that the Manual does not constitute a contract of employment and is subject to revision by the Village Council without prior notice and at its sole discretion.  However, I may expect to receive a copy of such revisions.  I also understand that this Manual supersedes all prior versions of an employee handbook or personnel manual for employees of the Village of Thornville.  

_________________________________________
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_________________________________________
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I.
GENERAL TERMS AND CONDITIONS

A. Purpose

The purpose of these Rules and Regulations is to implement the provisions of the Ohio Revised Code and Village personnel resolutions and ordinances by establishing standards and procedures.  These regulations are also provided as a guideline to be followed when a situation occurs which is not specifically considered in the Ohio Revised Code or other personnel related ordinances or resolutions.  The Mayor and Village Council reserve all rights authorized by the Ohio Revised Code for personnel administration.

B. Positions Covered

All employees of the Village of Thornville shall be supplied a copy of this Personnel Manual at the time of its adoption or at the time of their appointment.  Each employee shall be required to affix their signature on the included Memorandum of Understanding.  This proof of acknowledgment shall be placed in the employee’s official Personnel record.

Any amendment to these Policies and Procedures shall be made available to the employees in writing or through means deemed appropriate by the Village Council.  It shall be the obligation of each employee to read and become familiar with these rules and regulations.

C. Management Rights

The Village reserves the right and authority to administer the business of the Village, direct its operations, promulgate rules and regulations, and to otherwise exercise the prerogatives of management, more particularly including:

 To manage and direct its employees, including the right to select, conduct background investigations, hire, promote, transfer, assign, evaluate, layoff, recall, reprimand, suspend, demote, discharge, or discipline, and to maintain order among employees;

 To manage and determine the location, type and number of physical facilities, equipment, programs, and the work to be performed.

 To determine the Village’s goals, objectives, programs, services, and budget to utilize personnel and technology in a manner designed to effectively meet these purposes.

 To determine the size and composition of the work force and the employer’s organizational structure, including the right to relieve employees from duty by layoff or job abolishment.

 To determine the hours of work and work schedules and to establish the necessary work rules and regulations for all employees.

 To determine when a job vacancy exists, what duties are to be included in all job classifications, and what standards of quality and performance are to be maintained by all Village employees.

 To maintain the security of records and other pertinent information.

 To determine and implement necessary actions in emergency situations.

D. Notice

The Village of Thornville Village Council, at its option may change, delete, suspend, or discontinue any part or parts of the policies in this Manual at any time without prior notice.  Any such action shall apply to existing and future employees with continued employment being the consideration between the employer and the employee.  Employees may not accrue eligibility for monetary benefits (provided for in writing) that they have not earned through actual time spent at work.  Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last day worked with the Village of Thornville.  No statement or promise made by the Mayor or Village Administrator may be interpreted as a change in policy nor will it constitute an agreement with an employee.

E. Administrative Orders

Nothing in these rules shall prohibit the promulgation of department work rules, standing orders, general orders, or other instructions, either oral or written.  However, when in conflict, the more specific rule or order shall apply.  To the extent that contractual obligations exist, these Personnel Policies and Procedures shall supplement details where said documents are silent, but shall not supersede negotiated contractual obligations or legal requirements relating to personnel rules and practices.

F.     Coverage and Interpretation

These policies are intended to cover most personnel problems and actions which may arise within the Village.  Those not specifically covered shall be interpreted by the Mayor, Village Council, and the Village Administrator.

G. Severability

If a section or sections of these Policies and Procedures as set forth in this Manual are held to be invalid, the remaining sections shall not be affected and shall remain in effect.

H. Definitions

1. Permanent Full-Time Employees:  Employees completing the probationary period who were hired to, and actually work, the Village’s full-time thirty (30) hour workweek on a regular basis.

2. Permanent Part-Time Employees:  Employees completing the probationary period who were hired to, and actually work fewer than thirty (30) hours per week on a regular basis.

3.  Temporary Employees:  Employees engaged to work full-time or part-time for the Village for a specified period of time or for a specific assignment or one who is replacing a permanent full-time employee on leave.  Employees in this category are employed for a period not to exceed six (6) months and serve at the pleasure of the Village Administrator and may be terminated at will. These employees receive no benefits other than those prescribed by law.
4. Hourly Employee:  Any employee paid by the Village in hourly increments.  Hourly employees are non-exempt from the provisions of the Fair Labor Standards Act and are eligible for overtime payment and compensatory time.

5. Salaried Employee:  Any employee paid in regular intervals at a set annual salary.  Salaried employees are exempt from the provisions of the Fair Labor Standards Act and are ineligible for overtime payment and compensatory time.

6. Probationary Period:  A six (6) month period following the employee’s appointment to service with the Village of Thornville.  Upon completion of the probationary period, an employee may be eligible for permanent employee status.

7. Personnel File:  A file maintained by the Village Administrator and Fiscal Officer relating to the employee’s public employment and the Police Chief for the Auxiliary officers.  The file includes the employee’s application, the notice of appointment, performance evaluations, disciplinary reports and any other information pertinent to the employee’s public employment.
8. Auxilary Officer: Unit having all police powers, but shall perform only such police duties as are assigned to them by the Chief of Police whose primary duties are to preserve the peace, protect life and property and enforce the laws of the State of Ohio and the ordinances of the Village of Thornville. Auxiliary officers shall only act in such capacity while on active duty and shall obey the chain of command of the Police Department.
9. Performance Evaluation:  Evaluations completed by supervisors after six (6) months of continuous employment and once per year.

10. Immediate Family:  Spouse, Parent or Child (“Family Medical and Leave Act” of the most current revision, 29 U.S.C. § 2611, et seq.)

II.
EQUAL EMPLOYMENT OPPORTUNITY


The policy of the Village of Thornville is to provide equal opportunity in employment to all employees.  No Village employee may discriminate against a person with respect to the terms and conditions of employment on the basis of the person’s race, sex, religion, color, national origin, age ancestry, disability, or military status.  All Village employees and applicants for employment shall be treated fairly and equitably based on their respective merit, fitness and bona fide occupational qualifications.


The “Complaints”, “Retaliation”, “False Complaints”, and “Corrective Action” sections of the Village’s Unlawful Discrimination and Harassment Policy as outlined in Article III of this Manual shall apply with equal force and effect to the Village’s Equal Employment Opportunity Policy.  A proven violation of the Equal Employment Opportunity Policy by any Village employee shall be considered justification for discipline, up to and including termination.

III.
UNLAWFUL DISCRIMINATION AND HARRASSMENT


A.
Purpose


The policy of the Village of Thornville is to provide its employees with an environment free of unlawful employee discrimination, including harassment.  Unlawful discrimination or harassment is discrimination or harassment based on an employee’s race, color, religion, sex, national origin, age, ancestry, disability or military status.  Discrimination or harassment based upon an employee’s membership in the protected classifications set forth above is inappropriate and illegal and will not be tolerated.  Unlawful discrimination and harassment interfere with the well-being and productivity of employees and the efficiency of the Village, negatively affecting morale, motivation and job performance.  The Village, in the commitment to eliminating this inappropriate behavior, has established the following policy:

B.
Legal Definition


Any reference to a specific form of discrimination or harassment, such as “sexual” discrimination or harassment, is used solely for ease and reference.  When this policy references “sexual” discrimination or harassment, all other forms of unlawful discrimination or harassment as set forth herein are equally applicable.  Unlawful discrimination can occur when an individual’s terms, conditions, benefits, or privileges of employment are negatively impacted due to that person’s membership in a protected classification.  Unlawful harassment is a form of discrimination which is an “unlawful employment practice” and which is prohibited by state and federal law.  Sexual harassment is generally defined as unwelcome sexual advances, comments and requests.  Sexual harassment can exist when employment decisions are based on sexual conduct or when the work place is so permeated with conduct of a sexual nature that the conduct alters the terms and conditions of employment and creates an abusive and hostile working environment.


C.
Examples of Unlawful Discrimination and Harassment


One example of sex discrimination occurs when an employee is demoted, disciplined, or terminated solely on the basis of his or her sex.  Similarly race discrimination occurs when an employee is demoted, disciplined, or terminated solely on the basis of race.  Unlawful harassment does not generally encompass conduct of a socially acceptable nature; however, some conduct that is appropriate in a social setting may be inappropriate in the work place.  Sexual harassment occurs either when behavior of a sexual nature is directed toward an employee who finds the behavior unwelcome and offensive or when behavior of a sexual nature fails to respect rights of others, is demeaning or lowers morale.  Acquiescence in the behavior does not negate the existence of sexual harassment.  “Unwelcome” does not necessarily mean involuntary.


