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CITY OMANOR
PERSONNHOLICIES & PROCEDURES HANDBOOK
INTRODUCTION

This Employe®ersonnePolicies & Procedures Handbook is a general guide, and the provisions
of this Handbook do not alter the atill employment relationship or constitute an employment
agreement, a contract, or a guarantee of continued employment. The QWgobrreserves he

right to change the provisions of this Handbook at any time and without prior notice. The
provisions contained in this policy manual are applicable to all employées Cityof Manor
Policies and Procedure Handbook shall apply to both civilian enfplaye I Y R dzy A F2 N¥Y SR
employees of the City, however, the Manor Police Department Policies Rmocedures
Handbook shall be considered a part of and incorporated into the Master City of Manor Personnel
Policies and Procedures Handbookhe Manor Potie Policies and Procedures Handbook shall
only supplement and have precedence over any personnel issues covered within that policy as it
applies to all Police Personnel under the Texas Constitution promise which conflicts withe
provisions in this plicy manual are effective only if in writing and signed by City Manager.

The objectives of the Employ&ersonnePolicies & Procedures Handbook are as follows:

1 To promote good and uniform personnel practices and administration in the management
ofthe/ A @ Q& KdzYty NBaz2dz2NOSaod

1 To develop a program of recruitment, advancement and tenure that will make municipal
employment attractive as a career and encourage each employee to render such
SYLX 285SQa 0Said aSNBAOSa (2 GKS OAGATI Sya

1 To provide eqitable and adequate compensation based upon individual merit and the
relative duties and responsibilities of positions in the service of the City.

1 To promote high morale by the consistent administration of these policies and through
consideration of theights and interests of all employees.

1 To provide that tenure of employees covered by these policies shall be subject to good
behavior, satisfactory performance, necessity for the position, and availability of funds.

All City employees are required to cpim with the Employed®ersonnelPolicies& Procedures
Handbook. Failure to comply may result in disciplinary action up to and including termination.
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ACCIDENINCIDENREPORTING

All on-the-job accidentand incident injuries,however slight or seeminglyinconsequential,
must be reported immediately by phone or in person with eeport assoon as possiblebut no
later than 24 hours after the accidentor incident to the S Y LJt 2 @&vnSdiate supervisor
and to the Human ResourcesDepartment Failure to report any accident orincident
immediately with a followup formal Accident Statement or Incident Statememfport being
providedwithin 24 hours of its occurrenceithout good causenay lead to disciplinary action,
up to and including termination of employmer8uch reportsare necessargothat the Citycan
remainin compliance with applicabldawsandbeging 2 NJ ®mNgrRatiorbenefitprocedures
whereappropriate.

Employeeswho violate safety standards,who causeor exacerbatehazardousor dangerous
situations,or who fail to report or, where appropriate,correct suchsituations,will be subject
to disciplinaryaction, up to and includinggrmination ofemployment.

See the section entitled Employee Saffetyfurther guidance.

Definitions

Incident An unplanned, undesired event that hinders completion of a task and may cause injury,
illness, or property damage or some combination of all three in varying degrees from minor to
catastrophic; unable to prevent or prepare for

AccidentSimilarto incident, but supports the mindset that it could have been prevented; caused
by error
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Incident Statement Form

Employee’s Name:

loh Title:

Department:

Supervisor/Manager:

Date of Incident:

Time of Incident:

Describe how the Incident occurred:

Location:

Witness Name:

Witness Address if not employee:

Witness Statement:

Witness Signature: Date:

Employee Signature: Date:

RETURN FORM AND ALL DOCUMENTATION TO THE HUMAN RESOURCES DEPARTMENT

Department Director: Date:

Supervisor: Date:
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Accident Statement Form

Employee’s Name:

lob Title:

Department:

Supervisor/ Manager:

Date Accident:

Time of Accident:

Describe how the Accident occurred:

Witness Name:

Witness Statement:

Witness Signature: Date:

Employee Signature: Date:

RETURM FORM AND ALL DOCUMEMNTATION TO THE HUMAN RESOURCES DEPARTMENT

Department Director: Date:

Supervisor: Date:
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ACCIDENTISIVOLVIN®&ITY EQUIPMENT OR VEHICLES

Any employeeinvolvedin an accidentwhile operating City equipmentor vehiclesshallreport
the accidentimmediatelyto his/her supervisorandto the properlaw enforcementagency.The
employeemustimmediatelycompletean accidentreport, no matter how minor the damageis
to the vehicleor equipmentand submit to his/her supervisorand to the HumanResources
Department The sectionsentitled Drug and AlcoholPolicyfor DOTEmployeesand Drug and
AlcoholUse Policymayrequirealcohol and drugestingfollowingan accident.

The employee operatinte city vehicle shall perform the following when involved in an accident:
1. Stop immediately
2. Park the vehicle safely
3. Notify police immediately

4. Makeno admission of fault or negligence to anyone. Be courteous, but do not discuss the
accident with anyone except with the police officer investigating the accident, and do not
sign any statement or releases.

5. Exchange name, address, insurance inforthafiz | YR RNAGJSNDa f A0Sya:
drivers of other vehicles involved. Get contact information from witnesses.

6. If on a controlled access highway, remove the vehicle from the roadway (if possible).
Otherwise unless required for safety reason®, not move the vehicle involved until
instructed to do so by a police officer. Do not move the vehicle in the event of an injury
accident until directed by the attending law enforcement officer.

7. Immediately notify @Department Directoregarding tle accident involving damage to a city
vehicle, private vehicle, private property or injury to a person.

8. Department Directasor Supervisorare responsible for immediately contacting thieman
Resources Departmeand Manor Police Department fpostaccident drug screening and
necessary investigation.

9. If accident occurs after regular business hours employees must contasufiervisor or
Human Resource®epartment for the postaccident drugtesting instructions which
includes contactingite Texas Alcohol and Drug Testing Service (TADTSHAfies OrCall
Specialists at (877) 48500.
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Driversmust obey all traffic rules and regulationsprescribedby law and use everyreasonable
safetymeasureto preventaccidents.No one under the ageof 17 may operate a City vehicle.
Wearingof seat belts isnandatory.

Any traffic fines imposed upon a City employee while operating a City vehicle will be the
personalresponsibilityof the employeeand not the City. Anyemployeeinvolvedin anytype of
accidentinvolving Cityequipmentmaybe disciplinedif, uponinvestigation,t is determinedthat
the employeewas negligentor through carelessnessr recklessnessontributed to the cause
of the accident.See the section entitled Employee Safityfurther guidance.
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VEHICLE ACCIDENT REPORT

Employee’s Name:

Date of Hire:

lob Title:

Department:

Supervisor/Manager:

vehicle and Equi Accident/ T

This form, or an approved alternate form, must be completed for all accidents invelving any City vehicle,
equipment (any itemn attached to a City Vehicle) or property damage caused by a City vehicle or equipment.
Pleaze report any incident immediately and complete all related sections of this report and provide a copy
to Human Resources within 1 business day for processing (Pictures of the damages will be required at the
time of incident).

Employee Injuries

Supervisors must be notified immediately by the employee and the incident should be reported to Human
Resources immediately or within 1 business day of the incident.

General Information

Employes Mame: Home Phone &:
Home Address:

Street Number Street Mame City State Zip
Date of Occurrence: Time of Occurrence: o am o pm Date reported:

Address/ Location of Occurrence:

Briefly describe accident and how or why it occurred:

Witness' Name (Include Address If Not a City Employes):
v Was drug test given? o Yes o No If not, state reason:
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City Vehicle Accident or Damage

City Vehicle #: City Vehicle License #:
Was City Vehicle Damaged? o Yes o No
Make and Model: Year:

Was there a Police investigation? o Yes o Mo If yes, list investigating agency:

If yes, report number:

Weather Conditions: Road Conditions:

Description of Damage:

List All Passengers in Vehicle (Attach additional pages, if necessary):

Marme (First and Last) Age

Other Vehicle Accident or Damage

Was Other Vehicle Damaged? o Yes o Mo
License Number: Make and Maodel: Year:

Vehicle ldentification Mumber:

Drivers Name: Home Phone #:

Home Address:
Street Number Street Name City Gtate Zip

Insurance Company:

Paolicy Number: Insurance Agent's Phone Murmber:

Description of Damage:

List All Passengers in Vehicle (Attach additional pages, if necessary):
Mame (First and Last) Age
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Damage to Property

Type of Property Damaged: City Owned? o Yes o Mo
Owner's Name: Home Phone #:
Home Address:

Street Mumber Street Name City Gtate Zip

Description of Damage:

Injury to Member of the Public

Mame of Injured: Home Phone #:
Home Address:
Street Mumber Street Name City State Zip
Description of Damage:
Mature of and Part of Body Injured: Ambulance Needed? o Yes o No
Hospital: Dactor:

Preventable and/or Violation of Policy

Preventable —was the accident preventable? OYes O Mo

Paolicy Violation —was a City or Departmental policy violated? DOYes O No

Employee Name: Date:
Supervisor/Manager: Date:
Department Director: Date:
HR Coordinator: Date:
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ADMINISTRATIVE LEAVE

The City may grant administrativeleavewith payto an employee asa matter of discretionby
the City Managerfollowing a recommendationby the S Y LJt 2 Bép&t@eént Directorwhen
no other paid leave categoryis availableor applicableand leavewithout pay would not be
appropriate. The City Manager may also authorize administrative leave without pay. This
policy should be read in conjunctionwith the / A (iUngail Leaveand Separationgolicies.

Administrativeleavegrantedto an employeewill be put in writing andforwardedto the Human
ResourcéDepartmentfor proper payroll processingy R LJX | OSYSyid Ay GKS SYL
file.
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AMENDMENDFPOLICIES

Amendmentsto the PersonnelPolicies& ProceduresHandbookmust be approved by City
Council The City Councilmakesall personnelpolicieswhile the City Manageris responsible
for the implementation of the policies.
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AMERICANS WITH DISABILITIES ACT

To ensurecompliancewith the Americanswith DisabilitiesAct and Americanswith Disabilities
Act as Amended (ADAAA),the City offers equal employment opportunity to qualified
individuals and strictly prohibits discrimination againstqualified individualson the basis of
disability. Any employeeseekinga reasonableaccommodatiorfor a disabilitythat affectsthe
S Y LJ 2 a&bfitpt@performthe essentiafunctionsof the positionshallmakewritten request.

The Citywill provideareasonableaccommodatiorto the knownphysicalor mentalimpairments
of an otherwise qualified individual with a disability if such reasonableaccommodationwill
enablethe individualto performthe essentiafunctionsof the position atissue.The Citywill not
deny employmenbpportunitieson the basisof the needto providereasonableaccommodation
to the A Y R A @phsidaiof ne2dtalimpairments,unlessit would causean unduehardshipto
the City,or constitute athreat to the safetyof the disabled person oother persons.

Employeeswho have a complaint involving potential violations of the Americans with

DisabilitiesAct or ADAAA|ncluding butnot limited to harassmentdiscrimination,or failure to

provide a reasonableaccommodationmust immediatelyreport suchcomplaintasoutlined in

the / A (Qexmal andOther Unlawful Harassmerfeolicy which is containedin the Employee
Policies &Procedures Handbook.
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APPLICATIOQFPOLICIES

The Human Resources Department and e®&gpartment Director as directed by the City
Manager shall administer and implement the personnel policies of the City of Manor.

The City Manageshall have authority to delay implementation of any portion of this policy
relating to pay dates, vacation and sick leave accrual, the authority to authorize payment in lieu
of certain benefits and to round upward certain benefits to facilitate coordoratvith fiscal or
calendar year accounting and/or software availability, acquisition or conversion, and the
authority to delay implementation of any other portion if discovered to have conflicts with
existing operations that require additional time fochangeover.

Deviationsfrom Policies- Subject to the right of the affected employee to appeal to the City
Manager, the Department Directos may deviate from these policies with respect to the
assignment, discipline or termination of any employee whenthe judgment of theCity
Manager such deviation is in the best interest of the City.

If circumstances make it advisable to deviate from any of the personnel policid3effatment
Directorresponsible for overseeing the department involved will pdeva written report to be
filed with the Human Resources Directoilhe report should provide:

Details of the action taken which deviated from the existing policy;

A description of the circumstances resulting in the recommendation to a deviation from
the existing policy; and

1 A statement of why the deviation was in the best interest of the City and/or other parties
involved.

1
1

Master Personnel Policy ManualA Master Personnel Policy Manual, which contains the original
of all personnel policies in effeabif the City of Manor, shall be maintainedtime office of the
Human Resource Department

Personnel Policy CoordinateiHuman Resources Departmennt addition to the duties identified
hereinshall serve as the City's Personnel Pdlloprdinator. The dies of the Rrsonnel Policy
Coordinator shall include:

1 Maintaining the Master Personnel Policy Manual and updating the manual whenever a
change, addition or deletion is made in the City's personnel policies;

1 Providing each employeeith copies of new or changed policies and information when
policies are deleted so that th®epartment Directorwill be able to update the
department's copy of the Personnel Policy Manual when a change, addition or deletion is
made;
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1 Coordinatingrecommendations for additions, deletions and changes in personnel
policies;

1 Developing and implementing a system for notifying all City employees whenever a
change, addition or deletion is made in the City's personnel policies; and

1 Conducting an annual reaw of all personnel policies to determine if they are consistent
with actual practices and in compliance with legislation relating to the personnel function
and the relationship between the employer and employee.

Dissemination- EachDepartment Directorshall @ause each employee to receive a copy of the
Personnel Policy Manual and to sign an acknowledgment indicating such reoc@pt) each
employee that he or she should be responsible for being familiar with the policiesakadctive
steps to seehat each employee has the opportunity to become knowledgeable on the policies.

Accessto Policy Manuals- All employees are responsible for becoming familiar with the
Personnel Policy Manual. Employees have the right to review the Master PersonneMrzolic/

or a copy of the Personnel Policy Manual found in their departments, during the normal workday
or at other times approved by theluman Resources Director the employee'sDepartment
Director.
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ATTENDANCE ANDORKHOURS

RegularWork Hours ¢ Non-exemptemployeesof the Citynormallywork 40 hoursin a seven

day work week.Exemptemployeesmay be required to work in excessof 40 hoursin certain

weeksand are required to work a minimum of 80 hoursin a two week pay period. The work

week beginsat 12:00a.m.(midnight) on Sunday and ends at 11:59 ptime. following Saturday
The regulamvorkdaynormallybeginsat 8:00a.m. and endsat 5:00 p.m. althoughemployeesn

some departments may have different work hours. (For example, most non-exempt police
officers work a 12-hour shift.) Intimesof disasteror emergencywork hoursshallbe determined
by the CityManager.

Adjustment to Work Hours - In order to assurethe continuity of City services,it may be
necessaryfor DepartmentDirectorsto establishother operatinghours for their departments.
Work hours and work shifts must be arrangedto provide continuousserviceto the public.
Employeesare expectedto cooperatewhen askedto work overtime or a different schedule.
Acceptanceof work with the City includesthe S Y LJt 2 acRr®wletigementhat changing
shifts or work schedulesnay be required and includesthat he/she will be availableto do such
work. If an employeeworksa schedulethat is different than the standardeight-hour work day
(excluding police officers in the Patrol Division who work shifts), that schedule must be
submittedin writing to the DepartmentDirector for consideration.Upon DepartmentDirector
considerationthe requestisforwardedto the CityManagerfor approvalon a caseby-casebasis
focusingon providingenhancedserviceto the customers A copyof the approvedschedulemust
be forwarded to theHuman Resourcd3epartmentto beplaced intheS Y LI 28 SSQa LISNRA 2y

Meal Periods- Fulktime employees(excludingmost non-exempt police officers) are normally
provideda one-hour unpaidmealbreaknearthe middle of the work day. Meal periods may be
staggered by the Department Director in order to minimize departmental interruption.
Supervisorswill provide employeeswith the starting and endingtimes for their specificmeal
periods. Employeeswill be relieved from work responsibilitiesduring unpaid meal breaks.
Employeesnaynot extendmealbreaksbeyond theirassignederiod.

Attendance Records- Employeesare expectedto be at their workstationsand ready to work
at their scheduledstarttime. Allemployeesarerequiredto recordthe numberof hours worked
each day.

Attendanceand Punctuality- Employees shall be in attendancetla¢ir work in accordance with

the rules regarding hours of work, holidays and leaves. If an employee has an unexpected
absence, the employee shall call or notify his/her supervisor within the hour prior to when the
employee is to report to work. Failute notify the supervisor may result in disciplinary action.
Excessive tardiness, neglect of duties, or unauthorized absences will be grounds for dismissal. If
the immediate supervisor is not available to report the unexpected absence, the employee shall
report to the Human Resources Directanr designee, directly. Alepartment Directos shall

report all expected absences for training, vacation and other planned leave as soon as known but
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not later than two weeks prior to such leave, unless good eagasts for less notice. All
Department Directas shall report to theHuman Resources Departmemdr designee, any sick
leave to be taken as soon as such is known. Himean Resources Departmeartid Department
Directorshall ensure adequate supervisiohthe department in the absence of thgepartment
Director. If no other supervisor exists for the department, tHeman Resources Departmeior
designee, shall supervise the attendance of the department iDiygartment DirectoR & | 6 8 Sy OS
and designate a supervisor of such department. Ddpartment Directos shall keep daily
attendance records of employees and all absences shall be reported on a leave form and turned
in with the department time sheets each pay periddepartment Directors shall report personal
vacation time and sick time used each pay period to Hi@man Resources Department
Department Directos shall be responsible for keeping true and accurate attendance records for
SIOK SYLX 28S8SS | yR S iterdidBeynzompllar@&witistid golizydr@rsigd
TheHuman Resources Departmemtr designee, may check time sheets for any department for
accuracy.

In most cases, an employee who fails to properly notify his/her supervisor in advance of an
absence ortardy will be subject to disciplinary action up to and including termination of
employment. An employee ko fails to notify the City of an absence of five days or more will
have voluntarily resigned his/her employment.

Absentfrom Work in excessof 180 Days¢ Any employeeavho is absentfrom work on a leave
of absencefor a period of 180 calendardays,regardlessof the reason,andis unableto return

to work after 180 calendardayswill be terminated. Seethe Unpaid Leaveof AbsencePolicy.
This policy will be administeredconsistentlywith the / A (obliQationsunder the Americans
with Disabilities Act and USERRA.

Also sedhe section entitled Separations.
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AT-WILL EMPLOYMENT

Employmentwith the Cityis for no fixed or definite term. All employmentby the Cityhasbeen
andcontinuesto be at-will, exceptfor thosepositionsthat mayhaveawritten contractapproved

by the City Council. That meansthat both the employee and/or the City have the right to
terminate employmentat any time, with or without notice, and with or without cause.This
PersonnelPolicies & Procedures Handbook does not constitute a contract of employment.
Nothing in this handbook is intended to alter the continuing-atill status of employment with
the City.

Although adherenceto these policesis considereda condition of continued employment,
nothing in thesepoliciesaltersanS Y LJt 2 steuSaRdishallnot constitute nor be deemeda
contractor promiseof employment.Employeesemainfree to resigntheir employmentat any
time for any or no reason,without notice, andthe City retains the right to terminateany
employeeat anytime, for anyor noreason.
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CELPHONE, CITY PROVIDED

The City provides cellular telephones to certain employeeshe purpose of conducting City
business. Cellular telephones are provided based on a written recommendation from the
DepartmentDirector. The City acknowledges that an employee may occasionally use their City
cellular telephone for personal businesSuch use is, per the IRS regulations, considered as a de
minimsfringe benefit and excluded as a taxable wad@ phone allowances shall be given to the
employees.

EachDepartment Directorshall be responsible for auditing the use of each cellulampted@e

assigned to their department and take corrective action as necessary. Employees must properly
use, maintain and secure their cellular telephone. If an employee damages or loses their City cell
phone, the employee must immediately report it to theuwpervisor. Improper use of any City
OSttdzf  NJ GSESLIK2YyS YI@ NBadzZ G Ay RAAOALI Ayl NE
a City cell phone at any time for any reason.
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CELPHONBJSEN THEWORKPLACE

The Cityrecognizeghat manyemployeeshavecell phonesthat they bring to work. Cellphones

may belongto the employeeor be providedfor the S Y LIt 2 @s8ky AeiCity. Theuseof cell

phones, including those with a camera, at work must not interfere with job duties or
performance.Employeesnust not allow cell phone useto becomedisruptiveor interfere with
theirownoraO 2 ¢ 2 NabityNdDa their jobs. Employeeswho usecell phonesto violate City

policy, includingthe / A (iSexudand Other Unlawful HarassmentPolicy, will be subjectto
disciplinaryaction,up to andincludingtermination. An employee who has been provided a cell

phone by the City must surrender the assigned cell phone upon leaving the employment of the

/ A& 2NJ dzLl2y NBIljdzSald o0& irinfe@dirBowi 28 SSQa adzZJSND

Useof cellphones whileoperatingCityvehicles orequipmentis prohibited.
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CITY PROPERTY/EQUIPMENT USE

The Cityattemptsto provideemployeeswith adequatetools, equipment,vehiclesand facilities
for the City job being performed, and the City requires all employeesto observesafe work
practicesand lawful, careful and courteous operation of vehiclesand equipment. Any City
provided safetyequipment must be used at all times.

From time to time, the City may issue various pieces of equipment or other property to
employeesg.g.,credit cards,keys,tools, securitypassesmanualswritten materials,telephone
cards,uniforms, mobile telephones,computers,and computerrelated equipment. Employees
are responsiblefor items formallyissuedto them by the City,aswell asfor items otherwisein
their possession or contrar usedby them inthe performanceof their duties.At the time of
issuance ,employeesmay berequiredto signcertainforms or other documentationevidencing
their receipt of property and/or equipmentand authorizinga payroll deductionfor the costof
lost, damaged, or unreturned items. In addition to payroll deductions,the City may take any
other action it deems appropriate onecessaryo recoverand/or protect its property.

Employeeanust notify their supervisorimmediatelyif any vehicle,equipment, machine,tool,
etc. appeargo be damagedor defective,or isin needof maintenanceor repair. Theappropriate
supervisorcan answerquestionsaboutan S Y LJ 2 Be$p&nSikiliy for maintenanceand care
of equipmentused on the job. Theimproper, carelessnegligent,destructive,or unsafeuse
or operation of equipmentmay result in disciplinaryaction, up to and includingtermination
of employment.

PersonalUse Prohibited - City property, materials,supplies,tools, equipmentor vehiclesmay
not be usedor personal business.

TobaccéSmokingProduct Use Prohibited - The use of all smoking products(as defined in
Smoking Policy), sh&lé in compliance with such Smoking Poligyle operatingand/or beinga
passengem Cityowned vehiclesand/or equipment.

Vehicle Allowance - An employeemay be given a monthly allowancefor consistently using
suchS Y LJ 2 &vthSehitle for City businessif the use is deemed necessaryby the City
Manager. The amount ahe allowance shall be determindaly the CityManager.

