Cfl CITY OF REYNOLDSBURG

CITY COUNCIL 7232 . Main St
Doug Jos_eph, President Reynoldsburg, OH 43068
galstetbLSkmger,\\A//Varéi 21 . . www.ci.reynoldsburg.oh.us
rett Luzader, War
Marshall Spalding, Ward 3 R Corl-nmgtee Mlele\}ll ngts April Beggerow
Mel Clemens, Ward 4 egutiar counci eetin
Barth Cotner, At-Large 9 9 614-322-6836
Stacie A. Baker, At-Large
Kristin J. Bryant, At-Large
Monday, June 11, 2018 Council Chambers

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 — May 29, 2018

4. NEW LEGISLATION/DISCUSSION ITEMS

a. RESOLUTION ADOPTING THE TAX BUDGET FOR THE CITY OF
REYNOLDSBURG OHIO, FOR THE FISCAL YEAR BEGINNING JANUARY 1,
2019; AND DECLARING AN EMERGENCY.

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.
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S. LEGISLATION FOR EMERGENCY ADOPTION

a. 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. (First Reading
5/29/2018).

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). Requests item to be
held until 6/25/2018.
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3.a

MINUTES COMMITTEE MEETING
REYNOLDSBURG FINANCE AND ADMINISTRATION COMMITTEE
May 29, 2018

Chairman Barth R. Cotner called the meeting to order at 8:09 PM

Call to Order - Roll Call

PRESENT: Clemens, Cotner, Luzader, Spalding, Joseph
ABSENT:

Approval of Agenda
Agenda stands approved.

Approval of Minutes
a. Finance and Administration Committee — Committee Meeting — May 14, 2018

RESULT: ACCEPTED

NEW LEGISLATION/DISCUSSION ITEMS

MOTION THAT THE COUNCIL OF THE CITY OF REYNOLDSBURG DOES HEREBY
APPOINT ANDREW BOWSHER, DEVELOPMENT DIRECTOR, TO SERVE ON THE WEST
LICKING DEVELOPMENT GROUP BOARD OF DIRECTORS. --- Cotner. Finance and
Administration Committee.

Mayor McCloud: Thank you Chairman Cotner, members of Council. Article 5 Section 3 of the
code of regulations of this CIC requires that the City of Reynoldsburg appoint a representative. That
representative is under some regulatory definition as far as who can serve, it's very constrictive. |
am recommending that our Development Director Andrew Bowsher be appointed to this CIC.

Mr. Cotner: I've spoken with him and it makes sense to him and he's ready for that as well. Are
there any questions for the Mayor or Mr. Bowsher on this?

RESULT: REFERRED [UNANIMOUS] Next: 5/29/2018 8:00 PM
MOVER: Barth R. Cotner, Chairman

SECONDER: Marshall Spalding, Ward 3 Councilmember

AYES: Clemens, Cotner, Luzader, Spalding

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: I've provided in your packets quotes for the two vendors we had in. We being
myself and Mr. Taggert our maintenance person. The sound system is original with only pieces
parts since the 1990s so the quote we are leaning towards is a complete overhaul of everything from
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3.a

MINUTES COMMITTEE MEETING
REYNOLDSBURG FINANCE AND ADMINISTRATION COMMITTEE
May 29, 2018

the box in the records room, wires, buttons, control panels, computer, software, recording, the whole
thing whereas the other quote was more of a partial. We opted for the full replacement but it is up to
you.

Mr. Cotner: Obviously this is something that we have tried to talk about, and another issue we've
had to put on hold until resources were available hence the emergency. You said we've had some
trouble even picking up our recording.

Mrs. Beggerow: Yes the last meeting those microphones (Ward side) didn't record. School Board
also had difficulty with microphones, we seem to be working this evening but we'll find out when
we play back tomorrow.

President Joseph: | also wanted to point out in addition to Council and the schools, we have
numerous boards and commissions that use this table on a regular basis in addition to special
committees and things. | view it as an important upgrade to get it right the first time and not do
something that is piecemeal which we may be coming back here again down the road and have to fix
it again. The time that we've had, | think it's definitely past time to upgrade and get it done right for
all of the government agencies that do use these facilities.

Mr. Luzader: | for one think its important that we have quality recordings for the public. A lot of
people can't come to these meetings and | know there are a lot of people that go to our website and
read the minutes of the meetings to find out what is going on in the city and to read down through
here and all of a sudden you read inaudible, inaudible, inaudible, you have no idea what happened at
the meeting. So I think it's only fair we do this for the public not alone just us.

Mr. Clemens: I'd like to hear something. After all these years.

Mrs. Beggerow: | should add that the new system will have 4 units for hearing impaired so if there
are hearing impaired members either on boards or in the audience there will be devices.

Mr. Luzader: One other question, | didn't see in the proposal and I've talked to the clerk in the last
week or so, but do we know where the money is going to come from, do we have an idea?

Mrs. Beggerow: We'll work that out. We have ideas, tentatively we're asking for a full
appropriation, but there is discussion that perhaps there is an account that might have some money
left in it and | wanted to see where you wanted to go before getting the final figure.

Mr. Luzader: 1 just wondered since its an emergency.

Mrs. Beggerow: We'll have it cleared up.

Mr. Cotner: 1 think this one counts as an emergency issue. It's something that we've had a need for
for quite awhile and if it's not working, we owe it to the community to make sure it gets done.
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3.a

MINUTES COMMITTEE MEETING
REYNOLDSBURG FINANCE AND ADMINISTRATION COMMITTEE
May 29, 2018

Mr. Hood: Not to belabor this, but I want to echo the same sentiments that Mr. Luzader mentioned
about accurate recordings that is paramount to our job here as public officers. | just want to say as to
the money, there was a clause in the contract that required that 50% of the cost be paid down, we
have negotiated that away, that is not going to be required of us. We'll pay as needed so we aren't
going to pay a bunch of money down on a system. We'll get what we paid for.

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 5/29/2018 8:00 PM
MOVER: Barth R. Cotner, Chairman

SECONDER: Brett Luzader, Ward 2 Councilmember

AYES: Clemens, Cotner, Luzader, Spalding

LEGISLATION FOR EMERGENCY ADOPTION
64-18

ORDINANCE REPEALING AND REPLACING ORDINANCE NO. 51-18 PASSED APRIL
23, 2018 REGARDING AUTHORIZING THE MAYOR TO ENTER INTO CONTRACT FOR
THE 2018 STREET PROGRAM; APPROPRIATING FUNDS THEREFOR; AND
DECLARING AN EMERGENCY --- Cotner. Finance and Administration Committee.

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 5/29/2018 8:00 PM
MOVER: Barth R. Cotner, Chairman

SECONDER: Marshall Spalding, Ward 3 Councilmember

AYES: Clemens, Cotner, Luzader, Spalding

LEGISLATION FOR SECOND 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.

Mrs. Boller: yes if you don't have further questions after reviewing this, I just request that we have a
second reading and hold it to the 25th because we do have questions for our counsel and we want to
get those cleared up before we finalize it.

Mr. Luzader: You want to hold it to the 25th of June?

Mrs. Boller: Yes.

Mr. Luzader: June 11th would be the next.

Mr. Cotner: She wants to hold it and not pass it that night.

Mrs. Boller: Yes hold it until the 25th.
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3.a

MINUTES COMMITTEE MEETING
REYNOLDSBURG FINANCE AND ADMINISTRATION COMMITTEE

May 29, 2018
RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 5/29/2018 8:00 PM
MOVER: Barth R. Cotner, Chairman
SECONDER: Mel Clemens, Ward 4 Councilmember
AYES: Clemens, Cotner, Luzader, Spalding

LEGISLATION FOR THIRD READING
66-18

ORDINANCE TO AMEND ORDINANCE 94-12 PASSED DECEMBER 17, 2012 THAT
WAIVES COMPETITIVE BIDDING FOR VARIOUS EXEMPTED CONTRACTS AND
EXPENDITURES OVER $10,000 $25,000. --- Cotner. Finance and Administration Committee.

