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FINANCE AND ADMINISTRATION COMMITTEE MEETING 

1. CALL TO ORDER - ROLL CALL 

2. APPROVAL OF AGENDA 

3. APPROVAL OF MINUTES 

a. Finance and Administration Committee – Committee Meeting – June 11, 2018 

4. NEW LEGISLATION/DISCUSSION ITEMS 

a. ORDINANCE MAKING SUPPLEMENTAL APPROPRIATION FOR DEBT 

SERVICE PAYMENT. 

5. LEGISLATION FOR SECOND READING 

a. RESOLUTION ADOPTING THE TAX BUDGET FOR THE CITY OF 

REYNOLDSBURG OHIO, FOR THE FISCAL YEAR BEGINNING JANUARY 1, 

2019; AND DECLARING AN EMERGENCY. (First Reading 6/11/2018).  

 

b. ORDINANCE TO AMEND THE CODE OF ORDINANCES OF THE CITY OF 

REYNOLDSBURG, OHIO: SECTIONS 160.01 DEFINITIONS; 160.02(f) POLICE 

DEPARTMENT; 160.03(b) SENIOR POLICE MANAGEMENT; 160.04 OTHER 

COMPENSATION; 160.05(a)(1) Exempt - Salary; 160.08 (b)(6) Lieutenants; 160.08 

(b)(7) Chief of Police AND 160.09 (a) GROUP INSURANCE OF CHAPTER 160 

EMPLOYEE COMPENSATION. (First Reading 6/11/2018). 

http://www.ci.reynoldsburg.oh.us/
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6. LEGISLATION FOR THIRD READING 

a. ORDINANCE TO REPEAL AND REPLACE ORDINANCE 14-03 PASSED 

MARCH 10, 2003 "THE CITY OF REYNOLDSBURG PERSONNEL POLICY 

AND PROCEDURE MANUAL. (Second Reading 5/29/2018).  

 



MINUTES COMMITTEE MEETING 

REYNOLDSBURG FINANCE AND ADMINISTRATION COMMITTEE 

June 11, 2018 
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Ward 2 Councilmember Brett Luzader called the meeting to order at 8:09 PM 

 

Call to Order - Roll Call 

PRESENT: Clemens, Luzader, Spalding, Joseph 

ABSENT: Cotner 

 

Approval of Agenda 

Agenda stands approved. 

Approval of Minutes 

a. Finance and Administration Committee – Committee Meeting – May 29, 2018 

RESULT: ACCEPTED 

NEW LEGISLATION/DISCUSSION ITEMS 

RESOLUTION ADOPTING THE TAX BUDGET FOR THE CITY OF REYNOLDSBURG OHIO, 

FOR THE FISCAL YEAR BEGINNING JANUARY 1, 2019; AND DECLARING AN 

EMERGENCY. --- Cotner. Finance and Administration Committee. 

Mr. Cicak:  Good evening everyone.  This is legislation that many of you that have been here a long 

time know exactly what it is. But for the new people, this is the beginning of the budget process.  We 

take historical data, make our best estimate and submit it to the three counties that we occupy.  I 

intend for it to be read three readings but I can't wait 30 days after that because it has to be in by 

September 9th.  Legislation is a statutory requirement dating back to the 1900s in the ** language 

era.   

Public hearing also requested for July 9, 2018. 

 

Mr. Luzader asked for questions. 
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RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 6/11/2018 8:00 PM 

MOVER: Brett Luzader, Ward 2 Councilmember 

SECONDER: Mel Clemens, Ward 4 Councilmember 

AYES: Clemens, Luzader, Spalding 

ABSENT: Cotner 

ORDINANCE TO AMEND THE CODE OF ORDINANCES OF THE CITY OF 

REYNOLDSBURG, OHIO: SECTIONS 160.01 DEFINITIONS; 160.02(F) POLICE 

DEPARTMENT; 160.03(B) SENIOR POLICE MANAGEMENT; 160.04 OTHER 

COMPENSATION; 160.05(A)(1) EXEMPT - SALARY; 160.08 (B)(6) LIEUTENANTS; 160.08 

(B)(7) CHIEF OF POLICE AND 160.09 (A) GROUP INSURANCE OF CHAPTER 160 

EMPLOYEE COMPENSATION. --- Cotner. . 

Mrs. Boller:  Thank you.  The majority of this legislation request is to have a Deputy Chief added to 

authorized strength and moving the Lieutenants back down to non-exempt employees.  I believe the 

Chief has ** for the Deputy position rather than adding the third lieutenant and I'd be happy to 

answer, or the Chief can answer questions. 

 

Mr. Luzader:  I've talked to the Chief a few times about this.  Are there any other questions from 

members of the Committee? 

 

Mr. Spalding:  Just so we all understand, we basically had a lieutenant that we were going to add, but 

now we've changed that so that goes away and we're bringing in an Assistant Chief for very specific 

duties.  Is that correct? 

 

Mrs. Boller:  Yes, when we added the extra strength of officers under the previous Chief, we had 

requested that there be a third lieutenant and instead of that third lieutenant, we'd like to have a 

Deputy Chief.   

 

Mr. Luzader:  If I understand correctly, one of the main duties of the Deputy Chief will be to handle 

a lot of the internal affairs? 

 

Chief Plesich:  Ladies and gentlemen, that is correct.  We are currently under internal affairs 

investigation number 10 for the year and with our history, we need to send a message that these 

investigations are important, they're serious and we're there to conduct them in the most professional 

manner.  Apparently, by policy, internal affairs investigations are given to a lieutenant or even a 

patrol sergeant, it can go that low.  And with our history here I just think it's the right time to send a 

message that we're going to do things properly, on the up and up, thorough and accurately.  So that 

would be one of the main reasons of the Deputy Chief.   

 

President Joseph:  Thank you.  Chief, could you just briefly explain, once this legislation is 

approved, what is going to be the process of how the Deputy Chief will be selected. 
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Chief Plesich:  Well, we have worked with personnel, do you want to talk about the process?  It 

would pretty much mirror the Chief process.  The Mayor wanted to make it very specific.  The 

general thought is, when somebody has reached the command level of management and certain 

testing is not as important as it is for an officer or a sergeant.  It's more of an executive search.  

 

Mrs. Boller:  It is a Civil Service position so it will follow all of the rules and regulations of a Civil 

Service but it will mimic how we went about finding Mr. Plesich.   

 

President Joseph:  Assuming there is ever a vacancy in the Chief position is it stated or not stated 

anywhere here that the Assistant Chief would automatically become the Acting Chief until a new 

Chief is picked or is that unaddressed. 

 

Mrs. Boller:  I would say that the Mayor would generally appoint someone as Acting Chief that 

would be the second in command and probably most likely but probably not a guarantee that that 

would take place.  

 

President Joseph:  So Mr. Mayor, you want the flexibility of possibly selecting somebody else. 

 

Mayor McCloud:  It would be possible but it would be most likely unless there is some extenuating 

circumstance that the Deputy Chief would be come acting Chief until we had a permanent Chief. 

 

Chief Plesich:  Just a follow up, in my analysis, I did include that as the number 5 reason, Duty and 

Responsibility to serve as the acting Chief in the Chief's absence. So if there were training or rare 

vacation or something like that I would assume that the Deputy Chief would take over and it will be 

my goal to have that person ready to take over at a moment's notice.  But the Mayor is very 

comfortable with the chain of command.   

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 6/11/2018 8:00 PM 

MOVER: Brett Luzader, Ward 2 Councilmember 

SECONDER: Marshall Spalding, Ward 3 Councilmember 

AYES: Clemens, Luzader, Spalding 

ABSENT: Cotner 

LEGISLATION FOR EMERGENCY ADOPTION 

67-18 

ORDINANCE TO AUTHORIZE THE MAYOR TO ENTER INTO AN AGREEMENT WITH 

SOUND COMMUNICATIONS FOR REPLACEMENT AND UPDATE OF THE COUNCIL 

CHAMBERS AUDIO SYSTEM; APPROPRIATING FUNDS THEREFOR; AND 

DECLARING AN EMERGENCY. --- Cotner. Finance and Administration Committee. 

Mrs. Beggerow:  The appropriation request is to be $9,000 and not the original amount.  We were 

able to find the funds in a line item in the Service Budget so we are only asking for $9,000 to cover 

the difference.   
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Mr. Clemens:  I think it should be a hurry so I can hear what we're talking about.  I think it's a good 

deal, its good for everyone that comes here to understand what's going on and the price seems alright 

so I would be in favor.   

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 6/11/2018 8:00 PM 

MOVER: Brett Luzader, Ward 2 Councilmember 

SECONDER: Mel Clemens, Ward 4 Councilmember 

AYES: Clemens, Luzader, Spalding 

ABSENT: Cotner 

LEGISLATION FOR THIRD READING 

ORDINANCE TO REPEAL AND REPLACE ORDINANCE 14-03 PASSED MARCH 10, 2003 

"THE CITY OF REYNOLDSBURG PERSONNEL POLICY AND PROCEDURE MANUAL. 

--- Cotner. Finance and Administration Committee. 

Mr. Luzader moved to hold until June 25 

Second by Mr. Clemens 

Motion unanimously carried. 

RESULT: ITEM HELD Next: 6/25/2018 7:35 PM 

3.a

Packet Pg. 6

M
in

u
te

s 
A

cc
ep

ta
n

ce
: 

M
in

u
te

s 
o

f 
Ju

n
 1

1,
 2

01
8 

7:
35

 P
M

  (
A

p
p

ro
va

l o
f 

M
in

u
te

s)



City Auditor's Office 
Stephen Cicak 

7232 E. Main Street 

Reynoldsburg OHIO 43068 

614/322-6858 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  June 25, 2018 

TO:  Finance and Administration Committee 

    RE: Ordinance Making Supplemental Appropriation for Debt Service Payment 

 

Approval: 

Completed 

Brad McCloud 

Completed 

Jed Hood 

Skipped 

Stephen Cicak 

 

Ordinance Making Supplemental Appropriation for Debt Service Payment 

From the Unappropriated Debt Service Fund for the amount of $7,767.09 be Appropriated to 

Account Number 310.991.5414 Principal  

For the completion of the Livingston Ave OWPC project   

Payment is due 12/31/2018 
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City Auditor's Office 
Stephen Cicak 

7232 E. Main Street 

Reynoldsburg OHIO 43068 

614/322-6858 Phone 

 

 

RESOLUTION REQUEST 

 

DATE:  June 25, 2018 

TO:  Finance and Administration Committee 

    RE: Resolution Adopting the Tax Budget for the City of Reynoldsburg 

Ohio, for the Fiscal Year Beginning January 1, 2019; AND 

DECLARING AN EMERGENCY. 

 

Approval: 

Skipped 

Brad McCloud 

Skipped 

Jed Hood 
Stephen Cicak 

 

Emergency/Suspension: Emergency 

Reason For Emergency: Financial needs of the City's government 

 Per ORC must be PASSED and EFFECTIVE prior to July 20th 2018 

Emergency adoption requested upon third reading.  

Public Hearing requested for 7/09/2018 as required.   
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Human Resources Dept. 
Sandra Boller 

7232 E. Main Street 

Reynoldsburg OHIO 43068 

614-322-6868 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  June 25, 2018 

TO:  Finance and Administration Committee 

    RE: ORDINANCE TO AMEND THE CODE OF ORDINANCES OF THE 

CITY OF REYNOLDSBURG, OHIO: SECTIONS 160.01 

DEFINITIONS; 160.02(f) POLICE DEPARTMENT; 160.03(b) SENIOR 

POLICE MANAGEMENT; 160.04 OTHER COMPENSATION; 

160.05(A)(1) Exempt - Salary; 160.08 (b)(6) Lieutenants; 160.08 (b)(7) 

Chief of Police AND 160.09 (a) GROUP INSURANCE OF CHAPTER 

160 EMPLOYEE COMPENSATION. 

 

Approval: 

Completed 

Brad McCloud 

Completed 

Jed Hood 

Completed 

Stephen Cicak 

 

REQUEST CHANGES TO CHAPTER 160.01 DEFINITIONS; 160.02 (f) AUTHORIZED 

POSITIONS, PERSONNEL, CLASSIFICATION AND PAY GRADE - Police Department; 

160.03 (b) SALARY SCHEDULE - Senior Police Management; 160.04 (4)  OTHER 

COMPENSATION -  Lieutenant; 160.05 OVERTIME ELIGIBILITY (A)(1) Policy - 

Exempt - Salary; 160.08 (b)  ADMINISTRATION OF PAY PLAN Individual Increases (6) 

Lieutenants (7) Chief of Police AND 160.09 (a) (2)  GROUP INSURANCE. 
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160.01 DEFINITIONS 

 

Active Pay Status:  Except where otherwise defined in this manual, active pay status 

is a period when an employee is eligible to receive pay directly from the City and 

includes hours worked, and/or paid leave. 

 

ADA:  Americans With Disabilities Act. 

 

Appointing Authority:  Elected Official, commission, board or body having the 

power to appoint, to remove, to suspend or otherwise discipline positions in any 

office, department, commission, or board.  

 

BWC:  abbreviation for Ohio Bureau of Workers' Compensation. 

 

City:  The City of Reynoldsburg, Ohio. 

 

Classification (Class): a position, or group of positions that involve similar 

responsibilities and require similar qualifications to which the same schedule of 

compensation equitably applies. 

 

Classification Plan (Class Plan):  alphabetically arranged compilation of the 

classification specifications for employees of the City. 

 

Classification Series:  classifications which are closely related, and grouped to form a 

career progression.   

 

Classification Title:  descriptive name of a group of positions similar enough to be 

included under a single classification. 

 

Classified Service:  all persons in the employ of the City, not specifically included in 

the unclassified service. 

 

Collective Bargaining Agreement:  written agreement(s) entered into between the 

City and an exclusive representative of employees of the City pursuant to ORC 

Section 4117.  

 

Commission:  the Civil Service Commission of the City of Reynoldsburg, Ohio.  

    

Compensatory Time:  the substitution of earned hours off, in lieu of overtime pay. 
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Continuous Service:  uninterrupted service of an employee with the City where no 

break in service occurs.  Authorized leaves of absence, or any separation from 

service which carries with it the right to reinstatement or reemployment shall not 

constitute a break in service provided the employee is reinstated or reemployed 

within the allowable time.  However, time spent on a leave of absence without pay, 

layoff, or other separation shall not be included where the completed service of the 

employee is utilized to determine eligibility for City-provided benefits, except where 

the employee has a right to such benefits under USERRA (Military Leave). 

 

Day(s):  unless otherwise specified, means calendar day(s). 

 

Demotion:  change in position that reduces the employee's scope of responsibility 

and compensation. 

 

Department:  city organizational unit directed and controlled by the City and charged 

with a specific public service function and mission. 

 

Department Head:   supervisor (as defined herein) charged with the responsibility of 

managing a department on behalf of the City.  Also called Director in some 

departments. 

 

Designee:  any person authorized by the City or management official to perform a 

function with or on behalf of the City or management official. 

 

Director: an unclassified supervisor (as defined herein) charged with the 

responsibility of managing a department on behalf of the City.  

 

Discourteous Treatment:  failure by an employee to treat others with respect, in a 

polite and courteous manner. 

 

Dishonesty:  disposition to lie, cheat, or defraud; untrustworthiness; lack of integrity. 

 

Distribution:  an act of distributing goods, materials, and/or written materials or 

literature. 

 

Division:  city organizational unit directed and controlled by the City and charged 

with a specific public service function and mission. 
 

Division Head: supervisor (as defined herein) charged with the responsibility of 

managing a division on behalf of the City.  Also called Superintendent in some 

divisions. 
 

Earned Time:  includes hours actually worked plus hours granted to the employee by 

the City for holiday, and/or any paid leave provided. 
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Emergency Appointment: an appointment may be made by the Appointing Authority 

without regard to the Chapter160 or the rules of O.R.C. 124.01 to 124.64, but in no 

case to continue longer than six months,  and in case shall successive appointments 

be made.  

 

Employee:  any person holding a position subject to appointment, removal, 

promotion, or  demotion by the Appointing Authority. 

 

Employee, Classified:  an employee included in the Classified Civil Service of the 

City of Reynoldsburg as defined by City Charter. 

 

Employee, Half-Time:  part-time employee who regularly works 20 hours per week 

who will receive sick time of 2.30 hours per pay, vacation at 1.54 hours per pay, and 

holiday pay at 4 hours per holiday. 

 

Employee, Full-Time:  an employee whose employment is expected to continue for 

longer than one year and who normally works a standard workweek of a minimum of 

37.5 

 

Employee, Seasonal:  An individual hired primarily to perform services which 

because of climatic conditions or because of the seasonal nature of such service, it is 

customary to operate only during regular periods of forty weeks or less in any 

consecutive fifty-two weeks.  

 

Employee, Service Date: date on which an employee was appointed to initial 

employment with the City adjusted for time off without pay, or any prior service 

credit. 

 

Employee, Three-quarter time:  part-time employee who regularly works 30 hours 

per week who will receive sick time of 3.45 hours per pay, vacation at 2.31 hours per 

pay, and holiday pay at 6 hours per holiday. 

 

Excused Absence:  absence from work with the approval of the Appointing Authority 

or appropriate designee (e.g., sick leave, vacation, holiday, unpaid leave of absence, 

etc.). 
  

Exempt Employee:  salaried employee determined to be exempt from the minimum 

wage and overtime provisions of the Fair Labor Standards Act, and who therefore 

does not have to legally be paid the statutory minimum wage and/or be compensated, 

at premium rates, for additional hours worked in the workweek. 

 

FLSA:  abbreviation for the Fair Labor Standards Act. 
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FML:  abbreviation for Family and Medical Leave. 

 

Flex-Time:  adjustment of an employee's work hours to avoid the employee working 

in excess of 40 hours in one (1) workweek or any other standard work period 

established in accordance with the FLSA. 

 

Immediate Family:  spouse, mother, mother-in-law, father, father-in-law, son, son-in-

law, daughter, daughter-in-law, step-son, step-daughter, step-mother, step-father, 

brother, brother-in-law, sister, sister-in-law, grandparents. 

 

Interim Appointment: Interim appointment, made necessary by reason of sickness, 

disability, or other approved leave of absence of regular officers or employees shall 

continue only during, such period of sickness, disability or other approved leave of 

absence. Interim appointments shall be made only to fill a vacancy that results from 

an employee’s absence, or to fill a vacancy that results because of an other employee 

receives an interim appointment.  

 

Injury Leave:  period of time granted by the Appointing Authority or designee for 

inability of the employee to work because of an on-the-job accident substantiated by 

a medical report. 

 

Legal Holidays:  days proclaimed by the Mayor as days which employees are 

normally not required to work and are paid the normal hours per day at the 

employee’s prevailing rate, according to the schedule set forth in Section 5.06 or 

5.061 herein, as applicable. 

 

Length of Service:  interval from the employees service date to any given date. 

 

Longevity:  Full-time employees of the City shall be eligible for longevity 

compensation at the conclusion of six years of continuous service. Payment will be 

made annually as a lump sum. 

 

Non-Exempt Employee:  an employee who is entitled to be paid the federal minimum 

wage and to be paid at the rate of one and one-half (1 1/2) times the employee's 

regular rate of pay for all hours worked in excess of 40 in the established workweek 

or other standard work period established in accordance with the FLSA. 

 

O.R.C.:  abbreviation for the Ohio Revised Code.  Also abbreviated as R.C. when 

followed by a chapter or section number. 

 

OSHA:  abbreviation for Ohio's Occupational Safety and Health Act. 
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Occasional Labor/Independent Contract:  an employee who works on an irregular 

schedule which is determined by the fluctuating demands of the work and is 

generally not predictable and not paid through a timesheet.  

 
 

Overtime:  time worked by non-exempt full-time employees in excess of the normal 

schedule. 

 

PART-TIME: an individual that does not work a regular 40 hour work week . 

 

PERS:  abbreviation for the Public Employees Retirement System. 

 

PFDPF:  abbreviation for the Ohio Police and Fireman’s Disability and Pension 

Fund. 

 

Pay Period:  the official pay period shall be biweekly. 

 

Pay Plan:  schedule of compensation rates established for all classifications or 

positions in the City service. 

 

 

Personnel Actions:  a specific act by the City to implement a personnel decision (e.g. 

hiring, promotion, demotion, suspension, removal, layoff, wage increases). 

 

Personnel Decisions:  such decisions include, but are not limited to:  (1) recruitment, 

(2) selection, (3) placement, (4) testing, (5) training, (6) promotions and transfers, (7) 

layoff and recall, (8) removal, (9) disciplinary action, (10) employee benefits and 

compensation, and (11) tangible program services and benefits. 

 

Position:  group of duties and responsibilities assigned or delegated by competent 

authority to be performed by one (1) person.  All of the positions listed in the 

organizational chart constitute positions within City.  Positions and the duties of a  

position may be revised, but the employee's classification remains the same unless 

the position is reclassified. 

 

Prevailing Pay Rate:  rate of compensation in effect at any time. 

 

Prior Service Credit:  the City will allow service credit for any prior service an 

employee may have had with the City or any other Ohio governmental agency or 

Ohio political subdivision.  Part-time service will be pro-rated for prior service credit 

purposes. 

 

Promotion:  change in position which results in an increase in an employee's 

compensation and responsibility. 
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Separation (except for cause):  applies when the employee leaves the City service of 

his own volition. 

 

Sick Leave:  period of time granted by the Appointing Authority or appropriate 

designee due to inability of the employee to work because of physical or mental 

sickness, or injury due to an off-the-job accident. 

 

Solicitation:  act of requesting an individual to purchase goods, materials, or services, 

or a plea for financial contribution. 

 

Superintendent:  a classified individual who has been authorized by the City to 

perform or assist in performing some or all of the following:  hiring, transferring, 

suspending, laying off, recalling, promoting, discharging, assigning, rewarding, 

interviewing, evaluating, approving leave requests, approving payroll time sheets or 

disciplining employees under the direction of the City; to responsibly direct 

employees; to adjust their grievances; or to effectively recommend any of these 

actions. Also referred to as Supervisor. 

 

Supervisor:  a classified individual who has been authorized by the City to perform or 

assist in performing some or all of the following:  hiring, transferring, suspending, 

laying off, recalling, promoting, discharging, assigning, rewarding, interviewing, 

evaluating, approving leave requests, approving payroll time sheets or disciplining 

employees under the direction of the City; to responsibly direct employees; to adjust 

their grievances; or to effectively recommend any of these actions. Also referred to as 

Superintendent. 

 

 

Suspension:  relief of an employee from duty without pay, usually for a short period 

of time as a disciplinary measure.  

 

Transfer:  voluntary and/or involuntary reassignment from one department in the City 

service to another. 

 

Training Appointment:  In the event of a planned (i.e. retirement, notice given of 

separation) employee separation, the Appointing Authority may employ an additional 

employee for no longer than eight (8) weeks while the current employee continues 

their employment with the City.  

 

Unclassified Service:  those positions set forth in Section 7.03 of the City Charter as 

applied to the Civil Service of the City of Reynoldsburg.  Positions in the 

unclassified service shall be exempt from all examinations. 
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Vacation Leave:  period of time granted by the Appointing Authority or appropriate 

designee during which employees are exempt from work and paid at the employee=s 

prevailing rate. 

 

Vacation Year:  the interval of time based on the employee’s service date with the 

City and extends from service date to service date. 

 

Vendor:  any individual or group engaged in or desiring to engage in the supply of 

goods, materials, or services, (which are utilized in the conduct of public business) to 

the City and/or its employees.  

 

Work Area:  any office, room, or physical location where official City business is 

transacted and/or operations of the City are conducted. 

 

Work Time:  the time when an employee's duties require that the employee be 

engaged in work tasks.  

 

Written Reprimand:  written record of disciplinary action, usually issued after a 

written warning has failed to improve an employee's conduct or when the employee 

has committed a more serious violation, which is provided to the employee and 

placed in the employee's personnel file in an attempt to improve the employees 

conduct and performance. 

 

Written Warning: written documentation of a verbal counseling and instruction 

which is provided to the employee and placed in the employee's personnel file to 

correct any misconduct and improve the employee's conduct and performance. 
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160.02  AUTHORIZED POSITIONS, PERSONNEL, CLASSIFICATION AND PAY 

GRADE 

 

 

Position        Personnel  Classification    Pay Grade 

 

(a) ADMINISTRATIVE 

Mayor      1   Unclassified  See Sect.141.01 

Auditor    1   Unclassified  See Sect.143.01 

City Attorney     1    Unclassified  See Sect.147.03 

Asst. City Attorney   1   Unclassified   19 

Asst. City Prosecutor    2 p/t   Unclassified               19 

City Attorney Secretary   1         Unclassified    15 

City Attorney Clerk   1   Classified   12 

Mayor's Secretary*   1p/t   Unclassified   15 

Clerk of Courts    1   Unclassified   16 

Assistant Clerk of Courts   1   Classified   11 

Data Entry Operator   1p/t     Classified     6 

Data Entry Operator   1    Classified     6 

Clerk of Council    1  Unclassified   16 

Asst. Clerk of Council  1 p/t  Unclassified   10 

Tax Administrator   1   Classified   15 

Deputy Auditor   1  Unclassified   15 

Auditor's Secretary   1 p/t  Unclassified   10 

Finance Manager   1  Classified   21 

Civil Service 

Administrative Assistant  2 p/t  Unclassified   15 

Special Events/Media Coordinator 1  Unclassified   12 
* Mayor’s Secretary to be shared with Human Resources Department 

 

(b) DEPARTMENT OF COMPUTER SYSTEMS 

Director of Computer Systems 1  Unclassified   20 

Network Systems Administrator 1  Classified   19 

 

(c) DEPARTMENT OF DEVELOPMENT 

Development Director   1  Unclassified   21 

Development Director  

Administrative Assistant**  1pt  Unclassified   10 

Planning & Zoning Administrator      1  Classified   19 

 

(d) HUMAN RESOURCES DEPARTMENT 

Director of Human Resources  1  Unclassified   20 

Human Resources Generalist   1  Unclassified   12 
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(e) PARKS & RECREATION DEPARTMENT 

Director    1  Unclassified   20 

Administrative Assistant  1  Unclassified   12 

Director Senior Citizens Center 1  Classified   16 

 

Position        Personnel  Classification    Pay Grade 

 

Senior Citizens Assistant  2 p/t  Classified     9 

Senior Center Activities Instructor 1 p/t  Classified     5 

Recreation Superintendent  1  Classified   14 

Grounds Superintendent  1  Classified   14 

Parks Maintenance –Crew Leader   1  Classified   11 

Parks Grounds Maintenance  2  Classified     2    

Parks Maintenance    2  Classified     6     

Horticulturist    1  Classified     8 

 

Seasonal & Occasional     Variable  Unclassified          See160.03(d) & (e) 

 

(f)  POLICE DEPARTMENT 

Director of Public Safety  1  Unclassified          26 

Chief of Police   1  Classified          26A 

Deputy Chief of Police  1  Classified          24A 

Lieutenant    32  Classified          22A       

Sergeant    9  Classified  See Chapter 166 

Police Officer    57  Classified  See Chapter 166 

Dispatcher    8  Classified  See Chapter 162 

Support Services Supervisor  1  Classified            16 

Property Room Coordinator  1  Classified   10 

Property Room Clerk   1p/t   Classified   7 

Chief of Police  

Administrative Assistant  1  Classified            14 

Public Service Records Technician 3  Classified   9 

Court Specialist   1  Classified   9 

Detective Bureau Administrative 

Assistant        1  Classified   9 

Command & Staff Administrative 

Assistant        1  Classified                              10 

Accreditation Manager  1 p/t  Classified            10 

Court Liaison    2 p/t  Classified            13 

 

(g) SERVICE DEPARTMENT 

(1)  Director of Public Service 1  Unclassified   25 

Service Director  

Administrative Assistant  1  Unclassified   13 

Secretary       1  Classified     8 

Maintenance Foreman   1  Classified   14 

Custodian    2  Classified     5 
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Maintenance Crew Leader  1  Classified     9 

 

(2) Building Division 

Chief Building Official  1  Classified   19 

Asst. Chief Building Inspector 1  Classified   17 

Building Inspector I   3  Classified   14 

Administrative Assistant  1  Classified   11 

Code Compliance Officer  2  Classified     6 

 

 

(3) Water/Wastewater Division 

Superintendent   1  Classified   18 

Asst. Superintendent   1  Classified   15 

Maintenance Spec/Equip Operator 5  Classified   10 

Maintenance Spec/Equip Operator  1p/t  Classified   10 

Billing Supervisor   1  Classified   13 

Account Clerk 2   4  Classified     7 

 

(4) Street Division 

Superintendent   1  Classified   17 

Asst. Superintendent   1  Classified   15 

Administrative Assistant  1  Classified     8 
(To be shared with Storm Water Utility Division) 

Maintenance Spec/Equip Operator 5  Classified   10 

Maintenance Spec/Equip Operator  1*  Classified   10 

(To be shared with Storm Water Utility Division) 

 

Fleet Maintenance Supervisor 1  Classified   14 

Fleet Maintenance Technician 1  Classified   10 

 

(4)(a) Storm Water Utility Division 

Asst. Superintendent   1  Classified   13 

Administrative Assistant  1  Classified    8 

(To be shared with Street Division) 

Pollution Control Technician  1  Classified   10 

Maintenance Spec/Equip Operator 1  Classified   10 

Maintenance Spec/Equip Operator 1*  Classified   10 

(To be shared with Street Division) 

(h) DEPARTMENT OF ENGINEERING 

 

Director of Engineering  1  Unclassified   23 
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160.03 SALARY SCHEDULE 

BEGINNING January 1, 2018, THE FOLLOWING PAY GRADES SHALL BE IN EFFECT: 

 

(a) Full Time Employees 

CITY OF REYNOLDSBURG, OHIO 

                                                            SALARY SCHEDULE 

(5% Between Grades, 30% Minimum to Maximum) 

 

GRADE  MINIMUM          TO            MAXIMUM 

  

1 Annual $ 24,295 

 

 

 

$ 35,078 

2 Annual  $ 25,522  $ 36,816 

3 Annual $ 26,801  $38,661 

4 Annual  $28,132  $ 40,566 

5 Annual  $  29,561  $ 42,589 

6 Annual  $ 31,042  $ 44.729 

7 Annual  $ 32,580  $ 46,985 

8 Annual  $34,214  $ 49,351 

9 Annual  $35,901  $51,837 

10 Annual  $ 37,690 $ 54,438 

11 Annual $ 39,585  $ 57,152 

12 Annual  $ 41,580  $59,990 

13 Annual  $ 43,672  $ 62,991 

14 Annual  $ 45,874  $ 66,169 

15 Annual  $ 48,177  $ 69,462 

16 Annual  $ 50,580  $ 72,586 

17 Annual  $ 53,089  $ 76,570 

18 Annual  $ 55,745  $ 80,383 

19 Annual  $ 58,557  $84,425 

20 Annual  $ 61,472  $ 88,648 

21 Annual  $ 64,539  $ 93,100 

22 Annual  $ 67,759  $ 97,776 

23 Annual  $71,137  $102,694 

24 Annual  $74,712  $107,832 

25 Annual  $ 78,452  $ 113,210 

26 Annual  $ 82,388  $ 118,873 

*Nonexempt payroll will be based upon hourly rates derived from the annual rates. 

** Based on City of Reynoldsburg Council recommendation of 2%. 
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(b) Senior Police Management 

 

 

 CITY OF REYNOLDSBURG, OHIO 

 SALARY SCHEDULE 

 
     

GRADE  MINIMUM            TO           MAXIMUM 

  

22A  Annual        $ 81,491  $116,441 

24A Annual        $85,565  $122,263 

26A Annual        $ 85,47889,756  $ 122,189128,298 

 

 
*Nonexempt payroll will be based upon hourly rates derived from the annual rates. 

 

(c) Part Time Employee 

Part time employees’ rate of pay shall begin at the minimum hourly rate for the pay grade 

assigned. 

 

(d) Seasonal Employee 

 

1) Parks and Recreation Department:  

    

Seasonal Recreation Employee  $8.00 - $30.00 

Seasonal Maintenance Employee  $8.50 – 14.00  

Bus/Van Driver    $9.50 per hour-$16.00 

 

2) Service Department 

Water/Wastewater Laborer  $9.00 - $10.50 per hour 

Service Seasonal Laborer    $9.00 - $10.50 per hour  

 

3) Street Department  

Street Seasonal Laborer    $9.00 - $10.50 per hour  

 

(e) Occasional Labor/Independent Contract  

Unless otherwise indicated, occasional shall be paid at the rate mandated as the minimum 

wage by the Fair Labor Standards Act.  Exceptions to this area are as follows: 

 

(1) Parks and Recreation Department: 

Umpire/Referee-   $7.00 to $ $60.00 per game 

Program Assistant   $7.80 - $20.00 per game/hour 

(2) Service Department (Building Division) 

Building Plans Examiner 

Residential/Inspector  $13.00 per hour 
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160.04 OTHER COMPENSATION 

 

(1) Water/Wastewater Departments – License Compensation 

 

(a) Any employee in the Water Department or Waste Water Department who 

receives a Class I, Class II, or Class III license from the Ohio EPA shall receive an 

additional amount per month for the highest held as follows: 

 

    Class I    $  75.00 

    Class II   $100.00 

    Class III   $150.00 

 

(eb) An employee may be compensated for the highest license regardless of the 

Department. 

 

 

 2)    All Second Shift Chapter 160 Eligible Employees Shift Differential 

 

A shift differential of seventy-five cents ($.75) per hour worked shall be paid to any 

Chapter 160 eligible employees when the majority of their regularly scheduled shift 

is after 1:00 p.m. and before 6:00 a.m.   

 

3) Employees who work less than 20 hours per week on a regular basis will receive 

no benefits. 

 

4) A Lieutenant who is temporarily required to perform the duties of the Chief of 

Police shall be paid at 12% greater pay than that of their current Lieutenant’s 

pay for all time worked as acting Chief.  This section only applies to those 

periods of time when the Chief of Police is incapacitated due to illness or injury, 

or absent due to training, conference or vacation.  The Chief shall issue a written 

directive (Personnel Order) naming the Lieutenant and specifying inclusive 

times/dates for the out of rank assignment.  In the case the Chief cannot issue the 

written directive, the Safety Director will issue the Directive.  A Lieutenant 

assigned as acting Chief will not be eligible for overtime pay. 

 

5)4)  An employee who is temporarily assigned to a classification with a lower rate 

of pay will not be reduced in pay.  An employee temporarily assigned to 

perform the duties of a higher classification with additional responsibilities 

should be granted a minimum of (five percent (5%), but no more than ten 

percent (10%) temporary increase, as determined by the Appointing Authority.  
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160.05 OVERTIME ELIGIBILITY 

 

A. POLICY 

 

1. Exempt (Salary):  Administrative, executive, professional, and certain other 

employees paid on a salary basis may be exempted or may fall into one of the 

specific categories of "non-covered" employees under the FLSA.  The following 

positions are exempt from overtime compensation: 

 

 Safety Director    Service Director 

 Development Director    Police Lieutenant 

 Deputy Chief of Police 

 Parks & Recreation Director   Computer Systems Director 

 Human Resources Director   Superintendent of Streets 

 Chief Building Official   Clerk of Courts 

 Superintendent of Water/Wastewater  Planning&Zoning Administrator 

 Chief of Police    Tax Administrator 

 Finance Manager    Assistant City Prosecutors 

 Clerk of Council    Assistant City Attorney 

 Director of Senior Center 

  

 Such employees shall not receive a reduction in pay for absences of less than an 

entire work period (normally five [5] days).  Absences will first be deducted from the 

employee's accumulated sick leave, vacation, or other paid leave time, as 

appropriate. Sick leave, vacation leave, and holiday pay are based upon a 40 hour 

week for exempt employees. 

 

2. Nonexempt (Hourly):  Employees that fall into the non-exempt status, either by 

ordinance or the federal Fair Labor Standards Act (FLSA), are paid a set wage on an 

hourly basis. 

 

3. Part-time employees are expected to work their normally prescribed amount of work 

hours as determined by the City. 

 

160.06 OVERTIME PAY 

 

 (a)  Overtime will be authorized by the Appointing Authority or designee when it is 

necessary to prevent loss of life, damage to property, or to continue essential City 

services.  Only full-time non-exempt employees are eligible for overtime pay.   

  

(b) Full-time employees required to work, in excess of the established regular work 

week, holidays and/or any paid leave during the scheduled work week, shall be 

compensated for the excess hours at the rate of one and one-half (1½) times their 
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current rate of pay.  Employees must submit a time sheet by noon on Monday in 

order to be paid for overtime in the prior two (2) weeks.  If not, overtime will be paid 

in the following pay period. Part-time employees must work more than forty (40) 

hours per week in order to qualify for overtime pay. 

 

 

(c)The work period for calculating overtime shall be 12:00 a.m. Saturday through 

11:59 p.m. Friday, unless the City has established an alternative work period for 

certain classes of employees.  The City’s right to use dual calculations to compute 

overtime owed to employees covered by collective bargaining agreements  

remains intact. 

 

          (d)In case of death of an employee, any earned overtime hours worked credited to 

such employee shall be paid to the surviving spouse, or to the estate of the deceased, 

if there is no surviving spouse. 

 

 

160.07 LONGEVITY   

 

Full-time employee of the City shall be eligible for longevity compensation at the 

conclusion of six (6) years of continuous service.  Employees who are eligible for longevity 

prior to November 1, 2014 will have an adjusted longevity payment date of November 1. 

Longevity will be paid on the pay period that includes November 1 annually. 

 

Full-time employees who become eligible for longevity as of November 1, 2014 will be paid 

longevity their actual anniversary dated with the city.  

        

 From (Conclusion of): To (Conclusion of):     

6th year    9th year  $450.00 annually 

 10th year   14th year $500.00 annually 

 15th year   19th year $550.00 annually 

 20th year      ----  $600.00 annually 

 

Employee must be employed by the City of Reynoldsburg on their longevity payment date 

to receive longevity pay.  Longevity pay will not be prorated. 
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160.08 ADMINISTRATION OF PAY PLAN 

 

(a) SALARY SCHEDULE AND PAY GRADES 

 

1.  Basis of the Overall Salary Schedule and Adjustments 

 

 The overall level of pay of non-bargaining unit employees is based in part on 

 available resources and in part on a survey of the City's competitive standing in 

 relation to comparable cities within the Greater Columbus area.  Since it is 

 impractical for the City to survey all classifications within the compensation plan, 

 the City surveyed certain benchmark classifications that are common in most 

 similar cities. Then, through a point-factoring process, each individual job 

 classification  was assigned a Pay Grade based upon that classification’s level of 

 responsibility,  nature of duties, complexity of duties, and qualifications compared to 

 the benchmarks and compared to all other classifications covered by this Pay  

 Plan.   

 

Each year, City Council will review the minimum and maximum rates set forth in 

Reynoldsburg Chapter 160.03 and determine whether and to what extent the City 

should adjust the overall Salary Schedule in order to allow the City of Reynoldsburg 

to remain competitive in the labor market and to help its employees' wages maintain 

pace with inflation.  In doing so, the Council will review the City’s available 

resources, any updated survey information, and any annualized changes in the 

Consumer Price Index (CPI) for Urban Wage Earners and Clerical Workers – U.S. 

City Average published by the United States Department of Labor Bureau of Labor 

Statistics.  Any percentage adjustment agreed upon by Council will be applied to all 

Pay Grades, so as to maintain the same differential between them. The adjustment 

will normally be effective as of January 1 of each year.   

 

The CPI data and any survey data of comparable jurisdictions will only be used as 

guidelines to help the Council assess the City’s options year to year.  Although the 

City might only resurvey every three (3) years, rather than annually, the Salary 

Schedule will nevertheless be reviewed annually for possible adjustment. 

 

2.  Initial Pay Grade Assignments: 

 

Each non-bargaining unit position authorized by the City Council shall be assigned 

to a job classification, and each classification shall be assigned to a Pay Grade as set 

forth in Reynoldsburg Chapter 160.02. Each Pay Grade shall be assigned a minimum 

and maximum rate as set forth in Reynoldsburg Chapter 160.03. 
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 The appointing authority may establish the hiring rate within the Pay Grade, based 

upon qualifications, education and experience. 