TakeHomeVehicles- A Cityvehiclemaybe assignedo a positionor employeewhenit is more
economicalthan payment of a car allowanceor mileagereimbursement.To be eligible for
assignmentof a take-home vehicle, an employee must be subjectto emergencycall back
duringoff duty hoursto locationsother thanthe S Y LJ 2 Bo8ral@drk station. No personal
use of a take-home vehicleis permitted exceptto commuteto and from home or work. No
passengersnaybe transportedin take-home vehiclesexceptasrequired by official duties. No
alcoholicbeveragesreallowedin Cityvehicles.Asindicatedin the Drug& AlcoholUsePolicy,
Police Department employees maybe required tobe in possession of alcohaind/or drugs in
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carryingout their job duties. Suchemployeeswill be exemptedfrom certain portions of this
policy under certain limited conditions. Additional guidelineshall be establishedby Police
Department operatingprrocedures.

The/ A (vehizkesare classifiedas either & S E S Yot diach-S E S Y asipréscribedby law.
Employeeso whomad y By S Yuelicteis assignedor take-home will likelyincur a federal
incometax liability for the fringe benefit of commutingto and from work. Most pickups,vans
and automobilesare classifiedasd y 5yE S Yeliictes.Policevehiclesusedby employeeson
call 24hours arenormallyexempt from thefringe benefit taxiability.

Useof City Vehicles- City-owned or leasedvehiclesmayonly be usedfor official City business.
Cityowned orleased vehiclemayonly be drivenby authorizedCityemployeeslf an employee
drives his/her own, or a City-owned, rented or leasedvehicle on the job or while carrying
out Cityrelatedbusiness, the employemust complywith the following:

T 5NAGSNE Ydzald KI @S | @GFLEtAR {4GFGS 2F ¢SEI a
operated, must maintain aatisfactory driving record, and must inform their supervisor
of any change in status.

1 Always observe all posted laws and speed limits and comply with all motor vehicle laws

and regulations.

Always wear seat belts when the vehicle is in operation.

No passagers other than City employees or others on City business may ride in a City

vehicle unless otherwise approved in advance by the Department Director.

1 All maintenance and use records for City vehicles must be completed as directed by the
SYL) 28SS®a & dzLISNIA

1 Report any broken, missing, or worn parts, tires, etc., or any needed maintenance of City

vehicles to the appropriate supervisor immediately.

lff RNAOSNE Ydzad oS StA3IA0ES FT2NI O20SNJI 3S

Drivers covered by Department of Transportation regulations must comply with them at

all times.

1 At no time may an employee under the influence of alcohol or illegal drugs drive a City
vehicle or a personal vehicle while conducting City business.

1 The use ofa City vehicle to conduct personal business is prohibited other than for
incidental uses such as stopping at a restaurant or store. In no case shall a city vehicle be
used in the conduct of purchasing, transporting, or consumption of alcohol.

1 Employees/divers shall remain constantly aware of the public perception of and
expectation of, drive courtesy from all drivers ofit§ vehicles. It is expected that
employees maintain courteous driving habits, prudent use of vehicle horn, and patient
and defensivalriving techniques.

1 Employees involved in an accident while operating a City vehicle, or while operating a
personal vehicle on City business, must immediately notify the proper law enforcement
agency (if applicable) and the appropriate Supervisor, Departrd&ector, and Human

= =
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Resources DepartmenAccident reports, alongith any law enforcement reportmust
be filed by the employee with the Department Director and the Human Resources
Department

1 Employees whose job duties require driving either a City vehicle or a personal vehicle as

I 220 FdzyOlGAz2y Ydzad YIFIAydlrAy G§KS RNAJISND

SYLX 28SSQa RdziASa |FyR Ydzald YI Bmpliyees yare | a
requi NEBR (2 NBLERNI yed RNAGAY3I OAGFGAZ2Y NB
Department Directos within 24 hours of the suspension or citatioli.an employee has
three moving violations within a twgear period or is convicted of, pleads guitynolo
contendere to, or accepts deferred adjudication for a DWI or DUI offense at any time, this
will be considered a failure to maintain a satisfactory driving record. Failure to maintain a
NEIlj dzZA NER RNAGSNRa& f AOSy a$ drigingre€ordAnll dzdlils in (i 2
discipline up to and including termination of employment.

1 The City may, at any time, check the driving record of a City employee who drives as part
of his/her job duties to determine that he/she maintains the necessary ficatiions as a
City driver. Employees agree that they will cooperate in giving the City whatever
authorization is required for this purpose.

1 The above is not a complete and exhaustive listafficlesuse policies. Violations of any
of the specific itemsidted, as well as the improper, careless, negligent, destructive, or
unsafe use or operation of a vehicle, may result in disciplinary action, up to and including
termination of employment. Please see paragraph G under Employee Conduct and Work
Rules/Discifinary Action requiring employees to immediately notify their supervisor
regarding violations of law.

PersonalProperty - All employeesshallbe solely responsibléor their personalproperty at all
times.
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CLASSIFICATIONPAYPLAN
All employeesshallbe includedby positionin the Classificatior& Pay Plan.

Each position shall be categorized by number based on similar or comparable
responsibilities, duties, type of wodnd requiredqualifications.

TheClassificatio& PayPlanmay be revisedfrom time to time aschangingcircumstancesnd
conditionsrequire and upon recommendationby the City Managerand approvalby the City
Council. Suchrevisionsmay consist of the addition, deletion, abolishment, consolidation,
departmentor amendment of existingositions.

Incentive pay ¢ Incentive paysuch as certification pay or educationalincentives, MAY be
awardedto employees to compensateemployeeswho obtain speciallicensingor who have
achievededucationalgoalsthat benefit the City.Incentivepay will be addressedas part of the
annual budget procesand must be approvedby the CityCouncil.

Cost of Living RaisesCost of living raises may be granted only by the City Council and must be
approved in the budget process ftire fiscal year.

Evaluation Period RaisesAn employee who successfully completes the mandatangty (90)

day initial evaluation and training period may be granted an increase in salary, provided that
funds areavailable in the departmental budgahdii KS NJ A &S Aa AGKAY (GKS
job classification.
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COMPENSATORY TIME

TheDepartment Directommay, on acaseby-casebasis,grant compensatorytime to employees
in lieu of overtime paymentfor irregular or occasionalovertime work that is not part of an
SY LX 2 gegutaflydcheduledvorkweek.

Employeesand their supervisorsshallstrive to flex an S Y LJf 2 wdkSehdduleto minimize
hours worked in avork week in excess of45 hours.

NonExemptEmployeesare entitled to compensatorytime in accordancewith Section207 of
the Fair Labor StandardsAct of 1938.Employees,at the Department DirectoR discretion,
may grant compensatorytime at a rate not lessthan one and one-half hoursfor eachhour of
employmentfor whichovertime compensatiorwould havebeenearned.

AccrualRates- Compensatoryime will be earnedat a rate of one and one-half hoursfor each
hour of employmentfor which overtime compensationvould havebeenrequired.

1 The employee may accrue no more than 80 hours of compensatorytime for hours
worked.

1 The City Manager may grant additional compensatorytime not addressedin this
policyat hisdiscretion.

Use of Compensatory Time - An employee who has accrued compensatorytime and
requestsuse of the time shdl be permitted to use the time off within ad NB | & 238ING 2 R ¢
of time after makingthe requestif it doesnot undulydisrupt departmentaloperationsand has

prior supervisoryapproval. Employeeswill be requiredto submitaa [ S W@ § dzh drded

to use anyaccruedtime. A supervisormay require an employeeto use accruedcompensatory

time.

Expirationof CompensatoryTime- Compensatorytime shall expireon September 30" of eachyear.

Anyunused compensatoryme will be paidout to the employeeon SeptembeBOthe of eachyear.

Pay Out of Compensatory Time Employeeswho leave employment with the city shall be
paid for any unusedcompensatorytime at arate of compensation notessthan:

1 The averageregular rate received by such employee during the last 3 years of the
S Y LJ 2 énsplSymant,or the final regularrate receivedby suchemployee, whichever
is higher.
1 Compensatoryime will be reviewedat the time of a promotion. When being promoted
to an exempt position, the compensatorybank will be paidout at the SY LJX 2 &at8 S Q &
of payprior to thepromotion.
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COMPLAINT RESOLUTION

This Complaint Resolution Procedure available to an employeewho is the subject of a
disciplinaryactioninvolving a suspensioof one day (or one shift) or more, or a demotion, or to

an employee who is complaining about an alleged improper interpretation and/or application of

City or departmental policies, procedures, or practices. The City encourages all employees to
attempttorS&a 2t S O2YLIX Ay da AyF2N¥Iffe GKNRddzZAK RAZ
supervisor.

If an employee is unable to resolve a complaint subject to this policy with his or her immediate
supervisor, the employee may submit a written complaint to the @IS S Q& 5SLJ NIY
Director. A written complaint to a Department Director must be made within 30 days of the event

or action complained of.

LF +y SYLiE28SSQa O2YLX FAYyG Aa y20 NBazf OSSR
written complaint wth the Department Director, the employee may present his or her written
complaint to the Human Resources Division, who will forward the written complaint to the City
Manager.

The decision of the City Manager may be conveyed to the employee orally @ariting and is
final.
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CONFIDENTIALIDFMEDICAINFORMATION

Federallaw requires that the City maintain all employee medical information in separate,
confidentialfiles. Therefore,in additionto personnelffiles, the Citymaintainsa separatemedical
file for each employee. The Human ResourcesDepartment maintains these confidential
medical files.

Examples of information that mdpe provided tothe CitypyanS Y LJ 2 & S S Q aprofidet, f G K Ol
and maintained in the confidential medidde, include:

Anote to justifyan absence;

Anote to requesta leave;

Anote to verifythe S Y LIt 2 & S St@raturn tdwork;A G &
Medical records to support@aim for sickpayor disabilitybenefits;
Insurance records; and

W2NJ SNEQ O2YLISyaliAizy NBO2NRaA
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It is important that employeesunderstandthat the records are confidential but that the
confidentiality may be waived when the employee provides medicalinformation to his/her
supervisoror the Human ResourcesDepartment When an employee provides information
to his/her supervisor,the supervisoris expectedto sharethe information onlyon an & I a

In addition to protecting their own confidential medical information, employeesmust also
respectthe privacyand confidentialityof their O 2 ¢ 2 NahedidkEnformation. Employeesare
expectedto usediscretionand judgmentwhen dealingwith suchinformationand areto refrain
from passingalonginformation, gossip fumorsor anythingelsethat may constitute aninvasion
2T | O2 ¢ 2 NIy I8dddD af cdnfid@ngel O &
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CONFLICOFINTEREST

No employee of the€Citymay:

1 Have any financial or other interest, directly or indirectly, in any proposed or existing
contract, purchase, worlsale or service to, for, with or by the City;

1 Use City employment, authority, or influence in any manner for his/her personal
betterment, financial or otherwise;

1 Have any financial interest, directly or indirectly, in the sale to the City of any land,
materials, supplies or services;

1 Have discussions or participate in decisions of any City agency, board, commission or
instrumentality if the employee has any personal economic interest or is employed,
directly or indirectly, by the person or entity thas the subject of the discussion or
decision;

1 Accept other employment or engage in outside activities incompatible with the
performance of duties and responsibilities as a City employee or that might impair
independent judgment in the performance of dutigs the City. For additional
information regarding outside employment, refer to the Outside Employment section of
this Handbook; or

1 Accept remuneration or provide services for compensation, directly or indirectly, to a
person or organization requesting ap@oval, investigation, or determination from the
City.

An employeemay not knowinglyparticipate in a decisionof any matter involvinga business
entity or real property with which he/she has substantial interest, if the decisionon the
matter will have a specialeconomiceffect on the businessentity or real property which is
distinguishabldrom the generalpublicor that may be controlled by Chapter 1Regulation Of
Conflicts Of Interest Of Officers Of Municipalities, Counties, And Certain Qtbeal
Governments Texas Local Government Code as may be amended from time to Aime
& & dzo & intergsiimalbdisinessS y (i ks deinédas an employee owning 10% or more of
the voting stocksor sharesof the businessentity, the employeeowns either 10%or more

or $15,0000r more of the fair market value of the businessentity or the fundsreceivedby the
employeeexceedsl10%of the employeesgrossincomefor the previousyear, Ad & dzo a G y G A |
interestin real LINR LJ$sNdfired asan employeeowning$2,500 or more in real property
and/or if a personrelated to the employeein the first degree has a substantial interest.

Violationsof this policy may result in disciplinaryaction up to and including termination of
employment. Employeesshould direct questionsregardingthe prohibitions imposed by this
policy to your Department Director, the Human ResourcesDepartment or the City
al y I JdfidkD a
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CORE VALUES

The City of Manor, Texasembracesthese core values.All employees shall, to the best tfeir
abilities, uphold the Constitution and laws of the United States, the State of Texas, and ordinances
of the City of Manor, and all employees shall also strive to be:

1 Honest and trustworthy in what they say and write and in all professional and
employment relationships;

91 Dedicated to providing quality services by being cooperative and constructive, and by
making the best and most efficient use of available resources;

1 Fair and considerate in the treatment of fellow employees and citizens, addressing
concerns and needs with equity, granting no special favors;

1 Committed to accomplishing all tasks in a superior way, and abstaining from all job
behavior that may tarnish the image of the City or public service;

1 Aware and recognize that public and politicablipy decisions are ultimately the
responsibility of the City Council; and

1 Dedicated to service to improve the quality of life in the City of Manor.

These core valuagquire hard work, courage, and difficult choices. However, employees and
citizens will be better served by doing what is right rather than what is expedient.
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DRESSPPEARANCE AND UNIFORMS

Employeeanust, at all times, dressappropriatelyand professionally angresenta cleanand
neat appearancevhile at work andwhile representingthe Cityor conductingCitybusinessThe

City allowsbusinesscasualdressin the work placeyearround, in accordancewith this policy.
This policy applies to all employees except those who are required to wear uniforms.
Department Directors are strongly encouragedto allow their employeesto participate in
businesscasual dress, as practicaDepartment Directors andupervisors argesponsible for
enforcingthis policy in their respective departments in order to maintain acceptable dress and
appearance.

Professionabusinessttire or a requireduniform isto be worn whenthere is a needto present
a more formalprofessionalappearancdor meetingsor specialevents.Clean andresentable
attire that is typicalfor the job function (i.e. suitsor dressedor the Citya I y | 3CSfiNbalo
with city logo and slacksfor Parks& Recreation)are proper attire for personnelscheduledfor
City Councilmeetings,receptions,etc., unlessotherwisedirected by the City Managerfor the
occasion.

Employeesmust rememberthat they are professionall00%of the time and are dressingfor
businessnot for pleasure All clothing must be clean, neatly pressedand in good repair and
appropriate to the work setting. Attire must alwaysreflect a professionalbusinessattitude
and presence Provocative,suggestivearticles or other inappropriate dressare not allowed
in the workplace.Whenthere is a questionon whether or not anitem of clothingis prohibited,
please err in favor ofbeing conservative andssume thatt is not acceptable attire.

The CityManagermay designatea specificdayin which casualattire may be worn. However,it

is at the Citya | y I Jdistdd@dénand the attire worn on & O | Rdzle$aduld still reflect an

appropriateprofessionalappearance DepartmentDirectorsmay occasionallyallow employees
to wear casualattire if a specificwork assignmendictatesthat casualattire is appropriateand

to ensurethe safetyof an employee.

Standarddor Business Casual Work Attire

1 Jeans, FBhirts or athletic shoes are not acceptable during normal work hours unless a
special day is declared by City management or as specifically apprptee &ppropriate
Department Director as work assignment dictates.

1 Sweatshirtssweat pants lycra athletic wearpr hoodies of any type are not acceptable
unless a special casual wear or festive occasion is declared by City management.

1 Clothing of any sort that bears a logo or message that is inappropriate, stfdasive, or
discriminatoryis not acceptable.

f Shola aKhFft y24G4 0SS ¢2NYy dzyt Saa GKS& | NBE LI N
and worn with a shirt that identifies therms an employee of a particular City Department
or approved by the Department Director as special circumstances warrant.
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1 Women Camisolesor t-tops are required to be worn under low cut blouses/tops.
Clothing with thin or spaghetti straptank topsor halter topsneed to be worn with an
acceptable jacket. Skirts and dresses shall be worn no shorter than 2 inches above the top
of the knee. Ankle length and Capri dress slacks are appropriate. Dress shoes or dress
sandalsare appropriate. No more thane&arrings in each ear may be worn, provided the
earrings are not unprofessional in appearance.

1 Men: Knit shirts with collar, banded collar shirts, short sleeve or long sleeve dress shirts
without a tie are acceptable. All shirts are to be tucked in unless spatyfidesigned to
be worn outside trousers. Dress shoes, boots or loafers are acceptable footwear. No more
than 2 earrings in each ear may be worn, provided the earrings are not unprofessional in
appearance. Men are not to wear earrings at Council pregemts or formal city events.

Examples ofnappropriateAttire

The following are always inappropriate for the work place:

Provocative or revealing attire including low cut, bare batkise tops, midriffs, body
hugging, se¢hrough garments, oexcessively loose or tight fabrics;

Bare shoulders and tube tops;

Stirrup pants, spandex pants, casual cargo pants, leggings, form fitting or tight
slacks/trousers;

1 Clothing with unclear or obscene messages or that endorses alcohol, tobacco products,
drugs, pornography, or offensive material of any kind;

Unpressed, soiled, ripped and tattered clothing;

Visible tattoos which could be deemed offensive;

Nose rings, eyebrow rings, tongue studs, lip piercings, gauge piercings, or similar type
facial jewelry

1
1

= =
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Jewelry - All jewelry worn by employeesmust be appropriateso it does not detract from a
professionabhppearance or conflict with department uniform guidelines.

Hair and Facial Hair Hair $ylesand hair colors must be appropriatethe S Y LJ 2 pdSitoe &
and extremesof any type are unacceptableFor example,green hair, Mohawk style haircuts,
and severelyspiked hair are not allowed. The length of hair must not pose a safety hazard
for employeesworking around machinery and moving objects. Hair, including facial hair,
must be clearand neatlygroomed at all times.

Perfume and Cologne ¢ While at work, employees should minimize the use of scented
aftershaves,colognes,perfumes, and lotions as these products may impact the health of
chemicallysensitive customers and other employees.

Personal Hygiene ¢ It is necessarythat all employees maintain a clean, presentable
appearance. Personal hygiene includes a regular bath/shower, use of deodorant, and
appropriate oral hygiene.
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Uniforms ¢ The City supplies personnelwith appropriate uniforms. Employeesn jobs that
require a uniform will be told how and where the uniformscan be obtained.The City will
providereplacement uniforms as necessary.Uniforms must be clean and neat. City-owned
or authorizeduniforms may not be usedoutsideof work, for personaluseor by anythird party.
City uniformsmay be usedby City employeesin connection with outside employment only
with the Department5 A NB (iio2 Alldérization.

Employeesvho are providedwith uniformsare requiredto wear their uniformswhen on duty
andkeepthem in good,cleanandserviceablecondition.No part of the uniform shallbe worn by
itself. Anemployeemustwearthe entire uniformwhen on duty. No part of the uniform shallbe
worn when off duty, exceptto and from work, unlessin connectionwith outside employment
GAGK GKS 5SLINIYSYyld 5ANBOI2NNa | dzZiK2NAT I GA2Yy @

When an employeeterminates, uniforms and any other City equipmentwhich the employee
possessemust be returned in good condition before final pay will be authorized. The cost of

lost or damagedCity property and unreturned uniformswill be deductedfromthe SY L) 28 SS Q&
final paycheck.

EmployeePurchasingof City Logo Clothing ¢ Employeesare permitted to purchaseCity logo
apparel attheirowS ELISY aS FyR i GKS /AGeQa O2y G4NI OG LI

Exceptions¢ Employeeshaving a conflict with any aspectof this policy, basedon cultural
or religioustraditions or medical reasons,may request an exemption.The employee must
placethe requestin writing to his/her DepartmentDirector. TheDepartmentDirectorand the
HumanResourcePepartmentshall review the requestand determine whether an exception
will be granted.

Enforcementg Employeesand supervisorsare responsiblefor ensuring compliancevith the

/ A Gdéesk&odestandards.in all casesthe City will make the determination as tacceptable
dress, appearanceand grooming. Employeesshould direct questions about appropriate
appearanceor dressto your supervisor, Department Director or the Human Resources
Department

Department Directors shall specify requirements for uniforms and other work attire.
Departmentsmay impose special dress andgrooming requirements necessarjor employee

safety, includinguse of appropriate personal protective equipment, shoes and clothing.
Department Directos> @A G K | LIWIINR@GFE 2F GKS [/ AGeé alyl3aSN
exceptions to this policy when deemed necessary for business reasons or implanmeore

restrictive dress and appearance policy.
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Supervisorsare responsiblefor ensuringthat employeesknow, understand and adhere to
this policy as well as any department specificdress policy. Managersand supervisorsshall
counselS Y LJt 2 whBsedreQs personalhygieneor groomingisinappropriate.

Each employee is expected to adhet@ the clothing, uniform and personalappearance
guidelines setforth in this policyas well as any department specific poliBachemployeemust

usegoodjudgmentandcommonsensein selecting clothingthat fits with thefunction ofhis/her

position, while alsgromoting a professionamage. In order to avoid bringingdiscreditto the

City,employeesshallexercisecautionin their conduct when wearinguniformsor otherapparel
bearingthe name orogo of the Cityof Manor.

Employeesn violation of this policyor a department specific poliaypay be senthome. Under
such circumstancesnon-exempt employeeswill not be paid for work time missed, and
exempt employeeswill be required to make upthe work time missed.Employeeswvhose
grooming ompersonalappearanceriolatesthis policyor a department specific policy on multiple
occasiongnaybe disciplined, up to and includirtgrmination of employment.
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DressGuidelines

Men Women

T Knit shirts withcollar 1 Camisole®r t-tops

andbandedcollars worn with low cut
9 Shortsleeveor blouses/tops

long sleevedress 1 Thin orspaghettistraps

Appropriate shirts andtanks topsworn with

1 Dressshoesboots jacket

and loafers f Skirts and dresses no

shorter than 2 inches
abovetop of knee

1 Anklelengthand Capridress
slacks

Provocativeor revealing attire

Excessivellpose ortight fabrics

Bare shoulders

Clothingwith unclearor obscenemessagesr that endorses
alcohol,tobaccoproducts,drugs,pornography, or offensive
Inappropriate materialof anykind.

Stirrup pants,spandexpants,casuakargopantsand
leggings

Formfitting or tight slacks/trousers

Visibletattoos which couldbe deemedoffensive.
Unpressedsoiled,ripped andtattered clothing.