RESULT: REFERRED TO COUNCIL [UNANIMOUS] Next: 5/29/2018 8:00 PM
MOVER: Barth R. Cotner, Chairman
SECONDER: Brett Luzader, Ward 2 Councilmember
AYES: Clemens, Cotner, Luzader, Spalding
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4.a

City Auditor's Office
Stephen Cicak

7232 E. Main Street
Reynoldsburg OHIO 43068
614/322-6858 Phone

RESOLUTION REQUEST

DATE: June 11, 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 Skipped .
Brad McCloud 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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4.a.a
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FUND NAME: GENERAL FUND

FUND TYPE/CLASSIFICATION: GOVERNMENTAL - GENERAL

DESCRIPTION

EXPENDITURES

Security of Persons and Property
Personal Services
Travel Transportation
Contractual Services
Supplies and Materials
Capital Outlay

Total Security of Persons and Property

Public Health Services
Personal Services
Travel Transportation
Contractual Services
Supplies and Materials
Capital Outlay

Total Public Health Services

Leisure Time Activities
Personal Services
Travel Transportation
Contractual Services
Supplies and Materials
Capital Outiay

Total Leisure Time Activities

Community Environment
Personal Services
Travel Transportion
Contractual Services
Supplies and Materials
Capital Outlay

Total Commiunity Environment

Basic Utility Service
Personal Services
Travel Transportation
Contractual Services
Supplies and Materrials
Capital Outlay

Total Basic Utility Services

4.a.a
For 2009 For 2010  For 2011 For 2012 For 2013 For 2014 For 2015 For 2016 For 2017 For 2018 For 2018
Actual Actual Actual Actual Actual Actual Actual Actual Actual Estimate Estimate
6,587,083 6,606,959 6,947,566 7,344,083 7,460,963 7,848,127 8,063,715 8,450,618 8,432,848 9,407,108 9,689,32
o
477,514 380,736 375,532 435,580 403,013 424,307 452,790 449,467 458,678 659,880 553,8¢
210,922 227,646 271,301 249,118 261,163 242,060 204,791 204,693 230,819 394,900 266,74
77,850 18,190 112,744 140,205 59,286 190,815 154,327 185,001 195,621 672,000
7,363,369 7,233,531 7,707,143 8,168,996 8,184,425 8,705,309 8,875,623 9,289,779 9,317,966 11,133,888 10,509,92
0
4]
202,756 202,756 205,060 205,667 212,964 219,428 257,940 271,288 285,500 302,552 310,00
0
0
202,756 202,756 205,060 205,667 212,964 219,428 257,940 271,288 285,500 302,552 310,00
667,455 645,102 671,937 659,661 657,472 741,676 738,369 823,832 850,466 983,301 1,002,96
0 0 0 0 0 0 0 ¢ 0 0
195,673 237,062 225,284 198,134 169,922 194,917 348,041 223,652 325,701 595,750 394,65
78,626 92,482 82,756 81,298 100,377 148,567 132,848 169,486 184,476 256,040 240,42
6,928 21,089 1,162 20,169 24,629 19,994 58,928 263,254 36,310 367,800
948,682 995,735 981,139 959,262 952,400 1,105,154 1,278,186 1,480,224 1,396,953 2,202,891 1,638,04
1,110,083 990,155 677,238 731,011 787,536 759,307 772,115 812,729 863,654 938,101 956,86
4] 0 o] [ 0 0 0
304,951 350,524 403,707 475,324 455,435 470,043 468,472 535,223 559,809 729,800 641,14
25,133 25,273 16,735 17,267 16,292 15,956 15,155 15,058 18,827 38,000 24,74
220 9,332 9,128 191 0 9,950 0 22,382 24,653 2,000
1,440,387 1,375,284 1,106,809 1,223,793 1,259,263 1,255,256 1,255,742 1,385,392 1,466,943 1,707,901 1,622,75
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FUND NAME: GENERAL FUND

FUND TYPE/CLASSIFICATION: GOVERNMENTAL - GENERAL

DESCRIPTION

EXPENDITURES (Continued)

Transportation
Personal Services
Travel Transportation
Contractual Services
Supplies and Materials
Capital Outlay

Total Transportation

General Government
Personal Services
Travel Transportation
Contractual Services
Supplies and Materials
Capital Outlay

Total General Government

Debt Service
Redemption of Principal
Interest
Other Debt Service

Total Debt Service

Other Uses of Funds
Transfers
Advances
Contingencies
Other Uses of Funds
Total Other Uses of Funds

TOTAL EXPENDITURES

Revenues Over (Under) Expenditures

Beginning Cash Fund Balance

Ending Cash Fund Balance

Estimated Encumbrances (outstanding at year end)
Estimated Ending Unencumbered Fund Balance

Fund Balance % of expenditures

Exhibit |
4.a.a
For2009 For2010 For2011 For2012 For 2013 For 2014 For 2015 For2016  For2017 For 2018  For 2019
Actual Actual Actual Actual Actual Actual Actual Actual Estimate Estimate Estimate
2,175,524 2,019,962 2,032,618 1,878,630 1,751,248 1,944,286 2,155,011 2,259,542 2,258,497 2,410,979 2,459,19¢
0 0 [¢] 0 0 0 0 0 0 0 C
750,872 705,168 921,531 788,706 827,062 964,400 769,461 962,809 989,561 1,665,500 1,263,96¢
111,082 109,788 99,178 89,540 93,550 99,389 98,906 92,316 100,169 151,300 127,00¢
17,504 16,734 32,538 24916 71,565 9,805 40,866 78,359 85,897 472,500 30,00(
3,054,983 2,851,652 3,085,865 2,781,792 2,743,425 3,017,880 3,064,244 3,393,026 3,434,124 4,700,279 3,880,171
502,000 1,000,000 150,000 250,000 10,000

0

0

0
502,000 1,000,000 0 150,000 250,000 0 10,000 0 0 0 C
13,502,177 13,658,958 13,086,016 13,489,510 13,602,477 14,303,027 14,741,735 15,819,709 15,901,486 20,047,511 17,960,898
(1,118,706) (1,759,015) 442,404 518,810 31,774 54,993 1,406,929 (429,437) 1,199,860 (2,210,111) 621,502
5,654,638 4,535,932 2,776,917 3,219,321 3,738,132 3,769,906 3,824,899 5,231,828 4,802,391 6,002,251 3,792,14C
4,535,932 2,776,917 3,219,321 3,738,132 3,760,906 3,824,899 5,231,828 4,802,391 6,002,251 3,792,140 4,413,642
295,864 333,296 325,827 329,824 425,682 269,171 403,065 518,275 651,499 400,000  400,00¢C
4,240,068 2,443,621 2,893,494 3,408,308 3,344,224 3,555,728 4,828,763 4,284,116 5,350,762 3,392,140 4,013,642

Page 3
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FUND NAME: POLICE PENSION FUND EXHIBIT Il

4.a.a
FUND TYPE/CLASSIFICATION: GOVERNMENTAL - SPECIAL REVENUE
DESCRIPTION For 2009 For 2010 For2011 For 2012 For 2013 For 2014 For 2015 For 2016 For 2017 For 2018 For 2019
Actual Actual  Actual Actual  Actual  Actual Actual Actual Estimate Estimate Estimate
REVENUE
Real Estate & Public Utility Taxes 191,000 193,616 195,181 169,997 166,829 170,706 165,775 165,894 170,000 165,000 165,00
Tangible Personal Property Tax 9,399 9,371 7,227 4,623 2,377 2,292 1,142 0 2,500 0 '
Trailer Tax 338 196 309 332 343 301 313 365 400 400 40
Real Property Tax - Homestead 25,149 25,208 25,164 14,415 17,911 34,517 22,079 22,037 20,000 20,000 20,00
TOTAL REVENUE 225886 228,391 227,881 189,367 187,460 207,816 189,309 188,296 192,900 185,400 185,40
EXPENDITURES
Police Pension Expenses 302,895 277,876 233232 192705 192,743 192,970 162,740 162,761 163,000 163,000 185,001
TOTAL EXPENDITURES 302,895 277,876 233,232 192,705 192,743 192,970 162,740 - 162,761 163,000 163,000 185,00
Revenues Over (Under) Expenditures (77,009) (49,485) (5,351) (3,338) (5,283) 14,846 26,569 25,535 29,900 22,400 400
Beginning Cash Fund Balance 160,740 83,731 34,246 28,895 25557 20,274 35120 61,689 87,224 117,124 139,52
Ending Cash Fund Balance 83,731 34,246 28,895 25,557 20,274 35,120 61,689 87,224 117,124 139,524 139,92
Estimated Encumbrances {(outstanding at end of year) 0 0 0 0 0 0 0 0 0 0 (
Estimated Ending Unencumbered Fund Balance 83,731 34246 28895 25557 20,274 35,120 61,689 87,224 117,124 139,524 139,92

Page 4
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FUND NAME: GENERAL DEBT RETIREMENT FUND  EXHIBIT Il
FUND TYPE/CLASSIFICATION: GOVERNMENTAL - DEBT SERVICE

DESCRIPTION

REVENUE
Real Estate & Public Ulility Tax
Tangible Personal Property Tax
Trailer Tax
Real Properly Tax - Rollback
Sale of Bonds
Sale of Notes
Operating Transfers
Operating Transfers - Income Tax
Interest Earned
Miscellaneous Reimbursements
TOTAL REVENUE