 

  

  

            

 

3.  Promotions 

            Upon promotion, the employee’s rate of pay shall be the rate within the higher 

appropriate Pay Grade that affords the employee an increase of not less than 5% over 

the employee’s rate for the position prior to promotion. 

 

 4.  Transfers and Certain Other Appointments 

 

 Upon lateral transfer or appointment to a classification within the same Pay Grade, 

the employee’s pay level is to remain at the same Pay Grade and rate.  If that lateral 

transfer or appointment is to a classification with a lower Pay Grade, the appointing 

authority may establish the employee’s pay at an equitable rate within the lower Pay 

Grade authorized by Reynoldsburg Chapter 160.03 Salary Schedule. Promotion 

transfers and appointments are to be in accordance with Reynoldsburg Chapter 

160.08.  All benefits are retained when an employee transfers or is appointed to 

another position within the service of the City for any reason. 

 

(b) INDIVIDUAL INCREASES  

 

Each employee covered by this Pay Plan shall maintain his or her 2002 rate of pay 

until January 1, 2003.  After January 1, 2003 and as of each January 1 thereafter, the 

City Council will determine the amount of increase for which employees are eligible, 

as follows:  

 

1.  Employees whose pay falls within their Assigned Pay Grades: 

 

 

Any employee whose pay falls within his or her assigned pay ranges after the      

Council makes any annual adjustment to the Salary Schedule and whose 

performance meets or exceeds an acceptable level for the previous evaluation year 

(Dec. 1 – Nov. 30), shall receive a increase.  All such employees shall receive the 

same percentage increase, as determined by Council, unless the Council elects to 

allow a higher percentage for employees who have not yet reached a certain level 

within their respective Pay Grades (e.g., the top quartile).   

 

Beginning January 1, 2005, adjustments will be made based on actual evaluations. 

 

Notwithstanding the above except as provided in Reynoldsburg Chapter, 160.08 pay 

increases may not exceed the maximum for any Pay Grade.  So, for example, if City 

Council has determined to adjust the overall Pay Grades upward by two percent (2%) 

and to allow three percent (3%) increases for employees within the Grade, an 
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employee whose pay was already at the maximum for the Grade is eligible for a two 

percent (2%) pay increase. The remainder of the increase will be paid to the 

employee in the form of a 1% lump sum payment. It is possible for an employee 

whose performance is unsatisfactory to fall below the minimum of the Pay Grade. 

 

 

2.  Employees whose pay is below the grade: 

 

Each employee whose pay rate remains below the minimum for his or her assigned 

Pay Grade after the Council makes any annual adjustment to the Salary Schedule 

shall be eligible for a performance-based increase each January 1 on the same basis 

as employees whose pay falls within their respective Pay Grades (based on 

performance).  However, if the employee earns an increase, but that increase is 

insufficient to increase the employee’s pay to at least the minimum for his or her Pay 

Grade, the employee’s pay will be increased to that minimum.   

 

3.  Employees whose pay is above the grade: 

 

Each employee whose pay rate is above the maximum for his or her assigned Pay 

Grade after Council makes any annual adjustment to the Salary Scale and whose 

performance would otherwise have warranted an increase (based on performance) 

will receive a lump sum amount equal to the increase allowed by Council but such 

amount will not be added to the employee’s base pay. Once the maximum for the 

Pay Grade exceeds the employee’s rate of pay, such employee will be eligible for 

increases on the same basis as other employees whose pay falls within their Pay 

Grades. 

 

4.  Performance That Does Not Meet or Exceed Acceptable Levels 

 

If the appointing authority determines that the employee’s performance did not meet  

or exceed an acceptable level during the previous evaluation year; the employee will 

not receive a January 1 increase.  However, the employee may request a meeting 

with the appointing authority or his or her designee to review, and if appropriate, 

adjust the ratings.  The appointing authority may invite other appropriate people to 

the meeting, and will decide whether to revise the individual's evaluation.  If he or 

she decides to adjust the score to a level that would warrant an increase, such 

increase shall be retroactive to the date the increase would normally have been 

effective.  If no increase is warranted, the appointing authority will see that the 

employee is given additional direction as to what he or she must do in order to meet 

or exceed an acceptable level of performance for the next round of annual 

evaluations. 

 

An employee whose performance was rated as not meeting or exceeding acceptable 

levels will receive a special evaluation as of the immediately following April 30, if 

he or she is still employed as of that date.  If the employee receives a satisfactory 

evaluation at that time, he or she will receive the percentage increase effective May 

1, but not retroactive to January 1. 
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 The denial of an increase is not a disciplinary action nor a reduction in pay – 

 The employee has simply not earned an increase. 

 

 

  

            5.  Probationary Employees and New Employees 

The appointing authority shall have the option of withholding a January 1 

 increase for a probationary employee or for a non-classified employee 

 whose employment with the City is less than six months. 

   

6. Lieutenants 

Lieutenants, upon promotion, shall be paid at that rate which affords him or her an 

increase in pay of not less than 5% within pay grade 22A over the rate which was 

previously paid in the rank prior to promotion. 

 

7.  Chief of Police  

The Chief of Police upon promotion, shall be paid at that rate which affords him or 

her an increase in pay of not less than 10% within pay grade 26A over the rate which 

was previously held in the rank prior to promotion.  If this provision does not apply, 

the Appointing Authority will establish the rate of at equitable level within pay grade 

26A.  Otherwise the base pay rates for Senior Police Management under this Pay 

Plan will be administered and subject to the same provisions as set forth in 

Reynoldsburg Chapter 160 for other employees of the City of Reynoldsburg. 

 

 

160.09 GROUP INSURANCE 

 

(a) Each employee eligible for medical insurance under the Affordable Health Care Act is 

entitled to such benefits provided by a group insurance contract, the premiums of which, 

including premiums for dependent coverage, if appropriate, shall be paid by the City less an 

employee/newly elected or appointed official premium contribution of twelve percent (12%) 

of the total monthly premium for health, and seven percent (7%) for dental and vision 

insurance unless otherwise specified.  Premium contributions shall be paid by payroll 

deduction.  Coverage’s and exclusions are as follows: 

 

1. Effective January 1, 2014, eligible employees and each newly elected official 

who choose to utilize the City’s medical insurance will pay twelve (12%) of 

the monthly premium contribution. 

 

2. Effective January 1, 2008 for eligible employees and place into the H.S.A. 

amounts for single and family coverage as determined annually by City 

Council.  Contributions for elected officials shall be equal to the contribution 

for full-time employees.  Said amounts will be placed into the individual 

H.S.A. by the Auditor not later than January 15th of each year or as 

determined by the appropriate Labor Agreement.  Any full-time employee or 

elected official who has received an annual city contribution into an 
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established health savings account ( HSA)  must remain a full-time employee 

or elected official through the calendar year for which the contribution was 

disbursed.  Should a full-time employee or elected official separate from 

service with the City of Reynoldsburg, the full-time employee or elected 

official shall repay to the City of Reynoldsburg the pro-rata share of the 

City’s annual contribution to his/her HSA.  (For example, if an employee 

ceases employment on the 180th day of the year, the employee shall repay 

185/365ths of the contribution.) The amount to be repaid to the City shall not 

exceed the amount remaining in the employee’s HSA on the date of 

separation, so as to not require an employee to repay amounts expended for a 

qualifying medical expense. 

 

 

A. The following shall apply for each full-time employee and is eligible for 

Medicare coverage: 

 

The City will reimburse said full-time employee or elected official for 

qualified medical expenses and prescriptions that meet the insurance plan 

deductible coverage up to the same contribution level of those not eligible for 

Medicare coverage. 

 

3. Full-time employees required to forfeit insurance coverage because their 

spouse is also a covered City employee shall receive twenty-five (25) dollars 

per month while such forfeiture is in effect. 

 

            4. Full-time employees may “opt out” of City provided health insurance 

provided they supply a certificate of coverage from another provider.  

Employees who “opt out” of employee only coverage will be paid One 

Thousand Five Hundred Dollars ($1,500.00) annually.  Employees who “opt 

out” of family coverage will be paid Two Thousand Five Hundred Dollars 

($2,500.00) annually and any employee opting to take employee only 

coverage in lieu of family coverage, except as determined by Section (4) 

above, will be paid One Thousand Five Hundred Dollars ($1,500.00) 

annually.  All dates of payments made under this “opt out” provision will be 

determined by the Auditor. 

 

           5. Each permanent three-quarter (30 hour) or more employee shall receive a 

minimum of Fifty Thousand Dollars ($50,000.00) or one times annual salary 

Life insurance rounded off to the next higher One Thousand Dollars 

($1,000.00), plus an equal amount of Accidental Death Insurance.  Part-time 

elected officials do not receive Life Insurance benefits.  Premiums shall be 

fully paid by the City.  The city shall provide police liability insurance for all 

police officers. 
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Effective January 1, 2001 each full-time, non-bargaining unit employee is 

entitled to disability benefits provided by an insurance carrier, the premium 

of which is paid by the City of Reynoldsburg. 

 

 

 

 
 

 

 

 

160.10 EDUCATIONAL ASSISTANCE 

 

1. All full-time employees are eligible to participate in the Educational Assistance 

Incentive Program of the City.  Participation is voluntary and available to those who 

elect job-related self-development activities during non-working hours.  All 

coursework must be taken in accordance with a Planned Program of Professional 

Improvement approved by the appointing authority in advance. 

 

2. The allowances for assistance are as follows: 

 

 A. All full-time employees are eligible to participate in the Educational 

Assistance Incentive Program of the City.  Participation is voluntary and 

available to those who elect job-related self-related self-development 

activities during non-working hours.  All coursework must be taken in 

accordance with a Planned Program of Professional Improvement approved 

by the appointing authority in advance.   

 

 B.  The allowances for assistance are as follows: 

1.  The annual allowance for college credit coursework education 

assistance (per employee) is $2,750.00 per academic year.  

2.  The annual allowance for non-college credited coursework 

education assistance (per employee is $1,000.00 per academic year 

3. Annual text book reimbursement shall not exceed fifty percent 

(50%) of the actual cost of textbooks for college credit coursework 

and $250.00 for non-college credit coursework during the academic 

year. 

 

4.  All coursework must be preapproved before commencement of the 

course 

3. To qualify for assistance, plan participants shall satisfactorily complete the course(s) 

with a grade of C or better, or pass a pass/fail course.  Reimbursement shall be made 

upon submission of official transcripts, tuition statements, and receipts for textbooks. 

 

4. An employee who has received educational assistance must remain an employee for one 

(1) year following completion of the courses for which assistance was received.  Should 

an employee separate from service with the City of Reynoldsburg within the one (1) year 
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period, except in the event of a disability retirement, that employee must repay any 

assistance received in the one (1) year period. 

 

 

 

 

 

 

 

160.11 CITY CLOTHING PROVIDED 

 

1. The Appointing Authority reserves the right to prescribe appropriate attire and 

grooming and to set standards which are deemed to be in the best interest of the City 

and ensure an appropriate image for the City. 

 

2. The Appointing Authority requires that an employee's clothing, grooming, and 

overall appearance be appropriate, in good taste, present a favorable public image, 

and be in conformity with regulations established by the City due to the specialized 

nature of service provided or the employment position maintained. 

 

3. Clothing shall be conducive to the safe and effective performance of required job 

duties. 

 

4. Certain employees may be required to wear regulation uniforms while on duty.  The 

applicable departments may establish policies and procedures governing uniforms.  

When employees are required to wear a regulation uniform, the City shall provide 

the uniforms and/or provide a uniform allowance as prescribed by the City ordinance 

or applicable collective bargaining agreement. 

 

5. Employees are required to keep uniforms neat, clean, and in good repair.  City-issued 

 uniforms may only be worn by employees while conducting official City business. 

 

6. The City shall provide standard work clothing and safety equipment for all 

maintenance employees of the Parks and Recreation, Service, Street, Vehicle 

Maintenance, Water/Waste Water, Storm Water Utility and the Building Department 

employees. Each item of work clothing shall be suitably and permanently identified 

as belonging to the City.  Any item unaccounted for shall be charged to the 

employee. 

 

160.12 CITY CLOTHING PROVIDED (SENIOR POLICE MANAGEMENT) 

 

In addition to non-conflicting provisions in Section 7.07, the following shall apply to Senior 

Police Management. 

 

The City shall furnish the basic uniforms and new equipment for all sworn officers.  

Uniform parts and equipment shall be replaced by the City on an as-needed basis.  All 

5.b.a

Packet Pg. 45

A
tt

ac
h

m
en

t:
 C

h
ap

te
r 

16
0 

ch
an

g
es

 0
62

01
8 

 (
C

h
ap

te
r 

16
0.

01
 -

 0
9)



Rev. 44-16, 5/10/2016 Rev. 45-16 5/10/2016, Rev. 110-16 10/24/16, Rev. 119-16 11/14/2016; Rev 64 -17 6/27/2017; 136-17 11/30/2017: 

Rev 154-17 12/18/2017 23 
 

uniforms and equipment purchased by the City remain the property of the City and must be 

returned when a member is separated from City service for any reason. 

 

Uniform items not accounted for shall be replaced at the employee’s expense.  Failure to do 

so shall result in the value of the uniform items not accounted for being withheld from the 

employee’s separation pay. 

 

The City shall repair or replace all uniform items damaged or destroyed in the line of duty so 

long as the damage was not due to the employee’s misconduct or negligence. 

 

The City shall repair or replace eye glasses damaged or destroyed in the line of duty so long 

as the damage is not due to the employee’s misconduct or negligence.  This section shall 

provide coverage only for a like amount of the damaged eye glasses. 

 

Employees assigned to plain clothes or administrative duty shall be permitted to purchase 

civilian clothing and components up to the reimbursable amount of $850 per year. Clothing 

selected shall be at the discretion of the employee but shall be moderately conservative in 

style, cut, and color, and shall be acceptable to the local business community. 

 

If not caused by negligence or misconduct of the employee, civilian clothing and/or 

components damaged to the point of unserviceability, in the line of duty, shall be replaced 

by the City as soon as possible at no charge to the current or subsequent allowance.  

Replacement does not include normal wear and tear. 

 

Employees shall be reimbursed for necessary dry cleaning of uniforms or plain cloths items.  

Employees shall utilize the dry cleaning facility or facilities designated by the City.  The 

following items shall be provided by the City: 

 

  Trousers — 5    Holster — 1 

  Shirts, Winter — 5   Magazine — 2 

  Shirts, Summer — 5   Magazine Pouches — 1 (dbl) 

  Ties — 3    Handcuffs — 1 

  Tie Bar — 1    Handcuff Case — 1 

  Shoes — 1 pair   Handcuff Key — 1 

  Boots — 1 pair   Belt Keepers — 4 

  Jacket – All Season – 1  Walkie Talkie Holder — 1 

  Raincoat — 1    Mace — 1 

  Hat, Winter — 1   Mace Holder — 1 

Trooper Winter Hat — 1  Gloves — 1 pair 

  Hat, Summer — 1   Flashlight — 1 (3 cell) 

Raincoat Cover — 1   Cite Bookholder — 2 

  Hat Badge — 1   Wristwatch — 1 

  Breast Badge — 2   Protective Vest — 1   

Name Plate —  2   Belt (Trouser) — 1 

  Whistle — 1    Gun Belt — 1 

  Whistle Chain — 1   Service Weapon — 1 
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Human Resources Dept. 
Sandra Boller 

7232 E. Main Street 

Reynoldsburg OHIO 43068 

614-322-6868 Phone 

 

 

ORDINANCE REQUEST 

 

DATE:  June 25, 2018 

TO:  Finance and Administration Committee 

    RE: ORDINANCE TO REPEAL AND REPLACE ORDINANCE 14-03 

PASSED MARCH 10, 2003 "THE CITY OF REYNOLDSBURG 

PERSONNEL POLICY AND PROCEDURE MANUAL. 

 

Approval: 

Completed 

Brad McCloud 

Skipped 

Jed Hood 

Completed 

Stephen Cicak 

 

REPEAL AND REPLACE ORDINANCE 14-03 PASSED MARCH 10, 2003 OF "THE 

CITY OF REYNOLDSBURG PERSONNEL POLICY AND PROCEDURE MANUAL" 

(SEE ATTACHED) 
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I. INTRODUCTION TO THE PERSONNEL POLICY MANUAL 

The provisions of this Policy Manual are applicable to all City employees, unless otherwise 

specified or governed by a collective bargaining agreement. The Personnel Procedure Manual 

(PPM) is not a contract of employment or a guarantee of any rights or benefits, but is merely 

intended to be used to assist and guide employees in the day-to-day directions and performance of 

their duties. 

The policies adopted in this Handbook supersede all previous written and unwritten personnel 

policies or operational guidelines that directly conflict with this Handbook, excluding Charter 

provisions and ordinances adopted by City Council, including Chapter 160 which may be amended 

from time to time. This Handbook is also intended to be construed in such a manner as to comply 

with all applicable federal, state, and civil service laws and regulations. Employees are 

responsible, as a condition of their employment, to familiarize themselves with, and abide by, these 

policies and procedures. 

The City may revise these policies with or without advance notice. The City will attempt to give 

employees advance notice of any Handbook changes. Notice of revisions shall be provided to all 

employees. 

If any article or section of this Handbook is held to be invalid by operation of law, the remainder 

of this Manual and amendments thereto shall remain in force and effect. Should a conflict arise 

between the Ohio Revised Code (O.R.C.), applicable federal law, or applicable local law and this 

manual, law shall prevail. Additionally, should a direct conflict exist between this Manual and a 

Collective Bargaining Agreement, the Bargaining Agreement shall prevail. 

 

Questions regarding the interpretation and application of these policies and procedures contained 

  herein shall be directed to the employee’s Department Heard/Supervisor with input from the Human  

  Resources Director and City Attorney. 

In addition to the policies and procedures contained herein, each department and/or division of 

the City may have operational rules and/or policies in writing or practice that are unique to that 

department or division which are not covered by this Handbook. Employees are responsible for 

complying with those departmental or divisional rules and policies, in addition to the policies 

and procedures contained herein. 

All supervisory personnel responsible for administering the policies and procedures contained in 

this Handbook. Supervisory personnel shall administer all policies and procedures contained 

herein to ensure compliance by subordinate personnel. 

II. EQUAL EMPLOYMENT OPPORTUNITY POLICY 

The City is an equal opportunity employer and does not discriminate on the basis of race, color, 

religion, sex, age, national origin, disability, military status, genetic testing, or other unlawful bias 

except when such a factor constitutes a bona fide occupational qualification (“BFOQ”). All 

personnel decisions and practices including, but not limited to, hiring, suspensions, terminations, 

layoffs, demotions, promotions, transfers, and evaluations, shall be made without regard to the 

above listed categories. 

The City does not tolerate any conduct that intimidates, harasses, or otherwise discriminates 

against any employee or applicant for employment on the grounds listed above. Anyone who feels 

that their rights have been violated under this policy should submit a written complaint of 

discrimination to their Human Resources Director, who shall have the authority and responsibility 

to investigate and take appropriate action concerning the complaint. 

III. AMERICANS WITH DISABILITY ACT 
 

The City prohibits discrimination in hiring, promotions, transfers, or any other benefit or privilege 

of employment, of any qualified individual with a permanent disability. To be considered a 

qualified individual, the employee must satisfy the requisite skills, experience, education and other 

job-related requirements of the position he holds or desires and must be able to perform the 

essential functions of his position, with or without a reasonable accommodation. 

The City will provide reasonable accommodation to a qualified applicant or employee with a 

disability unless the accommodation would pose an undue hardship on or direct threat to the 

facility. Decisions as to whether an accommodation is necessary and/or reasonable shall be made 
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on a case-by-case basis after engaging in an interactive process. An employee who wishes to 

request an accommodation shall direct such request to the HR Director, or EEO/ADA Coordinator, 

each of whom shall have the authority and responsibility to investigate and take appropriate action. 

Requests for accommodation should be in writing to avoid confusion; however, verbal requests 

will be considered. The employer and employee will meet and discuss whether an accommodation 

is appropriate and, if applicable, the type of accommodation to be given. 

Any employee who feels that his rights have been violated under this policy should submit a 

written complaint as set forth in the Unlawful Discrimination and Harassment Policy. 

IV. UNLAWFUL DISCRIMINATION AND HARASSMENT 

Policy. 

The City is committed to providing an environment that is safe and free from unlawful 

discrimination and harassment. Unlawful discrimination or harassment is behavior directed 

toward an employee because of his membership in a protected class such as: race, color, religion, 

sex, national origin, age, ancestry, disability, genetic information, or military status. Unlawful 

discrimination and harassment is inappropriate and illegal and will not be tolerated. All forms of 

unlawful discrimination and harassment are governed by this policy and must be reported and 

addressed in accordance with this policy. Unlawful discrimination and/or harassment may be 

committed against employees by elected officials, department heads, supervisors, co-workers, or 

members of the public. Further, unlawful discrimination and/or harassment may occur on-duty or 

off-duty. 

 

 

Definitions. 

Sex-Based Discrimination 

Sex discrimination involves treating someone (an applicant or employee) unfavorably because of that  

person's sex. Discrimination against an individual because of gender identity, including transgender  

status, or because of sexual    orientation is discrimination because of sex in violation of Title VII,  

which protect lesbian, gay, bisexual, and transgender (LGBT) applicants and employees against 

  employment bias.   

 

Unlawful discrimination 

Unlawful discrimination occurs when individuals are treated less favorably in their employment 

because of their membership in a protected classification. An employer may not discriminate 

against an individual with respect to the terms and conditions of employment, such as promotions, 

raises, and other job opportunities, based upon that individual’s membership in that protected class. 

Harassment is a form of discrimination. Harassment may be generally defined as unwelcome 

conduct based upon a protected classification. However, harassment becomes unlawful where: 

1. Enduring the offensive conduct becomes a condition of continued employment. 

 

2. The conduct is severe or pervasive enough to create a work environment that a 

reasonable person would consider intimidating, hostile, or abusive. 

Examples. 

 

By way of example, sexual harassment is one type of unlawful harassment. Unwelcome 

sexual advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature constitute sexual harassment when: 

1. Submission to the conduct is made either explicitly or implicitly a term or condition 

of an individual’s employment. 

 

2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual. 

 

3. Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive 

work environment. Harassment on the basis of an employee’s membership in any 

protected classification (as set forth above) is unlawful, will not be tolerated, and 
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must be reported. 

 

4. Unlawful discrimination and harassment does not generally encompass conduct of 

a socially acceptable nature. However, some conduct that is appropriate in a social 

setting may be inappropriate in the work place. A victim’s perceived acquiescence 

in the behavior does not negate the existence of unlawful discrimination or 

harassment. Inappropriate conduct that an employee perceives as being “welcome” 

by another employee may form the basis of a legitimate complaint. 

 

5. Additional examples of unlawful sexual harassment may include, but are not 

limited to: repeated unwanted and/or offensive sexual flirtations, advances or 

propositions; verbal abuse; graphic comments; display of objects, pictures or 

displays through other media; offensive, abuse and/or unwanted physical contact. 

 

Off Duty Conduct. 

Unlawful discrimination or harassment that affects an individual’s employment may 

extend beyond the confines of the workplace. Conduct that occurs off duty and off 

premises may also be subject to this policy. Employees are also cautioned that conduct 

off-duty and online may be constitute unlawful discrimination or harassment. 

 

Workplace Romances. 

 

To avoid concerns of sexual harassment, preferential treatment and other inappropriate 

behavior, employees are required to inform the Human Resources Director if they currently 

are, or if they intend to become, romantically involved with a co-worker. Such 

relationships are not necessarily prohibited, but must be appropriately addressed. Should 

the City determine that a conflict exists between an employee’s employment and a personal 

relationship with a co-worker, the City will attempt to work with the employees to resolve 

the conflict. Should operational needs prevent resolution, the relationship must cease or 

one or both of the parties must separate from employment. Supervisors are expressly 

prohibited from engaging in romantic or sexual relationships with any employee they 

directly, or indirectly, supervise. 

Complaint Procedure. 

 

It is the responsibility of the City to maintain an environment that is free from unlawful 

discrimination or harassment. Employees who feel they have been subject to unlawful 

discrimination or harassment by a fellow employee, supervisor, or other individual 

otherwise affiliated with the City shall immediately report the conduct, in writing, to their 

Department Head, or Human Resources Director, or City Attorney, each of whom shall 

have the authority and responsibility to investigate and take appropriate action concerning 

the complaint. Similarly, employees who feel they have knowledge of discrimination or 

harassment, or who have questions or concerns regarding discrimination or harassment, 

shall immediately contact their supervisor. Late reporting of complaints and verbal 

reporting of complaints will not preclude the City from taking action. However, so that a 

thorough and accurate investigation may be conducted, employees are encouraged to 

submit complaints in writing and in an expedient manner following the harassing or 

offensive incident. All supervisors are required to follow up on all claims or concerns, 

whether written or verbal, regarding unlawful discrimination and harassment. 

Although employees may confront the alleged harasser at their discretion, they are also 

required to submit a written report of any incidents as set forth above. When the City is 

notified of the alleged harassment, it will timely investigate the complaint. The 

investigation may include private interviews of the employee allegedly harassed, the 

employee committing the alleged harassment and any and all witnesses. Information will 

be kept as confidential as practicable, although confidentiality is not guaranteed. All 

employees are required to cooperate in any investigation. Determinations of harassment 

shall be made on a case-by-case basis. If the investigation reveals the complaint is valid, 

prompt attention and disciplinary action designed to stop the harassment and prevent its 

recurrence will be taken. 

 

Retaliation. 

 

Anti-discrimination laws prohibit retaliatory conduct against individuals who file a 
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discrimination charge, testify, or participate in any way in an investigation, proceeding, or 

lawsuit under these laws, or who oppose employment practices that they reasonably believe 

discriminate against protected individuals, in violation of these laws. The law also prevents 

retaliatory conduct against individuals who are close personal friends or family members 

with an individual who engaged in protected conduct. The City and its supervisors and 

employees shall not in any way retaliate against an individual for filing a complaint, 

reporting harassment, participating in an investigation, or engaging in any other protected  

 

 

 

activity. Any employee who feels he has been subjected to retaliatory conduct as a result 

of actions taken under this policy, or as a result of his relationship with someone who took 

action under this policy, shall report the conduct to their supervisor immediately. 

Disciplinary action for filing a false complaint is not a retaliatory act. 

False Complaints. 

 

Legitimate complaints made in good faith are strongly encouraged; however, false 

complaints or complaints made in bad faith will not be tolerated. Failure to prove unlawful 

discrimination or harassment will not constitute a false complaint without further evidence 

of bad faith. False complaints are considered to be a violation of this policy. 

 

Corrective Action. 

 

If the City determines unlawful discrimination, harassment, or retaliation has taken place, 

appropriate corrective action will be taken, up to and including termination. The corrective 

action will be designed to stop the unlawful conduct and prevent its reoccurrence. If 

appropriate, law enforcement agencies or other licensing bodies will be notified. Any 

individual exhibiting retaliatory or harassing behavior towards an employee who exercised 

a right under this policy, or who is a close personal friend or family member of someone 

who exercised a right under this policy, will be subject to discipline, as will any employee 

who has knowledge of unlawful conduct and allows that conduct to go unaddressed. 

 

Coverage. 

 

This policy covers all employees, supervisors, department heads and elected officials. 

Additionally, this policy covers all suppliers, subcontractors, residents, visitors, clients, 

volunteers and any other individual who enters City property, conducts business on City 

property, or who is served by City personnel. 

 

IV. CLASSIFICATION STATUS 

The classified service shall comprise all City employees not specifically included in the 

unclassified service. Following completion of the probationary period of one (1) year, no 

classified employees shall be reduced in pay or position, fined, suspended or removed, or have his 

or her longevity reduced or eliminated, except and for those reasons set forth in the civil service 

law, or local law. Such reasons include: incompetency, inefficiency, dishonesty, drunkenness, 

immoral conduct, insubordination, discourteous treatment of the public, neglect of duty, violation 

of any policy or work rule of the City, any other failure of good behavior, any other acts of 

misfeasance, malfeasance or nonfeasance in office, or conviction of a felony, except for just cause. 

 

Unclassified employees serve at the pleasure of the City and may be terminated or otherwise 

separated from employment for any reason not inconsistent with law. An unclassified employee 

may not be rendered classified due to the provisions of this Manual. 

 

V. PROBATIONARY PERIOD 
 

Newly hired or newly promoted employees in the classified service shall be required to 

successfully complete a one (1) year probationary period. The probationary period allows the City 

to closely observe and evaluate the employee’s fitness and suitability for the position. Only those 

employees who demonstrate an acceptable standard of conduct and performance shall be retained 

in their positions. 

A newly hired probationary period may be removed at any time during their probationary period 

due to unsatisfactory work performance. If an employee is removed during their original 

appointment probationary period, the employee lacks any appeal rights. Time spent on inactive 

6.a.a

Packet Pg. 52

A
tt

ac
h

m
en

t:
 P

er
so

n
n

el
 P

o
lic

y 
M

an
u

al
 U

p
d

at
e 

20
18

  (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



pay status or non-paid leave of absence shall not be counted toward the completion of the 

probationary period. An employee’s probationary period may be extended due to time spent in 

inactive pay status or on a non-paid leave of absence. 

  

 Employees working irregular schedules and intermittent employees shall have their one (1) year 

  probationary period based upon the completion of one thousand forty (1040) hours in active pay status. 

The failure of a promoted employee to complete a probationary period due to unsatisfactory 

performance shall result in the employee being returned to the same or similar position he held at 

the time of his promotion. 

Unclassified employees serve at the pleasure of the appropriate appointing authority and do not 

serve a probationary period. Nothing contained in this policy should be considered a waiver of  

the right to remove an unclassified employee consistent with law. 

 
VI. MEDICAL EXAMINATIONS AND DISABILITY SEPARATION 

All City employees are required and expected to maintain the appropriate physical and mental 

capacities to perform the essential functions of their job. The City may require an employee to 

take an examination, conducted by a licensed medical practitioner, to determine the employee’s 

physical or mental capacity to perform the essential functions of his job, with or without reasonable 

accommodation. This examination may include a fitness-for-duty examination following an 

employee’s absence from work due to their own illness or injury. This examination shall be at the 

City’s expense. If the employee disagrees with the City’s licensed medical practitioner’s 

determination, he may request to be examined by a second licensed medical practitioner of his 

choice at his own expense. If the reports of the two practitioners conflict, a third opinion shall be 

rendered by a neutral party chosen by the City and paid for by the City. The third opinion shall be 

controlling. 

 

If an employee, after examination, is found to be unable to perform the essential functions of his 

position with or without reasonable accommodation, he may request use of accumulated, unused, 

paid and unpaid leave benefits, if applicable. 

 

If a classified employee remains unable to perform the essential functions of his position after 

exhausting available leaves, he may request a voluntary disability separation. The City may 

require an employee seeking a voluntary disability separation to undergo a physical or 

psychological examination by a licensed medical practitioner of its choosing. If the examination 

supports the request for a voluntary disability separation, it will be granted. 

 

If, after exhausting available leave, an employee refuses to request a voluntary disability 

separation, the City may place the employee on an involuntary disability separation if the City has 

substantial credible medical evidence to indicate that the employee remains disabled and incapable 

of performing the essential job duties. If the City seeks to involuntarily disability separate an 

employee, it may request that an employee submit to a medical or psychological examination to 

determine the employee’s physical and mental capacity to perform the essential functions of their 

job. The employee must cooperate in this process. A failure to participate in the process may 

result in a finding that the employee is insubordinate which may result in discipline, up to and 

including termination. The City will select the licensed medical practitioner. While an 

examination is pending, the employee may be placed on administrative leave with pay. 

 

If, after the examination, the City determines that the employee is incapable of performing the 

essential functions of the position, it shall institute the involuntary disability separation process. 

The City shall schedule a hearing with at least seventy-two (72) hours advance notice regarding 

whether the employee is capable of performing the essential functions of the position. The 

employee may waive the right to a hearing. However, if the employee chooses to have a hearing, 

the employee has the right to examine the City’s evidence regarding the employee’s ability to 

perform the essential functions of the position, rebut the City’s evidence and/or present their own 

medical evidence. 

If it is determined after the hearing that the employee is incapable of performing the essential 

functions of the position, the City shall issue an involuntary disability separation which may be 

appealed to the City’s civil service commission. However, if, after a hearing, it is determined that 

the employee is capable of performing the essential functions of their position, the employee shall 

be deemed fit for duty and returned to their position. 

Employees that are disability separated have a two (2) year right to reinstatement. Any requests 

for reinstatement must be made in writing and include appropriate medical documentation to 
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support the request. The City may require the employee to be examined by a licensed medical 
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practitioner of its choosing. The City shall pay for the cost of its licensed medical practitioner.  If 

it is determined that the employee is capable of performing the essential functions of the position, 

the employee shall be reinstated. 

VII. NEPOTISM 

 

A. Hiring. 

 

Although the employment of close relatives is discouraged, the City will receive 

employment applications from relatives of current employees. However, the following 

five (5) situations shall prevent the City from hiring a relative of a current employee: 

1. If one relative would have supervisory or disciplinary authority over another. 

 

2. If one relative would audit the work of another. 

 

3. If a conflict of interest exists between the relative and the employee or the relative 

and the City. 

 

4. If the hiring of relatives could result in a conflict of interest. 

 

5. If one of the family members would have access to confidential material. 
 

B. Employment. 

 

An employee is not permitted to work in a position where his supervisor or anyone within 

his chain of command is a relative. If such a situation is created through promotion, transfer 

or marriage, one of the affected employees must be transferred or an accommodation 

acceptable to the City must be established. Termination of employment will be a last resort. 

If two employees marry, they will be subject to the same rules listed above as other 

relatives. 

 

The provisions of O.R.C. §§ 102.03 and 2921.42 render it unlawful for a public official to 

use his influence to obtain a benefit, including a job for her relative. Any violation of these 

statutes may result in criminal prosecution and/or disciplinary action. For purposes of the 

Article, the term “relative” shall include: spouse, children, grandchildren, parents, 

grandparents, siblings, brother-in-law, sister-in-law, daughter-in-law, son-in-law, father- 

in-law, mother-in-law, step-parents, step-children, step-siblings, and a legal guardian or 

other person who stands in the place of a parent to the employee. 

 

VIII. ETHICS/CONFLICTS OF INTEREST 
 

The proper operation of a democratic government requires that actions of public officials and 

employees be impartial, that government decisions and policies be made through the proper 

channels of governmental structure, that public office not be used for personal gain, and that the 

public have confidence in the integrity of its government. Ohio Revised Code §§ 102.03 and 

2921.42 prohibit public employees from using their influence to benefit themselves or their family 

members. In recognition of the above-listed requirements, the following Code of Ethics 

isestablished for all City officials and employees: 

A. No employee shall use his official position for personal gain, or shall engage in any 

business or shall have a financial or other interest, direct or indirect, which is in conflict 

with the proper discharge of his official duties. 

 

B. No employee shall, without proper legal authorization, disclose confidential information 

concerning the property, government or affairs of the City, nor shall he use such 

information to advance the financial or other private interest of himself or others. 

 

C. No employee shall accept any valuable gift, whether in the form of service, loan, item or 

promise from any person, firm or corporation that is interested directly or indirectly in any 

manner whatsoever in business dealings with the City; nor shall an employee accept any 

gift, favor or item of value that may tend to influence the employee in the discharge of his 

duties or grant, in the discharge of the employee’s duties any improper favor, service or 

item of value. 
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D. No employee shall represent private interests in any action or proceeding against the 

interest of the City in any matter wherein the City is a party. 

 

E. No employee shall engage in or accept private employment or render services for private 

interests when such employment or service is incompatible with the proper discharge of 

his official duties or would tend to impair his independent judgment or action in the 

performance of his official duties. Neither shall other employment, private or public, 

interfere in any way with the employee’s regular, punctual attendance and faithful 

performance of his assigned job duties. 

 

Any employee having doubt as to the applicability of these provisions should consult his 

supervisor, City Attorney or legal counsel. Any employee offered a gift or favor who is not sure 

whether acceptance is a violation of the Code of Ethics, should inform his supervisor of the gift 

offer. No employee will accept from any contractor or supplier doing business with the City, any 

material or service for the employee’s private use. 

State law prohibits City employees and officials from having a financial interest in companies that 

do business with the City, with minor exceptions. Employees who have any doubt concerning a 

possible violation of these statutes are advised to consult an attorney. 

 
 

IX. OUTSIDE EMPLOYMENT 
 

Employees are required to notify their supervisor of any outside employment. No employee shall 

have outside employment which conflicts in any manner with the employee’s ability to properly 

and efficiently perform his duties and responsibilities with the City. Employees are expected to  

be at work and fit for duty when scheduled. 

 

Employees are prohibited from engaging in secondary employment while on sick leave, disability 

leave, or family medical leave. Employees are strictly prohibited from engaging in or conducting 

outside private business during scheduled working hours and are further prohibited from engaging 

in conduct which creates a potential or actual conflict of interest with their duties and 

responsibilities as a City employee. 

 

X. POLITICAL ACTIVITY 
 

Although the City encourages all employees to exercise their constitutional rights to vote, certain 

political activities are legally prohibited for classified employees of the City whether in active pay 

status or on leave of absence. The following activities are examples of conduct permitted by 

classified employees: 

 

1. Registration and voting. 

 

2. Expressing opinions, either orally or in writing. 

 

3. Voluntary financial contributions to political candidates or organizations. 

 

4. Circulating non-partisan petitions or petitions stating views on legislation. 

 

5. Attendance at political rallies. 

 

6. Signing nominating petitions in support of individuals. 

 

7. Displaying political materials in the employee’s home or on the employee’s 

property. 

 

8. Wearing political badges or buttons, or the display of political stickers on private 

vehicles. 
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9. Serving as a precinct official under O.R.C. § 3501.22. 

 

A. The following activities are examples of conduct prohibited by classified employees. 

 

1. Candidacy for public office in a partisan election. 

 

2. Candidacy for public office in a non-partisan general election if the nomination to 

candidacy was obtained in a primary partisan election or through the circulation of 

a nominating petition identified with a political party. 

 

3. Filing of petitions meeting statutory requirements for partisan candidacy to elective 

office. 

 

4. Circulating official nominating petitions for any partisan candidate. 

 

5. Holding an elected or appointed office in any partisan political organization. 

 

6. Accepting appointment to any office normally filled by partisan election. 

 

7. Campaigning by writing in publications, by distributing political material, or by 

writing or making speeches on behalf of a candidate for partisan elective office, 

when such activities are directed toward party success. 

 

8. Solicitation, either directly or indirectly, of any assessment, contribution or 

subscription, either monetary or in-kind, for any political party or political 

candidate. 

 

9. Solicitation for the sale, or actual sale, of political party tickets. 

 

10. Partisan activities at the election polls, such as solicitation of votes for other than 

nonpartisan candidates and nonpartisan issues. 

 

11. Service as a witness or challenger for any party or partisan committee. 

 

12. Participation in political caucuses of a partisan nature. 

 

13. Participation in a political action committee that supports partisan activity. 

 

Any employee having a question pertaining to whether specific conduct of a political nature is 

permissible should contact their immediate supervisor, or City Attorney, prior to engaging in such 

conduct. 

 

X. RESIGNATION 

Employees may voluntarily resign in good standing by submitting a written letter of resignation to 

their Appointing Authority at least two (2) weeks in advance of the effective date of resignation. 

Such resignation letter should be signed, dated and include the expected date of resignation. A 

failure to provide the appropriate notice may result in an individual being ineligible for re- 

employment with the City. 

Employees voluntarily resigning from the City are expected to return all City equipment/property 

to their supervisor on, or before, the date of their voluntary resignation. A failure to timely return 

City equipment/property may result in a delayed delivery of their final paycheck. 

An employee that is absent without leave for three (3) or more consecutive days may be considered 

to have constructively resigned their employment with the City. 
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XI. REDUCTION IN FORCE 

If it becomes necessary to reduce staffing levels by layoff or job abolishment due to lack of work, 

lack of funds, reorganization or other justified business reason, the City shall lay off employees in 

accordance with law. The City shall determine the number of positions and the classifications in 

which layoffs will occur. Employees may have recall rights for up to one (1) year. 