= =4 4
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*Listingof inappropriate apparel is not intended to be exhaustiveand alkinclusive and is
providedto establisha guidelinefor whatis acceptablen the work place.
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DRUG AND ALCOHOL USE POLICY

It is the desireof the Cityto provide a drug-free, healthful and safeworkplace.To promote this
goal, employeesare required to report to work in appropriate mental and physicalcondition
to performtheir jobs in asatisfactoryand safemanner.

Prohibition Against Alcohol and lllegal and Unauthorized Drugs ¢ While on City premises,
while on duty, while conductingCity-related business while driving a City-owned or leased
vehicle,or while operating or using other City-owned or leased property or equipment, no
employeemay use, possessdistribute, sell, or be under the influenceof alcohol(exceptunder
the limited circumstanceslescribedbelow), inhalants,illegal drugs, includingdrugs which are
legally obtainable but which were not legally obtained, and prescribedor overthe-counter
drugswhich arenot beingusedasprescribedor asintendedby the manufacturer.

Prohibition Against lllegal and Unauthorized Drug-Related Paraphernalia¢ This policyalso
prohibits theuse, possession, distribution anshleof drugrelated paraphernaliawhile on City
premiseswhile on duty, while conductingCity-related businessor other activitiesoff premises,
while driving a City-owned or leasedvehicle,or while operatingor usingother City owned or
leased property or equipment. Drugrelated paraphernalia includes material and/or
equipment designedfor use in testing, packaging,storing, injecting, ingesting, inhaling or
otherwiseintroducingillegalor unauthorizeddrugsinto the body.

PermissiveUseof Prescribedand Over-TheCounterDrugs¢ Thelegaluse of prescribedand

over-the-counter drugsis permitted while on City premises,while on duty, while conducting
City-related businessor other activities off premises,while driving a City-owned or leased
vehicle,or while operatingor usingother City-owned or leasedproperty or equipment only

if it does not impair an S Y LJ 2 é&d@ralmiental and physical abilities to perform the

essentialfunctionsof the job (or operatethe vehicle,property or other equipment)effectively
and in a safe mannerthat does not endangerthe employee,citizensor other individualsin

the workplace. Examples of impairment include, but are not limited to, drowsiness,
dizziness,confusion, or feelinghaky.

PermissiveUse of Alcohol - Theuse of alcoholby a City employeeduring a businesslunch is
prohibited even though the person with whom the employee is having lunch may be
consumingalcohol. At no time may an employeeunder the influence of alcoholdrive a City
owned or leasedvenhicleor operate or useother City-owned or leasedproperty or equipment.
Further, an employeeon duty or conductingCity business,including City-related business
entertainment, may not drive his or her own personal vehicle while under the influence
of alcohol. At no time may an employee drive a Gayned or leased vehicle to a bar or other
establishment that secures a majority of its revenue from the provisiaicohol. No employee

in his or her work-related capacityshould ever be impaired due to the introduction of an
alcoholic beverageinto the body.
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Absent specific approval by the City Manager, City employeesmay not bring alcoholic
beverage®n Citypremisesjncluding parkingots adjacentto Citywork areas andmaynot store
or transportalcoholin a City-ownedor leased vehicle.

Police Department Employees- Police Department employeesmay be required to be in
possessiorof alcohol and/or drugsin carryingout their job duties. Suchemployeeswill be
exempted from certain portions of this policy under certain limited conditions. Additional
guidelinesmaybe establishedoy PoliceDepartment operatingprocedures.

Mandatory Disclosureby Employees- Employeedaking prescriptionmedication and/or over
the-counter medication must reporsuch use tceither their DepartmentDirector or to the
HumanResource®epartmentif there is a reasonabldikelihoodthe medicationwill impair the
S Y LJ 2 abditg 1@ perform the essentialfunctions of his or her job (or operate a vehicle,
property or other equipment, if applicable)effectively andin a safemanner that does not
endangerthe employee citizensor other individualsin the workplace.Example®f impairment
include, but are not limited to, drowsiness, dizziness, confusion, or feeling shaky.

On-CallEmployees- Employeesscheduledto be on call are expectedto be fit for duty upon
reporting to work. Any employeescheduledto be on call, whichis calledout, is governed by
this policy. Sometimesan employeewho is not scheduledto be on call may neverthelesbe
called out. If this or any other situation occurswhere the employee called out is under the
influenceof drugsand/or alcohol,suchthat reportingto work would resultin a violation of this
policy,the employeemust so advisethe appropriatesupervisoron duty. Theemployeewill not
be required to report to work.

Mandatory Reporting of Convictions- Employeesmust notify their immediate Supervisor
and the Human ResourcesDepartment, in writing, of any criminal drug conviction, driving

while intoxicated(DWI1),drivingunderthe influence(DUI),vehiclehomicide (including a plea of

nolo contendere)or deferred adjudicationfor a violation occurring off duty and/or in the

workplace no later than fivés) calendar days after theonviction.

Off-Duty Conduct- The City may take disciplinaryaction, up to and includingtermination of
employment, if an S Y LJ 2 ®SdiQ &se of or involvement with drugs or alcoholis
damagingto the / A Ur@@ation or businessjs inconsistentwith the S Y LIt 2 pIS ufes,
or when suchoff-duty use or involvementadverselyaffectsthe S Y LJ 2 piSgeigbémance.

Rehabilitation/Treatment- It A & (1 KS / tb &Gs8i€® amplBySes AvidoBoluntaritgquest
assistance with theialcohol or drug dependency.For City support and assistancehowever,

an employee must acknowledgehis or her problem and seekand acceptcounselingand/or
rehabilitation before it impairs his or her job performance and/or jeopardizes his/her
employment.

Employeesvith drugor alcoholproblemsthat havenot resultedin, and are not the immediate
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subjectof, disciplinaryaction may requestapprovalto take a leave of absenceto participate
in a rehabilitation or treatment program. (An employeemay not enroll in a rehabilitation or
treatment programin lieu of disciplinaryaction.) Theleave of absencemaybe grantedin the
| A Uséle@igcretion.Factorsconsideredby the Cityin decidingwhetherto grant leaveinclude:
the length of the S Y LJ 2 &BpRyent with the City; the S Y LI 2 ®riSa@rk and
disciplinary history; the S Y LJ 2 &deSnieat to abstain from the use of the problem
substanceand follow all other requirements of the rehabilitation/treatment program; the
reputation of the program and the likelihood of a successfuloutcome; the SYLJ 28 SS Q&
compliancewith Citypolicies,rules,and prohibitionsrelatingto conductin the workplace;and
the resultinghardshipon the Citydueto the S Y LJ 2 abSe®d® Bnlessotherwise required
by law, it isthe / A (pdliydo grant sucha leave of absenceonly once during the courseof
an empt 2 & 2Bbiiment with the City. Note: Under certain conditions, treatment for
substance abusemaybe covered under thé A (FanfiiyMedicalLeave Act Policy.

The cost of any rehabilitation or treatment may be coveredunder the / A {gtoQpihealth
insurancepolicy. In any casewhere rehabilitation or treatment is not coveredby the / A (i & Q&
group health insurancepolicy, the employeeis responsiblefor all costsassociatedwith any
rehabilitation or treatment program. Should an employee need assistancein determining
coverageof rehabilitation or treatment, he/she may seek assistancefrom the / A (iHufan

w S & 2 dDjaBnieat.

Duringtime off for a City-approvedrehabilitation or treatment program,the employeemust
use any available vacation leave, sick leave, compensatorytime off, or other accruedpaid
leavetime. If the employeehasno paid time off available,the time awayfrom work will be
unpaid. Where applicable,any time off for rehabilitation or treatment under this policywill
also be designated as leave under thé\ i & Q @and®édicalLea¥eAct policy.

If the employeesuccessfull}completeshis or her prescribedrehabilitation or treatment, the
City may make reasonableefforts to return the employee to his or her prior positionor
one of similar pay and status. However,employmentwith the Cityfollowing a City- approved
leavefor rehabilitationor treatment is conditionedon thefollowing:

Initial negativetest for drugsand/or alcoholbefore returningto work;

A written releaseto return to work from the City-approved rehabilitation or treatment
facility/program;

Periodicand timely confirmation of the S Y LJt 2 @rSgo®rég cooperation and successful
participationin any follow-up or ongoingcounselingtesting, or other treatment required in
connection with the City-approved rehabilitation or treatment program,if applicable.In
addition to any testing required in connection with the S Y LJ 2 ®&r§&nQ tieatment or
follow-up to treatment, all employeeswho participatein rehabilitationor treatment underthis
sectionwill alsobe required to submitto periodic and/or random testing by the City during
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the two years followingi KS SYLJX 28 $5Qa NBtueanheyt; (12 62N] F2ff 2

Theemployeemust signa formal written agreementto abideby the above conditions, as well
as any other conditions deemed appropriate by the Human ResourceDepartment. The
employeemust meet with the HumanResourceDepartmentto discussthe terms of his or
her continued employment and sign a formal agreement beforeeturningto work.

Thispolicywill be administeredin accordancewith the / A GFRar@iliMedical Leave Act policy
whenapplicable.

Policy Violations - Violationsof this policy will generallylead to disciplinaryaction, up to and
includingimmediatetermination of employmentand/or required participationin a substance
abuse rehabilitation or treatment program. The Police Department may have stricter
disciplinaryrulesregarding violation of this policEmployeesvith questions or concernabout
substancedependencyor abuseare encouragedo discusghese matterswith their supervisor
or the Human ResourcesDepartment to receive assistanceor referrals to appropriate
resourcesin the community.

Typesof Tests- Testingmay include one or more of the following: urinalysis,hair testing,
portable breath testjntoxilyzer, orother generallyaccepted testing procedure.

Testing ofApplicants- Allapplicantso whoma conditionaloffer of employmenthas been made
will be required to submit to testingpr alcohol and illegahnd unauthorized drugsA positive
test result, refusalto test, or attempts to alter or tamper with a sampleor any other part of

the test, will render the applicant ineligible for consideration of employment or future

employment withthe City.

Testingof Employees ALLemployeeswill be tested for alcoholand/or illegaland unauthorized
drugs after a workplace accident (see definition pg.9)pr in connectionwith any required
treatment or rehabilitation. An employee who has aninjury incident (see definition pg.9)
during the courseof his/her official dutiesis exemptfrom mandatory drugand alcoholtesting
unlessa supervisothas reasonablesuspicionto believethat the useof drugsor alcoholby the
employee were a contributinfactor. An on-duty police officer who is injured in the courseof
subduinga suspectis alsoexemptfrom mandatorydrug and alcoholtesting unlessa supervisor
hasreasonablesuspicionto believethat the officer has used drugs or alcohol.

Police Department employeesare also subject to any applicable departmental rules and
regulations regardinglegal and unauthorized drug and alcohol testing.

For purposesof this policy, reasonablesuspicionis a belief basedon facts and circumstances
(e.g.,observationof alcohol or drug use, apparent physicalstate of impairment, incoherent
mental state, changesin personalbehaviorthat are otherwise unexplainable,deteriorating
work performance that is not attributable to other factora,workrelated accident or injury,
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evidence of possession of substanoesbjects whickappear to be illegadr unauthorized drugs
or drug paraphernaliapufficientto leada supervisorto suspecthat the employeeis under the
influenceof illegal or unauthorizeddrugsor alcohol. Supervisorsavho refer an employeefor
reasonablesuspiciontesting must documentthe specificfacts and circumstanceshat support
reasonablesuspiciontesting (e.g., the who, what, when, where of the S Y LJf 2 debdviora
and other symptoms statementsfrom other employeesor third parties,and other evidence
supporting the reasonable suspiciaesting).

For purposesof this policy, alcoholand drug testing is required when an employeeis involved
in an accidentwhile on duty if the accidentresultsin bodily injury or property damage of
any type. An employeewill not be consideredto be & A y @ 2iri & ScBidentf the employee
is not presentduring the accident.Also,if an employeeis involvedin a & y SY AN3tlat gives
rise to a concernregardingthe S Y LJf 2 8oSrietQar ability to exercise good judgmentor
controlof avehicleor equipmentbecauseof the influenceof drugsor alcohol, testingis required.

Anyemployeewho refusesto be tested, or who attemptsto alter or tamper with a sampleor
any other part of the testing processwill be subjectto termination.

A positivetest result is a violation of the / A {iD&u@and AlcoholUsePolicyand may result in
disciplinaryaction up to and including termination of employment. Any employee who is
terminated for violation of the / A (i Rruya&nd Alcohol Use Policy is ineligible for future
employmentwith the City.

The City has additional obligations when testing for controlled substancesand alcoholfor
thoseemployeegegulatedby the U.S Departmentof TransportationPleaseseethe / A (1 @ Q& 5 Nz
and AlcoholPolicyfor DOT Employees fadditional information.

Testing Procedures- All testing must normally be authorized in advance by both the
S Y L) 2 ®&vS&renantDirector and the Human ResourceDepartment. If the Department
Director is unavailablewithin a reasonableperiod of time, the HumanResource®epartment
may, in his or her sole discretion, authorize the testing of an employee. If the Human
ResourcesDepartment is unavailablewithin a reasonableperiod of time, the Department
Directormay,in hisor her sole discretion,authorizethe testingof an employee.Forreasonable
suspiciontesting, testing may not be authorized without the & dzLJS NJddcangmaiicn of
the articulablefactorswhich led him or herto suspecthat the employeeis underthe influence
of illegalor unauthorizeddrugsor alcohol. Testingshouldbe arrangedassoonaspossibleafter
the & dzLJS NJadcumentdianof facts andcircumstances.

Testswill be paid for by the City. Tothe extent possible testingwill normallybe doneduringthe

S Y LJ 2 aogalvark time. Initial accidenttesting is done at the Manor Police Department
which consists of an intoxylizéreath test and urinary drug test. If questionable or unreadable
results are obtained the employee is then taken to an outside tesaniyty .

City of ManoPersonnePolicies & Procedures Handbook Page45



IfanS Y LIt 2 éofdSciesultedin awork placeaccident,injuryor & y SYFANSIGr Eedsonable
suspiciorexiststo believethat the employeehasviolatedthe/ A {D&ugand AlcoholUsePolicy,
the employeewill be providedwith transportationto the testingfacility. A supervisoror other

designatedCity representativemay be required to stay with the employeeduringthe testing
process. The City may, in its discretion, reassignthe employee or put him or her on

administrativeleave until the test results are received. The City will make arrangements to

havethe employee transported home after thesting.

All substanceabuse testing will be performed by an approved laboratory or healthcare
provider chosenby the City. All positivetest resultswill be subjectto confirmation testing.

Testresultswill be maintainedin a confidential file separateand apart fromthe SY LJX 2 & SSQa
personnelfile. Anymedicatrelated information will be confidentialand accessibleonly by the
HumanResource®Department;supervisorsand managerson a needto know basis, including

those who have a need to know about necessaryrestrictions on the work or duties of an
employeeand any necessaryaccommodationfirst aid and safetypersonnelwhen appropriate;
government officials; insurance companiesas may be necessaryto provide health or life
insuranceto employees;by court order or as otherwise legally mandated; and as necessary

to protect the interests of the City.

City of ManoPersonnePolicies & Procedures Handbook Page46



DRUGAND ALCOHQISEPOLIC¥OR DOEMPLOYEES

Employees/ApplicantsSubjectto Testing ¢ City employeeswho drive a commercial motor
vehicle (CMV)requiring a Commercials NJ&A @ £énECDL)as part of their job duties are
subject to alcohol and drug testing as required by the U.S.Department of Transportation
(DOT)and the FederalMotor CarrierSafety Administratiorand as outlined in this policy. The
S Y LJ 2 8upeBrsQaior the HumanResourceDepartmentwill advisethe employeeif he or
sheis subjectto DOTtesting and the terms of this policy. Employeesvho are not required by
DOTto hold a CDLare not subjectto this policy. Applicantsfor employmentfor a position
requiringa CDlarealso subject to testingnder this policy.

Employeescoveredby this policy are alsorequired to complywith the / A (iDgu@and Alcohol
UsePolicy.In other words, this DOTDrugand AlcoholPolicyis in additionto, not in lieu of, the
provisionsof the / A (gen@@l Drug and Alcohol Use Policy. DOTtests will be completely
separatefrom non-DOTtests in all respects.DOTtests take priority and will be conductedand
completedbefore a non-DOTtest is begun. All drug and alcoholtesting performed under this
DOT Policy will comply with applicable DOT procedures.If this policy conflicts with DOT
regulations inanyway, the DOT regulations will govern.

An employeesubjectto the provisionsof this policy may be a personemployedby the City,a
contractor engagedby the City or an employeeof suchcontractor.When applicable,refer to
Attachment A for a listing of City positions currently subjectto the testing provisionsof this
policy. Thelist of job titles on AttachmentA may changeasjob responsibilitieschangeor as
new jobs are addedto the / A (m®drRfarce. Employeesequiredby DOTto hold a CDLdue to
the type of equipment they operate, are subject to this policy whether or not this list is
immediatelyupdatedto includetheir job titles. Employeesvho hold these jobs are required
to carrytheir CDLs when thegre at work orare operatingCityequipment.

On-duty and Pre-duty Use ¢ Reportingfor, or remainingon, duty requiring the performance
of safety-sensitive functions is prohibited under thalowing conditions:

1 While having a breath alcohol concentration of 0.04 or more as indicated via breath test;
1 While using alcohol; or
1 Within 4 hours after using alcohol

UseFollowingan Accident¢ Anemployeerequiredto take apost-accidentalcoholtest pursuant
to this policy isprohibited from using alcohol for 8 hours following the accident,or until
undergoinga postaccident alcohol test, whichever occurs first.
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Prohibited Drug Usec lllicit use of drugsby safety sensitivedriversis prohibited both on and
off duty. An employeemay not report for duty or remain on duty when he/she usesany
controlledsubstancesexceptwhenthe useis pursuantto the instructionsof a licensedmedical
practitioner who hasadvisedthe employeethat the substancewill not adverselyaffect his/her
ability to safely operate a CMV.An employee may not report for duty, remain on duty or
perform a safety sensitivdunction if the employeetests positive for controlled substancesor
has adulterated or substituted a test specimen.

Required Alcohol and Drug Tests¢ DOTrequires the following testing for covered drivers:
pre-employment, post-accident,random, reasonablesuspicion,return-to-duty and follow-up
testing. Before conductingany required DOTtesting, the City will notify the driver that the
alcohol or drugest is requiredoy DOT regulations.

Preemployment Testing¢ Drug and alcoholtests will be conductedafter a conditional offer
of employmentis made, but before actually performing safety-sensitive functionsfor the first
time. Thesetestsare alsorequiredwhen employeesre promoted, demoted or transferred into
a safetysensitive driver position.

PostaccidentTestingg¢ Drugand alcoholtests will be conductedafter accidentsin which the
R NR& @p8riddmance could have contributed to the accident (as determined by a citation
for amovingtraffic violation)andfor all fatal accidentsevenif the driver isnot citedfor amoving
traffic violation. Postaccidenttestingmust be conductedassoonaspracticableon all surviving
drivers following an occurrenceinvolving a CMV operating on a public road in commerce,
as follows:

1 Whenthe employeeis issueda movingtraffic violation citation and one or more of the
vehicles involveds disabled and must be towed from the scene;

1 When the employee is issued a moving traffic violation citation and any person
involved in the accidentis injured to the extent that he/she requires and receives
immediate medical treatment awdyom the scene of theccident; or

1 In an accidentinvolving a fatality, testing will be performed on anyone who was
performingsafetysensitive functions with respetd the vehicle.

An employeesubjectto post-accidenttesting must remain readily availablefor suchtesting or
will be deemedby the Cityto haverefusedto test. Nothingin this policy shallbe construedto
require the delay of necessarymedical attention for injured people following an accidentor
to prohibit an employeefrom leavingthe sceneof an accidentfor the period necessaryto
obtain assistancén respondingo the accidentor to obtain necessargnedicalcare.

In post-accidentsituations,the Citymaysubstitutea blood or breathalcoholtest for aurinedrug
test, solongasthe testis performedby state or locallaw enforcementofficialsusingprocedures
required by their jurisdictions,provided suchtest results are receiveddirectly from the local
jurisdiction or the driver.
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A positive post-accidenttest administeredby law enforcementwill result in the same action
as a positive posaccident testperformed & G KS / AGeQa o60SKSailo

PostAccident Alcohol Testing If alcohol testingcannot beadministered within 2 hoursof one

of the abovelisted occurrencesa written statementexplainingwhy the alcohol test was not

promptly administered must be provided to the Human ResourcesDepartment by the

appropriate supervisor.If alcohol testing cannot be administeredwithin 8 hours after the

occurrencethe Citywill ceaseattemptsto administeran alcoholtest anddocumentthe reasons
the alcoholtest wasnot administered. Thisreport must be promptly forwardedto the Human
Resource®epartment

PostAccidentDrug Testingg A driver will be drug tested assoonaspracticable but not later
than 32 hours after one of the abovelisted occurrenceslf the driver is not drug tested within
32 hours, the appropriate supervisormust preparea report documentingthe reason why and
promptly forward thereport to the Human Resourcd3epartment

ReasonableSuspicionTesting ¢ Reasonablesuspiciondrug and alcohol testing is conducted
when a trained supervisorhasreasonto believethat an employeeis in violation of this policy.
The reasonablsuspiciommustbe basedon specificcontemporaneousarticulable observations
concerning the appearance, behavior, speech, or body odors of the employee; the
observationsmay also include indicationsof the chronicand withdrawal effects of controlled
substancesThesupervisomust consultwith the DepartmentDirector (or designee)and affirm
the basisof his/her suspicion.If the Department Director concurs,he/she may order the
employeeto undergotesting only after consultationwith the HumanResourcePepartment
A written report of the reasonable suspicion observations must be prepared by the
supervisor(s)who madethe observationwithin 24 hoursof the observedbehavioror beforethe
resultsof tests are released,whicheveris earlier. This report must be promptly forwarded
to the Human Resource®epartment

ReasonabléSuspicion Alcohol estingg Reasonablsuspicionalcoholtestingis permitted only
if the reasonablesuspicionobservationis madeduring, just before, or just after, the period of
the work day the employeeis required to be in compliancewith this policy. An employee
may be directed to undergo reasonable suspicion testing only while the employee is
performing, just before he/she is to perform, or just after he/she stopped performing,
safety sensitivefunctions. If alcoholtesting cannot be administeredwithin 2 hours after the
reasonablesuspicionobservation,a written statementthat explainswhy the alcoholtest was
not promptly administeredmust be given to the Human ResourcedDepartment If alcohol
testing cannot be administeredwithin 8 hours after the observation,the City will cease
attempts to administeran alcohol test and the appropriate supervisor must immediately
documentthe reasonsthat the alcoholtestwasnot administeredthisreport mustbe promptly
forwardedto the Human Resource®epartment Notwithstandingthe absenceof a reasonable
suspicionalcoholtest under this policy,an employeemaynot report for duty or remainon duty
requiring the performance of safety sensitive functions while the employeeis under the
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influence of or impaired by alcohol, as shown by the behavioral,speechand performance
indicatorsof alcoholmisuse.In such instancesthe employeewill not be permitted to perform
or continueto perform safetysensitive functions until:

f  An alcohol test measurds K S S Y Ldfcgh@ SBcrdration at less thah02; or
1 24 hours have elapsed since the reasonable suspicion observatiomadies

ReasonableSuspicionDrug Testing¢ A driver will be drug tested as soon as practicablebut
not later than 32 hours after the reasonablesuspicionobservation.If the driver is not drug
tested within 32 hours, the appropriate supervisormust prepare a report documenting the
reasonwhy and promptlyforward thereport to the Human Resourcd3epartment

RandomTesting ¢ Driversare selectedfor random, unannounceddrug and alcohol testing
usinga scientificallyalid method, suchasarandomnumbertable or acomputerbasedrandom
number generator that is matched with the S Y LJ 2 &&ialSecurity number, payroll
identification number, or other comparableidentifying numbers.Eachdriver subjectto this
policy will have an equal chanceof beingtested eachtime random selectionsare made. The
number of drivers randomly selectedwill be in accordancewith applicableDOTregulations.
Eachdriver randomlyselectedfor testing will be tested during the selectionperiod. Datesand
times for random testing are unannouncedand spread reasonablythroughout the calendar
year. Eachdriver selectedfor randomtesting must proceedto the test site immediatelyafter
notification; if, however,the driver is performinga safety-sensitivefunction, other thandriving
a CMV ,at the time of notification, the Citywill insteadensurethat the driver ceasedo perform
the safetysensitivefunction and proceedsto the testing siteassoonaspossible A driver will be
randomly tested for alcohol just before, during, or just after performing, safety sensitive
functions;randomtestingfor drugsdoesnot haveto be conductedin immediatetime proximity
to performingsafetysensitive functions.