EXPENDITURES
Registrar/Agent Fees
Expense of Issue
G.0. Note - Principal
G.0. Bond Principal
G.O. Note - Interest
G.O. Bond - Interest
Payment to Refunded Bond Escrow Agent

TOTAL EXPENDITURES

Revenues Over (Under) Expenditures

Beginning Cash Fund Balance

Ending Cash Fund Balance

Estimated Encumbrances (outstanding at end of year)
Estimated Ending Unencumbered Fund Balance

4.a.a

For2009 For2010 For2011 For2012 For2013 For2014 For 2015 For 2016 For 2017 For 2018 For 2019
Actual Actual Actual Actual Actual Actual Actual Actual Estimate Estimate Estimat
0
0
0
0
0 35,942
300,000 300,000 150,000 160,000 250,000 0 0 100,000 100,000 100,0
1,333,066 1,304,007 1,544,885 1,695,895 1,679,268 1,774,201 2,072,947 1,988,032 1,800,000 1,935,000 2,031,8
176,955 82724 154200
1,633,066 1,604,007 1,871,840 1,928,619 1,829,268 1,928,401 2,072,947 2,023,974 1,900,000 2,035,000 2,131,8
4] 77,800 1,000
0 34320
814,828 1,189,662 1,280,663 1,241,626 1,415,520 1,396,084 1,174,296 086,433 1,328,225 1,482,500 1,416,8
664,052 648,661 621,129 587,780 393,842 360,416 324,594 184,872 194,706 528,700 141,6!
0 20,000 311100
1,478,880 1,838,323 1,901,792 1,907,206 1,830,362 1,756,500 1,498,890 1,516,725 1,522,931 2,011,200 1,558,5:
154,186 (234,316)  (29,852) 21,413 98,906 171,901 574,057 507,249 377,069 23,800 573,25
216,264 370,450 136,134 106,182 127,595 226,501 398,402 972,459 1,479,708 1,856,777 1,880,5°
370,450 136,134 106,182 127,595 226,501 398,402 972,459 1,479,708 1,856,777 1,880,577 2,453,8:
148,148 0 (] 0 0 0 0 0 0
222,302 136,134 106,182 127,595 226,501 398,402 972,459 1,479,708 1,856,777 1,880,577 2,453,8.

Page 5
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FUND
All Funds Not Listed on
Exhibits | or Il

GOVERNMENTAL:
SPECIAL SERVICE:
Income Tax
Permissive Tax
Sewer Capacity
Street
State Highway
Cops in Schools Grant
Cops More
G.R.EAT. Grant Fund
Law Enforcement
Drug Enforcement
Safety Belt Program
DUI Education
Federal Forfeiture
Computerization Needs (court)
Law enforcement Asst Fund

TOTAL SPECIAL REVENUE FUNDS

DEBT SERVICE FUNDS
Special Assessment
Taylor sq. TIEF debt retirement

TOTAL DEBT SERVICE FUNDS

CAPITAL PROJECT FUNDS
Capital Improvements
Sidewalk Construction .
Brice-Main Corridor

TOTAL CAPITAL PROJECTS

EXHIBIT 1l 4.a.a
Estimated 2018 Available 2018 Expenditures & Encumbrances Estimated
Unencumbered Estimated For Personal Unencumbered
Fund Balance Receipt Expenditure  Services Other Total Fund Balance
01/01/18 12/31/18

613,055 600,000 1,213,055 88,434 300,000 388,434 824,621
1,174,384 270,000 1,444,384 0 275,000 275,000 1,169,384
207,720 35,000 242,720 0 35,000 35,000 207,720
2,983,963 1,450,000 4,433,963 669,834 1,000,000 1,669,834 2,764,129
216,497 110,000 326,497 95,000 95,000 231,497

0 0 0 0 0 0 0

0 0 0 0 0 0 0

0 0 0 0 0. 0 0

260,491 30,000 290,491 35,000 35,000 255,491
49,290 1,000 50,290 1,000 1,000 49,290
4,376 0 4,376 0 0 4,376

7,401 2,500 9,901 2,500 2,500 7,401
98,230 30,000 128,230 25,000 25,000 103,230
165,927 30,000 195,927 15,000 15,000 180,927
16,770 1,000 17,770 1,000 1,000 16,770
5,798,104 2,559,500 8,357,604 758,268 1,784,500 2,542,768 5,814,836

0 0 0 0 0 0 0

290,000 568,000 858,000 0 568,000 568,000 290,000
290,000 568,000 858,000 0 568,000 568,000 290,000
3,401,646 5,650,000 9,051,646 0 6,000,000 6,000,000 3,051,646
825,815 40,000 865,815 0 1,000 1,000 864,815

0 0 0: 0 0 0 0

4,227,461 5,690,000 9,917,461 0 6,001,000 6,001,000 3,916,461

Page 6
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FUND
All Funds Not Reported on
Exhibits | or Il

PROPRIETARY:
ENTERPRISE FUNDS
Water
Sewer
Utility Deposits
Storm Water
Solid Waste

TOTAL ENTERPRISE FUNDS

FIDUCIARY:
TRUST AND AGENCY FUNDS
Arts Commission
Delinquency Prevention
Beautification Commission
French Creek Footbridge
Supervision and Inspection
Plot Grade and Utility
Unclaimed Funds
Employee Fund
School Ski Club
Miscellaneous Trust
Board of Building Standards
Visitors Bureau
Sewer Capacity Charge - Columbus
Engineering Fees/Plan Reviews
Taylor Square School TIEF
Brice - Main TIF
Kroger Tif
Summit Rd Tif #1
Taylor Rd Tif #1
Taylor Rd Tif #2
TOTAL TRUST AND AGENCY FUNDS

TOTAL FOR MEMORANDUM ONLY

Estimated

4.a.a

Estimated Total 2018 Encumbrances and Expenditures Estimated
Unencumbered Receipts Available For Personal Unencumbered
Fund Balance 2018 Expenditures Services Other Total Fund Balance
01/01/19 1213119
1,549,974 7,100,000 8,649,974 492,150 6,350,000 6,842,150 1,807,82¢«
1,986,446 6,300,000 8,286,446 399,534 5,300,000 5,699,534 2,586,912
97,138 10,000 107,138 0 10,000 10,000 97,13¢
1,661,000 1,350,000 3,011,000 315,792 900,000 1,215,792 1,795,20¢
807,000 2,000,000 2,807,000 2,000,000 2,000,000 807,00(
6,101,558 16,760,000 22,861,658 1,207,476 14,560,000 15,767,476 7,094,082
0 0 0 0 0 0 C
16,555 0 16,555 0 0 0 16,565¢
0 0 0 0 0 0 C
0 0 0 0 0 0 C
100,000 65,000 165,000 0 65,000 65,000 100,00C
75,000 75,000 150,000 0 60,000 60,000 90,00C
45,000 5,000 50,000 0 3,000 3,000 47,00C
1,200 500 1,700 0 500 500 1,20C
0 0 0 0 0 0 C
75,000 350,000 425,000 0 300,000 300,000 125,00C
9,000 7,500 16,500 0 7,500 7,500 9,00
0 75,000 75,000 0 75,000 75,000 C
26,000 25,000 51,000 0 25,000 25,000 26,00C
100,000 35,000 135,000 0 35,000 35,000 100,00C
400,000 2,000,000 2,400,000 0 1,800,000 1,800,000 600,00C
25,000 250,000 275,000 0 275,000 275,000 C
324,000 10,000 334,000 0 1,000 1,000 333,00C
5,100 0 5,100 0 0 0 5,10C
167,700 20,000 187,700 0 300 300 187,40C
14,750 800 15,550 0 50 50 15,50C
1,384,305 2,918,800 4,303,105 0 2,647,350 2,647,350 1,655,755
7,485,863 19,678,800 27,164,663 1,207,476 18,414,826 8,749,837

Page 7
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STATEMENT OF PERMANENT IMPROVEMENTS

(Excludes Expenses to be Paid from Bond Issues)

E 4.a.a

Attachment: 20180607094407886 (2019 Tax Budget)

Estimated Cost Amount Amount
DESCRIPTION of Permanent Budgeted Budgeted Source Fund
Improvement 2019 2019
Equipment
TOTAL 0 0 0
Page 8
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STATEMENT OF AMOUNTS REQUIRED FOR
PAYMENT OF FINAL JUDGEMENTS

(Section 5705.29, Revised Code)

EXHIBIT V

TOTAL

DESCRIPTION OF JUDGEMENT

N/A

AMOUNT OF
JUDGEMENT

N/A

N/A

SOURCE FUND

N/A

Page 9
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4.b

Human Resources Dept.
Sandra Boller

7232 E. Main Street
Reynoldsburg OHIO 43068
614-322-6868 Phone

ORDINANCE REQUEST

DATE: June 11, 2018
TO:
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 Completed Completed
Brad McCloud Jed Hood 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.