XII. PERFORMANCE EVALUATIONS 

A written Performance Evaluation provides supervisors with an effective mechanism to measure 

and communicate levels of job performance to their employees. The City may conduct annual 

performance evaluations of employees. Evaluations, if conducted, will be based upon defined and 

specific criteria and will generally be reviewed with the employee by their supervisor or 

department head. The results will be discussed with the employee and the employee will be asked 

to sign the evaluation. An employee’s signature will reflect their receipt of the evaluation, not 

their agreement with its contents. Should the employee refuse to sign, a notation will be made 

reflecting the date and time of the review along with the employee’s refusal to sign. Employees 

may offer a written response to their performance evaluation. Such response, if given, will be 

maintained with the evaluation. Performance evaluations will be retained in the employee’s 

personnel file. 

Additional performance evaluations may be performed by the City at the City’s discretion. 

Further, probationary employees may be evaluated twice during their probationary period. 

XIII. SOLICITATION 
 

Individuals not employed by the City are prohibited from soliciting funds or signatures, conducting 

membership drives, distributing literature or gifts, offering to sell merchandise or services (except 

by representatives of suppliers or vendors given prior authority), or engaging in any other 

solicitation, distribution, or similar activity on the premises or at a worksite. 

 

The City may authorize a limited number of fund drives by employees on behalf of charitable 

organizations or for employee gifts. Employees are encouraged to volunteer to assist these drives; 

however, participation is entirely voluntary. 

 

The following restrictions apply when employees engage in permitted solicitation or distribution 

of literature for any group or organization, including charitable organizations: 

 

A. Distribution of literature, solicitation and the sale of merchandise or services is prohibited 

in public areas. 

 

B. Soliciting and distributing literature during the working time of either the employee making 

the solicitation or distribution, or the targeted employee, is prohibited. The term “working 

time” does not include an employee’s authorized lunch or rest periods or other times when 

the employee is not required to be working. 

 

C. Distributing literature in a way that causes litter on City property is prohibited. 

 

The City maintains various communications systems to communicate City-related information to 

employees and to disseminate or post notices required by law. The unauthorized use of the 

communications systems or the distribution or posting of notices, photographs, or other materials 

on any City property is prohibited. 

 

Violations of this policy will be addressed on a case-by-case basis. Disciplinary measures will be 

determined by the severity of the violation, not the content of the solicitation or literature involved. 

 

XIV. HOURS OF WORK AND OVERTIME 
 

The City will establish the hours of work for all employees. Generally, the normal business hours 

will be 8:00 a.m. to 5:00 p.m. Work hours may vary by Department. Staff may be required to work 

days, evenings, nights and/or weekends due to operational needs. Additionally, each City 

Department may alter the work schedules, days off and shifts of employees based upon operational 

needs. 
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Due to federal regulations, employees who are not exempt from the overtime provisions of the 

Fair Labor Standards Act (“FLSA”) are prohibited from signing in or beginning work before their 

scheduled starting time, or signing out/stopping work past their scheduled quitting time except with 

supervisory approval or in emergency situations. Additionally, non-exempt employees who receive an 

unpaid lunch period are prohibited from working during their lunch period except with supervisory 

 approval or in emergency situations. Non-exempt employees who work outside their regularly scheduled 

 hours in contravention of this rule shall be paid for all hours actually worked, but may be disciplined accordingly. 
 

Failure to properly sign-in or sign-out as required, misrepresenting time worked, altering any time 

record, or allowing a time record to be altered by others will result in disciplinary action. However, 

supervisors may make adjustments to an employee’s time sheet, as necessary. 

Generally, employees not exempt from the overtime provisions of the FLSA shall be compensated 

for overtime for all hours worked in excess of forty (40) in any one work week, regardless of the 

employee’s regularly scheduled work day. Overtime shall be compensated at a rate of one and one- 

half times the employee’s regular rate of pay for overtime worked, including time spent in paid 

status. 
 

The City may require overtime as a condition of continued employment. An employee who refuses 

to work a mandatory overtime assignment may be considered insubordinate and disciplined 

accordingly. Additionally, the City may authorize or require employees to work a flexible 

schedule in a work week. For overtime eligible employees, a flexible schedule must occur within 

a single forty-hour work week. 

 

Employees who are exempt from the overtime provisions of the FLSA are not eligible for overtime 

payment. Such exemptions may include employees whose job duties are executive, administrative 

or professional in nature. At the discretion of the appointing authority, exempt employees may be 

required to keep track of, and report, their hours without destroying their exempt status. However, 

generally, exempt employees will not have a reduction in pay for absences of less than an entire 

work period. Absences will first be deducted from the employee’s accumulated sick leave (if 

appropriate), vacation leave or other paid leave. The following positions  

be exempt from the overtime provisions of the FLSA: 

 

Safety Director Service Director 

Development Director Police Lieutenant 

Parks & Recreation Director Computer Systems Director 

Human Resources Director Superintendent of Streets 

Chief Building Official Clerk of Courts 

Superintendent of Water/Wastewater Planning Administrator 

Chief of Police Tax Administrator 

Finance Manager Assistant City Prosecutors 

Clerk of Council Assistant City Attorney 

Director of Senior Center 

 
XV  Compensatory Time 
 

Employees may choose to take compensatory time for overtime worked in lieu of compensation if such  

choice is indicated during the pay period in which the overtime is worked and the request is approved by  

the Appointing Authority or designee. 

 

a. Compensatory time shall be credited to employees who are eligible for overtime pay  

at the rate of one and one-half (1½) hour for each overtime hour worked. 

  

b. Employee’s compensatory time balance shall be limited to a maximum of 100 hours, 

therefore, they would have to use some of the compensatory time before they could accumulate more.  

Once an employee reaches 100 hours, they must take over-time pay until they drop below 100 hours.   

 

c.  Employees shall have the option of receiving a cash payment for any or all hours accrued but unused 

compensatory time in that calendar year. Request for payout of comp time must be submitted by the  

15th of October. The payment will be made at the employee’s current rate of pay and will be paid no  

later than mid November of that year. 

 

d. Any hours which are not paid out will be carried over to the next calendar year and will be subject  

to a 100 hour maximum refillable bank for the following year. 

 

2 Any overtime pay earned as a result of this section must be within the limits appropriated by City Council. 
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3. In case of death of an employee, any earned overtime hours worked credited to  such employee shall be  

paid to the surviving spouse, or to the estate of the deceased, if there is no surviving spouse. 

 

4. Upon separation from employment with the City for any reason, the employee (or spouse or estate upon  

employee’s death) shall be entitled to payment for any accrued but unpaid overtime hours, including  

compensatory time hours accrued but not used.  Such payment shall be at the overtime rate applicable to  

the employee’s current rate of pay at the time of separation. 

 

 

 
XVI: LONGEVITY PAY 
 

Each full-time employee of the City shall be entitled to longevity compensation at the  

completion of five (5) years of continuous employment with the City. Longevity payments shall 

be made to current employees in a lump sum on the second pay in November, according to the 

following schedule: 

From (Beginning of): To (End of) 

6th year 9th year $450.00 annually 

10th year 14th year $500.00 annually 

15th year 19th year $550.00 annually 

20th year -------- $600.00 annually 

XV.  
 

When an employee is called back to work by his supervisor for hours not abutting their regular 

work hours, the employee shall receive a minimum of two (2) hours pay at the employee’s 

overtime rate. If the employee is called-in and works more than two (2) hours, the employee 

shall be paid their overtime rate for all hours worked. 

 

XVI. REPORTING TO WORK AND TARDINESS 
 

Employees are expected to report for and remain at work as scheduled and to be at their work 

stations at their starting time. Employees who call off work for personal reasons should call off in 

advance of their starting time in accordance with procedures established by their Supervisor. 

Employees who call off must make contact with their supervisor or designee each day of their 

absence unless they have made alternate arrangements. Calling off work in accordance with this 

procedure will not necessarily result in an employee receiving approved leave for their absence. 

 

Tardiness may result in a reduction in the corresponding amount of pay for which the employee is 

late and/or discipline. 
 

XVII. INCLEMENT WEATHER 
 

The City recognizes that on certain days it may not be possible to report to duty due to inclement 

weather caused by excessive snow, ice or other weather conditions. 

 

When snow, ice, or other weather conditions make travel to and from work difficult, but it is not 

severe enough to close the City, employees are encouraged to make reasonable efforts to report to 

work as scheduled. Employees will be compensated in the following manner for these types of 

weather conditions: 

 

A. Employees reporting for work as scheduled will be paid at their regular rate of pay for 

all hours actually worked. 

B. Employees not scheduled to work, but who are called-in, shall be paid consistent with 

the Call-In Pay Policy for all hours worked. 

C. Employees who are scheduled to work and who make a reasonable attempt to report to 

work, but are unable to due to weather conditions, shall notify their immediate 

supervisor as soon as possible. Employees unable to report to work may: 

a. Request to use accrued vacation or personal leave for the period of absence, subject 

to the approval of their supervisor, or Department Head; 

 

 

 

6.a.a

Packet Pg. 60

A
tt

ac
h

m
en

t:
 P

er
so

n
n

el
 P

o
lic

y 
M

an
u

al
 U

p
d

at
e 

20
18

  (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



 

 

b. Request a personal leave of absence without pay for the period of absence, subject 

to the approval of their supervisor, or Department Head; 

c. Employees failing to report during inclement weather without notifying their 

supervisor, or Department Head, may be subject to discipline for being absent 

without leave. 

In cases when weather conditions are severe enough to cause the Sheriff of the City of the 

employee’s residence to issue a Level III emergency, or for the Mayor to officially close the City 

and/or non-continuous operating City facilities, the following apply: 

 

A. Employees who were scheduled to work, but are unable to do so due to the closure, 

shall suffer no loss of pay; 

B. If the office or facility is closed due to a Level III emergency and the employee is 

required to leave early, the employee shall suffer no loss of pay for the remainder of 

their regularly scheduled shift; 

C. If the Level III emergency is lifted during the shift, after the employee has already been 

notified not to report, the employee will suffer no loss of pay for the entire shift. 

 

Employees working in facilities that operate 24-hours per day on a continuous basis shall make 

every reasonable effort to report to work, even during Level III emergencies, so long as the 

employee can report in a safe manner. The following procedures apply to employees employed in 

continuous operating facilities and to other employees that may be required to report, such as 

building and grounds personnel: 

 

A. An employee reporting to work shall be paid their regular hourly rate for all hours 

worked, place receive, hour-for-hour, an additional hour of pay or compensatory time 

for each non-overtime hours worked on their regular shift (double-time); 

B. Employees scheduled to work, but unable to report for their regular shift, shall suffer 

no loss of pay for their regularly scheduled shift; 

 

The City may offer to transport essential employees during a weather emergency to adequately 

staff continuous and essential operations facilities. Such employees shall be required to accept the 

offer of transportation. An employee refusing transportation will be deemed to be absent without 

leave. 

 

Employees attempting to arrive at work during inclement weather, or a weather emergency, will 

be given reasonable consideration in the event that they arrive late for work. 

Employees already on approved leave during the day of inclement weather, or weather emergency, 

shall remain on leave and not be eligible for any benefits provided by this policy. 

 

XVIII. REPORTING TO WORK AND TARDINESS 

Employees are expected to report for and remain at work as scheduled and to be at their work 

stations at their starting time. Employees who call off work for personal reasons should call off in 

advance of their starting time in accordance with procedures established by their Department Head. 

Employees who call off must make contact with their supervisor or designee each day of their 

absence unless they have made alternate arrangements. Calling off work in accordance with this 

procedure will not necessarily result in an employee receiving approved leave for their absence. 

The City will consider the underlying reason for the absence in order to determine whether to grant 

approved leave. 

 

An employee who reports to work late, extends his lunch or break without authorization, or who 

leaves before the end of his scheduled shift, may be disciplined and docked pay. Pay will be 

docked in the lowest increments permitted by the City’s timekeeping system. 

XIX. PAYCHECKS 
 

Paychecks will be issued on the Friday following the end of a pay period, except when a regular 

payday falls on a holiday. If payday falls on a holiday, paychecks will be distributed the day 

immediately preceding the holiday. Pay advances are not permitted. 
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XX.  EDUCATIONAL ASSISTANCE INCENTIVE PROGRAM 
 

All full-time employees are eligible to participate in the Educational Assistance Incentive Program 

of the City. Participation is voluntary and available to those who elect job-related self- 

development activities during non-working hours. All coursework must be taken in accordance 

with a Planned Program of Professional Improvement approved by the appointing authority in 

advance. 

The allowances for assistance are as follows: 

For approved courses earning college credit, a maximum $2,750.00, effective January 1, 2003, of 

tuition expense for each academic year may be requested by the employee, and for approved 

courses earning other than college level credit, a maximum of $1,000.00 of tuition expenses for 

each academic year may be requested by an employee. 

50% of the expense incurred for textbooks required for above approved courses will be paid, except 

that for non-college level courses, a $250.00 limit is not to be exceeded. 

To qualify for assistance, plan participants shall satisfactorily complete the course(s) with a grade 

of C or better, or pass a pass/fail course. Reimbursement shall be made upon submission of official 

transcripts, tuition statements, and receipts for textbooks. 

 

 
An employee who has received educational assistance must remain an employee for one (1) year 

following completion of the courses for which assistance was received. Should an employee 

separate from service with the City within the one (1) year period, except in the event of a disability 

retirement, that employee must repay any assistance received in the one (1) year period. 

XXI. SICK LEAVE 
 

Accumulation 

 

Each employee shall be entitled for each completed eighty (80) hours of service to sick leave of 

four (four) and six-tenths (6/10) hours of pay, and unused sick leave may be accumulated without 

limit. Previous accumulated sick leave of an employee who has separated from public service 

shall be re-credited if reemployment in public service takes place within ten (10) years of the last 

termination from public service and the employee provides proof of the prior leave balance. An 

employee who transfers from one public agency to another shall be credited with their balance of 

unused sick leave upon the showing of proof of sick leave from the employee’s prior agency. Sick 

eave shall be at the employee’s current rate of pay. 

 
 

Use 

 

Sick leave may be used by employees and upon approval of the City for absences due to the 

following: 

1. Illness, injury, or pregnancy-related medical condition of the employee. 

 

2. Exposure of an employee to a contagious disease which could be communicated to 

and jeopardize the health of other employees. 

 

3. Examination of the employee, including medical, psychological, dental, or optical 

examination, by an appropriate licensed medical practitioner. 

 
4. Death of a member of the employee’s immediate family. Appointing Authority can  

 grant additional time off on a case by case basis. 

 

5. Illness, injury, or pregnancy-related medical condition of a member of the 

employee’s immediate family where the employee’s presence is reasonably 

necessary for the health and welfare of the employee or affected family member. 
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6. 

 
 

 

 

 

Elective cosmetic surgeries that are not medically necessary do not constitute an appropriate usage 

of sick leave. Other appropriate leaves of absence, such as vacation, may be requested for such 

purposes. 

For purposes of sick leave, immediate family is defined as: grandparent; great-grandparents; 

brother; sister; brother-in-law; sister-in-law; daughter-in-law; son-in-law; father; mother; father- 

in-law; mother-in-law; spouse; child; step-child; step-parent; grandchild; legal guardian; or other 

person who stands in place of a parent. 

Grandparent-in-law, aunts and uncles shall also be considered immediate family for bereavement 

leave purposes. Such usage shall be limited to reasonably required time, not to exceed one (1) 

day. The City may grant additional time off on a case by case basis not to exceed three (3) days. 

Employee Notification 

When an employee is unable to report to work due to illness or other acceptable sick leave reason, 

he shall notify his supervisor. An employee must continue such notification each succeeding day 

of absence except in cases of prolonged illness or absence where the employee has been granted a 

set period of leave. Failure of an employee to make proper notification may result in denial of sick 

leave and/or appropriate disciplinary action. The City reserves the right to investigate any 

employee request for sick leave. 

Written Statement 

 

The City may require the employee to furnish a satisfactory signed statement to justify the use of 

sick leave. Proof of illness, such as a doctor’s excuse, may be required when the City believes 

absence to be excessive, chronic, patterned, or abusive. A satisfactory licensed medical 

practitioner’s certificate may be required at any time, but will generally be required in each case 

when an employee has been absent more than three (3) consecutive days. When a licensed medical 

practitioner’s certificate is required, it must be submitted to the Human Resources Director before 

an employee will be permitted to return to work from leave. The licensed medical practitioner’s 

certificate must be signed personally by the treating practitioner, and must verify that the employee 

was unable to work during the period in question, not simply that the employee was “under the 

doctor’s care.” For absences where a licensed medical practitioner’s certificate is not required, the 

employee must submit a written statement to the Human Resources Director explaining the nature 

of the illness. 

Sick Leave Abuse 

 

Application by an employee for sick leave through fraud or dishonesty will result in denial of such 

leave together with disciplinary action up to and including dismissal. Patterns of sick leave usage 

immediately prior or subsequent to holidays, vacation, days off and/or weekends or excessive sick 

leave usage may result in sick leave denial and appropriate disciplinary action. The City reserves 

the right to investigate allegations of sick leave abuse. The City reserves the right to question 

employees concerning their sick leave use. Whenever an employee is on sick leave he/she must  

be at home during his/her scheduled work hours or obtaining treatment or medication. 

 

Uses of Other Leave 

 

Other accumulated unused leaves may be used for sick leave purposes, at the discretion of the City. 

An employee who becomes sick while on vacation may apply to use sick leave time instead of 

vacation days for the illness. 

 
Sick Leave Conversion 
 

An employee with at least ten (10) years of service to the City, upon actual retirement or 

resignation from the City, with at least two (2) weeks prior notice to the City or upon death, shall 

be paid for his or her accumulated but unused sick leave as follows: 

 

 

Medical, dental or optical examinations or treatments of an employee or of a 

member  of  an  employee’s  immediate  family  where  the  employee’s  care  and 

attendance is reasonably required.  

 

 

? 
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a. Employees who have completed at least ten (10) years of service to the City shall 

be entitled to 25% of their accumulated but unused sick leave, not to exceed 320 

hours. 

 

b. Employees who have completed at least 15 years of service to the City shall be 

entitled to 30% of their accumulated but unused sick leave, not to exceed 540 hours. 

 

c. Employees who have completed at least 20 or more years of service to the City 

shall be entitled to 40% of their accumulated but unused sick leave, not to exceed 

760 hours. 

 

d. Employees who have completed at least 25 years of service to the City shall be 

entitled to 50% of their accumulated but unused sick leave, not to exceed 880 hours. 
 

Employees hired after January 1, 1998, shall not have sick leave earned with another entity other 

than the City counted for purposes of sick leave conversion. Moreover, sick leave used by an 

employee of the City will be charged first against any sick leave earned as an employee of City,  

so that an employee may not first use up sick leave brought from another entity in order to save up 

the sick leave earned with City for cash-in. 

 

In the case of an employee’s death, the employee’s spouse, or, secondarily, his or her estate, shall 

receive this payment. 

If an employee is killed in the line of duty, the employee’s spouse, or, secondarily, his or her estate, 

will be paid an amount equal to 100% of the deceased employee’s accumulated but unused sick 

leave. 

All payments under this section shall be based on the employee’s rate of pay at the time of 

retirement or death, or other separation, and the documented hours of unused sick leave reflected 

in the records maintained by the City. 

Payment under this policy shall be considered to eliminate all sick leave credit accrued by the 

employee at the time of payment. 

Medical Information. 

 

The City will maintain employees’ medical information in a separate medical file and will treat 

the information in a confidential manner. Employees who are concerned that their medical 

information is not being treated in a confidential manner should report such concerns to the Human 

Resources Director. 
 

XXII. FAMILY MEDICAL LEAVE ACT (“FMLA”) 

Statement of Policy. 

Eligible employees may request time off for family and/or medical leave of absence with job 

protection and no loss of accumulated service provided the employee meets the conditions outlined 

in this policy and returns to work in accordance with the Family and Medical Leave Act of 1993. 

 

Definitions. 

As used in this policy, the following terms and phrases shall be defined as follows: 

 

1. “Family and/or medical leave of absence”: An approved absence available to 

eligible employees for up to twelve (12) weeks of unpaid leave per year under 

particular circumstances. Such leave may be taken only for the following 

qualifying events: 

 

e. Upon the birth of an employee’s child and in order to care for the child. 

 

f. Upon the placement of a child with an employee for adoption or foster care. 

 

g. When an employee is needed to care for a family member who has a serious 

health condition. 

 

h. When an employee is unable to perform the functions of his position 
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because of the employee’s own serious health condition. 

 

i. Qualifying service member leave. 

 

2. Service Member Leave: The spouse, parent or child of a member of the U.S. 

military service is entitled to twelve (12) weeks of FMLA leave due to qualifying 

exigencies of the service member being on “covered active duty” or receiving a 

“call to covered active duty” In addition, a spouse, child, parent or next of kin 

(nearest blood relative) of a service member is entitled to up to twenty-six (26) 

weeks of leave within a “single twelve (12)-month period” to care for a service 

member with a “serious injury or illness” sustained or aggravated while in the line 

of duty on active duty. The “single twelve (12)-month period” for leave to care for 

a covered service member with a serious injury or illness begins on the first day the 

employee takes leave for this reason and ends twelve (12) months later, regardless 

of the twelve (12) month period established for other types of FMLA leave. 

 

3. “Per year”: A rolling twelve (12) month period measured backward from the date 

an employee uses any leave under this policy. Each time an employee takes leave, 

the employer will compute the amount of leave the employee has taken under this 

policy, and subtract it from the twelve (12) weeks of available leave. The balance 

remaining is the amount the employee is entitled to take at the time of the request. 

For example, if an employee used four (4) weeks of FMLA leave beginning 

February 4, 2009, four weeks beginning June 1, 2009, and four weeks beginning 

December 1, 2009, the employee would not be entitled to any additional leave until 

February 4, 2010. 

 

4. “Serious health condition”: Any illness, injury, impairment, or physical or mental 

condition that involves: 

 

a. Inpatient care. 

 

b. Any period of incapacity of more than three consecutive calendar days that 

also involves: 

 

i. Two or more treatments by a health care provider, the first of which 

must occur within seven (7) days of the first day of incapacity and 

both visits must be completed within thirty (30) days; or 

 

ii. Treatment by a health care provider on one occasion that results in 

a regimen of continuing treatment under the supervision of a health 

care provider. 

 

c. Any period of incapacity due to pregnancy or for prenatal care. 

 

d. A chronic serious health condition which requires at least two “periodic” 

visits for treatment to a health care provider per year and continues over an 

extended period of time. The condition may be periodic rather than 

continuing. 

 

e. Any period of incapacity which is permanent or long term and for which 

treatment may not be effective (i.e. terminal stages of a disease, Alzheimer’s 

disease, etc.). 

 

f. Absence for restorative surgery after an accident/injury or for a condition 

that would likely result in an absence of more than three days absent medical 

intervention. (i.e. chemotherapy, dialysis for kidney disease, etc.). 

 

5. “Licensed health care provider”: A doctor of medicine, a doctor of osteopathy, 

podiatrists, dentists, optometrists, psychiatrists, clinical psychologists, and others 

as specified by law. 
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6. “Family member”: Spouse, child, parent or a person who stands “in loco parentis” 

to the employee. 

 

7. “Covered Service Member”: Means either: 

 

a. A current member of the Armed Forces, including a National Guard or 

Reserve Member, who is undergoing medical treatment, recuperation, or 

therapy, is in outpatient status, or is on the temporary disability retired list, 

for a serious injury or illness; or 

 

b. A covered veteran who is undergoing medical treatment, recuperation, or 

therapy for a serious injury or illness and who was a member of the Armed 

Forces, including a National Guard or Reserves Member, at any time during 

the five years preceding the date the eligible employee takes FMLA leave 

to care for the covered veteran. 

 

i. Note: An individual who was a member of the Armed Forces 

(including National Guard or Reserves) and who was discharged or 

released under conditions other than dishonorable prior to March 8, 

2013, the period of October 28, 2009 and March 8, 2013, shall not 

count toward the determination of the five-year period for covered 

veteran status. 

 

8. “Outpatient Status”: The status of a member of the Armed Forces assigned to a 

military medical treatment facility as an outpatient or to a unit established for the 

purpose of providing command and control of members of the Armed Forces 

receiving outpatient medical care. 

 

9. “Next Of Kin”: The term “next of kin” used with respect to a service member 

means the nearest blood relative of that individual. 

 

10. A “serious injury or illness”, for purposes for the 26 week military caregiver leave 

means either: 

 

a. In the case of a current member of the Armed Forces, including a member 

of the National Guard or Reserves, means an injury or illness that was 

incurred by the covered service member in the line of duty on active duty 

in the Armed Forces or that existed before the beginning of the member's 

active duty and was aggravated by service in the line of duty on active duty 

in the Armed Forces, and that may render the member medically unfit to 

perform the duties of the member's office, grade, rank or rating; and, 

 

b. In the case of a covered veteran, means an injury or illness that was incurred 

by the member in the line of duty on active duty in the Armed Forces (or 

existed before the beginning of the member's active duty and was 

aggravated by service in the line of duty on active duty in the Armed Forces) 

and manifested itself before or after the member became a veteran, and is: 

 

i. a continuation of a serious injury or illness that was incurred or 

aggravated when the covered veteran was a member of the Armed 

Forces and rendered the service member unable to perform the 

duties of the service member's office, grade, rank, or rating; or 

 

ii. a physical or mental condition for which the covered veteran has 

received a U.S. Department of Veterans Affairs Service–Related 

Disability Rating (VASRD) of 50 percent or greater, and such 

VASRD rating is based, in whole or in part, on the condition 

precipitating the need for military caregiver leave; or 
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iii. a physical or mental condition that substantially impairs the covered 

veteran's ability to secure or follow a substantially gainful 

occupation by reason of a disability or disabilities related to military 

service, or would do so absent treatment; or 

 

iv. an injury, including a psychological injury, on the basis of which the 

covered veteran has been enrolled in the Department of Veterans 

Affairs Program of Comprehensive Assistance for Family 

Caregivers. 

 

11. “Covered Active Duty” or “call to covered active duty”: 

 
a. In the case of a member of a Regular Armed Forces means duty during the 

deployment of the member with the Armed Forces to a foreign country. 

(Active duty orders of a member of the Regular components of the Armed 

Forces generally specify if the member is deployed to a foreign country.” 

 
b. In the case of a member of the Reserve components of the Armed Forces 

means duty during the deployment of the member with the Armed Forces 

to a foreign country under a Federal call or order to active duty in support 

of a contingency operation pursuant to specific sections of the U.S. Code, 

as outlined in 29 CFR § 825.126. 

 

12. “Deployment to a foreign country” means deployment to areas outside of the 

United States, the District of Columbia, or any Territory or possession of the U.S., 

including international waters. 

 

13. “Qualifying Exigency”: (For purposes of the twelve (12)-week qualifying exigency 

leave) includes any of the following: 

 

a. Up to seven days of leave to deal with issues arising from a covered military 

member’s short notice deployment, which is a deployment on seven (7) or 

fewer days notice. 

 

b. Military events and related activities, such as official ceremonies, programs, 

or events sponsored by the military, or family support or assistance 

programs and informational briefings sponsored or promoted by the 

military, military service organizations, or the American Red Cross that are 

related to the active duty or call to active duty status of a covered military 

member. 

 

c. Qualifying childcare and school activities arising from the active duty or 

call to active duty status of a covered military member, such as arranging 

for alternative childcare, providing childcare on a non-routine, urgent, 

immediate need basis; enrolling or transferring a child to a new school; and 

attending certain school and daycare meetings if they are necessary due to 

circumstances arising from the active duty or call to active duty of the 

covered military member. 

 

d. Making or updating financial and legal arrangements to address a covered 

military member’s absence, such as preparing powers of attorney, 

transferring bank account signature authority, or preparing a will or living 

trust. 

 

e. Attending counseling provided by someone other than a health care 

provider for oneself, the covered military member, or a child of the covered 

military member, the need for which arises from the active duty or call to 

active duty status of the covered military member. 
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f. Rest and recuperation leave of up to fifteen (15) days to spend time with a 

military member who is on short-term, temporary, rest and recuperation 

leave during the period of deployment. This leave may be used for a period 

of 15 calendar days from the date the military member commences each 

instance of Rest and Recuperation leave. 

 

g. Attending certain post-deployment activities within ninety (90) days of the 

termination of the covered military member’s duty, such as arrival 

ceremonies, reintegration briefings, and any other official ceremony or 

program sponsored by the military, as well as addressing issues arising from 

the death of a covered military member. 

 

h. Qualifying parental care for military member’s biological, adoptive, step or 

foster father or mother, or any other individual who stood in loco parentis 

to the military member when the member was under 18 years of age, when 

the parent requires active assistance or supervision to provide daily self-care 

in three or more of the activities of daily living, as described in 29 C.F.R. § 

825.126, and the need arises out of the military member’s covered active 

duty or call to covered active duty status. 

 

i. Any qualifying exigency which arose out of the covered military member’s 

covered active duty or call to covered active duty status. 

 

A. Leave Entitlement. 

 

To be eligible for leave under this policy, an employee must meet all of the following 

conditions: 

 

 
1. Worked for the agency for at least twelve (12) non-consecutive months, or fifty- 

two (52) weeks. 

 

2. Actually worked at least one thousand two hundred fifty (1,250) hours during the 

twelve (12) month period immediately prior to the date when the FMLA leave is 

scheduled to begin. 

 

3. Work at a location where the Employer employs fifty (50) or more employees 

within a seventy-five (75) mile radius. 

 

a. The entitlement to FMLA leave for the birth or placement for adoption or 

foster care expires at the end of the twelve (12) month period following such 

birth or placement. 

 

b. Spouses who are both employed by the agency are jointly entitled to a 

combined leave total of twelve (12) weeks (rather than twelve (12) weeks 

each) for the birth of a child, upon the placement of a child with the 

employees for adoption or foster care, and for the care of certain family 

members with serious health conditions. 

 

Use of Leave. 

 

The provisions of this policy shall apply to all family and medical leaves of absence as follows: 

 

 

1. Generally: An employee is only entitled to take off a total of twelve (12) weeks of 

leave per year under the FMLA. As such, employees will be required to utilize 

their accumulated unused paid leave (sick, vacation, etc) in conjunction with their 
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accumulated unused unpaid Family Medical Leave. Employees will be required to 

use the type of accumulated paid leave that best fits the reason for taking leave and 

must comply with all procedures for requesting that type of leave as stated in the 

relevant policy. Any time off that may legally be counted against an employee’s 

twelve (12) week FMLA entitlement will be counted against such time. 

 

2. Birth of An Employee’s Child: An employee who takes leave for the birth of his or 

her child must first use all available accrued paid vacation leave prior to using 

unpaid leave for the remainder of the twelve (12) week period. However, if the 

employee requests leave for the employee’s own serious health condition as a result 

of the pregnancy or post-partum recovery period, the employee will be required to 

exhaust all of her sick leave prior to using unpaid leave for the remainder of the 

twelve (12) week period. (Note: See section E below for information on disability 

leaves.) 

 

3. Placement of a Child for Adoption or Foster Care: An employee who takes leave 

for the placement of a child for adoption or foster care must first use all available 

accrued paid vacation leave prior to using unpaid leave for the remainder of the 

twelve (12) week period. 

 

4. Employee’s Serious Health Condition or Family Member’s Serious Health 

Condition: An employee who takes leave because of his serious health condition or 

the serious health condition of his family member must use all available accrued 

paid sick and vacation leave prior to using unpaid leave for the remainder of the 

twelve (12) week period. 

 

FMLA and Disability/Workers’ Compensation. 

 

An employee who is eligible for FMLA leave because of his own serious health condition may 

also be eligible for workers’ compensation if the condition is the result of workplace accident or 

injury. Regardless of whether the employee is using worker’s compensation benefits, the 

Employer may designate the absence as FMLA leave, and count it against the employee’s twelve 

(12) week FMLA entitlement if the injury or illness constitutes a serious health condition under 

the FMLA. In addition, as these may be compensated absences, if the employee participates in  

the worker’s compensation program, the employee is not eligible to use paid leave of any type 

(except as supplemental benefits, if applicable and requested by the employee), nor can the 

employer require him to do so, while the employee is receiving compensation from such a 

program. 

 

Procedures For Requesting FMLA Leave. 

 

Requests for FMLA leave must be submitted in writing at least thirty (30) days prior to taking 

leave or as soon as practicable prior to the commencement of the leave. If the employee fails to 

provide thirty (30) days notice for foreseeable leave with no reasonable excuse for the delay, the 

leave may be denied until at least thirty (30) days from the date the employer receives notice. The 

employee must follow the regular reporting procedures for each absence. 

FMLA requests must be submitted on a standard leave form prescribed by the Employer. The 

Employer will determine whether the leave qualifies as FMLA leave, designate any leave that 

counts against the employee’s twelve (12) week entitlement, and notify the employee that the leave 

has been so designated. 

When an employee needs foreseeable FMLA leave, the employee shall make a reasonable effort 

to schedule the treatment so as not to unreasonably interfere with the Employer’s operations. 

Certification of Need for FMLA Leave for Serious Health Condition. 

 

An employee requesting FMLA leave due to his family member’s serious health condition must 

provide a doctor’s certification of the serious health condition, which must designate that the 

employee’s presence is reasonably necessary. Such certification shall be submitted at the time 

FMLA leave is requested, or if the need for leave is not foreseeable, as soon as practicable. An 

employee requesting FMLA leave due to the birth or placement of a child must submit appropriate 

documentation at the time FMLA leave is requested. 
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The Employer, at its discretion, may require the employee to sign a release of information so that 

a representative other than the employee’s immediate supervisor can contact the medical provider. 

If the medical certification is incomplete or insufficient, the employee will be notified of the 

deficiency and will have seven (7) calendar days to cure the deficiency. 

The Employer may require a second medical opinion prior to granting FMLA leave. Such opinion 

shall be rendered by a health care provider designated or approved by the Employer. If a second 

medical opinion is requested, the cost of obtaining such opinion shall be paid for by the Employer. 

If the first and second opinions differ, the Employer, at its own expense, may require the binding 

opinion of a third health care provider approved jointly by the Employer and the employee. Failure 

or refusal of the employee to submit to or cooperate in obtaining either the second or third opinions, 

if requested, shall result in the denial of the FMLA leave request. 

Employees who request and are granted FMLA leave due to serious health conditions may be 

required to provide the Employer periodic written reports assessing the continued qualification for 

FMLA leave. Further, the Employer may request additional reports if the circumstances described 

in the previous certification have changed significantly (duration or frequency of absences, the 

severity of the condition, complications, etc.), or if the employer receives information that casts 

doubt on the employee’s stated reason for the absence. The employee must provide the requested 

additional reports to the Employer within fifteen (15) days. 

Certification for leave taken because of a qualifying exigency 

 

The Employer may request that an employee provide a copy of the military member’s active duty 

orders to support the request for qualifying exigency leave. Such certification for qualifying 

exigency leave must be supported by a certification containing the following information: 

statement or description of appropriate facts regarding the qualifying exigency for which leave is 

needed; approximate date on which the qualifying exigency commenced or will commence; 

beginning and end dates for leave to be taken for a single continuous period of time; an estimate 

of the frequency and duration of the qualifying exigency if leave is needed on a reduced scheduled 

basis or intermittently; appropriate contact information for the third party if the qualifying 

exigency requires meeting with a third party and a description of the meeting; and, if the qualifying 

exigency involves Rest and Recuperation leave, a copy of the military member’s Rest and 

Recuperation orders, or other documentation issued by the military which indicates the military 

member has been granted Rest and Recuperation leave, and the dates of the military member’s 

Rest and Recuperation leave. 

 

Intermittent/Reduced Schedule Leave. 

 

When medically necessary, an employee may take FMLA leave on an intermittent or reduced work 

schedule basis for a serious health condition. An employee may not take leave on an intermittent 

or reduced schedule basis for either the birth of the employee’s child or upon the placement of a 

child for adoption or foster care with the employee unless specifically authorized in writing by the 

Executive Director. Requests for intermittent or reduced schedule FMLA leave must be submitted 

in writing at least thirty (30) days prior to taking leave, or, as soon as practicable. 

To be entitled to intermittent leave, the employee must, at the time such leave is requested, submit 

additional certification as prescribed by the Employer establishing the medical necessity for such 

leave. This shall be in addition to the documentation certifying the condition as FMLA qualifying. 

The additional certification shall include the dates and the duration of treatment, if any, the 

expected duration of the intermittent or reduced schedule leave, and a statement from the health 

care provider describing the facts supporting the medical necessity for taking FMLA leave on an 

intermittent or reduced schedule basis. In addition, an employee requesting foreseeable 

intermittent or reduced schedule FMLA leave may be required to meet with the Executive 

Assistant or designee to discuss the intermittent or reduced schedule leave. 

An employee who requests and is granted FMLA leave on an intermittent or reduced schedule 

basis may be temporarily transferred to an available alternative position with equivalent class, pay, 

and benefits if the alternative position would better accommodate the intermittent or reduced 

schedule. An employee who requests intermittent or reduced schedule leave due to foreseeable 

medical treatment shall make a reasonable effort to schedule the treatment so as not to unduly 

disrupt the Employer’s operations. 
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Employee Benefits. 

 

Except as provided below, while an employee is on FMLA leave, the Employer will continue to 

pay its portion of premiums for any life, medical, and dental insurance benefits under the same 

terms and conditions as if the employee had continued to work throughout the leave. The 

employee continues to be responsible for the payment of any contribution amounts he would 

havebeen required to pay had he not taken the leave, regardless of whether the employee is using 

paid or unpaid FMLA leave. Employee contributions are subject to any change in rates that occurs 

while the employee is on leave. 

 

The Employer will not continue to pay the Employer portion of premiums for any life, medical, 

and dental insurance benefits if, while the employee is on FMLA leave, the employee fails to pay 

the employee’s portion of such premiums or if the employee’s payment for his portion of the 

premium is late by more than thirty (30) days. If the employee chooses not to continue health care 

coverage during FMLA leave, the employee will be entitled to reinstatement into the benefit plan 

upon return to work. 

If the employee chooses not to return to work for reasons other than a continued serious health 

condition or circumstances beyond the employee’s control, the Employer may seek reimbursement 

from the employee for any amounts paid by the Employer for insurance benefits the employee 

received through the Employer during any period of unpaid FMLA leave. Leave balances accrued 

by an employee prior to taking FMLA leave and not used by the employee as outlined in the section 

entitled “Use of Leave” will be retained by the employee. 

FMLA leave, whether paid or unpaid, will not constitute a break in service. Upon the completion 

of unpaid FMLA leave and return to service, the employee will return to the same level of service 

credit as the employee held immediately prior to the commencement of FMLA leave. In addition, 

FMLA leave will be treated as continuous service for the purpose of calculating benefits which 

are based on length of service. However, specific leaves times (i.e. sick, vacation, and personal 

leave and holidays) will not accrue during any period of unpaid FMLA leave. 

Reinstatement. 

 

An employee on FMLA leave must give the Employer at least two business days notice of his 

intent to return to work, regardless of the employee’s anticipated date of return. Employees who 

take leave under this policy will be reinstated to the same or a similar position upon return from 

leave except that if the position that the employee occupied prior to taking FMLA leave is not 

available, the employee will be placed in a position  which entails substantially equivalent levels 

of skill, effort, responsibility, and authority and which carries equivalent status, pay, benefits, and 

other terms and conditions of employment as the position the employee occupied prior to taking 

FMLA leave. The determination as to whether a position is an "equivalent position" will be made 

by the Employer. 

 

An employee will not be laid off as a result of exercising her right to FMLA leave. However, the 

Employer will not reinstate an employee who has taken FMLA leave if, as a result of a layoff 

within the agency, the employee would not otherwise be employed at the time reinstatement is 

requested. An employee on FMLA leave has no greater or lesser right to reinstatement or to other 

benefits and conditions of employment than if the employee had been continuously employed 

during her FMLA leave. 

 

Prior to reinstatement, employees who take FMLA leave based on their own serious health 

condition shall provide certification from the employee’s health care provider that the employee is 

able to perform the essential functions of his position, with or without reasonable accommodation. 