Returnto-duty and Follow-up Testing ¢ Returnto-duty tests are conductedwhen a driver
who hasviolated 5 h ¢ gahibited drug and alcohol standardsreturns to performing safety
sensitiveduties. Followup tests are unannouncedand at least 6 tests must be conducted in
the first 12 monthsafter a driver returnsto duty; follow-up tests maybe extendedfor up to 60
monthsfollowinga R NJA @efullibauty. Drugtests must be negativeand alcoholtests must
demonstratea breath alcohollevelof lessthan 0.02. The driver wilpayall costsassociatedvith
return-to-duty testing. When applicable,the City will follow all applicableDOTregulationsin
requiring return-to-duty and follow-up testing. The City is not, however, required to hire an
applicant or continue the employment of a driver who has violated DOTdrug and alcohol
regulationsor this policyandit is the policy of the Citynot to do so. Thus,return-to-duty and
follow-up tests are generallyapplicableonly for those seekingassistanceas set out below and,
basedon individualcircumstancesfor thosewho mayhavehadanalcoholconcentrationof 0.02
or greater, but less than 0.04.

Refusalto Test¢ An employeewho refusesto be tested in any of the above circumstances,
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who obstructsthe testing process,or who tampers/altersa specimen,will not be permitted
to perform or continueto perform safetysensitivefunctionsand will likely be terminated. An
applicantwho doesone of these prohibited acts will not be hired. Exceptin the caseof pre-
employment testing, a refusal to test includesthe failure to appear for testing within a
reasonabletime, as well as failure to remain at the testing site until the testing process
is complete. Failure to test also includesthe failure to provide the required sample with
no adequatemedical explanation,and the failure to cooperatewith any part of the testing
process (e.g.,refusingto empty pocketswhen askedto do so, behavingin a confrontational
way that disruptsthe collectionprocessor failureto undergoa medicalexamor evaluationas
directedby the physician medical review officer (MRO) as part of the verification process).

Consequence®f a Positive Alcohol Test ¢ An employeewho is tested and hasan alcohol
concentrationof 0.04 or greater will be removedfrom safety sensitivdunctionsand will be

terminated. An employeewho is tested and has an alcohol concentrationof .02 to .039 will

not be permitted to perform safety sensitivefunctions for a minimum of 24 hours and will

be disciplined,up to andincludingtermination. If the employeeis not terminated, then he/she
will receivea mandatoryreferral to a substanceabuseprofessional.Any non-compliancewith

the treatment recommendationsof the substanceabuseprofessionahwill resultin disciplinary
action, up to andincludingtermination. (Theemployeewill be placedon administrativeleave
without pay during thereatment period. Thatemployeemayuseaccruedsickleaveduring the
treatment period.)

Alcohol Testing Procedures; A trained breath alcohol technicianwill conduct alcoholtests.
If the alcoholconcentrationis 0.02 or greater,a secondconfirmationtest will be conductedin
accordancewith DOTregulations,the resultsof which will determine any actions taken. Any
result of lessthan 0.02 alcohol concentrationis considereda ¢ y' S 3 | task @He ésecond,
confirmation test results determine if the employeeis in violation of this policy. Testing
proceduresthat ensureaccuracy reliability and confidentiality of test resultswill be followed
pursuant to DOT regulations.

Drug TestingProceduresc Drugtestingis conductedby analyzinga R NJ&A @bl Epacimenat

a lab certified by the U.S.Departmentof Health and Human Services.Thedriver providesa
specimenin a location that affords privacyandthe & O 2 f f sedlsana Ihdelsthe specimen,
completes a chain of custody document, and prepares the specimenand accompanying
paperworkfor shipmentto a drug-testinglab. & { LJarikelsjgecimensprovide driverswith an
opportunity for a secondtest, if needed.If the driver challengeghe validity of the test, then

he/she has72 hoursto requestthat the split specimenbe sent for testingto another certified

lab approvedbythe/ A (HafeéResource®epartment Thesecondtestwill beatthe R NA @S NI &
own expense.
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DrugsTestedForg DOT requires testinfpr the followingdrugs:

Marijuana (THC)
Cocaine
Amphetamines
Opiates
Phencyclidine (PCP)

O¢ O¢ O¢ O¢ O«

A screeningtest is performed first. If it is positive for one or more of these drugs, then a

confirmationtest is performed. Wheneverthe termsd R NazR NaraGi2 v o Nazd & EIRy OS & ¢

are usedin this policy,they refer to the substancedisted above. The City will not test for any
other substancesinderthis policy. TheCitymay, however,test for other controlled substances
pursuant to its general Drugnd Alcohol Use Policy.

Reviewof Drug TestResults¢ All drugtest resultsare reviewedandinterpreted by aphysician
medicalreview officer (MRO)before they arereported to the City. If the lab reports a positive
result to the MRO,the MROwill contact the driver (either in personor by phone)and will
conduct an interview to determine if there is an alternative medical explanation for the
drug(s)found in the R N&A @bldpecimend.If the driver providesappropriatedocumentation
and the MRO determinethat it is a legitimate medical use of the prohibited drug(s), the drug
test resultis reported as negative to the City.

Consequencesf a Positive Drug Test ¢ A driver will be removed from safety sensitive
duties and placed on administrative leave if he/she tests positive for drugs. The removal
cannottake placeuntil the MROhasinterviewedthe driver and determinedthat the positive
test resulted from the unauthorizeduse of a controlled substance A confirmed positive drug
resultwill resultin termination of employment.

Confidentiality ¢ Testresults may be releasedonly to the driver, designatedCity officials,a
substanceabuseprofessionallaboratoryofficialsor a medicalreview officer. Records will also
bemade available to aubsequent employer or othédentified person upon theR NA @i &
written request. Testresults will not be releasedto others except as required by law or
expresslyauthorizedin the applicableDOTregulations(e.g.,the decisionmakerin a lawsuit,
appealor administrativeproceedinginitiated by or on behalf of the driver and arising from a
positive DOTdrug or alcoholtest or refusalto test; this includesg 2 NJ &ijeisation and
unemploymentproceedings.)All test results will be kept in a confidential file by the Human
ResourcedPDepartment Managementand supervisorypersonnelwho are authorizedto have
accessto alcohol and drug testing results must maintain complete confidentiality regarding
this information. Cityemployeesvho makea reasonablesuspicionobservationor who witness
an accidentmustalsomaintain confidentiality. Breachof confidentialityrelatingto test results,
or any otherrelated matters, may resultin disciplinary actionyp to andincludingtermination
of employment.
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Information From Prior Employers¢ For new hires, promoted and transferred employee
drivers seekingto perform safety sensitivefunctions for the first time, the City is required,
with the R NJA @dttéddéonsent,to obtain information from previousemployers regarding
alcohol test results of 0.04 or greater, verified positive drug test results, refusalsto test
(includingverified adulteratedor substituteddrug test results),and any other violation of DOT
drug and alcohol testing regulations withinthe two years prior to the date of the RNA @S NI &
application,promotion or transfer. Affected individualsmust sign a Breath Alcoholand Drug
TestingResultsRequest. The City will obtain and review the information before allowing the
personto perform safetysensitivefunctions.If the Cityreceivesany suchinformation about an
applicantdriver, the applicant will not be hired; if such information is received about an
employeeseekingpromotion or transfer,the employeewill not be promoted or transferredto
the driver position and may also receivedisciplinaryaction, up to and includingtermination
of employment. The City will maintain a written, confidential record of the information it
obtains and/or the good faith efforts it madeto obtain the information. Thisinformation will
be retainedfor a minimum of 3 years. The City will also askthe personif he/she hastested
positive, or refused to test, on any pre-employment drug or alcohol test administered by
an employerto whichthe driver appliedfor, but did not obtain, safetysensitivetransportation
work coveredby a DOTagencydrug and alcoholtesting rules during the past 2 years.If the
person admits to such conduct,the personwill not be allowed to perform safety sensitive
functionsfor the City. If the driver refusesto provide the City with the required written
consent, the driver will not be permitted to perform safetysensitivefunctionsand will likely
be disciplined(up to and including termination of employment) if employed, or not hired if
applyingfor employment.

RecordRetention ¢ The City will maintain and retain recordsunder this policy as mandated
by DOTregulations. See 49 C.F.R. §382.4Htention of Records.

Notification to Applicants/Employeesf Positive TestResultsg The Citywill notify applicants
of the results of a pre-employmentdrug test if the applicant requests such results within

60 calendardaysof beingnotified of the dispositionof the employmentapplication.The City
will notify an employeeof the resultsof random, reasonablesuspicionand post-accidentdrug
tests if the test results are verified positive, and also which controlled substance(syerified
positive. The City will also make reasonableefforts to contact and request each driver who

tested positiveto contactand discusghe resultsof their drug test with a MROwho hasbeen
unableto contactthe driver. The Citywill immediatelynotify the MROthat the driver hasbeen
notified to contact the MRO within 72 hours.

Employee Admission ofDrug/Alcohol Use; An employee who admits to alcoholmisuseor
drug use must do so in accordancewith the / A (ger@dl Drug and Alcohol Use Policy;
provided, however, the employee may not selfidentify in order to avoid the testing
requirementsof this DOT policy. Further, the employee must make the admissionprior to
performing a safety sensitivefunction, i.e., prior to reporting for duty. Theemployeemay not
perform a safety sensitive function until the City is satisfied that the employee has been
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evaluated and has successfullycompleted educational or treatment requirements in
accordancewith the / A (ig&r@l Drug and Alcohol Use Policy.A drug and alcohol abuse
evaluation expert,i.e.,an EAPprofessional a substanceabuseprofessionalor a qualified drug
and alcohol counselorwill determine successfutompletion.Priorto the employeeperforming
safety sensitivefunctions,the employeemustundergoareturn to duty alcoholtest with aresult
of less than 0.02 and/or aeturn to duty drugtest with a negative test result.

Safety Sensitive Functions ¢ For purposesof this policy, safety sensitive function or duty
meansfrom the time a driver beginsto work or is requiredto be in readinesgo work until the
time he/sheis relievedfrom work and all responsibility for performing work. Safety sensitive
functions/duties include:

1 Alltime at a City, facility, or other property, or on any public property, waiting to be
dispatchedunless thedriver hasbeenrelievedfrom dutybythe City;

1 Alltime inspecting equipment as required by applicable DOT regulations or
otherwise inspecting, servicing, oonditioninganyCMV atanytime;

1 All time spent at the drivingontrols ofa CMV in operation;

1 Alltime, other thandrivingtime, in oruponanyCMV;

1 All time loading or unloading a vehicle, supervising,or assistingin the loading or
unloading, attending a vehicle being loaded or unloaded, remainingin readinessto
operatethe vehicle,or in givingor receivingreceiptsfor shipmentsloadedor unloaded;
and

1 All time repairing, obtaining assistancepr remainingin attendance upon a disabled
vehicle.

Transportationto Testing Site ¢ With the exceptionof pre-employmenttesting, employees
will be drivento the testingfacility by a supervisorThesupervisomwill remainwith the employee
duringthe testingprocess.TheCitywill makearrangementdo havethe employee transported
back to the Citpr home, asappropriate, after the testings complete.

Questions ¢ Anyone with questions regarding this policy should contact the Human
Resource®epartment
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EDUCATION REIMBURSEMENT PROGRAM

It is a policy of the Cityto encourageemployeedevelopmentthrough educationin order for
an employeeto maintain and improve job-related skills or prepare for advancementwithin
the City.

Mandatory Training/Education-- Wheneveran employeeis required by the City to attend
training, educationcourses seminarspr conferencestime spentin attendingsuchactivities will

be consideredto be work hours forwhich the employeeis paid his or her regularcompensation

or overtime, if applicable.Also,reasonableexpensesncurredin connectionwith attendingsuch
activitieswill bereimbuNE SR LJdzNE dzl yi G2 GKS [/ A0&8Qa GNJI @St
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ELECTRONCOMMUNICATIONSNDSYSTEMSCCESSSE

The City providesaccessto a computer network, Internet service,email, telephones,pagers,
digital cameras,voicemail and fax communicationsystemsfor use by City employeesin the
performanceof their job duties. Thesecommunicationdevicesarereferredto collectively irthis
policyasd S f S OdborNduyfidatidnsi @ & (| & ¥ & € a (i Theséeldctroniccommunications
systemsare designedto support and enhancethe communication,researchand information
capabilitiesof City employeesand to encouragework-related communicationand sharingof
informational resourceswithin the City. Thispolicy governsuser behaviorpertainingto access
and usageof the / A (aefdnic communicationssystems. This policy appliesto all City
employees, contractors, volunteers and other affiliates who use the / A (i éleRtéonic
communicationsystems.The/ A (eRdrdniccommunicationsystemsaccessnustbe usedin

a professionalresponsible, efficient, ethical and legal manner.

Internet and Email Access- UsersdesiringInternet and/or email accessmust obtain written

permissionfrom their DepartmentDirector and provide it to the IT Department Usersmust
acknowledgean understandingof this policy and its guidelinesas a condition of receivingan
Internet and/or email accessaccount.Failureto adhereto this policy and its guidelinesmay
result in suspendingor revokingthe 2 ¥ ¥ S ypR\Mdgdbé accessand/or other disciplinary
action under Cityolicies, up to and includirtigrmination of employment.

AcceptableUse - Acceptableusesof the / A (efe@dnic communicationsystemsare limited
to those activities that support reference, research, internal/external communication and
conducting City businessin line with the dza S ¥ &@sponsibilities. Network users are
encouragedto develop useswhich meet their individual needsand which take advantageof
the / A (irtefhal network function. The City prohibits connectionto sites or forwarding of
information that contain materialsthat may be offensiveto others including,but not limited
to, sitesor informationcontainingsexuallyexplicitmaterial.

Usersmustunderstandthat useof any Cityprovided,publicly accessibleomputernetwork such
asthe Internet and emailis a privilege.Minimal personaluse of the Internet or emailand other
electroniccommunicationsystemswhetherit be from city ownedor personally ownedlevices,
is allowed under this policy as long as such use is not excessiveand does not impede job
performanceor the performanceof City business.The City is not responsiblefor personal
communications sent on itslectronic communications systems.

Unacceptable Usasf Electronic CommunicatiorfSystems include:

1 Usingprofanity, obscenityor other languagewhich may be offensive or harassingto
other coworkers otthird parties.

1 Accessinglisplaying, downloadingor distributing sexuallyexplicit material (excluding
an official policecriminal investigation authorizely the Chiefof Police).
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1 Accessing displaying downloading or distributing profane, obscene
harassing offensive or unprofessionahaterial, messages ocontent.

9 Posting unfavorable comments related to work or businessthat would reflect

negativelyupon the City.

Copyingor downloadinganycommercial software is strictlgrohibited.

Usingthe systemsfor financial gain or for any commercialactivity unrelated to City

business.

Usingthe systems in such a mannas to create a securityreach of the Cityetwork.

Lookng or applying for work or businessopportunities other than for internal City

postings.

1 Accessin@ny site, or creatingor forwarding messagesvith derogatory, inflammatory,
or otherwise unwelcome remarks or content regarding race, religion, color, sex,
national origin, age, disability, physical attributes or sexual preferences.

f Transmitting or sharing information regardinga O 2 ¢ 2 NJealthItitus without
his/her permission.

1 Expressingpinionsor personalviewsthat could be misconstruedasbeingthoseof the
City.

1 Expressingopinions or personal views regarding managementof the City or other
political views.

1 Usingthe electroniccommunicationsystemsfor any illegal purposeor in anyway that

violates Citypolicyoriscontraryi 2 G KS / AdeéQa o06Said AyaGaSNBado

Downloading or installing any tapproved thirdparty software is prohibited.

ALL thirdparty software MUST be appved through the IT Department.

Uploading of any City of Manor file to a file share program/cloud storage is prohibited and

grounds for automatic termination.

1 The changing of a password to ANY City of Manatraot or vendor account is strictly
done by he IT Department, City Manager or Department Director.

= =4
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Filtering - The City usessoftware to filter inappropriate Internet sites. The City will review
this filtering on a periodic basisand may modify prohibited sites without notification to City
employees,contractors, volunteersor other affiliates. The City Manager (or designee)may
grant exceptiongind exemptions tdnternet and instant messagingtering only after areview
of the requestedinformation hasbeenconductedand a determinationthat the / A (icére@it
filtering practice impedesi K S NX |j dzS #opéfolin his/hiergoh dutied. &

Responsibility - The person in whose name a Citygprovided Internet, email or other

electroniccommunicationsystemaccountisissuedis responsibleat all timesfor its properuse,

regardlesf the dza SldtEli&n. Exchangethat occurin the courseof conductingCitybusiness
onthe/ A leRddniccommunicationsystemswill be considereda communicationof the City
and held to the same standards formal letters.

City of ManoPersonnePolicies & Procedures Handbook Pageb8



No Right of Privacy/Monitoring. Users of City electronic communications systems may not
assume they are provided any degree of anonymity and employees have no rghtaoy with
regard to such systems. Personal passwords are nasaarance of confidentiality. The Internet
itself is not secure. To ensure proper use of its electronic communications systems, the City will
monitor their use. Management staff has the abiiygd will, with or without advancenotice,
monitor and view usage,includingbut not limited to: employeeemail, voice mail and instant
messagesinformation and material transmitted, receivedor stored using City systemsand

user Internet accessand usage patterns to assurethat the / A (i18t€riet resources are
devotedto maintainingthe highestlevelsof productivity,aswell asproper useand compliance

with this policy.

Restrictions¢ No software canbe downloadedinto the / A (téyrairial servicesserversunless
authorizedby the City Manageror designeeand approvedbythe / A (IBs@rdiceprovider as
to compliancewith any copyright restrictions,annuallicensingand maintenanceagreements
and compatibilityto the / A { @p&atingsystems.Under no circumstanceswill the City allow
any software or other material relating to music, entertainment softwareor gamesto be
downloaded.
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EMPLOYEE ASSISTANCE PROGRAM (EAP)

The/ A (En@dyeeAssistanceProgram(EAP)s availableto provide assistancedo employees
who may be experiencingpersonalor family problemswith alcoholor drug abuse,financial
burdens,marital or other family problems.All employeeswho feel they may havean alcoholor

drug problem are encouragedo utilize the LINE 3 Nésateesbefore the problem adversely
affects their job performanceor employmentstatus.Participationin this programis typically
voluntary and confidential. However,a supervisormay makea mandatoryreferral when some
aspectof y S Y Llperseralff@dgativelyaffects his or her performance dhe job.
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EMPLOYEE CONDUCT AND WORK RULES/DISCIPLINARY ACTION

All city employeesare public servantsand, as such, should conductthemselvesprofessionally
andcourteouslywhile on duty or whenwearinganyarticle of clothingor accessoryhat identifies
them with the city. All employeesmust avoid the appearanceof illegal or unethical conduct
at all times.

Any conduct of an employee,whether or not that individualis on duty, that hasthe impact
or potential impact of any of the following, may result in discipline up to and including
termination of employment:

Creating a confliobr discord in the workplace

Interferingg A G K 0 KS AYRA JA Ralznbti@demplageeé 62 NJ 2 NJ (K| (
Creating a harassing, demeanioghostile workenvironment at the city

Harmingthe goodwill or reputation of the city with its citizensor with the communityat

large

1 Disclosingconfidentialinformation of the city or of another when the information was

obtainedby virtue of employment with thecity

E N

Employeed O 2 y Rra@lésyerbal communicationsjnternet or electroniccommunicationof
anykind, and physical behavior.

An employeewho usesany form of socialmediaor the internet to postthe O A {cénfidantial
information or to post unfavorablecommentsabout city officials, supervisors,or co-workers
whenthose commentsconstitute a form of discriminationor harassmenor resultin disruption
of city businessor harm to the O A Gré&pQation will be disciplinedup to and including
termination of employment. Suchconductis prohibited whether or not the postingis made
by use of city equipment and whether or not the postingis made during work hours. This
prohibition is not intended to prevent an employeefrom discussinghe wages,hours, and
working conditionsof employment with ceworkers.

ProgressiveDiscipline¢ In certaininstancesthe City willusea progressiveadisciplinary system.
TheCityis not obligatedto useall of the progressivalisciplinarystepsavailableto it, and may
begin the disciplinary processat any level, up to and including immediate termination,

dependingupon the severity of the conduct, the S Y LJ 2 &v&kSp@rformance and prior

disciplinary history, the S Y LJ 2 deBg @& service, and any mitigating circumstances.
Dependingon the circumstancesof each individual case, disciplinaryaction may consist of
one or moreof the following:

1 oral warning
1 letter of counseling
1 written reprimand
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probation

suspension (without pay)
demotion

termination
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Documentation ¢ All forms of discipline must be documented and will be placed in the
S Y LJX 2 pe&sénfeifile. In the event a Supervisoror DepartmentDirector recommendsan
employeebe terminated, the Supervisoror DepartmentDirector shall forward a copy of the
dismissaldocumentation to the Human ResourcesDepartment and the City Manager for
review. The City Manager will make the final decision regarding the termination of an
employee. No employeewho was involuntarily terminated is eligible for rehire unlessthe
termination was a result of aReduction in Force @ reorganization resuligin elimination of
GKS SYLX 28S5SQa 2200

SupervisoryResponsibility¢ All employeeswith the responsibilityand authority to supervise
and direct employeesunder their control shall administer policies and procedures within

their scope of authority; document their & dzo 2 NJR joi Ipdif@raafce, conduct, and

behavior as appropriate; properly conduct evaluationsof subordinatesin a timely manner;
disciplinetheir subordinatesas required under their departmental and/or City policies and

proceduresaswell asaddressperformanceappealssubmittedto them asprovidedby policyin

a professional manner, in an attempt to resolve sus$ues at the lowest possib&ipervisory
level.