Packet Pg. 19




4.b.a

City of Reynoldsburg, Ohio

Chapter 160

Employee Compensation

June 27, 2017

Attachment: Chapter 160 changes 062018 (Chapter 160.01 - 09)
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160.01

160.02

160.03

160.04

160.05

160.06

160.07

160.08

160.09

160.10

160.11

160.12

4.b.a

TABLE OF CONTENTS
DEFINITIONS. .. 1
AUTHORIZED POSITIONS, PERSONNEL,
CLASSIFICATION AND PAY GRADE.......cooiiii 8
SALARY SCHEDULE. ... 11
OTHER COMPENSATION. ...t 13
OVERTIME ELIGIBILITY ...ttt 14
OVERTIME PAY ... 14
LONGEVITY L 15
ADMINISTRATION OF PAY PLAN. ...t 16
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CITY CLOTHING PROVIDED (SENIOR POLICE MANAGEMENT)....... 22
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4.b.a

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.

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 1
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4.b.a

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.

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 2
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4.b.a

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
375

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.

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 3
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4.b.a

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.

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.

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 4
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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.

PEDPE: 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.

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 5
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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.

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 6
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4.b.a

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.

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:
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160.02 AUTHORIZED POSITIONS, PERSONNEL, CLASSIFICATION AND PAY

4.b.a

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 plt 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 plt Unclassified 10
Tax Administrator 1 Classified 15
Deputy Auditor 1 Unclassified 15
Auditor's Secretary 1 plt Unclassified 10
Finance Manager 1 Classified 21
Civil Service

Administrative Assistant 2 plt 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

4.b.a

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 plt 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 Seel60.03(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 plt Classified 10
Court Liaison 2 plt Classified 13
(9) 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

(2) Building Division

Chief Building Official

Asst. Chief Building Inspector
Building Inspector |
Administrative Assistant
Code Compliance Officer

NP WR P

(3) Water/Wastewater Division
Superintendent

Asst. Superintendent

Maintenance Spec/Equip Operator
Maintenance Spec/Equip Operator
Billing Supervisor

Account Clerk 2

N k2 B = =
o
<}
~—

(4) Street Division

Superintendent 1
Asst. Superintendent 1
Administrative Assistant 1
(To be shared with Storm Water Utility Division)
Maintenance Spec/Equip Operator 5
Maintenance Spec/Equip Operator 1*

(To be shared with Storm Water Utility Division)

Fleet Maintenance Supervisor 1
Fleet Maintenance Technician 1

(4)(a) Storm Water Utility Division

Asst. Superintendent 1
Administrative Assistant 1
(To be shared with Street Division)

Pollution Control Technician 1

Maintenance Spec/Equip Operator 1
Maintenance Spec/Equip Operator 1*
(To be shared with Street Division)

(h) DEPARTMENT OF ENGINEERING

Director of Engineering 1
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Classified
Classified
Classified

Classified
Classified

Unclassified

19
17
14
11

18
15
10
10
13

17
15

10
10

14
10

10
10
10

23

4.b.a

Attachment: Chapter 160 changes 062018 (Chapter 160.01 - 09)

Packet Pg. 31




160.03 SALARY SCHEDULE

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

(@) 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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4.b.a

(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 $ 85,4889,756 $ 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

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 12

Attachment: Chapter 160 changes 062018 (Chapter 160.01 - 09)

Packet Pg. 33




4.b.a

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 Il, or Class Il license from the Ohio EPA shall receive an
additional amount per month for the highest held as follows:

Class | $ 75.00
Class Il $100.00
Class Il $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.

534) 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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4.b.a

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 (1%2) times their
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4.b.a

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.

Erom (Conclusion of): To (Conclusion of):

6" year o year $450.00 annually
10" year 14" year $500.00 annually
15" year 19" year $550.00 annually
20" 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
(@) 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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4.b.a

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

ach-employee-covered-by-this Pay-Plan-shall-maintain-his-or-her 2002 rate-of pay
uptH-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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4.b.a

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.

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.

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 15" of each year or as

determined by the appropriate Labor Agreement. Any-ful-time-employee-or
I | official who : i bution i
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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
(2) 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.

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.

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
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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

Shirts, Winter — 5
Shirts, Summer — 5
Ties — 3

Tie Bar — 1

Shoes — 1 pair

Boots — 1 pair

Jacket — All Season — 1
Raincoat — 1

Hat, Winter — 1
Trooper Winter Hat — 1
Hat, Summer — 1
Raincoat Cover — 1
Hat Badge — 1

Breast Badge — 2
Name Plate — 2
Whistle — 1

Whistle Chain — 1

Holster — 1

Magazine — 2

Magazine Pouches — 1 (dbl)
Handcuffs — 1

Handcuff Case — 1
Handcuff Key — 1

Belt Keepers — 4

Walkie Talkie Holder — 1
Mace — 1

Mace Holder — 1

Gloves — 1 pair
Flashlight — 1 (3 cell)
Cite Bookholder — 2
Wristwatch — 1
Protective Vest — 1

Belt (Trouser) — 1

Gun Belt —1

Service Weapon — 1

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:
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Clerk of Council

April Beggerow

7232 E. Main Street
Reynoldsburg OHIO 43068
614-322-6836 Phone

ORDINANCE REQUEST

DATE: June 11, 2018
TO: Finance and Administration Committee
RE: 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.

Approval:
Completed Skipped Completed
Brad McCloud Jed Hood Stephen Cicak
Emergency/Suspension: Emergency
Reason For Emergency: Financial needs of the City's government

Statement of necessity: To expedite the replacement of failing equipment

The audio system in the Council Chambers is original with only piecemeal replacements
performed in the last decade. The 4 microphones farthest from the control panel are no longer
operational or allowing for recording of public meetings. On 5/15/2018 the floor microphones
also began to fail. The recording playbacks are nearly inaudible.

Sound Communications has done work for the RPD in the past and have a positive track record.
The quote provided is a complete rebuild that includes the head unit located in the Council
records room, new wiring, new control panels, microphones, hearing assistance devices and
computer/recording hardware and software that will both update the audio system and allow for
further upgrades in the future as technology demands change.
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Clerk of Council

April Beggerow

7232 E. Main Street
Reynoldsburg OHIO 43068
614-322-6836 Phone

A second quote was sought from a company that is on the Ohio State Bid list, however, this bid
isn't "State Term pricing”. It is also not an apples to apples comparison. This includes only the
replacement of the head end (box in the records room), wiring and a new control panel. No
upgrades to the microphones, no upgraded tech (computer, recording software). However, this is
an option that can be considered by council.

*That pursuant to Reynoldsburg City Code Section 175, competitive bidding is hereby
suspended.

*Request an appropriation of $9,000 from the general fund to 110.595.5361 Building
Repair/Maintenance to cover the balance of the purchase.
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SCl-Integrated

SCI-INTEGRATED i
Grove City, OH 43123

5" ’ p 800.556.8556

f 614.875.8179

City of Reynoldsburg

Prepared For:

April Beggerow

7232 E Main St
Reynoldburg, OH 43068
614-322-6805

Account Manager:

David Deuschle

614.875.8500 x709
ddeuschle@soundcommunications.com

Attachment: City of Reynoldsburg_SCIQ6937 (Replacement of Chambers Sound System)
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Description

Install an multi-channel audio recording system. Replace and update the existing audio
system.

Scope of Work

JAVS Notewise system:

- Install JAVS Notewise on the PC listed in this quote.

- Install USB audio mixer and driver.

- Connect line inputs from audio system listed on this quote.
- Configure software and drivers.

- Train the primary user on the use of the system.

Audio system:

- Remove old microphones and existing buttons

- Install New PTT microphones

- Install new DSP system in rack and provide touch panel for individual control
- Install 2 new side speakers for audience fill

- Install new 4 station listen tech system (hearing impaired)

- Program new DSP for audio control, incorporate existing infrastructure

- Test all new components and provide training for DSP interface

Quote does not include:

- Provision or installation of conduit or surface raceway.

- 120v power.

- After hours or weekend time.

- Furnishing additional infrastructure equipment.

- Man-lifts.

- Client to provide access from main desk to rack location for cable runs.

NOTE:

This quote assumes that all required infrastructure, hardware, and software is in place
and in working order. Any changes or labor required to resolve issues with infrastructure
or hardware will be billed separately.