 

Records. 

 

All records relative to FMLA leave will be maintained by the Employer as required by law. Any 

medical records accompanying FMLA leave requests will be kept separate from an employee’s 

regular personnel file. To the extent permitted by law, medical records related to FMLA leave 

shall be kept confidential. Records and documents created for purposes of FMLA containing 

family medical history or genetic information as defined by the Genetic Information 

Nondiscrimination Act of 2008 (GINA) shall be maintained in accordance with the confidentiality 

requirements of Title II of GINA, which permit such information to be disclosed consistent with 

6.a.a

Packet Pg. 71

A
tt

ac
h

m
en

t:
 P

er
so

n
n

el
 P

o
lic

y 
M

an
u

al
 U

p
d

at
e 

20
18

  (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



the requirements of FMLA. 

 

 
 

XXIII. INJURY LEAVE 
 

Injury leave shall be paid, if authorized by the Appointing Authority, or designee, to any full-time 

employee, who suffers an incapacitating injury while on-the-job in service to the City. 

 

 
Such injury may include exposure of the employee to a contagious disease which could be 

communicated to and jeopardize the health of other employees, if such exposure and jeopardy is 

certified by a physician. 

Injury leave shall be paid at the employee’s current rate of pay, and be limited to a total of not 

more than 1040 hours per occurrence. Injury leave compensation paid to an employee from other 

sources will be deducted from injury leave compensation paid by the City to the employee. 

Compensation from other sources includes, but is not limited to Workers’ Compensation. 

To qualify for injury leave, it must be established conclusively, that the injury was sustained in the 

line of duty, and did not result from misconduct on the part of the employee or self-infliction nor 

was proximately caused by the use of alcohol, a non-prescribed controlled substance, or a 

prescribed controlled substance that had not been approved by the City. It shall be the obligation 

of the employee to report said injury immediately to his/her supervisor and to receive necessary 

medical treatment. 

The Employee shall present to the Appointing Authority, or designee, a certificate from the 

attending medical practitioner stating the nature of the injury and the prognosis and return to work 

status at the earliest time permitted by his/her attending physician. 

After the employee has been given permission to return to work, any subsequent absence shall be 

considered sick leave consistent with this manual, unless it is established conclusively that the 

injury qualifies for injury leave. 

The Appointing Authority, or designee, may obtain an additional opinion from a licensed physician 

in order to substantiate the nature of the injury, and/or to establish conclusively that the injury 

qualifies for injury leave. Should this additional opinion be necessary, it shall be paid for by the 

City. 

Upon expiration of injury leave, an employee may use sick leave. 

XXIV. LEAVE DONATION 
 

Full-Time Permanent, and Part-time Permanent non-union employees of the City may donate paid 

leave to a fellow Full-Time Permanent, or Part-time Permanent non-union City employee in order 

to assist the co-worker in critical need of leave due to the employee’s serious illness or injury. 

A serious illness or injury for the purposes of this policy is defined as a serious illness or injury 

that is expected to incapacitate the City employee for an extended period of time, exhaust the 

employee’s leave balances, and that qualifies as a disability under the City’s Disability Program  

or Workers’ Compensation. Leave donation also requires that the employee will be taking an 

extended time off from work will create a financial hardship for the employee because they have 

exhausted all leave balance. 

To donate leave: Qualifying employees may donate leave if the donating employee: 

 

 
a. voluntarily elects to donate leave and does so with the understanding that donated 

leave will not be returned (leave donated but unused will be returned on a prorated 

basis to all employees who donated leave); 

b. donates a minimum of eight (8) hours; 

c. retains a combined leave balance of at least 120 hours for full-time permanent and 

60 hours for part-time permanent employees (leave shall be donated in the same 

manner in which it would otherwise be used, except that compensatory time is not 

eligible for donation under Fair Labor Standards Act restrictions); and 
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d. does not donate more than 200 hours in one (1) year. 

 

 

Qualifying employees who wish to donate leave must agree to the above conditions and 

complete the Donor Application Form. The Donor Application Form can be obtained in 

the Human Resources Department and must be returned there. 

The donation of leave shall occur on a strictly volunteer basis. The City shall respect an 

employee’s right to privacy, however, with the permission of the employee who is in need 

of leave, the Human Resources Director may inform co-workers of the employee’s critical 

need for leave. 

To receive donated leave: An employee may receive donated leave, up to the number of hours the 

employee is scheduled to work each pay period, if the employee who is to receive donated leave: 

a. has a serious illness or injury as previously defined, and provides written 

documentation from his or her physician certifying the serious illness or injury; 

b. has no accrued leave; and 

c. has applied for any paid leave, workers’ compensation, or disability benefits 

program for which the employee is eligible (an employee who has applied for these 

programs may use donated leave to satisfy the waiting period for such benefits). 

d. After the waiting period, qualified employees may donate leave to supplement up 

to 40% of the employee’s normal pay, if the employee is on disability. There would 

be no waiting period for qualified part-time permanent employees who do not 

receive disability. The employee may NOT receive more than he or she would have 

earned in a normal pay period from disability and leave donation or based on the 

normal hours scheduled to work less applicable deductions. 

e. The Request for Leave Donation Form can be obtained in the Human Resources 

Department and must be returned there. 

f. The employee may only receive donated leave for a maximum of one year. 

The leave donation program shall be administered on a pay-period-by-pay-period basis. 

Employees using donated leave shall be considered on active pay status, and shall accrue leave 

and be entitled to any benefits to which they would otherwise be entitled. 

Leave accrued by an employee while using donated leave shall be used, if necessary, in the 

following pay period before additional donated leave may be received. 

Donated leave shall not count toward the probationary period of an employee if received during 

his or her probationary period. 

Donated leave shall be considered sick leave, but shall NEVER be converted into a cash benefit. 

Eligibility to receive donated leave under this policy shall cease upon: 

a. certification from the employee’s physician that he or she is capable of engaging in 

sustained regular employment; or 

b. an employee’s application for retirement is approved; 

c. death of the employee, whichever should first occur; or 

d. exhaustion of available leave in the leave bank. 

XXV. CIVIC DUTY LEAVE 

Jury Duty. 

Employees will be excused from regularly scheduled work for jury duty. If an employee’s jury 

duty is concluded prior to the completion of the employee’s regularly scheduled workday, he must 

return to work for the remainder of the workday. The City will compensate an employee who is 

called to, and reports for, panel and/or jury duty, at the employee’s straight-time hourly rate for 

the hours he was scheduled on that day. The employee must give the City prior notice of jury 

duty. 
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employment in Ohio. 

 

 

 

 

Work-Related Proceedings. 

 

Employees who are required by the City to appear in court or other proceeding on behalf of the 

City, will be paid at their appropriate rate of pay for hours actually worked. Employees must 

obtain prior approval from their supervisor before appearing in court or administrative proceedings 

on behalf of the City. Employees who receive a subpoena for work-related matters and have a 

concern regarding that subpoena should seek assistance from their supervisor, who may then 

contact the Prosecuting Attorney’s Office. 

 

Personal Matters. 

 

Employees who are required to appear in court on personal matters, or on matters unrelated to their 

employment with the City, must seek an approved vacation leave or unpaid leave of absence. 

 

XXVI. VACATION LEAVE 

Vacation Leave Accrual. 

Full-time City employees shall be entitled to vacation after completion of one full year of public 

Vacation time is credited each bi-weekly pay period at rates as established 

below.  An employee who is not in active pay status for part of a bi-weekly pay period shall earn  

a pro-rated amount of vacation leave for that period. 

 

Each full-time employee will accrue vacation leave with full pay in accordance with the following 

schedule: 

Length of Service Hours Earned Each Biweekly Pay 

0   –    5 years 3.08 hours 

5   –  11 years 4.62 hours 

11   –  15 years 6.16 hours 

15 plus years 7.70 hours 

 

Vacation leave will accrue during periods of authorized paid leaves of absence but will not accrue 

while an employees is on unpaid leave status. 

 

In accordance with O.R.C. § 9.44, employees may be entitled to prior service credit for time spent 

with the State of Ohio or any political subdivision of the State. It is the employee’s responsibility 

to provide necessary documentation of prior service. 

 

Vacation Leave Use. 

 

Vacation may only be used with the prior approval of the Appointing Authority, or designee. 

 

An employee may only accumulate vacation leave up to a maximum of two hundred and forty 

(240) hours. When this balance of 240 hours is reached, the employee shall accrue no further 

vacation. 

 

The City may revoke vacation leave that has been approved if required by operational reasons. 

 

Upon separation from service with at least one (1) year of recognized public service, an employee 

is entitled to compensation for accrued but unused vacation at their current rate of pay. 

 

In the case of the death of an employee, the unused vacation leave credited to the employee shall 

be paid to the surviving spouse, or secondarily, the employee’s estate. 
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XXVII.  

The following days shall be considered legal holidays for which full-time, non-union employees 

shall receive their regular compensation: 

a. New Year's Day (January 1) 

b. Martin Luther King, Jr. Day (third Monday in January) 

c. President=s Day (third Monday in February) 

d. Memorial Day (last Monday in May) 

e. Independence Day (July 4) 

f. Labor Day (first Monday in September) 

g. Veteran=s Day (November 11) 

h. Thanksgiving Day (fourth Thursday in November) 

i. Day after Thanksgiving 

j. Day before Christmas Day 

k. Christmas Day (December 25) 

l. Day before New Year’s Day 

m. Personal day 

n. Any day or part of any day as proclaimed by the Mayor 

Employees may use personal days only with prior approval of the Appointing Authority or 

appropriate designee. All bargaining unit employees should refer to their applicable collective 

bargaining agreement for holiday scheduling. 

If any day designated in this section as a legal holiday falls on Saturday or Sunday, then either the 

Friday preceding or the Monday succeeding either day will be designated by the Mayor as a legal 

holiday. 

If an employee is on unpaid leave, the employee is not entitled to holiday pay. 

All full-time employees are entitled to eight (8) hours’ of pay at their current rate of pay, or ten 

(10) hours of pay if assigned to a ten (10) hour shift. 

Employees shall not be required to work on holidays unless failure to work would impair City 

service. 

 

Any employee required to work on a holiday listed in this section shall be paid at the applicable 

overtime hourly rate for all hours worked on the holiday, in addition to either eight (8) hours’ 

holiday pay at the straight-time rate if the employee is regularly assigned to an eight (8) hour shift, 

or ten (10) hours holiday pay at the straight time rate if the employee is regularly assigned to a ten 

(10) hour shift. 

If a holiday falls on an employee’s scheduled day off, the employee shall be entitled to an 

additional eight (8) hours’ pay at the straight-time rate if the employee is regularly assigned to an 

eight (8) hour shift, or ten (10) hours holiday pay at the straight-time rate if the employee is 

regularly assigned to a ten (10) hour shift. 

If a holiday occurs when an employee is on paid leave, the employee will be entitled to eight (8) 

hours= holiday pay at the straight-time rate if the employee is regularly assigned to an eight (8) 

hour shift, or ten (10) hours’ holiday pay at the straight-time rate if the employee is regularly 

assigned to a ten (10) hour shift. No charge will be made against the leave accumulation. 
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XXVIII. FUNERAL LEAVE 

 

Each full-time employee shall be granted a paid leave not to exceed three (3) working days upon  

a death in the employee’s immediate family, as immediate family is defined in Sick Leave. It is 

recognized that situations may develop where a death other than in the employee’s immediate 

family warrants the City granting paid leave. The Appointing Authority may grant such paid leave 

based upon the circumstances peculiar to each case. 

Funeral leave may be used to attend the funeral, make funeral arrangements, or attend to other 

matters directly related to the funeral. 

Part-Time Employees: Employee would be paid the hours the employee was scheduled to work 

during the leave; if the employee was not scheduled to work during the leave, then payment would 

not be paid. Such time shall not exceed three (3) days. 

XXIX. MILITARY LEAVE 

Military leave is governed by O.R.C. Chapters 5903, 5906 and 5923 and the Uniformed Services 

Employment and Reemployment Rights Act (USERRA). 

Paid Military Leave. 

 

City employees who are members of the Ohio organized militia or members of other reserve 

components of the armed forces, including the Ohio National Guard, are entitled to military leave. 

Employees requesting military leave must submit a written request to the City as soon as they 

become aware of such orders. Employees must provide the published order or a written statement 

from the appropriate military authority with the request for leave. 

Pursuant to O.R.C. § 5923.05, employees are authorized up to twenty-two (22) eight (8)-hour 

working days or one hundred seventy-six (176) hours within a year. During this period, employees 

are entitled to receive their regular pay in addition to compensation from military pay. Any 

employee required to be serving military duty in excess of twenty-two (22) days or 176 hours in a 

year due to an executive order issued by the President of the United States or an act of Congress 

or by the Governor in accordance with law shall be entitled to a leave of absence. During this 

leave of absence, employees are entitled to be paid a monthly amount equal to the lesser of (1) the 

difference between the employee’s gross monthly wage and his/her gross monthly uniformed pay 

and allowances received for the month, or (2) five hundred dollars ($500). No employee is entitled 

to receive this benefit if the amount of gross military pay and benefits exceed the employee’s gross 

wages from the City for that period. 

 

Employees who are on military leave in excess of twenty-two (22) days or one hundred seventy- 

six (176) hours in a year, may use their accrued vacation leave, personal leave or compensatory 

time while on military leave. Employees who elect this option shall accrue vacation leave and sick 

leave while on such paid leave. 

 

For military leave up to twenty-two (22) days or one hundred seventy-six (176) hours in a calendar 

year, employees shall continue to be entitled to health insurance benefits as if they are working. 

These benefits shall continue beyond this period if the employee is on military leave and elects to 

utilize paid leave. Employees who exceed the twenty-two (22) days or one hundred seventy-six 

(176) hours and do not elect to utilize paid leave are not entitled to the health insurance benefits 

on the same basis as if they are working. In these circumstances, employees will be provided 

notice of their rights to continue this coverage at their cost in accordance with applicable law. 

 

Also see Family and Medical Leave Act Policy 

XXX. UNPAID LEAVE 
 

Employees may request an unpaid leave of absence for professional, educational, or other personal 

reasons. The Appointing Authority, or designee, has sole discretion to grant or deny the leave. A 

personal leave of absence may be granted for one day to six months for any reason the Appointing 

Authority, or designee, deems appropriate. Upon completion of approved unpaid leave, the 

employee will be returned to his former position or to a similar position within the same 

classification. 

 

While on leave without pay status, an employee shall not accumulate paid leave or holiday pay. 

An employee on a non-FMLA unpaid leave of absence will be given COBRA notification 

regarding his health insurance benefits. 
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The Appointing Authority, or designee, may revoke an unpaid leave of absence for business 

reasons upon one week’s written notice to the employee that he must return to work. An employee 

on an unpaid leave of absence who is determined to be using the leave for purposes other than for 

which the leave was granted may be ordered to return to work immediately. 

 
 

  XXXL WORKER’S COMPENSATION 

State law provides that all employees are covered by Workers’ Compensation for injuries that arise 

out of or in the course of employment. 

Should an employee be injured during the course of employment with the City, he or she shall 

report to his or her supervisor within 24 hours or as soon as possible thereafter, and his or her 

supervisor shall notify his or department/division head and shall complete an Injury Report Form. 

This report shall be completed, regardless of the apparent seriousness of the injury, and regardless 

whether medical attention is required. Such report shall be forwarded to the department/division 

head (or designee) no later than 48 hours after the accident. An employee injured in a work-related 

accident may be required by the department/division head to see a physician. This completed report 

should be forwarded to the Ohio Bureau of Workers’ Compensation through the Director of 

Human Resources. 

Should the department/division head require it, or should an employee=s injury require medical 

attention, the supervisor shall provide the injured employee with a Workers= Compensation claim 

form, which shall be completed by the attending physician. 

In the event of serious injury, the injured employee’s supervisor shall notify the 

department/division head and Appointing Authority immediately so that, if necessary, an 

investigation may be initiated. 

The department/division head must be advised and continually updated if an employee continues 

to be absent due to a work-related injury. Employees are responsible for providing their expected 

date of return to work (if known). 

Any documents received from the injured employee, his or her physician, hospital, or the state, 

regarding a Workers’ Compensation claim must be immediately forwarded to the Human 

Resources Department. 

Employees who are injured in the line of duty and must leave work before completing their 

workday period shall be paid at their regular compensation rate for the balance of time left in their 

scheduled workday. 

An injured employee may elect to use accrued injury leave, sick leave, and vacation leave prior to 

receiving payments from Workers’ Compensation. Employees are prohibited, however, from 

receiving payment for sick leave while simultaneously receiving payment from Workers’ 

Compensation. 

Further information on Workers’ Compensation can be obtained through the Human Resources 

Department. 

 

 
XXXI. TRANSITIONAL WORK PROGRAM 

 

It is the policy of the City to have a program that will allow employees who have temporary work 

limitations due to an accident, injury, or illness to return to work while they complete their 

recovery. The program will provide a suitable, temporary work assignment during the period of 

time that the employee completes the recovery process. 

Full-time, non-union employees who are expected to have a temporary period of job performance 

limitation (defined as a limitation that is anticipated to last no more than 90 days) will be 

considered for participation in the program. Employees must also meet all of the following criteria: 

a. have an injury, accident, or illness, or a reoccurrence or exacerbation of a 

preexisting condition, occurring on or after the effective date of this policy; 
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b. have been released for participation in the program by their doctor; and 

c. have the potential of returning to their original job and performing the essential job 

functions through recovery or job modification.1 

 
 

All full-time employees will have a maximum duration of 90 days. Continuation of individual 

programs will require ongoing documentation of medical necessity. All participants will have 

their cases reviewed by the Human Resources Director on an as-needed basis. 

The employee will be: 

a. paid at his or her regular hourly rate of pay while participating in a transitional work 

program; and 

b. considered to be in active pay status for the purpose of legislative pay increases. 

Employees who are required to attend occupational or physical therapy or doctor appointments 

should schedule those appointments on non-working hours or take sick or injury leave. 

Gradual Return to Work: Employees who are capable of working 20 hours per week or more will 

be granted participation in a gradual return to work program. The City will pay the regular rate of 

pay for hours worked by the employee. The remaining time will be paid through either Workers’ 

Compensation, disability claim, or available leave balances. 

Temporary Work Assignment: Work assignments may include the following: 

a. original work assignment and shift with duty modification; 

b. same work activity at different location and/or shift; 

c. different work activity, same shift; and 

 
 

1 Modifications are considered to be the provision of adaptive equipment designed to remove the physical 

barriers of a job. It may be provided through a rehabilitation program in the case of a Workers’ 

Compensation claim. 

 

 

d. different work activity and shift. 

All participants in the transitional work program will comply with all personnel policies, 

procedures, and safe work practices. Employees are required to follow all injury report policies 

and procedures. 

The TWP may be terminated due to a lack of medical necessity, lack of progress, or change in the 

employee’s medical/psychological condition. 

TWP Committee Composition: The committee will be composed of the immediate supervisor, a 

department director or Appointing Authority, and the Human Resources Director. Anyone 

participating on the TWP committee should be fully trained in all areas of TWP. 

Committee Responsibilities: The committee will be responsible for determining suitable 

temporary work assignments based upon physical limitations provided by the employee=s 

physician of record. The committee will review applicable cases every two (2) weeks or as needed. 

The review will determine the need for continuation or termination of a program. The department 

director will determine temporary work assignments for persons whose physical limitations are 

anticipated to be less then 14 days in duration. 

 
 

XXXIV  TRAVEL REIMBURSEMENT 
 

Employees shall be reimbursed for City-approved expenses incurred while traveling on City 

business. 

Mileage, Parking, and Tolls: 

If no City vehicle is available, employees shall be reimbursed for actual miles driven in their 

personal vehicle, on official City business, at the current IRS reimbursement rate. Such payment   
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is considered to be total reimbursement for all vehicle-related expenses (e.g., gas, oil, depreciation, insurance, etc.). 

Mileage reimbursement is payable to only one (1) of the two (2) or more employees traveling on the same trip, in the same automobile. 

Charges incurred for parking at the destination, and any highway tolls, are reimbursable at the actual amount. 

No expense reimbursement is paid for travel between home and work. Receipts for parking costs and highway tolls are required. 

 

Conferences 

Upon prior written authorization of the Appointing Authority, or designee, employees may attend conferences, conventions,  

or training programs which are deemed to have a municipal purpose. 

Authorization is secured by preparing the Approval for Conference Expense form. The form includes the descriptive information  

about the conference along with an estimate of the expenses to be incurred. 

 

Subsequent to approvals by department head or Appointing Authority, the Auditor will certify the 

availability of funds and return the form to the employee requesting approval. 

The approved and certified form is attached to the purchase order requesting payment of expenses 

following the conference. 

Payment of the conference expenses will be made by the Auditor’s Office upon receipt of the 

Payment of Conference Expenses form which shall be prepared for either a reimbursement to the 

employee or a payment to the City’s credit card company. In either case, the form summarizes all 

expenses to be paid by various expense categories. 

All receipts are to be attached to substantiate the summarized expenses; 

Proper approval is required; and 

A purchase order is to be prepared to generate payment. Payment will not be made for any expense 

not substantiated by receipts. 

Lodging: 

Upon prior written authorization of the Appointing Authority, the actual cost of lodging (single 

room rate for one [1] employee, double room rate for two [2] employees who share a room) will 

be reimbursed in full when an employee travels to a conference more than fifty (50) miles from 

the Municipal Building, requiring an overnight stay. 

Payment for lodging will be limited to the number of nights required to attend the conference. 

Meals: 

The actual costs of meals not included in the conference registration fee will be paid when an 

employee attends a conference according to the following limits: 

 

 

Breakfast .......................................................................$8.00 

  Lunch ..........................................................................$12.00 

  Dinner .........................................................................$27.50 

 

 
These costs include up to a 15% tip. Costs of alcoholic beverages are not paid. The costs of these 

drinks and any amount over the above limits are personal expenses. 

 

 
An employee who has to buy an entire day of meals may combine their meal allowances into one 

premium of forty-seven dollars and fifty cents ($47.50) per day. 

When an employee travels to a high expense location, the Auditor has the authority to approve all 

or part of the meals which exceed the maximum reimbursement. 
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All meals are to be itemized, receipted, and explained on the expense report. 

Transportation: 

Local public ground transportation is recommended when available. Rental cars are limited to an 

intermediate size vehicle and must be pre-approved by the department head. Use of the vehicle  

for personal activities will be at the expense of the employee. 

 
If taxi, Uber or shuttle  

The costs of parking a vehicle driven to a conference, convention, or training program will be paid 

by the City for the duration of the conference. 

Other Expenses: 

The cost of the conference registration will be paid in full. 

Reasonable tips will be reimbursed. 

Approved use of an employee’s vehicle will be reimbursed at the IRS rate by using the 

transportation column of the Payment of Conference Expenses form. 

State and Local Taxes: The City is exempt from paying Ohio State Sales Tax or Ohio Hotel/Motel 

taxes. Therefore, expenses incurred at hotels, restaurants, and car rental agencies must be paid 

either by City check or the City’s credit card company. 

The employee incurring the expense must also present an appropriate Certification of Exemption. 

The exemption will not be recognized by the establishment if the employee pays in cash, personal 

check, or personal credit card. 

Sales, excise and other taxes from which the City is exempt will be reimbursable only when it is 

not practical to secure exemption, such as on meals, transportation and lodging. 

Miscellaneous: Text books, tapes, or other non-work book type conference materials for which a 

fee must be paid, become the property of the City. Officials approving such reimbursement are 

responsible for such items being retained by the City. 

XXXII. PERSONNEL FILES AND INFORMATION 
 

The City shall maintain personnel files for all City employees. Such files may include individual 

employment data, payroll information, schedules, records of additions or deductions, application 

forms, and records pertaining to hiring, promotion, demotion, transfer, layoff and termination. 

Personnel files shall be available to members of the public in accordance with the law. An 

employee shall have a right of reasonable inspection of his official personnel file. No personnel 

records shall be removed from the official records unless in accordance with state or federal law 

or in accordance with the City’s retention of records policy. 

When a public records request is made for an employee’s records, the City will endeavor to inform 

the employee of the request in advance of the release of records. The City will make reasonable 

efforts to redact personal information, and other non- public information, from the files before 

release. Notifying the employee of the release may not result in an unreasonable delay in releasing 

the records pursuant to an appropriate request. Employees are responsible for taking legal action 

in the event they wish to prohibit release of the requested documents to the requesting individual 

or entity. 

 

Employees must timely advise the City of any change in name, address, marital status, telephone 

number, number of tax exemptions, citizenship, or association with any government military 

service organization. 

 

 

XXXIII. WORKPLACE VIOLENCE 

Zero Tolerance. 

The City is committed to providing a work environment that is safe, secure and free of harassment, 

threats, intimidation and violence. In furtherance of this commitment, the City enforces a zero 

 

  
 

6.a.a

Packet Pg. 80

A
tt

ac
h

m
en

t:
 P

er
so

n
n

el
 P

o
lic

y 
M

an
u

al
 U

p
d

at
e 

20
18

  (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



tolerance policy for workplace violence. Consistent with this policy, threats or acts of physical 

violence, including intimidation, harassment, and/or coercion which involve or affect employees, 

or which occur on City property or at a worksite, will not be tolerated. Employees who are found 

to have committed acts of workplace violence will receive discipline and possible criminal 

prosecution, depending on the nature of the offense. 

 

Prohibited Acts of Violence. 

 

Prohibited acts of workplace violence include, but are not limited to, the following: (1) hitting or 

shoving; (2) threatening harm to an employee or his family, friends, associates, or property; (3) 

intentional destruction of property; (4) harassing or threatening telephone calls, letters or other 

forms of written or electronic communications, including email and website postings; (5) 

intimidating or attempting to coerce an employee to do wrongful acts, as defined by applicable 

law, administrative rule, policy, or work rule; (6) willful, malicious and repeated following of 

another person, also known as “stalking” and/or making threats with the intent to place another 

person in reasonable fear for his safety (7) suggesting or otherwise intimating that an act to injure 

persons or property is “appropriate”, without regard to the location where the suggestion or 

intimation occurs; and (8) unauthorized possession or inappropriate use of firearms, weapons, or 

any other dangerous devices on City property. 

 

Warning Signs and Risk Factors. 

The following are examples of warning signs, symptoms and risk factors that may indicate an 

employee’s potential for violence. In all situations, if violence appears imminent, employees 

should take the precautions necessary to assure their own safety and the safety of others. An 

employee should immediately notify management if they witness any violent behavior, including, 

but not limited to, the following: (1) hinting or bragging about a knowledge of firearms; (2) 

making intimidating statements such as: “You know what happened in Oklahoma City,” “I’ll get 

even,” or “You haven’t heard the last from me.”; (3) keeping records of other employees the 

individual believes to have violated departmental policy; (4) physical signs of anger, such as hard 

breathing, reddening of complexion, menacing stares, loudness, and profane speech; (5) acting out 

violently either verbally or physically; (6) excessive bitterness by a disgruntled employee or an 

ex-employee; (7) being a “loner,” avoiding all social contact with co-workers; (8) having a 

romantic obsession with a co-worker who does not share that interest; (9) history of interpersonal 

conflict; (10) domestic problems, unstable/dysfunctional family; and (11) brooding, depressed, 

strange behavior. 

 

XXXIV. COMPUTER USE POLICY 

General. 

City computers and information systems are City property. They may be used only for explicitly 

authorized purposes. The City reserves the right to examine all data stored in or transmitted by 

their computers and systems. Without notice, the City and authorized City supervisors may enter, 

search, monitor, track, copy, and retrieve any type of electronic file of any employee or contractor. 

These actions may be taken for business-purpose inquiries including but not limited to theft 

investigation, unauthorized disclosure of confidential business or proprietary information, 

excessive personal use of the system, or monitoring work flow and employee productivity. 

 

Employees have no right to privacy with regard to the Internet and email on City systems. 

Authorized designees (as referenced above) may access any files stored on, accessed via, or deleted 

from computers and information systems. When necessary, Internet, email, and Instant Messenger 

(IM) usage patterns may be examined for work-related purposes, including situations where there 

is a need to investigate possible misconduct and to assure that these resources are devoted to 

maintaining the highest levels of productivity. All software installed on any City computer must 

be licensed to the City. No City employee may install, uninstall, or reconfigure any software or 

hardware owned by the city without prior authorization from their Supervisor. The use of 

privately-owned or contractor-owned devices (i.e., PDAs, smart phones, and laptops) for official 

city business must be authorized in advance by the City. 

 

 

 

Prohibited Uses of Computers and Information Systems, Including But Not Limited To E- 

mail, Instant Messaging, and the Internet. 

 

1. Violating local, state, and/or federal law. 
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2. Harassing or disparaging others based on age, race, color, national origin, sex, 

sexual orientation, disability, religion, military status or political beliefs. 

Harassment and disparagement include but are not limited to 

slurs, obscene messages, or sexually explicit images, cartoons, or 

messages. 
 

3. Threatening others. 

 

4. Soliciting or recruiting others for commercial ventures, religious or political causes, 

outside organizations, or other matters which are not job related. 

 

5. Using computers or information systems in association with the operation of any 

for-profit business activities or for personal gain. 

 

6. Sabotage, e.g. intentionally disrupting network traffic or crashing the network and 

connecting systems or intentionally introducing a computer virus. 

 

7. Vandalizing the data of another user. 

 

8. Forging electronic mail and instant messenger messages. 

 

9. Sending chain letters. 

 

10. Sending rude or obscene messages (anything that would embarrass or discredit the 

City). 

 

11. Disseminating unauthorized confidential or proprietary City documents or 

information or data restricted by government laws or regulations. 

 

12. Browsing or inquiring upon confidential records maintained by the City without 

substantial business purpose. 

 

13. Disseminating (including printing) copyrighted materials, articles, or software in 

violation of copyright laws. 

 

14. Accessing the Internet in any manner that may be disruptive, offensive to others, or 

harmful to morale. 

 

15. Transmitting materials (visual, textual, or auditory) containing ethnic slurs, racial 

epithets, or anything that may be construed as harassment or disparagement of 

others based on age, race, color, national origin, gender, sexual orientation, 

disability, religious or political beliefs. 

 

16. Sending or soliciting sexually-oriented messages or images. 

 

17. Using the Internet or instant messenger for political activity. 

 

18. Using the Internet to sell goods or services not job-related or specifically authorized 

in writing by an approving authority. 
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19. Downloading and viewing non-work-related streaming audio or video (i.e. listening 

to radio stations, etc) due to the limited bandwidth of the system. 

 

20. Intentionally using Internet facilities to disable, impair, or overload performance of 

any computer system or network or to circumvent any system intended to protect 

the privacy or security of another user. 

 

21. Speaking to the media or to the public within any news group or chat room on 

behalf of the City if not expressly authorized to represent the City. 

 

22. Uploading or downloading games, viruses, copyrighted material, inappropriate 

graphics or picture files, illegal software, and unauthorized access attempts into any 

system. 

 

NOTE: Whether on working time or not, these prohibitions apply at all times to city-owned 

computers and information systems. Personnel cannot expect that the information they 

convey, create, file, or store in City computers and information systems will be confidential 

or private regardless of the employee’s intent. Please remember that there is no expectation of 

privacy for anything sent by email or IM, and that others can view this information at any time. 

 

Securing Computer Equipment and Electronic Data. 

 

City employees who are responsible for or are assigned portable computer equipment and 

electronic media (i.e., laptops, flash memory devices, external hard drives, DVDs, CDs, etc.) shall 

secure those items when not in the office as these items may contain confidential and/or HIPAA 

information, which could be compromised if lost or stolen. If an employee loses a piece of 

equipment or it is stolen, they are required to immediately notify their supervisor. Failure to 

properly secure portable computer equipment and electronic data is subject to disciplinary action. 

 

XXXV. Social Media Limitations. 

 

The City supports the free exchange of information and camaraderie among employees on the 

internet. However, when internet blogging, chat room discussions, email, text messages or other 

forms of electronic communication extend to employees revealing confidential information about 

the City or its employees, or engaging in posting inappropriate material about the City or its 

employees, the employee who posts such information or assists in posting such material may be 

subject to disciplinary action. 

Employees are reminded to be careful of the information they disclose on the internet, including 

social media sites. The following uses of social media are strictly prohibited, whether on or off 

duty: 

1. Comments or displays about coworkers, supervisors or the City that are vulgar, 

obscene, threatening, intimidating, harassing, or a violation of the City’s workplace 

policies against discrimination, harassment or hostility on account of age, race, 

religion, sex, ethnicity, nationality, disability, military status or other protected 

class, status, or characteristic. 

 

2. Statements or uses of the City’s logo which are slanderous or detrimental, including 

evidence of the misuse of the City’s authority, information, insignia or equipment. 

 

3. Unprofessional communication which, if left unaddressed, could potentially result 

in a civil or criminal cause of action against the City. Unprofessional 

communication also includes that which the City could demonstrate has a 

substantial risk of negatively affecting the City’s reputation, mission or operations, 

such as slander, defamation or other legal cause of action. 

 

4. Disclosure of confidential and/or proprietary information acquired in the course of 

employment. Confidential information includes not only information that would 

not be available pursuant to a public records request, but also includes any 

information which does not relate to an issue of public concern. 

 

5. Comments or displays which impact employees’ abilities to perform their job duties 

or the City’s ability to maintain an efficient workplace. 
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Social media sites may be inspected by the City for cause to determine potential policy violations. 

If an employee believes that an online communication violates a City policy, the employee should 

immediately report the communication to his supervisor. The City may investigate the matter, 

determine whether such communication violates policy, and take appropriate action. This policy 

does not apply to communications protected by the U.S. or Ohio Constitutions. 

 

XL. CITY PROPERTY 
 

General. 

Employees are prohibited from using City materials, tools, facilities, equipment and labor for 

personal or private use regardless of whether the use is during working or non-working time. 

Employees may not perform private work for themselves, co-workers, friends or family members 

during working time or while using City materials, tools, facilities, or equipment. All City tools 

and equipment must be used and operated within the laws of the State of Ohio and/or rules and 

regulations of the City. Employees who separate from service with the City are responsible for 

return of reusable City property in her possession. 

Employees have no reasonable expectation of privacy in the use of City property and facilities. In 

order to safeguard employees and the workplace, and in order to maximize efficiency, safety and 

productivity, the City reserves the right, in its sole discretion and without notice to employees, to 

inspect, monitor or otherwise search City property and facilities or any other enclosed or open area 

within City property or facilities and to monitor or inspect any items found within such facilities. 

Employees are required to cooperate in any work place inspection. The City also reserves the right 

to inspect any packages, mail, parcels, handbags, briefcases, or any other possessions or articles 

carried to and from City facilities and job sites where permitted by law. 

Employees required to answer the telephone as part of their assigned duties shall do so in a polite 

and courteous manner. No employee shall use foul or abusive language over the telephone or in 

any dealings with the public. The City reserves the right to monitor any phone at any time. 

Personal phone calls must be kept to an “on emergency basis” only. Toll calls and/or long distance 

for personal reasons shall not be charged to the City. 

 

The City may issue cellular phones to its employees. Cellular phones are not only capable of 

making and receiving phone calls, they may also be capable of email, text messaging, internet 

browsing, running third party applications, GPS, and entertainment. Regardless of the capability 

of a particular cellular phone, City-issued cellular phones are considered City property and are for 

business use only. Features other than phone use must not be used or activated without direct 

authorization from a supervisor. Use of City cellular phones while operating a motor vehicle (City- 

owned or personal) is prohibited. 

 

Vehicles. 

 

Employees operating a City motor vehicle are required to have a proper and valid motor vehicle 

operator’s license. An employee who operates a motor vehicle for work and who has his license 

suspended, but who has acceptable court-ordered driving privileges, may nevertheless have his 

driving privileges temporarily suspended by the City. When the City suspends driving privileges, 

the employee will be temporarily reassigned. The City need not reassign an employee who drives 

for work and has his license suspended by a court with no work-related driving privileges. 

Employees that are required to drive as a part of their job are required to remain insurable on the 

City’s fleet liability policy. Employees must notify their supervisor of any traffic offense which 

may impair their ability to remain insurable or their ability to perform an essential function of their 

job, such as driving. 

 

Any City employee who operates a City-owned motor vehicle, or a privately owned motor vehicle 

in the discharge of official City business, shall at all times during the course of operation, fully 

utilize the front seat occupant restraint systems provided in the vehicles and require like use of 

said systems by any passengers in the vehicle. Employees who operate City vehicles must have 

appropriate insurance coverage as designated by the Appointing Authority or Agency Head. 

 

Use of a City-owned vehicle must be pre-approved by the employee’s supervisor. Employees shall 

not use, or permit the use of City automobiles for any purpose other than official City business. 

Passengers not on official City Business (i.e. children, spouses, friends, etc) are not permitted in 

City-owned vehicles. Employees, as representatives of the City, are expected to be courteous to 

the public and to obey all traffic laws. City employees should drive and conduct themselves as to 

enhance the reputation of the City and Department. 
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Employees who drive City vehicles or who drive their personal vehicles for City business are 

subject to periodic (at least annual) record checks at the Bureau of Motor Vehicles. Employees 

who utilize City vehicles are responsible for reporting to their supervisor any moving traffic 

violations obtained while on, or off, duty as an employee’s personal driving record may impact his 

ability to be covered on the City’s liability policy. Employees who drive on behalf of the City 

aresubject to reassignment and/or discipline in the event of a license revocation, suspension or 

traffic offense conviction 

 

Concerns regarding repairs or vehicle maintenance must be reported to the employee’s immediate 

supervisor. 

 

XLI. TOBACCO/ELECTRONIC SMOKING 

In order to promote a healthy and comfortable work environment, City employees are prohibited 

from using tobacco while on City property, while performing duties related to City employment 

whether on or off site, while traveling for City business, and in any other circumstances or locations 

where an employee is representing the interests of the City,  except  as  authorized  by  the  

Mayor. City property includes, but is not limited to: buildings, offices, restrooms, hallways, 

common work areas, parking lots, garages, City vehicles, conference rooms, sidewalks, green 

space, stairs, cafeterias/break rooms, and storage areas. 

For the purpose of this policy, tobacco is defined as all tobacco, tobacco derived and/or substances 

mimicking tobacco containing products, including but not limited to: cigarettes, electronic 

cigarettes, vapor cigarettes, any artificial/faux cigarette, cigars, cigarillos, pipes, oral tobacco, or 

any other manner of using or consuming tobacco, tobacco derived substances and/or substances 

mimicking tobacco. The definition is intended to include all products that deliver nicotine for 

purposes other than cessation. 

XLII. DRUG AND ALCOHOL POLICY 

 

Drug-Free Workplace 

Alcoholism and drug addiction are treatable diseases. Therefore, employees who believe that they 

may have an alcohol or drug addiction problem are encouraged to seek professional treatment and 

assistance. No employee who seeks such treatment or assistance prior to detection will have his 

job security, promotional opportunities, or other job conditions jeopardized by a request for 

treatment. The individual’s right to confidentiality and privacy will be recognized in such cases. 

The City may take disciplinary action for any violations of work rules, regardless of the effect of 

alcohol or drug abuse. Nothing in this policy shall be construed to condone or exonerate 

employees from their misconduct or poor performance resulting from a drug or alcohol problem. 

The City maintains a drug and alcohol free workplace. Employees are hereby notified that the 

manufacture, distribution, dispensing, possession, use or being under the influence of alcohol, 

drugs or other controlled substance is strictly prohibited during working hours at any location 

where employees are conducting City business. Also prohibited is the illegal use of legal 

substances. 

In order to further the City’s objective of maintaining a safe, healthful, and drug-free workplace, 

the City may require an employee to submit to a urine and/or blood test if there is reasonable 

suspicion to believe that an employee is under the influence of a controlled substance or alcohol. 

Refusal to submit to a drug or alcohol test and/or to release the results of the same shall be 

considered insubordination and will be construed as a positive test result. 

Employees are put on notice that an employee who is under the influence of drugs or alcohol may 

forfeit their right to obtain workers compensation benefits. The law establishes a rebuttable 

presumption that if an injured worker tests positive for the use of drugs or alcohol, the worker will 

have to prove the use of drugs or alcohol did not cause the accident. A refusal to test for the use  

of drugs or alcohol will also establish the presumption. Employees who are involved with a 

workplace accident may be required to undergo drug and/or alcohol testing in accordance with this 

policy. 
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Drug Policy. 