Prohibited conduct includes, but is not limited to, sexual comments, suggestions, jokes, leering, pats, squeezes or other similar contact, posting of sexual pictures, cartoons, photos or other graphics.  This type of conduct constitutes sexual harassment when:

1.
Submission to such conduct is made either explicitly or implicitly a term or condition of employment;

2.
Submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting the individual; or

3.
Such conduct has the purpose or effect of substantially interfering with work performance or creating an intimidating, hostile, or offensive working environment.

Unlawful harassment may also extend beyond the confines of this organization.  Conduct that occurs off duty and off premises against a Village employee may also be subject to this policy.

D.
Complaints

Employees, who feel they have been subject to unlawful discrimination or harassment by a fellow employee, supervisor, or other individual, shall immediately submit a written report of the harassment to the Supervisor, Village Administrator, Mayor or Chairperson of Personnel.  Similarly, employees who feel that they have witnessed discrimination or harassment, or who have questions or concerns regarding discrimination or harassment, shall immediately contact their Supervisor, Village Administrator or Mayor. Late reporting of complaints, or failure to report complaints in writing, will not, in and of itself, preclude the Village from taking remedial action.  However, so that a thorough and accurate investigation may be conducted, employees are encouraged to submit a written report of complaints, in an expedient manner following the harassing or offensive incident.

Although employees are encouraged, at their discretion, to confront the alleged harasser, they are also required to report the incident to their Supervisor, Village Administrator, or Mayor.  All reports of alleged discrimination or harassment will be investigated immediately and objectively.  The investigation may include private interviews of the employee allegedly harassed, the employee committing the alleged harassment and any and all witnesses.  Information will be kept as confidential as practicable, although confidentiality cannot be guaranteed.  All employees are required to cooperate in any investigation of a harassment complaint.  Determinations of discrimination or harassment shall be made on a case-by-case basis.  If the investigation reveals the complaint is valid, prompt attention and disciplinary action designed to stop the harassment and prevent its recurrence will be taken.

E
Retaliation

The Village, its Supervisors, and employees shall not in any way retaliate against an individual for filing a complaint, reporting discrimination or harassment, participating in an investigation, or engaging in other protected activity.  Any employee who feels that he has been subjected to retaliatory conduct as a result of actions taken under this policy shall submit a written report of such conduct to their Supervisor, Village Administrator, or Mayor immediately.  Any person found to have retaliated against an individual for engaging in activity protected by this policy, will be subject to the same disciplinary action provided for offenders of the unlawful discrimination policy.  Disciplinary action for the filing of a false complaint shall not be considered a retaliatory act.

F
Corrective Action

Disciplinary action will follow a violation of this policy and will reflect the seriousness of the violation.  If the investigation establishes that the accused employee engaged in unlawful discrimination or harassment, discipline, up to and including removal, will be administered.  Offenders will be disciplined without regard to their position or job performance.  Any individual exhibiting retaliatory or harassing behavior towards an employee who exercised a right under this policy, or any employee who has knowledge of sexually harassing conduct and allows that conduct to go unaddressed, will also be subject to the discipline in accordance with this policy.

IV.
AMERICANS WITH DISABILITIES ACT (ADA)


The Americans with Disabilities Act (ADA). 42 U.S.C. §§12101 et seq., prohibits discrimination in hiring, promotions, transfers, or any other benefit or privilege of employment, of any qualified individual with a disability.  To be considered a qualified individual, the employee must satisfy the requisite skills, experience, education, and other job-related requirements of the position he holds or desires to hold and must be able to perform the essential functions of the position, with or without reasonable accommodations.  The Village shall reasonably accommodate a qualified employee with a disability unless the accommodation would pose an undue hardship.  Decisions as to whether an accommodation is reasonable shall be made on a case-by-case basis and as the result of an interactive process between the Village and the employee.  An employee who believes he is in need of a reasonable accommodation is responsible for making the Supervisor or Village Administrator aware of this need.  Employees requesting an accommodation are encouraged to submit all requests in writing.


The “Complaints”, “Retaliation”, “False Complaints”, and “Corrective Action” sections of the Village’s sexual and other unlawful harassment policy as outlined in Article III shall apply with equal force and effect to the Village’s ADA policy.

V.
TERMS OF EMPLOYMENT


A.
Probationary Period

Upon appointment, all employees shall serve a probationary period of six (6) months.  At the end of that probationary period, the employee may be eligible for permanent status.

B.
Permanent Full-time Status

At the completion of the probationary period, the employee shall attain permanent status.  Such permanent status shall be automatic unless the Village Administrator or Mayor, upon approval of Village Council, extends the probationary period.  The probationary period may be extended a maximum of one (1) year.

·       Disciplinary Action


Probationers may be removed, demoted, or disciplined at any time during the probationary period by written notice to the employee by Village Council when the Village Administrator or Mayor recommends to Council that the employee be removed, demoted, or disciplined due to the employee’s unsatisfactory performance.  

D.       Performance Evaluations

 Employees are to be evaluated for performance by their supervisors after six months of continuous employment and once per year thereafter.

 Employees will be given an opportunity to review and discuss their evaluation with their supervisors and the Village Administrator.

 Evaluations will be placed in the employee’s personnel file for 5 years.
E. Personnel File

 The Village of Thornville shall create or cause to be created a personnel file for each employee of the Village.  Such file shall include the original application, results of the employee’s background investigation, if applicable, the notice of employment, and any other information that may be pertinent to the employee’s employment with the Village.  The file will be maintained by the Village Administrator and Fiscal Officer relating to the employee’s public employment and the Police Chief for the Auxiliary officers.  
 Access to the personnel files shall be in accordance with Ohio law regarding public records.  Internally, access to personnel files will be limited to the Employee, Immediate Supervisor, Village Administrator, Mayor or those individuals who have express written permission of the Village Administrator to have access to the personnel files.

 It is the responsibility of the employee to initiate any needed changes.  An employee’s education, training, and experience background information are important factors in the promotion procedure.  These items should be reviewed by the employee periodically to ensure that they are up-to-date.  Also, the employee should notify the Fiscal Officer of any changes in marital status, contact information, or number of dependents as such information may be related to insurance coverage.

F. Employee Resignation and Discharge

 Employees who voluntarily resign from their positions of employment with the Village shall give a minimum of two (2) weeks notice in writing prior to the effective date of the resignation.

 Upon termination, discharge, or resignation an employee must undertake the following prior to the receipt of final pay:

o
Provide the Fiscal Officer with the proper forwarding address in order to receive W-2 forms and any other pertinent information.

o
Advise the Fiscal Officer as to the type of action desired regarding the employee’s retirement plan.

o
Return any Village property in his/her possession, including all passwords for computers and programs.
  Final check will not be released until all Village property has been returned.
· The supervisor may conduct an exit interview with the employee in order to constructively critique the vacated position.

· Employees failing to provide the Village with two weeks written notice of intent to terminate their employment, or failing to return Village issued equipment, uniforms, or supplies shall forfeit all accrued vacation.

· Employees failing to provide the Village with two weeks written notice of their intent to terminate their employment, or failing to return Village issued equipment, uniforms, or supplies shall forfeit all accrued personal leave.

VI. HOURS OF EMPLOYMENT

A.
Standard Workweek


The standard workweek for full-time employees consists of five (5) eight (8) hour days.


The Village of Thornville reserves the right to alter the work schedule and the standard workweek to remain in compliance with current employment agreements and/or to improve the efficient delivery of services as its needs demand.


B.
Lunch and Break Periods

 Employees working a full eight (8) hour shift shall be entitled to the following: One unpaid thirty (30) minute lunch period and two paid (15) minute breaks.

 Employees shall take one fifteen (15) minute break during the first half of their shift and the second fifteen (15) minute break during the second half of their shift.  Employees shall take lunch periods at or near the halfway point of the scheduled shift. Minors must take a 30-minute lunch after they have worked 5 hours.
 The Village Administrator reserves the right to alter normal break and lunch schedules as Village needs demand.