Attachment: City of Reynoldsburg_SCIQ6937 (Replacement of Chambers Sound System)
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\J

Number sci__>aa

Date Mar 27, 2018
Sold To
April Beggerow Phone
City of Reynoldsburg 614-322-6805
Fax

7232 E Main St
Reynoldburg, OH 43068

David Deuschle

This quote is valid for 45 day

1 JAVS Notewise System $14,732.51 a
[J]

JAVS Notewise Audio Recording Software (5 Year License) (%
JAVS P412 Mixer o]
JAVS Recording Server g
- Quad-Core Intel Core i5-7400 3
- 2 x Crucial 4GB PC4-19200 n
- 500GB Samsung 960 EVO M.2 PCle 3.0 )
- 2 x 2.0TB SATA Seagate Barracuda Pro -g
- LG 24x Super Multi DVD+/-R G
- Integrated Video (Included with Motherboard) 6
- 22" LED-Backlit LCD - 1920x1080 (FHD) -
- Logitech Desktop MK120 Keyboard and Mouse ©
- Microsoft Windows 10 Professional %
(S

Installation, Configuration, and Training g
o]

g.

1 Audio System Replacement $31,486.3¢
(11) Shure MX418 Microphones 5
(2) Shure QLXD 24/B58 Wireless Microphones 3
(1) Symetrix Prism DSP 04
(1) Symetrix xIn12 @)
(1) Symetrix xOut12 (/)I
(1) Symetrix Control Server o
(1) Apple iPad =)
(2) JBL Control 25 Side Fill Speakers 2
(1) Listen Tech 4 Person Assistive Listening System i)
Cables and Connectors e
>

Installation, Programming, and Training 8:)
SubTotal $46,218.95 5

>

Tax $0.00 5]

Shipping $200.00 =

)

S

e

Q

8

<
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Terms and Conditions

Services: All services for this Project are quoted on a fixed-fee basis. Unless otherwise noted in the
pricing section of this proposal, services will be performed during normal business hours (defined as
8:00 a.m. to 6:00 p.m. local time). SCI recognizes two categories of work outside normal business
hours. Weekday work performed before or after Normal Business Hours is considered After-Hours
work, and is subject to a pricing premium of 50%. Work performed on a weekend or an SCI-recognized
holiday is considered Weekend work, and is subject to a pricing premium of 100%. Orders not
completed and services not rendered within 6 months of Purchase Order due to Customer delays may
be subject to additional fees.

Payment Terms: a down-payment of 50% of the total Order shall be invoiced upon acceptance of
Customer's Purchase Order and is due upon receipt. The balance of the License Fees, Hardware Fees,
Support Fees for the Initial Support Term and any fixed-fee Service Fees shall be invoiced upon delivery
of same to Customer and shall be payable within 30 days of receipt. Minor issues or variances in
System performance shall be handled through Seller’s technical support department, and shall not delay
Customer's payment so long as these do not materially or adversely affect the performance of the
System as a whole.

Warranty

All installations are covered by a 90 day warrantee period, unless otherwise noted in the proposal. After
the 90 days all service calls will be time and material at current published SCI-Integrated rates.
Customer Responsibilities: At all times, Customer is responsible for all hardware, software and
services required to establish the technical environment necessary to operate the products specified in
this Project. Customer is also responsible for understanding the technology in this proposed solution
and its effect on their network. This project covers integration with the Customer’s existing environment
supporting only the current, installed versions of software. If Customer upgrades software, Seller is not
responsible for compatibility of the Project components with the. Customer shall pay any charges
associated with preparing the network , SCI shall not be responsible for performing any obligations
associated with this quote unless and until SCI accepts an order from Customer for this Project.
Hardware must be kept in clean, smoke-free environments with a controlled temperature of 50-100
degrees Fahrenheit (70 degrees is preferred). Relative humidity should be maintained at 20%-85%
(non-condensing). Seller will not be held responsible for any damage due to deviations from these
environmental parameters.

Travel and expenses shall be billed at actual rates. If an onsite visit is scheduled, costs are incurred by
Seller, and the onsite visit is later rescheduled for Customer's convenience, Customer may incur
additional fees for travel and accommodations, as well as technician time. Onsite technician time is
billable at $2600 for the first unscheduled day (or part thereof), and $1600 for each additional day (or
part thereof).

Customer will confirm in writing that the facility, network environments are ready prior to deployment.
Customer understands that if any Customer responsibilities, as outlined above or identified later in the
course of the Project, are not met prior to a scheduled onsite visit, Seller reserves the right to delay the
visit until such time as these requirements are met. Any such delays confirm in writing that the facility,
network environments are ready prior to deployment.

Upon completion of the deployment, Customer and Seller’s technician shall test the System. If Seller is
called back for service because Customer was unavailable, declined, or failed to test System during the
deployment, Customer may incur additional fees.

Attachment: City of Reynoldsburg_SCIQ6937 (Replacement of Chambers Sound System)
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Statement of Work Acceptance

Acceptance and authorization

5.a.a

The terms and conditions of the Professional Services Agreement apply in full to the

services and products provided under this Statement of Work.

IN WITNESS WHEREQF, the parties hereto each acting with proper authority have
executed this Statement of Work, under seal.

[Client name]

[Authorized Signature]

[Services provider name]

[Authorized Signature]

Attachment: City of Reynoldsburg_SCIQ6937 (Replacement of Chambers Sound System)
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§auni1\

= COMMUNICATIONS

=7 New Customer Information Form

Business Information:

Billing Name:

Billing Address:

City: State: Zip:

Invoices can be e-mailed to:

Purchasing Contact Name: Title:
Phone: E-Mail:

A/P Contact Name: Title:

Phone: E-Mail:

Federal Tax ID:

Sales Tax Exempt? No__ Yes _ Tax Exempt Number

**** Please attach a sales tax exemption form if tax exempt.****

Do you issue purchase orders? No Yes

The above information is true and accurate to the best of my knowledge.

Authorized Signature:

Print Name:

Title:

Date:

Please return completed form to accounting@soundcommunications.com or fax to 614-875-8179.

Attachment: City of Reynoldsburg_SCIQ6937 (Replacement of Chambers Sound System)
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o May 11, 2018
April Beggerow
City of Reynoldsburg

7232 E. Main St.
Reynoldsburg, OH 43068

Please accept this letter along with the additional information enclosed within this
proposal as an introduction to SoundCom Systems. This is a valued opportunity for
SoundCom and let me start by saying that we would like to earn your business.

We have been performing comparable work for over 40 years and are proud to call
many of the region’s top performing companies our clients. We have completed
countless projects over the years including hundreds that integrate sound, video,
and communications systems for a wide range of clients.

In fact, we have recently deployed comparable solutions for clients in the region
including the City of Gahanna, Franklin County, and the State of Ohio, just to name
afew.

Our highly trained and certified staff is singularly focused on delivering world-class
sound, video, and specialty communications solutions with an acute attention on
quality and service.

On behalf of our over 180 full-time employees, [ would like to personally thank you
for the opportunity to continue to earn your business and we look forward to

discussing this project with you in greater detail soon.

Please feel free to contact us with any questions.

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)

Sincerely,

Mark Hulme

Account Executive

Attachment: 62221 Re
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SYSTEMS
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.. 3 For over 40 years, SoundCom Systems has been providing cutting-edge o
L oL sound, video, and communications solutions for businesses and institutions of 2
SoundCom is ranked among the top nearly every size. Headquartered in Cleveland, Ohio with offices in Detroit, 2
25 systems integration firms in the U.S. Pittsburgh, Columbus, Grand Rapids, Flint, Lansing, and Cincinnati, 5
by Systems Contractor News, and has SoundCom has the knowledge, experience, and scalability to meet virtually A
ranked among the top 50 since 2004. any project scope and deadline with an attention to detail and focus on quality S
that is unrivaled in the industry. g
]
i \ y—
R (0]
[ L =
3]
@
g
As a full-service integration firm, SoundCom offers complete x
turn-key services for any project of any size including: )
S
® Consulting & Design ® Installation g
@ Engineering & CAD ® Programming .. s
® Shop & Fabrication ® Training C e w e -
. . = = B B &= —_
® Project Management @ Technical Support A =
T EE IR <
L aEEs - E
c
3 . . v |+ VIE U [eeu u - g
SoundCom prides itself on providing our s - O
customers with world-class support before, - 2
during, and after the sale. Our service ) ]
department is never closed delivering critical -ssnm@BEEGs - g
services to customers when it is needed most. e : : e 2
« s mE = E
o
c s e
Ca >

SoundCom’s engineering and technical teams are some of the most experienced and
well-trained in the industry. Our engineering department collectively has over 130 years
of experience and our installation and service teams have an average tenure over 10
years with SoundCom and over 230,000 hours of available man-power annually. Our
technical staff carries many of the industry’s major certifications so you can be assured
that your project will be done right and on-time.

TESIRA
CERTIFIED

CERTIFIED

(T CRESTRON.