Review by Human ResourceDepartment ¢ Any proposeddisciplinaryaction in excessof a
written warning with adverse consequencenust be reviewed by the Human Resources
Departmentprior to beinggivento the employee.

Appeal Rights¢ Where a disciplinaryaction involvesa suspensiorof 1 day (or 1 shift) or more
or a demotion, the employee may follow the / A (i @o@g@laint Resolution Procedure. For
additional information, see the Complaint ResolutiorPolicy section of this Handbook.
However,positionsclassifiedasdirector leveland aboveare employedat the will and pleasure
of the CityManagerandhave no right of appeal fanytype of disciplinanaction.

Prohibited Activities - Disciplinary action will be imposed for violations of City or

departmentalpoliciesand procedures,codesof conduct, rules and regulations,either written

or verbal.lnaddition,actswhicharenot specificallyaddressedn policiesandproceduresgcodes
of conduct,andrulesand regulations,yet mayadverselyaffect the Cityor put the health and
safety of fellow employeescitizensor other third parties,at risk, mayalsoresultin disciplinary
action. It isimpossibleto list all the forms of behaviorthat are consideredunacceptablan the

workplace. The following are some examplesof conductthat will likely result in disciplinary
action, up to and includingermination ofemployment:
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1 Theft or inappropriate removal or use of City property or other property not belonging to
the employee.

1 Fdsification of timekeeping or other records, including employment application.

1 Working under the influence of alcohol or illegal drugs.

1 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,
while on duty or whileoperating Cityowned equipment except in the performance of
official police duties.

T +A2fl GA2Y 2F /AGéQa LRtAOe NBIFNRAyYy3I &aSEdz

T LYGSNFSNAY3I 6A0GK 62N] aOKSRdz Sa 2NJ I y2idKSN.

1 Misuse of City telephonespmputers, mail systems, etc.

1 Excessive or unscheduled absenteeism, tardiness in reporting for work or returning from
lunch and breaks or absence without notice and/or approval.

1 Breaks in excess of the allotted time allowed.

1 Violation of smoking policy.

i Violation of safety or health rules and failure to immediately report antlejob
injury/accident.

1 Profanity, abusive language, or racial slurs.

1 Unauthorized disclosure of confidential information.

1 Violation of any provision of the City Charter.

1 Violationof City or departmental policies, codes of conduct, rules and procedures.

1 Coercion, intimidation, or threats against citizens, supervisorsyaders, City officials,
or others.

1 Making or publishing false, vicious, or malicious statements about the &itg, City
employee or citizen, or others.

1 Unsatisfactory performance or conduct.

1 Inefficiency, incompetence or neglect of duty.

1 Fighting, provoking or instigating a fight, or threatening violence.

1 Disruptive activity in the workplace.

1 Engaging in a work@bpage.

f Conductwhich resultsA y gl aas 2NJ RFYI3S 20ned | 02
property.

1 Insubordination or other disrespectful or unprofessional conduct.

1 Discourteous treatment of the public.

1 Possession of weapons on City time, Cignpises, or while on City business except for
licensed peace officers required to carry a weapon as part of their job duties.

1 Violation of local, state or federal law.

1 Conviction of a felony, including reasonable belief employee has committed a crime under

Texas Penal Code or Class A or B misdemeanor, or repeated conviction of Class C
misdemeanor charges.

9 Failure to timely return to work upon conclusion of authorized leave or disciplinary
suspension.
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Outside employment that conflicts with, or potentially dbcts with, City interests.
Acceptance of payment of any kind for activities related to City employment.
Failure or refusal to follow lawful orders.

Sleeping on the job.

Dishonesty, including misrepresentation during the hiring process.

An accumulation ominor infractions.
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Feloniesand Misdemeanors¢ Employeesmust immediately notify their Supervisorand/or
Department Director if they are arrested, charged, indicted, convicted, receive deferred
adjudication,or plead nolo contendereto any misdemeanoror felony.Wheneverthe criminal
chargerelatesto the S Y LJt 2 8ufieSfarihe City, the Citywill conductits own investigation
and takeappropriateaction.

An employeearrested,charged,or indicted for a felony or misdemeanorinvolvinga crime of

moral turpitude, or accusedby information of official misconductor other seriouscriminal
violation will be placedon administrativeleave (without pay) until the charge,indictment or

informationis dismissedr fully adjudicatedwithout trial, and, if tried, until the trial and appeal
(if any) are completedand all related administrativematters are concluded.In the event the

matter is dismissedor the employeeis adjudgednot guilty of the charge,the employeewill

be entitled to receivebackpayfrom the date of commencementf administrativeleavewithout

pay throughthe date the matter becomedinal by dismissabr final, non-appealablejudgment
up to a maximumof twelve months pay. An employeeon administrative leave may, in the

/ A Gsdl&discretion,be reinstatedto the position held before beingplacedon administrative
leave (if the position is open at the time), if the indictment or information is dismissed the

employeeis acquitted,or the convictionis reversedon appeal. Notwithstandingthe foregoing,
if the City, baseduponits owninvestigationof the matter, determinesthat the employeeshould
no longer be employed by the City, the employee may be terminated regardlessof the

pendencyof criminal proceedings.In suchevent, no backpaywill be paid evenif the criminal
chargeis dismissedor the employeeis ultimately determinedto be innocentof the criminal
charge.At the discretionof the City Manager, an employee will not be required to take
administrative leave under this sectionif the criminal offenseis a misdemeanomunrelatedto

and not impactingthe S Y LJt 2 §&iSo @ith and duties fothe City.

Disciplinary Conference¢ A disciplinary conferencewill be scheduledat the time of the

imposition of a disciplinarysuspensiorof 1 day (or 1 shift) or more, demotion, or termination.

The Department Director, the affected employee, the Human ResourcesDepartment and

anyone else deemednecessarby the DepartmentDirector typically attend the disciplinary
conference. Duringthe conference,the affected employeemay be given an opportunity to

presentan explanationof the conductleading upto the proposeddisciplinaryaction.Employees
may,inthe / A (séle@idcretion,be placedon administrativeleavewithout payprior to, during,

or after the disciplinary conferenceThe employeewill be notified of the / A (d@t€rination
following the conference.
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Administrative Leave ¢ During an investigationinto alleged offensesor violations of City
policies,the City may, in its sole discretion, placethe employeeon administrativeleavewith
or without pay.
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EMPLOYEBAFETY

The Cityis interestedin your safetyand well-being. Accordinglythe City hasdevelopedsafety
rulesand regulations.Eachand everyemployeeis requiredto obeysafetyrulesandto exercise
caution in all work activities. Fromtime to time you will be updated and reviewed on safety
proceduresin an effort to increaseyour awarenesof the importanceof safetyon the job. You
can do much to prevent accidentsand injuries by obeyingthe safety rules of your job, by
remainingalert, and by THINKINGAFETH4t all times. If you seesomethingthat you believe is

an unsafeact or an unsafecondition, you shouldimmediatelyreport it to your supervisoror to

managemengt once.

General Guidelines - The following safety rules apply at all times and some specific job
descriptions maycontain additional operational safetyguidelines. Each employee mustbe
familiar with suchrules and apply them at all times. It is the policy of the City of Manor to
investigateall work-relatedaccidentsor incidentsthat resultin or couldpotentially haveresulted
in injury or property damage.As nearly all accidentsand incidents have their own unique
characteristicspnly general rules and procedurean be outlined here.

1 Use prescribegrotective equipmentsuchas eye protection, hearing protectionhard
hats, safety shoes, gloves, shields, etc. when those items are appropriate to the
task being performed.

1 Walk,do not run. Wipe spillsand pick up fallen objectsand debris. Keepfloor surfaces
clear of hazardsand other obstacles,electric cords, etc. For your comfort and safety,
wear shoeswith non-slip soles,in good condition and with enclosedtoes. Do not wear
sandals, sneakers, moccasins or tennis shoes ojparsite wherefeet could be injured.

1 Toavoidbackinjuries,usecorrectlifting methods.Getsomeoneto help you with heavy
(or difficult to handle)items.

1 Beawareof sharptools. Usesafetydeviseswhere provided,and do not alter or remove
them in anyway. Report hazards to management immediately.

1 Material Safety Data Sheets(MSDSSheets)- You will be shown the location of the
/ A G\dafedal Safety Data Sheets MSDSsheets provide valuable information about
various chemicalsand other agentsthat you may encounterin your work. They will
explain possible reactions to exposure, atepsyou shouldake if it occurs. Review this
information from time to time

1 Fire- Bealert for causesand report smoke,heat or unusualodors immediately.Alert

other peoplein the areato the possibilityof dangerin orderto evacuatejf necessaryTry

to verify the location and call the Fire Department or 911. Use proper portable
extinguishers fosmall fires.

Do not put fingers, hands, feet alothingin movingmachinery.

Do not carryitems in a manner that obscurg®ur vision.

Do not block access to fire extinguishers.

Do not touch open or loose electrical circuits.

= =4 -4 -
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Report unusal vibrations, smells, or noises comingm equipment.
Do not wearingsor jewelrywhile operatingmachinery.

Do not perform maintenance or repairs on running equipment.
Do not remove or alter warniniggs or safetylevices.

Never leave nails or spikesotrudingfrom planks or boards.
Perform routine maintenancat all scheduled intervals.

Do not use compressedlr for cleaning clothingr floors.
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Responsibilities Employeesnustimmediatelyreport to their supervisorany on-the-job injury
or illnessthey sustain,or suspectthey have sustained,no matter how minor. Theymust also
report any incidentsthat had the potential for injury to employeesor third parties and any
instanceswhereproperty damage occurred.

Supervisiorshallfirst respondto the immediate medicalneedsof any injured persons.Then,
they should begin reportingnd investigate activities as described in this policy.

Witnessesto the event that resulted in the accident or incident will provide statements
about what they observed. The witnessesmay also be askedto participate in the initial
and/or final investigations.

Procedures

Initial Notification ¢ Employeesare responsiblefor reporting all injuries, ilinessesor incidents
as describedearlier in this policy. Failureto report any injury or incident may be causefor
disciplinaryaction.In the event of a seriousor disablinginjury, fellow employeesmustassume
thisreportingresponsibility.

Initial Treatment ¢ Any injury shallbe treated by the supervisoror other available personnel
in accordancewith their individual abilities and the injury severity. Treatment should be
provided by any qualified physicianwho participatesin the / A (1 @ZNJ SoMfeasation
network. The Political Subdivision2 2 NJ <EbidipénsationAlliance. Medical treatment is
mandatoryfor anyof the following:

Severechest pains

Traumatidnjuries

Loss ofonsciousness @everedizziness
Seizures

Difficulty breathing

Severeanimal bite

Injury requiringsuturesor tetanusshot
Severe allergiceaction
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Thefirst respondersto anyincident scenewill be responsiblefor securingthe areato prevent
further damageor injury and also protecting the integrity of the incident scene until an
investigation carbe initiated.

Anyincidentinvolvingpossibleexposureto blood borne pathogens,communicablediseasesor

any other contagioussubstancesshall be handled by a qualified medical professional.Any
incidentinvolvingan S Y LJt 2 poSsthi@eRposureto blood borne pathogens,communicable
diseasesor any other contagioussubstancesthat employeeis required to seekimmediate

medical assistanceand report the situation as soon as practical or within 48 hours to their

immediate supervisor and the Human Resourdepartment

Injured employeesare to be transported for medical treatment either by ambulance or
another persondependingon the severityof the injury. Injured employeesshould never be
allowed to transport themselvesfor initial medical treatment, but they may transport
themselvedor follow- up visits if the injuryloes not impair their driving abilities.

Initial Report ¢ An initial report will be completed for all accidentsand incidents. The

immediate supervisorof the employeewill complete the initial investigationand report as

soonas possibleafter the occurrence.Theinitial report will be turned in to HumanResources
Departmentwith a copy to the Department Director. The Human ResourceDepartmentis

responsible for receivingand reviewingthe initial reports of injury or property damageand

forwardingthem to the appropriate insurance representativiasa timelymanner.
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EMPLOYMENT STATUS

The City classifiesCity employeesfor the purposeof employmentstatus and benefit eligibility
asfollows:

Regularfull-time - An employeein a budgeted position with an officially scheduled work
week of 40 hoursor more eachwork week (exceptfor certain Policeshift personnelwho have
different work cycles). Generally,regular full-time employeesare eligible for the / A (i &R &
benefits package, subject to the terms, conditions, and waiting periods of each benefit
program. Regularfull-time employees arerequiredto participate in the Texas Municipal
Retirement System (TMRS)

Regularpart-time - An employeein a budgeted position with an officially scheduled work

week of lessthan 25 hourswho hassuccessfullgompleted6 monthsof activeservicewith the

City. Regularpart-time employeesreceive all legally mandated benefits (suchas ¢ 2 NJ S N& Q
compensationinsurancecoverage)but are not eligible for other City sponsoredemployment
benefits.Regulapart-time employeesvho areregularlyscheduledo work 1,000hoursor more
peryearare required to participate in the Texas Municipal Retirement System (TMRS).

Temporary/Seasonal An employeewho is employed for only a specifictime period, for a
special assignmengr as an interim replacement. Employmeagsignments in this categorgre
of a limited duration. Employmentbeyond any initially stated period does not in any way
imply a changein employmentstatus. Temporaryand seasonalemployeesretain that status
unless and until notified of a changein writing by the Human ResourcesDepartment
Temporary and seasonalemployeesreceive all legally mandated benefits (suchas g 2 NJ S N&A Q
compensation insurance coverage),but are not eligible for the Citt Qoéher employment
benefits. Temporary employeeswho are placedwith the City but who are actuallyemployed
by a temporary staffing agency mustook to the temporary staffingagencyto determine what
benefitsthey are provided. Such employeeare noteligiblefor benefitsfrom the Cityand are
not eligible forparticipation in TMRS.

Appointed - An employeewho is appointed by the CityManagerto performworkonan & I &

ReservePersonnel- The City of Manor may engagein hiring reserve personnelfor specific
positionsthat require identifiable staffing requirementsto maintain servicelevels. Reserve
personnelare employeesof the City of Manor and, as such, are subjectto all of the same
recruitment, hiring and personnel policies as all other City employeesincluding, without

limitation, criminalbackgroundchecksand drug screeningsThe servicesof ReservePersonnel

A A ¥ A w
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Volunteers - Volunteers are not employedby the City in any capacity. Volunteers elect to
donate their time and servicesas a volunteer for the City without any expectationof
compensationVolunteersare generallynot paid and are generallynot entitled to anybenefits.

FLSADesignation- In additionto beingin one of the abovecategoriesgachemployee is also
designatedas either exempt or non-exempt from federal and state wage and hour laws.
Employeesare informed of their status as exempt or non-exemptat the time of their initial
employment, or subsequentlyif their classificationchangesfor any reason.An SY LJ 28 SS Q&
exempt or non-exempt classificationmay be changedonly upon written notification by the

Human Resourcd3epartment

New Hire/ Probationary¢ All newly hired employees are subject to amignth training period,
which is considered a probationary status. An extension may be granted for training periods
interrupted because of health issues or emergency reasons.
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EQUAL EMPLOYMENT OPPORTUNITY

The City is an equal opportunity employer. Discrimination against any person in recruitment,
examination, selection, appointment, rate of pay, promotion and transfer, retention, daily
working conditions, testing and training, awards, compensation and lisneadisciplinary

measures or any other aspect of employment or personnel management because of age, race,
NEfAIAZ2YyS aAaSEZ O2f2NE yl A2yt 2NAIAYT OAGAT S
sexual orientation, gender identity or expréss, or other unlawful basis, is prohibited.
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EXIT INTERVIEWS

The Cityusuallyprovidesseparatingemployeeswith an exit interview prior to their last day of

work. The purpose of the exit interview is to finalize all compensationdue, return City
equipment,provide explanationof any continuingbenefits,review employmenthistory, discuss
the reason(s)for the separation,and solicit constructivefeedbackto improve the City. The
Human ResourcesDepartment shall complete an Exit Interview Form. Exit interviews are

conductedconfidentiallyby the HumanResourcePepartment Information discussedduring

the exit interview may be sharedwith the Citya I y | Joffibklard acted upon as deemed
appropriate by the City. The Department Director (or designee)is responsiblefor promptly

notifying the HumanResourcePepartmentof all separationsarrangingfor the exit interview

and providing documentation of receipt of all departmental and/or City property from the

exiting employee.
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EXIT INTERVIEW QUESTIONMNAIRE

Employee’s Name:

Date:

lob Title:

Department:

Supervisor/Manager:

It is our City Policy to conduct an exit interview with each employee upon separation. We would
appreciate your honest opinions about your employment with the City. Your objective feedback can help
us to improve workplace conditions and make this City a better place to work. Thank you for your valued
opinion.

1. What factors led you to accept a job with us?

2. Have your feelings changed since then?

3. How would you describe the level of training you received here?

4. How would you rate your job performance?

3. What did you enjoy the most about working here?
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6. How would you rate the following aspects of your employment at the City?

Excellent Good Fair Poor
Advancement opportunities: m] jm] jm]
Performance reviews: O O O O
Work environment: O m] O jm]
Supervision: O O O O
City policies: o o m| m|
Salary: D (| m| m|
Benefits: O o m| m|
Recognition: = [m] jm] jm]
Owverall, as a place to work: O | o ]

7. How would you rate your supervisor in the following areas?

Excellent Good Fair Poor
Shows fairness: o m| m|
Provides appropriate recognition: jm m] jm] jm]
Solves problems prompthy: o o m| m|
Follows policy and procedures: D (| m| m|
Communicates effectively with staff: O o m| m|
Encourages feedback: o o o ]
knows how to do his/her job: O o m] ]

E. Arevyou leaving for a similar job?

@ What role does salary play in your decision to leave?

10. What could we have done to prevent you from leaving?

Employes Name: Date:
HR Coordinator: Date:
City Manager: Date:
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FAMILY ANIMEDICAL LEAVE ACT

The Cityprovidesleaveto eligibleemployeesn accordancewith the Familyand Medical Leave
Act (FMLA).Under the FMLA eligible employeesmay take up to 12 weeksof unpaid leave
eachcalendaryearfor specifiedfamily and medicalreasons Eligibleemployeesmaytake up to

26 weeksof leaveto carefor a coveredservicememberwith a seriousinjury or illnessduring
a single12-month period which beginson the first day theeligibleemployeetakesFMLAleave
to care foracovered servicenember andends 12 months after that date.

All governmental entities are covered by FMLA, regardlessof the number of employees.
However,an employeeis eligibleto take FMLAleaveonly if employedby an employerthat has
50 or more employeeswithin a 25 mile radius. Cityof Manor employeesmaytake FMLAleave
if they meet all eligibilityrequirements as set out herein.

FMLALeaveRunsConcurrentlyWith Other Typesof Leave- If an employeehas anyavailable
accruedsickleave,it must be usedconcurrentlywith any availableFMLAleave, providedthe
S Y LJ 2 abSeSd@sicoveredbythe/ A Uskkleavepolicy. Accruedsickleave taken for the
purposesof FMLAfor the employeeor S Y LJ 2 gnfi&i@tafamily will follow the guidelines
set out in the sickleavepolicy. If the absenceis not coveredby the / A (SicKl&avePolicyor
if an employeeexhaustsaccruedsickleave,an employeeon FMLAleave will be requiredto
exhaustanyaccruedvacationleaveconcurrentlywith the FMLAleave.Disability leavealsoruns
concurrentlywith FMLAleave, but if the employeeis receivingshort or long term disability
benefits while on leave, the employeewill not be required to exhaustaccruedsick and/or
vacationleaveat the sametime. FMLAleavewill alsorun concurrentlywith anytime off from
work coveredby ¢ 2 NJ &@MEeisationwhen the on-the-job injury qualifiesas FMLA leave.
Wheneveran employeeis substitutingpaid leavefor FMLAleave,the employeemust comply
with the / A (eXigdidgnotice and procedural requirement for the type of paid leave being
used. Employeesare not allowed to work from home or to perform work for any other
employer while on FMLA leave.

EmployeeEligibility - To be eligible for FMLAleave,an employeemust have worked for the
City:

1 For at least 12 months, and
1 For at least 1,250 hours during the 12 months preceding the start of the leave.

AnS Y LJ 2 #2%n6rha of servicewith the Cityneed not be consecutivemonths. However,
the City willnot recognizeemploymentthat precededa 7-yearbreakin serviceexceptin limited
circumstances requiredy the FMLA.
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The protectionsafforded by the UniformedServiceEmploymentand ReemploymenRightsAct
(USERRAxtendto all military members(coveredactive duty and reserve),and all periods of
absencdrom workdueto or necessitatedy USERRA covered sernvigeounted in determining
an ey LI 2 selyBidydor FMLA leave.

LeaveEntitlement - Eligibleemployeesmaytake FMLAleavefor one or more of the following
reasons:

For the birth or placemenof achild for adoption or foster care;

To care for the S Y LJX 2 8@us&)sbn, daughter, or parent with a serious health

condition;

1 When the employeeis unable to perform the functions of his/her position because
of his/her own serious health condition;

f Becauseof any qualifyingexigencyarisingout of the fact that the S Y LIt 2 8p8uSeQ &
son,daughter,or parentisamilitary memberon coveredactiveduty (or hasbeennotified
of an impending call or order to covered active duty). Coveredactive duty requires
deployment to &oreigncounty; or

1 To carefor a coveredservicememberwith a seriousinjury or ilinessif the employeeis

the spouse, sondaughter,parent,or next of kin of theservicemember.

)l
)l

To determine eligibility for leavefor most qualifyingevents,the 12-month period usedby the
Cityis the calendaryear startingin January.Leaveto carefor a coveredservicememberwith a
seriousinjury or illnessis determined by a 12-month period that beginson the first day the
eligibleemployeetakesFMLAleaveto carefor a coveredservicememberand ends12 months
after that date.