C.
Time Sheets

It is necessary to maintain accurate and complete records of time worked. Therefore, the following shall apply to all exempt and non-exempt employees:

 Time sheets or time cards are to be turned in biweekly with the Supervisor’s signature.  Any changes or modifications made to a time sheet after it has been signed by the Supervisor are void unless the time sheet or card is re-approved and signed by the Supervisor. 

 Employees are to record the starting time, time in and out for lunch period, quitting time, and total hours worked for each workday.

 Except in emergency situations, overtime must be pre-approved by the Supervisor and/or the Village Administrator, one of whom must also indicate that approval by signing the time sheet where the approved overtime hours are recorded.
 This section shall not apply to Village Administrator, Police Chief and Fiscal Officer.
D.
Attendance


Employees are expected to report to work whenever scheduled and to be at their work station at their starting time and again after their lunch and break periods at their prescribed time.  Failure to observe working hours reduces the productivity and places an unfair burden on fellow Village employees.


If an employee is unable to report to work because of an illness or emergency, the employee must speak with the Supervisor and/or Village Administrator as far in advance as possible prior to his scheduled shift time, or in the event of an emergency, as soon as practicable.  If the Supervisor is unavailable, the employee shall verbally notify the Mayor.  Such notification should include a reason for the absence or tardiness and an indication of when the employee can be expected to report to work.  The absent employee is responsible for ensuring that the proper advance notice of absence or late arrival is given to the employee’s Supervisor.  

Employees who are calling in sick or with another emergency are expected to actually speak with their Supervisor as set forth above.  Absent an emergency, messages left on voicemail are not acceptable.  Similarly, messages left with co-workers or other employees referenced above are not acceptable.  Failure to provide proper notification of an absence or lateness, unexcused absences, late arrivals or early departures from work may result in disciplinary action, up to and including discharge.

Any employee who fails to report to work for up to three (3) consecutive work days, and fails to notify his supervisor in advance of the reason for the failure to report to work, may be disciplined up to and including termination. In the event that an employee is unable to report to work because of injuries sustained in an accident or serious illness, notification given to the supervisor by the employee’s spouse, relative or acquaintance will satisfy the notice requirement.  

E.
Computation of Pay

 An hourly employee’s pay shall be computed by multiplying the hourly rate by the hours worked.  A salaried employee’s pay shall be computed on the basis of twenty-six (26) pay periods each year.

 Pay periods extend for a period of two weeks from Wednesday to Wednesday.  Payment will be disbursed to employees no later than the first Friday after the conclusion of a pay period.

F.
Garnishment of Pay

 An employee’s salary or pay may be garnished in accordance with the Ohio Revised Code.

G.
Overtime

 Overtime will be paid to hourly employees classified as non-exempt under the Fair Labor Standards Act at a rate of one and one-half times their calculated hourly rate for time worked beyond forty (40) hours per standard work week.

o
Overtime pay will not be given unless the overtime hours are approved by the Village Administrator, Mayor or Supervisor.

o
The Village reserves the right to alter the schedule of any employee who may be nearing overtime payment to the extent permitted by the Fair Labor Standards Act, leave does not count as time worked, and therefore cannot be used in the calculation of total hours in excess of forty (40) hours per week.

H.
Compensatory Time

 In lieu of overtime pay, compensatory (“comp”) time may be accrued in the amount of one and one-half (1.5) hours times the actual number of overtime hours worked.

 Compensatory time must be used in minimum increments of two (2) hours and be approved by the Village Administrator, Mayor or Supervisor in advance.
 Compensatory time must be used within ninety (90) days of acquiring the time, and any unused time remaining at the expiration of the ninety (90) day period shall be paid to the employee as overtime pay. 
I.       Flex Time
  Flex time may be permitted with the prior written approval of the employee’s immediate supervisor. Such time would permit a total of 40 hours to be worked within a pay period, but not necessarily in 8-hour increments.

J.
Salaried Employees

 Exempt salaried employees, such as the Mayor and Village Administrator, as defined by FLSA, are exempt from overtime payment requirements by the Fair Labor Standards act, and therefore are ineligible for overtime/compensatory time. As with hourly employees, the Village Administrator or Mayor reserves the right to alter the employee’s hours or standard workweek as Village needs demand. If approved by the Appointing Authority, a bona fide executive, administrative or professional Employee may flex time off. Earned flex time off may not be given on a time and one- half basis, but may be given as an hour for hour trade. Flex time off shall not be paid out and shall either be used or lost.
K.
Call-in Pay

 Hourly employees called in for work shall be paid a minimum of two (2) hours of show-up time.  This will be paid at their normal hourly rate unless the hours worked exceeds the required forty (40) hours weekly.
           L.  
Dress Code Policy

i. Business casual attire is required for all Village office employees 
VII. USE OF VILLAGE PROPERTY


Village equipment shall not be used for personal use or removed from the physical confines of the Village of Thornville unless approved and employment with the Village specifically requires use of Village equipment outside the physical facility of the Village of Thornville.  In order for equipment to be removed from the Village boundaries, approval must be granted by the Village Administrator or the Mayor depending on the affected department.  Employees shall be responsible for the good care and proper use of Village property.  Employees shall promptly report the loss of, damage to, or unserviceability of any equipment assigned to them.


A.
Village Vehicles and Equipment


All drivers of Village owned vehicles must have a valid State of Ohio driver’s license and/or commercial license, if applicable, and be eligible for insurance coverage by the Village’s motor vehicle insurance carrier.  The loss or suspension of any driving privilege shall be reported to the Village Administrator and Mayor immediately.  If the loss or suspension of an employee’s driver’s license affects his/her ability to perform assigned job functions, the Village may discipline or dismiss such employee.

 Employees shall operate Village owned vehicles in a careful and prudent manner, and shall obey all laws and Departmental orders pertaining to such operation.

 Employees are required to report any and all driving citations to the Village Administrator immediately.

 Any damage to vehicles must be promptly reported to the immediate supervisor, Village Administrator and Mayor and an accident report must be submitted to the Village Administrator.

 As with all other Village equipment, Village owned vehicles are intended for business purposes only and therefore cannot be used for personal use.

 Only Village employees and other persons approved by the Mayor and Village Administrator may ride in Village owned vehicles. The Police Chief however may allow passengers as needed to fulfill job responsibilities. 
 Should such employee receive a driving infraction while operating a village owner vehicle, it will be at the cost of the employee.

 Smoking or any tobacco use in Village owned vehicles is strictly prohibited.

B.
Telephone Use Policy


Village telephone lines are intended for professional purposes and should be kept free for that purpose.  The Village discourages the use of Village telephone lines for personal calls, both incoming and outgoing, with the exception of emergency calls.  Employees are strictly prohibited from making long-distance personal calls on Village telephone lines.  An employee answering Village telephone calls must do so in a professional and courteous manner, stating his/her name and respective Village Department, if applicable.


C.
Computer and Internet Policy


Computers, computer files, E-mail system, and software furnished to employees are Village property intended for business use.  Employees should not use a password, access a file, or retrieve any stored communication without authorization.  To ensure compliance with this policy the Village reserves the right to monitor the use of Village computers and E-mail.


The Village strives to maintain a workplace free of harassment and is sensitive to the diversity of its employees, and prohibits the use of village computers and any e-mail or social media system in ways that are disruptive, offensive to others, or harmful to morale.  For example, the display or transmission of sexually explicit images, messages, and cartoons is prohibited.  Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.  E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside organizations, or other non-business matters. The creation or posting of any social media page or site representing the village is restricted to the Mayor and/or Village Administrator. 

The Village purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation.  Unless authorized by the software developer, the Village does not have the right to reproduce such software for use on more than one computer.  Employees may only use software on local area networks or on multiple machines according to the software license agreement.  The Village strictly prohibits the illegal duplication of software and its related documentation.

D. Social Media Policy

The Village supports the free exchange of information and camaraderie among employees on the internet. However, when internet blogging, chat room discussions, email, text messages or other forms of electronic communication extend to employees revealing confidential information about the Village or its employees, the employee who posts such information or assists in posting such material may be subject to disciplinary action.

Employees are reminded to be careful of the information they disclose on the internet, including social media sites. The following uses of social media are strictly prohibited, whether on or off duty:

1. Comments or displays about coworkers, supervisors or the Village that are vulgar, obscene, threatening, intimidating, harassing, or a violaton of the Village’s workplace policies against discrimination, harassment or hostility on account of age, race, religion, sec, ethnicity, nationality, disability, military status or other protected class, status or characteristic.