Controlled Substance: Means any controlled substance contained in Schedules 1 through V of 

Section 202 of the Controlled Substance Act (21 U.S.C. § 812; or as defined in § 3719.01 O.R.C.). 

 

Conviction: Means any finding of guilt, including a plea of nolo contendere (no contest) or the 

imposition of a sentence, or both, by any judicial body charged with the responsibility to determine 

violations of the federal or state criminal drug statutes. 

 

Criminal Drug Statute: Means a criminal statute involving manufacture, distribution, dispensation, 

use, or possession of any controlled substance. For purposes of this policy all definitions will be 

consonant with O.R.C. § 3719.01 et seq. 

 

The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance 

by any employee which takes place in whole or in part in the employer’s work place is strictly 

prohibited and will result in criminal prosecution and employee discipline 

 

Any employee arrested or convicted of any Federal or State criminal drug statute must notify the 

employer of that fact immediately, but in no event longer than five (5) calendar days, of the arrest 

or conviction. 

 

Any employee who reports for duty in an altered or impaired condition which is the result of the 

illegal use of controlled substances and/or alcohol will be subject to disciplinary action up to and 

including removal. Any decision to take disciplinary action may be held in abeyance pending the 

completion by the employee of a drug rehabilitation program. 

 

Any employee arrested or convicted of a drug or alcohol offense, who fails to timely report the 

arrest or conviction, may be terminated from employment and/or held civilly liable for any damage 

caused, including a loss of state or federal funds, resulting from the misconduct. 

 

The City has a zero tolerance policy for employees who are under the influence of drugs or alcohol 

while at work. Employees who are using medical marijuana as authorized by Ohio law are not 

 

 
 

Drug and Alcohol Testing Policy 
 

 

 
 

 

 
 

 

Where the City has a reasonable suspicion to believe that the employee is in violation of this policy,  

 

Employees subject to random drug tests who refuse to participate in the drug/alcohol testing and/or 

rehabilitation program or who continue to test positive for substance abuse will face additional 

disciplinary actions, up to and including removal. 

 

Any employee involved in an accident may be subject to post accident alcohol and drug/alcohol 

testing. 

Employees who are required to hold a commercial driver’s license (CDL) will be required to 

participate in the City’s drug and alcohol testing program as required by federal law which includes 

pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, and 

controlled substances, illegal drugs, or the abuse of legal drugs. Employees using Schedule 1 

controlled substances or illegal drugs, including medical marijuana authorized by and in 

accordance with Ohio law, are still subject to all provisions of this policy and may be subject to 
discipline including termination for such use.  

 

exempt from this policy in any way. The use of marijuana in any form for any purpose, authorized 

for medicinal purposes or unauthorized, will be treated the same as the use of all other Schedule 1 

 

In order to maintain a safe and healthful work environment, the City reserves the right to set 

standards for employment and to require employees to submit to physical examinations including 
blood or urine tests for alcohol, illegal drugs, or the misuse of legal drugs where there is reasonable 

suspicion that an employee’s work performance is, or could be, affected by the condition.  
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return-to-work testing. Policies and procedures for these programs will be consistent with federal 

law and will be made available to employees required to hold CDL’s and their supervisors. 

 

Discipline 

 

The City may discipline an employee, for any violation of this policy. Nothing herein shall be 

construed as a guarantee that the City will offer an opportunity for rehabilitation. Failure to 

successfully complete or participate in a prescribed rehabilitation program, if offered, shall result 

in the employee’s discharge [including a refusal to test or a positive test result on a return to duty 

or follow-up test]. 

 

Refusal to Test 

Employees who refuse to submit to the required testing shall be subject to disciplinary action up 

to and including discharge. A refusal to test for purposes of this policy shall include: 

 Failure to provide a sufficient sample provided there does not exist a valid medical 

explanation as to why the employee was unable to do so; 

 

 Any conduct that attempts to obstruct the testing process such as unavailability, leaving the 

scene of an accident without proper authorization, delay in providing a sample, 

adulterating, substituting or attempting to adulterate or substitute a specimen during the 

testing process, regardless of whether such attempt results in a negative or positive diluted 

sample; 

 

 Failure to execute or release forms required as part of the testing process. 

 
Prescriptions/OTC Medications 

Employees must inform the City if they are taking any medication that may impair their ability to 

perform their job. Employees on such medications must provide a written release from their 

treating licensed medical practitioner indicating that they are capable of performing their essential 

job functions, with or without reasonable accommodation. Employees are prohibited from 

performing any City function or duty while taking legal drugs that adversely affect their ability to 

safely perform any such function or duty. 

XLIII. PERSONAL APPEARANCE 
 

The Appointing Authority reserves the right to prescribe appropriate attire and grooming 

and to set standards which are deemed to be in the best interest of the City and ensure an 

appropriate image for the City. 

The Appointing Authority requires that an employee's clothing, grooming, and overall 

appearance be appropriate, in good taste, present a favorable public image, and be in  

conformity with regulations established by the City due to the specialized nature of service 

provided or the employment position maintained. 

Clothing shall be conducive to the safe and effective performance of required job duties.  

Certain employees may be required to wear regulation uniforms while on duty. The 

applicable departments may establish policies and procedures governing uniforms. When 

employees are required to wear a regulation uniform, the City shall provide the uniforms 

and/or provide a uniform allowance as prescribed by the City ordinance or applicable 

collective bargaining agreement. 

Employees are required to keep uniforms neat, clean, and in good repair. City-issued 

uniforms may only be worn by employees while conducting official City business.  
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Water/Waste Water, Storm Water Utility and the Building Department employees . 

Parks and Recreation, Service, Street, Vehicle Maintenance, 

The City shall provide standard work clothing and safety equipment for all maintenance 

employees of the 

Each 

item of work clothing shall be suitably and permanently identified as belonging to the City. 

Any item unaccounted for shall be charged to the employee. 

XLIV. INVESTIGATIONS AND DISCIPLINE 

 

The City has the right to investigate all alleged disciplinary violations. Employees are required to 

cooperate fully during investigations. Employees who are the subject of a formal investigation 

have the right to be accompanied, represented, and advised by an attorney. For all employees, the 

failure to respond, to respond truthfully, or to otherwise cooperate in an investigation, shall be 

considered insubordination and may result in termination. Employees involved in an investigation 

shall not discuss the facts of the investigation during the pendency of the investigation. 

 

 
Classified employees may be placed on a paid “administrative” leave of absence with pay pending 

an investigation. A classified employee who has been charged with a violation of law that is 

 punishable as a felony may be placed on unpaid “administrative” leave, for a period not to exceed 

two months, pending an investigation. However, a classified employee who is placed on unpaid 

leave and is later exonerated of a felony must be reimbursed for lost pay, plus interest, and lost 

benefits. Unclassified employees may be placed on paid or unpaid leave pending an investigation. 

Employees who have completed their probationary period and who are in the classified civil 

services may only be disciplined for just cause. Disciplinary action will  be commensurate with 

the offense. Discipline for minor infractions will normally be imposed in a progressive manner 

with consideration given to the nature of the offense, prior disciplinary action, length of service, 

the employee’s position, the employee’s record of performance and conduct along with all other 

relevant considerations. Nothing in the policy shall be construed to limit the City’s discretion to 

impose a higher level of discipline under appropriate circumstances. 

The following forms of misconduct constitute grounds for disciplinary action: incompetency, 

inefficiency, dishonesty, drunkenness, immoral conduct, insubordination, discourteous treatment 

of the public, neglect of duty, policy or work rule violations, conviction of a crime, failure of good 

behavior including a violation of ethics of public employment, failure to maintain licensing 

requirements, and any other acts of misfeasance, malfeasance, nonfeasance or any other reason set 

forth in O.R.C. § 124.34. 

The property and image of the City is to be respected at all times; as such, an employee’s off duty 

conduct that could reasonably negatively impact the City may form the basis for discipline. Any 

comments or questions concerning the standard of conduct expected should be directed toward the 

employee’s immediate supervisor. 

Employees have an obligation to immediately inform the City of any on-duty or off-duty arrests 

or convictions. An arrest or conviction may, or may not, result in discipline depending on the 

nature of the incident, the job performed, and other relevant considerations. Employees will not  

be granted vacation leave in order to serve jail time. 

The filing or prosecution of criminal charges or other civil administrative investigations against an 

employee for alleged misconduct or criminal activity shall not be determinative as to appropriate 

disciplinary action, if any, under this policy. The City may investigate the employee’s alleged 

misconduct or activities and determine the appropriate discipline, if any, without regard to pending 

administrative or criminal charges. The disposition of such administrative or charge is 

independent of a disciplinary investigation. Although the City may utilize information obtained 

during other investigations, the City’s decision to take appropriate disciplinary action may or may 

not correspond with the filing, or non-filing, of criminal charges or civil actions. A felony 

conviction while employed with the City is just cause for termination. 

 
Staff is responsible for reporting any incident or conduct they believe is inappropriate and/or in 

violation of City Policies and Procedures. This duty includes incidents actually observed, reported 

by residents, reported by staff, or suspected due to other facts. 
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When the City believes that discipline of a classified employee in the form of a paid or unpaid 

suspension, reduction or elimination of longevity pay, demotion or termination is possible, a pre- 

disciplinary conference shall be scheduled. Prior to the pre-disciplinary meeting, the employee 
will be provided with written notice of the charges against him. At the pre-disciplinary conference, 

the employee may respond to the charges or have his chosen representative respond. Failure to 

attend the pre-disciplinary conference shall be deemed a waiver of the conference.  

 

Unclassified employees are not entitled to a pre-disciplinary conference. 
 

Classified employees may appeal suspensions of more than three days, reductions in pay or 

position, or removals to the Civil Service Commission consistent with the City’s civil service rules. 

XLV. COMPLAINT PROCEDURE 

Employees may have questions or concerns caused by misunderstandings in the application of 

policies, procedures and work rules. The City believes these questions and concerns heard 

promptly, and action taken to resolve or clarify a particular situation. Complaints regarding 

unlawful discrimination or harassment should be brought according to the unlawful discrimination 

and harassment policy contained in this manual. 

 

All employees shall have the right to file a complaint without fear of retaliation. No employee 

shall be disciplined, harassed or treated unfairly in any manner as a result of filing a complaint. A 

complaint is defined as a disagreement between an employee and City as to the interpretation or 

application of official policies, departmental rules and regulations, or other disagreements 

perceived to be unfair or inequitable relating to treatment or other conditions of employment. The 

following is the procedure to be followed when an employee has a complaint as defined above: 

A. Step 1: Immediate Supervisor. 

 

An employee having a complaint shall file it in writing with his Immediate Supervisor, as 

outlined in the procedure for his work unit. The employee’s Immediate Supervisor will 

review the complaint and attempt to resolve the complaint within a reasonable time and 

will provide the employee with a written response. Step 1 may be bypassed by either the 

employee or Immediate Supervisor if the Immediate Supervisor lacks the authority to make 

a change and/or the Immediate Supervisor is the subject of the complaint. 

B. Step 2: Department Head. 

 

Where the employee is not satisfied with Step 1 response of the Immediate Supervisor, the 

employee may submit the original complaint to the Department Head within seven (7) 

calendar days of the supervisor’s written response. The Department Head will review all 

material provided and provide the employee with a written response in a timely manner. 

C. Step 3: Mayor (or Designee). 
 

Where the employee is not satisfied with the Step 2 response, the employee may submit 

the original complaint to the Mayor, or Designee, within seven (7) calendar days. The 

Mayor, or Designee, will review all material provided and will provide the employee with 

a written response in a timely manner. The Step 3 response shall be final. 

 

 

 

 

 

 

XLV    DURATION OF RECORDS 

 
All actions of record will be maintained in each employee’s personnel file throughout his 

period of employment, with the exception that any records of documented warnings will be 

removed from the file, upon the written request of the employee, one (1) year after such action 

was taken, provided no further corrective action of the same or similar nature has occurred.   

Written  reprimands  will  be removed  from the file upon  the request  of  the 
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employee, two (2) years after such action was taken, provided no further corrective action 

of the same or similar nature has occurred. Suspensions shall be removed from the file, 

upon the employee’s request, four (4) years after such action was taken, provided that no 

further corrective action of the same or similar nature has occurred and further provided 

that the City can show no compelling need to retain such records beyond this time limit. 

All actions of record including warnings, written reprimands, and suspensions removed 

from an employee’s personnel file shall be maintained in a separate sealed file. Reductions 

in pay or position shall be removed from a personnel file and shall be maintained in a sealed 

file upon the employee’s request, four (4) years after such action was taken provided that 

the City can show no compelling need to retain such records beyond this time limit. 

Removed records, maintained in a sealed file, may only be accessed by the City in response 

to and defense of allegations filed against the City or its officials by the employee or by a 

third party, but shall not be utilized for any other purpose including discipline, promotions, 

or assignments, or pursuant to applicable law. 

Removed records shall be destroyed in accordance with the City Records Commission.  

XLVII.  LACTATION BREAKS 

 

Employees who have recently given birth will be allowed a reasonable break time in order to nurse 

or express breast milk, for up to one year after the child’s birth. The employee will be provided 

appropriate space, other than a bathroom, that is shielded from view and free from intrusion from 

workers and members of the public. Lactation breaks under this policy should, to the extent 

possible, run concurrently with any other break time available to the employee. 

 

XLVIII.  CONCEALED CARRY 
 

Consistent with the Ohio Revised Code, no employee, contractor, client or other individual may 

carry, possess, convey or attempt to convey a deadly weapon or ordnance onto the property of the 

City. A valid concealed carry license does not authorize an individual to carry such a weapon onto 

these premises. Law enforcement officers specifically authorized to carry a firearm are exempted 

from this provision and may be permitted to carry a concealed weapon. 

City employees are prohibited from carrying firearms any time they are working for the City or 

acting within the course and scope of employment.  These situations include, but are not limited  

to attending training sessions or seminars, wearing a City identification badge, uniform, or other 

City issued paraphernalia that an employee is required to wear relative to their employment and 

working in resident’s homes or other sites off City premises. Except for law enforcement officers, 

no employee or member of the public may carry, transport, or store a concealed weapon, firearm, 

or ammunition in a City owned vehicle. 

This policy does not prohibit employees, possessing a valid license to carry a concealed handgun, 

from transporting and/or storing a firearm or ammunition in their personal vehicle at work 

locations where their personal vehicle is otherwise permitted to be (e.g. City Parking Lot). 

However, the employee must leave the firearm and ammunition in their personal vehicle. 

Employees are neither permitted to remove their firearm or ammunition from their personal 

vehicles while at work locations nor are they permitted to bring a concealed firearm or ammunition 

into a City owned building. The employee’s firearm and ammunition must be stored in their 

personal vehicle in accordance with the storage provisions of the Concealed Carry statute. The 

firearm and ammunition must be in a locked vehicle either in the glove compartment, a lock box 

or the trunk. 

Employees shall immediately contact a supervisor if they suspect an employee or member of the 

public is carrying a concealed weapon, firearm, or ammunition on City premises. Employees are 

required to immediately contact a supervisor if they suspect an employee to be carrying a 

concealed weapon or firearm in violation of this policy at any time while they are working for the 

City, acting within the course and scope of employment, or acting as a representative of the City. 
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XLIX.  AUDITOR OF STATE FRAUD REPORTING SYSTEM 

 

The Ohio Auditor of State’s Office maintains a system for reporting fraud, including the misuse  

of public money by any official or office. The system allows all Ohio citizens, including public 

employees, the opportunity to make anonymous complaints through a toll free number, the Auditor 

of State’s website, or the United States mail. Contact information is as follows: 

Telephone: 1-866-FRAUD OH (1-866-372-8364) 

US Mail: Ohio Auditor of State’s Office 

Special Investigations Unit 

88 East Broad Street 

P.O. Box 1140 

Columbus, OH  43215 Web: www.ohioauditor.gov 

 

L.  CONTACT WITH NEWS MEIDA/RESIDENTS 

 

Any employee contacted by the news media or a citizen on a matter related to City operations 

should direct the caller to contact the Appointing Authority or designee. This policy is designed  

to avoid duplication, assure accuracy, and protect employees and the City from the dissemination 

of misstatements and misinformation. 

This policy does not prohibit employees from making a public statement, in their off duty hours, 

on matters of public concern. However, this policy does prohibit employees from making 

unauthorized public statements during their working hours and from making public statements 

about matters of private concern that negatively impact the City. 

 

EMPLOYEE INFORMATION AND RECORDS 

 
 

I. EMPLOYEE INFORMATION: 
 

The appropriate Appointing Authority shall establish and maintain a personnel file for each 

employee. The employee is responsible for providing the employer with the following 

information: the employee’s legal name, address, telephone number, social security number, tax 

exemptions, affiliation with any branch of the armed services, the name and phone number of a 

person to contact in case of an emergency, loss of licensure or insurability, if applicable, and, any 

other requested information. In addition to providing this information, the employee is also 

responsible for promptly reporting any change in the information. 

 

In the event the employer must send correspondence or other documentation to an employee who 

is on leave, the employer will mail the document to the last known address listed in the employee’s 

personnel file. An employee will be considered to have constructive notice of any correspondence 

or documentation mailed to his last known address. 

 

 
II. RELEASE OF RECORDS: 

With the exception of certain law enforcement entities, the City, as well as, its employees is subject 

to the mandates of Chapter 1347 of the Ohio Revised Code regarding personal information 

systems. The City maintains records that are manually stored and records that are stored using 

electronic data processing equipment. Records maintained by the City include personal 

information (i.e. employee information required above). 

The Human Resources Director is appointed to be directly responsible for the City’s personal 

information systems. The City understands that it creates, receives, and maintains sensitive and 

private information, and will ensure that it collects, maintains, and uses only personal information 

that is necessary and relevant to the functions of the City. Personal information maintained by the 

City shall not be modified, destroyed, or disclosed without the approval of the Records 

Commission. The City will continually monitor the personal information system, and make 

necessary adjustments to ensure the system’s accuracy. Employees will be trained on the use of 

personal information, including review of this policy. Employees who use personal information  

in an unauthorized manner shall be subject to the City’s disciplinary policy. 
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Records maintained by the City that are not defined as “public records” in §149.43 of the Ohio 

Revised Code or other applicable provisions of law, shall not be released from an employee’s 

personnel file unless specifically authorized by such employee in writing. Pursuant to applicable 

law, medical records are not public records and are maintained in a separate file. Records 

maintained by the City that are defined as public records shall be released in accordance with  

law. The City will attempt to give employees at least twenty-four hours notice before releasing 

their personal information in response to a public records request. 

 

III. REVIEW OF FILE: 

Each employee shall have the right, with reasonable notice, to examine his personnel file. Such 

examination shall be made on non-work time or at some other mutually agreeable time. If an 

employee disputes the accuracy, timeliness, relevance, or completeness of documents in her file, 

he may submit a written request that the appointing authority investigate the current status of the 

information. The appointing authority will make a reasonable investigation to determine the 

accuracy, timeliness, relevance, and completeness of the file, and will notify the employee of the 

results of the investigation and any plans the appointing authority has to take action with respect 

to the disputed information. 

Employees are not permitted to alter, add or remove documents or other information contained in 

their personnel files absent express authorization from the appropriate appointing authority. An 

employee who alters, adds or removes documents or information from his personnel file without 

prior approval may be subject to discipline. Employees may submit a statement to be attached to 

any disputed document. 
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PERSONNEL POLICY MANUAL 

 
I acknowledge receipt of this manual and understand and agree that I am responsible for 

knowing its contents and for keeping it updated. I also understand that this manual is City property 

that must be returned to the appointing authority when I separate from employment with the City. 

I further acknowledge and understand that this manual does not create a contract of 

employment with the City for any purpose. I agree and understand that any and all provisions 

of this manual may be modified or eliminated, without advance notice to me, at any time. 

 

 

Issued To:    

 

 

Signed:    

 

 

Date Received:    
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Ordinance  _____ passed 06/25/2018 

 

 

  

 

CITY OF REYNOLDSBURG 
PERSONNEL PROCEDURE MANUAL  
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INTRODUCTION OF PERSONNEL PROCEDURE MANUAL 

 

The provisions of this Personnel Procedure Manual (Manual) are applicable to all City employees, 

unless otherwise specified or governed by a collective bargaining agreement.  The Manual is not 

a contract of employment or a guarantee of any rights or benefits, but is merely intended to be used 

to assist and guide employees in the day-to-day directions and performance of their duties.   

The policies adopted in this Manual supersede all previous written and unwritten personnel 

policies or operational guidelines that directly conflict with this Manual, excluding Charter 

provisions and ordinances adopted by City Council, including Chapter 160, which may be 

amended from time to time.  This Manual is also intended to be construed in such a manner as to 

comply with all applicable federal, state, and civil service laws and regulations.  Employees are 

responsible, as a condition of their employment, to familiarize themselves with, and abide by, these 

policies and procedures.   

The City may revise these policies with or without advance notice.  The City will attempt to give 

employees advance notice of any Manual changes. Notice of revisions shall be provided to all 

employees.   

If any article or section of this Manual is held to be invalid by operation of law, the remainder of 

this Manual and amendments thereto shall remain in force and effect.  Should a conflict arise 

between the Ohio Revised Code (O.R.C.), applicable federal law, or applicable local law and this 

Manual, law shall prevail.  Additionally, should a direct conflict exist between this Manual and a 

Collective Bargaining Agreement, the Bargaining Agreement shall prevail. 

Questions regarding the interpretation and application of these policies and procedures contained 

herein shall be directed to the employee’s Department Head/Supervisor with input from the Human 

Resources Director. 

In addition to the policies and procedures contained herein, each department and/or division of the 

City may have operational rules and/or policies in writing or practice that are unique to that 

department or division which are not covered by this Manual.  Employees are responsible for 

complying with those departmental or divisional rules and policies, in addition to the policies and 

procedures contained herein. 

All supervisory personnel responsible for administering the policies and procedures contained in 

this Manual.  Supervisory personnel shall administer all policies and procedures contained herein 

to ensure compliance by subordinate personnel. 
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EQUAL EMPLOYMENT OPPORTUNITY POLICY 

 

The City is an equal opportunity employer and does not discriminate on the basis of race, color, 

religion, sex, age, national origin, disability, military status, genetic testing, or other unlawful bias 

except when such a factor constitutes a bona fide occupational qualification (“BFOQ”).  All 

personnel decisions and practices including, but not limited to, hiring, suspensions, terminations, 

layoffs, demotions, promotions, transfers, and evaluations, shall be made without regard to the 

above listed categories.   

The City does not tolerate any conduct that intimidates, harasses, or otherwise discriminates 

against any employee or applicant for employment on the grounds listed above.  Anyone who feels 

that their rights have been violated under this policy should submit a written complaint of 

discrimination to the Human Resources Director, who shall have the authority and responsibility 

to investigate and take appropriate action concerning the complaint.   

 

AMERICANS WITH DISABILITY ACT  

 

The City prohibits discrimination in hiring, promotions, transfers, or any other benefit or privilege 

of employment, of any qualified individual with a permanent disability.  To be considered a 

qualified individual, the employee must satisfy the requisite skills, experience, education and other 

job-related requirements of the position he holds or desires and must be able to perform the 

essential functions of his position, with or without a reasonable accommodation.  

The City will provide reasonable accommodation to a qualified applicant or employee with a 

disability unless the accommodation would pose an undue hardship on or direct threat to the 

facility.  Decisions as to whether an accommodation is necessary and/or reasonable shall be made 

on a case-by-case basis after engaging in an interactive process.  An employee who wishes to 

request an accommodation shall direct such request to the HR Director, or EEO/ADA Coordinator, 

each of whom shall have the authority and responsibility to investigate and take appropriate action.  

Requests for accommodation should be in writing to avoid confusion; however, verbal requests 

will be considered.  The employer and employee will meet and discuss whether an accommodation 

is appropriate and, if applicable, the type of accommodation to be given. 

Any employee who feels that his rights have been violated under this policy should submit a 

written complaint as set forth in the Unlawful Discrimination and Harassment Policy. 

 

Definitions 
 

Sex-Based Discrimination  

Sex discrimination involves treating someone unfavorably because of that person's sex. 

Discrimination against an individual because of gender identity, including transgender status, or 

because of sexual orientation is discrimination because of sex in violation of Title VII, which 
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protect lesbian, gay, bisexual, and transgender (LGBT) applicants and employees against 

employment bias. 

 

Unlawful discrimination occurs when individuals are treated less favorably in their employment 

because of their membership in a protected classification.  An employer may not discriminate 

against an individual with respect to the terms and conditions of employment, such as promotions, 

raises, and other job opportunities, based upon that individual’s membership in that protected class.  

Harassment is a form of discrimination.  Harassment may be generally defined as unwelcome 

conduct based upon a protected classification.  However, harassment becomes unlawful where: 

1. Enduring the offensive conduct becomes a condition of continued employment. 

 

2. The conduct is severe or pervasive enough to create a work environment that a 

reasonable person would consider intimidating, hostile, or abusive.  

Examples.  
 

By way of example, sexual harassment is one type of unlawful harassment.  Unwelcome 

sexual advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature constitute sexual harassment when:  

1. Submission to the conduct is made either explicitly or implicitly a term or condition 

of an individual’s employment.  

 

2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual.  

 

3. Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive 

work environment.  Harassment on the basis of an employee’s membership in any 

protected classification (as set forth above) is unlawful, will not be tolerated, and 

must be reported.  

 

4. Unlawful discrimination and harassment does not generally encompass conduct of 

a socially acceptable nature.  However, some conduct that is appropriate in a social 

setting may be inappropriate in the work place.  A victim’s perceived acquiescence 

in the behavior does not negate the existence of unlawful discrimination or 

harassment.  Inappropriate conduct that an employee perceives as being “welcome” 

by another employee may form the basis of a legitimate complaint.   

 

5. Additional examples of unlawful sexual harassment may include, but are not 

limited to:  repeated unwanted and/or offensive sexual flirtations, advances or 

propositions; verbal abuse; graphic comments; display of objects, pictures or 

displays through other media; offensive, abuse and/or unwanted physical contact. 
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UNLAWFUL DISCRIMINATION AND HARASSMENT 

 

The City is committed to providing an environment that is safe and free from unlawful 

discrimination and harassment.  Unlawful discrimination or harassment is behavior directed 

toward an employee because of his membership in a protected class such as:  race, color, religion, 

sex, age, national origin, disability, military status, genetic testing, or other unlawful bias. 

Discrimination and harassment is inappropriate and illegal and will not be tolerated.  All forms of 

unlawful discrimination and harassment are governed by this policy and must be reported and 

addressed in accordance with this policy.  Unlawful discrimination and/or harassment may be 

committed against employees by elected officials, department heads, supervisors, co-workers, or 

members of the public.  Further, unlawful discrimination and/or harassment may occur on-duty or 

off-duty. 

 

 

Off Duty Conduct 

Unlawful discrimination or harassment that affects an individual’s employment may extend 

beyond the confines of the workplace.  Conduct that occurs off duty and off premises may also be 

subject to this policy.  Employees are also cautioned that conduct off-duty and online may be 

constitute unlawful discrimination or harassment. 

 

 

REPORTING HARASSMENT OR DISCRIMINATION 

 

It is the responsibility of the City to maintain an environment that is free from unlawful 

discrimination or harassment.  Employees who feel they have been subject to unlawful 

discrimination or harassment by a fellow employee, supervisor, or other individual otherwise 

affiliated with the City shall immediately report the conduct, in writing, the Human Resources 

Director, who shall have the authority and responsibility to investigate and take appropriate action 

concerning the complaint.  Similarly, employees who feel they have knowledge of discrimination 

or harassment, or who have questions or concerns regarding discrimination or harassment, shall 

immediately contact their supervisor.  Late reporting of complaints and verbal reporting of 

complaints will not preclude the City from taking action.  However, so that a thorough and accurate 

investigation may be conducted, employees are encouraged to submit complaints in writing and in 

an expedient manner following the harassing or offensive incident.  All supervisors are required 

to follow up on all claims or concerns, whether written or verbal, regarding unlawful 

discrimination and harassment.  

Although employees may confront the alleged harasser at their discretion, they are also required 

to submit a written report of any incidents as set forth above.  When the City is notified of the 

alleged harassment, it will timely investigate the complaint.  The investigation may include private 

interviews of the employee allegedly harassed, the employee committing the alleged harassment 

and any and all witnesses.  Information will be kept as confidential as practicable, although 

confidentiality is not guaranteed.  All employees are required to cooperate in any investigation.  

Determinations of harassment shall be made on a case-by-case basis.  If the investigation reveals 
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the complaint is valid, prompt attention and disciplinary action designed to stop the harassment 

and prevent its recurrence will be taken. 

 

Retaliation. 
Anti-discrimination laws prohibit retaliatory conduct against individuals who file a discrimination 

charge, testify, or participate in any way in an investigation, proceeding, or lawsuit under these 

laws, or who oppose employment practices that they reasonably believe discriminate against 

protected individuals, in violation of these laws.  The law also prevents retaliatory conduct against 

individuals who are close friends or family members with an individual who engaged in protected 

conduct.  The City and its supervisors and employees shall not in any way retaliate against an 

individual for filing a complaint, reporting harassment, participating in an investigation, or 

engaging in any other protected activity.  Any employee who feels he has been subjected to 

retaliatory conduct as a result of actions taken under this policy, or as a result of his relationship 

with someone who took action under this policy shall report the conduct to their supervisor 

immediately.  Disciplinary action for filing a false complaint is not a retaliatory act. 

 

False Complaints.  
Legitimate complaints made in good faith are strongly encouraged; however, false complaints or 

complaints made in bad faith will not be tolerated.  Failure to prove unlawful discrimination or 

harassment will not constitute a false complaint without further evidence of bad faith.  False 

complaints are considered to be a violation of this policy. 

 

 

Corrective Action.  
If the City determines unlawful discrimination, harassment, or retaliation has taken place, 

appropriate corrective action will be taken, up to and including termination.  The corrective action 

will be designed to stop the unlawful conduct and prevent its reoccurrence.  If appropriate, law 

enforcement agencies or other licensing bodies will be notified.  Any individual exhibiting 

retaliatory or harassing behavior towards an employee who exercised a right under this policy, or 

who is a close personal friend or family member of someone who exercised a right under this 

policy, will be subject to discipline, as will any employee who has knowledge of unlawful conduct 

and allows that conduct to go unaddressed. 

 

 

Coverage.  
This policy covers all employees, supervisors, department heads and elected officials.  

Additionally, this policy covers all suppliers, subcontractors, residents, visitors, clients, volunteers 

and any other individual who enters City property, conducts business on City property, or who is 

served by City personnel.  
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CLASSIFICATION STATUS 

 

The classified service shall comprise all City employees not specifically included in the 

unclassified service.  Following completion of the probationary period of one (1) year, no 

classified employees shall be reduced in pay or position, fined, suspended or removed, or have his 

or her longevity reduced or eliminated, except and for those reasons set forth in the civil service 

law, or local law.  Such reasons include: incompetency, inefficiency, dishonesty, drunkenness, 

immoral conduct, insubordination, discourteous treatment of the public, neglect of duty, violation 

of any policy or work rule of the City, any other failure of good behavior, any other acts of 

misfeasance, malfeasance or nonfeasance in office, or conviction of a felony, except for just cause. 

 

Unclassified employees serve at the pleasure of the City and may be terminated or otherwise 

separated from employment for any reason not inconsistent with law.  An unclassified employee 

may not be rendered classified due to the provisions of this Manual.  

 

 

PROBATIONARY PERIOD 

 

Newly hired or newly promoted employees in the classified service shall be required to 

successfully complete a one (1) year probationary period.  The probationary period allows the City 

to closely observe and evaluate the employee’s fitness and suitability for the position.  Only those 

employees who demonstrate an acceptable standard of conduct and performance shall be retained 

in their positions.   

A newly hired probationary period may be removed at any time during their probationary period 

due to unsatisfactory work performance.  If an employee is removed during their original 

appointment probationary period, the employee lacks any appeal rights. Time spent on inactive 

pay status or non-paid leave of absence shall not be counted toward the completion of the 

probationary period.  An employee’s probationary period may be extended due to time spent in 

inactive pay status or on a non-paid leave of absence. 

Employees working irregular schedules and intermittent employees shall have a one (1) year 

probationary period. 

The failure of a promoted employee to complete a probationary period due to unsatisfactory 

performance shall result in the employee being returned to the same or similar position he held at 

the time of his promotion.  

Unclassified employees serve at the pleasure of the appropriate appointing authority and do not 

serve a probationary period.  Nothing contained in this policy should be considered a waiver of 

the right to remove an unclassified employee consistent with law. 
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POLICE COMMAND STAFF PROMOTIONS 

 

A. Senior Police Department Management by definition includes all positions as set forth 

herein above the rank of Sergeant and not included in a collective bargaining agreement.  

Senior Police Department Management positions are: 

a. Chief of Police 

b. Deputy Chief of Police 

c. Lieutenant 

 

2. Pursuant to the power granted to the Reynoldsburg City Council by Section 7.03(e) 

of the Reynoldsburg City Charter, the Reynoldsburg City Council hereby 

eliminates the application of general laws of Ohio pertaining to the civil service 

provisions for selection and filling of Police Department positions above the rank 

of Police Officer and Sergeant, specifically Ohio Revised Code Section 124.44, and 

hereby substitutes its local procedure and provisions for filling said positions. 

3. The Chief of Police may be filled by original appointment of a person who is not 

in the Reynoldsburg Police Department. 

 The following selection procedure shall be followed whether by original 

appointment or promotion: 

(1) a competitive promotional Civil Service Examination as set forth in 

Reynoldsburg City Code 157.04 shall not be given; 

(2) a candidate for promotion to Chief of Police or original appointment to 

Chief of Police shall have achieved a rank of command with at least one (1) 

year of police  command experience and a bachelor’s degree in criminal 

justice, police science, or a related field such as the social sciences, business 

management, or public administration required commencing January 1, 

1996, from an accredited college or university that would enable the 

candidate to be admitted to a graduate school at an accredited university; 

and 

(3) successful completion of one of the following:  FBI National Academy, the 

Southern Police Institute’s Command Officer Development Course, 

Northwestern University/Traffic Institute’s School of Police Staff and 

Command, Public Safety Leadership Academy (PSLA), or Certified Law 

Enforcement Executive (CLEE). 

Unless the Civil Service Commission contracts with an accredited law 

enforcement consulting agency to accept and rank resumes, a Preliminary 

Screening Committee shall be established to review applications and 

resumes of Chief of Police candidates.  This committee shall be responsible 

for selection not more than ten (10) candidates. 
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The Preliminary Screening Committee shall be comprised of: 

• Safety Director; 

• A representative from the OACP; 

• Human Resource Director 

 

Any of the above can be replaced by a designee if necessary. Such designee would 

require approval by the Civil Service Commission. 

 The Committee will determine if the applicants meet the minimum job 

requirements as outlined in the job classification for the position of Chief of Police. 

 The Preliminary Screening Committee will rank the qualified candidates based 

upon their qualifications utilizing an objective evaluation form. The Committee 

shall submit to a final Selection Committee the top five (5) candidates. 

  The Final Selection Committee will be comprised of: 

 Mayor 

 A representative from the OACP 

 Council President 

 City Attorney 

 Safety Director  

 Any of the above can be replaced by a designee if necessary. Such designee would 

require approval by the Civil Service Commission.  

The final selection committee shall interview the final five (5) candidates and make 

a recommendation of the top three (3) to the appointing authority based on majority 

vote. The Appointing Authority will appoint from the top three (3). 

 

4. The Deputy Chief of Police may be filled by original appointment or of a person   who is 

not in the Reynoldsburg Police Department.  

     a.  The following selection procedure shall be followed whether by original  

  appointment or promotional appointment: 

 

  (1) A competitive promotional Civil Service examination as set forth in  

   Reynoldsburg City Code 157.04 shall not be given; 

 

  (2) Candidate for promotion to Deputy Chief of Police or original  

   appointment to Deputy Chief of Police shall have achieved a rank  

   of command with at least one (1) year of police command  

   experience and a bachelor’s degree in criminal justice, police  

   science, or a related field such as the social sciences, business  
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management or public administration required commencing January 1, 

1996, from an accredited college or university that would enable the 

candidate to be admitted to a graduate school at an accredited university; 

and 

 

(3)  Successful completion of one of the following: FBI National  

 Academy, the Southern Police Institute’s Command Officer  

 Development Course, Northwestern University/Traffic Institute’s  

 School of Police Staff and Command, Public Safety Leadership  

Academy (PSLA), or Certified Law Enforcement Executive (CLEE). 

 

b. Unless the Civil Service Commission contracts with an accredited law  

 enforcement consulting agency to accept and rank resumes, a Preliminary  

 Screening Committee shall be established to review applications and  

resumes of Deputy Chief of Police candidates.  

 

The Preliminary Screening Committee shall be comprised of: 

 Safety Director 

 Current Chief of Police 

 Human Resource Director 

 

 Any of the above can be replaced by a designee if necessary. Such Designee would 

require approval by the Civil Service Commission. 

 

The Committee will determine if the applicants meet the minimum job  

requirements as outlined in the job classification for the position of Deputy  

Chief of Police.  

 

c. The Preliminary Screening Committee will rank the qualified candidates  

 based upon their qualifications utilizing an objective evaluation form. The  

 committee shall submit to a final Selection Committee the top five (5)  

 candidates. 

 

 The Final Selection Committee shall be comprised of: 

 Mayor 

 Chief of Police 

 City Attorney 

 Safety Director  

 Human Resource Director 
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Any of the above can be replaced by a designee if necessary. Such designee would 

require approval by the Civil Service Commission.  

d.  The final selection committee shall interview the final five (5) candidates 

and make a recommendation of the top three (3) to the  appointing 

authority based on majority vote. The Appointing Authority will appoint  

from the top three (3). 

 

5.  A candidate for promotion to the rank of Lieutenant shall have:  

a. The following selection procedure shall be followed whether by original 

appointment or promotion: 

   i at least three (3) years of experience at the rank of Sergeant with the  

   Reynoldsburg Police Department immediately preceding the date of  

   promotion; and an Associate’s Degree or two (2) complete years of  

   college education from a community college, college or university,  

   that would enable the candidate to be admitted to an undergraduate  

   school as a third year student at an accredited college or university 

 

  ii. A written exam may be administered to all eligible candidates  

   pursuant to the rules established by the Civil Service Commission. 

 

  iii. If a written exam is administered, then all candidates achieving a  

   passing grade shall submit to an assessment center. 

 

If a written exam is not given, then all eligible candidates shall submit to a 

assessment center, prepared and presented by an accredited law enforcement 

consulting agency as selected by the Civil Service Commission. The consulting 

agency shall submit the results to the Civil Service Commission, who will forward 

the names of the top three candidates to the appointing authority (the Mayor) who 

shall appoint from the top four ranked candidates. 

 

 (b) When there are not two (2) or more eligible candidates within the    

  Reynoldsburg Police Department for the rank of Lieutenant, open posting  

  shall be conducted throughout the state of Ohio for potential candidates,  

  who are currently certified law enforcement officers through the Ohio  

  Peace Officers Training Council. 

 

i. the outside candidate shall have at least three (3) years of experience at the rank of 

Sergeant and an Associate’s Degree or two (2) complete years of college education 

from a community college, college or university, that would enable the candidate 
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to be admitted to an undergraduate school as a third year student at an accredited 

college or university; 

ii. A written exam may be administered to all eligible candidates pursuant to the rules 

established by the Civil Service Commission. 

iii. If a written exam is administered, then all candidates achieving a passing grade 

shall submit to an assessment center. 

If a written exam is not given, then all eligible candidates shall submit to an 

assessment center, prepared and presented by an accredited law enforcement 

consulting agency as selected by the Civil Service Commission.  The consulting 

agency shall submit the results to the Civil Service Commission, who will forward 

the names of the top four candidates to the appointing authority (the Mayor) who 

shall appoint from the top four (4) candidates. 