9 Y LJX 2 &\&tiSeQRequirements- In order for the City to accommodatean SY LJ 28 SS Q&
workload during his/her absence an employeeseekingto take FMLAleavemust provide both

his/her Department Director and the Human ResourcesDepartment with at least 30 days

advance notice whenthe leaveis foreseeablefor an expectedbirth, placementfor adoptionor

foster care, plannedmedicaltreatment for a serioushealth condition of the employeeor of a

family member of the employee,or the planned medical treatment for a seriousinjury or

illnessof a coveredservicemember. If 30 day<hoticeis not practicable(for example because

of a medical emergency),then notice must be given as soon as practicable.When an

employee becomes aware of a need for FMLAIleave lessthan 30 daysin advance,notice

should be provided the same day or the next businessday. If requestedto do so, the

employee must provide an explanationof why 30 day<hotice of foreseeabldeavecould not

be given. If the leaveis not foreseeablean employeeis expectedto provide both his/her
DepartmentDirectorandthe HumanResourceDepartmentwith as much advancenotice as
possible.In the event of medical leave for planned medical treatment for the employeeor

for the S Y LI Z 8pduS&)child or parent, the employeeis requiredto make a reasonable

effort to schedulethe treatment soasnot to disruptundulyi KS / AG&8Qa 2LISNI GA2Y
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Absent unusual circumstances . employeesmust comply with the / A (ifbrénal notice and
proceduralrequirementsfor requestingleave. In requestingleave,the employeemust provide
sufficient information for the Cityto reasonablydetermine whether the FMLAappliesto the
leave request.

All supervisorsmust immediately notify both their Department Director and the Human
ResourcesDepartment if they have reasonto believean S Y LI 2 alSeéh@i& due to an
FMLAcoveredreason. (Note: Underthe FMLA,an employeerequestingpaid or unpaid leave
for an absencecovered by the FMLAIs not required to expresslymention FMLA.If the
employee statesa reasonthat qualifiesfor FMLAleave,the employeewill likely have met the
Ca [ !ntMige requirements.)

Medical Certification and Other Required Documentation - An employeemust provide the
City with a medical certification supportingthe need for FMLAleave due to a serioushealth
condition affecting the employee or the S Y LJ 2 & E&&son, daughter, or parent or
due to a qualifyingexigencyor to carefor a coveredservicememberwith a serious injury or
illness. The medicalcertification form must be filled out in all material respectsand mustbe
complete and sufficientto allow the Cityto make a determination of the need for leave. In
addition, the certification must set forth the beginningand expectedendingdatesof the leave.
In the caseof intermittent leave,the certification must alsoprovide the datesand duration of
the treatments necessitatingthe intermittent leave. In some cases,the City may require a
secondor third medical certification (at the / A (exf@@se)and periodic recertification of
the serious health condition. Formareavailable from the Human Resourd@spartment

An employeemust also provide periodic reports during FMLAleave as to his/her status and
intent to return to work, andwill be requiredto submitad F A &fof-B dzéceréfication before
the employeecan return to work when the absencewasdue to the S Y LI 2 &wh Sefigus
health condition. Afitnessfor duty certificationmustcertify that the employeeis ableto resume
work and must specificallyaddressthe S Y LJ 2 ab8it t@ gerform the essentialfunctions
of the SY LJ 2 plS SlQtdf the essentialfunctionsof the S Y LJ 2 P Déprovided
by the City. Restorationto employmentmay be delayeduntil the required fithnessfor-duty
certification is submitted. If an employeefails to provide any required certification within 15
days,the City maydenyleaveuntil the certificationis provided. If an employeeelectsto take
FMLAleavein order to carefor a family member,the employeemay be required to provide
reasonabledocumentationconfirmingafamily relationship.

When leave is taken to care for a covered servicemember with a seriousinjury or illness,
a specialmedical certification form must be completedby the serviceY' S Y 6 Shédkth care
provider. The Citywill provide the appropriateform. A serviceY' S Y 6 Sheklhécare provider
may be a United StatesDepartmentof Defense6 & 5 hhedaltlhcare provider, a United States
Departmentof VeteransAffairso a + thealth careprovider,a DODTRICARBetwork authorized
private health care provider, a DOD non-network TRICARRuthorized private health care
provider, or a health care provider not affiliated with the DOD,VA, or TRICARESecond and

City of ManoiPersonnePolicies & Procedures Handbook Pager7



third opinions regarding a covered serviceY S Y 6 S Ns#ious injury or illness and
recertification may be required for certificationsthat are completed by health care providers
who are not affiliated with DOD, VA, or TRICAREANn employeemay be required to provide
confirmation of covered family relationship to the seriouslyinjured or ill servicemember.
Invitational travel orders (ITOs)or Invitational Travel Authorizations(ITAs)will be acceptedin
lieu of medicalcertification.

Intermittent Leave- An eligibleemployeemaytake FMLAleaveon anintermittent or reduced
schedulebasisonly in those situationsrequired by the FMLAor otherwise approvedby the
DepartmentDirector. When intermittent leaveis needed,the employeemust try to schedule
the leaveso asnot to undulydisruptthe 5 S LJ- NJi ap8rsttian€ d&he City may temporarily
transfer the employeeto an alternative position (with equivalentpay and benefits) in order
to better accommodate a® YLJ 28 SSQa AYUSNXYAGGSYUd 2N NBRdAzOSF

Employeesmay not be required to take more FMLAleave than necessary to addressthe
circumstanceghat causethe needfor FMLAleave.FMLAleave,aswith all other types of paid
leave,maybe taken in quarterhour increments.

Leavefor a Qualifying Exigency¢ When the need for leave becauseof a qualifying exigency
arisesout of the coveredactiveduty or callto coveredactiveduty statusof a military member,
the employeerequestingleave must provide a copy of the military Y S Y 6 ScolEréd active
duty orders or other documentationissuedby the military which indicatesthat the military

member is on coveredactive duty or a contingencyoperation, and the dates of the military

Y S Y 0 SolErédactive duty service. An employeerequestingleave for a qualified exigency
will be requiredto provide a certification on DOLForm WH-384 which will be provided by the

City. Thiscertificationmust be completeand sufficientto enablethe Cityto determinethe need

for leave.

I &) dzI § AT Shyffidies e

1 Shortnotice deployment. To address any issue that arises from thetliatta military
member is notified of an impending call or order to covered active duty in support of a
contingency operation seven or less calendar days prior to the date of deployment. Leave
taken for this purpose can be used for a period of seven caleddys beginning on the
date a military member is notified of an impending call or order to covered active duty in
support of a contingency operation;

1 Military events and related activities. To attend any official ceremony, program, or event
sponsored bythe military that is related to the covered active duty or call to covered
active duty status of a military member and to attend family support or assistance
programs and informational briefings sponsored or promoted by the military, military
service orgaizations, or the American Red Cross that are related to the covered active
duty or call to covered active duty status of a military member;

1 Childcare and school activities. To arrange for alternative childcare, provide childcare,
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enroll in or transfer chd(ren) to a new school or day care facility, or to attend meetings
with school or daycare staff as authorized by the FMLA,

f tFNSydalrt OFNBY 9fA3aA0fS SyLiXz2es8sSa vyle aGalF1S
who is incapable of setfare when the caredi ySOSaaAdridSR o6& GKS
active duty. Such care may include arranging for alternative care, providing care on an
immediate need basis, admitting or transferring the parent to a care facility, or attending
meetings with staff at a care faciit

1 Financial and legal arrangements. To make or update financial or legal arrangements to
I RRNBaa GKS YAfAGFENE YSYOSNDRa 0aSyOS gKACT
active duty status;

1 Counseling. To attend counseling provided by someone otfar & health care provider
for oneself, for the military member, or for the biological, adopted, or

1 foster child, a stepchild, or a legal ward of the military member, or a child for whom the
military member stands in loco parentis, who is either under 1818 or older and
incapable of seltare because of a mental or physical disability at the time that FMLA
leave is to commence, provided that the need for counseling arises from the covered
active duty or call to covered active duty status of a militarymher;

1 Rest and recuperation. To spend time with a covered military member who is on short
term, temporary, rest and recuperation leave during the period of deployment. Eligible
employees may take up to 15 calendar days of leave for each instance of kst an
NEOdzLISNI A2y d | O2Lk 2F (GKS YAfAGFINE YSYOoS
other documentation issued by the military setting forth the dates of the military
YSYOSNRa €SIF@PS Aa NBIdZANBR OSNIATAOFGAZY ¥

1 Postdeployment ativities. To attend arrival ceremonies, reintegration briefings and
events, and any other official ceremony or program sponsored by the military for a period
ofninety Q)R &¢a F2ff2gAy 3 GKS GSN¥YAYylLGA2Y 2F (KS
status;and to address issues that arise from the death of a military member while on
covered active duty status;

T ' RRAGAZ2YIE | OGAQGAGASAD® ¢2 | RRNB&aa 20KSNJ S¢
covered active duty or call to covered active duty statusvigted that the City and
employee agree that such leave shall qualify as an exigency and agree to both the timing
and duration of such leave.

AGYATVNSYNEMES Y LI 2 8p8uSelan,daughter,or parent on coveredactiveduty
or callto coveredactiveduty status.

Leaveto Carefor a Servicemember with a SeriousInjury or lliness ¢An eligible employee
is entitled to 26 workweeksof leave to care for a covered service membemwith a serious
injury or illnessduring a single 12-month period which beginson the first day the eligible
employeetakes FMLAleaveto carefor a coveredservice memberand ends12 months after
that date.If an eligibleemployeedoesnot take all 26 workweeksduringthe 12-month period,
the remainingpart of the 26 weeksis forfeited. An eligibleemployeeis entitled to a combined
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total of 26 workweeks of leavior any FMLAqualifying reasorduringthe & & A y° 3 tm8nthm
LIS NA 2 R¢  ilRtBisisOdidhn pr&viBed that the employeeis entitled to no more than12
weeksof leavefor one or more of the following qualifyingevents:becauseof the birth of a son

or daughter of the employee and in order to care for such son or daughter; becauseof
the placementof a sonor daughterwith the employeefor adoptionor foster care;in order to
carefor the spouse,son, daughter,or parentwith a serioushealth condition; becauseof the

S Y LJ 2 ®®S€iaus health condition; or becauseaofjualifyingexigency.

A husbandand wife who are both employedby the City and who are both eligible for FMLA

leave are limited to a combinedtotal of 26 workweeksof leave duringthe & & A YZhior&h

LIS NJdesetibedn this sectionif the leaveis takenfor birth of the S Y LI 2 SoSoBdaudghter

or to care for the child after birth, for placementof a son or daughter with the employee

for adoption or foster careor to carefor the child after placement,to careforthe SY L)X 2@ SSQa
parentwith a serioushealth condition, or to carefor a coveredservice membexwvith a serious

injury or illness.

Theda & S Niueyded f  Wi% dodletedservice members an injury or illnessincurredin the

line of duty on coveredactive duty that may render the service membemedically unfit to

perform the duties of his or her office, grade, rank or rating. This also includesinjuries or

ilinessesthat existedbefore the beginningof the Y S Y 6 Sabtie&luty and were aggravated
by servicein theline of duty on activeduty in the ArmedForces.

A & S Nhjaydaa A t £ yfob a éoeered veteran (see definition in subsequentparagraph)
meansan injury or illnessthat wasincurred or aggravatedoy the memberin the line of duty
on active duty in the Armed Forcesand manifested itself before or after the member
becamea veteran,and is:

1 A continuation of a seriousinjury or illnessthat wasincurred or aggravatedwhen the
coveredveteranwasa memberof the ArmedForcesand renderedthe service member
unable to perform the duties of theervice membe® office, grade,rank,or rating; OR

1 A physicalor mental condition for which the coveredveteran hasreceiveda Veterans
Affairs ServiceRelated Disability Rating (VASRDYPf 50 percent or greater and such
VASRDating is based,in whole or in part, on the condition precipitatingthe need for
caregiveleave; OR

A physicalor mental condition that substantiallyimpairsthe @S (i S Hdility @ &ecure
or follow a substantially gainful occupation by reason of a disability or disabilities
relatedto military serviceor would do soabsenttreatment; OR

1 Aninjury, includinga psychologicalnjury, on the basisof which the coveredveteran
has been enrolled in the Departmentof VeteransAffairs Programof Comprehensive
Assistance foFamilyCaregivers.

Ad O 2 @ SeNidBeRnemberis a current memberof the Armed Forcesjncludinga memberof
the NationalGuardor Reserveswho isundergoingmedicaltreatment, recuperation,or therapy,
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is otherwise in outpatient therapy, or is otherwise on the temporary disability retired list, for
a seriousinjury or illness. & / 2 @ S&t&member also includes covered veterans who
are undergoingmedicaltreatment, recuperation,or therapyfor a seriousinjury or illness. A
than dishonorableat any time during the five-year period prior to the first date the eligible
employee takes FMLAleave to care for the covered veteran. The City may require the
employee giving notice of the need for leave to provide reasonabledocumentation or
statementof family relationship.

Benefits DuringFMLA Leave- During any period of FMLA leave, the City will continueto
pay its portion, if any, of any group health insurancecoveragefor the employeeon the same
terms asif the employeehad continuedto work. Whereapplicable the employeemust timely
pay his or her shareof healthinsurancepremiumswhile on FMLAleave. The Citymayrecover
premiumsit paid to maintain health coveragefor an employeewho fails to return to work
from FMLA leaveunless the employees unable to return du¢o a serious healthcondition or
somethingelse beyondthe S Y LJ 2 @oft®IQNedical certification is required under such
circumstances.

TheS Y LJ 2 8s8d& EMLAleavewill not result in the lossof any employmentbenefit that
accruedprior to the start of the S Y LJ 2 RdévéSaRdsenioritywill not be affected. However,
benefit accruals, such ascation and sick leaveiill be suspended during amynpaid leave.

TMRS- Employeecontributionsto TMRSmay be made on a voluntary basisthrough a special
arrangementwith the City while an employeeis in a leave without pay status. It is the
S Y LJX 2 epéhsiilityto initiate suchan arrangementby timely contactinghe / A (Hrfed
Resource®epartmentand completinghe necessarpaperwork.

JobRestorationAfter FMLALeave- Uponreturn from FMLAeave,anemployeewill berestored
to his/ her originaljob or to anequivalentjob with equivalentpay,benefits,andother terms and
conditions.

Leave Due to Birth/Adoption - FMLAleave for birth or placementfor adoption or foster
care must concludewithin 12 months of the birth or placement.In addition, if an employee
and the S Y LJt 2 8pfduS&nie both employed by the City, both are jointly entitled to a
combinedtotal of 12 work weeks of family leave for the birth or placementof a child for
adoptionor foster care,or to carefor aparent(but not a parentin-law) who hasa serioushealth
condition.

FLSAConsiderations Salariedexecutive,administrative, professionaland other employees
of the Citywho meet the FairLaborStandardsAct (FLSAgriteria for exemption from overtime
do not lose their FLS&xempt statudy usinganyunpaidFMLA leave.
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Other Employment- Under no circumstancesnay an employeeon FMLAleave, sick leave,
disabilityleave,or g 2 NJ &MNfeisationeaveengagein outside employmentasdefined in
the Outside EmploymerReolicy.

Other Provisions- The FMLA does not affect any federal or state law prohibiting

discrimination.Thispolicyis intendedto explainbenefitsavailableto eligibleemployeesunder

the FMLA.t is not intendedto createanyrightsto leavebeyondthose createdby the FMLA.If

additional information is needed on the FMLA, please contact the Human Resources
Department When an employee gives notice of the need for FMLAleave, the employee
will be given additionalinformation asto hisor her rightsand responsibilitiesunderthe FMLA.
Employees on FMLAleaveare requiredto checkin to the HumanResource®epartmenton a

weekly basisto keep the City informed of an S Y LJt 2 &itBafidd &inlessthe employeeis

medicallyunableto calkin.

Definition of SeriousHealth Condition - For purposef this policy, incapacityrefersto the
inability to work, attend school or perform other regular daily activities due to a serious
health condition,treatment therefore or recoverytherefrom. A serioushealth conditionmeans
an illness, injury, impairment, or physicalmentalcondition that involves:

1 Inpatient care, which is an overnight stay in a hospital, hospice, or residential
medicatcare facility and includes any period of incapacity or any subsequent
treatment in connectionwith suchinpatient care;or

1 Continuingtreatment by a health care provider, which includesany one or more of the
following:

Incapacityand treatment, which is a period of incapacityof more than three consecutive full
calendar days and any subsequentreatment or period of incapacityrelatingto the same
condition that also involves:

1 Treatmenttwo or more times,within 30 days of the first day of incapacity, unless
extenuatingcircumstancesexist, by a health care provider, by a nurse under direct
supervisionof a health care provider, or by a provider of health care services(e.g.,
physical therapist) under orders of, or on referral by health carerovider; or

1 Treatmentbyahealthcareprovideron at leastone occasionwhichresultsin a regimen
of continuingtreatment under the supervisionof the health care provider. A regimen
of continuingtreatment includes for example,a courseof prescriptionmedication(e.qg.,
an antibiotic) or therapy requiring specialequipmentto resolveor alleviatethe health
condition (e.g., oxygen)r
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1 Forpurposesof this section,& { NB | Iy ¥ [$eglth care LINE @ inBaggdiEin-person
visitto a health care provider, the first of which treatment visit must take placewithin
seven(7) daysof incapacity.

Anyperiod ofincapacitydue to pregnancyor for prenatalcare.Forexample, anemployeewho
is pregnant maye unable to report towork becauseof severemorningsickness.

Any period of incapacityor treatment for such incapacity due to achronic serioushealth
condition. Achronicserious healtlconditionis onewhich:

1 Requiregeriodicvisits (at leasttwice per year)for treatment by a health careprovider,
or by anurseunderdirect supervision ot healthcareprovider;

1 Continuesover an extended period of time (includingrecurring episodes of a single
underlyingcondition);and

1 May cause episodic rather than a continuing period of incapacity (e.g., asthma,
diabetes,epilepsy etc.).

A period of incapacitywhich is permanentor longterm due to a condition for whichtreatment
maynot be effective. Theemployeeor familymembermustbe underthe continuingsupervision
of, but need not be receivingactive treatment by, a health care provider. Examples include
I £ T KS A 3edeNIaks, orthe terminal stages od disease.

Any period of absenceto receivemultiple treatments (includingany period of recoverythere
from) by a health care provider or by a provider of health care servicesunder ordersof, or
on referral by, a health care provider, either for restorativesurgeryafter an accident or other
injury, or for a condition that would likely result in a period of incapacityof more than three
consecutivefull calendardaysin the absenceof medicalintervention or treatment, such as
cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney disease
(dialysis).

Substanceabuse may be a serious health condition if the conditions of this section are
met. However, FMLAeavemayonlybe takenfor treatment for substance abudgy a healthcare
provideror by a provider of health careserviceson referral by a health care provider. On the
other hand, absencebecauseof the S Y LJ 2 & $fQthe substance, rather than for
treatment, does not qualifyor FMLA leave.

Absencesittributableto incapacityfor pregnancyor prenatalcarearefor chronicconditionseven
thoughthe employeeor the coveredfamily memberdoesnot receivetreatment from a health
care provider during the absence,and even if the absencedoes not last more than three
consecutivefull calendardays.Forexample,an employeewith asthmamaybe unableto report
for work due to the onset of an asthma attack or becausethe emLJf 2 & Re&lth dare
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providerhasadvisedthe employeeto stayhomewhenthe pollen countexceedsa certainlevel.
An employeewnho is pregnantmay not be able to report to work becauseof severemorning
sickness.

Examplesof Situationsthat are NOTSeriousHealth Conditions

1 Conditionsfor which cosmetictreatments are administered(suchas most treatments
for acneor plasticsurgery)arenot G a S Ndedttiigs2 y R A dnfessigipatient hospital
careis requiredor unless complications develop.

1 Ordinarily, unless complicationsarise, the common cold, the flu, ear aches, upset
stomach, minor ulcers,headachesother than migraine, routine dental or orthodontia
problems, periodontal disease etc., are examplesof conditionsthat do not meet the
definition of aserious health condition and do not qualfty FMLA leave.

1 A regimen of continuing treatment that includes the taking of overthe-counter
medications such as aspirin, antihistamines, or salves;or bed-rest, drinking fluids,
exercise,and other similar activities that can be initiated without a visit to a health
careprovider,is not, by itself, sufficientto constitute a regimenof continuing treatment
for purposes oFMLA leave.

& ¢ NB I (06 yiat include routine physical examinations,eye examinations,or
dental examinations.

1 Restorativedental or plastic surgeryafter an injury or removal of a cancerousgrowth
would be considereda serioushealth condition if all other conditionsof this policy are
met.

Notice -- In addition to this policy, pleaseread the following notice of EmployeeRights and
Responsibilitiesinderthe Familyand MedicalleaveAct:
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EMPLOYHRIGHTANDRESPONSIBILITIES
UNDERHEFAMILVANDMEDICALEAVRACT

BasicLeaveEntitlement
FMLArequirescoveredemployersto provide up to 12 weeksof unpaid, job-protected leaveto
eligibleemployeedor the following reasons:
1 For incapacity du# pregnancyprenatalmedical care ochildbirth;
 Tocarefori KS S YLIX 2akts Kirth2or padérhentRor adoptioror fostercare;
 Tocardorii KS S Y LSpoRse, Sdh Qradaughter, or paremtho hasa serioushealth
condition; or
f For aserioushealthconditionthat makesthe employee unabléo performi KS SY L)X 28 S S
job.

Military FamilyLeaveEntitlements

Eligibleemployeeswhose spouse, sondaughteror parent on coveredactive duty or call to
coveredactiveduty statusmayusetheir 12-weekleaveentitlementto addresscertainqualifying
exigenciesQualifyingexigenciesnay include attending certain military events,arranging for
alternative childcare addressingcertain financial and legal arrangements,attending certain
counseling sessions, andttendingpostdeployment reintegratiorbriefings.

FMLA also includes a special leave entitlement that permits eligible employees to take up to 26
weeks of leave to care for a coverservice membeduring a single I-2nonth period. A covered
service membeis: (1) a current member of the Armed Forcesludog a member of the National
Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise
in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or
illness*, or (2) a vetera who was discharged or released under conditions other than
dishonorable at any time during the fiwear period prior to the first date the eligible employee
takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment,
recuperation, or therapy for a serious injury or illness.

*The FMLAdefinitions of & & S NiijugydzaA f f fob Gudieait service membersand veterans
are distinct from the FMLA definition of & & S NA 2 dgi2 yKRSAFGf AliRKy ¢ @

Benefitsand Protections

DuringFMLAleave,the employermust maintainthe S Y LJt 2 BeSlt§ @éerageundera 3 N2 dzLJ
healthLJt log'the sametermsasif the employeehad continuedto work. Upon return from
FMLAleave, most employeesmust be restored to their original or equivalentpositionswith
equivalentpay,benefits, andother employment terms.

Useof FMLA leaveannot resultin the lossof any employmenbenefit that accruedrior to the
startofanS Y LJ 2 RaSe&S Q &
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Eligibility Requirements

Employeesare eligibleif they haveworked for a coveredemployerfor at least12 months,have
1,250 hours of servicein the previousl2 months*, andif at least50 employeesare employed
by theemployerwithin 75 miles.