2. Statements or uses of the Village logo which are slanderous or detrimental, including evidence of the misuse of the Village’s authority, information, insignia or equipment.
3. Unprofessional communication which, if left unaddressed, could potentially result in a civil or criminal cause of action against the Village. Unprofessional communication also includes that which the Village could demonstrate has a substantial risk of negatively affecting the Village’s reputation, mission or operations, such as slander, defamation or other legal cause of action.

4. Disclosure of confidential and/or proprietary information acquired in the course of employment. Confidential information includes not only information what would not be available pursuant to a public records request, but also includes any information which does not relate to an issue of public concern.

5. Comments or displays which impact employees’ abilities to perform their job duties or the Village’s ability to maintain an efficient workplace.

Social media sites may be inspected by the Village for cause to determine potential policy violations. If an employee believes that an online communication violates a Village policy, the employee should immediately report the communication to his supervisor. The Village may investigate the matter, determine whether such communication violates policy, and take appropriate action. This policy does not apply to communication protected by the U.S. of Ohio Constitutions.
E.    Employee Purchasing and Credit Card Policy

 Prior approval for any purchases made by an employee on behalf of the Village must be obtained from the Village Administrator or the Mayor.

 The Mayor or Village Administrator must approve the establishment of any accounts on behalf of the Village.  
 Any Village employee making a purchase on behalf of the Village shall turn in the receipt to the Village.  If the employee fails to turn in a valid business receipt, the amount of the purchase will not be reimbursed.
F.
Cellular Telephone Use Policy

   Village issued cell phones are for business use; personal use should be limited. Any overage caused by personal use will be at the expense of the employee.
 When in a Village owned and marked vehicle, cellular telephone use shall be prohibited while driving.  The Village discourages employees from using a cell phone while driving when using personal vehicles.
 The following employees shall have the cell phone turned on and accessible for use/paging twenty-four (24) hours per day, seven (7) days per week: The Mayor, Village Administrator, Police Chief, General Maintenance Superintendent, and Utilities Superintendent.
 Employees assigned a phone shall ensure that the phone is in proper working condition.  Employees must promptly return cell phones not in proper working condition to the Village Administrator for service.
 Employees shall reimburse the Village for the use of their assigned cell phone when any of the following occur.
o
Cellular phone equipment is lost, stolen, or damaged as a result of employee negligence
o
Unauthorized web usage and download fees
o
Any other charges over the authorized regular monthly service charge established by the contract carrier agreement.
 The Fiscal Officer or designee shall determine whether the monthly cell phone usage of any Village employee exceeds the base monthly allotment, and if so, notify the employee of, and collect reimbursement for personal use.
VIII. Employee Benefits


A.
Insurance Benefits

 Permanent full-time employees working at least thirty (30) hours per week shall be eligible for health and life insurance coverage for themselves and their spouse and/or any dependents.  The Village Council may modify any insurance plan offered by the Village at its discretion.
 Permanent full-time employees are covered by the group medical and life insurance provided by the Village unless the employee opts not to accept the coverage therefore would be required to sign a waiver of coverage.
 Permanent full-time employees working at least thirty (30) hours per week shall be eligible for a $25,000 life insurance policy.
 Employees shall be responsible for paying the percentage of their total premium amount set forth by council.  This payment shall be made via payroll deduction.
· Employees who resign, who are eligible to continue their health care coverage through COBRA must complete the necessary paperwork to indicate of they wish to accept or decline coverage. The employee bears the entire cost of the COBRA coverage.
B.
Professional Development/Tuition Reimbursement


The Village of Thornville is committed to improving the skills and abilities of its municipal staff to benefit the Village and its operations.  To the extent that annual budgets permit, the Village encourages supplemental education and professional development.


Employees may be permitted/required to attend professional development conferences, workshops, or seminars pertinent to the employee’s municipal duties during normal working hours at the discretion of the employee’s supervisor.  The Village of Thornville may provide fees, transportation, and lodging for such professional development events.

 Full-time employees with one or more years of continuous active service shall be eligible for reimbursement of up to fifty (50%) of instructional fees for undergraduate or graduate coursework related to job duties, pre-approved by the Village Administrator or Mayor and voluntarily undertaken by the employee.  The benefit of tuition reimbursement is dependent upon the amount of funds deemed available by the Fiscal Officer.  Tuition reimbursement shall be subject to the following conditions:

o
All courses are subject to approval by the Village Administrator or Mayor.  Village tuition reimbursement shall be dispersed to the educational institution for the cost of tuition and fees.  The employee shall be responsible for the cost of books, supplies, transportation, meals, etc.

o
All courses must be taken during non-working hours.

o
The Mayor or Village Administrator must find a direct correlation between the employee’s duties and the courses taken or degree pursued.

o
The Village shall deduct any financial assistance from any governmental or private agency received for the approved coursework from the tuition reimbursement the employee is eligible for under this section.

Any employee participating in this tuition reimbursement program who resigns, retires (except retirement due to disability), or is discharged for cause must repay the tuition reimbursement paid by the Village for courses taken but not yet completed by the date of termination or discharge.  If necessary, this amount will be deducted from the employee’s final pay check.

C.
Retirement Plan

Ohio Public Employees Retirement System of Ohio (OPERS) provides retirement, disability, and survivor benefit programs for the Village of Thornville.  For information about OPERS (614)466-2085 or visit their website at www.opers.org.

 The Village of Thornville is currently obligated to contribute an additional amount at a rate established by OPERS of the employee’s annual wages into OPERS.  

 The employee is currently obligated to contribute the established rate by OPERS of their wages to OPERS.  

 Village of Thornville employees are also eligible for the Ohio Deferred Compensation Program.  Visit their website at www.ohio457.org for more information.

 Any employee of the Village of Thornville who is eligible to retire under the applicable rules, regulations, and statutes of the State of Ohio shall be permitted to do so in accordance with the rules and regulations of OPERS.  All employees must notify the Village Administrator or Mayor at least six (6) months prior to their retirement.

 Any employee of the Village of Thornville who desires to apply for disability retirement through OPERS may be required to submit to an examination by a physician.  

D.
Travel Expenses


Authorization to attend meetings, conventions, and conferences is subject to the approval of the Village Administrator or Mayor and contingent upon funds being available (ORC § 733.79).  The type of expenses normally reimbursed include mileage at the rate established by the IRS if employees are required to utilize their own vehicle for Village business, transportation expenses such as airfare, taxis, transport shuttles, meals, and lodging if the employee is required to be out of town overnight.  


Travel arrangements will be made by the supervising employee in order to curtail excessive costs. Expense paid by or reimbursed by the village pertains to the employee only. 


i.
Lodging
· An employee or official authorized to travel on official business may be reimbursed for the actual, reasonable, and necessary expenses for lodging.
· All lodging must be preapproved by the Village administrator and/or Mayor, whom shall only approve lodging not to exceed the median cost of the area in which said lodging is necessary. 
o
Village employees shall be responsible for all other expenses such as telephone calls, room service, laundry service, valet service, or other in-room amenities.
ii.
Transportation

 Employees who use their personal vehicles for conducting official business, attending meetings, or attending conferences will be reimbursed for mileage at the current Internal Revenue Service recommended rate.

o
Village employees must make requests for mileage reimbursement in writing and state the date, purpose, and location of each trip.

 If any other means of transportation is utilized for an approved trip, Village employees will be reimbursed for the actual cost of the trip upon submittal of payment receipts.

iii.
Meals

 Village employees may receive reimbursement for meals for a reasonable amount on official business overnight travel.  

o
The Village shall not reimburse the employee for meals on official overnight business travel in an amount exceeding the Government per diem rate.