 

REDUCTION IN FORCE 

 

If it becomes necessary to reduce staffing levels by layoff or job abolishment due to lack of work, 

lack of funds, reorganization or other justified business reason, the City shall lay off employees in 

accordance with law.  The City shall determine the number of positions and the classifications in 

which layoffs will occur. Employees may have recall rights for up to one (1) year.   

  

MEDICAL EXAMINATIONS AND DISABILITY SEPARATION 

 

All City employees are required and expected to maintain the appropriate physical and mental 

capacities to perform the essential functions of their job.  The City may require an employee to 

take an examination, conducted by a licensed medical practitioner, to determine the employee’s 

physical or mental capacity to perform the essential functions of his job, with or without reasonable 

accommodation.  This examination may include a fitness-for-duty examination following an 

employee’s absence from work due to their own illness or injury.  This examination shall be at the 

City’s expense.  If the employee disagrees with the City’s licensed medical practitioner’s 

determination, he may request to be examined by a second licensed medical practitioner of his 

choice at his own expense.  If the reports of the two practitioners conflict, a third opinion shall be 

rendered by a neutral party chosen by the City and paid for by the City.  The third opinion shall be 

controlling. 

 

If an employee, after examination, is found to be unable to perform the essential functions of his 

position with or without reasonable accommodation, he may request use of accumulated, unused, 

paid and unpaid leave benefits, if applicable.   

 

If a classified employee remains unable to perform the essential functions of his position after 

exhausting available leaves, he may request a voluntary disability separation.   The City may 
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require an employee seeking a voluntary disability separation to undergo a physical or 

psychological examination by a licensed medical practitioner of its choosing.  If the examination 

supports the request for a voluntary disability separation, it will be granted.   

 

If, after exhausting available leave, an employee refuses to request a voluntary disability 

separation, the City may place the employee on an involuntary disability separation if the City has 

substantial credible medical evidence to indicate that the employee remains disabled and incapable 

of performing the essential job duties. If the City seeks to involuntarily disability separate an 

employee, it may request that an employee submit to a medical or psychological examination to 

determine the employee’s physical and mental capacity to perform the essential functions of their 

job.  The employee must cooperate in this process.  A failure to participate in the process may 

result in a finding that the employee is insubordinate which may result in discipline, up to and 

including termination.  The City will select the licensed medical practitioner.  While an 

examination is pending, the employee may be placed on administrative leave with pay. 

 

If, after the examination, the City determines that the employee is incapable of performing the 

essential functions of the position, it shall institute the involuntary disability separation process.  

The City shall schedule a hearing with at least seventy-two (72) hours advance notice regarding 

whether the employee is capable of performing the essential functions of the position.  The 

employee may waive the right to a hearing.  However, if the employee chooses to have a hearing, 

the employee has the right to examine the City’s evidence regarding the employee’s ability to 

perform the essential functions of the position, rebut the City’s evidence and/or present their own 

medical evidence. 

If it is determined after the hearing that the employee is incapable of performing the essential 

functions of the position, the City shall issue an involuntary disability separation, which may be 

appealed to the City’s civil service commission.  However, if, after a hearing, it is determined that 

the employee is capable of performing the essential functions of their position, the employee shall 

be deemed fit for duty and returned to their position. 

Employees that are disability separated have a two (2) year right to reinstatement.  Any requests 

for reinstatement must be made in writing and include appropriate medical documentation to 

support the request.  The City may require the employee to be examined by a licensed medical 

practitioner of its choosing.  The City shall pay for the cost of its licensed medical practitioner.  If 

it is determined that the employee is capable of performing the essential functions of the position, 

the employee shall be reinstated. 

 

WORKPLACE ROMANCES  

 

To avoid concerns of sexual harassment, preferential treatment and other inappropriate behavior, 

employees are required to inform the Human Resources Director if they currently are, or if they 

intend to become, romantically involved with a co-worker.  Such relationships are not necessarily 

prohibited, but must be appropriately addressed.  Should the City determine that a conflict exists 

between an employee’s employment and a personal relationship with a co-worker, the City will 

attempt to work with the employees to resolve the conflict.  Should operational needs prevent 
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resolution, the relationship must cease or one or both of the parties must separate from 

employment.  Supervisors are expressly prohibited from engaging in romantic or sexual 

relationships with any employee they directly, or indirectly, supervise.  

 

NEPOTISM 

 

Hiring 

Although the employment of close relatives is discouraged, the City will receive employment 

applications from relatives of current employees.  However, the following five (5) situations shall 

prevent the City from hiring a relative of a current employee: 

1. If one relative would have supervisory or disciplinary authority over another. 

 

2. If one relative would audit the work of another. 

 

3. If a conflict of interest exists between the relative and the employee or the relative and the 

City.  

 

4. If the hiring of relatives could result in a conflict of interest. 

 

5. If one of the family members would have access to confidential material. 
 

 

Employment 

An employee is not permitted to work in a position where his supervisor or anyone within his chain 

of command is a relative.  If such a situation is created through promotion, transfer or marriage, 

one of the affected employees must be transferred or an accommodation acceptable to the City 

must be established.  Termination of employment will be a last resort.  If two employees marry, 

they will be subject to the same rules listed above as other relatives. 

 

The provisions of O.R.C. §§ 102.03 and 2921.42 render it unlawful for a public official to use his 

influence to obtain a benefit, including a job for her relative.  Any violation of these statutes may 

result in criminal prosecution and/or disciplinary action.  For purposes of the Article, the term 

“relative” shall include spouse, children, grandchildren, parents, grandparents, siblings, brother-

in-law, sister-in-law, daughter-in-law, son-in-law, father-in-law, mother-in-law, stepparents, 

stepchildren, stepsiblings, and a legal guardian or other person who stands in the place of a parent 

to the employee. 
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ETHICS/CONFLICTS OF INTEREST 

 

The proper operation of a democratic government requires that actions of public officials and 

employees be impartial, that government decisions and policies be made through the proper 

channels of governmental structure, that public office not be used for personal gain, and that the 

public have confidence in the integrity of its government.  Ohio Revised Code §§ 102.03 and 

2921.42 prohibit public employees from using their influence to benefit themselves or their family 

members.  In recognition of the above-listed requirements, the following Code of Ethics is 

established for all City officials and employees: 

A. No employee shall use his official position for personal gain, or shall engage in any 

business or shall have a financial or other interest, direct or indirect, which is in conflict 

with the proper discharge of his official duties. 

 

B. No employee shall, without proper legal authorization, disclose confidential information 

concerning the property, government or affairs of the City, nor shall he use such 

information to advance the financial or other private interest of himself or others. 

 

C. No employee shall accept any valuable gift, whether in the form of service, loan, item or 

promise from any person, firm or corporation that is interested directly or indirectly in any 

manner whatsoever in business dealings with the City; nor shall an employee accept any 

gift, favor or item of value that may tend to influence the employee in the discharge of his 

duties or grant, in the discharge of the employee’s duties any improper favor, service or 

item of value. 

 

D. No employee shall represent private interests in any action or proceeding against the 

interest of the City in any matter wherein the City is a party. 

 

E. No employee shall engage in or accept private employment or render services for private 

interests when such employment or service is incompatible with the proper discharge of 

his official duties or would tend to impair his independent judgment or action in the 

performance of his official duties.  Neither shall other employment, private or public, 

interfere in any way with the employee’s regular, punctual attendance and faithful 

performance of his assigned job duties.  

 

Any employee having doubt as to the applicability of these provisions should consult the Human 

Resources Director.  Any employee offered a gift or favor who is not sure whether acceptance is 

a violation of the Code of Ethics, should inform his supervisor of the gift offer. No employee will 

accept from any contractor or supplier doing business with the City, any material or service for the 

employee’s private use. 

State law prohibits City employees and officials from having a financial interest in companies that 

do business with the City, with minor exceptions.  Employees who have any doubt concerning a 

possible violation of these statutes are advised to consult an attorney.   
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PERSONNEL FILES AND INFORMATION 
 

The City shall maintain personnel files for all City employees.  Such files may include individual 

employment data, payroll information, schedules, records of additions or deductions, application 

forms, and records pertaining to hiring, promotion, demotion, transfer, layoff and termination.  

Personnel files shall be available to members of the public in accordance with the law.  An 

employee shall have a right of reasonable inspection of his official personnel file.  No personnel 

records shall be removed from the official records unless in accordance with state or federal law 

or in accordance with the City’s retention of records policy. 

When a public records request is made for an employee’s records, the City will endeavor to inform 

the employee of the request in advance of the release of records.  The City will make reasonable 

efforts to redact personal information, and other non- public information, from the files before 

release.  Notifying the employee of the release may not result in an unreasonable delay in releasing 

the records pursuant to an appropriate request.  Employees are responsible for taking legal action 

in the event they wish to prohibit release of the requested documents to the requesting individual 

or entity. 

 

Employees must timely advise the City of any change in name, address, marital status, telephone 

number, number of tax exemptions, citizenship, or association with any government military 

service organization. 

 

OUTSIDE EMPLOYMENT 

 

Employees are required to notify their supervisor of any outside employment.  No employee shall 

have outside employment, which conflicts in any manner with the employee’s ability to properly 

and efficiently perform his duties and responsibilities with the City.  Employees are expected to 

be at work and fit for duty when scheduled.   

 

Employees are prohibited from engaging in secondary employment while on sick leave, disability 

leave, or family medical leave.  Employees are strictly prohibited from engaging in or conducting 

outside private business during scheduled working hours and are further prohibited from engaging 

in conduct which creates a potential or actual conflict of interest with their duties and 

responsibilities as a City employee. 
 

RESIGNATION 
 

Employees may voluntarily resign in good standing by submitting a written letter of resignation to 

their Appointing Authority at least two (2) weeks in advance of the effective date of resignation.  

Such resignation letter should be signed, dated and include the expected date of resignation.  A 
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failure to provide the appropriate notice may result in an individual being ineligible for re-

employment with the City. 

Employees voluntarily resigning from the City are expected to return all City equipment/property 

to their supervisor on, or before, the date of their voluntary resignation.  A failure to timely return 

City equipment/property may result  in a delayed delivery of their final paycheck. 

An employee that is absent without leave for three (3) or more consecutive days may be considered 

to have constructively resigned their employment with the City. 

 

POLITICAL ACTIVITY 

 

Although the City encourages all employees to exercise their constitutional rights to vote, certain 

political activities are legally prohibited for classified employees of the City whether in active pay 

status or on leave of absence.  The following activities are examples of conduct permitted by 

classified employees: 

 

a. Registration and voting. 

 

b. Expressing opinions, either orally or in writing.  

 

c. Voluntary financial contributions to political candidates or organizations.  

 

d. Circulating non-partisan petitions or petitions stating views on legislation.  

 

e. Attendance at political rallies.  

 

f. Signing nominating petitions in support of individuals.  

 

g. Displaying political materials in the employee’s home or on the employee’s 

property.  

 

h. Wearing political badges or buttons, or the display of political stickers on private 

vehicles. 

 

i. Serving as a precinct official under O.R.C. § 3501.22. 

 

A. The following activities are examples of conduct prohibited by classified employees. 

 

1. Candidacy for public office in a partisan election.  

 

6.a.b

Packet Pg. 112

A
tt

ac
h

m
en

t:
 P

P
M

 0
62

51
8 

 (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



19 

 

2. Candidacy for public office in a non-partisan general election if the nomination to 

candidacy was obtained in a primary partisan election or through the circulation of 

a nominating petition identified with a political party.  

 

3. Filing of petitions meeting statutory requirements for partisan candidacy to elective 

office.  

 

4. Circulating official nominating petitions for any partisan candidate. 

 

5. Holding an elected or appointed office in any partisan political organization. 

 

6. Accepting appointment to any office normally filled by partisan election. 

 

7. Campaigning by writing in publications, by distributing political material, or by 

writing or making speeches on behalf of a candidate for partisan elective office, 

when such activities are directed toward party success. 

 

8. Solicitation, either directly or indirectly, of any assessment, contribution or 

subscription, either monetary or in-kind, for any political party or political 

candidate. 

 

9. Solicitation for the sale, or actual sale, of political party tickets. 

 

10. Partisan activities at the election polls, such as solicitation of votes for other than 

nonpartisan candidates and nonpartisan issues. 

 

11. Service as a witness or challenger for any party or partisan committee. 

 

12. Participation in political caucuses of a partisan nature. 

 

13. Participation in a political action committee that supports partisan activity. 

 

Any employee having a question pertaining to whether specific conduct of a political nature is 

permissible should contact their immediate supervisor, or City Attorney, prior to engaging in such 

conduct. 

 

 

PERFORMANCE EVALUATIONS 

 

A written Performance Evaluation provides supervisors with an effective mechanism to measure 

and communicate levels of job performance to their employees.  The City may conduct annual 

performance evaluations of employees.  Evaluations, if conducted, will be based upon defined and 

specific criteria and will generally be reviewed with the employee by their supervisor or 

department head.  The results will be discussed with the employee and the employee will be asked 

to sign the evaluation.  An employee’s signature will reflect their receipt of the evaluation, not 
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their agreement with its contents.  Should the employee refuse to sign, a notation will be made 

reflecting the date and time of the review along with the employee’s refusal to sign.  Employees 

may offer a written response to their performance evaluation.  Such response, if given, will be 

maintained with the evaluation.  Performance evaluations will be retained in the employee’s 

personnel file. 

Additional performance evaluations may be performed by the City at the City’s discretion.   

 

SOLICITATION 

 

Individuals not employed by the City are prohibited from soliciting funds or signatures, conducting 

membership drives, distributing literature or gifts, offering to sell merchandise or services (except 

by representatives of suppliers or vendors given prior authority), or engaging in any other 

solicitation, distribution, or similar activity on the premises or at a worksite. 

 

The City may authorize a limited number of fund drives by employees on behalf of charitable 

organizations or for employee gifts.  Employees are encouraged to volunteer to assist these drives; 

however, participation is entirely voluntary. 

 

The following restrictions apply when employees engage in permitted solicitation or distribution 

of literature for any group or organization, including charitable organizations: 

 

A. Distribution of literature, solicitation and the sale of merchandise or services is prohibited 

in public areas. 

  

B. Soliciting and distributing literature during the working time of either the employee making 

the solicitation or distribution, or the targeted employee, is prohibited.  The term “working 

time” does not include an employee’s authorized lunch or rest periods or other times when 

the employee is not required to be working. 

 

C. Distributing literature in a way that causes litter on City property is prohibited. 

   

The City maintains various communications systems to communicate City-related information to 

employees and to disseminate or post notices required by law.  The unauthorized use of the 

communications systems or the distribution or posting of notices, photographs, or other materials 

on any City property is prohibited. 

 

Violations of this policy will be addressed on a case-by-case basis.  Disciplinary measures will be 

determined by the severity of the violation, not the content of the solicitation or literature involved. 
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PAYCHECKS 
 

The City requires that all payroll checks be issued by way of Direct Deposit. It is the employees 

responsibility to inform the City of any changes, pay will be issued on the Friday following the 

end of a pay period, except when a regular payday falls on a holiday.  If payday falls on a holiday, 

paychecks will be distributed the day immediately preceding the holiday.  Pay advances are not 

permitted. 

REPORTING TO WORK AND TARDINESS 

 

Employees are expected to report for and remain at work as scheduled and to be at their work 

stations at their starting time.  Employees who call off work for personal reasons should call off in 

advance of their starting time in accordance with procedures established by their Supervisor.  

Employees who call off must make contact with their supervisor or designee each day of their 

absence unless they have made alternate arrangements.  Calling off work in accordance with this 

procedure will not necessarily result in an employee receiving approved leave for their absence.   

 

Tardiness may result in a reduction in the corresponding amount of pay for which the employee is 

late and/or discipline. 
 

HOURS OF WORK AND OVERTIME 

 

The City will establish the hours of work for all employees.  Generally, the normal business hours 

will be 8:00 a.m. to 5:00 p.m. Work hours may vary by Department. Staff may be required to work 

days, evenings, nights and/or weekends due to operational needs.  Additionally, each City 

Department may alter the work schedules, days off and shifts of employees based upon operational 

needs.   

Due to federal regulations, employees who are not exempt from the overtime provisions of the 

Fair Labor Standards Act (“FLSA”) are prohibited from signing in or beginning work before 

their scheduled starting time, or signing out/stopping work past their scheduled quitting time 

except with supervisory approval or in emergency situations.  Additionally, non-exempt 

employees who receive an unpaid lunch period are prohibited from working during their lunch 

period except with supervisory approval or in emergency situations.  Non-exempt employees 

who work outside their regularly scheduled hours in contravention of this rule shall be paid for 

all hours actually worked, but may be disciplined accordingly.   

 

Failure to properly sign-in or sign-out as required, misrepresenting time worked, altering any time 

record, or allowing a time record to be altered by others will result in disciplinary action.  However, 

supervisors may make adjustments to an employee’s time sheet, as necessary. 

Generally, employees not exempt from the overtime provisions of the FLSA shall be compensated 

for overtime for all hours worked in excess of forty (40) in any one work week, regardless of the 

employee’s regularly scheduled work day. Overtime shall be compensated at a rate of one and one-
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half times the employee’s regular rate of pay for overtime worked, including time spent in paid 

status, unless otherwise noted.  

 

The City may require overtime as a condition of continued employment.  An employee who refuses 

to work a mandatory overtime assignment may be considered insubordinate and disciplined 

accordingly.  Additionally, the City may authorize or require employees to work a flexible 

schedule in a work week.  For overtime-eligible employees, a flexible schedule must occur within 

a single forty-hour workweek.  

 

Employees who are exempt from the overtime provisions of the FLSA are not eligible for overtime 

payment.  Such exemptions may include employees whose job duties are executive, administrative 

or professional in nature.  At the discretion of the appointing authority, exempt employees may be 

required to keep track of, and report, their hours without destroying their exempt status. However, 

generally, exempt employees will not have a reduction in pay for absences of less than an entire 

work period of five (5) days.  Absences will first be deducted from the employee’s accumulated 

sick leave (if appropriate), vacation leave or other paid leave.  The following positions have been 

determined to be exempt from the overtime provisions of the FLSA: 

 

Safety Director    Service Director 

Development Director    Parks & Recreation Director   

Computer Systems Director                           Tax Administrator 

Human Resources Director   Superintendent of Streets 

Chief Building Official   Clerk of Courts 

Superintendent of Water/Wastewater  Planning and Zoning Administrator 

Chief of Police                                                Director of Senior Center 

Deputy Chief of Police   Assistant City Attorney 

Finance Manager    Assistant City Prosecutors 

Clerk of Council     

 

 

COMPENSATORY TIME  

 

Employees may choose to take compensatory time for overtime worked in lieu of compensation if 

such choice is indicated during the pay period in which the overtime is worked and the request is 

approved by the Appointing Authority or designee. 

 

a. Compensatory time shall be credited to employees who are eligible for overtime pay at the 

rate of one and one-half (1½) hour for each overtime hour worked. 

  

b. Employee’s compensatory time balance shall be limited to a maximum of 100 hours, 

therefore, they would have to use some of the compensatory time before they could 

accumulate more. Once an employee reaches 100 hours, they must take over-time pay until 

they drop below 100 hours.   

 

c.  Employees shall have the option of receiving a cash payment for any or all hours accrued 

but unused compensatory time in that calendar year. Request for payout of comp time must 
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be submitted by the 15th of October. The payment will be made at the employee’s current 

rate of pay and will be paid no later than mid-November of that year. 

 

d. Any hours which are not paid out will be carried over to the next calendar year and will be 

subject to a 100 hour maximum refillable bank for the following year. 

 

2. Any overtime pay earned as a result of this section must be within the limits appropriated by 

City Council. 

 

3. In case of death of an employee, any earned overtime hours worked credited to  such employee 

shall be paid to the surviving spouse, or to the estate of the deceased, if there is no surviving 

spouse. 

 

4. Upon separation from employment with the City for any reason, the employee (or spouse or 

estate upon employee’s death) shall be entitled to payment for any accrued but unpaid overtime 

hours, including compensatory time hours accrued but not used.  Such payment shall be at the 

overtime rate applicable to the employee’s current rate of pay at the time of separation. 

 

  

CALL-IN PAY 
 

When an employee is called back to work by his supervisor for hours not abutting their regular 

work hours, the employee shall receive a minimum of two (2) hours pay at the employee’s 

overtime rate.  If the employee is called-in and works more than two (2) hours, the employee shall 

be paid their overtime rate for all hours worked. 

 

EMERGENCY HOLIDAY CALL IN PAY 

 

Employees that are called in due to an emergency on any of the City recognized holidays will be 

paid two (2) times their rate of pay plus the holiday pay. 

 

INCLEMENT WEATHER 

 

The City recognizes that on certain days it may not be possible to report to duty due to inclement 

weather caused by excessive snow, ice or other weather conditions. 

 

When snow, ice, or other weather conditions make travel to and from work difficult, but it is not 

severe enough to close the City, employees are encouraged to make reasonable efforts to report to 

work as scheduled.  Employees will be compensated in the following manner for these types of 

weather conditions: 
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A. Employees reporting for work as scheduled will be paid at their regular rate of pay for 

all hours actually worked. 

B. Employees not scheduled to work, but who are called-in, shall be paid consistent with 

the Call-In Pay Policy for all hours worked. 

C. Employees who are scheduled to work and who make a reasonable attempt to report to 

work, but are unable to due to weather conditions, shall notify their immediate 

supervisor as soon as possible.  Employees unable to report to work may: 

a. Request to use accrued vacation or personal leave for the period of absence, subject 

to the approval of their supervisor, or Department Head; 

b. Request a personal leave of absence without pay for the period of absence, subject 

to the approval of their supervisor, or Department Head; 

c. Employees failing to report during inclement weather without notifying their 

supervisor, or Department Head, may be subject to discipline for being absent 

without leave. 

 

In cases when weather conditions are severe enough to cause the Sheriff of the County of the 

employee’s residence to issue a Level III emergency, or for the Mayor to officially close the City 

and/or non-continuous operating City facilities, the following apply: 

 

A. Employees who were scheduled to work, but are unable to do so due to the closure, 

shall suffer no loss of pay; 

B. If the office or facility is closed due to a Level III emergency and the employee is 

required to leave early, the employee shall suffer no loss of pay for the remainder of 

their regularly scheduled shift; 

C. If the Level III emergency is lifted during the shift, after the employee has already been 

notified not to report, the employee will suffer no loss of pay for the entire shift. 

 

Employees working in facilities that operate 24-hours per day on a continuous basis shall make 

every reasonable effort to report to work, even during Level III emergencies, so long as the 

employee can report in a safe manner.  The following procedures apply to employees employed in 

continuous operating facilities and to other employees that may be required to report, such as 

building and grounds personnel: 

 

A. An employee reporting to work shall be paid their regular hourly rate for all hours 

worked, plus receive, hour-for-hour, an additional hour of pay or compensatory time 

for each non-overtime hours worked on their regular shift (double-time); 

B. Employees scheduled to work, but unable to report for their regular shift, shall suffer 

no loss of pay for their regularly scheduled shift; 

 

The City may offer to transport essential employees during a weather emergency to adequately 

staff continuous and essential operations facilities.  Such employees shall be required to accept the 

offer of transportation.  An employee refusing transportation will be deemed to be absent without 

leave. 

 

Employees attempting to arrive at work during inclement weather, or a weather emergency, will 

be given reasonable consideration in the event that they arrive late for work. 
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Employees already on approved leave during the day of inclement weather, or weather emergency, 

shall remain on leave and not be eligible for any benefits provided by this policy. 

  

 

EDUCATIONAL ASSISTANCE INCENTIVE PROGRAM 

 

All full-time employees are eligible to participate in the Educational Assistance Incentive Program 

of the City.  Participation is voluntary and available to those who elect job-related self-

development activities during non-working hours.  All coursework must be taken in accordance 

with a Planned Program of Professional Improvement approved by the appointing authority in 

advance. 

An employee who has received educational assistance must remain an employee for one (1) year 

following completion of the courses for which assistance was received.  Should an employee 

separate from service with the City within the one (1) year period, except in the event of a disability 

retirement, that employee must repay any assistance received in the one (1) year period. 

 

SICK LEAVE 

 

Accumulation 

Each employee shall be entitled for each completed eighty (80) hours of service to sick leave of 

four and six-tenths (4.6) hours of pay, and unused sick leave may be accumulated without limit.  

Previous accumulated sick leave of an employee who has separated from public service shall be 

re-credited if reemployment in public service takes place within ten (10) years of the last 

termination from public service and the employee provides proof of the prior leave balance.  An 

employee who transfers from one public agency to another shall be credited with their balance of 

unused sick leave upon the showing of proof of sick leave from the employee’s prior agency.  Sick 

leave shall be at the employee’s current rate of pay. 

 

Use 
Sick leave may be used by employees and upon approval of the City for absences due to the 

following: 

1. Illness, injury, or pregnancy-related medical condition of the employee. 

 

2. Exposure of an employee to a contagious disease which could be communicated to 

and jeopardize the health of other employees. 

 

3. Examination of the employee, including medical, psychological, dental, or optical 

examination, by an appropriate licensed medical practitioner. 

 

4. Death of a member of the employee’s immediate family.  Such usage shall be 

limited to reasonably necessary time, not to exceed three (3) days.  The City may 

grant additional time off on a case-by-case basis. 
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5. Illness, injury, or pregnancy-related medical condition of a member of the 

employee’s immediate family where the employee’s presence is reasonably 

necessary for the health and welfare of the employee or affected family member. 

 

6. Medical, dental or optical examinations or treatments of an employee or of a 

member of an employee’s immediate family where the employee’s care and 

attendance is reasonably required. 

 

Elective cosmetic surgeries that are not medically necessary do not constitute an appropriate usage 

of sick leave.  Other appropriate leaves of absence, such as vacation, may be requested for such 

purposes.  

For purposes of sick leave, immediate family is defined as the following individuals that either 

live in your home or you are the primary person responsible for their care: grandparent; great-

grandparents; brother; sister; brother-in-law; sister-in-law; daughter-in-law; son-in-law; father; 

mother; father-in-law; mother-in-law; spouse; child; step-child; step-parent; grandchild; legal 

guardian; or other person who stands in place of a parent.   

Grandparent-in-law, aunts and uncles shall also be considered immediate family for bereavement 

leave purposes.  Such usage shall be limited to reasonably required time, not to exceed one (1) 

day.  The City may grant additional time off on a case-by-case basis not to exceed three (3) days. 

 

Employee Notification 

When an employee is unable to report to work due to illness or other acceptable sick leave reason, 

he shall notify his supervisor. An employee must continue such notification each succeeding day 

of absence except in cases of prolonged illness or absence where the employee has been granted a 

set period of leave.  Failure of an employee to make proper notification may result in denial of sick 

leave and/or appropriate disciplinary action.  The City reserves the right to investigate any 

employee request for sick leave. 

 

Written Statement 
The City may require the employee to furnish a satisfactory signed statement to justify the use of 

sick leave.  Proof of illness, such as a doctor’s excuse, may be required when the City believes 

absence to be excessive, chronic, patterned, or abusive.  A satisfactory licensed medical 

practitioner’s certificate may be required at any time, but will generally be required in each case 

when an employee has been absent more than three (3) consecutive days.  When a licensed medical 

practitioner’s certificate is required, it must be submitted to the Human Resources Director before 

an employee will be permitted to return to work from leave.  The licensed medical practitioner’s 

certificate must be signed personally by the treating practitioner, and must verify that the employee 

was unable to work during the period in question, not simply that the employee was “under the 

doctor’s care.”  For absences where a licensed medical practitioner’s certificate is not required, the 
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employee must submit a written statement to the Human Resources Director explaining the nature 

of the illness.  

 

Sick Leave Abuse  

Application by an employee for sick leave through fraud or dishonesty will result in denial of such 

leave together with disciplinary action up to and including dismissal.  Patterns of sick leave usage 

immediately prior or subsequent to holidays, vacation, days off and/or weekends or excessive sick 

leave usage may result in sick leave denial and appropriate disciplinary action.  The City reserves 

the right to investigate allegations of sick leave abuse.  The City reserves the right to question 

employees concerning their sick leave use.  Whenever an employee is on sick leave, he/she must 

be at home during his/her scheduled work hours or obtaining treatment or medication. 

 

 

Uses of Other Leave  

Other accumulated unused leaves may be used for sick leave purposes, at the discretion of the City.  

An employee who becomes sick while on vacation may apply to use sick leave time instead of 

vacation days for the illness. 

 

 

Sick Leave Conversion  

An employee with at least ten (10) years of service to the City, upon actual retirement or 

resignation from the City, with at least two (2) weeks prior notice to the City or upon death, shall 

be paid for his or her accumulated but unused sick leave as follows: 

 

a. Employees who have completed at least ten (10) years of service to the City shall 

be entitled to 25% of their accumulated but unused sick leave, not to exceed 320 

hours. 

 

b. Employees who have completed at least 15 years of service to the City shall be 

entitled to 30% of their accumulated but unused sick leave, not to exceed 540 hours. 

 

c. Employees who have completed at least 20 or more years of service to the City 

shall be entitled to 40% of their accumulated but unused sick leave, not to exceed 

760 hours. 

 

d. Employees who have completed at least 25 years of service to the City shall be 

entitled to 50% of their accumulated but unused sick leave, not to exceed 880 hours. 

 

Employees hired after January 1, 1998, shall not have sick leave earned with another entity other 

than the City counted for purposes of sick leave conversion.  Moreover, sick leave used by an 

employee of the City will be charged first against any sick leave earned as an employee of City, 

so that an employee may not first use up sick leave brought from another entity in order to save up 

the sick leave earned with City for cash-in. 
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In the case of an employee’s death, the employee’s spouse, or, secondarily, his or her estate, shall 

receive this payment. 

If an employee is killed in the line of duty, the employee’s spouse, or, secondarily, his or her estate, 

will be paid an amount equal to 100% of the deceased employee’s accumulated but unused sick 

leave. 

All payments under this section shall be based on the employee’s rate of pay at the time of 

retirement or death, or other separation, and the documented hours of unused sick leave reflected 

in the records maintained by the City. 

Payment under this policy shall be considered to eliminate all sick leave credit accrued by the 

employee at the time of payment. 

 

Medical Information.  

The City will maintain employees’ medical information in a separate medical file and will treat 

the information in a confidential manner.  Employees who are concerned that their medical 

information is not being treated in a confidential manner should report such concerns to the Human 

Resources Director. 

 

 

FAMILY MEDICAL LEAVE ACT (“FMLA”) 

 

Statement of Policy.  
 

Eligible employees may request time off for family and/or medical leave of absence with job 

protection and no loss of accumulated service provided the employee meets the conditions outlined 

in this policy and returns to work in accordance with the Family and Medical Leave Act of 1993.  

 

Definitions.  

As used in this policy, the following terms and phrases shall be defined as follows: 

 

1. “Family and/or medical leave of absence”:  An approved absence available to eligible 

employees for up to twelve (12) weeks of unpaid leave per year under particular 

circumstances.  Such leave may be taken only for the following qualifying events:  

 

a. Upon the birth of an employee’s child and in order to care for the child. 

 

b. Upon the placement of a child with an employee for adoption or foster care. 

 

c. When an employee is needed to care for a family member who has a serious health 

condition. 
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d. When an employee is unable to perform the functions of his position because of the 

employee’s own serious health condition. 

 

e. Qualifying service member leave. 

 

2. Service Member Leave:  The spouse, parent or child of a member of the U.S. military 

service is entitled to twelve (12) weeks of FMLA leave due to qualifying exigencies of the 

service member being on “covered active duty” or receiving a  

“call to covered active duty” In addition, a spouse, child, parent or next of kin (nearest 

blood relative) of a service member is entitled to up to twenty-six (26) weeks of leave 

within a “single twelve (12)-month period” to care for a service member with a “serious 

injury or illness” sustained or aggravated while in the line of duty on active duty.  The 

“single twelve (12)-month period” for leave to care for a covered service member with a 

serious injury or illness begins on the first day the employee takes leave for this reason and 

ends twelve (12) months later, regardless of the twelve (12) month period established for 

other types of FMLA leave.  

 

3. “Per year”:  A rolling twelve (12) month period measured backward from the date an 

employee uses any leave under this policy.  Each time an employee takes leave, the 

employer will compute the amount of leave the employee has taken under this policy, and 

subtract it from the twelve (12) weeks of available leave.  The balance remaining is the 

amount the employee is entitled to take at the time of the request.  For example, if an 

employee used four (4) weeks of FMLA leave beginning February 4, 2009, four weeks 

beginning June 1, 2009, and four weeks beginning December 1, 2009, the employee would 

not be entitled to any additional leave until February 4, 2010. 

 

4. “Serious health condition”:  Any illness, injury, impairment, or physical or mental 

condition that involves: 

 

a. Inpatient care. 

 

b. Any period of incapacity of more than three consecutive calendar days that also 

involves:  

 

i. Two or more treatments by a health care provider, the first of which must 

occur within seven (7) days of the first day of incapacity and both visits 

must be completed within thirty (30) days; or 

 

ii. Treatment by a health care provider on one occasion that result in a regimen 

of continuing treatment under the supervision of a health care provider. 

 

c. Any period of incapacity due to pregnancy or for prenatal care. 
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d. A chronic serious health condition which requires at least two “periodic” visits for 

treatment to a health care provider per year and continues over an extended period.  

The condition may be periodic rather than continuing. 

 

e. Any period of incapacity which is permanent or long term and for which treatment 

may not be effective (i.e. terminal stages of a disease, Alzheimer’s disease, etc.). 

 

f. Absence for restorative surgery after an accident/injury or for a condition that 

would likely result in an absence of more than three days absent medical 

intervention.  (i.e. chemotherapy, dialysis for kidney disease, etc.). 

 

5. “Licensed health care provider”:  A doctor of medicine, a doctor of osteopathy, podiatrists, 

dentists, optometrists, psychiatrists, clinical psychologists, and others as specified by law. 

 

6. “Family member”:  Spouse, child, parent or a person who stands “in loco parentis” to the 

employee. 

 

7. “Covered Service Member”:  Means either:  

 

a. A current member of the Armed Forces, including a National Guard or Reserve 

Member, who is undergoing medical treatment, recuperation, or therapy, is in 

outpatient status, or is on the temporary disability retired list, for a serious injury or 

illness; or 

 

b. A covered veteran who is undergoing medical treatment, recuperation, or therapy 

for a serious injury or illness and who was a member of the Armed Forces, including 

a National Guard or Reserves Member, at any time during the five years preceding 

the date the eligible employee takes FMLA leave to care for the covered veteran.   

 

i. Note: An individual who was a member of the Armed Forces (including 

National Guard or Reserves) and who was discharged or released under 

conditions other than dishonorable prior to March 8, 2013, the period of 

October 28, 2009 and March 8, 2013, shall not count toward the 

determination of the five-year period for covered veteran status.  

 

8. “Outpatient Status”:  The status of a member of the Armed Forces assigned to a military 

medical treatment facility as an outpatient or to a unit established for the purpose of 

providing command and control of members of the Armed Forces receiving outpatient 

medical care. 
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9. “Next Of Kin”:  The term “next of kin” used with respect to a service member means the 

nearest blood relative of that individual. 

 

10. A “serious injury or illness”, for purposes for the 26 week military caregiver leave  means 

either: 

 

a. In the case of a current member of the Armed Forces, including a member of the 

National Guard or Reserves, means an injury or illness that was incurred by the 

covered service member in the line of duty on active duty in the Armed Forces or 

that existed before the beginning of the member's active duty and was aggravated 

by service in the line of duty on active duty in the Armed Forces, and that may 

render the member medically unfit to perform the duties of the member's office, 

grade, rank or rating; and, 

 

b. In the case of a covered veteran, means an injury or illness that was incurred by the 

member in the line of duty on active duty in the Armed Forces (or existed before 

the beginning of the member's active duty and was aggravated by service in the line 

of duty on active duty in the Armed Forces) and manifested itself before or after 

the member became a veteran, and is: 

 

i. a continuation of a serious injury or illness that was incurred or aggravated 

when the covered veteran was a member of the Armed Forces and rendered 

the service member unable to perform the duties of the service member's 

office, grade, rank, or rating; or 

 

ii. a physical or mental condition for which the covered veteran has received a 

U.S. Department of Veterans Affairs Service–Related Disability Rating 

(VASRD) of 50 percent or greater, and such VASRD rating is based, in 

whole or in part, on the condition precipitating the need for military 

caregiver leave; or 

 

iii. a physical or mental condition that substantially impairs the covered 

veteran's ability to secure or follow a substantially gainful occupation by 

reason of a disability or disabilities related to military service, or would do 

so absent treatment; or 

 

iv. an injury, including a psychological injury, on the basis of which the 

covered veteran has been enrolled in the Department of Veterans Affairs 

Program of Comprehensive Assistance for Family Caregivers. 

11. “Covered Active Duty” or “call to covered active duty”:  
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a. In the case of a member of a Regular Armed Forces means duty during the 

deployment of the member with the Armed Forces to a foreign country.  (Active 

duty orders of a member of the Regular components of the Armed Forces generally 

specify if the member is deployed to a foreign country.” 

 

b. In the case of a member of the Reserve components of the Armed Forces means 

duty during the deployment of the member with the Armed Forces to a foreign 

country under a Federal call or order to active duty in support of a contingency 

operation pursuant to specific sections of the U.S. Code, as outlined in 29 CFR § 

825.126. 

 

12. “Deployment to a foreign country” means deployment to areas outside of the United States, 

the District of Columbia, or any Territory or possession of the U.S., including international 

waters.  

 

13. “Qualifying Exigency”:  (For purposes of the twelve (12)-week qualifying exigency leave) 

includes any of the following:  

 

a. Up to seven days of leave to deal with issues arising from a covered military 

member’s short notice deployment, which is a deployment on seven (7) or fewer 

days notice.  

 

b. Military events and related activities, such as official ceremonies, programs, or 

events sponsored by the military, or family support or assistance programs and 

informational briefings sponsored or promoted by the military, military service 

organizations, or the American Red Cross that are related to the active duty or call 

to active duty status of a covered military member.  

 

c. Qualifying childcare and school activities arising from the active duty or call to 

active duty status of a covered military member, such as arranging for alternative 

childcare, providing childcare on a non-routine, urgent, immediate need basis; 

enrolling or transferring a child to a new school; and attending certain school and 

daycare meetings if they are necessary due to circumstances arising from the active 

duty or call to active duty of the covered military member.  

 

d. Making or updating financial and legal arrangements to address a covered military 

member’s absence, such as preparing powers of attorney, transferring bank account 

signature authority, or preparing a will or living trust. 

 

e. Attending counseling provided by someone other than a health care provider for 

oneself, the covered military member, or a child of the covered military member, 
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the need for which arises from the active duty or call to active duty status of the 

covered military member.  

 

f. Rest and recuperation leave of up to fifteen (15) days to spend time with a military 

member who is on short-term, temporary, rest and recuperation leave during the 

period of deployment.  This leave may be used for a period of 15 calendar days 

from the date the military member commences each instance of Rest and 

Recuperation leave.  

 

g. Attending certain post-deployment activities within ninety (90) days of the 

termination of the covered military member’s duty, such as arrival ceremonies, 

reintegration briefings, and any other official ceremony or program sponsored by 

the military, as well as addressing issues arising from the death of a covered military 

member.   

 

h. Qualifying parental care for military member’s biological, adoptive, step or foster 

father or mother, or any other individual who stood in loco parentis to the military 

member when the member was under 18 years of age, when the parent requires 

active assistance or supervision to provide daily self-care in three or more of the 

activities of daily living, as described in 29 C.F.R. § 825.126, and the need arises 

out of the military member’s covered active duty or call to covered active duty 

status.  

 

i. Any qualifying exigency which arose out of the covered military member’s covered 

active duty or call to covered active duty status. 

 

 

A. Leave Entitlement.  

 

To be eligible for leave under this policy, an employee must meet all of the following 

conditions:   

1. Worked for the agency for at least twelve (12) non-consecutive months, or fifty-

two (52) weeks. 

 

2. Actually worked at least one thousand two hundred fifty (1,250) hours during the 

twelve (12) month period immediately prior to the date when the FMLA leave is 

scheduled to begin.  