*Specialhours of serviceeligibility requirementsapplyto airline flight crew employees.

Definition of SeriousHealth Condition

A serioushealth condition is anillness,injury, impairment, or physicalor mental condition that
involveseither an overnightstayin a medicalcare facility, or continuingtreatment by a health
care providerfor a condition that either preventsthe employeefrom performingthe functions
of the S Y LI 2 IS & @éventsthe qualified family memberfrom participatingin schoolor
other daily activities.

Subjectto certain conditions,the continuingtreatment requirementmay be met by a period of
incapacity ofmore than 3 consecutive calendardays combined with at least two visits to a
health care provider or one visit and a regimenof continuingtreatment, or incapacitydue to
pregnancy,or incapacitydue to a chroniccondition. Other conditionsmay meet the definition
of continuing treatment.

Use ofLeave

An employeedoes not need to use this leave entitlement in one block. Leavecan be taken
intermittently or on areducedleave schedulevhenmedicallynecessary Employeesnustmake
reasonableefforts to scheduleleavefor plannedmedicaltreatment so asnot to undulydisrupt
the S Y LJ 2 8pSritions. Leave due to qualifying exigenciesmay also be taken on an
intermittent basis.

Substitution of PaidLeavefor UnpaidLeave

Employeesnay chooseor employersmay require use of accruedpaid leavewhile taking FMLA

leave. In order to usepaid leave for FMLA leaveemployeesmustcomplywiththe S Y LI 2 @ SN &
normalpaid leavepolicies.

EmployeeResponsibilities

Employeesnust provide 30 daysadvancenotice of the needto take FMLAleavewhenthe need
is foreseeable When 30 day£2notice is not possible the employeemust provide notice assoon
as practicableand generallymust complywith an S Y LJt 2 &dsnakealkin procedures.

Employeesnust provide sufficientinformation for the employerto determineif the leavemay
qualify for FMLAprotection and the anticipated timing and duration of the leav8ufficient
information may includethat the employee isunableto perform job functions; the family
memberisunableto performdaily activities, the need for hospitalization@ntinuingtreatment
by a health care provider, or circumstances supporting the need for military family leave.
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Employees also must inform the employer if the requested leave is for a reason for which FMLA
leave was previously taken or certified. Employees also may be required to provide a certification
and periodic recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under
FMLA. If they are, the notice must specify any additional information required as well as the
S Y LJ 2 &ghtS anfresponsibilities. If they are not eligible, the employer must provide a
reason for the ineligibility.

Covered employers must inform employees if leave will be designated as-pidieated and
GKS |Y2dzyld 27F €SI @S 02dzy i SR leineht: K yhé eémplay&rS S Y L
determines that the leave is not FMiphkotected, the employer must notify the employee.

Unlawful Acts by Employers
FMLA makes it unlawful for any employer to:
1 Interfere with, restrain, or deny the exercise of any right providedarfeMLA;
1 Discharge or discriminate against any person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under or relating to FMLA.

Enforcement
An employee may file a complaint with the U.S. Department of Labor or mag arprivate
lawsuit against an employer.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State
or local law or collective bargaining agreement which provides greater family or medical leave
rights.

FMLA sectiorl09 (29 U.S.C. § 2619) requires FMLA covered employers to post the text of this
notice. Regulations 29 C.F.R. §825.300(a) may require additional disclosures.
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FITNESS FOR DIANDHEALTH/MEDICAL EXAMINATIONS

TheCityendeavorgo provide asafe work environmentor allemployeeslit is theresponsibility
of each employeeto maintain the standardsof physicaland mental health fitness required
for performing the essential functions of his or her position, either with or without
reasonableaccommodation.

SeriousHealth Condition/Disabilities- The City recognizeghat employeeswith a potentially
life-threatening and/or infectious illness or physicaland/or mental disabilities may wish to
continue to engagein asmany of their normal pursuits agheir condition allows, including
their employment. As long as these employeesare able to perform the essentialfunctions
of their job, with or without a reasonable accommodation,without creating an undue
hardship,and medicalevidenceindicatesthat their conditionis not adirectthreat to themselves
or others, the Cityvill treat them consistentlyith other employees.

Medical Examsfor Current Employees- The Human ResourceDepartment may require a
current employeeto undergoa medicaland/or psychologicakxamination by a City approved
physicianto determinefitness for continued employment;as may be necessaryin order for
the City to provide a reasonable accommodation;following an injury or accident;and as
otherwisepermitted in accordancewith the Americansvith Disabilities Act.

Time Off From Work - Time away from work under this policy may be coded to paid
administrative leave but may be retroactively changedto sick leave, Family Medical Leave
Act leave, and/opther leaveas circumstances warrant.

Return to Work/Fitness for Duty ¢ Wheneveran employee has been away from work for
more than three (3) consecutivedaysdue to a physicalor mental condition, the employeeis
requiredto providethe HumanResource®epartmentwith aR 2 O (iseatddedtthat he or she
isfit to return to duty without restrictionsor listing any restrictions.Before returningto work
following a medical and/or psychologicakxaminationunder this policy, the employee must
coordinatehis/herreturn through theHuman Resourcd3epartment

Medical Examinations Any and all new and former employees may be subject to undergoing a
prescribed medical and physical examination (except for office personnel) to be made by an
officially designted medical authority. Those positions specifically identified and designated as
positions requiring medical and physical examinations shall undergo a prescribed medical and
physical examination to be made by the officially designated medical authdritg. purpose of

the examination will be the determination and certification of physical fithess and ability to
perform the duties of the position to which appointment is being considered. Such examinations
are to be made as near the effective date of enypient as possible. The Human Resources
Office has the responsibility of making appointments and arrangements for obtaining the
examination, and matters concerning the initiation and completion of the requirements should
be taken up with the Human Resousc®ffice.
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Exceptions- Physical standards and requirements will vary somewhat in accordance with the
duties and working conditions as generally set forth in the specifications for various positions and
also as to anticipated length of employment. The HunResources Director will advise the
examining medical officer regarding any special or unusual requirements of this nature. The
opinion and recommendation of the examining medical officer will determine the acceptability
of any person for employment, tperform the required duties of the position. The examining
medical officer will complete and forward to the Human Resources Director the prescribed form
indicating specific recommendations. Any discrimination on the basis of disability is prohibited.
All applicable ADA (Americans With Disabilities Act) guidelines will apply.
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FRAUOPREVENTION

It is the intention of the City of Manor to establishstandardsand requirementfor employees
with respectto fraud prevention and detection, and to respondto allegationsof fraud in
connection with City programs, functions or activities. City management and all City
employees share responsibilitieo maintain a fair, honestand ethical businessenvironment
for employees, suppliers,citizensand personsthat have a businesgelationshipwith the City.
Thiscooperativeeff2 NIi A& AYUGSYRSR (2 StAYAYlFGS FNI dzR

This policy applies to any fraud, or suspected fraud, involving employees, supervisors,
managers, elected officials, consultants, vendors, contractors, any outside agenciesdoing
businesswith employeesof suchagenciesand/or anyother partieswith a businesgelationship
with the City.

Allemployeesare expectedto maintaina highlevel of personaland professionakonducton the

job. Asa public serviceorganizationand stewardsof public funds,the City holdsits employees

to a high standardof ethical conductrelatingto the use of CityresourcesAll employeesshall

avoid fraud and are expectedo report possiblefraudulent activity or any internal/external
practicesthat may allow for or facilitate fraudulent activity. Reportscanbe madeto the/ A (i & Q &
FinanceDirector, CityManager,or any supervisoror DepartmentDirector.

Supervisorand managershavea greaterresponsibilityto upholdthis policy. Theyare expected
to initiate appropriate preventative measures,jmplement the necessarycontrols and initiate
investigationsby promptly reporting allegationsto the / A (iFén&héeDirector or CityManager
In addition, they are responsiblefor determining and enforcing disciplinaryaction with the
assistance of Human Resources.

Employeesshouldbe awareof the / A (iGel CRANERf S Ndoligy@eg§ardingfraud. Thisincludes
the individualcommitting fraud or those with knowledgeof a fraudulent act who doesnot act
in accordance with this policy.

An employeeshallimmediatelyreport concernsof possiblefraud to his or her supervisorfor
appropriate action. Immediatelyshall mean as soon asthe employeehasthe meansto make
a report but nolongerthan 24 hoursafter the employeebecomesawareof the suspectedraud.

A Cityemployeewho is contactedby citizenswith evidenceor written allegationsof fraud shall
immediatelyreport it to aCityManager

DepartmentDirectorsor supervisorswill immediatelyreport allegationsor concernsof fraud
to the FinanceDirectoror CityManagerprior to takinganyactionto investigatethe allegations
or to discipline an employee
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FUNERAL/BEREAVEMENT LEAVE

TheCityprovidesregularfull-time employeespaid time off, up to a maximumof five (5) work
days in the eventof a death(s)in the family, for the purposeof attending thefuneral. Forthe
purpose of authorizing funeral/lbereavementleave & ¥ | Y'is tlefired as current spouse,
significant other,child, parent,siblingsor grandparentdy blood or marriage . Anemployeemay
be required to provide proof ofdeath/funeral family relationship insupport of bereavement
leave.

The City Managermay, under special circumstances and on a case by case, lgsist
bereavement leave for other than immediate family members.

Bereavementleave pay is paid at the S Y LIt 2 ®aSeSalesat the time of absence.It does
not includeovertime or any specialforms of compensation.Paidtime off for bereavementis
not counted as hours worked for purposesof determining overtime. Employeesvho are on
approved funeral/bereavement leave will continteeaccrue vacation and sick leave.

Employeesvho wishto take bereavemenieavemustnotify their supervisoimmediatelyandall
bereavementeavetime takenmustbe requestedon the/ A (Léa@Requesform.

Employeesvho require leavebeyondthe 5 work daysof funeral/bereavementleave must use
either accruedsick or vacationtime and acquire approval of the Department Director.
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GIFTS

TheCitystrivesto treat employeesgitizensand individualsconductingbusinesswith the Cityin
afair and equitablemanner.An employee(andhis/her relativesand significantothers) maynot
acceptan honorariumor receiveany incomeor other material gain from anyoneoutside the
City for servicegprovidedby the employeebecauseofthe S Y LJ 2 poSit®ribéofficial duties
with the City.

IndividualCityemployeesare prohibited from solicitingfor personalgain,acceptingor agreeing
to accept any gift, gratuity, favor, benefit or anything else of value from any person,
organizationor other entity who hasdone businessjs doingbusinesspr seeksto do business,
with the City. However,an employeewho acceptsthe following types of gifts will not be in
violation of the prohibition on acceptingnygift or thingof valueso long as the aggregate value
of such gift or thing of value isder fifty dollars ($50.00juring the 12month period preceding
the date the employee becomes aware that the givad, has or seeks to have a business
relationshipwith the City

anaward publiclypresented irrecognitionof publicservice

an occasional meal where public businesdiscussed

tee-shirts, capsand other similar promotional material

any gift which conferredon accountof a personal,professionalor businesgelationship
independent of theS Y LJt 2 & S S Qaicityaniployieelza | &

= =4 -4 -4

Routinefood coupons,frequent flier awards,discountsand other promotional items awarded
to employeeswhile carryingout City businessmay be acceptedby employeesand will not
be considereda violation of this policy due to the administrativedifficulty and cost involved
in recapturing the discount or award for the City. If the item is non-routine, or of more
than minimal value, the employee must checkwith his or her supervisorto seeif the item
shouldbe returned, or in thealternative, turned over to the City.

Employeedamay not give their supervisoror anyoneelsein City managementany gift or other
item of more than a minimal value. If offered, supervisoramay not acceptsuchgifts or other
items. Givingand acceptingcards,food items (suchas cakesand cookies)or token gifts for
birthdays,. 2 & D8&yzhekdaycelebrations bereavementor similareventsis not a violation of
this policy.

The City takesthis policy very seriouslyand violations may result in disciplinaryaction up to
andincludingtermination of employment.Anyquestionsregardingthe prohibitionsimposedby
this policygenerally,or in connectionwith a specificsituation, shouldbe directedto the Human
Resource®epartment
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GROUMEALTH CONTINUATION COVERAGE

COBRA4s a federallaw that requiresmost employerswho sponsorgroup health plansto offer
employeesand their families the opportunity to temporarily extendtheir group coverageat
group ratesin certaininstancesvhere coverageunderthe S Y LJt 2 grdsi\niBsith plan would
otherwise terminate. The employee is responsiblefor paying for the cost of any such
continuation coverage, plus a small administration tieat will not exceed2% ofpremium.

Under COBRAemployeesmay elect COBRAontinuation coveragefor up to 18 months after
termination of employment(unlessthe employeeis terminated due to grossmisconduct),or if
an S Y LJ 2 &dbiiSddaireducedto suchan extent that the employee no longer qualifies
for participation in the group health plan. Under other circumstances COBRAcoverageis
available for up to 36 months following a qualifying event. Employeesmust notify the City
within sixty 60) daysof the occurrenceof the S Y LJ 2 EdalSeparationor divorceand of a
covereddependent ceasingo qualifyasa dependent undethe medical plan.

Detailed COBRAnotices are given to employeeswhen an employee becomeseligible for
participationinthe / A {gBo@p&ealth plan and againwhen a qualifyingeventoccurs.Formore
complete information on COBRAand your health plan, you should contact the Human
Resource®epartment
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HOLIDAYS

The City provides paid holidays to regular full-time employees.Every other employeeis
extendedthe official holiday,but without pay. Thefollowing officialholidays will be observed:

New, S| Dap a Januaryl

Martin LutherKingDay Third Mondayin January
PresidentdDay Third Mondayin February
Texas Independence Day March 2

Good Friday Fridaybefore Easter
MemorialDay Last Mondayn May
Independenceéday July4

LaborDay FirstMondayin September
Columbus Day Second Monday in October
+SGSNI yQa 51 Blovemberll
Thanksgivindgpay FourthThursdayn November
Thanksgivingrriday FourthFridayin November
Christmas EvBay December 24

Christmas Day December 25

In addition to the fourteen (14) recognized holidays, employees ret¢eiv€?2) floating holidays
eachcalendar year. Thelbating holidays musbe used by September 8®f each yearTo be

eligible, a nevemployee must complete the smonth probationary/training period. The floating
holidaysmust be approved by the supervisor and may not be used in less thandincrements.
Employees who leave employment with the City will not be paid for an unused floatimgyno

nor may they scheduleftoating holiday after their resignation has besnbmitted. Employees
GAAKAY3 (G2 20aSNBS 20KSN K2loldays may use ihefidaxidg i K Iy
holiday or request Vacation Leave.

Holidays- A holidayis a period of 8 hours,paidat the S Y LJt 2 &egulreate in the caseof a
regularfull-time employee.

In the event any regular, fulime, nonexempt employee of the City is required to work on a City
recognized holiday, regardless of whether the employee was scheduled or not to work, such
employee shall receive holiday comsationpay, at the rae of one and a half (1.5) times tie
hourly rate for each recognized holiday hour that employe®rks. Employees working on
Thanlsgiving Day, Christmas Daayd 4" of July will receive holiday compensatipay,at the rate

of two (2 times ther hourly rate for each recognized holiday hour that employee works. In
conjunction with the hourly rate each employee required to work a recognized hosbaly
receive &oursof holiday compensation time to be observed at a later date, hawethe holiday
compensation timeaccrued willhot roll over at the end of the fiscal year be paidout.
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Schedulingof Holiday - Holidaysoccurring on Saturdaynormally will be observedon the
precedingFridayand holidaysoccurringon Sundaywill normally be observedon the following
Monday.

Eligibility for HolidayPay- Regularfull-time employeesare eligiblefor holidaypay.
RegularParttime Employees- Regulampart-time employeesare not eligible for holiday pay

Temporaryand SeasonalEmployees- Temporaryand seasonalemployeeswill be paid their
regular hourly rates for a holiday only if required to work on a holiday. No holiday pay is
authorized forseasonal or temporargmployees who do not work on a holiday.

Employeegequired to work on a Holiday ¢ Regularfull-time non-exemptemployeesrequired
to work on a holidaywill be paid 8 hoursfor the holidayat their regularrate of payin additionto
the hours worked.

EmployeesScheduledd h B #z{i éh & Holiday - Whena holidayandan S Y LJ 2 Ee§uny &
scheduleddayoff occuron the same dayregularfull-time employees will be paid 8 hours for the
holidayat their regularrate of pay.

Ineligibility for Holiday Pay - Employeeson unpaid leave are not eligible for holiday pay.
Likewise, non-exempt employeeswho are absent without authorized leave on the day
immediatelyprecedingor following a scheduled holidayill not be paid fothe holiday, unless a
R20O02NRa y2iS Aa LINRPOARSRO®

Holiday OccurringDuring Vacation Leave- A holidaythat fallswithin an S Y LJ 2 &&&ieha

period will be countedasholidayin lieuof a dayof vacation.

SeparatingEmployees- Exceptin extraordinarysituations, separatingemployeeswill not be
allowedto use a holidayastheir final day of employment. Exceptionanust be scheduledand
authorized in advancbky the Department Director.

Paid LeaveStatus - An employeeon a paid leave status will normally be paid holiday pay in
lieu of the leavestatus paytheywould ordinarilyreceiveat the time ofthe holiday.

Holiday PayDuring2 2 NJ SondpedsationLeave- An employeeon ¢ 2 NJ SoNipeasation
leavewill not receiveholidaypay.
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INCLEMENWEATHER/EMERGENCY CLOSING

Exceptfor extraordinarycircumstancesCity offices MAY CLOSEII City employees, whether
exempt or non-exempt, are expectedto make a sincere effort to report to work during
inclement weather conditions or other emergency situations.

If an employee determinesthat the weather conditions constitute a danger to life and/or
property, the employeemust notify his/her immediate supervisorand/or DepartmentDirector
and make arrangementdgo report to work if weatherconditionsimprove. Anyleavetakendue
to inclement weather can be flexed or chargedto vacation.Regularfull-time and part-time
non-exempt employeeswho are unableto flex their time and who have no accruedvacation
time available will not be paidfor the time missed.

The DepartmentDirector/immediatesupervisoris responsiblefor seeingthat City servicesare
staffed while City offices are open for businessduring inclement weather or emergency
conditions. Any City service that cannot be provided during inclement weather or other
emergencyconditions musbe immediatelyreported to the Citya | y | ICHfi &

When weather or other conditions are such that the City Manager declares certain City
offices/departmentsofficially closed all affectedpersonne] i.e.,thosenon-essentiakemployees
who were scheduledto work duringthe time of closurewill be granted ¢paid administrative
f S I f@rfhétime the office/departmentisclosed Essentiapersonnelndfirst respondersnust
report to work even when other Citydepartmentsare officially closeddue to weather or other
type of extraordinary circumstancesEssentiapersonnelrequired beingon the job regardless
of adverseweatheror other conditionsare designatedoy the DepartmentDirectorand/or the
City Manager. Essential personnelwho fail to report to work may be subjectto disciplinary
action up to and including termination of employment. The City Manager may authorize
emergencypayattherateofone andoneK I £ ¥ G AYSAa GKS S Ydajforrdbrs SQa
exemptessential personnel.
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INJURY LEAVEATHE JOB

Leave resulting from or necessitate by any cause, including injury and/or iliness, shall not exceed
180 consecutive calendar days. Leave for more than 180 consecutive calendar days constitutes
an unusual hardship on the City and may result in terminatioengployment. The City will have

the right to follow the usual procedure to fill any position previously held by an employee that
has been on leave for more than 180 days. All accident and injuries must be reported to the
Human Resources Coordinator
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INJURY LEAVE (ONE JOB)

An employeeinjured in the line of duty shall receive g 2 NJ &MBetsationor injury leave
benefitsunderthe terms and conditionsprescribedin the applicableprogramsand asrequired
by law.

Procedures Injury leavewill run concurrently with FMLAleave(seethe sectionentitled Family
andMedicalLeave) Anemployeemustreport anyjob-relatedinjury, however minor, to his/her
supervisorimmediately, if able, by phone or in person followed by a formal accident rdysing
filed not later than 24 hoursafter the injury (see the section entitled AccidentReporting).
Timelost becauseof a substantiatedand documentedwork related injury sustainedduring the
course of employmentshall not be chargedagainstthe S Y LJ 2 &igk&&vé. Duringsuch
absencesick leavendvacationshallcontinueto accumulate.

TheHumanResource®epartmentshallcontactthe S Y LI 2 gh$sisiath determinewhether
the injurywill allow anemployee to perform modified work asther duties.

Programs

2 2 NJ Sondpedsation 2 2 NJ SdidheRsatiorLawprovidesthat an employee who suffers
adisabilitythat resultsin lost duty daysdueto aninjury while in the courseof their employment
isentittedi 2 & L.y © ¥ Bliedemcbmebenefitsare calculatedat arate of at least70%
ofthe S Y LIt 2 we®kydhdomeprior to the injury. Theworker mustbe disabledby the injury
for at least seven (®)ays tobe eligiblefor income benefits.

City Injury Leave Benefit - This benefit provides employeesinjured on the job the added
securityof receivingno reduction or interruption in salaryfor 13 weeks.Injury leave granted
to an employeewill be put in writing andforwardedto the HumanResourceDepartmentfor
proper payroll processingand placementin the S Y LJ 2 @offisleéd@ial medical file. Injury
leave benefits will begin from the time an employeebeginsto lose time due to an on-the-
job injury and will continue for 91 calendardays (13 weeks).An employeeon injury leave
will continue to collect full salarypaymentfrom the City. An employeeon injury leave may
be requiredto undergoregularexaminationsby a physicianof the CA (i éhGice. Theemployee
may be assignedo light duty. An employeeon injury leave is required to turn over to the
city all checkspaid to him/her for incomebenefitsfrom 2 2 NJ Sdvdpedsation TheCity will
monitor paymentsmadeto the employeeby the g 2 NJ &@Messationinsurancecarrier to
ensure thatall disbursed salamelated checks havieeen turned over to theCity.

Anyfailure by the employeeto turn overthe checkspaidto him/her for g 2 NJ ®mNEration
income benefits while receivingthe City injury leave benefit will result in the City withholding

anyinjury leavepaydue the employeeandthe employeewill, by suchaction,forfeit anyandall

further injury leavepayor benefits.
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INSURANCE

It is the goalof the Cityto providefull-time employeeswith a comprehensivebenefits package
that mayinclude,medical,dental, disabilityand life insurancefor eachfull-time employee.The
HumanResource®epartmentwill evaluatethe benefits being provided on an annualbasisas
part of the budgetprocessand makerecommendationgo the City Manager.Thisinsuranceis
effectiveso longasthe employeeremainson thefull-time payroll.