 When not traveling overnight, meal reimbursement amounts will be taxable as wages, unless such meal expenses are directly related to official Village business and take place within the confines of a clear business setting
E.
Safety Equipment- Street, Water and Sewer Departments
 Street, Water and Sewer department village employees receive a two hundred dollar ($200.00) allowance yearly at their yearly review for the purchase of work and/or boots and pants.
 Street, Water and Sewer department village employees are provided the following safety gear upon hiring:
· Five (5) High visibility short sleeve shirts
· Two (2) High visibility long sleeve shirts
· Two (2) High visibility hooded sweatshirts
 Street, Water and Sewer department Village employees are allotted the above value of Village safety gear to spend on new Village safety gear at their yearly review.
 One (1) High Visibility Safety Vest will be provided by the Village per employee.
 One (1) Set of Reflective Rain Gear will be provided by the Village per employee.
 One (1) Hard hat will be provided by the Village per employee.
 If safety gear is damaged, approval from the Village Administrator is required for replacement.

F. Office Personnel Dress Code

 Village office employees are provided the following yearly:

· Two (2) Short sleeve Village shirts

· Two (2) Long sleeve or hooded Village shirts
IX.
LEAVE


A.
Holiday Leave


The Village of Thornville will observe the following holidays for permanent full- time employees.  Permanent part time employees will receive holiday pay should the holiday fall on their regularly scheduled day.
 New Years Day

 Martin Luther King Day

 Memorial Day

 Independence Day

 Labor Day

 Veterans’ Day

 Thanksgiving

 Christmas
A designated holiday falling on a Saturday will be honored on the preceding Friday and a designated holiday falling on a Sunday will be honored on the following Monday.


To be eligible for holiday pay all employees must work the last scheduled day before and the first scheduled day after the holiday.  Employees on vacation leave, personal leave, funeral leave, military leave, or civil leave are exempt from this requirement.


Full-time hourly employees will receive pay for eight (8) hours of regular pay as holiday pay for all days listed above.  Permanent part-time (regularly scheduled) employees will receive pay for hours normally worked.


The Village of Thornville reserves the right to require an employee to work on a holiday. Permanent Full-time and permanent part-time hourly employees shall be entitled to two and one-half (2.5) times the normal pay for work performed on a holiday.  Full-time hourly employees will have the option of using compensatory time at two and one-half (2.5) times the hours owed by the Village.


Salaried employees whom are required to work on a holiday will be entitled to another day off at their choosing, subject to their supervisor’s approval.  Owed holidays must be taken within fourteen (14) days of the actual holiday, unless the employee’s supervisor grants an extension on the usage of the day.


B.
Sick Leave


All full-time employees earn paid sick leave in the amount of 4.6 hours for every 80 hours worked, or fifteen (15) days per calendar year for full-time employees. 

Permanent regularly scheduled part-time employees who have completed their probationary period shall earn 4.6 hours for every 80 hours worked.

 Employees must provide a minimum of one (1) hour notice to their supervisor to be granted sick pay.

 Use of three (3) or more consecutive days of sick leave must be accompanied by a note prepared by a licensed physician.  Failure to present this note will be cause for sick pay denial.

 Sick leave may be taken for self-care due to illness, pregnancy, injury, exposure to contagious disease, or the care of an immediate family member.

 Sick leave may be taken in minimum increments of one (1) hour.

 Sick leave will not accrue during a leave of absence.

 The Village may give sick leave credit up to 240 hours for sick leave time accrued, but not used, in another recognized Ohio public agency.

 Supervisors approve requests for sick leave.  The Mayor or Village Administrator may recommend denying approval for sick leave when he/she has reasonable cause to believe that an employee was not ill or caring for an immediate family member who was ill.

o
Examples of denying approval for sick leave include, but are not limited to, the following: concerted use of sick leave by an employee singly or in concert with others as a means of withholding services, a chronic abuse of sick leave in an established pattern, or other situations at the Mayor or Village Administrator’s discretion.  The Mayor and/or Village Administrator may investigate all usage of sick leave and withhold payment of said sick leave until an investigation is completed.

o
Employees denied approval of sick leave by a supervisor, the Mayor or Village Administrator may file a grievance in accordance with the procedures set forth in the “Grievance Procedure” section of this Manual.

 Employees who have exhausted all sick leave must use vacation leave, or personal leave to cover their absence.  If all sick leave and vacation leave are exhausted then the employee may be subject to disciplinary action up to and including discharge for being absent without approved leave.

C.
Cashing in of unused sick leave

 Village employees with ten (10) years or more of service to the Village who have provided two weeks notice of separation of employment shall be granted reimbursement for 25% of unused sick time up to thirty (30) days of pay (ORC § 124.39).
D.
Leave of Absence

A leave of absence may be approved by the Mayor and/or the Village Administrator under the following conditions:

 Leave of absence is always without pay.

 Leave of absence may only be granted to permanent full-time employees or permanent part-time employees.  
 The request for a leave of absence must be in writing from the employee describing in detail the reasons for the leave.

 The Mayor or the Village Administrator shall approve a leave of absence in writing.  A copy of such written approval shall be maintained in the employee’s personnel file.

 On any approved leave of absence in excess of thirty (30) days, the employee shall pay the total premium cost for his/her medical and life insurance for the duration of the leave.

 Failure to return from a leave of absence at the specified date without written explanation will be considered a resignation.

· Re-employment, if applicable, should be a condition of the approval of the leave of absence.  If not, the employee’s re-employment with the Village is subject to availability of employment at the time of his or her requested return.  Employees returning from military service are subject to the Veterans Re-employment Rights Act.

Situations warranting a leave of absence include, but are not limited to, the following:

 Medical: Leave due to accident or illness not covered by sick leave or the Family and Medical Leave Act.

 Self Improvement: Education that the Village deems necessary or beneficial for an employee’s performance of official Village business.

 Personal: leave for personal problems as approved by the Village Administrator and/or Mayor

E.
Vacation Leave

 Vacation leave for full-time employees will be awarded based upon an employee’s service with the Village.  Awarded vacation time will be as follows:
After 1 year of continuous service……………………2 weeks (80 hours)

After 5 years of continuous service…………………. 3 weeks (120 hours)

After 10 years of continuous service………………... 4 weeks (160 hours)

After 15 years of continuous service…………………5 weeks (200 hours)
 Permanent (regularly scheduled) part-time employees will be awarded vacation leave according to normal hours worked in the number of weeks presented as follows:    
After 1 year of continuous service…………………. 1 weeks (40 hours)  
    
      After 7 years of continuous service…………………2 weeks (80 hours)
 Completed length of service will be calculated from the employee’s first day of service with the Village.
 The Village Administrator or Mayor may recommend to the Village Council that the Village give credit for an employee’s service with other municipalities in calculating vacation leave.  Such recommendation may be approved or denied by the Village Council at its sole discretion.

 Employees shall make all vacation requests in writing on the prescribed form at least two weeks prior to the start of such proposed vacation leave.  The Mayor and/or Village Administrator shall not unreasonably deny vacation requests, but vacations may be scheduled according to Village staffing needs.
 Employees may use vacation leave in minimum increments of four (4) hours.

 Vacation leave will not accrue during a leave of absence.
 Employees may earn and use up to two hundred and forty (240) hours of vacation leave. Any vacation leave earned but not used over two hundred and forty (240) hours are forfeited.
 Employees have an option at the end of each calendar year to either (1) carry over a maximum of two hundred (200) hours of vacation leave into the next calendar year or (2) be paid, at the employee’s then current salary or hourly rate, for a maximum of two hundred hours (200). 
 Approved vacation leave occurring over a designated holiday will be paid as a holiday and not charged against an employee’s vacation leave.

F. Personal Leave
 Full-time employees will be awarded 3 (24 hours) of Personal leave following his/her six (6) month probationary period and the first pay period of each new year thereafter.
 Employees must provide a minimum of one (1) hour written notice to his/her supervisor to be granted personal leave.
 Personal leave may be taken in minimum increments of one (1) hour.
 Employees forfeit any personal days not used at the end of the calendar year. 
G.
Injury Leave


Injury leave is leave due to an injury, whether caused by external accidental means or accidental in character received in the course of, or arising out of the injured employee’s employment with the Village.  The Village Administrator or Mayor shall determine eligibility for injury leave, and dates of commencement and termination of the same, upon receipt of recommendation from a licensed physician.  The injured employee may file a written request to the Village Council for review of such determination within ten (10) days of the date of the determination.  As a condition to the employee’s eligibility for injury leave status, the employee shall submit all information as requested by the Village Administrator or Mayor in order to enable him/her to make a proper determination.