 

3. Work at a location where the Employer employs fifty (50) or more employees 

within a seventy-five (75) mile radius. 
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a. The entitlement to FMLA leave for the birth or placement for adoption or 

foster care expires at the end of the twelve (12) month period following such 

birth or placement. 

 

b. Spouses who are both employed by the agency are jointly entitled to a 

combined leave total of twelve (12) weeks (rather than twelve (12) weeks 

each) for the birth of a child, upon the placement of a child with the 

employees for adoption or foster care, and for the care of certain family 

members with serious health conditions.  

 

Use of Leave 
The provisions of this policy shall apply to all family and medical leaves of absence as follows: 

 

1. Generally:  An employee is only entitled to take off a total of twelve (12) weeks of 

leave per year under the FMLA.  As such, employees will be required to utilize 

their accumulated unused paid leave (sick, vacation, etc.) in conjunction with their 

accumulated unused unpaid Family Medical Leave.  Employees will be required to 

use the type of accumulated paid leave that best fits the reason for taking leave and 

must comply with all procedures for requesting that type of leave as stated in the 

relevant policy.  Any time off that may legally be counted against an employee’s 

twelve (12) week FMLA entitlement will be counted against such time. 

 

2. Birth of An Employee’s Child: An employee who takes leave for the birth of his or 

her child must first use all available accrued paid vacation leave prior to using 

unpaid leave for the remainder of the twelve (12) week period.  However, if the 

employee requests leave for the employee’s own serious health condition as a result 

of the pregnancy or post-partum recovery period, the employee will be required to 

exhaust all of her sick leave prior to using unpaid leave for the remainder of the 

twelve (12) week period.  (Note: See section E below for information on disability 

leaves.) 

 

3. Placement of a Child for Adoption or Foster Care: An employee who takes leave 

for the placement of a child for adoption or foster care must first use all available 

accrued paid vacation leave prior to using unpaid leave for the remainder of the 

twelve (12) week period. 

 

4. Employee’s Serious Health Condition or Family Member’s Serious Health 

Condition: An employee who takes leave because of his serious health condition or 

the serious health condition of his family member must use all available accrued 

paid sick and vacation leave prior to using unpaid leave for the remainder of the 

twelve (12) week period. 

 

FMLA and Disability/Workers’ Compensation 
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An employee who is eligible for FMLA leave because of his own serious health condition may 

also be eligible for workers’ compensation if the condition is the result of workplace accident or 

injury.  Regardless of whether the employee is using worker’s compensation benefits, the 

Employer may designate the absence as FMLA leave, and count it against the employee’s twelve 

(12) week FMLA entitlement if the injury or illness constitutes a serious health condition under 

the FMLA.  In addition, as these may be compensated absences, if the employee participates in 

the worker’s compensation program, the employee is not eligible to use paid leave of any type 

(except as supplemental benefits, if applicable and requested by the employee), nor can the 

employer require him to do so, while the employee is receiving compensation from such a 

program. 

 

Procedures For Requesting FMLA Leave 
Requests for FMLA leave must be submitted in writing at least thirty (30) days prior to taking 

leave or as soon as practicable prior to the commencement of the leave.  If the employee fails to 

provide thirty (30) days notice for foreseeable leave with no reasonable excuse for the delay, the 

leave may be denied until at least thirty (30) days from the date the employer receives notice.  The 

employee must follow the regular reporting procedures for each absence. 

FMLA requests must be submitted on a standard leave form prescribed by the Employer.  The 

Employer will determine whether the leave qualifies as FMLA leave, designate any leave that 

counts against the employee’s twelve (12) week entitlement, and notify the employee that the leave 

has been so designated.  

When an employee needs foreseeable FMLA leave, the employee shall make a reasonable effort 

to schedule the treatment so as not to unreasonably interfere with the Employer’s operations. 

 

Certification of Need for FMLA Leave for Serious Health Condition 

An employee requesting FMLA leave due to his family member’s serious health condition must 

provide a doctor’s certification of the serious health condition, which must designate that the 

employee’s presence is reasonably necessary.  Such certification shall be submitted at the time 

FMLA leave is requested, or if the need for leave is not foreseeable, as soon as practicable.  An 

employee requesting FMLA leave due to the birth or placement of a child must submit appropriate 

documentation at the time FMLA leave is requested. 

 

The Employer, at its discretion, may require the employee to sign a release of information so that 

a representative other than the employee’s immediate supervisor can contact the medical provider.  

If the medical certification is incomplete or insufficient, the employee will be notified of the 

deficiency and will have seven (7) calendar days to cure the deficiency.  

The Employer may require a second medical opinion prior to granting FMLA leave.  Such opinion 

shall be rendered by a health care provider designated or approved by the Employer.  If a second 

medical opinion is requested, the cost of obtaining such opinion shall be paid for by the Employer.  

If the first and second opinions differ, the Employer, at its own expense, may require the binding 

opinion of a third health care provider approved jointly by the Employer and the employee.  Failure 
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or refusal of the employee to submit to or cooperate in obtaining either the second or third opinions, 

if requested, shall result in the denial of the FMLA leave request. 

Employees who request and are granted FMLA leave due to serious health conditions may be 

required to provide the Employer periodic written reports assessing the continued qualification for 

FMLA leave.  Further, the Employer may request additional reports if the circumstances described 

in the previous certification have changed significantly (duration or frequency of absences, the 

severity of the condition, complications, etc.), or if the employer receives information that casts 

doubt on the employee’s stated reason for the absence.  The employee must provide the requested 

additional reports to the Employer within fifteen (15) days. 

Certification for leave taken because of a qualifying exigency 

The Employer may request that an employee provide a copy of the military member’s active duty 

orders to support the request for qualifying exigency leave.  Such certification for qualifying 

exigency leave must be supported by a certification containing the following information: 

statement or description of appropriate facts regarding the qualifying exigency for which leave is 

needed; approximate date on which the qualifying exigency commenced or will commence; 

beginning and end dates for leave to be taken for a single continuous period of time; an estimate 

of the frequency and duration of the qualifying exigency if leave is needed on a reduced scheduled 

basis or intermittently; appropriate contact information for the third party if the qualifying 

exigency requires meeting with a third party and a description of the meeting; and, if the qualifying 

exigency involves Rest and Recuperation leave,  a copy of the military member’s Rest and 

Recuperation orders, or other documentation issued by the military which indicates the military 

member has been granted Rest and Recuperation leave, and the dates of the military member’s 

Rest and Recuperation leave. 

 

Intermittent/Reduced Schedule Leave 

When medically necessary, an employee may take FMLA leave on an intermittent or reduced work 

schedule basis for a serious health condition.  An employee may not take leave on an intermittent 

or reduced schedule basis for either the birth of the employee’s child or upon the placement of a 

child for adoption or foster care with the employee unless specifically authorized in writing by the 

Appointing Authority.  Requests for intermittent or reduced schedule FMLA leave must be 

submitted in writing at least thirty (30) days prior to taking leave, or, as soon as practicable.   

To be entitled to intermittent leave, the employee must, at the time such leave is requested, submit 

additional certification as prescribed by the Employer establishing the medical necessity for such 

leave.  This shall be in addition to the documentation certifying the condition as FMLA qualifying.  

The additional certification shall include the dates and the duration of treatment, if any, the 

expected duration of the intermittent or reduced schedule leave, and a statement from the health 

care provider describing the facts supporting the medical necessity for taking FMLA leave on an 

intermittent or reduced schedule basis.  In addition, an employee requesting foreseeable 

intermittent or reduced schedule FMLA leave may be required to meet with the Appointing 

Authority or designee to discuss the intermittent or reduced schedule leave. 

An employee who requests and is granted FMLA leave on an intermittent or reduced schedule 

basis may be temporarily transferred to an available alternative position with equivalent class, pay, 
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and benefits if the alternative position would better accommodate the intermittent or reduced 

schedule.  An employee who requests intermittent or reduced schedule leave due to foreseeable 

medical treatment shall make a reasonable effort to schedule the treatment so as not to unduly 

disrupt the Employer’s operations. 

 

Employee Benefits 

Except as provided below, while an employee is on FMLA leave, the Employer will continue to 

pay its portion of premiums for any life, medical, and dental insurance benefits under the same 

terms and conditions as if the employee had continued to work throughout the leave.  The 

employee continues to be responsible for the payment of any contribution amounts he would have 

been required to pay had he not taken the leave, regardless of whether the employee is using paid 

or unpaid FMLA leave.  Employee contributions are subject to any change in rates that occurs 

while the employee is on leave. 

 

The Employer will not continue to pay the Employer portion of premiums for any life, medical, 

and dental insurance benefits if, while the employee is on FMLA leave, the employee fails to pay 

the employee’s portion of such premiums or if the employee’s payment for his portion of the 

premium is late by more than thirty (30) days.  If the employee chooses not to continue health care 

coverage during FMLA leave, the employee will be entitled to reinstatement into the benefit plan 

upon return to work. 

If the employee chooses not to return to work for reasons other than a continued serious health 

condition or circumstances beyond the employee’s control, the Employer may seek reimbursement 

from the employee for any amounts paid by the Employer for insurance benefits the employee 

received through the Employer during any period of unpaid FMLA leave.  Leave balances accrued 

by an employee prior to taking FMLA leave and not used by the employee as outlined in the section 

entitled “Use of Leave” will be retained by the employee. 

FMLA leave, whether paid or unpaid, will not constitute a break in service.  Upon the completion 

of unpaid FMLA leave and return to service, the employee will return to the same level of service 

credit as the employee held immediately prior to the commencement of FMLA leave.  In addition, 

FMLA leave will be treated as continuous service for the purpose of calculating benefits, which 

are based on length of service.  However, specific leaves times (i.e. sick, vacation, and personal 

leave and holidays) will not accrue during any period of unpaid FMLA leave. 

 

 

Reinstatement 

An employee on FMLA leave must give the Employer at least two-business days notice of his 

intent to return to work, regardless of the employee’s anticipated date of return.  Employees who 

take leave under this policy will be reinstated to the same or a similar position upon return from 

leave except that if the position that the employee occupied prior to taking FMLA leave is not 

available, the employee will be placed in a position which entails substantially equivalent levels 

of skill, effort, responsibility, and authority and which carries equivalent status, pay, benefits, and 

other terms and conditions of employment as the position the employee occupied prior to taking 
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FMLA leave.  The determination as to whether a position is an "equivalent position" will be made 

by the Employer. 

 

An employee will not be laid off as a result of exercising her right to FMLA leave.  However, the 

Employer will not reinstate an employee who has taken FMLA leave if, as a result of a layoff 

within the agency, the employee would not otherwise be employed at the time reinstatement is 

requested.  An employee on FMLA leave has no greater or lesser right to reinstatement or to other 

benefits and conditions of employment than if the employee had been continuously employed 

during her FMLA leave.   

 

Prior to reinstatement, employees who take FMLA leave based on their own serious health 

condition shall provide certification from the employee’s health care provider that the employee 

is able to perform the essential functions of his position, with or without reasonable 

accommodation. 

 

Records 
All records relative to FMLA leave will be maintained by the Employer as required by law.  Any 

medical records accompanying FMLA leave requests will be kept separate from an employee’s 

regular personnel file.  To the extent permitted by law, medical records related to FMLA leave 

shall be kept confidential.  Records and documents created for purposes of FMLA containing 

family medical history or genetic information as defined by the Genetic Information 

Nondiscrimination Act of 2008 (GINA) shall be maintained in accordance with the confidentiality 

requirements of Title II of GINA, which permit such information to be disclosed consistent with 

the requirements of FMLA. 

 

 

INJURY LEAVE 
 

Injury leave shall be paid, if authorized by the Appointing Authority, or designee, to any full-time 

employee, who suffers an incapacitating injury while on-the-job in service to the City. 

Such injury may include exposure of the employee to a contagious disease which could be 

communicated to and jeopardize the health of other employees, if such exposure and jeopardy is 

certified by a physician. 

Injury leave shall be paid at the employee’s current rate of pay, and be limited to a total of not 

more than 1040 hours per occurrence.  Injury leave compensation paid to an employee from other 

sources will be deducted from injury leave compensation paid by the City to the employee.  

Compensation from other sources includes, but is not limited to Workers’ Compensation. 

To qualify for injury leave, it must be established conclusively, that the injury was sustained in the 

line of duty, and did not result from misconduct on the part of the employee or self-infliction nor 

was proximately caused by the use of alcohol, a non-prescribed controlled substance, or a 

prescribed controlled substance that had not been approved by the City.  It shall be the obligation 

of the employee to report said injury immediately to his/her supervisor and to receive necessary 

medical treatment. 
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The Employee shall present to the Appointing Authority, or designee, a certificate from the 

attending medical practitioner stating the nature of the injury and the prognosis and return to work 

status at the earliest time permitted by his/her attending physician.   

After the employee has been given permission to return to work, any subsequent absence shall be 

considered sick leave consistent with this manual, unless it is established conclusively that the 

injury qualifies for injury leave. 

The Appointing Authority, or designee, may obtain an additional opinion from a licensed physician 

in order to substantiate the nature of the injury, and/or to establish conclusively that the injury 

qualifies for injury leave.  Should this additional opinion be necessary, it shall be paid for by the 

City. 

Upon expiration of injury leave, an employee may use sick leave. 

 

 

LEAVE DONATION 
 

Full-Time Permanent, and Part-time Permanent non-union employees of the City may donate paid 

leave to a fellow Full-Time Permanent, or Part-time Permanent non-union City employee in order 

to assist the co-worker in critical need of leave due to the employee’s serious illness or injury. 

A serious illness or injury for the purposes of this policy is defined as a serious illness or injury 

that is expected to incapacitate the City employee for an extended period of time, exhaust the 

employee’s leave balances, and that qualifies as a disability under the City’s Disability Program 

or Workers’ Compensation.  Leave donation also requires that the employee will be taking an 

extended time off from work which will create a financial hardship for the employee because they 

have exhausted all leave balance. 

To donate leave 

Qualifying employees may donate leave if the donating employee: 

a. voluntarily elects to donate leave and does so with the understanding that donated 

leave will not be returned (leave donated but unused will be returned on a prorated 

basis to all employees who donated leave); 

b. donates a minimum of eight (8) hours; 

c. retains a combined leave balance of at least 120 hours for full-time permanent and 

60 hours for part-time permanent employees (leave shall be donated in the same 

manner in which it would otherwise be used, except that compensatory time is not 

eligible for donation under Fair Labor Standards Act restrictions); and 

d. does not donate more than 200 hours in one (1) year. 

Qualifying employees who wish to donate leave must agree to the above conditions and 

complete the Donor Application Form.  The Donor Application Form can be obtained in 

the Human Resources Department and must be returned there. 
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 The donation of leave shall occur on a strictly volunteer basis.  The City shall respect an 

employee’s right to privacy, however, with the permission of the employee who is in need 

of leave, the Human Resources Director may inform co-workers of the employee’s critical 

need for leave. 

 

To Receive Donated Leave 

An employee may receive donated leave, up to the number of hours the employee is scheduled to 

work each pay period, if the employee who is to receive donated leave: 

a. has a serious illness or injury as previously defined, and provides written 

documentation from his or her physician certifying the serious illness or injury; 

b. has no accrued leave; and 

c. has applied for any paid leave, workers’ compensation, or disability benefits 

program for which the employee is eligible (an employee who has applied for these 

programs may use donated leave to satisfy the waiting period for such benefits). 

d. After the waiting period, qualified employees may donate leave to supplement up 

to 40% of the employee’s normal pay, if the employee is on disability.  There would 

be no waiting period for qualified part-time permanent employees who do not 

receive disability.  The employee may NOT receive more than he or she would have 

earned in a normal pay period from disability and leave donation or based on the 

normal hours scheduled to work less applicable deductions. 

 e. The Request for Leave Donation Form can be obtained in the Human Resources 

Department and must be returned there. 

 f. The employee may only receive donated leave for a maximum of one year. 

The leave donation program shall be administered on a pay-period-by-pay-period basis.  

Employees using donated leave shall be considered on active pay status, and shall accrue leave 

and be entitled to any benefits to which they would otherwise be entitled. 

Leave accrued by an employee while using donated leave shall be used, if necessary, in the 

following pay period before additional donated leave may be received. 

Donated leave shall not count toward the probationary period of an employee if received during 

his or her probationary period. 

Donated leave shall be considered sick leave, but shall NEVER be converted into a cash benefit. 

Eligibility to receive donated leave under this policy shall cease upon: 

a. certification from the employee’s physician that he or she is capable of engaging in 

sustained regular employment; or 

b. an employee’s application for retirement is approved;  
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c. death of the employee, whichever should first occur; or 

d. exhaustion of available leave in the leave bank. 

 

CIVIC DUTY LEAVE 
 

Jury Duty 

Employees will be excused from regularly scheduled work for jury duty.  If an employee’s jury 

duty is concluded prior to the completion of the employee’s regularly scheduled workday, he must 

return to work for the remainder of the workday.  The City will compensate an employee who is 

called to, and reports for, panel and/or jury duty, at the employee’s straight-time hourly rate for 

the hours he was scheduled on that day.  The employee must give the City prior notice of jury 

duty. 

 

 

Work-Related Proceedings 

Employees who are required by the City to appear in court or other proceeding on behalf of the 

City, will be paid at their appropriate rate of pay for hours actually worked.  Employees must 

obtain prior approval from their supervisor before appearing in court or administrative proceedings 

on behalf of the City.  Employees who receive a subpoena for work-related matters and have a 

concern regarding that subpoena should seek assistance from their supervisor, who may then 

contact the Prosecuting Attorney’s Office. 

 

 

Personal Matters 
Employees who are required to appear in court on personal matters, or on matters unrelated to their 

employment with the City, must seek an approved vacation leave or unpaid leave of absence. 
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VACATION LEAVE 

 

Vacation Leave Accrual 

Effective July 1, 2018 Full-time City employees shall be entitled to use vacation after completion 

of six months of public employment with the City.  Vacation time is credited each bi-weekly pay 

period at rates as established below.  An employee who is not in active pay status for part of a bi-

weekly pay period shall earn a pro-rated amount of vacation leave for that period.  

 

Each full-time employee will accrue vacation leave with full pay in accordance with the following 

schedule: 

  Length of Service      Hours Earned Each Biweekly Pay 

  0   –    5 years     3.08 hours 

    5   –  11 years     4.62 hours 

   11   –  15 years    6.16 hours 

   15 plus years     7.70 hours 

 

Permanent part-time employees are entitled to a reduced amounts of vacation acurrals based the 

hours assigned to work. 

Vacation leave will accrue during periods of authorized paid leaves of absence but will not accrue 

while an employees is on unpaid leave status.  

 

In accordance with O.R.C. § 9.44, employees may be entitled to prior service credit for time spent 

with the State of Ohio or any political subdivision of the State.  It is the employee’s responsibility 

to provide necessary documentation of prior service.   

 

Vacation Leave Use 
Vacation may only be used with the prior approval of the Appointing Authority, or designee. 

 

An employee may only accumulate vacation leave up to a maximum of two hundred and forty 

(240) hours.  When this balance of 240 hours is reached, the employee shall accrue no further 

vacation. 

 

The City may revoke vacation leave that has been approved if required by operational reasons.  

 

 

In the case of the death of an employee, the unused vacation leave credited to the employee shall 

be paid to the surviving spouse, or secondarily, the employee’s estate. 
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FUNERAL LEAVE 
 

Each full-time employee shall be granted a paid leave not to exceed three (3) working days upon 

a death in the employee’s immediate family.  Immediate family is for the purpose of Funeral Leave 

is defined as:  grandparent; great-grandparents; brother; sister; brother-in-law; sister-in-law; 

daughter-in-law; son-in-law; father; mother; father-in-law; mother-in-law; spouse; child; step-

child; step-parent; grandchild; grandparent-in-law, aunts and uncles; legal guardian; or other 

person who stands in place of a parent.   

It is recognized that situations may develop where a death other than in the employee’s immediate 

family warrants the City granting paid leave. The Appointing Authority may grant such paid leave 

based upon the circumstances peculiar to each case. 

Funeral leave may be used to attend the funeral, make funeral arrangements, or attend to other 

matters directly related to the funeral.   

Permanent Part-Time Employees 

Employee would be paid the hours the employee was scheduled to work during the leave; if the 

employee was not scheduled to work during the leave, then payment would not be paid.  Such time 

shall not exceed three (3) days. 

 

MILITARY LEAVE 

 

Military leave is governed by O.R.C. Chapters 5903, 5906 and 5923 and the Uniformed Services 

Employment and Reemployment Rights Act (USERRA). 

 

Paid Military Leave 

City employees who are members of the Ohio organized militia or members of other reserve 

components of the armed forces, including the Ohio National Guard, are entitled to military leave.  

Employees requesting military leave must submit a written request to the City as soon as they 

become aware of such orders.  Employees must provide the published order or a written statement 

from the appropriate military authority with the request for leave. 

Pursuant to O.R.C. § 5923.05, employees are authorized up to twenty-two (22) eight (8)-hour 

working days or one hundred seventy-six (176) hours within a year.  During this period, employees 

are entitled to receive their regular pay in addition to compensation from military pay.  Any 

employee required to be serving military duty in excess of twenty-two (22) days or 176 hours in a 

year due to an executive order issued by the President of the United States or an act of Congress 

or by the Governor in accordance with law shall be entitled to a leave of absence.  During this 

leave of absence, employees are entitled to be paid a monthly amount equal to the lesser of (1) the 

difference between the employee’s gross monthly wage and his/her gross monthly uniformed pay 

and allowances received for the month, or (2) five hundred dollars ($500).  No employee is entitled 

to receive this benefit if the amount of gross military pay and benefits exceed the employee’s gross 

wages from the City for that period. 
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Employees who are on military leave in excess of twenty-two (22) days or one hundred seventy-

six (176) hours in a year, may use their accrued vacation leave, personal leave or compensatory 

time while on military leave.  Employees who elect this option shall accrue vacation leave and sick 

leave while on such paid leave. 

 

For military leave up to twenty-two (22) days or one hundred seventy-six (176) hours in a calendar 

year, employees shall continue to be entitled to health insurance benefits as if they are working.  

These benefits shall continue beyond this period if the employee is on military leave and elects to 

utilize paid leave.  Employees who exceed the twenty-two (22) days or one hundred seventy-six 

(176) hours and do not elect to utilize paid leave are not entitled to the health insurance benefits 

on the same basis as if they are working.  In these circumstances, employees will be provided 

notice of their rights to continue this coverage at their cost in accordance with applicable law. 

 

Also see Family and Medical Leave Act Policy 

UNPAID LEAVE 

 

Employees may request an unpaid leave of absence for professional, educational, or other personal 

reasons.  The Appointing Authority, or designee, has sole discretion to grant or deny the leave.  A 

personal leave of absence may be granted for one day to six months for any reason the Appointing 

Authority, or designee, deems appropriate.  Upon completion of approved unpaid leave, the 

employee will be returned to his former position or to a similar position within the same 

classification. 

 

While on leave without pay status, an employee shall not accumulate paid leave or holiday pay.  

An employee on a non-FMLA unpaid leave of absence will be given COBRA notification 

regarding his health insurance benefits.  

The Appointing Authority, or designee, may revoke an unpaid leave of absence for business 

reasons upon one week’s written notice to the employee that he must return to work.  An employee 

on an unpaid leave of absence who is determined to be using the leave for purposes other than for 

which the leave was granted may be ordered to return to work immediately.   
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HOLIDAYS 
 

The following days shall be considered legal holidays for which full-time, non-union employees 

shall receive their regular compensation: 

a. New Year's Day  (January 1) 

b. Martin Luther King, Jr. Day (third Monday in January) 

c. Presidents Day (third Monday in February) 

d. Memorial Day  (last Monday in May) 

e. Independence Day  (July 4) 

f. Labor Day  (first Monday in September) 

g. Veterans Day (November 11) 

h. Thanksgiving Day  (fourth Thursday in November) 

i. Day after Thanksgiving 

j. Day before Christmas Day 

k. Christmas Day  (December 25) 

l. Day before New Year’s Day 

m. Personal day  

n. Any day or part of any day as proclaimed by the Mayor 

Employees may use personal days only with prior approval of the Appointing Authority or 

appropriate designee.  All bargaining unit employees should refer to their applicable collective 

bargaining agreement for holiday scheduling. 

If any day designated in this section as a legal holiday falls on Saturday or Sunday, then either the 

Friday preceding or the Monday succeeding either day will be designated by the Mayor as a legal 

holiday. 

If an employee is on unpaid leave, the employee is not entitled to holiday pay. 

All full-time employees are entitled to eight (8) hours’ of pay at their current rate of pay, or ten 

(10) hours of pay if assigned to a ten (10) hour shift. 

Employees shall not be required to work on holidays unless failure to work would impair City 

service. 

Any employee required to work on a holiday listed in this section shall be paid at the applicable 

overtime hourly rate for all hours worked on the holiday, in addition to either eight (8) hours’ 

holiday pay at the straight-time rate if the employee is regularly assigned to an eight (8) hour shift, 
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or ten (10) hours holiday pay at the straight time rate if the employee is regularly assigned to a ten 

(10) hour shift. 

Employees called in on a holiday because of an emergency, will be compensated at the rate 

describe under Emergency Holiday Call-in Pay 

If a holiday falls on an employee’s scheduled day off, the employee shall be entitled to an 

additional eight (8) hours’ pay at the straight-time rate if the employee is regularly assigned to an 

eight (8) hour shift, or ten (10) hours’ holiday pay at the straight-time rate if the employee is 

regularly assigned to a ten (10) hour shift. 

If a holiday occurs when an employee is on paid leave, the employee will be entitled to eight (8) 

hours holiday pay at the straight-time rate if the employee is regularly assigned to an eight (8) hour 

shift, or ten (10) hours’ holiday pay at the straight-time rate if the employee is regularly assigned 

to a ten (10) hour shift.  No charge will be made against the leave accumulation 

 

WORKERS’ COMPENSATION 
 

State law provides that all employees are covered by Workers’ Compensation for injuries that arise 

out of or in the course of employment. 

Should an employee be injured during the course of employment with the City, he or she shall 

report to his or her supervisor within 24 hours or as soon as possible thereafter, and his or her 

supervisor shall notify his or department/division head and shall complete an Injury Report Form.  

This report shall be completed, regardless of the apparent seriousness of the injury, and regardless 

whether medical attention is required.  Such report shall be forwarded to the department/division 

head (or designee) no later than 48 hours after the accident.  An employee injured in a work-related 

accident may be required by the department/division head to see a physician. This completed report 

should be forwarded to the Ohio Bureau of Workers’ Compensation through the Director of 

Human Resources. 

Should the department/division head require it, or should an employee’s injury require medical 

attention, the supervisor shall provide the injured employee with a Workers’ Compensation claim 

form, which shall be completed by the attending physician.   

In the event of serious injury, the injured employee’s supervisor shall notify the 

department/division head and Appointing Authority immediately so that, if necessary, an 

investigation may be initiated. 

The department/division head must be advised and continually updated if an employee continues 

to be absent due to a work-related injury.  Employees are responsible for providing their expected 

date of return to work (if known). 
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Any documents received from the injured employee, his or her physician, hospital, or the state, 

regarding a Workers’ Compensation claim must be immediately forwarded to the Human 

Resources Department. 

Employees who are injured in the line of duty and must leave work before completing their 

workday period shall be paid at their regular compensation rate for the balance of time left in their 

scheduled workday. 

An injured employee may elect to use accrued injury leave, sick leave, and vacation leave prior to 

receiving payments from Workers’ Compensation.  Employees are prohibited, however, from 

receiving payment for sick leave while simultaneously receiving payment from Workers’ 

Compensation. 

Further information on Workers’ Compensation can be obtained through the Human Resources 

Department. 

 

TRANSITIONAL WORK PROGRAM 
 

It is the policy of the City to have a program that will allow employees who have temporary work 

limitations due to an accident, injury, or illness to return to work while they complete their 

recovery.  The program will provide a suitable, temporary work assignment during the period of 

time that the employee completes the recovery process. 

Full-time, non-union employees who are expected to have a temporary period of job performance 

limitation (defined as a limitation that is anticipated to last no more than 90 days) will be 

considered for participation in the program.  Employees must also meet all of the following criteria: 

a. have an injury, accident, or illness, or a reoccurrence or exacerbation of a 

preexisting condition, occurring on or after the effective date of this policy; 

b. have been released for participation in the program by their doctor; and 

c. have the potential of returning to their original job and performing the essential job 

functions through recovery or job modification. 

All full-time employees will have a maximum duration of 90 days. Continuation of individual 

programs will require ongoing documentation of medical necessity.  All participants will have 

their cases reviewed by the Human Resources Director on an as-needed basis. 

The employee will be: 

a. paid at his or her regular hourly rate of pay while participating in a transitional work 

program; and 

b. considered to be in active pay status for the purpose of legislative pay increases. 
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Employees who are required to attend occupational or physical therapy or doctor appointments 

should schedule those appointments on non-working hours or take sick leave. 

 

Gradual Return to Work 

Employees who are capable of working 20 hours per week or more will be granted participation 

in a gradual return to work program.  The City will pay the regular rate of pay for hours worked 

by the employee.  The remaining time will be paid through either Workers’ Compensation, 

disability claim, or available leave balances. 

 

 

Temporary Work Assignment 
Work assignments may include the following: 

a. original work assignment and shift with duty modification; 

b. same work activity at different location and/or shift; 

c. different work activity, same shift; and 

d. different work activity and shift. 

All participants in the transitional work program will comply with all personnel policies, 

procedures, and safe work practices.  Employees are required to follow all injury report policies 

and procedures. 

The TWP may be terminated due to a lack of medical necessity, lack of progress, or change in the 

employee’s medical/psychological condition. 

 

CREDIT CARD FLEET POLICY 

 

Generally:  Credit/fleet cards are not intended to avoid or bypass the competitive bid requirements, 

appropriation of funds, approval process, or payment process.  Expenditures may not exceed 

appropriations under any circumstances.  Credit cards can be used for in-store purchases as well 

as mail, email, internet, telephone and fax orders. Fleet cards are to be used for gas purchases only. 

Credit/fleet cards are not an ATM card or a debit card. It cannot be used for cash withdrawals nor 

personal or non-work related purchases. If there are points for purchase related to the card, the 

points are the property of the City and should not be used for any personal redemption.  

 

a. Credit/Fleet card issued to Department heads and other employees with prior approval from 

the City Auditor. 

 

b. This policy is for any credit and or fleet card issued to conduct business on behalf of the City. 

 

 

Cardholder Responsibilities: 

a. Is an individual who has been approved to pay for certain work-related expenses with a credit 

card. The cardholder is responsible for the security and physical custody of the card and is 
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accountable for all transactions made with the card. If a card is lost or stolen, it must be 

reported to the Auditor’s office and Department head immediately. 

 

b. Every purchase must have a detailed itemized receipt. 

 

c. All receipts and documentation must be submitted with the purchase order for payment of the 

credit/fleet card statement. 

 

d. Employees will be liable both civilly and criminally for any unauthorized use of the City credit 

cards and/or failure to follow established policy. 

 

e. Unauthorized use or personal use must be reimbursed to the city within 24 hours of the charge. 

Continued misuse of card will result in loss of credit card privileges and disciplinary action.  

 

f. Upon separation from the City, credit/fleet cards in the possession of an employee must be 

returned to the Auditor’s Department prior to receiving final paycheck. 

 

g. Each employee issued a credit/fleet card will be required to sign an acknowledgment of the 

policy at the time of receipt of the card. 

 

 

TRAVEL POLICY AND REIMBURSEMENT 
 

Effect August 1, 2018 Employees of the City are to receive reimbursement for expenses incurred 

if required to travel on official City business. Employees are eligible for expense reimbursement 

only when travel has been authorized in writing by the Employer. Expenses shall be reimbursed 

in the following manner: 

A. Mileage, Parking and Tolls 

1. Employees shall attempt to secure a City vehicle to attend authorized training or to 

conduct City business. If a City vehicle is not available, employees shall be reimbursed 

for actual miles, while on official City business, at the standard rate of allowance 

permitted by the Internal Revenue Service when using a personal vehicle. Such 

payment is considered to be total reimbursement for all vehicle-related expenses (e.g., 

gas, oil, depreciation, etc.). Mileage reimbursement is payable to only the individual 

whose personal vehicle is used when two or more employees travel on the same trip, 

in the same vehicle. 

2. Charges incurred for parking at the destination, and any highway tolls are reimbursable 

at the actual amount. Receipts for parking costs and highway tolls are required. 

3. No expense reimbursements are paid for travel between home and office, unless travel 

between home and the official destination is less than between the office and official 
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destination. In that case, expense reimbursements are paid between the home and the 

official destination. 

B. Overnight Travel 

When able, employees shall attempt to put travel expenses (lodging, transportation, meals, etc.) on 

a City credit card. In instances where this is not possible, the following policy shall apply: 

1. Meals 

a. An employee shall be entitled to receive reimbursement for meals when 

traveling overnight on City business. The amount will be paid for meals that are 

not already included in the registration and/or lodging accommodations 

regardless if the employee chooses to attend the meal. Agendas and Hotel 

Registration must accompany the request for travel. 

 

b. Employees will be reimbursed for expenses using per diem amounts in 

accordance with the Federal Continental United States (CONUS) which 

identify per diem rates by geographic location. If the employee’s destination is 

not specifically listed, the standard CONUS rate applies. Under no 

circumstances will reimbursement be given for alcohol purchases. No receipts 

are required when receiving reimbursement under the per diem method. 

2. Lodging 

a. Expenses covering the actual cost of overnight lodging will be reimbursed in 

full when an employee travels out of the three (3) counties that Reynoldsburg 

is located in, on official City business and such travel requires an overnight stay 

(75 miles or greater from City offices). Employees shall ensure a government 

rate is secured when available and state sales tax is not included.  

b. Lodging expenses will be reimbursed only with the prior written authorization 

of the Employer. In obtaining prior authorization, employees shall provide the 

name of the hotel and expected cost. 

3. Transportation 

a. Employees traveling within a drivable distance on official City business shall 

be reimbursed at IRS rate for mileage reimbursement. 
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b. When travel by air or other carrier is necessary, employees shall secure the best 

available rate. Employees shall not use personal reward programs, frequent 

flyer memberships, hotel points/rewards, etc. to earn rewards when traveling on 

official City business. 

c. In instances where a rental car is necessary, reimbursement will be granted for 

a car type that is reasonable for the location, number of travelers, etc. 

Reimbursement will not be granted for luxury vehicles or rentals deemed 

unnecessary at the discretion of the Employer. Any tickets, parking or moving 

violations will not be paid by the City. 

4. Incidental Expenses 

a. Employees will be reimbursed for reasonable incidental expenses defined as 

fees and tips (not to exceed 20%) given to porters, baggage carriers, hotel staff 

and staff on ships. 

C.  Daily Travel 

For travel that does not require an overnight stay, reasonable expenses incurred for parking (with 

receipt) and IRS mileage rate on official City business will be reimbursed with the approval of the 

Employer. 

 

 

 

COMPUTER USE POLICY 

 

Email 

 

Policy Overview 

Electronic mail (“Email”) is pervasively used in almost all industry verticals and is often the 

primary communication and awareness method within an organization. At the same time, misuse 

of Email can post many legal, privacy and security risks, thus it is important for users to understand 

the appropriate use of electronic communications. 

 

The purpose of this Email policy is to ensure the proper use of the City of Reynoldsburg Email 

system and make users aware of what City of Reynoldsburg deems as acceptable and unacceptable 

use of its Email system. This policy outlines the minimum requirements for use of Email within 

the City of Reynoldsburg Network.  Limited exceptions to the policy may occur.  Any exception 

must be approved by management and these exceptions must be clearly documented. 

 

This policy covers appropriate use of any Email sent from a City of Reynoldsburg Email address 

or a City of Reynoldsburg owned device and applies to all employees, vendors, and agents 

operating on behalf of the City of Reynoldsburg. 
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Acceptable Use 

All use of Email must be consistent with the City of Reynoldsburg policies and procedures of 

ethical conduct, safety, compliance with applicable laws and proper business practices. 

 

The City of Reynoldsburg Email account should be used primarily for City of Reynoldsburg 

business related purposes; personal communication is permitted on a limited basis, but non-City 

of Reynoldsburg   related commercial use is prohibited. 

 

Email should be retained only if it qualifies as a City of Reynoldsburg business record. Email is a 

City of Reynoldsburg business record if there exists a legitimate and ongoing business reason to 

preserve the information contained in the Email. 

 

Email that is identified as a City of Reynoldsburg business record shall be retained according to 

City of Reynoldsburg Record Retention Schedule. 

 

The City of Reynoldsburg Email system shall not to be used for the creation or distribution of any 

disruptive or offensive messages, including offensive comments about race, gender, hair color, 

disabilities, age, sexual orientation, pornography, religious beliefs and practice, political beliefs, 

or national origin. Employees who receive any Emails with this content from any City of 

Reynoldsburg employee should report the matter to their supervisor immediately. 

 

Users are prohibited from automatically forwarding City of Reynoldsburg Email to a third-party 

Email system.  Individual messages which are forwarded by the user must not contain City of 

Reynoldsburg confidential or above information. 

 

Users are prohibited from using third-party Email systems and storage servers such as Google, 

Yahoo, MSN Hotmail, etc. to conduct City of Reynoldsburg business, to create or memorialize 

any binding transactions, or to store or retain Email on behalf of City of Reynoldsburg.  Such 

communications and transactions should be conducted through proper channels using the City of 

Reynoldsburg-approved documentation. 

 

Expectation of Privacy 

City of Reynoldsburg employees shall have no expectation of privacy in anything they store, send 

or receive on the Email system. 

 

The City of Reynoldsburg may monitor messages without prior notice. The City of Reynoldsburg 

is not obliged to monitor Email messages. 

 

Compliance 

The Information Technology team will verify compliance to this policy through various methods, 

including but not limited to, periodic walk-thru, video monitoring, business tool reports, internal 

and external audits, and feedback to the policy owner. 

 

Any exception to the policy must be approved by the Information Technology team in advance. 
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An employee found to have violated this policy may be subject to disciplinary action, up to and 

including termination of employment. 

 

Mobile Device Policy 

 

Policy Overview 

The City of Reynoldsburg grants its employees the privilege of using personal smartphones or 

tablets of their choosing at to connect to their corporate Email. The City of Reynoldsburg reserves 

the right to revoke this privilege if users do not abide by the policies and procedures outlined 

below. 

 

This policy is intended to protect the security and integrity of the City of Reynoldsburg’s data and 

technology infrastructure. Limited exceptions to the policy may occur.  Any exception must be 

approved by management and these exceptions must be clearly documented. 

 

City of Reynoldsburg employees must agree to the terms and conditions set forth in this policy in 

order to be able to connect their devices to the company network. The City of Reynoldsburg 

Information Technology team reserves the right to make changes to this policy at any time. 

 

 

Acceptable Use 

The company defines acceptable business use as activities that directly or indirectly support the 

business of the City of Reynoldsburg. 

 

Employees may use their mobile device to access the following company-owned resources: 

corporate email, calendar, and contacts. 

 

The City of Reynoldsburg has a zero-tolerance policy for texting or Emailing while driving and 

only hands-free talking while driving is permitted. 

 

Devices and Support 

Smartphones including iPhone (iOS), Android, Blackberry, and Windows phones running the 

latest operating system version are allowed.  

 

Tablet devices such as iPads, Chrome Books, and Nooks running the latest operating system 

version are allowed. 

 

Although some connectivity issues are supported by IT; employees should contact the device 

manufacturer or their carrier for operating system or hardware-related issues. 

 

Devices must be presented to IT for proper job provisioning and configuration. 

 

Prior to trading in, upgrading or selling their mobile device the employee must provide the IT 

department with the device to properly remove corporate connected resources. 
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Prior to an employee’s departure, the employee must provide their mobile device to the IT 

department to properly remove corporate connected resources. 

 

Reimbursement 

The company will not reimburse the employee for a percentage of the cost of the device. 

 

The company will not reimburse the employee for the following charges: roaming, plan overages, 

etc. 

 

The employee will not be compensated should they choose to access corporate resources during 

non-work hours. 