Lo}

Certified Expert
"v"

lifesize.
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The City of Reynoldsburg is experiencing audio issues during their council
meetings and presentations held in the council chambers. SoundCom has
been asked to provide a solution to create a reliable, quality system that is
easy to control.

SoundCom proposes to replace the existing headend with a new digital
signal processor. This DSP will provide level and mute control of the
microphones, as well as, automatic gain sharing between the nine (9)
existing bench microphones.

SoundCom will rewire the existing bench microphones, eliminating the XLR
patch points next to each seat. These XLR patch points are to be removed
and/or covered by the Owner; this work is not included in this proposal.

SoundCom will replace and rewire the existing mute buttons at each bench
seat. These buttons will mute/unmute the associated microphone with an
LED above each switch for mute feedback.

The existing master switch bank will be removed and replaced with a new
11" touch panel. This touch panel will be programmed with independent
mute control of each microphone, independent level control for the five (5)
floor microphones, a master level control for the nine (9) bench
microphones, level control for the Owner furnished PC, and transport
controls for the new Denon media recorder.

The new Denon media recorder will allow meeting audio to be recorded and
accessed remotely for transcription after the meetings. SoundCom will
work with the Owner's IT staff to configure the network setting on the
Denon recorder. An Owner provided LAN drop is needed at the headend
rack location.
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An assisted listening system has been provided. This will allow up to four
people the capability to wear a lanyard or ear piece during the meetings to
accentuate the audio.

SoundCom will use the existing rack and wiring to the existing floor
microphones.

Attachment: 62221 Re

CLEVELAND = DETROIT = PITTSBURGH = COLUMBUS = GRAND RAPIDS = CINCINNATI = FLINT = LANSING Phone: 800-628-8739 For more informat Packet Pg 57




SoundCom.

SYSTEMS

CLEVELAND

DETROIT

PITTSBURGH

COLUMBUS

GRAND RAPIDS

CINCINNATI

FLINT

LANSING

Phone: 800-628-8739

For more informat
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Unless otherwise noted within this proposal, all on-site labor services are
assumed to occur during normal business hours, Monday through Friday,
excluding major holidays.

Unless otherwise noted within this proposal, any required data network
drops are assumed to be existing or provided by others, at locations as
directed by SoundCom.

This proposal assumes the client's IT staff will coordinate network access
and configuration closely with SoundCom field technicians and engineers.
This includes configurations for remote access where possible.

If applicable, additional pre-installation coordination with the client's IT
staff may be required for specialized system integrations involving video
conferencing, audio conferencing (VoIP), control systems, streaming, digital
signage, and other similar technologies.

Systems requiring a custom control system are installed on a dedicated

network/VLAN utilizing network switches provided by SoundCom, unless
otherwise noted.

None
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SoundCom Systems Custom Design Proposal

SoundCom is proud to present this proposal for the Reynoldsburg City Council Audio Upgrade.

This summary is intended to provide a simple and brief overview of our approach to the project and is supplemented
with much more detailed information including a detailed narrative, scope definition, warranty and support details, and

SoundCom'’s qualifications relative to this project along with other supporting documentation.

May 11, 2018 SoundCom Proposal # 62221

City of Reynoldsburg City Council Audio Upgrade
7232 E. Main St.
Reynoldsburg, OH 43068

Item Description Price
City Council Chambers $19,928.00
Audio Upgrade

PROPOSAL TOTAL $19,928.00

THIS PROPOSAL ASSUMES THE CLIENT IS TAX EXEMPT OR WILL SELF-PAY ANY APPLICABLE TAX
IF THIS PROJECT IS TAX EXEMPT CUSTOMER IS REQUIRED TO SUBMIT PROOF OF TAX EXEMPT STATUS

OPTIONS

Item Description Amount

Payment Terms: 30% Down Payment due upon receipt of PO
60% Progress Billed Based on Implementation of System — Invoiced with Net30 Day Terms
10% Certification of System & System “Go-Live” — Invoiced with Net30 Day Terms

Proposal Originating Office Proposal Created By:

SoundCom Systems - Columbus Mark Hulme

4388 Tuller Rd. Account Executive

Dublin, OH 43017 mhulme@soundcom.net z\/&/
614-799-1920 Ext. 2405 /%,

This proposal is subject to SoundCom System’s Standard Terms & Conditions of Sale enclosed within this proposal and available online at http://www.soundcom.net/info/terms-
conditions.asp

CLEVELAND = DETROIT = PITTSBURGH = COLUMBUS = GRAND RAPIDS = CINCINNATI = FLINT = LANSING Phone: 800-628-8739 For more information visit: SoundCom.net
Proprietary & Confidential

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)
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Every project is unique and we strive to deliver clear definitions of scope for every project. Our project managers are highly
trained to clearly understand where scope breaks occur between trades on any given project so that the installation runs
smoothly and on time while keeping the customer accurately informed, removing any mystery about our delivery commitment.

Engineering
DRAWINGS

All drawings are engineered in AutoCAD and delivered in electronic (PDF) format and are archived at SoundCom.
*All D/C drawings require accurate floorplan files (backgrounds) delivered to SoundCom in AutoCAD format (DWG
with applicable X-refs). ** Specialty detail drawings may require source files supplied by a third-party. SoundGom SVSIEH]S N/A

Functional Engineered technical drawing(s) showing the schematic design of the system |X|

including device connections, signal types, and equipment parts.

Device & Cable* Engineered technical drawing(s) detailing the wiring and locations of all devices and
D/C equipment racks outlined on a floor plan.

Engineered technical drawing(s) detailing the layout of any equipment racks,

Rack Elevation cabinets, lecterns, etc.

Engineered technical drawing(s) detailing any connection plates for the project to
be installed in the field or on any equipment rack, including specific plate labeling.

Plate Details

Engineered technical drawing(s) detailing any custom or specialty work, including but
not limited to custom mounts, rigging, console design, lectern layout, furniture, etc.

Specialty Details™*

Engineered technical drawing(s) most often detailing conduit, rough-in, blocking,
Trade Coordination etc. requirements for the project for use by other trades in coordination with the
system(s) being provided by SoundCom.

A complete set of all SoundCom engineered drawings reflecting the complete system
As-Builts as installed, which may have varied from the originally engineered set of drawings
based on unique changes/adds/deletions during the installation period.

X | O/ XX X
O X | X Ojd| .

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)

Documents

All engineering documents are delivered in electronic (PDF) format and are archived at SoundCom.

Submittals A complete set of data/cut-sheets for all primary/major pieces of equipment being
supplied for the project showing brand/make & model along with the detailed
technical specifications submitted prior to project deployment.

[]
X

o/ A complete set of manufacturer’s operation and/or owner’s manuals for all primary/
s [] X
major pieces of equipment submitted during the closeout period of the project.

Attachment: 62221 Re
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Installation -
SoundCom

FIELD INSTALLATION Systems | EC. | GG. | Owner | Existing | NA =
Removal of any existing equipment and/or wire as specified and required %
Demolition for the project. Any wire and/or equipment to be reused must be properly |X| |:| |:| |E |:| |:| &
protected by others during demo. =
c
Provide power as specified at all required locations including equipment >
Power racks and field devices. |:| |:| |:| |:| |X| |:| Uo)
Provide rough-i ified at all required locations including equipment S
rovide rough-in as specified at all required locations including equipmen 5
Rough-In racks and field devices, plate locations, floor boxes, etc. |:| |:| |:| |:| |:| |X| g
) Provide conduit with pull string as specified at all required locations o
Conduit including equipment racks and field devices. |:| |:| |:| |:| |X| |:| o
o
Backboxes as specified at all locations as required for the Provide I:' I:' I:' I:' I:' |E =
okboesprogee mal | 00|00 ¢
(]
Floor boxes as specified at all locations as required by the Provide I:I I:I I:I I:I |X| I:I S
roorBuses projet mal | 0|0 0|X |03
o
Specialty interface boxes and/or “cubbies” designed to Provide |X| I:I I:I I:I I:I I:I o
Table Interfaces accommodate AV cabling connections, and other cables Cut I:' I:' I:' |E I:' |E E
including data and AC power. Install =
X O oo jts
If necessary, provide a lift and/or scaffolding capable of safely reaching 2
Lift/Scaffolding and lifting required personnel and equipment to correct mounting/wiring I:' I:' I:' I:' I:' |X| 5
positions. <:E;
. . Provide all cable for complete and functional system as required for the =
Provide Wire Droject ? 4 E X Oy g e
: =
o
) Pull (install) and tag (label) all cable for complete and functional system O
Pull (Install) Wire as required for the project and as directed by D/C drawings. |X| |:| |:| |:| |:| |:| >
Provide appropriate blocking and/or structural support for wall mounted (c)»
Blocking equipment cabinets and/or specialty field devices like LCD flat panels, large I:' I:' I:' I:' I:' |X| 5
format speakers, projectors, etc. as specified and required by the project. 2
Cutting, patching, and painting of walls and/or ceilings, including ceilin =
Cutting & Patching 1. oy s o AREP & & & & [] O X | O e
tiles and grid. S
[}
Install all field devices including, but not necessarily limited to speakers, [0
Install Field Devices ~ cameras, projectors, screens, displays, TV's, etc. |X| |:| |:| |:| |:| |:| cr\:l
Exceptions? [_] Yes (if YES, see “General Project Notes”) [X] No N
©
. Install all connection field located plates as specified and required for the ..
Install Field Plates project P P d |X| O (4 |4 jg e
: )
Install system headend which could include floor standing equipment E
Install Headend racks, wall mounted equipment cabinets, plywood backboard mounted |X| |:| |:| |:| |:| |:| S
headends, etc. E
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Specialty Services -
pecially SoundGom
SHOP & FABRICATION Systems | EC. 6.C. | Owner | Existing | N/A
The assembly of, and equipment loading of any and all equipment racks,
Rack Assembly cabinets, lecterns, podiums, and/or furniture as required for the project. |E I:' I:' I:' I:' I:'
X on-site [ ] oftsite
The fabrication and labeling of any connection plates to be installed in
Rack Plate Fab an equipment rack, cabinet, lectern, podium, and/or furniture as required I:' I:' I:' I:' I:' |X|
for the project.
. The fabrication and labeling of any connection plates to be installed in
Field Plte Fab E or ol ’ X O d|d g