If the Village Administrator or Mayor determines, subject to review by the Village Council, that an injured employee is able to perform alternative job functions for the Village of Thornville, the injured employee may not necessarily be entitled to injury leave.  The Village Administrator may require injured employees to work a reduced schedule and/or perform alternative jobs with restricted duties.

H.
Workers’ Compensation

 All Village employees shall report workplace accidents/incidents in writing to the Village Administrator, by the end of their shift, regardless of whether the accident/incident resulted in injury.  The Village Administrator shall file or cause to be filed a copy of such written report in the employee’s personnel file.
 Village employees are eligible for Workers’ Compensation in the event of death, injury, or occupational diseases occurring in the course of their employment with the Village of Thornville.
 Any employee failing to report an incident may be precluded from receiving Workers’ Compensation benefits.
 Injured employees may use accumulated leave, and/or request payment for loss of time under the Workers’ Compensation Act.  Vacation and personal leave may be paid over the same period as Workers’ Compensation benefits.  However, sick leave and Workers’ Compensation benefits for temporary total disability cannot both be paid during the same disability period.
I.
Military Leave


The Village shall neither refuse to employ nor discharge any person because of membership with the Ohio National Guard, the Ohio Defense Corps, The Ohio Naval Militia, and Armed Services of the United States or their auxiliaries.  The Village shall also not prevent any Village employee from performing any military service as he or she is called upon by proper authority to perform.


The Village shall grant a leave of absence to any Village employee called up for involuntary military duty.  The Village shall reinstate the employee upon completion of such duty without the loss of seniority or reduction in rate of pay.  The Village shall also grant leave of absence to employees required to complete National Guard or Armed Forces Reserve monthly/annual training sessions.


J.
Civil Leave


The Village shall grant an employee paid civil leave for the following reasons: performing jury duty, appearing in court as a witness in answer to a subpoena, in an official capacity in connection with the Village, or as an expert witness either because of professional or observed knowledge; performing emergency civilian duty in connection with national defense; and for the purposes of voting when the polls open at least two hours before or after the employee’s normal scheduled hours of work.  An employee shall notify his/her supervisor five (5) days prior to the commencement of jury duty or service.  The Village shall be entitled to deduct any compensation received from entities other than the Village of Thornville while an employee is on civil leave from the employee’s pay.  If jury pay is higher than that paid by the Village, the employee is permitted to keep the difference.  If the employee is on vacation or personal leave, he or she is permitted to keep the pay.


If a Village employee is involved in personal litigation, either as a plaintiff or defendant, in a suit not resulting from his/her official duties with the Village, the Village may grant unpaid civil leave unless the employee elects to utilize any available vacation leave.

K.
Bereavement Leave

The Village shall grant to permanent full-time and permanent part-time employees, should the absence occur on regularly scheduled work day, up to three (3) days of bereavement leave in the event of death of one of the following family members: spouse, parents, child, brother, sister, mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparent or grandchild. An employee’s supervisor may grant an unpaid leave of absence for other funerals, necessary travel time, or other appropriate circumstances.
The Village Administrator at his/her discretion may require an employee requesting funeral leave to submit proof of death.  Examples of such proof include, but are not limited to, a letter from the funeral home or newspaper obituary.

L.
Family and Medical Leave Act (“FMLA”)


Village of Thornville employees may request time off for family and medical leave of absence with job protection and no loss of accumulated service provided the employee meets the conditions outlined in this policy and returns to work in accordance with most current revision of the Family and Medical Leave Act of (“FMLA”).

X.
DRUG AND ALCOHOL POLICY

A.
Purpose


The Village of Thornville’s Drug and Alcohol Policy is to ensure that its employees are free from the effects of alcohol and/or illegal drugs at all times while on duty.  The Village’s goal is to reduce accidents, injuries, and fatalities resulting from drug and alcohol abuse and to ensure that employees are drug and alcohol free while serving the needs of the Village.  The Village recognizes alcoholism and drug addiction as treatable diseases and encourages those employees who suspect that they have an alcohol or drug problem to seek professional treatment and assistance.  This provision does not prohibit the Village from taking disciplinary action against employees for inappropriate behavior.  Additionally, this provision does not affect or alleviate an additional requirement concerning drug and alcohol testing under regulations or Village policies promulgated regarding receipt and maintenance of a Commercial Driver’s License (CDL).

Definition of Controlled substances identified by law:

In addition to alcohol, ORC 4123.54(B) contains specific controlled substances, when not prescribed by the injured worker’s physician, where proof of a positive test (or refusal to test) will support consideration of rebuttable presumption. 
B.
Use of Alcohol and Controlled Substances Prohibited


No Village employee shall report for duty or remain on duty with any evidence of alcohol use.  No Village employee shall report for duty or remain on duty while using, or while under the influence of, any controlled substance, except when the use is prescribed by a physician who has advised the employee that the substance does not adversely affect the employee’s ability to safely perform his job duties.  The employee shall provide his Supervisor with the physician’s report concerning prescriptions that could adversely affect his ability to safely perform his job duties prior to reporting for work.  An employee who tests positive for the use of alcohol or a controlled substance in connection with a workplace accident or injury may be found ineligible to receive workers’ compensation benefits.


C.
Events Resulting in Employee Drug and/or Alcohol Testing


All Village employees may be subject to drug and/or alcohol testing conducted under any of the following conditions:

(1) Pre-hire drug testing for all employees considered for employment. 

(2)  Reasonable Suspicion of Drug and/or Alcohol Use: Whenever the Village has reasonable suspicion to believe that an employee is affected by the use of alcohol or a controlled substance, the Village may require such employee to submit urine, or other sample, for alcohol and/or controlled substance testing.  Reasonable suspicion must be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the employee.

(3)  Post-Accident Testing:  As soon as practicable following a workplace injury or an accident involving a Village vehicle, the Village will test the employee for alcohol and/or controlled substances.  Reasonable suspicion must be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the employee.   Any employee who is subject to post-accident testing shall make himself readily available for such testing, or shall be deemed to have refused to submit to testing.  If the test is not administered within eight (8) hours following the accident, the test shall not be administered and a written statement explaining why the test was not administered shall be submitted to the Village.  A positive test following a workplace injury may affect the employee’s eligibility for workers’ compensation.

(4)  Return to Work Testing:  The Village shall ensure that, before an employee returns to work after engaging in prohibited alcohol and/or controlled substance conduct, the employee undergoes a return to work alcohol and/or controlled substance test indicating a verified negative result.

(5)  Follow-Up Drug and Alcohol Testing:  Any employee who tests positive for the use of alcohol or controlled substances while on duty may be evaluated by a substance abuse professional.  If, following an evaluation, the employee is directed to undergo substance abuse counseling, such employee may be subjected to unannounced follow-up alcohol and/or controlled substance testing consisting of six (6) tests in the twelve (12) month period following the employee’s return to work.

(6)  Voluntary Testing:  Any Village employee may voluntarily undergo a drug screening and/or alcohol screening test.  Testing done under these circumstances will be treated in the same manner as if the employee had been ordered to undergo screening.  All cost associated with this type of testing will be paid by the requesting employee.
D.
Testing Requirements


All procedures and protocols for drug and alcohol collection and testing shall conform to the methods and procedures set forth in federal regulations, and/or applicable collective bargaining agreements.  Any employee who is notified of selection for drug and alcohol testing shall be relieved of job responsibilities and shall proceed to the designated test site immediately.  The employee shall be accompanied by the appointing authority or his/her designee.  A selected employee shall not make any stops from the time of notification until reaching the designated test site.  Failure to proceed immediately to the drug testing site may be considered a refusal to test.
The results of the testing shall be delivered to the Village and the employee being tested.  An employee whose confirmatory tests results are positive shall have the right to request a certified copy of the testing results in which the vendor shall affirm that the test’s results were obtained using the approved protocol methods.  The employee shall provide a signed release for disclosure of the testing results to the Village.  Costs of all drug screening tests and confirmatory tests shall be paid by the Village except that any test initiated at the request of the employee shall be at the employee’s expense.
E.
Refusal to Test


Refusal to submit to drug and alcohol tests as ordered by the Village will be grounds for disciplinary action.  A refusal to test constitutes conduct that obstructs the proper administration of a test.  The following is a list of some, but not all, of the actions an employee may take which will be considered a refusal to test:



1.  Refusal to sign the form releasing test results to the Village;

2.  A non-medical delay in providing urine, breath, blood, saliva or any other specimen;

3.  Failure to report directly to the testing facility upon notification; or



4.  The use of any product to invalidate the test results.


F.
Confirmatory Tests


If a drug screening is positive, a confirmatory test shall be conducted in the manner prescribed in the laboratory’s procedures.  In the event the second test confirms the results of the first test, the Village may proceed with appropriate discipline.  In the event the second test contradicts the result of the first test, the Village may request a third test in accordance with the procedures prescribed above.  The results of the third test, if positive, shall allow the Village to proceed with the discipline as set forth in this policy.  If the results of the third test are negative, discipline shall not be imposed. Should the Village request these tests, it would be at their expense. 