 

Security 

In order to prevent unauthorized access, devices must be password protected using the features of 

the device.  The password must be a minimum of six characters.  Four-digit passwords are not 

acceptable.  Other biometric features (such as facial recognition and fingerprint) are acceptable 

means to secure your device, but only if approved by IT. 

 

The device must lock itself with a password if it is idle for five minutes.  Setting the lock time to 

less than five minutes is also acceptable. 

 

After 10 failed login attempts, the device must be configured to lock.  Setting the attempts to less 

than 10 is also acceptable. 

 

Rooted (Android) or jailbroken (iOS) devices are strictly forbidden from accessing the network or 

any City of Reynoldsburg related equipment.  This includes use of the Employee Wi-Fi network. 

 

Smartphones and tablets that are not on the company’s list of supported devices are not allowed to 

connect to the network. 

 

Employees’ access to company data is limited based on user profiles defined by IT and are 

automatically enforced. 

 

The employee’s device will be remotely wiped if 1) the device is lost, 2) the employee terminates 

his or her employment, 3) IT detects a data or policy breach, a virus or similar threat to the security 

of the company’s data and technology infrastructure. 

 

Risks/Liabilities/Disclaimers 

While IT will take every precaution to prevent the employee’s personal data from being lost in the 

event it must remotely wipe a device, it is the employee’s responsibility to take additional 

precautions, such as backing up Email, contacts, etc. 

 

The company reserves the right to disconnect devices or disable services without notification. 

 

The employee will not transfer, store or retain corporate data outside of the approved applications. 

 

6.a.b

Packet Pg. 148

A
tt

ac
h

m
en

t:
 P

P
M

 0
62

51
8 

 (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



55 

 

Lost or stolen devices must be reported to the company immediately. Employees are responsible 

for notifying their mobile carrier immediately upon loss of a device. 

 

The employee is expected to use his or her devices in an ethical manner at all times and adhere to 

the company’s acceptable use policy as outlined above. 

 

The employee is personally liable for all costs associated with his or her device. 

 

The employee assumes full liability for risks including, but not limited to, the partial or complete 

personal data due to an operating system crash, errors, bugs, viruses, malware, and/or other 

software or hardware failures, or programming errors that render the device unusable. 

 

The City of Reynoldsburg reserves the right to take appropriate disciplinary action up to and 

including termination for noncompliance with this policy. 

 

Computer, Internet, and Network Policy 

 

Policy Overview 

The City of Reynoldsburg strives to protect all data stored on any computer.  By using a computer 

owned by The City of Reynoldsburg, or accessing the Internet on any device, or connecting to The 

City of Reynoldsburg Network, employees must understand the means by which these items can 

be used. 

 

Acceptable Use and Right to Search 

City computers and information systems are property of the City of Reynoldsburg. They may be 

used only for explicitly authorized purposes. The City reserves the right to examine all data stored 

in or transmitted by their computers and systems. Without notice, the City and authorized City 

supervisors may enter, search, monitor, track, copy, and retrieve any type of electronic file of any 

employee or contractor. These actions may be taken for business-purpose inquiries including but 

not limited to theft investigation, unauthorized disclosure of confidential business or proprietary 

information, excessive personal use of the system, or monitoring work flow and employee 

productivity. 

 

Employees have no right to privacy with regard to the Internet and email on City systems. 

Authorized designees (as referenced above) may access any files stored on, accessed via, or deleted 

from computers and information systems. When necessary, Internet, Email, and any other 

electronic messaging usage patterns may be examined for work-related purposes, including 

situations where there is a need to investigate possible misconduct and to assure that these 

resources are devoted to maintaining the highest levels of productivity. All software installed on 

any City computer must be licensed to the City. No City employee may install, uninstall, or 

reconfigure any software or hardware owned by the city without prior authorization from their 

Supervisor. The use of privately owned or contractor-owned devices (i.e., PDAs, smart phones, 

and laptops) for official city business must be authorized in advance by the City. 
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Prohibited Use 

The list below describes Prohibited Uses of Computers and Information Systems, including but 

not limited to Email and the Internet. 

 

1. Violating local, state, and/or federal law. 

2. Harassing or disparaging others based on age, race, color, national origin, sex, sexual 

orientation, disability, religion, military status or political beliefs. Harassment and 

disparagement include but are not limited to slurs, obscene messages, or sexually 

explicit images, cartoons, or messages. 

3. Threatening others. 

4. Soliciting or recruiting others for commercial ventures, religious or political causes, 

outside organizations, or other matters that are not job related. 

5. Using computers or information systems in association with the operation of any for-

profit business activities or for personal gain. 

6. Sabotage, e.g. intentionally disrupting network traffic or crashing the network and 

connecting systems or intentionally introducing a computer virus. 

7. Vandalizing the data of another user. 

8. Forging electronic mail and instant messenger messages. 

9. Sending chain letters. 

10. Sending rude or obscene messages (anything that would embarrass or discredit the 

City). 

11. Disseminating unauthorized confidential or proprietary City documents, information, 

or data restricted by government laws or regulations. 

12. Browsing or inquiring upon confidential records maintained by the City without 

substantial business purpose. 

13. Disseminating (including printing) copyrighted materials, articles, or software in 

violation of copyright laws. 

14. Accessing the Internet in any manner that may be disruptive, offensive to others, or 

harmful to morale. 

15. Transmitting materials (visual, textual, or auditory) containing ethnic slurs, racial 

epithets, or anything that may be construed as harassment or disparagement of others 

based on age, race, color, national origin, gender, sexual orientation, disability, 

religious or political beliefs. 

16. Sending or soliciting sexually oriented messages or images. 

17. Using the Internet or instant messenger for political activity. 

18. Using the Internet to sell goods or services not job-related or specifically authorized in 

writing by an approving authority. 

19. Downloading and viewing non-work-related streaming audio or video (i.e. listening to 

radio stations, etc.) due to the limited bandwidth of the system. 

20. Intentionally using Internet facilities to disable impair, or overload performance of any 

computer system or network or to circumvent any system intended to protect the 

privacy or security of another user. 

21. Speaking to the media or to the public within any news group or chat room on behalf 

of the City if not expressly authorized to represent the City. 
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22. Uploading or downloading games, viruses, copyrighted material, inappropriate 

graphics or picture files, illegal software, and unauthorized access attempts into any 

system. 

 

NOTE: Whether on working time or not, these prohibitions apply at all times to city-owned 

computers and information systems. Personnel cannot expect that the information they convey, 

create, file, or store in City computers and information systems will be confidential or private 

regardless of the employee’s intent. Please remember that there is no expectation of privacy for 

anything sent by Email or other electronic communication means, and that others can view this 

information at any time. 

 

Securing Equipment and Proper Disposal 

City employees who are responsible for or are assigned portable computer equipment and 

electronic media (i.e., laptops, flash memory devices, external hard drives, DVDs, CDs, etc.) shall 

secure those items when not in the office as these items may contain confidential and/or HIPAA 

information, which could be compromised if lost or stolen. If an employee loses a piece of 

equipment or it is stolen, they are required to immediately notify their supervisor. Failure to 

properly secure portable computer equipment and electronic data is subject to disciplinary action. 

 

Portable computer equipment must also be properly inventoried and tracked.  Routine inventories 

of electronic equipment should be conducted on a regular basis to confirm it is still available and 

that the data is still accessible, should this apply. 

 

Equipment that is at a higher risk for being lost or stolen should be reviewed by IT.  In some cases, 

the equipment will need to be encrypted to add an additional layer of security to the contents.  IT 

should be aware of all equipment and each employee is responsible to make sure IT has approved 

and protected the device in use. 

 

Should equipment become old, outdated, or simply not be used anymore, it must be destroyed of 

properly.  This equipment is to be given to IT, documented of removal from use, and disposed of 

properly according to the policy for removing or destroying property of the City of Reynoldsburg. 

 

 

SOCIAL MEDIA LIMITATIONS 

 

The City supports the free exchange of information and camaraderie among employees on the 

internet.  However, when internet blogging, chat room discussions, email, text messages or other 

forms of electronic communication extend to employees revealing confidential information about 

the City or its employees, or engaging in posting inappropriate material about the City or its 

employees, the employee who posts such information or assists in posting such material may be 

subject to disciplinary action.  

Employees are reminded to be careful of the information they disclose on the internet, including 

social media sites.  The following uses of social media are strictly prohibited, whether on or off 

duty:  
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1. Comments or displays about coworkers, supervisors or the City that are vulgar, 

obscene, threatening, intimidating, harassing, or a violation of the City’s workplace 

policies against discrimination, harassment or hostility on account of age, race, 

religion, sex, ethnicity, nationality, disability, military status or other protected 

class, status, or characteristic.   

 

2. Statements or uses of the City’s logo which are slanderous or detrimental, including 

evidence of the misuse of the City’s authority, information, insignia or equipment. 

 

3. Unprofessional communication which, if left unaddressed, could potentially result 

in a civil or criminal cause of action against the City.  Unprofessional 

communication also includes that which the City could demonstrate has a 

substantial risk of negatively affecting the City’s reputation, mission or operations, 

such as slander, defamation or other legal cause of action.   

 

4. Disclosure of confidential and/or proprietary information acquired in the course of 

employment.  Confidential information includes not only information that would 

not be available pursuant to a public records request, but also includes any 

information which does not relate to an issue of public concern.   

 

5. Comments or displays which impact employees’ abilities to perform their job duties 

or the City’s ability to maintain an efficient workplace.   

 

Social media sites may be inspected by the City for cause to determine potential policy violations.  

If an employee believes that an online communication violates a City policy, the employee should 

immediately report the communication to a supervisor.  The City may investigate the matter, 

determine whether such communication violates policy, and take appropriate action.  This policy 

does not apply to communications protected by the U.S. or Ohio Constitutions.   

 

 

CITY PROPERTY 
 

General 

Employees are prohibited from using City materials, tools, facilities, equipment and labor for 

personal or private use regardless of whether the use is during working or non-working time.  

Employees may not perform private work for themselves, co-workers, friends or family members 

during working time or while using City materials, tools, facilities, or equipment.  All City tools 

and equipment must be used and operated within the laws of the State of Ohio and/or rules and 

regulations of the City.  Employees who separate from service with the City are responsible for 

return of reusable City property in her possession.   

Employees have no reasonable expectation of privacy in the use of City property and facilities.  In 

order to safeguard employees and the workplace, and in order to maximize efficiency, safety and 

productivity, the City reserves the right, in its sole discretion and without notice to employees, to 

inspect, monitor or otherwise search City property and facilities or any other enclosed or open area 
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within City property or facilities and to monitor or inspect any items found within such facilities.  

Employees are required to cooperate in any work place inspection.  The City also reserves the right 

to inspect any packages, mail, parcels, handbags, briefcases, or any other possessions or articles 

carried to and from City facilities and job sites where permitted by law. 

Employees required to answer the telephone as part of their assigned duties shall do so in a polite 

and courteous manner.  No employee shall use foul or abusive language over the telephone or in 

any dealings with the public.  The City reserves the right to monitor any phone at any time.  

Personal phone calls must be kept to an “on emergency basis” only.  Toll calls and/or long distance 

for personal reasons shall not be charged to the City.   

 

The City may issue cellular phones to its employees.  Cellular phones are not only capable of 

making and receiving phone calls, they may also be capable of email, text messaging, internet 

browsing, running third party applications, GPS, and entertainment.  Regardless of the capability 

of a particular cellular phone, City-issued cellular phones are considered City property and are for 

business use only.  Features other than phone use must not be used or activated without direct 

authorization from a supervisor.  Use of City cellular phones while operating a motor vehicle (City-

owned or personal) is prohibited. 

 

 

Vehicles 
Employees operating a City motor vehicle are required to have a proper and valid motor vehicle 

operator’s license.  An employee who operates a motor vehicle for work and who has his license 

suspended, but who has acceptable court-ordered driving privileges, may nevertheless have his 

driving privileges temporarily suspended by the City.  When the City suspends driving privileges, 

the employee will be temporarily reassigned.  The City need not reassign an employee who drives 

for work and has his license suspended by a court with no work-related driving privileges. 

Employees that are required to drive as a part of their job are required to remain insurable on the 

City’s fleet liability policy.  Employees must notify their supervisor of any traffic offense which 

may impair their ability to remain insurable or their ability to perform an essential function of their 

job, such as driving. 

 

Any City employee who operates a City-owned motor vehicle, or a privately owned motor vehicle 

in the discharge of official City business, shall at all times during the course of operation, fully 

utilize the front seat occupant restraint systems provided in the vehicles and require like use of 

said systems by any passengers in the vehicle.  Employees who operate City vehicles must have 

appropriate insurance coverage as designated by the Appointing Authority or Agency Head.   

 

Use of a City-owned vehicle must be pre-approved by the employee’s supervisor.  Employees shall 

not use, or permit the use of City automobiles for any purpose other than official City business.  

Passengers not on official City Business (i.e. children, spouses, friends, etc.) are not permitted in 

City-owned vehicles.  Employees, as representatives of the City, are expected to be courteous to 

the public and to obey all traffic laws.  City employees should drive and conduct themselves as to 

enhance the reputation of the City and Department. 

 

Employees who drive City vehicles or who drive their personal vehicles for City business are 

subject to periodic (at least annual) record checks at the Bureau of Motor Vehicles.  Employees 
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who utilize City vehicles are responsible for reporting to their supervisor any moving traffic 

violations obtained while on, or off, duty as an employee’s personal driving record may impact his 

ability to be covered on the City’s liability policy.  Employees who drive on behalf of the City are 

subject to reassignment and/or discipline in the event of a license revocation, suspension or traffic 

offense conviction 

 

Concerns regarding repairs or vehicle maintenance must be reported to the employee’s immediate 

supervisor. 

 

 

TOBACCO USE POLICY 

 

In order to promote a healthy and comfortable work environment, City employees are prohibited 

from using tobacco while on City property, while performing duties related to City employment 

whether on or off site, while traveling for City business, and in any other circumstances or locations 

where an employee is representing the interests of the City, except as authorized by the 

Mayor.  City property includes, but is not limited to: buildings, offices, restrooms, hallways, 

common work areas, parking lots, garages, City vehicles, conference rooms, sidewalks, green 

space, stairs, cafeterias/break rooms, and storage areas. 

For the purpose of this policy, tobacco is defined as all tobacco, tobacco derived and/or substances 

mimicking tobacco containing products, including but not limited to: cigarettes, electronic 

cigarettes, vapor cigarettes, any artificial/faux cigarette, cigars, cigarillos, pipes, oral tobacco, or 

any other manner of using or consuming tobacco, tobacco derived substances and/or substances 

mimicking tobacco.  The definition is intended to include all products that deliver nicotine for 

purposes other than cessation. 

 

DRUG AND ALCOHOL POLICY 

 

Drug-Free Workplace 

Alcoholism and drug addiction are treatable diseases.  Therefore, employees who believe that they 

may have an alcohol or drug addiction problem are encouraged to seek professional treatment and 

assistance.  No employee who seeks such treatment or assistance prior to detection will have his 

job security, promotional opportunities, or other job conditions jeopardized by a request for 

treatment.  The individual’s right to confidentiality and privacy will be recognized in such cases.   

The City may take disciplinary action for any violations of work rules, regardless of the effect of 

alcohol or drug abuse.  Nothing in this policy shall be construed to condone or exonerate 

employees from their misconduct or poor performance resulting from a drug or alcohol problem. 

The City maintains a drug and alcohol free workplace.  Employees are hereby notified that the 

manufacture, distribution, dispensing, possession, use or being under the influence of alcohol, 

drugs or other controlled substance is strictly prohibited during working hours at any location 
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where employees are conducting City business.  Also prohibited is the illegal use of legal 

substances.   

In order to further the City’s objective of maintaining a safe, healthful, and drug-free workplace, 

the City may require an employee to submit to a urine and/or blood test if there is reasonable 

suspicion to believe that an employee is under the influence of a controlled substance or alcohol.  

Refusal to submit to a drug or alcohol test and/or to release the results of the same shall be 

considered insubordination and will be construed as a positive test result. 

Employees are put on notice that an employee who is under the influence of drugs or alcohol may 

forfeit their right to obtain workers compensation benefits.  The law establishes a rebuttable 

presumption that if an injured worker tests positive for the use of drugs or alcohol, the worker will 

have to prove the use of drugs or alcohol did not cause the accident.  A refusal to test for the use 

of drugs or alcohol will also establish the presumption.  Employees who are involved with a 

workplace accident may be required to undergo drug and/or alcohol testing in accordance with this 

policy. 

 

Drug Policy 

Controlled Substance: Means any controlled substance contained in Schedules 1 through V of 

Section 202 of the Controlled Substance Act (21 U.S.C. § 812; or as defined in § 3719.01 O.R.C.). 

 

Conviction:  Means any finding of guilt, including a plea of nolo contendere (no contest) or the 

imposition of a sentence, or both, by any judicial body charged with the responsibility to determine 

violations of the federal or state criminal drug statutes. 

 

Criminal Drug Statute: Means a criminal statute involving manufacture, distribution, dispensation, 

use, or possession of any controlled substance.  For purposes of this policy all definitions will be 

consonant with O.R.C. § 3719.01 et seq. 

 

The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance 

by any employee which takes place in whole or in part in the employer’s work place is strictly 

prohibited and will result in criminal prosecution and employee discipline 

 

Any employee arrested or convicted of any Federal or State criminal drug statute must notify the 

employer of that fact immediately, but in no event longer than  five (5) calendar days, of the arrest 

or conviction. 

 

Any employee who reports for duty in an altered or impaired condition which is the result of the 

illegal use of controlled substances and/or alcohol will be subject to disciplinary action up to and 

including removal.  Any decision to take disciplinary action may be held in abeyance pending the 

completion by the employee of a drug rehabilitation program.  
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Any employee arrested or convicted of a drug or alcohol offense, who fails to timely report the 

arrest or conviction, may be terminated from employment and/or held civilly liable for any damage 

caused, including a loss of state or federal funds, resulting from the misconduct.  

 

The City has a zero tolerance policy for employees who are under the influence of drugs or alcohol 

while at work.  Employees who are using medical marijuana as authorized by Ohio law are not 

exempt from this policy in any way.  The use of marijuana in any form for any purpose, authorized 

for medicinal purposes or unauthorized, will be treated the same as the use of all other Schedule 1 

controlled substances, illegal drugs, or the abuse of legal drugs.  Employees using Schedule 1 

controlled substances or illegal drugs, including medical marijuana authorized by and in 

accordance with Ohio law, are still subject to all provisions of this policy and may be subject to 

discipline including termination for such use. 

 

Drug and Alcohol Testing Policy 

In order to maintain a safe and healthful work environment, the City reserves the right to set 

standards for employment and to require employees to submit to physical examinations including 

blood or urine tests for alcohol, illegal drugs, or the misuse of legal drugs where there is reasonable 

suspicion that an employee’s work performance is, or could be, affected by the condition.  

 

Where the City has a reasonable suspicion to believe that the employee is in violation of this policy, 

it may require the employee to go to a medical clinic, at the City’s expense, to provide blood and/or 

urine specimens.  Reasonable suspicion shall generally mean suspicion based on personal 

observation by a City representative, including descriptions of appearance, behavior, speech, 

breath, or inexplicable behavior. 

 

If requested, the employee shall sign a consent form authorizing the clinic to withdraw a specimen 

of blood or urine and release the test results to the City.  Refusal to sign a consent form or to 

provide a specimen will constitute insubordination and a presumption of impairment and may 

result in discharge.  

 

Any employee who tests positive may request retesting of the original specimen at their own 

expense.  

 

Employees who return to work after the successful rehabilitation will be subject to random drug 

tests for a period of two years from the date of their return. 

 

Employees subject to random drug tests who refuse to participate in the drug/alcohol testing and/or 

rehabilitation program or who continue to test positive for substance abuse will face additional 

disciplinary actions, up to and including removal.  

 

Any employee involved in an accident may be subject to post accident alcohol and drug/alcohol 

testing.  

Employees who are required to hold a commercial driver’s license (CDL) will be required to 

participate in the City’s drug and alcohol testing program as required by federal law which includes 
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pre-employment testing, post-accident testing, random testing, reasonable suspicion testing, and 

return-to-work testing.  Policies and procedures for these programs will be consistent with federal 

law and will be made available to employees required to hold CDL’s and their supervisors. 

 

Discipline 

The City may discipline an employee, for any violation of this policy.  Nothing herein shall be 

construed as a guarantee that the City will offer an opportunity for rehabilitation.  Failure to 

successfully complete or participate in a prescribed rehabilitation program, if offered,  shall result 

in the employee’s discharge [including a refusal to test or a positive test result on a return to duty 

or follow-up test]. 

 

Refusal to Test 

Eployees who refuse to submit to the required testing shall be subject to disciplinary action up to 

and including discharge.  A refusal to test for purposes of this policy shall include: 

 Failure to provide a sufficient sample provided there does not exist a valid medical 

explanation as to why the employee was unable to do so; 

 

 Any conduct that attempts to obstruct the testing process such as unavailability, leaving the 

scene of an accident without proper authorization,  delay in providing a sample, 

adulterating, substituting or attempting to adulterate or substitute a specimen during the 

testing process, regardless of whether such attempt results in a negative or positive diluted 

sample; 

 

 Failure to execute or release forms required as part of the testing process. 

 

Prescriptions/OTC Medications 

Employees must inform the City if they are taking any medication that may impair their ability to 

perform their job.  Employees on such medications must provide a written release from their 

treating licensed medical practitioner indicating that they are capable of performing their essential 

job functions, with or without reasonable accommodation.  Employees are prohibited from 

performing any City function or duty while taking legal drugs that adversely affect their ability to 

safely perform any such function or duty.   
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WORKPLACE VIOLENCE 
 

Zero Tolerance 
The City is committed to providing a work environment that is safe, secure and free of harassment, 

threats, intimidation and violence.  In furtherance of this commitment, the City enforces a zero 

tolerance policy for workplace violence.  Consistent with this policy, threats or acts of physical 

violence, including intimidation, harassment, and/or coercion which involve or affect employees, 

or which occur on City property or at a worksite, will not be tolerated.  Employees who are found 

to have committed acts of workplace violence will receive discipline and possible criminal 

prosecution, depending on the nature of the offense. 

 

Prohibited Acts of Violence. 

 

Prohibited acts of workplace violence include, but are not limited to, the following: (1) hitting or 

shoving; (2) threatening harm to an employee or his family, friends, associates, or property; (3) 

intentional destruction of property; (4) harassing or threatening telephone calls, letters or other 

forms of written or electronic communications, including email and website postings; (5) 

intimidating or attempting to coerce an employee to do wrongful acts, as defined by applicable 

law, administrative rule, policy, or work rule; (6) willful, malicious and repeated following of 

another person, also known as “stalking” and/or making threats with the intent to place another 

person in reasonable fear for his safety (7) suggesting or otherwise intimating that an act to injure 

persons or property is “appropriate”, without regard to the location where the suggestion or 

intimation occurs; and (8) unauthorized possession or inappropriate use of firearms, weapons, or 

any other dangerous devices on City property. 

 

Warning Signs and Risk Factors.   

 

The following are examples of warning signs, symptoms and risk factors that may indicate an 

employee’s potential for violence.  In all situations, if violence appears imminent, employees 

should take the precautions necessary to assure their own safety and the safety of others.  An 

employee should immediately notify management if they witness any violent behavior, including, 

but not limited to, the following:  (1) hinting or bragging about a knowledge of firearms; (2) 

making intimidating statements such as: “You know what happened in Oklahoma City,” “I’ll get 

even,” or “You haven’t heard the last from me.”; (3) keeping records of other employees the 

individual believes to have violated departmental policy; (4) physical signs of anger, such as hard 

breathing, reddening of complexion, menacing stares, loudness, and profane speech; (5) acting out 

violently either verbally or physically; (6) excessive bitterness by a disgruntled employee or an 

ex-employee; (7) being a “loner,” avoiding all social contact with co-workers; (8) having a 

romantic obsession with a co-worker who does not share that interest; (9) history of interpersonal 

conflict; (10) domestic problems, unstable/dysfunctional family; and (11) brooding, depressed, 

strange behavior. 
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PERSONAL APPEARANCE 
 

The Appointing Authority reserves the right to prescribe appropriate attire and grooming and to 

set standards which are deemed to be in the best interest of the City and ensure an appropriate 

image for the City. 

The Appointing Authority requires that an employee's clothing, grooming, and overall appearance 

be appropriate, in good taste, present a favorable public image, and be in conformity with 

regulations established by the City due to the specialized nature of service provided or the 

employment position maintained. 

Clothing shall be conducive to the safe and effective performance of required job duties. 

Certain employees may be required to wear regulation uniforms while on duty.  The applicable 

departments may establish policies and procedures governing uniforms.  When employees are 

required to wear a regulation uniform, the City shall provide the uniforms and/or provide a uniform 

allowance as prescribed by the City ordinance or applicable collective bargaining agreement. 

Employees are required to keep uniforms neat, clean, and in good repair.  City-issued uniforms 

may only be worn by employees while conducting official City business. 

 

The City shall provide standard work clothing and safety equipment for all maintenance employees 

of the Parks and Recreation, Service, Street, Vehicle Maintenance, Water/Waste Water, Storm 

Water Utility and the Building Department employees.  Each item of work clothing shall be 

suitably and permanently identified as belonging to the City.  Any item unaccounted for shall be 

charged to the employee. Employees that are provided work wear will be required to wear it. 

 

INVESTIGATIONS AND DISCIPLINE 

 

The City has the right to investigate all alleged disciplinary violations.  Employees are required to 

cooperate fully during investigations.  Employees who are the subject of a formal investigation 

have the right to be accompanied, represented, and advised by an attorney.  For all employees, the 

failure to respond, to respond truthfully, or to otherwise cooperate in an investigation, shall be 

considered insubordination and may result in termination.  Employees involved in an investigation 

shall not discuss the facts of the investigation during the pendency of the investigation. 

Classified employees may be placed on a paid “administrative” leave of absence with pay pending 

an investigation.    A classified employee who has been charged with a violation of law that is 

punishable as a felony may be placed on unpaid “administrative” leave, for a period not to exceed 

two months, pending an investigation.  However, a classified employee who is placed on unpaid 

leave and is later exonerated of a felony must be reimbursed for lost pay, plus interest, and lost 

benefits. Unclassified employees may be placed on paid or unpaid leave pending an investigation.   
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Employees who have completed their probationary period and who are in the classified civil 

services may only be disciplined for just cause.  Disciplinary action will be commensurate with 

the offense.  Discipline for minor infractions will normally be imposed in a progressive manner 

with consideration given to the nature of the offense, prior disciplinary action, length of service, 

the employee’s position, the employee’s record of performance and conduct along with all other 

relevant considerations.  Nothing in the policy shall be construed to limit the City’s discretion to 

impose a higher level of discipline under appropriate circumstances.   

The following forms of misconduct constitute grounds for disciplinary action:  incompetency, 

inefficiency, dishonesty, drunkenness, immoral conduct, insubordination, discourteous treatment 

of the public, neglect of duty, policy or work rule violations, conviction of a crime, failure of good 

behavior including a violation of ethics of public employment, failure to maintain licensing 

requirements, and any other acts of misfeasance, malfeasance, nonfeasance or any other reason set 

forth in O.R.C. § 124.34.   

The property and image of the City is to be respected at all times; as such, an employee’s off duty 

conduct that could reasonably negatively impact the City may form the basis for discipline.  Any 

comments or questions concerning the standard of conduct expected should be directed toward the 

employee’s immediate supervisor. 

Employees have an obligation to immediately inform the City of any on-duty or off-duty arrests 

or convictions.  An arrest or conviction may, or may not, result in discipline depending on the 

nature of the incident, the job performed, and other relevant considerations.  Employees will not 

be granted vacation leave in order to serve jail time.  

The filing or prosecution of criminal charges or other civil administrative investigations against an 

employee for alleged misconduct or criminal activity shall not be determinative as to appropriate 

disciplinary action, if any, under this policy.  The City may investigate the employee’s alleged 

misconduct or activities and determine the appropriate discipline, if any, without regard to pending 

administrative or criminal charges.  The disposition of such administrative or  charge is 

independent of a disciplinary investigation.  Although the City may utilize information obtained 

during other  investigations, the City’s decision to take appropriate disciplinary action may or may 

not correspond with the filing, or non-filing, of criminal charges or civil actions.  A felony 

conviction while employed with the City is just cause for termination.  

Staff is responsible for reporting any incident or conduct they believe is inappropriate and/or in 

violation of City Policies and Procedures.  This duty includes incidents actually observed, reported 

by residents, reported by staff, or suspected due to other facts. 

When the City believes that discipline of a classified employee in the form of a paid or unpaid 

suspension, reduction or elimination of longevity pay, demotion or termination is possible, a pre-

disciplinary conference shall be scheduled.  Prior to the pre-disciplinary meeting, the employee 

will be provided with written notice of the charges against him.  At the pre-disciplinary conference, 

the employee may respond to the charges or have his chosen representative respond.  Failure to 

attend the pre-disciplinary conference shall be deemed a waiver of the conference. 
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Unclassified employees are not entitled to a pre-disciplinary conference. 

 

Classified employees may appeal suspensions of more than three (3) days, reductions in pay or 

position, or removals to the Civil Service Commission consistent with the City’s civil service rules. 

 

 

COMPLAINT PROCEDURE 
 

Employees may have questions or concerns caused by misunderstandings in the application of 

policies, procedures and work rules.  The City believes these questions and concerns heard 

promptly, and action taken to resolve or clarify a particular situation.  Complaints regarding 

unlawful discrimination or harassment should be brought according to the unlawful discrimination 

and harassment policy contained in this manual. 

 

All employees shall have the right to file a complaint without fear of retaliation.  No employee 

shall be disciplined, harassed or treated unfairly in any manner as a result of filing a complaint.  A 

complaint is defined as a disagreement between an employee and City as to the interpretation or 

application of official policies, departmental rules and regulations, or other disagreements 

perceived to be unfair or inequitable relating to treatment or other conditions of employment.  The 

following is the procedure to be followed when an employee has a complaint as defined above: 

Step 1: Immediate Supervisor 

An employee having a complaint shall file it in writing with his Immediate Supervisor, as 

outlined in the procedure for his work unit.  The employee’s Immediate Supervisor will review 

the complaint and attempt to resolve the complaint within a reasonable time and will provide 

the employee with a written response.  Step 1 may be bypassed by either the employee or 

Immediate Supervisor if the Immediate Supervisor lacks the authority to make a change and/or 

the Immediate Supervisor is the subject of the complaint.   

Step 2: Department Head 

Where the employee is not satisfied with Step 1 response of the Immediate Supervisor, the 

employee may submit the original complaint to the Department Head within seven (7) calendar 

days of the supervisor’s written response.  The Department Head will review all material 

provided and provide the employee with a written response in a timely manner. 

 

Step 3: Mayor (or Designee) 

Where the employee is not satisfied with the Step 2 response, the employee may submit the 

original complaint to the Mayor, or Designee, within seven (7) calendar days.  The Mayor, or 

Designee, will review all material provided and will provide the employee with a written 

response in a timely manner.   

 

Step 4: Civil Service Commission 

1. If the complaint is not resolved, the aggrieved may file an appeal with the Appointing 

Authority within five (5) working days after receiving a reply from the Director as 

noted in Step 3.  All decisions of the Appointing Authority are final, except those under 

the jurisdiction of the Reynoldsburg Civil Service Commission. 
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2. This grievance procedure will not apply to matters of reduction in pay, involuntary 

discharge, demotion, or suspension.  There is a separate appeal process for classified 

employees under the Civil Service Commission to handle these problems. 

Time limits as set forth in the procedure may be extended by mutual agreement of the parties 

in writing. 

 

DURATION OF RECORDS 

 

All actions of record will be maintained in each employee’s personnel file throughout his period 

of employment, with the exception that any records of documented warnings will be removed from 

the file, upon the written request of the employee, one (1) year after such action was taken, 

provided no further corrective action of the same or similar nature has occurred.  Written 

reprimands will be removed from the file upon the request of the employee, two (2) years after 

such action was taken, provided no further corrective action of the same or similar nature has 

occurred.  Suspensions shall be removed from the file, upon the employee’s request, four (4) years 

after such action was taken, provided that no further corrective action of the same or similar nature 

has occurred and further provided that the City can show no compelling need to retain such records 

beyond this time limit.  All actions of record including warnings, written reprimands, and 

suspensions removed from an employee’s personnel file shall be maintained in a separate sealed 

file.  Reductions in pay or position shall be removed from a personnel file and shall be maintained 

in a sealed file upon the employee’s request, four (4) years after such action was taken provided 

that the City can show no compelling need to retain such records beyond this time limit.  Removed 

records, maintained in a sealed file, may only be accessed by the City in response to and defense 

of allegations filed against the City or its officials by the employee or by a third party, but shall 

not be utilized for any other purpose including discipline, promotions, or assignments, or pursuant 

to applicable law. 

Removed records shall be destroyed in accordance with the City Records Commission. 

 

 

 

LACTATION BREAKS 

 

Employees who have recently given birth will be allowed a reasonable break time in order to nurse 

or express breast milk, for up to one year after the child’s birth.  The employee will be provided 

appropriate space, other than a bathroom, that is shielded from view and free from intrusion from 

workers and members of the public.  Lactation breaks under this policy should, to the extent 

possible, run concurrently with any other break time available to the employee.   
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CONCEALED CARRY 

 

Consistent with the Ohio Revised Code, no employee, contractor, client or other individual may 

carry, possess, convey or attempt to convey a deadly weapon or ordnance onto the property of the 

City.  A valid concealed carry license does not authorize an individual to carry such a weapon onto 

these premises.  Law enforcement officers specifically authorized to carry a firearm are exempted 

from this provision and may be permitted to carry a concealed weapon. 

City employees are prohibited from carrying firearms any time they are working for the City or 

acting within the course and scope of employment.  These situations include, but are not limited 

to attending training sessions or seminars, wearing a City identification badge, uniform, or other 

City issued paraphernalia that an employee is required to wear relative to their employment and 

working in resident’s homes or other sites off City premises.  Except for law enforcement officers, 

no employee or member of the public may carry, transport, or store a concealed weapon, firearm, 

or ammunition in a City owned vehicle.   

This policy does not prohibit employees, possessing a valid license to carry a concealed handgun, 

from transporting and/or storing a firearm or ammunition in their personal vehicle at work 

locations where their personal vehicle is otherwise permitted to be (e.g. City Parking Lot).    

However, the employee must leave the firearm and ammunition in their personal vehicle.  

Employees are neither permitted to remove their firearm or ammunition from their personal 

vehicles while at work locations nor are they permitted to bring a concealed firearm or ammunition 

into a City owned building.  The employee’s firearm and ammunition must be stored in their 

personal vehicle in accordance with the storage provisions of the Concealed Carry statute. The 

firearm and ammunition must be in a locked vehicle either in the glove compartment, a lock box 

or the trunk. 

Employees shall immediately contact a supervisor if they suspect an employee or member of the 

public is carrying a concealed weapon, firearm, or ammunition on City premises.  Employees are 

required to immediately contact a supervisor if they suspect an employee to be carrying a 

concealed weapon or firearm in violation of this policy at any time while they are working for the 

City, acting within the course and scope of employment, or acting as a representative of the City. 

 

 
 

 

 

 

 

 

 

6.a.b

Packet Pg. 163

A
tt

ac
h

m
en

t:
 P

P
M

 0
62

51
8 

 (
R

ep
ea

l a
n

d
 R

ep
la

ce
 P

P
M

)



70 

 

AUDITOR OF STATE FRAUD REPORTING SYSTEM 

 

The Ohio Auditor of State’s Office maintains a system for reporting fraud, including the misuse 

of public money by any official or office.  The system allows all Ohio citizens, including public 

employees, the opportunity to make anonymous complaints through a toll free number, the Auditor 

of State’s website, or the United States mail.  Contact information is as follows: 

Telephone: 1-866-FRAUD OH (1-866-372-8364) 

US Mail: Ohio Auditor of State’s Office 

Special Investigations Unit 

88 East Broad Street 

P.O. Box 1140 

Columbus, OH 43215 

Web: www.ohioauditor.gov 

 

 

CONTACT WITH NEWS MEDIA/RESIDENTS 

 

Any employee contacted by the news media or a citizen on a matter related to City operations 

should direct the caller to contact the Appointing Authority or designee.  This policy is designed 

to avoid duplication, assure accuracy, and protect employees and the City from the dissemination 

of misstatements and misinformation.  

This policy does not prohibit employees from making a public statement, in their off duty hours, 

on matters of public concern.  However, this policy does prohibit employees from making 

unauthorized public statements during their working hours and from making public statements 

about matters of private concern that negatively impact the City. 

 

EMPLOYEE INFORMATION AND RECORDS 

 

Employee Information 

 

The appropriate Appointing Authority shall establish and maintain a personnel file for each 

employee.  The employee is responsible for providing the employer with the following 

information: the employee’s legal name, address, telephone number, social security number, tax 

exemptions, affiliation with any branch of the armed services, the name and phone number of a 

person to contact in case of an emergency, loss of licensure or insurability, if applicable, and, any 

other requested information.  In addition to providing this information, the employee is also 

responsible for promptly reporting any change in the information. 

 

In the event the employer must send correspondence or other documentation to an employee who 

is on leave, the employer will mail the document to the last known address listed in the employee’s 

personnel file.  An employee will be considered to have constructive notice of any correspondence 

or documentation mailed to his last known address. 
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RELEASE OF RECORDS:                    

With the exception of certain law enforcement entities, the City, as well as, its employees is subject 

to the mandates of Chapter 1347 of the Ohio Revised Code regarding personal information 

systems.  The City maintains records that are manually stored and records that are stored using 

electronic data processing equipment.  Records maintained by the City include personal 

information (i.e. employee information required above).  

The Human Resources Director is appointed to be directly responsible for the City’s personal 

information systems.  The City understands that it creates, receives, and maintains sensitive and 

private information, and will ensure that it collects, maintains, and uses only personal information 

that is necessary and relevant to the functions of the City.  Personal information maintained by the 

City shall not be modified, destroyed, or disclosed without the approval of the Records 

Commission.  The City will continually monitor the personal information system, and make 

necessary adjustments to ensure the system’s accuracy.  Employees will be trained on the use of 

personal information, including review of this policy.  Employees who use personal information 

in an unauthorized manner shall be subject to the City’s disciplinary policy.   

Records maintained by the City that are not defined as “public records” in §149.43 of the Ohio 

Revised Code or other applicable provisions of law, shall not be released from an employee’s 

personnel file unless specifically authorized by such employee in writing.  Pursuant to applicable 

law, medical records are not public records and are maintained in a separate file. Records 

maintained by the City that are defined as public records shall be released in accordance with 

law.  The City will attempt to give employees at least twenty-four hours notice before releasing 

their personal information in response to a public records request. 

 

 REVIEW OF FILE:                

Each employee shall have the right, with reasonable notice, to examine his personnel file.  Such 

examination shall be made on non-work time or at some other mutually agreeable time.  If an 

employee disputes the accuracy, timeliness, relevance, or completeness of documents in her file, 

he may submit a written request that the appointing authority investigate the current status of the 

information.  The appointing authority will make a reasonable investigation to determine the 

accuracy, timeliness, relevance, and completeness of the file, and will notify the employee of the 

results of the investigation and any plans the appointing authority has to take action with respect 

to the disputed information.   

Employees are not permitted to alter, add or remove documents or other information contained in 

their personnel files absent express authorization from the appropriate appointing authority.  An 

employee who alters, adds or removes documents or information from his personnel file without 

prior approval may be subject to discipline. Employees may submit a statement to be attached to 

any disputed document. 
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PERSONNEL POLICY MANUAL ACKNOWLEDGEMENT 

 

I acknowledge receipt of this manual and understand and agree that I am responsible for knowing 

its contents and for keeping updated.  I also understand that this manual is City property that must 

be returned to the appointing authority when I separate from employment with the City. 

 

I further acknowledge and understand that this manual does not create a contract of employment 

with the City for any purpose.  I agree and understand that any and all provisions of this manual 

may be modified or eliminated, without advance notice to me, at any time. 

 

 

 

  Issued To:  ______________________________ 

 

 

 

  Signed:  ______________________________ 

 

 

 

  Date Received: ______________________________ 
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