the field including wall and floor plates.

Setup & Programming

System Configure and setup system for proper operation as coordinated with
i i customer and/or specifications.
onfiguraton &/or specificati X | O |||t
System Develop and test any custom system programming for proper operation
Programming as coordinated with customer and/or specifications. |Z| |:| |:| |:| |:| |:|
TESTING & COMMISSIONING SoundGom Systems N/A
. Test complete system and verify operation meets specifications as required
Testing by project. Provide documentation of testing results. |E |:|
System Verification of system functionality and completeness of system |E |:|
Commissioning configurations including software version verification operational accuracy.
Tune system for optimum performance as specified and/or as project
Tune (EQ) requires, X []
Configuration Backup and archive of all system programming, configuration settings, |E |:|
Backup and setup files as specified and required by the project.
TRAINING & SUPPORT SoundCom Systems N/A

On-Site Training

Provide on-site training with key customer personnel as specified and
required by the project.

X

0ff-Site Training

Provide off-site training with key customer personnel as specified and
required by the project.

Online Training

Provide online training, either self-paced or instructor-guided as specified
and required by the project.

Training Materials

Provide comprehensive user training materials, typically in electronic
(PDF) format, as specified and required by the project.

O o g

X X XX O

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)
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[] Video Recording  [] Quick Ref. Guides  [_] Training Manual
Provide on-site “first use” support with qualified technical and/or
Event Support viee e X PP 4
engineering personnel.
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Below is just a small listing. Upon request, SoundCom can provide detailed references
“Hundreds of the region’s top performing specific to your project.

companies have chosen SoundCom for

their technology needs and we are proud

to call all of these companies our clients. @ FERRO \E@@@ﬁ (£ .
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ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)
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SoundCom operates 24 hours a day,
7 days a week, 365 days a year to
service our customers with mission and
life-critical support systems and is
staffed by veteran technicians trained to
troubleshoot virtually any system and
situation quickly minimizing downtime.

Today’s technology and communications systems are complex, often requiring careful
integration of hardware and software from a multitude of manufacturers. SoundCom
engineers carefully research equipment selection and work closely with manufacturers
and our installation technicians to make sure every system functions as expected.

Our installation technicians are highly-trained, experienced, and carry numerous
industry certifications meeting manufacturer’s installation guidelines and our industry’s

demanding installation standards.

Many systems require custom software development and our programmers are some of
the best in the industry, keeping up with the latest trends and platforms while delivering
easy to use control interfaces our customers can rely on.

Because our engineering, installation, and programming teams
consistently deliver world-class quality systems for our
customers, we are proud to offer an industry-leading twelve

(12) month warranty on all SoundCom provided equipment,
materials, and labor, effective upon substantial completion of the
project as outlined in our standard terms and conditions.

Severity Description

5.a.b

CTION GUARAN ..
Eep|

On-Site Response Time

Catastrophic or total system failure

Level | o .
System is in a complete non-functional

Critical [y

Within one (1) business day during
normal business hours.

Erratic, sporadic system performance

System is still functional, but minor

Level Il

Within two (2) business days during
normal business hours.

Minor

problems exists.

Routine system maintenance or fixes

System is generally functional, however
minor programming or firmware updates
may be needed to resolve a system issue.

Level I
Routine

Within three (3) business days during
normal business hours.

To obtain warranty service, contact
SoundCom’s Service Department at
+1 (800) 628-8739.

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)

While our service department operates 24/7/365, our standard service department business
hours are, Monday through Friday (excluding holidays) from 8:00 AM to 5:00 PM EST.

Customers placing service calls during normal business hours will receive a phone
response immediately or within two (2) hours.

Customers placing after-hours service calls will be connected with an answering service
who will contact an available on-call technician. If classified as a Level I — Critical service
disruption, the technician will call-back within two (2) hours and be on-site within four (4,
hours*. Unless specifically requested, Level IT and Level III classified service disruptions
placed during after-hours periods will be responded to the next business day.

Attachment: 62221 Re

*After-hours emergency service is for Level 1 — Critical issues specific to life safety only.

Unless specifically outlined in a SoundCom Performance Maintenance Agreement,
after-hours emergency service is typically limited to healthcare facilities with
life-safety related systems.

L]
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To supplement SoundCom’s standard twelve-month warranty, we are proud to offer
comprehensive system Performance Maintenance Agreements (PMA) designed to
maximize system uptime by proactively managing the critical components of each system.

SoundCom PMA's are ideal for mission critical systems allowing our customers to fully
understand and manage their total cost of ownership while minimizing downtime and
insuring their systems are always kept up to date with the latest software releases and

bug fixes.

Our service department is staffed by our most senior and experienced technicians
highly trained to troubleshoot and resolve system problems fast.

SoundCom PMA’s include a number of enhanced services including:

Priority Service Response 24/1/365 Service Availability
Preventative Maintenance Equipment Repair/Replacement
Regular System Training Loaner Equipment
Software/Firmware Updates System Documentation Maintenance
Remote Diagnostics After hours Emergency Service
Technology Refresh On-Site Hot Spares

System Backup & Archive Dedicated Staffing

In addition to custom agreements, SoundCom offers a number of pre-designed
PMA’s designed for virtually any project and budget with varying service levels and
access based on the need.

These packages are available in one, two, and three year terms and can be renewed
annually. Our Custom/Critical offering can even include advanced replacement of
parts, on-site hot-spares, and dedicated staffing options.

Silver Gold ;
24/7/365 Availability X X
Priority Service =

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)

Documentation Maintenance =

Scheduled Maintenance

Continued System Training

XX XXX

System Backup & Archive

Attachment: 62221 Re

Parts Repair/Replacement

After-Hours Emergency Service

MIXNXKKXKKXRX X

Loaner Equipment

SoundCom can provide a proposal upon customer request. .
= = BB |
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" EQUIPMENT FINANCE
PNC Equipment Finance is a recognized

leader in providing equipment financing
solutions to clients throughout the US
and Canada. As the fifth largest bank-
affiliated leasing company, with over $9
billion in lease assets, and a 30-year
history serving clients of all sizes and
industries.

ACO

Founded in 1994, the Telecommunications
Asset Management Company (TAMCO)
is a highly focused financing organization
which  specializes exclusively on
programs for business looking to
acquire new communications and
related technologies. TAMCO’s unique
value is in providing operating expense
structured financing solutions with
additional protection against functional
obsolescence for its customers.

SoundCom works with industry leading financial institutions to deliver flexible and
scalable financing options with both traditional capital leasing programs and operating

leasing options which can fit virtually any project size and type.

Capital Equipment Leasing

Services Offered

Capital Lease ($1 Buyout), and Fair Market Value Lease (FMV)

L
EERYLII | ] L

s o nBEBE:
" H =
FE

Length of Term 12-60 Months
Equipment Types Audio, Video, Security, and Communications equipment
Install Included? Yes

Service Agreements? | No

System Replacement

No
Guarantee?

Deductible Coverage? | No

Lease Exit Options

Operating Equipment Leasing

Services Offered

$1 Buyout

TAMCO Shield

Length of Term 36-60 Months
Equipment Types Audio, Video, Security, and Communications equipment
Install Included? Yes

Service Agreements? | Yes

System Replacement

Yes
Guarantee?