G.
Discipline and Rehabilitation


The Village may place an employee on administrative leave with pay during all or part of the investigative, testing and, if applicable, pre-disciplinary process.  If the testing required above has produced a positive result, the Village may take appropriate disciplinary action and/or may require the employee to participate in a rehabilitation or detoxification program.  An employee who participates in a rehabilitation or detoxification program may be required to use sick time, compensatory time, vacation leave, and/or personal days for the period of rehabilitation or detoxification.  If no such leave credits are available, the employee shall be placed on medical leave of absence without pay for the period of rehabilitation or detoxification program.  FMLA may be used if available and appropriate.


Should the Village require Detoxification and/or Rehabilitation be a condition of continued employment, the employee must be required to agree, in a last chance agreement the the rehabilitation would be at the sole expense of the employee.


H.
Confidentiality


Test results will generally remain confidential.  However, the Village may use test result information in connection with Village business, for purposes of employment or disciplinary actions and in defense of related litigation.  The Village may also disclose test results when required by government agencies or in accordance with State and Federal law.

XI.
Employee Discipline Policy


A.
Code of Conduct and Disciplinary Provisions


The purpose of this Code of Conduct is to protect the rights and safety of all Village employees, and to provide working guidelines to encourage acceptable businesslike behavior and conduct.


It is the policy of the Village that discipline should be characterized as corrective rather than punitive, and that employees should be made aware of the conduct expected of them.  This Code of Conduct is designed to meet both of these objectives.  The following Code of Conduct shall apply to all employees of the Village of Thornville.  The Ohio Revised Code provides for disciplinary action by Council for appointed positions.


B.
Specific Rules and Regulations



i.
The Ohio Ethics Law

 The Ohio Ethics Law, as codified in the Ohio Revised Code, applies to all Village officers and employees.  The Village Administrator or Mayor shall provide a copy of the Ohio Ethics Law to any officer or employee upon request.
 No Village officer or employee shall take any action or vote upon the question of purchasing or acquiring services or property for the Village where he/she, his/her family, or his/her business associates have a financial interest in the service or property.
 No Village officer or employee shall take any action to or vote upon the question of employing his/her spouse, parents, grandparents, children, grandchildren, siblings, or any other relatives that live with the officers or employee.
 No Village officers or employees shall take any official action on matters resulting in a benefit to himself/herself, his/her family members, or his/her business associates without the express prior written consent of the Village Solicitor.  For additional information and assistance with the Ohio Ethics Law, Village officers and employees are encouraged to contact the Ohio Ethics Commission at (614)466-7090.
ii.
Workplace Character and General Representation


The Village of Thornville expects all of its employees to conduct both their private and professional lives in a manner which reflects positively upon the Village.  As the conduct of Village employees often affects general public support for the Village, each Village employee shall be friendly, courteous, and helpful to the public, loyal to the Village, and willing to cooperate with supervisors and fellow employees.



iii.
Acceptance of Gifts and Gratuities


A Village officer or employee shall not accept gifts, gratuities, or loans from organizations, businesses, or individuals having official business relationships with the Village.  This provision neither prohibits employees from accepting articles of little or nominal value which are widely distributed to the general public nor from accepting social courtesies which promote good public relations.  If an employee has any question, concern, or doubt regarding the propriety of accepting a gift, gratuity, or social courtesy, such employee shall consult with the Village Administrator or Mayor prior to accepting such gift, gratuity, or social courtesy.  All Village employees shall avoid relationships that may be interpreted as evidence of favoritism, coercion, unfair advantage, or collusion.



iv.
Outside Employment


The Village strongly discourages its employees from holding secondary employment.  However, the Village recognizes that it may be necessary for Village employees to hold secondary employment in certain circumstances.  The Village prohibits full-time employees from concurrently engaging in any private business or undertaking which hinders their ability to perform Village job functions and duties.  Full-time Village employees seeking to engage in private business or undertaking should consult the Village Administrator or the Mayor to ensure that no conflict of interest may arise.

             v. 
Political Activity

 Employees of the Village of Thornville are prohibited from political activities including, but not limited to, the following:
o
Using official authority or influence to interfere with an election or a nomination to office;
o
Directly or indirectly coercing or attempting to coerce, command, or advise any other officer or employee to pay, lend, or contribute any part of his or her salary or compensation, or anything of value, to any party, committee, organization, agency, or person for political purposes;
o
Becoming a candidate for any political or appointed office exclusive to the Village of Thornville;
o
Publicly promoting, either verbally or through distribution of printed materials, any candidate for a Village of Thornville elected position.
 Employees are encouraged to take part in public elections.  The Village shall grant employees desiring to vote up to two (2) hours of unpaid leave on Election Day.
 Employees, in their individual capacities, may join or affiliate with civic organizations of a partisan or political nature, give financial contributions to political candidates and organizations, circulate petitions on legislation relating to their employment, attend political meetings, and advocate or support the principles or policies of civic or political organizations.
 Employees having any question, concern, or doubt regarding the propriety of engaging in political activity/activities shall consult the Village Administrator or Mayor prior to engaging in such activity/activities.
C.
Discipline



i.
Removal of Police Service Member by Mayor


Removal of members of the police service, instituted by the Mayor, shall be pursued in the manner provided by Section 737.171 of the Ohio Revised Code.



ii.
Removal of the Village Administrator by Council


Removal of the Village Administrator shall be pursued in the manner provided by Section 735.271 of the Ohio Revised Code.

D.
Progressive Discipline Policy

The Village of Thornville believes that a clearly written discipline policy will serve to promote fairness and equality in the workplace and will minimize potential misunderstandings among employees in disciplinary matters.  The general attributes of the Village’s progressive discipline policy are as follows:

 Employees shall be advised of expected job behavior, unacceptable conduct, and the penalties for such unacceptable behavior.

 The Mayor and/or Village Administrator shall be responsible for administering discipline, shall give immediate attention to policy infractions, and shall apply discipline uniformly and consistently.

 The Mayor and/or the Village Administrator shall deal with each disciplinary offense as objectively as possible.

 Discipline under this policy shall be progressive unless the severity of the offense warrants immediate suspension or termination of employment.

 The guidelines for discipline as established by this Policy shall not be construed as a delegation of, or a limitation upon the rights of the Village as set forth in the Ohio Revised Code.

 This policy provides standard penalties for specific offenses.  However, the examples are inclusive and merely serve as a guide.  The Mayor and Village Administrator reserve the right to discipline employees as they deem necessary, within reason.

 A disciplined employee may make a written request for deviation from the standard penalties suggested in this policy to the Mayor and/or Village Administrator.