Insurance coveragefor an gmployee@ eligible dependentswill be made available at the
SYLX 28SSQa SELISyYyas

TheCityalsocarriesa g 2 NJ &@N@essationinsurancepolicy. In casesof job related injuries,
LINE OAAA2YA YR 0SYSTAGA T OFATIo6fS dzy RSNJ 62 NJ S

The City shall offer its retirees, age 64 and under, who were participatingin the / A (ihéafha
planat the time of their retirement, the option to purchasecontinuedhealth benefitscoverage
at a retiree calculatedrate. Currently retireesare allowedto participateinthe/ A (héafh&are
plan at the samepremium rates as active employees.If this benefit is revisedto require that

active employee and retiree insurance premiums are separatelydetermined, the retiree

premiums could increasesignificantlyand the City will require that retirees pay for their

insuranceat the higher rate.

Retireesage65andolder, will not beeligibleto continuethe/ A (héafthdlan. TheCityreserves
the right to alter, reduce,or eliminate anypenefit atanytime.
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JURY DUTY

TheCity providespaid administrativeleaveto regularfull-time employeesrequiredto serveon
jury duty or requestedto testify as a witness by the City in a Cityrelated civil, criminal,
legislative,or administrative proceeding.Court appearancedor testimony, investigation,and
court preparation as a result of official duties as a City employee (e.g., police, inspections,
animal control, etc.) are compensatedas actual hours worked and are not classifiedas paid
administrative leave.

In all other cases,employeesare required to schedulevacation; otherwise a non-exempt
SYLX 28SSQa (AYS 2l@¥ewithbditfay.0 S O2yaARSNBR |

The employee must provide documentation of the requirement for jury duty, subpoena
compliance etc., with his/her leave request. Employeesmust submit a LeaveRequestform,
along with supporting documentationto their supervisor as soon as possible so that
arrangementscanbe madeto accommodatdehe absence.

Employeeson jury duty leave should keep up with their job responsibilitiesif possible.An
employeewho is on jury duty typicallymust report for City duty for the remainderof the day

upon completionof court or jury serviceor requestapprovalfor useof other availablepaidtime

off. Al jury duty money received by aemployee shall be paid to the City as partial
NBEAYOdzZNESYSYy (G F2NJ GKS SyLi 28S5S8SQa alflNBE 2N Yl

Juryduty leaveis paid at the S Y LJ 2 BaSe$aat the time of leave and doesnot include
overtime or any other specialforms of compensationJuryduty leave will not be counted as
hoursworkedfor purposesof calculatingovertime.
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LIGHT DUTY ASSIGNMENTS

The City may makelight duty assignmentsavailableto employeeswho are unable to perform

their regularjob duties due to a temporary medical condititine decisionto offer an employee

alight duty assignmenismadein the / A (sdléd#cretion. A light duty assignmenimay be in

the S Y LI 2 &whSI€partment in the City. Factorsconsideredby the City in making its
decisioninclude, but are not limited to: the nature ofthe S Y LI 2 @B @y medical
condition; the medical release provided in support of light duty; the risk that a light duty
assignmentmay result in aggravation of the S Y LJX 2 &dndtions the type of light duty

work available; the length of the employee&) @mploymentwith the City;the SY L) 28 SS Q4
performance and disciplinary history; and whether the off duty. In making light duty
assignmentsthe City will normallygivepriority to employees whoseonditionis workrelated.

Employeesvho are releasedfor and givena light duty assignmenimaynot performwork duties
in violation of their medicalrelease An employeewho violatesthe terms of his/her medical
release whileon alight duty assignmentnaylosethe lightduty assignmenand, inaddition,may
be disciplined up to and includingrmination ofemployment.

Lightduty, due to an injurywill not extend beyond sixty (60) calendardaysfrom the date of
assignmenwithout an evaluation by a City approved physiciaand a recommendationfrom

the Department Director and Human ResourceDepartmentto the City Manager.Only the

City Manager may approvean extensionof a light duty assignmentEmployeesstill unableto

return to regularduty within sixty (60) calendardaysfrom the date of injury must re-qualify

for limited duty through evaluation by a City approved physiciaor revert to g 2 NJ S NA Q
compensationindemnity payment, accumulated sick leavEamilyMedicalLeaveAct (FMLA) or
vacation benefits, if available.

Anemployeewho isreleasedfor and offered light duty by the City,but who electsnot to accept
suchan assignmentwill be ineligible for paid sick leave benefits under the / A (Sickl &ave
Policyand salarycontinuation benefitsunder ¢ 2 NJ @Mge3ationput may still be entitled
to unpaid leave underthé A G & Qpolicg a [ !

During a light duty assignment,employeeswill typically work an 8-hour workday, Monday
through Friday.Thismeansthose employeeswho work a non-traditional schedule will usually
be temporarily reassignedo an 8-hour workday, Mondaythrough Friday,for the duration of
their light duty assignment.An S Y LJt 2 8af§ fuéing any light duty assignmentshall be
at the samerate asthe salaryreceivedprior to the injury.

Alllight duty requestsand assignmentsvill be reviewedby and coordinatedthroughthe Human
ResourcesDepartment The Human ResourcesDepartment will work with the SY L)X 28 SSQa
department in makingits decisionwhether light duty work will be offered. Beforereturningto

regularjob duties following a light duty assignmentthe employeemust coordinate his/her

return through the Human Resourcd3epartment
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LONGEVITY PAY

The City provides regular full-time employeeslongevity pay. All regudar fulltime employees
who have been continuously employed fowvo (2) years or moreeachcalendar year shall be
eligible for additional compensation at a rate of enendred ($100.00) per year for each full year
of continuous service with the City up tareaximum of twentyfive (25) years.

Longevitypay will be awarded annually, as a lusyamm,on the anniversary of the hire date
Longevitypayis not anaccrued benefit payable upotermination of employment.

Police Department Members

Police Department Membergper Texas Government Code 1832, in a municipality with a
population of 10,00 or more, each member of the police department is entitled to receive, in
addition to all other monies paid for services rendered in the department, longevity pay of $4 a
month for each year of service in the department, not to exceed twénty (25) yees.
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MANAGEMENT AUTHORITY

Generaland final authority for personneladministrationrests with the City Managerwith the
exceptionof mattersreservedto the CityCouncilby Statelaw or the CityCharter.

ManagementAuthority - The Citymaymodify, revoke,suspendjnterpret, terminate,or change
anyor all of its policiesand proceduresjn whole or in part, at anytime. Theissuanceof these
policies and proceduresdoesnot constitute a contract between the City and its employees
for any duration of employment. Thereis no specifiedlength of employment, and either the
Cityor the employeecanterminate the employmentrelationshipat anytime, for any reason.
Policy administration rests with City managementand City management reservessole
authority to administerCityoperations.

Departmental Policyand ProceduralRequirements- IndividualCitydepartmentsmay develop
policies and proceduresthat are consistentwith City policies and procedures. Department
policiesand proceduresthat are operationaland that do not relate to those in this handbook,
or other approvedoperational manuals,do not need to be reviewed and approvedby the
Human ResourcesDepartment All others, however, are subjectto approval by the City
Manager.DepartmentDirectorsare responsibldor obtainingthe necessaryeviewandapproval
prior to issuing such departmental policies and procedures.Departmental policies and
procedureswill not become effective unless they have been reviewed and approved in
accordance with this policy.

Miscellaneous- Policiesand proceduresapplyto all employeesof the City, both on and off
duty where applicable, unless otherwise indicated, restricted by proper authority, or
prohibited byState and/or Federal law.

Only the City Managerhasthe authority to enter into an employmentagreement,promise,
or commitmentcontraryto thesepoliciesand proceduresand all suchagreementspromises,
and/or commitmentsentered into by the City Manager must be contained in an express
written employment contract signelly both the CityManager and the affected employee.

Anystatementin a policyand/or procedurefoundto beillegal,incorrect,and/or inapplicablewill
not affect the validity and intent of the remainingcontent of suchpolicy or procedure. Titles
utilized do notgovern,limit, modify, or affectthe scopeof meaningor intent of anyprovision.

Any conflicts,questions,or ambiguitiesin City or departmentalpoliciesand procedureswill be
decidedbythe CityManager.

TheCityManagermay delegateaights and powersgrantedunderthesepolidesand procedures
to management level stafor to others as deemed appropriate in the Cayl y I ISNQRa a2
discretion
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MEDIAPOLICY STATEMENT

Fromtime to time, as an employeeof the City of Manor, you may receiveinquiriesfrom the

media(e.g.,newspaperstelevisionstations,radio stations,magazinespr other periodicals).To

ensurethat the Cityof Manor maintainsthe appropriatepublicimageandthat communications
to the mediaare accurateand in line with applicableCity policy, if you are contactedby the

media, you shouldrefer the individualmakingthe inquiry to the City Manager.In somecases,
the City Manager may give specific authorization to a particular employee to respond to

the media. Unlesssuchauthorizationis specificallygiven by the City Manager,no employee
other than the City Managermay give statementsto any representativeof the media. The

City Manager has authorizedthose positionsthat are consideredDepartmentDirectorsand

aboveto provide information to the mediain their area of expertise and advisethe City

Managerof the communicationthat transpired.
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MILITARY LEAVE

The City complieswith all state and federal laws relating to employeesin reserveor active
military service and does not discriminate against employeeswho serve in the military.
Temporaryemployeeswho havebrief or non-recurrentpositionswith the Cityandwho haveno
reasonableexpectationthat their employmentwith the City will continue indefinitely or for
a significantperiod of time are generallyineligiblefor extendedpaid military leavein excesof
15 days,reemployment rights, or angther militaryleave benefits undethis policy.

Thispolicy coversemployeeswho servein the uniformed servicesn a voluntaryor involuntary
basis,includingactiveduty, activeduty for training, initial activeduty for training, inactiveduty
training, andfull-time National Guardluty.

Noticeto City of Needfor Leave- Employeesnust provideasmuchadvancewritten or verbal
notice to the City as possible for all military duty (unless giving notice is impossible,
unreasonableor precludedby military necessity)Absentunusualcircumstancessuchnotice
mustbe givento the Cityno later thantwenty-four (24) hoursafter the employeereceiveshe
military orders. To be eligible for paid military leave, employeesmust complete and submit
a City of Manor LeaveRequesform alongwith the officialdocumentssettingforth the purpose
of the leaveand, if known, its duration. The LeaveRequestForm must be turned into the
Department Director and the Human Resourc&separtmentas far in advance of thieaveas
possible.

PaidLeave& Benefitsfor Training andDuty:

Full Payfor Up to 15 Days- Employeeswill be paid for military absencef up to a maximum
of fifteen (15) work daysper federalfiscalyear. Thisleavemay be usedwhen an employee is
engagedin NationalGuardor U.S.armedforcesreservetraining or duty ordered or approved
by proper militaryauthority. Thepaid leave daymaybe consecutive or scattered throughout the
year.

Other PaidLeave- Employeesvho haveexhaustedall availablepaid military leave may, at their
option, use any other available paid leave time (i.e., vacation leave, holiday leave and
compensatorytime) to covertheir absencerom work.

Unpaid Leave- After an employeehas exhaustedall availablepaid military leave (including
any other paid leave time that the employee choosesto use to cover a military absence),
the employeewill be placedon leavewithout pay.

Benefits - The City will continueto provide employeeson paid military leave with most City
benefits.
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Medical and Dental- While an employeeis on paid military leave (or any military leave of
less than thirty-one (31) days),the City will continue to pay its portion of the monthly
premium for group health benefits. When military leaveis unpaid, the employeemay elect to
continue group health coveragefor up to twenty-four (24) months following separationof
employmentor until his’herreemploymentrights expire, whichever event occursfirst, for
him/her andeligibledependents Employeesnust pay 102%of the applicablepremiumto cover
the cost of electivecontinuationcoverageunder the/ A (iggo@phealth plan.

Uponan S Y LJ 2 tid ®aemployment following military service,the City will provide
healthinsurancecoverageammediately,evenif a waiting periodis normallyrequiredfor new or
returningemployeesIn addition, a returningemployeewill not be subjectedto exclusionsfrom
coverageunlessthe exclusionsapply to injuries or conditionsthat were incurred as a result
of militaryservice.

Other Benefits- While on paid military leave,employeescontinueto accruevacation,sickleave
and other benefits provided to other employeeson paid leave. The City will also continue to

pay the premium for any City-provided life insurancewhile the employeeis on paid military
leave.While on unpaidmilitary leave,employeesare generallyineligiblefor most City-provided
benefits. Benefits,such as vacationand sick leave,do not accrue while an employee is on

unpaid leave, includingunpaid military leave.While on unpaid military leave, benefit accruals
will be suspendedand will resumeuponthe S Y LJ 2 &e®rf @ &ctive employment.Once
an employee returns to work following an unpaid leave, he/she will be treated as though
he/shewas continuouslyemployedfor purposes of determining benefits based on length of

service,such as vacationaccrualand longevity pay.

TMRS Typically,an S Y LJt 2 pefidsl ©f ainiformed serviceis deemedto constitute service
for purposesof vestingand benefit accrual. Thus,employeesearn service creditfor time spent
on active duty military leave. Servicetime is credited when an employee returns to work. To
qualifyfor servicecredit, an employeemust: return to work for the City within ninety (90) days
after discharge; receive an honorable discharge; and timely complete the necessary
application. In order to receivemonetarycredit, an employeehasthe lesserof five (5) years
or three (3) timesthe length of the military serviceto makeup any TMRScontributionsthat
were missed while on militarieave.

Returningfrom Leave

ReemploymentRights- Employeesvho complete their military servicewill be re- employed
in accordancavith federal law.

Deadlineto Notify City of Intent to Returnto Work - Thedeadlinefor an employeeto return to
work and/or notify the City that he/she intendsto return to work following military leaveis
ninety (90) daysfrom the date of discharge.Thisdeadlinemaybe extended fortwo (2) yearsor
more when an employeesuffers servicerelated injuries that preventshim/her from applying
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for reemploymentor when circumstancesbeyond the S Y LJ 2 &dbtkndake reporting
within the timelimits impossibleor unreasonable.

Required Documentation - To qualify to return to work, an employeereturning from leave
must provide documentation of the length and characterof his/her military service. Also,
evidenceof dischargeor releaseunder honorable conditionsmust be submittedto the City if
the militaryleave lasted moréhan 31calendardays.
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NEPOTISM

In order to preventconflictsof interest, to avoidaccusationsand perceptionsof biasedconduct,
andto maintainthe confidentialityof restrictedinformation, it is the policyf the Citythat:

1 Anapplicantrelated to the City Managerby marriagewithin the first or second degree
or by blood within thdfirst, second, othird degreeaccording to common laghall not be
employedbythe City.

1 Anapplicantrelated by marriagewithin the seconddegreeor by blood within thefirst,
second, orthird degreeaccording to common lawto anymemberof the City Council
shall not beemployedby the City.

1 Relationships by Marriage:
First Degree Spouse, mothein-law, fatherin-law, daughtefin-law, sonin-law
Second Degre¢ {L2dzaSQa 3ANI YRY2UKSNE alLk2dzasSQa 3N
alL2dzaSQa 3ANI yRAZ2Y ZinfalLdridza S K2 didh S0 a8 My NP A KISING
aAadSNDa &Lk dzans | ogoONeR (0KNEND K2SNNIBAA sain-BaMira S 6 6 N2 (i

1 Relationships by Blood:
First Degree Mother, father, son, daughter
Second DegreeGrandmother, grandfather, sister, brother, granddaughter, grandson
Third Degree Great grandmother, great grandfather, great granddaughter, great grandson, aunt,
uncle, niece, nephew

1 Underno circumstancewill an applicantbe employedin a departmentin which he or
she may directly or indirectly superviseor be supervisedby a member of his or her
immediate family. Immediate family includes spouse, parents, children, brother or
sister.

Promotion - In the event of a proposedpromotion, any employedfamily memberof a person
considered for promotion must agree to immediately tender his/her written, conditional
resignationbefore the candidatewill be formally consideredfor the proposedpromaotion if said
promotion would create a violation of the Nepotismpolicy. If the candidateis selectedfor and
choosedo acceptthe promotion, the conditionalresignationbecomedinal. Normally,oncefinal,
any suchresignationwill not becomeeffective until ninety (90) daysafter the promotion takes
effect.

Reorganization- In the event of a reorganization,or any other situation (other than a
promotion) giving rise tarelationship prohibitedby this sectionof the policy,the lowerranking
employeewill be required to immediatelyresignhis/her employment. If both employeesare
of an equal rank, one of them will be required to immediately resign his/her employment.
Normally,anysuchresignationwill not be effectiveuntil ninety (90) daysafter the engagement,
reorganization, etc., occurs.
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Other Restrictions- Thefollowingrestrictionsapplyon the employmentof anyrelative, including
thosedefinedas familynembersunderthis policy:

1 No employeein the relationship will supervise,review or processthe work of the
other;

 The S Y LJ 2 @efatbastip must not create a conflict between employees/ City
interests; and

1 Theremust be no interdependenceor relationshipbetweenthe jobs of the individuals
concernedwhichcouldbe potentiallydetrimentalto the interestsof the City.

Relativesvill not normallybe permitted to workin the samedepartmentwith eachother without
prior written authorization from the City Manager (or designee).In addition, written
authorizationmustalsobe obtainedfrom the CityManager(or designee}o employanyrelative
of a current Cityemployee.

Marriage of Current Employees- In the event of a marriagebetweentwo City employees,a
promotion, reorganization,or any other situation giving rise to a relationship prohibited
by this policy, one or both of the affected employeesmust immediately seeka transfer to
another availableposition within the City for which he or sheis qualified and that meetsthe
requirementsof this policy. If a suitabletransfer cannotbe madewithin ninety (90) daysof the
event giving rise to a relationship prohibited by this policy, one or both of the affected
employees will be required to resign from employment.

GrandfatherClause- TheCityis awarethat, asof the effectivedate of this policy,there are City
employeesthat are related, by blood or by marriage, to other City employees. These
employeeswillbed 3 NJ ¥ R F tindekti8spdidy eneaningthey will be permitted to continue
their employmentwith the Cityaslongasthe requirementsand restrictionssetout in this policy
aremet. Please be informed that thgrandfather provision igor familyrelationships as thegxist
asof the revisiondate of this policy. Anyfuture changego the family relationshipand/or the
employment status of the affected employee(s)will be governed by the requirements of
this policy.

Periodic Review - Periodically, the City Manager (or designee) will review the job

descriptionsandinterrelationshipbetweenthe affectedjobsanddeterminewhetherthey meet

the requirementssetout in this policy. If one or more of theserequirementsare not met, one

or both of the affected employeesmust immediately seek a transfer to another available
position within the Cityfor which he or sheis qualified. If a suitabletransfer cannotbe made

within ninety (90) days, one or both of thaffected employees wilbe required to resign from
employment.

Application of Policy - This policy appliesto all full-time, part-time and temporary seasonal
employeesof the City.
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ON-CALL & CALL BACRMPENSATION
(Non-exemptEmployees)

The City providesfor after-hour serviceneedsby allowing some departmental operationsto

designatecertain non-exemptemployeeso be on-call. Employeegiesignatedo be on-callare
expectedto respondto departmental after-hour service needs as required by procedures
establishedby their Department.

Foranon-exemptemployeeto be designatedasofficiallyon-call:

1 The employee mustwear a digital pager and/orcell phone for City communication

purposes.

Theemployee must respondithin 30 minutes tatheir Department.

Theemployeemust be designatedason-call personnelon a scheduleapprovedby their

Department Director.

1 Employees serving in an-@all position must hava telephone number at which they can
be reached during offiours.

1
T

Return to work provisions - After regularly scheduledworking hours, on-call employeesare
free to pursue personalactivities but must respondto a call back (via paging, telephone,or
radio) within designatedguidelinesset by their Department.Employeesiesignated as oncall
must befit, both mentallyand physicallyto accomplish orcallservicemeededwithin the time
frame required.

Compensation On-callstatus is notonsideredime worked,howeveradaily stipendof
$10.00 per day shallbe paidto those employeesdesignatedason-callemployees.

On-callemployeescalledbackto the workplacewill be paid at their regularrate of payfor actual
hoursworked. Timeworkedimmediatelyafter regularlyscheduledvorkinghoursat the request
or approvalof the supervisorwill not be consideredcaltback and is paid at the SYLJX 2& SSQa
regular rate of pay until overtime requirementsare met. Continuingwork on a calkbackthat
extendsbeyondthe one-hour minimum and into a day off doesnot entitle the employee
to additionalpremiumpay. Traveltime to andfrom a caltbackis compensablainderthis policy
if the caltback is due to situation that requires immediate attention and is unscheduled.
Travel time to and from the work site performing regularly scheduled rounds is not
compensableOn call procedureswill be conductedin accordancewith departmentalpolicy
and suchpolicy must be approvedby the City Manager. In all casesgmployeesmust report
their actual hours worked on their time sheets. Employeesexempt from overtime are not
eligible for compensationunder the provisionsof this policy. The City will pay overtime as
required by the FairLaborStandardsAct or other City policiesregulating overtime.
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Departmental Policies- EachDepartmenthasits own internal proceduresfor handling on-call
services. Departmentsmay establishguidelinesfor varying levels of responseto call back
situations dependingpon the natureandimportanceof the servicedo be completed.
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OUTSIDE AND SEEMPLOYMENT

Cityemployeesmay engagein outside or selfemploymentprovidedthey receiveprior written
approvalfrom the City Managefor designee)DepartmentDirectorsmust alsoreceivewritten
approvalfrom the CityManagerprior to engagingn outside or selemployment.

Employeesmay not accept outside or selfemployment that conflicts with the effective
performanceof the employeewhile on duty with the City, or conflictin any way with the best
interests of the City. Other outside activities, suchas volunteer activities, that might similarly
distractfromanS Y LJ 2 @b#itgt@prform hisor her job with the Cityare alsoprohibited.

An employeewill not be coveredby the / A (6820N3| @MEeSationinsurancewhile working
for anotheremployeror while selfemployedunlessthe employeeis requiredto perform official
Cityemploymentactivities while engaged in suclitsideor selfemployment.

Approvalfor outsideor selfemploymentassetout in this policydoesnot authorizean employee
on FMLAleave,sickleave,disabilityleave,g 2 NJ &mMge3ationleave,or an unpaid leave of
absence,to engagein any outside or selfemployment. Under no circumstancesmay an
employee on FMLA leave, sick leave, disability leave, 2 NJ SoMpefsationleave, or an
unpaidleaveof absencegngagen outside orselfemployment.

For purposesof this policy, outside or selfemploymentincludesa job, activity or enterprise
(includingseltemployment)which constitutesa form of employmentor businessoutside the
responsibilitiesof employmentwith the City. This policy is not intended to cover volunteer
work with a non-profit organization such as United Way, Girl Scouts, American Heart
Associationfaith basedactivitiesor similar activitieswhere compensationis neither expected
nor paid in theordinary course of operations.
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