Deductible Coverage? | .
disasters

Yes, up to $5,000 insurance deductible coverage for natural

Lease Exit Options

Renew The Lease w/Shield, Renew the Lease w/o Shield,
Fair Market Value Buyout, and Return System

Comparative Analysis - Based on a $25,000 turn-key solution

ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)

$1 Buyout Lease ~ TAMGO Shield ~ Gash Purchase o
Number of Months 60 60 60 o
Equipment Type AUDIO/VIDEO AUDIO/VIDEO AUDIO/VIDEO ﬁ
Monthly Payment $531 $525 R
System Solution Price $25,000 E
Present Value (PV) of Payments $24,992 $24,709 o
Residual Payment $1 E
8
Tax Deductions on Payments ($2,006) ($8,648) E
After Tax Interest on Cash ($2,649) ($2,649)
Depreciation Tax Savings ($6,634) ($6,634)
Net After Tax PV Cost $13,704 $13,412 $18,366
Assumed System Replacement Cost ($15,930) $0 ($12,500)
Off Balance Sheet FALSE TRUE FALSE
* Assumption above based on a complete system replacement at midpoint of term. This analysis was prepared using accepted financial and accounting principles considering the “time value of money” and the following
assumptions: Present Value Discount Factor = 10%, Annual Inflation Rate for Maintenance = 4%, Federal income tax rate - 35%, Straight-line depreciation - 5 years, Interest Rate on Idle Cash = 4% LI
= = @8 L
« s mmmj
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ynoldsburg City Council Audio Upgrade (Replacement of Chambers Sound System)
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Fees and Payment Terms
Prices and/or fees quoted by SoundCom are for acceptance within 30 days from the date of quotation and are
11 q Y P Y q
) subject to change thereafter.

1.2 Prices and/or fees quoted by SoundCom are inclusive of any taxes, levies, duties, or other governmental charges,
shipping, and insurance unless otherwise specifically outlined within the quotation. If Customer is exempt from any
tax, proof of exempt status is required prior to order acceptance.

13 Any and all taxes, levies, duties and governmental charges or other charges of any nature, present or future, imposed
on SoundCom or which SoundCom has a duty to collect in connection with the sale, delivery, or use of any Products
and/or Services will appear as separate line items on the invoice.

SoundCom’s standard payment terms are net thirty (30) calendar days from the date of invoice unless otherwise

14 specified in the Quotation/Proposal/Contract or otherwise agreed to in writing by the parties, regardless of when the
Products and/or Services are placed into service or whether ancillary commissioning or related services have been
offered or performed by SoundCom.

All payment terms are subject to prior credit approval by SoundCom.
. pay ] P PP y
1.6 All payments shall be made in US dollars ($USD).
17 SoundCom reserves the right to cancel or amend any accepted Purchase Order if for any reason it becomes unable to
' fulfill Customer’s Purchase Order. In such case, notice of SoundCom’s action will be promptly given to Customer.
The amendment or cancellation will be deemed accepted by Customer unless rejected by Customer within ten (10)
calendar days of the date of such amendment or cancellation. If customer chooses to reject the amendment or
cancellation, SoundCom may terminate the related Quotation/Proposal/Contract or Statement of Work (SOW)
without further liability.
18 This proposal is subject to SoundCom’s complete Terms and Conditions of Sale which may be found online here:
' http://www.soundcom.net/info/terms-conditions.asp.
Client Acceptance
Company Name
Printed Name
Signature
Date
L]
= BB
= s B B
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http://www.soundcom.net/info/terms-conditions.asp

April Beggerow

5.a.c

From: David Deuschle <ddeuschle@soundcommunications.com>
Sent: Monday, May 21, 2018 5:49 PM

To: April Beggerow

Subject: Quote

April,

Sound Communications has agreed to wave the 50% down payment for your project. Should you have any

questions, feel free to contact me

li] 1  SoundCOMMUNICATIONS

David Deuschle

Senior Account Manager
ddeuschle(@soundcommunications.com
1 800-556-8556 x709. Office
740-334-3535. Cell

Attachment: 2018-05-21 sci email (Replacement of Chambers Sound System)
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Human Resources Dept.

Sandra Boller

7232 E. Main Street
Reynoldsburg OHIO 43068
614-322-6868 Phone

ORDINANCE REQUEST

6.a

DATE: June 11, 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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l. 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.

1. 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.

1.  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

6.a.a
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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.

1IV.  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

6.a.a
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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.

Attachment: Personnel Policy Manual Update 2018 (Repeal and Replace PPM)
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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
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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.

I‘—_meloyees 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.

Attachment: Personnel Policy Manual Update 2018 (Repeal and Replace PPM)

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 Packet Pg. 75




support the request. The City may require the employee to be examined by a licensed medical

6.a.a

Attachment: Personnel Policy Manual Update 2018 (Repeal and Replace PPM)

Packet Pg. 76




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.

VIlI. 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.

VIIl. 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.

6.a.a

Attachment: Personnel Policy Manual Update 2018 (Repeal and Replace PPM)

Packet Pg. 77




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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XIl. 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.

XIl.  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.

X1l 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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ue 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 fforty (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

)ﬂv 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 (1%2) 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.

¢.  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
15" 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)

6" year o' year $450.00 annually
10" year 14" year $500.00 annually
15" year 19" year $550.00 annually
200 year e $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
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b. Request a personal leave of absence without pay for the period of absence, subject
to the approval of their supervisor, or Department Head;

¢. 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 Ill 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 111 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 Il 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. IlIness, 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. Iliness, 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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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: 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 lor
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:
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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.

¢. 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.

XXIl. 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.

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 daythe
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.

“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.

“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.).

“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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10.

“Family member”: Spouse, child, parent or a person who stands “in loco parentis”’
to the employee.

“Covered Service Member”: Means either:

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

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.

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.

“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.

“Next Of Kin”: The term “next of kin” used with respect to a service member
means the nearest blood relative of that individual.

A “serious injury or illness”, for purposes for the 26 week military caregiver leave
means either:

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,

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:

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

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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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

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”:

12.

13.

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.”

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.

“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.

“Qualifying Exigency”: (For purposes of the twelve (12)-week qualifying exigency
leave) includes any of the following:

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.

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.

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.

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.

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 aperiod
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 submitappropriate
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 accommaodation.

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 Il of GINA, which permit such information to be disclosed consistent with
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the requirements of FMLA.

XXII1. 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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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

employment in Ohio. 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 — 5years 3.08 hours
5 — 11 years 4.62 hours
11 — 15years 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)

. 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 paymentwould
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 isentitled
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 natification
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. rTRANSITIONAL 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.

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

! 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.

XXXV | 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:

BIEAKFASE ... .veveeeeeeeeeeeseeeeeeeeeseseseseseseeeseeseeseeeseeeeeens $8.00
LUNCH ettt e s $12.00
D T1 0] =] U TUPTR $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.

IfLaxi, 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.

XXXI1. 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.

XXXII1. 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
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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,” “T’1l 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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10.

11.

12.

13.

14.

15.

16.

17.

18.

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.

Threatening others.

Soliciting or recruiting others for commercial ventures, religious or political causes,
outside organizations, or other matters which are not job related.

Using computers or information systems in association with the operation of any
for-profit business activities or for personal gain.

Sabotage, e.g. intentionally disrupting network traffic or crashing the network and
connecting systems or intentionally introducing a computer virus.

Vandalizing the data of another user.
Forging electronic mail and instant messenger messages.
Sending chain letters.

Sending rude or obscene messages (anything that would embarrass or discredit the
City).

Disseminating unauthorized confidential or proprietary City documents or
information or data restricted by government laws or regulations.

Browsing or inquiring upon confidential records maintained by the City without
substantial business purpose.

Disseminating (including printing) copyrighted materials, articles, or software in
violation of copyright laws.

Accessing the Internet in any manner that may be disruptive, offensive to others, or
harmful to morale.

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.

Sending or soliciting sexually-oriented messages or images.

Using the Internet or instant messenger for political activity.

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.

6.a.a

Attachment: Personnel Policy Manual Update 2018 (Repeal and Replace PPM)

Packet Pg. 105




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.

XLIl. 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 § 3719.010.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
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,

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
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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:

e 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;

e 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;

e 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.

XLIIl. 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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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.

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.

XLVIIL. 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

l. 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.

1. 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.

I1. 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 | am responsible for

knowing its contents and for keeping it updated. | also understand that this manual is City property

that must be returned to the appointing authority when | separate from employment with the City.

| further acknowledge and understand that this manual does not create a contract of

employment with the City for any purpose. | 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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