 The Mayor and/or Village Administrator shall file, or cause to be filed, all reports of disciplinary action in the disciplined employee’s personnel file.  Disciplinary reports under this Policy shall remain in the employee’s personnel file for four (4) years.
E.
Grounds for Disciplinary Action and Penalties



i.
Classification of Offenses

 The examples of Group I, II, and III Offenses as set forth below are characteristic of those offenses which constitute incompetence, discourteous treatment to the public, neglect of duty, failure of good behavior, or acts of misfeasance, malfeasance, or nonfeasance in office.
 Group I Offenses are those infractions which are of relatively minor nature and which cause only a minimal disruption to the Village in terms of a slight, yet significant decrease in organization, productivity, efficiency, and/or morale.
 Group II Offenses are those infractions which are of a more serious nature than Group I Offenses and which, in turn, cause a more serious and longer lasting disruption to the Village in terms of financial loss, decreased organizational productivity, efficiency, and/or morale.
 Group III Offenses are those infractions which are of a very serious nature or possibly illegal, and which constitute a fraudulent act by an employee and cause a critical disruption to the Village in terms of decreased productivity, efficiency, and/or morale.
 The following list of Group I, II, and III Offenses is provided as a guide for employees to avoid violations and shape behavior but is not all inclusive.  Employees shall comply with all rules, policies, procedures, regulations, and orders of their Supervisors.  The penalties listed for each Group are provided as a guide for the Mayor, Village Administrator, and Village Council to assist them in administering discipline in a consistent and uniform manner.  Some variance from the standard penalties may be warranted under certain circumstances.
ii.
Group I Offenses

First Offense: Verbal Warning (Documented)

Second Offense: Written Reprimand and/or Suspension

Third Offense:  Termination

Include, but are not limited to, the following:

1. Failure to “report off” work for an absence;

2. Neglect of duty;

3. Loitering or unauthorized activity while on duty;

4. Creating or contributing to unsanitary or unsafe conditions or poor housekeeping (i.e. throwing trash on the floor or out a vehicle window);

5. Failure to use reasonable care when using Village property or equipment;

6. Improper use or misuse of telephone, cellular telephone, or two-way radios (i.e. use of foul language or excessive use of telephone or radio for personal business);

7. Unauthorized use of or misuse of Village equipment or vehicles (i.e. using equipment for purposes other than for which it was designed, abuse of equipment or vehicles, operating tools or equipment not assigned);

8. Obligating the Village for any expense, service, or performance without authorization;

9. Distracting the attention of others, unnecessary shouting, demonstration, or otherwise causing disruption on the job;

10. Malicious mischief, horseplay, wrestling, throwing things, or other disorderly conduct including the use of profane or abusive language;

11. Intimidating, coercing, or interfering with other employees;

12. Failure to cooperate with other employees as required by supervisor and/or job duties/functions;

13. Unexcused absence (Failure to report to work as scheduled);

14. Unauthorized activities during working hours;

15. Disregarding job duties by neglect of work or reading for pleasure during working hours;

16. Abuse of sick leave;

17. Failure to report equipment damage;

18. Failure to fill out or turn in forms or reports as required;

19. Inefficiency (i.e. lack of application or effort on the job, unsatisfactory work, failure to maintain required standards of performance, carelessness);

20. Discourtesy to other employees or other persons with whom the employee comes in contact with while performing duties;

21. Failure of a supervisor to administer discipline as provided for in these General Rules;

22. Failure of a supervisor to see that the rules and/or regulations of the Village or department are followed by all employees;

23. Failure to properly wear uniforms or display proper Village identification as required by departmental regulations;

24. Excessive absenteeism;

25. Unauthorized posting or removal of material or signs on Village bulletin boards or Village property;

26. Failure to report the loss or suspension of a driver’s license when an employee is required to drive while on duty;

27. Solicitation during work time or distribution of written or printed matter during work time without authorization;

28. Carrying unauthorized passengers in Police or other Village vehicles.

iii.
Group II Offenses

First Offense:  Written Reprimand and/or Suspension

Second Offense:  Termination

Include, but are not limited to, the following:

1. Acts of discrimination or insult on the basis of race, color, sex, age, religion, national origin, or handicap;

2. Using obscene, threatening or insulting language or gestures toward another person;

3. The making or publishing of false, vicious, or malicious statements concerning employees, supervisors, the Village, or its operations;

4. Discourteous treatment of the public;

5. Use of abusive or threatening language toward supervisors, other employees, or the public;

6. Neglect of duty as a result of disobedience of any reasonable order by the Village Administrator or Mayor, and failure to carry out work assignments, including verbal or written instructions and/or written policies;

7. Failure to report for overtime work without an excuse acceptable to the Supervisor after being assigned to work;

8. Unauthorized use of Village tools, equipment, or property for private work during working hours;

9. Reporting to work or working while unfit for duty;

10. Unauthorized presence on Village property or in Village departments;

11. Failure to report to supervisor any work-related accident or personal injury in which the employee was involved while on the job;

12. Refusing to give testimony when accidents are being investigated;

13. Willful disregard of departmental rules and regulations;

14. Traffic violations or accidents while driving Village vehicles or equipment which evidences negligence by the employee;

15. Sleeping while on duty;

16. Failure to report to the Village regarding a request for information, or receipt of a subpoena or court order from an attorney, law firm or court of law in connection with Village related business; (Police:  Failure to appear when subpoenaed);

17. Driving a motor vehicle while on duty without a valid driver’s license;

18. Neglect or carelessness in observance of safety rules, or disregard of safety practices;

19. Leaving a post of continuous operations prior to being released by employer.

iv.
Group III Offenses

First Offense:  Disciplinary action up to and including discharge

Include, but are not limited to, the following:

1. Willful or serious neglect of duty which endangers life, property, or public safety;

2. Willful disregard of assigned duties in the care, use, or custody of any Village property or equipment;

3. Abuse, or deliberate destruction in any manner of Village property, tools, or the property of employees;

4. Signing or altering other employee’s time sheets, unauthorized altering of own time sheet, or having one’s time sheet signed or altered by another employee;

5. Falsely representing the Village using social media;

6. Falsifying or assisting in falsifying or destroying any Village records, including work performance appraisals, or giving false information in an application for employment;

7. Accepting bribes, fees or items of value in the course of carrying out assigned duties;

8. Intentional misuse of Village funds;

9. Making false claims or misrepresentation in an attempt to obtain any Village benefit;

10. Stealing or other similar conduct, including destroying, damaging, or concealment of any property of the Village or of other employees;

11. Gaining access to Village property by unauthorized means beyond the scope of one’s employment and authority;

12. The unauthorized possession of weapons, firearms, or explosives while in a Village owned building that is considered a government facility;
13. Fighting or attempting to injure other employees, supervisors, or persons;

14.  Illegal or criminal conduct or offenses;

15. Knowingly concealing any communicable disease which may endanger other employees;

16. Misuse or removal of Village records or information without prior authorization;

17. Refusal to return to work at the scheduled time for the scheduled shift, or other concerted curtailment, restriction or interference with work in or about the Village's work locations;

18. Dishonesty or any dishonest action, including, but not limited to: theft, pilfering, making a false statement to secure an excused absence or to justify an absence or tardiness, making or causing to be made, inaccurate or false reports concerning any absence from work;

19. Giving false testimony during an investigation or hearing;

20. Refusal without legitimate reason to work during emergency conditions;

21. Insubordination by refusal to perform assigned work or to comply with written or verbal order from the Village Administrator or Mayor;

22. Application for sick leave with intent to defraud;

23. Absence from duty without approved leave;

24. Participation in prohibited political activity in violation of the Ohio Revised Code;

25. Failure to obtain and maintain licenses, certifications, or other qualifications required for the employee's job;

26. Any combination of three or more Group I or II violations within an eighteen (18) month period;

27. Misconduct which is considered within the Group III level due to the overall seriousness, nature and significance of the misconduct;

28. Violation of the Village of Thornville Drug and Alcohol Policy;

29. Any conduct by an employee which discredits the Village, any Village Department or the employee as a public employee of the Village;

30. Violation of any laws which the employee is responsible to enforce in his capacity as an employee of the Village;

31. Conviction of any violation of law which may adversely affect the public's trust of the employee in his performance of his duties with the Village;

X11. SAFETY REGULATION POLICY
 Protective equipment, including personal protective equipment for eyes, , head, and extremities, protective clothing, shall be provided, used, and maintained in a sanitary and reliable condition wherever it is necessary by reason of hazards of processes or environment, chemical hazards, , or mechanical irritants encountered in a manner capable of causing injury or impairment in the function of any part of the body through absorption, inhalation or physical contact.

· High visibility reflective clothing must be worn after dusk.

 High visibility clothing must be worn at all times.
 Eye Protection- Safety glasses with side shields should be worn when potential eye injury exists.
 Foot Protection: Where there is a danger of foot injury due to falling or rolling objects, objects piercing the sole, or exposure to electrical hazards, protective footwear is necessary.  Safety toed shoes are required.

 Head Protection -Where there is danger of head injury due to falling objects, head protection is required. Hard hats may be necessary in utility work, and are required when working in such areas. 

 Hand Protection: Leather gloves (cut and heat resistant) are needed for certain refuse, maintenance, and electrical work.  Chemical resistant gloves may be necessary for lab work and work with chemicals.
 All work apparel must be presentable to the public and in original fashion at all times.
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